How To Print a Budget Report (GLSA)

November 1, 2001

How To Print A Budget Report

There are several different budget reports.  Each type of report presents the information in a different way.  The one closest to the old budget status report is the Summary Account Availability Report (GLSA)

1. Select the (GLSA) screen.
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2. The current fiscal year should default in the “Fiscal Year” field.  If not, type in the fiscal year for which you want the report.

3. Type the number corresponding to the month ending for which you want the report.  This will show the status of the budget through the end of the selected month.  (For example, 6 would be the month ending June 30)

4. Type A for all statuses in the “Included Accounts that have” field.  You may select field help (Help-Field Help or F1) on this field to see what the other options are.

5. Detail in the “GL Account Definition” field.  This will take you to the GLSF00-GL Screen.
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6. Detail into the “Select/List” field.  This will take you to the JSBU05-ENVISION screen
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7. On the “Program, Division, Department” line (3rd line) and the “Inc/Exc” column, type I for include.

8. Type in the department number for each department you want to report in the “Component Values” column.

9. At the “Prompt for additional selection criteria?” field, type N for No.

10. Select File-Close (or F9).  This will return you to the GLSF00-GL screen.

[image: image5.png]Fle Edt Help

Mreroie] ] #Ge B AX B 2

L

LA Summary Accaunt Avaiabilly GLSFOO-GL Standerd List/SSelect |

Select/List [Sefect

So T Bieak -Requied

Displey Citeria

1_[WITH DEPARTMENT = 65200

GEEHE

k

Ve Gt —





11.  Detail in the “Sort” field.  This will take you to the CSPS screen.

[image: image6.png]ipatatel L ,,—

Fle Edt Help

Hinemaric. e & AX A ?

GLSA Summary Accaunt Avaiabilly | GLSFODGL Standerd List/SSelect CSPS-Change Sort Speciication |

Break Definion

Summary Account Avalabily

Ciin
Fidd o Soeres sk

BN - < oo o 5 £

i o -
3 [FUNETIoN B |

4 [DEPARTVENT B El

5 foBEcT B El

i =

T =

o =

o =

aof El

Controler Sart/Break Specification Vale 175





12. You need to determine at what point you want the report to have breaks.  Type in Y for yes at the Department line, if desired.

13. Select File-Close (or F9) to return to the GLSF00-GL screen.
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14. In the “Verify Criteria” field, type Y for yes.  

15. Press Enter to return to the GLSA screen.

[image: image8.png]i ;Datatel - CF 3

Fle Edt Help

Mreroie] ] #Ge B AX B 2

SL5a S et Aty |

Colendsr Ending Month of [7— [07731701

Include accouns that have

L Account Defirition [Defined
5~ Sekect

Detail or Summarize Paolee Accourts [

Praceed vith the Repart [

4|

Fiscal Year [2002  [07701701 thou [06730702

Fequied

BT





16. At the “Detail or Summarize Poolee Accounts” field, select D for detail.

17. At the “Proceed with the Report” field, type Y for yes.

18. Press Enter to proceed to the next part of the GLSA screen.
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19. Select the correct printer to print the report.  At the “Output Device” field, select P for Printer Spooler.

20. At the “Printer” field, do a lookup by entering ….
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21. Select the appropriate printer.  You will see many printer definitions for the printer in your office.  Each definition has a different font and different layout or orientation.  For reports, you most likely want to select a landscape option.  First try the LAND66LP16 by either:

a. clicking in the white box next to that item and the disk icon or 

b. typing “18” in the “Seq Number, (F)lag:” field and pressing the Enter key on the keyboard.  

c. This will return you to the next GLSA screen.
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24. This screen confirms your printer choice.  Now that you have selected your printer, select File-Close (or F9) to proceed to the next GLSA screen.
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22. At the “Execute in Phantom Mode” field, type N for no. (No should default into this field)

23. Select File-Close (or F9) to begin processing the print job.
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26. You will see the system processing the report.  This screen indicates the progress of the processing of the print job.  When prompted, press the Enter (or Return) key to actually send the report to the printer.

YOU’RE DONE ! ! ! !

To view this report on your computer screen, follow the steps below:

If you would like to hold the information to your screen, type H for hold in the Output Device filed, save the screen 
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Door icon will exit out of the screen

The PC screen icon will is the import feature

The up arrow icon is page up

The down arrow icon is page down

The F icon is for the first page

The L icon is for the last page

The larger printer icon is for printing remotely

The smaller printer icon is for printing to a local printer
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