
MyAQ Information for Budget Managers 

To Login 

1. Open an internet browser (Firefox, Internet Explorer, Safari) 
2. In the address bar type www.myaq.aquinas.edu and press Enter 
3. On the login screen, enter your Aquinas username and ELM password 

 
4. Click Login 
5. The main menu will be displayed, click the Employees link 

Main Menu  

  



Employees Menu Options 

 
Budget Summary - displays a list of your budget numbers and basic information about each of your budget 
lines.  For detailed information, click any of the amount links for a detailed report. 

 

 
This example has been modified and amounts will not total properly for any column – they will total accurately for 
your budget(s). 



Detailed Budget Report 

 
 

Any budget information can be exported to Microsoft Excel using a 
specially developed Excel Macro.  This is easily accessed from the 
Start menu.  Go to Start, Programs, Colleague, MyAQ and choose 
MyAQ – Budget Export to Excel.  This will open Excel and prompt 
you through the necessary steps to export your budget data.  This 
tool can be used on the Summary or Detail screens. 

If you do not have access to a budget, you will receive an error 
message indicating that you have not been assigned any GL 
accounts.  Please contact the Business Office if you receive this 
message and think you should be able to access budget 
information. 


