Viterbo University

Self Service Budget Procedure Guide
Procedure Guide

The Self Service Budget workflow allows you to view budget information about any of the general ledger accounts for which you are responsible for the past five fiscal years.   To enter Self Service Budget, log into Vitnet and select Employee.
Under Employee click on Budget under the Self Service heading
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Click on Budget
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Here you can view the financial health of your cost centers.
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All of your Cost Centers “Departments” will load.  You can view your cost centers by either Graphs or List by selecting either icon.
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Daily Work Financial Management -

Budget

My Cost Centers

10000 INSTRUCTION

Actuals & Encumbrances $1391.69

$1,391.69 of $0.00

11100 ENGLISH
Actuals & Encumbrances $6,095.54
$565,429.86 of $559,334.32

11203 INTERCULTURAL/INTL STUDIES
Actuals & Encumbrances $0.00 Remaining
$0.00 0 $0.00
11206 COMMUNITY INTERPRETING CERT
Actuals & Encumbrances $0.00 Remaining
$1,475.00 of $1,475.00

11400 HISTORY/PHILOSOPHY.

Actuals & Encumbrances $11,539.56 Remaining.

$235,597.44 of $247,137.00

1100 MA SERVANT | FADERSHIP.

3 Budget - Vterbo Univrsty
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11001 INTERDISCIPLINARY MINORS

Actuals & Encumbrances $34.39 Remaining

$1,763.61 of $1,798.00

11200 WORLD LANGUAGES

Actuals & Encumbrances. $53,581.79

$201,395.79 0f $147,814.00

11205 LATIN AMERICAN STUDIES.

Actuals & Encumbrances

$3.98 Remaining

$1.02 0f $5.00

11300 ETHICAL LEADERSHIP DOCTORATE

Actuals & Encumbrances $0.00 Remaining

$0.00 of $0.00

11500 PHILOSOPHY.

Actuals & Encumbrances $25,936.35 Remaining

$197,354.65 0f $223,291.00

11700 RELIGION IS STUNIES




You now have access to the current fiscal year plus the previous five years.
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Daily Work + Financial Management Budget
My Cost Centers ‘ —— H
Fund: 10 Dept: 62100
62100 BUSINESS OFFICE
G
Actuals & Encumbrances $1,266,466.23 Remaining

$425,583.77 of $1,692,050.00

10/25/2017




Filtering

If you choose to limit your selection, you may do this by filtering your cost centers.  Click on Filter and choose one of the drop down arrows, Fund, Dept or Obj.  Enter the criteria you wish to filter.  Click on Apply Filter

Fund – First 2 digits (10, 26, 72, 73, 76, 78)

Dept – Next – 5 digits (62100, ect…)

Obj -  Last 4 Digits (7001…7809)
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ellucian. UNIVERSITY

Daily Work + Financial Management Budget
My Cost Centers
00000 GENERAL
Revenue $529,673.32 of $0.00 Budgeted
Actuals & Encumbrances -$803,718.45
$803,718.45 of $0.00
00002 FeES
Revenue $1,512,840.17 of $3,292,730.00 Budgeted
00004 GIFTS
Revenue $15,172.04 of $130,000.00 Budgeted

FY2018[V] H

00001 TUITION
Revenue $19,358,551.91 of $38,986,080.00 Budgeted
00003 GRANTS

Revenue $3,800.00 of $2,500.00 Budgeted

$49,387.59 of $137,759.00 Budgeted
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Financial Management -
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Dept

62100 ®

obj

7601 ®

Include Active Accounts with No
Activity

Apply Filter

Reset Filter

‘ ‘ Save Criteria

Budget

00000 GENERAL

1

$529,673.32 of $0.00 Budgeted

Actuals & Encumbrances. 880371845
$803,718.45 of $0.00

00002 FEES

Revenue $1,512,840.17 0f $3,292,730.00 Budgeted

00004 GIFTS

Revenue $15,172.04 of $130,000.00 Budgeted

@ weal.. St

00001 TUITION
Revenue $19,358,551.91 of $38,986,080.00 Budgeted
00003 GRANTS

Revenue $3,800.00 of $2,500.00 Budgeted

00005 INVESTMENT INCOME

$49,387.59 of $137,759.00 Budgeted

Revenue





After clicking on Apply Filter you will get your selection only.
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Daily Work + Financial Management Budget
My Cost Centers
Y Filter Fund: 10 Dept: 62100 Obj: 7601
Fund ~ 62100 BUSINESS OFFICE
‘ Fund value or range @ Actuals & Encumbrances $11,368.82 Remaining
$2,055.18 of $13,424.00
10x
Dept ~
Dept value or range ®
2100 x
Obj ~
Obj value or range ®
7601
Include Active Accounts with No
Activity v
v

