
Budget Status Report:  Printable 

This report allows the user to view the budget for a department or group of departments at the 
budget rollup level for the accounts. 

Navigation:  Commitment Control/Budget Reports/Budget Status 

 
 

 
1. Enter Search Criteria.   
       Example ONE:  Appropriated/Local Departments 

 

 

Be sure to save a run control that has the “Sequence,” “Include  
Chartfields” and the “Subtotal” boxes checked exactly as above. 
This will ensure that your report will be formatted correctly. 
 

Ledger Group Results 
ORG Appropriated/Local 
REVEST Revenue Estimate 
APPROP All Budgets 
 
Enter the Fiscal Year or Years 

Notice the Navigation 
Breadcrumbs.   
 
Depending on your level of 
security you may see more 
options on this page. 
 

You may limit the search by Account, 
Department etc.  If you leave a field blank, 
it will include all of the results within the 
other limits you have defined. 
 
Click on the magnifying glass after a field to 
search for available options. 
 
If you enter a range of department numbers 
be sure to include the fund code and class 
code to limit to only one type of 
department. 
 
Appropriated  
Class – 0001  
Fund – 9990 
 
Local 
Class – 9999 
Fund – 9990 



2. Click on the ‘Run’ button at the top of the page. 
 

 
 
 
 
3. Set the Process Scheduler with the criteria below and then press the ‘OK’ button. 

 
 

The ‘Run’ button opens the process scheduler page. 

                               

 
4. Click the ‘Process Monitor’ link. 

 

  

 

Server Name:  PSNT 
Type:  Web 
Format:  PDF 
Check the “Select” box. 

 

 

 



5. Click on the ‘Refresh’ button.   
 

This is a list of all the reports you have recently run.  
 The newest are at the top. 

 

 
6. Once the report has been posted successfully, click on the “Details” link. 
7. Click the “View Log/Trace” link. 

 

 
 

 
 
 
 
 
 
 
 
 

The ‘Distribution Status’ will 
change from N/A to Posted 
when your report is ready 
to view.  And the ‘Run 
Status’ will change from 
Queued or Processing to 

uccess. S
 

 

 

If the ‘View 
Log/Trace’ link is not 
highlighted, go back 
to the prior page and 
wait a few seconds, 
then try again.   



8. Click on the link that begins with ‘GLS8020.’   
 
 

 
 

9. This is a PDF document.  You can either save it to your computer, or print a hard copy. 
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