
How to Access Club/Class Account through the YouPortal or on Banweb 

YouPortal 

1) Login to YouPortal 

 

2) Once YouPortal opens, click on “Club/Class Financial Report” in the header 

 

 



3) Select appropriate Fiscal Year from dropdown (ex: FY 19 = July 1, 2018 – June 30, 2019, etc.) 

 

 

 

 



4) View Club/Class Financial Report (download reports, view recent transactions/current balance) 

 

 

 

 



BanWeb 

1) Log into BanWeb  

 

 

 

  



2) Once Main Self-Services Menu opens, click on Financial Services Menu  

 

  



3) In the Financial Services Menu, click on Budget Queries.  

 

  



4) Once Budget Queries opens, in “Create a New Query” select Budget Status by Account and in “Retrieve Existing Query” select 
None (it should be set as a default).  Click on Create Query to continue to the next screen.  

 

  



5) Check mark the following boxes in Budget Queries as shown below. It will then be set as a default. Click “Continue” 

 

  



6) Fill in the following information as shown below and check mark Include Revenue Accounts.  You will only have to insert the 
information one time; it will then be set as a default. Enter Club fund number to view account information. If for some reason 
you click on the back arrow to look up a new account always make sure to clear the “Account” information because it will 
only show clearing expenses.  Click on Submit Query to continue to the next screen.  

  

Insert club fund number to 
look up account information 

Change 
to 2020  



7) A sample of the Query Result list is below. Clearing means money in or deposits. Miscellaneous means money paid out or 
reimbursements. 

 

  

This is the account 
balance  



8) Select Miscellaneous link in the query result list to retrieve detail information of “Money Paid Out or Reimbursement” to 
students, vendors or third parties.  

  

Click here  



9) Sample screen of Miscellaneous and click “Next” for additional list of transactions.  

  



10) Select Clearing link in the query result list to retrieve detail information of “Money Paid In/Deposits” into the account. 

  

  

Click here  



11) Sample screen of Clearing and click “Next” for additional list of transactions. 

  



Key items when viewing your club account:  

Miscellaneous – Money paid out or reimbursements  

Clearing – Money in or deposits paid into the account  

With Parenthesis – Money in/deposits  

Without Parenthesis – Money out/reimbursements   

 

If you have any questions please contact Jared Greene in the Office of University Student Affairs at greenej@westernu.edu or 
(909) 469-5340.  
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