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1. The UCF Portal can be accessed at http://my.ucf.edu

2. Your login ID is your PID (if you do not know your PID you can click the link “What is my PID & NID?”).

3. Enter your PID password.

4. Click sign on.

5. Click Staff Applications

6. Then select UCF Financials

Budget Transaction Detail Report

1. Print the latest Budget Overview Screen. For instructions on how to view the budget overview screen please
visit the training resource under “Tracking Operations.”

2. Navigation: Commitment Control > Budget Reports > Budget Transaction Detail
3. First time here you need to “Add a New Value”, by clicking the appropriate tab.
4. Name the report BUDGET_TRANS_DET (no spaces) and click add
5. For return users click the search button and then select “Budget_Trans_Det” from the list.
6. The following screen will appear:
Financials 7 IS
Favo_rrtes MainvMenu > Commitmgnt Control > Budgethepurts » Budget Transaction Detail
_ _ _ Make sure that
Commitment Control Budget Transaction Detail Report . .
o - - this box is
L::gut;r;:) 3 Tranjamlun7D91 Report Manager Process Monitor UNCHECKED
Unit: |ucFo1 @ University of Cej ]
Ledger Group: lcc oEPT  [@ [l User Budget Overrides
Transaction Type Option: All j Type: I—V
Commit Control Date Option: All j Date From: [0ar232014 |5 Date To: 0412312014 [E
Ledger Type Option: a | v i it
Commitment Control Ledger Type
[ v # =
Sequence Chartfield Name Include CF Value To Value
1| | Department 2, [
2| |Budget Period [, @)
Account O Q [@
| |PC Business Unit O @ X
Project ] 2 [
|| Adtivity O @ &
Source Type ] 2, [@
| |Fund Code O @ &
Program Code O 2 o
| |Budget Reference 0 [ Ji
Operating Unit O ) o
Affiliate | el =
Fund Affiliate O 3, [@,
Statistics Cods O [@ [@
5] save | [ Notity [k Add | | & Update/Display
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7. Click the magnifying glass next to Ledger Group and select CC_DEPT for department #s and CC_PROJ for

Projects.

8. Verify that the ALL option is selected for all three categories in the red box above.
9. Mae sure the “Unit” box is filled as “UCF01”.
10. Then click the Refresh button
11. The Chart-field Selection box will appear below:
UCF o
Financials \gg‘ )
Favcg'rtes Mainlv'lenu b Comm'rtmgnt Control > Budgetheports > Budget Transaction Detail
Commitment Control Budget Transaction Detail Report
Run Control ID:  Budget_Transaction_Det ReportManager  Process Monitor |- i
Language:
Unit: UCFO1 ﬁ University of Central Florida
Ledger Group: CC_DEPT |§ [Juser Budget Overrides
Transaction Type Option: All W Type: I hd
Commit Control Date Option: Date From: [b4232014 |5 DateTo: [bazazo1s 5
Ledger Type Option: All v Ct 1t '
Commitment Control Ledger Type
| v =
| Refresh
#H rret 0 1440718 ) Lpst
Include CF Value To Value
—> [24010001 [@] |[24010001 [@]
BudgetPerio) — 3 [2014 @ [2014 @,
| Account [L] [ [ | [@]
| PC Business Unit O | !@ | @
| Project [L] [ [ | [@]
| Activity O @ | =Y
| Source Type [ [ [ | [@]
| Fund Code . @ | [@
| Program Code [ [ & | [@]
| Budget Reference . @ | [@
| Operating Unit ] [ A | EY
| Affiliate O @] | @
| Fund Affiliate O [ A | [@)
| Statistics Code o | @ || Y
5] save | [=] Moty b Add| 5] Updateiisplay
12. Check mark the department ID field under the select column and place a “1” in the sequence column.
13. Check mark the Budget period field under the select column and place a *“2” in the sequence column.
14. Then click save at the bottom of the screen. (The next time you come to Budget Transaction Detail you can
search for BUDGET_TRANS_DET and this information will be saved for you.)
15. Next click the Run Button in the top right hand corner of the page.
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16. The following screen will appear:

