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	DESCRIPTION
	Budget Overview- The Basics


	PATH
	Commitment Control; Review Budget Activities; Budget Inquiry; Budgets Overview
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	INSTRUCTIONS

STEP 1
	Default tab is Find an Existing Value.  Proceed to next step.
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	STEP 2


	Select the Add a New Value tab.

Enter an Inquiry Name. (Example:  ENGR EQUIP  )
Click the Add button.
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	STEP 3


	Enter a description for the inquiry.  (Example:  Engineering Equipment )
Enter a Ledger Group.  Use the icon to the right of the field to choose from a list of valid values.
Enter Chartfield Criteria.  Note that all fields default with a % sign which serves as a wildcard. You can leave these in but be consistent for each chartfield i.e.: H0066% to H0066% instead of H0066% to H0066.

Save the search criteria by clicking the Save button in the lower left portion of the page.  You will need to use the scroll bar to view it.
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	STEP 4 
	Scroll to the top of the page and click on the Search button located right beneath the Inquiry name and Description.
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	STEP 5
	Budget summary information is displayed in the top portion of the results page.
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Hint:  The Display Options – Max Rows can be adjusted to accommodate larger sets of results.  The default is 100 rows and it can be increased as needed.




	STEP 6
	Scroll down to the lower portion of the results page to view the budget detail.  Click on the Show all columns button [image: image7.bmp] in order to view Budget Chartfields and Budget Amounts on a single page.
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	STEP 7
	Scroll to the right to view all of the information presented.
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Hint: Click the Return to Criteria link to return to the initial search criteria page.




	STEP 8
	View transaction detail by clicking on the links in the Budget, Expense, Encumbrance and Pre-Encumbrance columns. 
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	STEP 9
	View the transaction line detail by clicking on the Drill down icon [image: image11.bmp].
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Hint: Click the OK button to return to the Budget Overview Results page.




	STEP 10
	View the transaction line detail.

Click the OK button to return to the previous level of the search, Budget Activity Lines.
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	EXPECTED RESULTS

(attach copies of supporting reports or panel shots, if desired)
	User can successfully inquire on budget status and transaction detail.
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