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Accessing Budget Position Reports through the MyUCF Portal  
This Addy Note explains how to access Budget Position reports from the MyUCF portal. 

Step Action 

1.  Log into the MyUCF portal (https://my.ucf.edu/). 

2.  Select the Staff Applications link on the MyUCF Menu. 
 

 
3.  Select F&A Monthly Reports link. 

 

 
 

https://my.ucf.edu/
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Step Action 

4.  Select the Add/Delete/Change button. 
 

 
 

5.  The search fields display.  Select the Dept/Proj # number. 
 

 
  
 

2019- 
Sep 



 

Addy Note_Accessing Budget Position Reports through the MyUCF Portal Page 3 of 5 
12/13/2019 

Step Action 

6.  Select the Report Name – Budget Position – P24080. 
 

 
 
Note: The image below highlights the Report Name, GENERAL–Budget Position–
PROJ, that is used as of November 2019.  

 
 

 Select the Fiscal - Month – select the fiscal month for the month you need to generate 
the report. 
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Step Action 

7.  Select the Save Settings button. 
 

 
 

8.  Select the View link. 
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Step Action 

9.  Select the Open link to open the file. 
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