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Chapter 1  

General Overview  
 

 

Finance Self-Service is a Banner product that allows authorized users to easily view 
budgetary information, initiate and/or approve docu ments and make budget transfers 
using a web-based interface at any time and from any location.  
 
Accessing Finance Self -Service  
 

Step  Procedure  for accessing Finance S elf -Service  
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Navigate to https://My.Commnet.Edu  and enter your NetID  and Password . 
 

 
 
 

https://my.commnet.edu/
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Step  Procedure  for accessing Finance S elf -Service  
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Click on the Employee Tab and then on the Finance Self-Service channel. 
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Choose the College where you have been granted Finance access. 
(The college choices that appear on this screen are customized to each user.  
Donôt worry if your screen appears differently.) 
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Step  Procedure  for accessing Finance S elf -Service  
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Select the Finance option. 
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The Finance main menu appears. 
 

 
 

 

 
 

 
Caution:  Users should not open more than one session of Banner Finance 
Self-Service at a time. 
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Navigati ng within Self -Service  
 
Data f ield  types  
Banner Finance Self-Service is an interactive tool.  By narrowing down data elements on 
a data parameter screen, users define a ñcriteria questionò to be answered.  Data 
parameter screens can have several types of data fields. 
 
Drop -down  data fields allows you to choose from a limited number of preprogrammed 
options from a drop-down menu.  
 
Look -up  data fields gives you the ability to ñlook-upò a table value from a 
predetermined list of values by pushing the field name ñbuttonò.  By pushing the field 
name button, you  can access FOAPAL (Fund/Org/Account/Program/Activity/Location) 
data tables throughout Finance Self-Service.   

 

 
 
Wildcards  
Field criteria can sometimes be narrowed down or expanded through the use of one or 
more wildcards.  Wildcards are represented by inputting the character %  to represent 
all character values.  This powerful feature can help you to limit the output data or to 
expand lookup search criteria when looking up values.  
 

For example, entering 7%  as the data input for the Account field in a data 
parameter screen will limit the output to expenses only; entering % SUPPLIES%  in 
the Title Criteria  on the Account Code Look-up screen will return all Accounts that 
have the word ñSUPPLIESò in it. 

Drop Down 
Data Fields 

Lookup 
Data Fields 
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Look -up code procedures  
This example assumes that the user is unsure of which account code to use while in a 
Budget Query by Account parameter screen.  To lookup an Account  value: 
 

Step  Procedure for ñlooking upò Account code values  

 
1 
 
 
 
 
 

 

 
Click the Account  button.  
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The following screen will be displayed. 
 

 
 
  Hint: Chart of Accounts should always be set to 9 . 
 




