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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. Login to Colleague Self Service and select "Financial Management"
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# Hello, Welcome to JU Self-Service!

Choose a category to get started.

o Student Finance
Here you can view your latest statement and make a payment online.

©)¢]
B @ Banking Information
Here you can view and update your banking information.
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% Einancial Management

Here you can view the financial health of your cost centers and your projects.

Tax Information
Here you can change your consent for e-delivery of tax information.

Employee
Here you can view your tax form consents, earnings statements, banking in
timecards and leave balances.

Jacksonville University is committed to ensuring that its services are accessible to people with disabilities. If you are experiencing difficulty accessing information or content in this application, please «
at helpdesk@ju.edu to gain access to inaccessible content or functionality of Ellucian Browser content.
Individuals who wish to file a formal grievance based upon website accessibility, or who seek disability accommodations, may contact webgrievances@ju.edu

Note! You may have different options available based on your permissions in Self

Service.




2. Click "Finance Query"
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Daily Work Financial Management Financial Management Overview

Financial Management Overview

D

Approve Documents Budget to Actuals

c v =
O] Here you can approve a list of financial documents. Here you can view the financial health of your cost centers.
=
— | FEinance Query = = Receive Goods and Services
2 Here you can query your financial data. ® Here you can receive or reject purchase order line items.
4
—  Procurement
(-]

Here you can create and maintain your procurement documents.

Jacksonville University is committed to ensuring that its services are accessible to people with disabilities. If you are experiencing difficulty accessing information or content in this application, please
at helpdesk@ju.edu to gain access to inaccessible content or functionality of Ellucian Browser content.
Individuals who wish to file a formal grievance based upon website accessibility. or who seek disability accommodations, may contact webgrievances@ju.edu
Privacy

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.
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Daily Work - Financial Management - Finance Query

Finance Query

Actuals Start Date  Actuals End Date (@)
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Apply a filter to see Finance Query results.

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.

Fund

Location

Unit

Object

Project

Include Active Accounts with No
Activity

Sort Options

v

Apply Filter

i
Reset Filter

Finance Query

5. Click the down arrow to expand the field you want to filter.

Daily Work Financial Management Finance Query

-~

=,
7
Fund A
L §
S
Fund value or range @
Location Lo
Unit b
Object v
Project o
Include Active Accounts with No
Activity v
Sort Options v

‘ EY2026 vi 71172025

Apply a filter to see Finance Query results.

m

‘ FY2026 v| ‘7/1/2025

Apply a filter to see Finance Query results.
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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.

Fund T * GL Account = Budget Actuals Requisitions Encumbrances Remaining
: 4 4 4 4 4

FICA Medicare

{ Fund value or range @ ]
12-00-51670-62130 $0.00 $0.00 $0.00 0.00 $0.00
Main Campus : JU Internat'l Students Assoc :

Mx =5

Usestinn o 12-00-51670-62260 $0.00 $0.00 $0.00 0.00 $0.00
Main Campus : JU Internat'l Students Assoc :
Worker's Compensation

Unit g
12-00-51670-71210 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : JU Internat'l Students Assoc :
Telephone

Object R 12-00-51670-73100 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : JU Internat'l Students Assoc :
Airline Travel

Project by
12-00-51670-73110 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : JU Internat'l Students Assoc :

Include Active Accounts with No Meals-Travel Only

Activity v
12-00-51670-73120 50.00 $0.00 $0.00 50.00 $0.00
Main Campus : JU Internat'l Students Assoc :

Sort Options M Transpertation (Non-Airling)

12-00-51670-73130 50.00 $0.00 $0.00 50.00 $0.00
Apply Filter Main Campus : JU Internat'l Students Assoc :
Hotels & Lodging

< Reset Filter > ( Save Criteria \ 12-00-51670-73165 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : JU Internat'l Students Assoc :
Travel-Bus/Car/Van Rentals

12-00-51670-76120 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : JU Internat! Students Assoc :

Advertising

12-00-51670-76160 $0.00 50.00 $0.00 $0.00 50,
Main Campus : JU Internat! Students Assoc :

Promotional Materials

7. Justlike 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"

Fund o
P— o |

Mx

Location 8 4

Unit A
Unit value or range 0]

63150 X

Object L4

Project g 5

Include Active Accounts with No
Activity

Sort Options v

Apply Filter

k Reset Filter ) ( save Criteria j
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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.

Fund A
Fund value or range @ ‘

1 x

Location S

Unit ~
}Um value or range @

63150 X

Object v

Project s

Include Active Accounts with No
Activity v

Sort Options ~

Apply Filter
( Reset Filter ) ( Save Criteria )

9. You may get multiple pages of results, use the bottom arrows to navigate through the

results.
1% e L g
11-00-63150-62230 $229.00 $183.30 $0.00 $0.00 345,
Pt v Main Campus : Purchasing : Group Life Ins
11-00-83150-62240 $0.00 $0.00 $0.00 $0.00 $0.
Unit v Main Campus : Purchasing : Flexible Spending
63150 x 11-00-63150-62250 $469.00 $349.03 $0.00 $0.00 $119.
Main Campus : Purchasing : LT/ST Disability
Object b 4 11-00-63150-62260 $£82.00 $12.64 $0.00 $0.00 $69.
Main Campus : Purchasing : Worker's
Compensation
Project ~
11-00-63150-62310 $900.00 341541 £0.00 £0.00 5484,

Main Campus : Purchasing : TIAA-CREF
Include Active Accounts with No

Actlvity b 11-00-63150-62320 $0.00 $0.00 $0.00 $0.00 0.
Main Campus : Purchasing : Valic

Sort Options b

P! 11-00-63150-62330 $0.00 $0.00 $0.00 $0.00 50.

Main Campus : Purchasing : Lincoln Life
11-00-63150-62530 $0.00 $0.00 $0.00 $0.00 $0.
Main Campus : Purchasing : Moving Expenses

( Ressttiter > ( SaveCmang > 11-00-63150-62595 $0.00 $0.00 $0.00 $0.00 50.

Main Campus : Purchasing : Other Benefits

Grand Total $467,918.00 $83,908.17 $0.00 $9.00 $384,000.

25 N ‘ Tote

‘ =] ‘ Per Page:
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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.

Actuals Start Date  Actuals End Date @

B | Fr2026 v‘ | 71005 [ | ‘ 63012026 [] H @ Export \
Unit: 63150
o £ GL Account Budget fe Actuals [ Requisitions F Encumbrances Remaining
4 4 4 4 4 y
11-00-63150-62620 5000 $0.00 50.00 $0.00 $0.00
Main Campus : Purchasing : Dependent

ition Benefits

~ BN 11-h0-63150-70000 $14,250.00 $2,174.47 $0.00 $9.00 $12,066.53
Majh Campus : Purchasing : Pooled

v pldget
< 11-00-63150-80208 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : Purchasing : Furn & Fixt < Cap
Limit
t v
11-00-63150-80285 $0.00 $0.00 $0.00 $0.00 $0.00
Main Campus : Purchasing : Professional
ct ™ Development
. ) Grand Total $467,918.00 $83,908.17 $0.00 $9.00 $384,000.83
{e Active Accounts with No
ty e
‘ K | ‘ < ‘ Page 2 of 2 > ] Per Page: ‘ 75 R | Total: 29
ptions v = S D

' 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=0utstanding balance of POs issued (PO Total - completed
payments)

Remaining=Budget-Actuals-Requisitions-Encumbrances
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