


 

 

 

 

 
Login: 

 

1. Go to the UNA Website (www.una.edu) 

2. Log into Portal and select ³Banner Admin Pages´ 

 
 

 

http://www.una.edu/
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  VIEWING YOUR AUXILIARY FUND BALANCE 

 

7R�FKHFN�\RXU�$X[LOLDU\�)XQG�%DODQFH��W\SH�³)*,7%65´ in the search box: 

 

 

  3UHVV�³(QWHU´� 

 

�����<RX�VKRXOG�QRZ�VHH�WKH�IROORZLQJ�VFUHHQ���)RU�&2$��SOHDVH�EH�VXUH�WR�HQWHU�³8´�  

1H[W��HQWHU�\RXU�$X[LOLDU\�)XQG�1XPEHU�LQ�WKH�³)81'´�ILHOG���)LQDOO\��HQWHU�WKH�

DSSOLFDEOH�³),6&$/�<($5´�DQG�SUHVV�³*2´� 

 

 



The result should be a screen that looks like this: 

 

On this screen, there are several things to take note of.  On the very bottom of the 

SDJH��\RX�ZLOO�VHH�³&855(17�)81'�%$/$1&(´���7KLV�DPRXQW�VKRXOG�EH�D�&5(',7�

balance.  If the amount shown is a DEBIT balance, your fund is overdrawn.  Also, the 

OLQH�LWHP�³����´�RU�³)XQG�%DODQFH-$X[LOLDU\´�LV�WKH�DPRXQW�WKDW�\RXU�$X[LOLDU\�)XQG�

³UROOHG�RYHU´�IURP�WKH�SULRU�ILVFDO�\HDU���6R�IRU�WKLV�H[DPSOH��WKH�$X[LOLDU\�)XQG�

³EURXJKW�IRUZDUG´�����������IURP�WKH�SULRU�\HDU��� 
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VIEWING CURRENT BUDGET STATUS FOR YOUR FUND 

 

Next we will view the current Budget Status for the Fund.  You will return to the 

following screen: 

 

 

2QFH��KHUH�\RX�ZLOO�HQWHU�³)*,%'67´�DQG�SUHVV�³(QWHU´� 

 



<RX�VKRXOG�QRZ�EH�DW�WKLV�VFUHHQ���(QWHU�³8´�IRU�&+$57��(QWHU�WKH�DSSURSULDWH�

FISCAL YEAR, and finally enter your Auxiliary Fund Number in the INDEX field.  Next, 

press GO: 

 

You should now see the following information: 

 

This is the information that you would normally view if you were to run this query in 

Self-6HUYLFH�%DQQHU���/LQH�³���´�LV�WKH�H[SHQVH�SRRO�IRU�\RXU�RUJDQL]DWLRQ�DQG�WKH�

DFFRXQWV�EHORZ�OLQH�³���´ are pulling from this balance.  As with a Self-Service 

BUDGET QUERY, in order to determine the current amount of funds left to spend, 

you would simply calculate the net of your Expense pool and any expenditures made 

to date.   

 

 





)RU�WKLV�SDUWLFXODU�IXQG��WKH�RSWLRQV�DUH�³JUH\HG�RXW´�EHFDXVH�WKLV�XVHU�LV�FXUUHQWO\�

viewing all fund activity, however, if you are viewing your fund and see that this field 

ZHUH�WR�VD\�³��RI��´��WKLV�LV�DQ�LQGLFDWLRQ�WKDW�WKHUH�DUH�DGGLWLRQDO�H[SHQGLWXUHV�WKDW�

are not showing on the screen.  This would affect any calculations you may be doing 

to determine available funds for expenditures.  In order to view the remaining 

H[SHQGLWXUHV�WKDW�DUHQ¶W�VKRZQ��SOHDVH�FOLFN�RQ�WKH�³���3HU�3DJH´�GURS�GRZQ�ER[�

DQG�FKDQJH�LW�WR�³���3HU�3DJH´�VR�WKDW�UHPDLQLQJ�LWHPV�PD\�EH�YLHZHG�DQG�LQFOXGHG�

in your calculation. 

This information can also be exported to Excel.  The top right corner of the screen 

KDV�D�³7RROV´�RSWLRQ���&OLFN�KHUH� 

 

2QFH�FOLFNHG�D�GURS�GRZQ�PHQX�VKRXOG�DSSHDU�DV�IROORZV���6HOHFW�³H[SRUW´� 
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Excel should now provide a spreadsheet with the information as follows: 

 

In order to view this more easily, delete any unnecessary columns per your 

preference and expand column widths where needed: 

 

You are now able to calculate funds available for expenditures in two ways.  The first 

way is to simply select the $YDLODEOH�%DODQFH�IRU�³([SHQVH�3RRO´�DQG�³GUDJ´�\RXU�

PRXVH�GRZQ�WR�WKH�ODVW�H[SHQGLWXUH�DFFRXQW�VR�WKDW�WKH\¶UH�DOO�KLJKOLJKWHG�DW�RQFH� 
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You should now see the net of the Expense Pool and any related expenditures below 

your selection: 

 

 

 

 

 

 

 

 

 

VIEWING SPECIFIC EXPENDITURES AND/OR ACTIVITY WITHIN YOUR BUDGET 

 

There is the capability to view specific information about expense line items within 

your budget while in FGIBDST.  Click on the expenditure category that you would like 

to query: 



 

 

 

 

1H[W��DW�WKH�WRS�RI�WKH�VFUHHQ��VHOHFW�³5HODWHG´  

 

A drop down box will appear at the right of the screen with several options.  You will 

QHHG�WR�VHOHFW�³7UDQVDFWLRQ�'HWDLO�,QIRUPDWLRQ´ 
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You should now see this screen: 

 

 

As mentioned before, this can be exported to Excel as well if required. 

 

 

 

 

 

 

 

Please contact Salena Denton-Jarmon at extension 4699 or skdenton@una.edu for 

any questions or help with navigating when needed. 

mailto:skdenton@una.edu

