
Prior to Completing Check Requests, Travel Authorizations,       
Travel Expense Claims, Contracts, or Entering Requisitions into         

Pioneer Purchase.





Select Finance Self-Service Banner 9



Select My Finance Query



Select Shared Queries

Click anywhere in Budget with encumbrance field

Enter your Index Code





Scroll down through the 
query, leaving all other  
fields as, at the bottom 
select SUBMIT



Select your Organization Number 







You can see what has been spent, encumbrances, 
and which account numbers have been charged 
against your budget.



You can continue to drill down for even further details by selecting the amount

You can drill down even further by selecting the Document Code



You can also save your search to your favorites







If you need assistance
please contact: 

Charlotte Soporowski 3587
charlotte.soporowski@volstate.edu

or 
Ernest Beasley 3561 
ernest.beasley@volstate.edu
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