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Budget Queries 

 
1.  Connect to http://www.uncsa.edu/administration/banner.htm 

 

 
 

 

2.  Select Login in to E-Z Arts 

 

 

3. Select “Enter Secure Area” 

  

 
 

http://www.uncsa.edu/administration/banner.htm
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Log in using your User ID and Pin Number. 

 

 
 

 

4. Select Finance. 

 
 

5. Select Budget Queries from either the side or bottom menu. 
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6. Select Budget Status by Account from the pull-down menu and press the Create Query 

button. 

 

 
 

 

7. Select the columns you wish to see on the query (user’s choice-multiple options) by 

clicking in boxes (a check mark appears) then select Continue.  (Example:  similar to FRS 

screen 019 = Accounted Budget, Year to Date, Encumbrances, Reservations and Available 

Balance), 

 

 
 

 

8.  Complete the following:  

 

Fiscal Year (Example:  Fiscal Year 2010-11 = 2010) 

  

Fiscal Period (Example:  April = Fiscal Period 10 since it is the 10
th

 month of the fiscal 

year.  To get ALL data, use Fiscal Period 14) 
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Comparison Fiscal Year and Comparison Fiscal Period can be used to compare data 

between fiscal years/periods.  To look at this year’s data only, select None. 

 

Chart of Accounts (A=UNCSA) 

 

Index (Enter your Fund Number here) 

 

**Do not use the Fund, Organization and Program fields.   

 

Press the Submit Query button when complete. 

 

 
 

9. The Fund, Organization and Program information automatically defaults into the correct 

fields, thereby eliminating any chance for error. 

 

If you have Revenue Accounts that you want to view, click the check-box beside Include 

Revenue Accounts.   
 

Press the Submit Query button again. 

 

10. Example of report.  (Click on printer icon to print the report or download into an Excel 

spreadsheet for further use.)  To view detailed information for any budget or expenditure 

account, click on any of the highlighted numbers.  
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11. To determine available balance for your operating accounts, go back to step #9, enter 7% 

in the Account field, then press the Submit Query button.  (Entering 7% excludes any 

labor expenses – those that begin with 6.) 
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12. The bottom line (Report Total of all records) will show the remaining available balance in 

the operating budget.  If the total is blank, go back to the previous screen and un-check the 

Include Revenue Accounts box. 

 
 

 

13. It is also possible to view a specific budget pool, any related expenditures and get a 

balance available (Example:  by entering 731% into the Account field in step #9, you will 

view only 731XXX data).  The % sign is a wildcard.  To view all available budget pools:  

718% (Contracted Services) 72% (supplies) 730% (Purchased Services) 731% (Travel) 

732% (Communication) 74% (Fixed Charges 75% (Capital Outlay). 
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14. Once finished, the option to process Another Query is displayed (scroll down the screen 

to see this option).  If other queries are required, press Another Query and repeat the 

same process (beginning at step #10).  Other options are also available at the bottom of the 

screen. 

 
 

15. When all budget queries or transfers have been completed, press Exit in the upper right 

corner of the screen to logout of the E-Z Arts system.  
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Departmental Budget Transfers   

(One transfer between two budget pools-current year only) 

 
1-10. Complete steps #1-8 from the Budget Queries section.  

 

11. Select Budget Transfer from either the side or bottom menu.   

 
 

12. Transaction Date will default to the current date. 

Journal Type (See Appendix A for correct Journal type)    

Transfer Amount = the amount of the transfer.  Use whole dollars only (no 

cents).  Decimals may be used but are not required. 

 
 

13. Chart = A (UNCSA).  

Index = Fund number (Enter this into both Index fields). 

**Do not use the Fund, Organization and Program fields.   

 Press the Complete button. 

 
 

14. Once the Complete button is pressed, the Fund, Organization and Program fields 

will be populated automatically. 
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15. Enter the Account pools to be adjusted on the “From” and “To” lines. 

 

 Available Account pools: 

  

 71800P Purchased Contractual Services (Includes all 718XXX accounts) 

72000P Supplies and Materials (Includes all 72XXXX accounts) 

 73000P Purchased Services (Accts vary, refer to Budget Pool list) 

73100P Travel (Includes all 731XXX accounts) 

 73200P Communications (Includes all 732XXX accounts)* 

73300P Utilities Pool (Accts vary, refer to Budget Pool list (most 

departments will not have this)** Budget office only 

73500P Current Services (Includes all 735XXX accounts) 

74000P            Fixed Charges (Includes all 74XXXX accounts except 748XXX) 

 75000P Capital Outlay (Includes all 75XXXX accounts except 756XXX) 

 75610P Library Books (Includes all 756XXX accounts) 

 

 Enter a brief Description (ex:  Transfer Funds, Budget Transfer, etc.)   

 

Budget Period should equal the period of the monthly transaction; i.e., July = 

period 01; May = period 11, etc. 

 

 Once finished, press the Complete button. 

 
16. Once the transfer is complete, the following screen will appear.  A message will be 

displayed showing that the document has been completed and is being forwarded 

to the posting process.  A document number will be provided to track the entry.  

Please make note of this number.  There is an option to complete Another 

Transfer if necessary.   
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17. When all budget queries or transfers have been completed, press Exit in the upper 

right corner of the screen to logout of the E-Z Arts system.  

  

 

 

 

Multiple Line Budget Transfers 

(Current year only) 

 
1-10. Complete steps #1-8 from the Budget Queries section.  

  

11. To process a budget transfer between multiple pools within the same fund, select 

the Multiple Line Budget Transfer option from either the side or bottom menu.  

Note:   There only 5 lines available so larger transfers may require more than 

one batch of entries. 

