
Budget Queries and Reports 
Note: Special Procedures apply for Grants. Please contact a Grants Specialist for 
questions/assistance. 

On the Finance Self-Service card, Open Finance Dashboard, select Budget Queries or 
click on the Budget Queries link on the Finance Dashboard card. 

Choose Query Type

• When entering your Values, your last selections will default. Click 
the “X” to clear and enter new value.

• Key in Chart of Accounts.
Chart 1 = University
Chart 2 = Murray State Foundation
Chart 3 = Alumni

• Key in 6-digit Organization and Enter. The correct fund and 
program codes will default.

Provides the most detail of activity 
by account number; can be 
expanded for more information on 
each transaction

Provides total activity by 
organization, can be expanded by 
account type.

Quick report of available balance 
and account activity.

Click on 
New Query

Captures all transactions from the 
inception of grant to current date. 



• Dollar amounts in resulting query can be clicked on to show all transactions and reference 
documents that make up that total.

• Use tools in the upper right corner to edit, share, save query and to download to Excel     .

Grant Query – captures all transactions from the inception of the grant to current date.

Must choose Chart, Grant, Date From will automatically fill with grant inception date by calendar 
year. Date To – can leave blank to get info to current date. Click SUBMIT.

Resulting report will show the grant inception month as PD01. GY = Grant Year and/or Calendar 
Year

For data as of 07/01/2026 or later – Fiscal Year = 2026 
For up-to-date information – Fiscal Period = 14

• Commitment Type should be All and be sure to check Include Revenue Accounts.
• Choose the Fiscal Year and Fiscal Period.
• Choose the Operating Ledger column headings, as shown below.

Click SUBMIT
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