
Budget Management



Agenda
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➢ Review Budget Balances

➢ Drill Down Feature

➢ Review Query Summary Lists



Terminology

• Cost Center

• Sponsored Projects 

• Budget Account (Cost Centers)

• Project Account (Sponsored Projects)

• Ledger Group
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Checking Budget Balances

1. On Employee Self Service 

home page click on the 

drop down to open the 

Accounting & Financial 

Reports home page. 
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Checking Budget Balances
2. Click on the “Budget 

Overview” tile.

2



6

Create Budget Balance Template 
1

2

3

1. Click Add a New Value to add a new 
Inquiry. 

2. Enter an Inquiry Name. (ex: Sample)
3. Click Add.

Note:  Click on Find an Existing 
Value to retrieve a previously 
saved inquiry.
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Complete Template- Cost Centers 

1
2

3

4
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1. Business Unit = UTEP1.

2. Ledger Group/Set = Ledger Inquiry Set. Ledger Inquiry 

Set = UTEP.

3. Enter the Cost Center #.  To search by CC name, click 

on the Lookup glass.

4. Click Save to save your search criteria.

5. Click Search.



Cost Center Budget Accounts
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Viewing Cost Center Balances
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Summary

Detail

To view transaction details, click 

on the corresponding hyperlinks

(in blue) for that category.



Complete Template- Sponsored Projects
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1 2

3

4

5

1. Business Unit = UTEP1.

2. Ledger Group/Set = Ledger Group. Ledger 

Group = GRT_CHILD1.

3. Enter the Project #.  To search by Project 

name, click on the Lookup glass.

4. Click Save to save your search criteria.

5. Click Search.



Project Budget Accounts
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Viewing Project Balances
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Summary

Detail

To view transaction details, click 

on the corresponding hyperlinks

(in blue) for that category.



Viewing Balance Transactions 
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1. Click to export data to Excel (optional).

2. Click to drill down to Source Document.  

This will provide detailed information of 

the transaction.

2
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Selecting Source Transaction
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3. Click on icon next to ID Number.
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Viewing Source Transaction 

*Note* • You can view the source documents for Travel Auth ID, 
Report ID, Voucher ID (for Miner Mall) and Journal ID for 
IDTs.

A new window opens for you to review the 

Expense Report information in the source 

document.



FMS Queries (Finance)
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(NavBar> Navigator> Financials> Reporting Tools> Query> Query Viewer)

✓ Budget Balances Query – To view monthly balances:         
UTE_BUDGET_BALANCES_CAO

✓ Grants Query – To view monthly balances for Grants: 
UTE_BUDGET_BALANCES_GRANTS

✓ Transactions Query – To view monthly transactions: 
UTE_BUDGET_TRANSACTIONS_CAO

✓ Transactions Query – To view year to date transactions: 
UTE_BUDGET_TRANSACTIONS_GRANTS

✓ Payroll Transactions Query – To view YTD payroll transactions: 
UTE_BUDGET_TRANSACTIONS_PAYROLL



HCM Queries (HR)
(NavBar> Navigator> HRMS> Reporting Tools> Query> Query Viewer)

✓ Current funding by Departments:
UTE_CA_FY_FUNDING_DATA_DEPTS

✓ Positions currently being  funded by a certain Cost Center:
UTE_CA_FY_FUND_DATA_BY_CST_CTR

✓ Current funding by Positions:
UTE_CA_FY_FUND_DATA_BY_POS

✓ Positions funded by project:
UTE_CA_FY_FUND_DATA_BY_PROJECT

✓ Positions with no budget:
UTE_CA_POSITIONS_NO_BUDGET

✓ Vacant positions in department:
UTE_CA_VACANT_POS

✓ Job Data information by Department (Empl Class…):
UTE_CA_JOB_DATA
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Questions?
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