	RUNNING BUDGET SUMMARY BY COST CENTER 
REPORTS UGL01063/UGL01064/UGL01065

	Navigation
Panel

	Go – Process Financial Information – click Process Journals
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	Report2 – Summary by Budget by CC (1063,64,65) – Add
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	At Add dialog box, insert Run Control ID

Run Control ID will be an ID you assign. 

Example:  BudgetSummary_Deptid
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	At Summary Exp Budget Rpt by CC – Insert Business Unit, Fiscal Year, and Period.

Period = Month

    Sept = 1
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	Click desired Report Selection – Both, Detail, or Summary

Both = Detail & Summary presentations

Detail = Detailed presentation

Summary = Summary presentation
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	Select Fund type(s) and enter Deptid
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	Select Program Code – All or Some.  

All = All Programs for department and funds(s)

Some = Designated Programs for department and fund(s)
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	If Some is selected, you must indicate the range by entering a To and From Program range.
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	Click Run Icon [image: image9.bmp] to access Process Scheduler Request dialog box.  Select Run Location of Client (default).

At Output Destination, default is File with file location of c:\temp\.

Note:  Reports can ONLY be processed to a file or the printer.  They cannot go to a window.
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	Select Output Destination of Printer or File.

Note:  File location or Printer destination MUST be indicated.

· Printer – indicate printer queue name

· File – specify destination folder name
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	Highlight desired report(s) and click OK.

UGL01063 =
Summary Org Ledger Expenditure Budget by Cost Center

UGL01064 =
Summary Proj/Grant Ledger Expenditure Budget by Cost Center

UGL01065 =
Summary Revenue and Expenditure Budget by Cost Center
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