®100% ~





The filter criteria will remain until you remove it.  You can now save the filter by naming it.  You may also set any filter named as your default criteria.  The default criteria is the view you will see each time you enter Self Service Budget.
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Centers

Y Filter Fund:10) ( Dept:62100

Saved Selection Criteria

Fund

Dept

Obj

Include Active Accounts with No
Activity

Save Criteria

‘ Select a criteria

62100 BUSINESS OFFICE

Actuals & Encumbrances

$425,583.77 0f $1,692,050.00

$1,266,466.23 Remaining





To see additional detail on the Department or Account, simply click on it.
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Daily Work Financial Management - Budget

My Cost Centers

Dept: 62100

$0.00 of $0.00 Budgeted

Actuals & Encumbrances $1,758,361.51 Remaining

$286,412.49 0f $2,044,774.00

hitps://clgsst.exchange.viterbo.edu/Student/ColleagueFinance/ CostCenters/ CostCenter/62100 ®100% ~





Selct a drop down arrow next to the categaory you wish to view
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ellucian. UNIVERSITY

Daily Work Financial Management - Budget

62100 BUSINESS OFFICE

(oo || mowon
< My Cost Centers N
s
- " Financial
62100 BUSINESS OFFICE Budget Actuals Encumbrances Remaining % Received/ Spent H
Revenue $0.00 $0.00 $0.00 $0.00 0%
+~ REVENUE $0.00 $0.00 $0.00 $0.00 0%
Expense $2,044,774.00 $284,832.43 $1,580.06 $1,758,361.51 14% (]
~  EXPENSE-CAPITAL $133,317.00 $0.00 $0.00 $133,317.00 0% (]
~  EXPENSE-CURRENT OPERATIONS $818,371.00 $116,474.24 $1,580.06 $700,316.70 14% (]
~  EXPENSE-PERSONNEL $1,093,086.00 $168,358.19 $0.00 $924,727.81 15% (]
Net -$2,044,774.00 -$284,832.43
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Click on the account
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< My Cost Center

Financial
Budget Actuals Encumbrances Remaining % Spent e
62100 BUSINESS OFFICE $1,508,294.00 $1,411,167.79 $0.00 $97,12621 sa% A
~  EXPENSECAPITAL $190.00 $0.00 $0.00 $190.00 0% ]
A EXPENSE-CURRENT OPERATIONS $704,593.00 $656,195.05 $0.00 $48397.95 3%
10-62100-7804 $240,000.00 $228,150.53 $0.00 $11,849.47 95% A
BUSINESS OFFICE : BAD DEBT EXPENSE o v . o
1062100-7301
. . X 2,548.17 7%
BUSINESS OFFICE : CONTRACTED SERVICES $92.793.00 $90.240.83 $0.00 k “
10621007312
X L X 653.00 67%
BUSINESS OFFICE : LICENSES/FEES $2,000.00 #1,347.00 $0.00 ¢ °
1062100.7307 $25,000.00 $24,258.81 $0.00 74119 7% A
BUSINESS OFFICE : COLLECTION EXPENSE
21-62100-7501 $0.00 $804.76 $0.00 -$804.76 101% [+]
BUSINESS OFFICE : FEDERAL WORK STUDY
10-62100-7103 $200.00 $0.00 $0.00 $200.00 0% (]
BUSINESS OFFICE : NEWSPAPER/PERIODICALS
1062100-7601
5,330.00 55063 0.00 77937 85%
BUSINESS OFFICE : SUPPLIES # # # ¢ -
10621007606 v

$270.00 $269.81 $0.00 A




 For more detail keep on clicking
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Daily Work Financial Management - Budget

