TEAMS: Budget Balances

Quick Access via My Accounts

1. Use the "Search Menu" feature to search for the My Accounts entry point. If
you have created a Favorites ribbon, it would be a good idea to add this entry
point there for quick access.

My Accounts

Budget Change Request -

Request Budget Change
My Accounts
Approve Budget Change Requests

The entry point may appear under several different ribbons on your
screen. Select any one, and it will take you to the search screen.

2. Enter the Funds and Budget Manager fields, or any other fields if further
filtering is needed. Press Search.

Account Detail Account Transactions
e @
Func 0Obj Sub Org FIC Proj Year
Account I
Number: L i| 2016 =]
m [ Lead All
If column changes haven't been made, they will appear in the following order:
*Account Number *Balance *Budget Encumbrances
*Owner *Adopted Budget *Transactions
*Year *Amended Budget *Worksheet Allocation

*Account Name

There is a column for Encumbrances (different from
Budget Encumbrance), but it does not appear on your | ===
screen by default. To view this column, select Results | s
/Columns / Encumbrances so a check mark appears s
to the left of the column name.
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Expenditure Report

TEAMS: Budget Balances

1. Select the Report Tree and My Report Profiles on the top left of yourscreen.

My Report Profiles

2. Search for “expenditure”. Select Revenue and Expenditure Budget Report by

Fiscal Fund

Report Profiles Report Queuse

Expand All_/ Collapse All

Filter: expendid
= Finance
- Accounts Payable
- Payroll
Procurement
-- Requisitions
--Warehouse Inventory
- Budget
--Finance
- Account Distribution by Paycheck Run
--Paid Inwvoice Listing
Purchase Order Details
- Update Account Summary Tables
~.\fendor Deduction Register
-.Checl Register
Invoices Posted Not Paid
-Procurement Card Statement
- Purchase Order Receiving Ticket
- Received Items Not Invoiced
- Expenditures by Category
Invoiced Mot Received
=--General Ledger
-.Create General Ledger Report Table
-.Journal Entry List
-.Journal Entry Report
Trial Balance
-~ Outstanding Check Listing
- Account Expenditure Ledger By Fiscal Year Fund
- Account Expenditure Ledger By Program Fund
- Check Activity
-.General Ledger Balance Sheet
General Ledger Table
.-Gl Transaction Detail By Source With Balance

- -

- TAP Report

Revenue and Expenditure Budget Report By Fiscal Fun
Evenue Expenditure Buddet Report By Program vear

3. Enter the data into the required fields (marked by
asterisk). Press Request Report.
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Hevenue and Expenditure Budget Reporl By Fiscal Fund

Fuacal Year

Begin Budgrt Bwnee:

[End Budget Owrer

on Cate:

* | 2018

Furd 180 199
¥ BN ALL || ALL
Obect AL
Sub-Object ALL
Organization AL
Pren P
s ||

Progect AL
b Tatad by Element: t .Eu.:qr: Manager I
LT ee 100 105803
Profile Name

{3 Request Report add
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4. Choose the report format (PDF or Excel) and press OK.

Please Select an Output Type

Report Qutput Type: Adobe Acrobat (PDF) [=]
5. Select the Report Queue tab at the top left of the screen.
® Report request processed. To request another report, select a report from the tree.
Report ProfilesI Report Queue I
6. Once the report Status shows Complete, click the report name to bring it to your
screen.

Status Status Message

In Progress Creating report.

Complete Report request complete. Report is available.

Complete Report request complete. Report i= available.

Complete Report request complete. Report is available.

Submitted Report Requests

Sort | Clear Sorted by: (default)

Mame Request Date

P
Revenue and Expenditure Budget Report By

.E!scal Fund
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