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How to Manage your Budget through Self Service 

This guide shows how to quickly access and filter your department's budget 
data in Colleague Self-Service so you can view the budgeted, expended, 
encumbered, and remaining balances.  
 

1. Log in to Colleague Self Service and select "Financial Management" 

 

 Note! You may have different options available based on your permissions in Self 
Service. 
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2. Click "Finance Query" 

 

3. Click "Filter" to enter the criteria for your query. 
 
The date range will default to the current fiscal year. You can change it to access 
historical data or view a partial period. 

 

Tip! Click the Export button (next to the date fields) to download your 
information in an Excel or PDF format. 
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4. You can limit your search using different criteria. Most commonly, department's use 
Unit and/or Object. 

 

5. Click the down arrow to expand the field you want to filter. 
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6. Use the NAC Fund field to change between 11-Operating, and other funds such as 
capital, gifts, grants, etc. Input your criteria and press Enter. You can add multiple funds 
to your search. 

 

7. Just like with the Fund field, you would select any search criteria, input the criteria you 
are looking for (ex. your department's Unit code) and click Enter. 
Once you have entered all your criteria, click "Apply Filter" 
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8. You can also click "Reset Filter" to clear all your search criteria, or "Save Criteria" for 
searches you conduct often. 

 

9. You may get multiple pages of results, use the bottom arrows to navigate through the 
results. 
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10. For NAC 11, you will always review the Pooled Budget of 7000. Click the expand icon to 
see all the object codes under the pooled budget. Other NACs, such as 15 and 17, will 
represent the remaining grand total. 

 

 

Note! 
Budget=Approved budget (as amended) 
Actuals=Completed Expenditures/Payments (details will include links to the 
individual vouchers) 
Requisitions=Total of anticipated spend on requisitions currently in the approval 
process 
Encumbrances=Outstanding balance of POs issued (PO Total - completed 
payments) 
Remaining=Budget-Actuals-Requisitions-Encumbrances 
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