
How to Access GL 
Accounts in Self-Service



Complete the Create/Update User 
Account Form

• Access the OSRP website at
https://www.campbell.edu/about/leadership/
provost /sponsored-research-programs/policies-
procedures-and-guidelines/

• Under the Post Award section select the Human 
resources: Hiring Manger Resources – Create/Update 
User Account

https://www.campbell.edu/about/leadership/provost/sponsored-research-programs/policies-procedures-and-guidelines/
https://www.campbell.edu/about/leadership/provost/sponsored-research-programs/policies-procedures-and-guidelines/
https://www.campbell.edu/about/leadership/provost/sponsored-research-programs/policies-procedures-and-guidelines/
https://cuweb.wufoo.com/forms/createupdate-user-account/
https://cuweb.wufoo.com/forms/createupdate-user-account/


Complete the Create/Update User Account Form
• All sections with an asterisk (*) need to be completed
• In the Colleague/Benefactor Screens section

• Need to have access to GL accounts 88XXX, 8XXXX in self-service
• Will this person need access to Online Manager?

• Enter ‘Yes’
• Then enter the same information as you entered in the Colleague/Benefactor 

Screens section
• Please add this person to the following distribution lists

• Select ‘Other’
• Submit
• This will be sent to your Department Head to approve and then to main 

campus to give you access
• This could take a few business days



Logging into Self-Service to Access Accounts

• www.Campbell.edu
• Click on Login in upper right-hand corner
• Click on Self-Service when the menu pulls up
• Sign in with your Campbell Username and Password

http://www.campbell.edu/


Self-Service Financial Management Access

• If you have access to the see GL Account in Self-Service you will
see the ‘Financial Management’ tab on the screen



Financial Management Overview – Finance 
Query

• Select ‘Finance Query’



Financial Management Overview – Finance 
Query

• Select ‘Filter’
• Select the pull down arrow on

‘Dept’
• Enter the Dept # (88XXX)
• Select ‘Apply Filter’



Finance Query – con’t

• The next screen will pull up the GL Account for the current fiscal year
• You can click on one of the GL account sections to view more detailed 

information
• Budget
• Encumbrances
• Actuals
• Remaining



Finance Query – con’t
• You can then click on the hyperlinks to see more information regarding the PO or

voucher information in the Encumbrances and Actuals sections
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