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Step-by-Step Guide to Budget Query Code Lookup 

 
 
Many of the Finance Self Service pages enable you to look up different codes 

related to the task at hand.  In queries, clicking on any of the field title 
buttons allows you to search and select from a list of valid codes if the 

desired code is not known. 
 

All field title buttons shown are links to the Code Lookup.   
 
When you execute a Budget Query, you will see the screen shown in Figure 

1. To look up Org data, click on the Organization button. 
 

 
 

 

 
 

 
 
 

 
 

 
 

    Figure 1 

 
Enter your search criteria. If you know part of the Organization code, use 

the organization criteria with the % wildcard. For example, if you know the 
organization begins with 21, type 21% in the organization criteria box. 
(Figure 2) 

 

Figure 2 
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Figure 3 
 

For the maximum rows, select a number that you believe is larger than the 
number of items you expect to be found. (Figure 3) If you select 10, and 

there are 15 matches, you will only see the first 10 items. 
 
Figure 4 shows the result of the query returning the first 10 orgs. 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
Figure 4 
 

 
 

 
If you know part of the title, you can use the % wildcard before and after the 
text to find the organizations that have that text anywhere in the title. For 

example, %Library% will return a list where Library is anywhere in the title. 
Figure 5 shows the result of the query showing the first 25 lines of orgs that 

include the word Library. 
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Figure 5 


