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Overview of Banner Self Service Budget Development 

The mechanics of this process are fairly straightforward.  For those familiar with Gulfline and Self-Service, all data entry and navigation is 

both familiar and intuitive.  The menu choices and entry are nearly identical in some spots. 

 

 

 

 

 

 

Budget information 
created from operating 
ledger and placed into 
Budget Development

Departments able to 
modify and change 

budgets per parameters 
provided

Universtiy Budget Office 
will cease receiving 

changes at cut-off date

University Budget Office 
and other parties will 

audit and modify budget 
as situation warrents

Budget information, 
including salary data is 
prepared for  loading 
into operating ledger

Operating Budget is 
loaded into the 

operating ledger for the 
new fiscal year
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Parameters of Budget Submission 

For Each Fund, Specific Parameter Apply: 

General Revenue 

I. Budget submitted must equal current base.  Any budget submitted that exceeds base will be adjusted accordingly 

II. Changes to the salary category will be deleted as the figures presented are current year and have not been adjusted for various 

issues. 

III. In the event that your unit is to receive additional budget, such increments will be input directly by budget personnel or you 

will be notified on the change to your budget. 

 

Activity and Service Fee: 

I. Budget submission must match to the total and intent of the budget as allocated by SGA 

II. “Cash Accounts” will be managed by accounting personnel. 

 

Athletics 

I. Budget submitted must be in accordance with the budget approved by the University President 

II. Revenue information from non-fee sources should be included 

III. Camp budgets shall balance revenues to expense 

 

Auxiliary Budgets 

I. Revenue and expenditure data is to be provided 

II. Does not have to reconcile to current or base budget 

III. Revenues, expense, and transfers must balance. 

IV. In the event fund balance is to be used to support a given activity, a written explanation via e-mail must be provided to explain 

the need to use fund balance to maintain operations. 

Sponsored Research 

I. NOT INCLUDED IN THIS PROCESS.  Any and all sponsored research budgets will be deleted. 
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FAQ: Budget Development via Self-Service 
 
Q> Can anyone access my budget? 
A> No.  The security to access and make changes is controlled by the same security currently in place in banner. 
 
Q> Is there a limit to the number of revisions I can make? 
A> No, however the number of changes could get to be unwieldy in a review process.  Additionally, no changes can be accepted after the 

deadline. 
 
Q> What happens if I do nothing? 
A> For general revenue, you will default to the same budget as currently posted.  For all other funds, no budget will be available.  This is 

done to verify that a valid and current budget is developed. 
 
Q> If I have an auxiliary, should I request a salary budget? 
A> Yes.  The departments are more aware of what may occur in the organization than the budget office (planned vacancies, promotions, 

etc.).  The University Budget Office is ready to assist any unit with an estimate of position costs, if so desired.  Please contact us for 
assistance. 

 
Q> Now that we have centralized benefits in General Revenue, what does that do to my budget? 
A> For General Revenue, the posting in the 6100 pool will no longer include benefit costs.  The total dollar value here should match your 

budgeted rate for all filled and vacant lines.  Other factors may cause exceptions to this rule. 
 
Q> Okay, so benefits are centralized in General Revenue, but what about all other funds? 
A> The budget to post in all other funds is to include the total costs with benefits. 
 
Q> Hey, what can the organizational lock menu do for me? 
A> It allows you to prevent further updates to you budget data.  Be advised, it is not protected such that other users could not make 

changes.  However, all changes are traceable, so toggling of the organizational lock can be reviewed. 
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Budget Development in Self-Service 

A Guided Tour 

 

 

 

 

 

 

  

This document is not intended to replace Budget 

Development Self-Service training.  In order to fully 

comprehend the system and maximize value, 

training is required. 
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Always Check: 
 Adopted Budget 
 Permanente Budget Adjustments 
 Temporary Adjustments 
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The Budget Development Worksheet: 

Enter Budget ID (FY11) and Phase (FY11PR or FY11RQ) 

Enter INDEX  Click SUBMIT and page will refresh/update 

Account and Program (%) 

Budget Duration Code is Permanent 

Display Mgr is not important 

Check to Include: 

 E&G: Labor, Expense 

 A&S: Labor, Expense 

 A&S Cash Accounts: Revenue, Labor, Expense 

 Aux:  All but Deleted Items 

 Grants are not part of this process 

 Athletics: All but Deleted Items 

May save query under whatever name you create, this way 

the same parameters are readily available. 

 

First type your INDEX! 
Click SUBMIT  

The screen will refresh 
and automatically 

include the Program, 
Fund, & Org. numbers. 
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Follow Instructions on this page for making changes.  Note that current and 

base budget information is provided.  Click on data in “proposed budget” field 

to track changes. 
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Follow the Instructions on this page to make changes to the budget.  

This page will provide your current as well as base budget information.  

Changes can be tracked as the “proposed budget” field is a hyperlink. 

To create new rows for budget that did 
not previously exist, use Account Code 
Lookup, and then add in the spaces 
below. 

Start 
Over 

Preview your changes 
w/o posting to Banner 

Submits any changes 
to Banner & Budget 
Office. If needed, 
edits can be made.  

Summary Totals compares the new budget to the 
proposed and verifies any net increases/decreases (ignore 
parentheses). 

Both download buttons allow 
you to save your work in Excel. 