< My Cost Center

62100 BUSINESS OFFICE

10-62100-7601 BUSINESS OFFICE : SUPPLIES

Encumbrances
§  Notransactions to view.
Actuals $4,550.63
Document Date Description Amount
GLIMTME 06:302016 063016ACCTSPAY $187.60
GLIMTME 06:302016 063016ACCTSPAY $50.87
GLIMTME 06:302016 063016ACCTSPAY $328.84
GLIMTME 06:302016 063016ACCTSPAY $28.95
GLIMERA 06-29-2016 JUNE COPY CHRG $90.00
1058327 06282016 ADJUST YEAR END INVENTORY $935.48
000320827 06-21-2016 Petty Cash - Engh $10.00
€000320539 06-13-2016 WAICU -$704.01
v

058231 06-10-2016 ARMARK CHARGES 6-2T0 6-8 $110.11




You may look at up to five previous years by selecting the Fiscal button next to the Export function.
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ellucian. UNIVERSITY

Daily Work Financial Management - Budget

62100 BUSINESS OFFICE

B Export v
< My Cost Centers
Dept: 62100
- ) Financial
62100 BUSINESS OFFICE Budget Actuals Encumbrances Remaining | % Received/ Spent —
Revenue $0.00 $0.00 $0.00 $0.00 0%
~  REVENUE $0.00 $0.00 $0.00 $0.00 0%
Expense $2,044,774.00 $284,832.43 $1,580.06 $1,758.361.51 14% ]
.~ EXPENSE-CAPITAL $133,317.00 $0.00 $0.00 $133.317.00 0% ]
+  EXPENSE-CURRENT OPERATIONS $818,371.00 $116474.24 $1,580.06 $700316.70 14% ]
~  EXPENSE-PERSONNEL $1,093,086.00 $168,358.19 $0.00 $924727.81 5% ]
Net -$2,044,774.00 $284,832.43
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You may also export information into Excel by selecting the Export Button located on the upper right side of the screen.
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< My Cost Center B Export v
Budget Actuals Encumbrances Remaining % Spent ﬁ'::;
62100 BUSINESS OFFICE $1,508,294.00 $1,411,167.79 $0.00 $97.12621 9a% A
~  EXPENSE-CAPITAL $190.00 $0.00 $0.00 $190.00 0% Q
A EXPENSE-CURRENT OPERATIONS $704,593.00 $656,195.05 $0.00 $48.397.95 3%
10621007804 $240,000.00 $228,150.53 $0.00 $11,829.47 95% A
BUSINESS OFFICE : BAD DEBT EXPENSE
;ﬁ:ﬁ&tﬁf& (CE : CONTRACTED SERVICES $92,795.00 $90,246.83 $0.00 $2,548.17 7% A
;ﬁ:ﬁ&tﬁ:é (CE - LICENSES/FEES $2,000.00 $1,347.00 $0.00 $653.00 67% ]
;ﬁ:ﬁ&tﬁg;& | COLLECTION EXPENSE $25,000.00 $24,258.81 $0.00 $741.19 7% A
21-62100-7501 $0.00 $804.76 $0.00 -$804.76 101% [+]
BUSINESS OFFICE : FEDERAL WORK STUDY
Lﬁ:ﬁ&tﬁ;ﬁcs : NEWSPAPER/PERIODICALS $20000 $000 $000 $20000 o °
Lﬁ:ﬁ&tﬁ)ﬁzﬂ L SUPPLIES $5,330.00 $4,550.63 $0.00 $779.37 85% A
10621007600 $270.00 $269.81 $0.00 $0.19 100% A b




To go back use the back button at the upper left on side of your screen
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ellucian. UNIVERSITY

Daily Work Financial Management - Budget

62100 BUSINESS OFFICE

(oo || mowon
< My Cost Centers N
s
- " Financial
62100 BUSINESS OFFICE Budget Actuals Encumbrances Remaining % Received/ Spent H
Revenue $0.00 $0.00 $0.00 $0.00 0%
+~ REVENUE $0.00 $0.00 $0.00 $0.00 0%
Expense $2,044,774.00 $284,832.43 $1,580.06 $1,758,361.51 14% (]
~  EXPENSE-CAPITAL $133,317.00 $0.00 $0.00 $133,317.00 0% (]
~  EXPENSE-CURRENT OPERATIONS $818,371.00 $116,474.24 $1,580.06 $700,316.70 14% (]
~  EXPENSE-PERSONNEL $1,093,086.00 $168,358.19 $0.00 $924,727.81 15% (]
Net -$2,044,774.00 -$284,832.43
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Select Graph or List





Choose Fiscal Year





Filter





Set Default Criteria here





Save criteria or reset the filter here





Click here





Click for more detail





Select Year





Export files to Excel





Use back button