 
 

12. Transaction Date will default to the current date 

Journal Type (See Appendix A for correct Journal type)   

Document Amount (This is the hash total of all transactions; example: +10 +10 

+20 +10 -50 = 100).  Use whole dollars only (no cents).  Decimals may be used 

but are not required. 

Chart = A (UNCSA) 

Index = Fund number (Enter this into all Index fields). 

**Do not use the Fund, Organization and Program fields.   
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 Press the Complete button. 

 
 

13. Once the Complete button is pressed, the Fund, Organization and Programs fields 

are populated automatically.  “Errors” will appear at the top of the screen stating 

that Amounts must be entered. 

 
 

14. Enter the Account pools to be adjusted on each line, as well as the Amount.  

Using the pull-down menu, select either + or – to indicate whether you want to 

increase or decrease each line. (Account pool listing available on the next page.) 
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Enter a brief Description (ex:  Budget Transfer, Transfer Funds, etc.).   

  

Budget Period should equal the monthly period transaction is being made; i.e., 

July = period 01; May = period 11, etc. 

 

Press the Complete button. 

 
 

 

Available Account pools: 

 

71800P Purchased Contractual Services (Includes all 718XXX accounts) 

 72000P Supplies and Materials (Includes all 72XXXX accounts) 

 73000P Purchased Services (Accts vary, refer to Budget Pool list) 

73100P Travel (Includes all 731XXX accounts) 

73200P Communications (Includes all 732XXX accounts)  

73300P Utilities Pool (Accts vary, refer to Budget Pool list (most 

departments will not have this) Restricted to budget office use only 

73500P Current Services (Includes all 735XXX) 

 740000 Fixed Charges (Includes all 74XXXX accounts except 748XXX) 

 750000 Capital Outlay (Includes all 75XXXX accounts except 756XXX) 

 75610P Library Books (Includes all 756XXX accounts) 

 

  

15. When the batch has been processed, the following screen will appear, stating that 

the document has been completed and is being forwarded to the posting process.  

A document number will be provided, and you may want to keep track of this for 

further reference.   

 

The option to process another transfer is displayed (scroll down the screen to see 

this option).  If other transfers are required press Another Transfer and repeat 

the same process (beginning at step #9).  
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 16. When all budget queries or transfers have been completed, press Exit in the upper 

right corner of the screen to logout of the E-Z Arts system.  
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Appendix A 

 
 

Budget Transfer Rule Codes 

  

BS1 (101) BS7 (170) 

BS2 (102) BS8 (180) 

BS3 (103) BS9 (152) 

BS4 (142) BA1 (AUX) 

BS5 (151) BE1 (BOT) 

BS6 (160) BH1 (Center Stage) 
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Appendix B 

 

 

 FOAP number (21 digit account number) 

 

    Fund = 6 digit budget code number,  

    Organization Code # =6 digit organization number the fund is associated with.  

    Account = 6 digit object code the employee is paid from (ex. 1211 = 612110) 

    Program = 3 digit code that identifies which program the fund is associated with. 
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SAMPLE BUDGET for State Appropriation

Account Account Title Budget

611100 EPA Adm Reg Sal; Ap 324,920$       

612100 SPA Reg Salary 522,690$       

612700 SPA Longevity Pay -$                    

614100 Non Student Reg Wages 37,000$         

614500 Student Regular Wage -$                    

618100 Social Security 67,843$         

618200 State Retirement 47,796$         

618300 Medical Insurance 70,669$         

618700 Optional Retirement Plan 12,079$         

618710 TIAA Opt Retirement -$                    

72000P Supplies Budget Pool 6,200$           

73000P Purchased Services Budget Pool 52,566$         

73100P Travel Budget Pool 14,765$         

73200P Communication Budget Pool 28,100$         

73500P Other Operating Expense Budget Pool 1,316$           

74000P Fixed Charges Budget Pool 35,205$         

75000P Cap Outlay/Equip Budget Pool 2,918$           

1,224,067$    

SAMPLE BUDGET for Auxillaries

Account Account Title Accounted Budget

504000 Sales and Service Revenue 2,005,906$    

504520 Damage Receipts 10,000$         

611100 EPA Adm Reg Sal; Ap 283,120$       

612100 SPA Reg Salary 355,433$       

612200 SPA Overtime Payment 1,000$           

612310 SPA Holiday Premium Pay 500$               

612330 SPA Other Prem Pay 1,000$           

612700 SPA Longevity Pay 1,400$           

614100 Non Student Reg Wages 92,000$         

614500 Student Regular Wage 83,000$         

615500 Unemployment Comp 5,000$           

615610 Work Comp-Med Benefits 500$               

618100 Social Security 54,000$         

618200 State Retirement 40,000$         

618300 Medical Insurance 75,000$         

618700 Optional Retirement Plan 15,000$         

618710 TIAA Opt Retirement -$                    

72000P Supplies Budget Pool 135,500$       

73000P Purchased Services Budget Pool 410,100$       

73100P Travel Budget Pool 10,000$         

73200P Communication Budget Pool 71,100$         

73300P Utilities Budget Pool 100,000$       

73500P Other Operating Expense Budget Pool 300$               

75000P Cap Outlay/Equip Budget Pool 135,000$       

881400 Debt Service Transfer 146,453$       

881500 Work Study Transfer 500$               

Total Expense Budget 2,015,906$   

Total Revenue Budget 2,015,906$   

] Auxillary budgets determined by 

projected revenue
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Budget forms can be found at:  http://www.uncsa.edu/formsprocedures/#Budget 

 

 

http://www.uncsa.edu/formsprocedures/#Budget

