ADDY NOTE &

ATTENTION: UCF
This Addy Note is a procedural resource for the UCF Financials ——

Reference Database, which only contains data prior to July 1, 2022, T)T‘E:BEI’:;::

Running a Budget Status Report

This Addy Note explains how to run a report to check the status of your department’s or
project’s budget.

Step | Action

1. | Navigate to: Main Menu > Commitment Control > Budget Reports > Budget
Status.

& ucF Financials IR oo scarc

Menu =

Customer Contracts -
Qrder Management

Items
Suppliers Enter any information you have and click Search. Leave fields blank for a list of all values

Budget Status

Purchasing
eProcurement Find an Existing Value Add a New Value

Services Procurement Search Criteria
Grants
Project Costing P
Proposal Management Run Control ID| begins with v |
Billing _JCase Sensitive
Accounts Receivable
Accounts Payable :
Asset Management Search Clear Basic Search |2 Save Search Criteria
Commitment Control
Budget Journals

Post Control Budget
Journals

Review Budget Activities

Close Budget

Budget Reports
Associated Budgets
Report
Budget Attributes Repor

Budgetary Control Tree
Audit

Find an Existing Value | Add a New Value

Budget Control Report
Budget Key Translation:
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Step

Action

Note: If you have never created a run control, create one following Steps 2 through
4. You will only need to perform this process one time, and you can use the run
control you create each subsequent time you want to run this report.

If you already have created a run control:
1. Enter the name of your Run Control in the Run Control ID field.
2. Click Search.

Proceed to Step 5 below.

Click the Add a New Value tab.

Budget Status

Find an Existing Value Add a New Value

Run Caontrol ID

Add
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Step | Action

3. | Name your Run Control in the Run Control ID field.

Budget Status

Find an Existing Value Add a New Value

oD

Add

to change or delete the name after it is saved.

Note: Run Control IDs are case-sensitive and should be entered without using spaces.
Choose a name for your Run Control carefully, because the system will not allow you

4. | Click Add.

Run Control ID |AddyRepor

S

5. | In the Unit field, enter UCf01; in the Ledger field, enter CC_DEPT or

Report Request Parameters

| edger Group

CC_PROJ_CH depending if you’re looking for a department or project budget.
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Step | Action

6. | Click Refresh.

Find | 120 | _, First 4 10f1

7. | Enter the beginning Project or Department number in the associated Value field.

Fefresh
ChartField Selection Personalize | Find | &2 | B First ‘& 1-120f12 @&/ Last
Sequence ChartField Mame Include CF Subtotal Value To Value
1 Account Q Q
2| Department o QL
3 PC Business Unit Q Q
4 Project Q Q

Note: If you’re running a report for only one department or project, simply enter that
number in the Value field.

8. | Enter the ending project or department number in the Project or Department’s
associated To Value field.

Value To Value

Q Q

Q Q

Note: If you’re running a report for one department or project, leave the To
Value field blank.
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9. | Select the Include CF check box. As you will see in Step 12, you will need to select
this check box for any other values that you use for your report (i.e., the Fund Code
row, the Class Field row, etc.).

Sequence ChartField Name Include CF Subtotal Value

1) Account

2 Department 02500001

Note: CF stands for “ChartField.”

10.| In the budget period Value field, enter the beginning fiscal year for the report you
want to run.

Sequence ChartField Name Include CF Subtotal Value To Value

1| Account

2| Department i 02500001
3| PC Business Unit

4 Project

5 Activity

6 Source Type

7| Fund Code

8 Program Code

P L PLHLHLHLHLPP

9 BudgetReference
10| Operating Unit

1| BudgetPeriod

P PP PP PLPLLHLHLHPP

|

13| Statistics Code
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11.| In the budget period To Value field, enter the ending fiscal year for the report you
want to run.

Sequence ChartField Name Include CF Subtotal Value To Value

1| Account

2| Department < 02500001
3| PC Business Unit

4| Project

Bl Activity

6 Source Type

7| Fund Code

8 Program Code

P PP PLHLHLPPP
S S P PLHLPL PP P

9 Budget Reference
10| Operating Unit

1| Budget Period 2015|

jel
0
A\ 4

13| Statistics Code Q,

Jo)

12.| Select the Include CF check box for the Budget Period line.

Sequence ChartField Name Include CF

Account
2 Department v
3| PC Business Unit
4| Project
5 Activity
6 Source Type
7| Fund Code
8 Program Code
9 BudgetReference
100 Operating Unit

Budget Period

13 Statistics Code
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Note: Do Not select the Subtotal check box unless you entered multiple fiscal years in

the date Value and To Value fields (ex: 2011-2013).

Sequence ChartField Name Include CF Subtotal

1| Account

2 Department '
3| PC Business Unit

4 Project

5 Activity

6 Source Type

|

Fund Code
8 Program Code

9 Budget Referen

[=]
e}

100 Operating Unit

Budget Period I s

13 Statistics Code

13.

Click Run.

Report Manager Process Monitor o

14.

Click the Server Name drop-down arrow and select PSUNX.

Server Name v
Recurrence FINZ_NT
Time Zontﬁ_

FiFL.on

Addy Note_ Running a Budget Status Report

7/1/2022

Page 7 of 9




ADDY NOTE &

ATTENTION: UCF
This Addy Note is a procedural resource for the UCF Financials ——
Reference Database, which only contains data prior to July 1, 2022, T)T‘E:BEI’:;::

Step | Action

15.| Verify that the Type is Web and the Format is PDF.

Web v || FDOF istribution

*Type *Format Fistributia n
w

Note: In the Format drop-down list, you can select CSV instead to download the
report into Excel.

16.| Click OK.

Cancel

17.| Click the Process Monitor link.

Repart Manager

Process Instance: 7934224

18.| If necessary, click Refresh repeatedly until the Run Status displays Success and the
Distribution Status is Posted.

a2 B2 First (40 140f4 & Last

Distribution
Status

Run Status Details

UUUUU Posted Details
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19.| Click the Details link.
Days T Refresh
w2 B Fist 40 140r4 O Last
Run Status E:::E[Ii:ution Details
Success Posted
20.| Click the View Log/Trace link.
Actions
Farameters
Message Log
21.| Click the link for the file ending in .PDF to open your report.

File List
Name File Size (bytes) Datetime Created

- SRR 2,053 11/07/2016 10:03:47.385807AM EST
glsB020_7934225 FDF I 3,087 11/07/2016 10:03:47.385807AM EST
QIsoU20_reag22oour 17,805 11/07/2016 10:03:47 385807 AM EST
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