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The Portal Log in to the 
Portal from 
here . . .  



Portal Login
Just visit PCC’s Portal:    Log on with your S# and Password



Where to Find Banner Self Service 
(SSB)



Accessing SSB
Then select the Banner SSB Link



Second Step – select Finance Link



Budget Periods & Account Codes

Before you begin a query in SSB, you’ll want to be sure 
you select the correct fiscal year and accounting period 
(month or months of activity) and have an 
understanding of the types of account codes used for 
each category of expenditure (personnel, operating, 
equipment, travel, etc). 

The next two slides provide details regarding the 
accounting periods by month as well as a list of the 
account codes. 

Learning Key



Budget Periods & Account Codes

Payroll - NHIDIST SSB Banner
Payn Month Period Month

7 July 1 July
8 August 2 August
9 Sep 3 September

10 Oct 4 October
11 Nov 5 November
12 Dec 6 December

1 Jan 7 January
2 Feb 8 February
3 March 9 March
4 April 10 April
5 May 11 May
6 June 12 June

Payroll Account Codes Operating Expense Account Codes
Adjunct Salary 660 Operating  720

Benefits 661 Travel 740
Equipment 760

Admin Salary 610 Scholarships 750
Benefits 620 Leases 770

Transfers 810
Faculty Salary 630

Benefits 640

Classified Salary 680
Benefits 681

Hourly Salary 690
Benefits 691


Banner Code Detail 

		Payroll - NHIDIST						SSB		Banner

		Payn		Month				Period		Month

		7		July				1		July

		8		August				2		August

		9		Sep				3		September

		10		Oct				4		October

		11		Nov				5		November

		12		Dec				6		December

		1		Jan				7		January

		2		Feb				8		February

		3		March				9		March

		4		April				10		April

		5		May				11		May

		6		June				12		June





		Payroll Account Codes												Operating Expense Account Codes

		Adjunct		Salary				660						Operating  		720

				Benefits				661						Travel		740

														Equipment		760

		Admin		Salary				610						Scholarships		750

				Benefits				620						Leases		770

														Transfers		810

		Faculty		Salary				630

				Benefits				640



		Classified		Salary				680

				Benefits				681



		Hourly		Salary				690

				Benefits				691







Most Used Account Codes

REVENUE CODES
520010 Federal Grants and Contracts NonPell
520030 Fed Grants and Contracts Direct Cap
521010 State Govt Grants and Con Non DOHE
521015 State Govt Grant and Contract DOHE
521030 State Grants and Contracts Capital
522010 Local Grants and Contracts
522020 Local Grants and Contracts Capital
523010 State Non Colo Grants and Contracts
523020 State Non Colo Grants and Cont Cap
524010 Private Grants and Contracts
524020 Private Grant and Contract Capital
535110 Misc Revenues (gf)

Operating Codes
720040 Food Non Official Functions
720060 Bookstore Charges
720200 Instructional Supplies
720205 Supplies Noninstructional
720360 Non Capital IT Equipment
720370 Non Capital Communications Eqpt
720380 Non Capital Other Equipment
720750 Conference and Registration Fees
720780 Freight and Shipping
720800 Indirect Admin Exp Contra Exp (Aux)
720810 Indirect Cost Recovery (Grants)
720830 Memberships and Dues
720880 Non Capital Furniture
720900 Non Capital Software
720960 Professional Development
720982 Software Maintenance
720984 Software License
721140 In House Printing Copy Services
721150 Contract Printing Copy Services
721160 Books and Subscriptions (Non Library)
721180 Honorariums and Stipends
721200 Personal Svcs Temp Svcs Non 1099
721280 Advertising 
721420 Official Functions 

Travel Codes
In State Travel Employee
In State Mileage Employee
In State Travel Non Employee
In State Mileage Non Employee
Out Of State Travel Employee
Out Of State Mileage Employee
Out Of State Travel Non Employee
Out Of State Mileage Non Employee
Library Books General
Library Media
Library Periodicals
Equipment 
Equipment Direct Purchase
Motor Vehicle Direct Purchase
Software Direct Purchase
Other Cap Equipment Direct Purch
Transfers
Intrafund Transfers Int Non Exempt
Indirect Cost Recovery (Grants)
Intrafund Transfers Internal Exempt
Intrafnd Trsfrs Internal Non Exempt



Types of Budget Queries
Budget Status By 
Account - Gives full 
detail of the Org 
transactions by account 
code (types of 
spending)

Org Hierarchy -for 
those  with more than 
one Org under their 
supervision (ie VP’s, 
Deans, Directors, etc)

Budget Quick Query -
Quick overview of an 
Org

What is an ORG Number? This is the 
place where revenue and expense are 
tracked in the Banner financial system. 



