Tips for Accessing Budgets and Finance Data in Colleague Self‐Service:
1. Login to self‐service with your regular University User ID and password using the following link:
https://selfservice.wne.edu/student/
2. Once in self‐service, select the “Financial Management” option on the left side of the window by
clicking on it as shown below:

3. After selecting Financial Management, you will see two options: Budget and Projects
Accounting. Select Budget by clicking on that area of the window.

You can also select Budgets from the dropdown menu list under “Financial Management” at the
top of the window:
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4. Before reviewing budgets or financial activity make sure you have selected “FY2019” in self‐
service in the upper right section of the window. Fiscal year FY2018 also exists in self‐service
but was only created to support conversion activities and contains no data.

5. After selecting “Budgets” and “FY2019”, you will see a listing of “My Cost Centers” based on
those GL accounts you have been given access to view.
The “My Cost Centers” view will ONLY display budget and financial information for revenue and
expense accounts. Revenue and expense accounts in Colleague are identified by the Object
component of the GL account. Object represents the last six digits of the GL account number.
Revenue Objects start with a “4” and expense accounts start with a “5” (salaries and benefits) or
a “6” (general operating expenses).
The “My Cost Centers” view should be used when reviewing operating budget accounts.
Operating budget accounts are identified by the Fund component of the GL account. Fund
represents the first two digits of the GL account number and the operating Fund is “10”.
The initial view in “My Cost Centers” will display a list of cost centers. In Colleague, a cost center
is defined as a unique combination of Fund‐Unit‐Function as illustrated below. Activity within
each cost center is defined by Object:
GL Account
10‐1‐21000010‐60‐504000

GL Account Description
CONTROLLER : FULL TIME EXEMPT WAGES

GL Account Components:
Component
Fund
Location
Unit
Function
Object

Value
10
1
21000010
60
504000

Description
UNR‐OPERATING FUND
GENERAL
CONTROLLER
INSTITUTIONAL SUPPORT
FULL TIME EXEMPT WAGES

GL Cost Center:
Components
Fund‐Unit‐Function

Value
10‐21000010‐60

Description
UNR‐OPERATING FUND : CONTROLLER : INSTITUTIONAL SUPPORT

If you select a particular cost center (by clicking on it), it will then display the grouping of
revenue and expense accounts that exist for that cost center. Not all cost centers will have all
revenue and expense groupings. Clicking on a revenue or expense group will expand the view to
show all GL accounts within that group.
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If you click on a GL account number, it will drill into all the transaction detail (encumbrance,
actual) if it exists.
Depending on the type of activity you are viewing and where it originated from you can select
the document (i.e. Purchase Order) which will display the details for that transaction.
6. If you are interested in reviewing GL accounts that are outside of the operating budget, you will
probably need to change your view in “Budgets” from “My Cost Centers” to “Object View”.
Whereas “My Cost Centers” only displays revenue and expense accounts, “Object View” displays
all GL accounts. In “Object View”, GL accounts are grouped within their natural classifications of
Assets, Liabilities, Fund Balance, Revenue and Expense. For non‐operating accounts, you will
likely need to look at Asset, Liability and Fund Balance accounts to get a complete and true
picture of the account’s financial status.
You can toggle between “My Cost Centers” and “Object View” by selecting the appropriate tab
in the upper left hand side of the window:
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Clicking on the initial Object groupings above will expand the view to show GL accounts grouped
by Object. Clicking on a specific Object group will show all GL accounts within that group.
Clicking on a GL account will drill into all the transaction detail (encumbrance, actual) for the
account if it exists.

7. In addition to selecting your preferred view, you can use the Filter icon to select the types of GL
accounts you want to view. Using the Filter icon will allow you to select by each GL component
(Fund, Loc, Unit, Function, Object), or a combination of components. You can also use the Filter
button to either include or exclude accounts with no activity.
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Click the Component you want to filter on and enter the value of that component that you want
to view. For instance, if you only want to view operating accounts, select Fund and enter “10”,
then click the “Apply Filter” button.

If you have created a Filter that you would like to re‐use at a later date click the “Save Criteria”
button and give the filter a name. Once you save filter criteria, it can be recalled by clicking the
Filter button and selecting the name of your saved filter:

To close or open the filter options window at any time, click on the filter button.

8. At any point within Budgets in self‐service, you can use the “Export” button to export the
budget or financial data you are viewing to a CSV file that can be opened directly in Excel.
The Export button is located in the upper right of the window directly adjacent to the Fiscal Year
selection button.
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Once you click on the “Download CSV” link, you will be prompted to select whether you want to
open the file with Excel or save the file to access at a later date.

9. As you drill into Budget, GL Account and transaction detail you can always return to the previous
screen by using the “Back to” icon in the upper left of the window.
You can also use the navigation under “Financial Management” to return directly to the
summary “Budget” screen.
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