
Accessing Self-Service Banner (PAWS) 

http://www.eiu.edu/pawslogin/  

 

Login to PAWS: 

1. Enter your EIU Net ID 

2. Enter your Password 

3. Select Login 

4. Select Finance at the Main Menu 

 

Budget Queries Overview 

The Budget Query link allows you to review budget information. You may build or retrieve three 

different types of budget queries. 

 

• Budget Quick Query 

• Budget Query by Account (FOAPAL) 

• Budget Query by Organizational Hierarchy 

 

The following data options are available for selection in each query except Quick Query: 

 

• Adopted Budget 

• Budget Adjustments 

• Adjusted Budget 

• Temporary Budget 

• Accounted Budget 

• Year to Date 

• Encumbrances 

• Reservations 

• Commitments 

• Available Balance 

 

The Budget Query has a drill down feature that allows you to retrieve further details on 

transactions. Data may also be downloaded to a Microsoft Excel spreadsheet. These features are 

available in each of the query options except budget quick query. 

  

http://www.eiu.edu/pawslogin/


 

Budget Quick Query 

 
The Budget Quick Query is the easiest option to view the current status of your budget. 
However, it has more limitations than the other budget inquiry options. It provides current yearly 
balances at the time you access the report. There is no option to select specific time periods or 
a date range, therefore you may not compare fiscal period. The only data parameters displayed 
on this type of query are Adjusted Budget, Year-to-date, Commitments and Available Balance. 
 
To Create a New Quick Query: 
1. From the Finance menu, use your mouse to click on Budget Queries. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Under Create a New Query, from the Type drop-down menu, select Budget Quick 
Query then click Create Query. 
 

  



3. Enter the desired parameters and Submit Query.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Budget Quick Query Results 

 

There is a Code Lookup feature that 
allows you to search for parameters, 
simply select the button of the 
unknown parameter. 
 
Another feature that can be used is a 
“wildcard” which is a percent sign 
(%) used for any number of unknown 
Characters. 
 
 

 



Budget Query by Account 

 
The Budget Status by Account Option provides: 

• Retrieval of up to 10 data elements; 
• Ability to extract and manipulate data by a downloading feature; 
• Data comparison of different fiscal years at various points in time (monthly, quarterly, 

annually); 
• Four levels to access details of transactions and documents through a drill down feature: 

o Account Detail; 
o Transaction Detail; 
o Document Detail; 
o View the Document 

 
To create a New Query 
1. From the Finance menu, click Budget Queries. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Under Create a New Query, from the Type drop-down menu, select Budget Status by 
Account then click Create Query. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



3. Select the type of operating ledger data that you want to display on the report by clicking in 
the box to the left of the data options. A check mark will appear in the box after selection. 
These are the column headings that will display on the report. Click Continue 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Enter the appropriate parameters and Submit Query. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Budget Query by Account Results 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
  

To access transaction detail by the drill down 
feature, click on highlighted number. 

 

999,999.99 



 
 
 
 
  



Comparison Queries 

 

1. Select the type of operating ledger data that you want to display on the report by clicking in 
the box to the left of the data options. A check mark will appear in the box after selection. 
These are the column headings that will display on the report. Click Continue 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Enter the appropriate parameters and Submit Query. 
  



Comparison Query Results 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
When running fiscal year over fiscal year comparisons: 

1. The “comparison year” will not include expenses or revenues for account codes that didn’t have 

activity in the “fiscal year”, but which did have activity in the comparison year.  Therefore those 

account lines and amounts will be missing and the totals misstated for the comparison year. 

2. As a precaution, it’s good practice to run separate report totals in SSB for each fiscal year, 

without comparisons, to determine that all revenues and expenses are captured.  

 



Budget Query by Organizational Hierarchy 

The Budget Status by Organizational Hierarchy option allows you to roll up several 
organizations (departments) into a single report.  
 

To retrieve a Budget Status by Organizational Hierarchy Query: 
1. From the Finance Menu, click Budget Queries. 

 

 

 

 

 

 

 

 

 

 

 

 

 
2. Under Create a New Query, from the Type drop-down menu, select Budget Status by 
Organizational Hierarchy then click Create Query. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



3. Select the type of operating ledger data that you want to display on the report by clicking in 
the box to the left of the data options. A check mark will appear in the box after selection. 
These are the column headings that will display on the report. Click Continue 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter the appropriate parameters and Submit Query. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Hierarchy Query Results 

 

  



Downloading Query Data to a Spreadsheet 

You can download data to a Comma Separated Value File (.csv) for use with Microsoft Excel. 
This option is only available for the Budget Query by Account and the Budget Query by 
Organizational Hierarchy. 
 
This feature allows data to be edited or manipulated into a format that better meets your 
reporting needs. Downloaded information consists of the headers followed by the query details. 
The Download All Ledger Columns downloads all parameters whether they are selected in 
the parameter selection or not. The Download Selected Ledger Columns downloads only 
those parameters selected in the parameters menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After clicking the Download button, a window will pop up giving you the option to open the file 
or save to disk. If you choose open, the spreadsheet will open in Excel for immediate 
formatting. If you select save, the file will save as a .csv (Microsoft Excel Comma Separated 
Value) file. 

 