Select Query Columns



Budget Quick Query

Budget Quick Query

•Select this option, then  select 
“Create Query”



Budget Quick Query

Budget Quick Query

•Enter your ORG number  
and select “Submit Query”



Budget Quick Query

Budget Quick Query

•Review the Quick Query 
Data – columns are totaled 
for each column, except a 
grand total for available 
balance.



Budget Status by Account

Budget Status By Account 

•Gives more detail and ability to use excel 
spreadsheet  to sum totals.  

•Select this option, then  select “Create 
Query”



Budget Status by Account

Budget Status By Account 

•Fiscal Period (should be 14 to 
include all periods)

•Enter the Org #

•All other data should be blank to 
include everything!

•Select “Submit Query”

Account Note: 5%  equals all revenue accounts

6% equals all personnel accounts

7% equals all operating expenses

8% equals all fund transfers



Budget Status by Account

Budget Status By Account 

•You can see more detail by 
clicking on the blue highlighted 
areas  

Budget Status By Account 

•Or dump into an Excel spreadsheet to customize information 
and total columns.  Select “Download All Ledger Columns” 



Budget Status by Account

Budget Status By Account 

•You can see more detail by 
clicking on the blue highlighted 
areas   - Detail View



Budget Status By Account

To Dump into Excel spreadsheet to 
customize information and total columns.  
Select “Download Selected Ledger 
Columns”



Budget Status by Account

Dump to Spreadsheet – Download All 
Ledger Columns

• Once the spreadsheet opens, you can 
delete columns and rows that aren’t 
needed.   

•Keep Organization,Organization Title, 
Account, Account title, Fiscal, Adjusted 
Budget, Year to date, Commitment, 
Available Balance



Budget Status by Account

Right click your mouse to pull 
up the menu to delete 
highlighted cells



Budget Status by Account

Spreadsheet Clean Up – SUM IT UP!

• Excel Spreadsheet - Once  you’ve deleted excess 
rows  and columns, you can then use the SUM key to 
total columns.   



Budget Status by Account

Spreadsheet Clean Up – SUM IT UP!

• Total all columns

•Balance is: Column F – Column G – Column H= Column I

•With totals, you can see the budget total, what has been spent  
YTD, commitments and the current available balance. 

•Make final edits to your spreadsheet document and save it with a 
worksheet title  example “133342 Budget March 2020”

Spent so Far Balance



Budget Status by Org Hierarchy

Budget Status By Org Hierarchy

•Option for those who have more 
than one org and want to see all of 
them at once (must have an Org 
Hierarchy number to access). 

•Select this option, then  select 
“Create Query”



Budget Status by Org Hierarchy

Budget Status By Org 
Hierarchy

•Enter your 4 digit hierarchy 
number  and select “Submit 
Query”



Budget Status By Org Hierarchy

•You can see more detail by clicking 
on the blue highlighted org number 

•Or dump into an Excel spreadsheet to 
customize information.  Just select 
“Download all ledger columns” 

•Follow the same process as was done 
for Budget Status by Account.

Budget Status by Org Hierarchy



SSB PROCESS CONTACT

SSB Function Contact Info
Help with SSB, 
INB Banner 

Paula McPheeters, Director, 
Grant Compliance

719-549-3484
paula.mcpheeters@pueblocc.edu

mailto:paula.mcpheeters@pueblocc.edu


A Word of Thanks!

 Thanks for taking time to review this training!

 If you have additional questions feel free to 
call or send an e-mail!


	Self Service Banner-SSB Training
	The Portal
	Portal Login
	Where to Find Banner Self Service (SSB)
	Accessing SSB
	Second Step – select Finance Link
	Budget Periods & Account Codes
	Budget Periods & Account Codes
	Most Used Account Codes
	Types of Budget Queries
	Select Query Columns
	Budget Quick Query
	Budget Quick Query
	Budget Quick Query
	Budget Status by Account
	Budget Status by Account
	Budget Status by Account
	Budget Status by Account
	Budget Status By Account
	Budget Status by Account
	Budget Status by Account
	Budget Status by Account
	Budget Status by Account
	Budget Status by Org Hierarchy
	Budget Status by Org Hierarchy
	Budget Status by Org Hierarchy
	SSB PROCESS CONTACT
	A Word of Thanks!