Favorites : Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Process Scheduler Request

UserID: 23494369

Server Name:

Select Description
Budget Tra

gaction Detail Rep

Run Control ID: Budget_Transaction_Det

Process Type

Run Date: [04/23/2014 IE]
Run Time: |2:53.50PM

FTP Control Command

Process Name

GLS8005

SQR Report

Type

Resetto Current Date/Time

Format Distribution

Distribution

17. Click the down arrow on the server name field and select PSUNX

18. Click OK, this will bring you back to the selection page

ucF ~
Financials g?'.‘

Favorites = Main Menu > Commitment Control > Budget Reports > Budget Transaction Detail

Commitment Control Budget Transaction Detail Report

Run Control ID:  Budget_Transaction_Det

Language: English v

Report Manager

Process Manitor

Run

Unit:

Ledger Group:

Transaction Type Option:
‘Commit Control Date Option:

Ledger Type Option:

UCF01 @

CC_DEPT @y

All

<

All

<

All

<

University of Central Florida

[Juser Budget Overrides

Type:

Date From:

Commitment Control Ledger Type

—

[oaiz3i2014

[ DateTo: 0412312014 &)

First KU 494 0144 T Last

ChartField Name

Department

riField
Sequence
|

:

Budget Period
Affiliate
Operating Unit
Project
Program Code
Fund Code
Statistics Code
Fund Affiliate
Budget Reference
Source Type
Activity

Account

L

PC Business Unit

55 save | =] Notity

Include CF Value

3]

O
]
O
O
O
O
O
]
O
[m]
O
O

To Value
[24010001 [24010001
[2014 [2012

£\ A|AE A A B A A A A E S A

£ |2 | =2 2|2|ER LR B E

|k Add | 7] pdatermispiey
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19. Look for an instance number in the upper right hand corner under the Run button.
20. If you see a number, select Process Monitor (If you don’t, select the Run button again and repeat step 16-18).

21.

The following screen will appear:

UCF P\
Financials \‘g}

Favovm:es Mainlvlenu > Commrtmsint Control > Budget_Reports » Budget Transaction Detai

UseriD[a3492359  [A  Type | ] [Last | \

]

Server v Hame | [@ Instance to

Run Slalns Distribution Status Save On Refresh

=TI ="

Personaiize | Find | iew 21 | B | 7

Process

Select Instance Seg. Process Type s User Run Date/Time
5717086 S0OR Report GLSB005 23494369 04/23(2014 2:53:50PM EDT
5716747 SQR Report FXGL373A a3494369 04/23/2014 11:51:28AM EDT

5714871 SQR Report GLSB005 23404369 04/22/2014 2:11:10PM EDT
Go back to Budget Transaction Detail
E:ﬂ .. S ..
Process List | Server List

Run Status

Processing
Success

Success

Distribution
Status

NiA Details

Posted Details

Details

22. Click the Refresh button until the process states SUCCESS and POSTED.
23. Once this states success and posted, click the details link on the right.

UCF
Financials &g& y

Favorites = Main Menu > Commitment Control > Budget Reports » Budget Transaction Detail

Process Detail

Instance 5717086 Type SQR Report
Name GLS8005 Description Budget Transaction Detail Rep
Run Status Processing Distribution Status pjja
(o
Run Control ID Budget_Transaction_Det Hold Request
Location Sepver Queue Request
O Eancei Request
Server PSUNX
Delete Request
Roewrnes: Restart Request
Request Created On 04/23/2014 2:54:14PM EDT Parameters Transfer
Run Anytime After 04/23/2014 2:53:50PM EDT Message Log
Began Process At 04/23/2014 2:54:24PM EDT Batch Timings
Ended Process At View LogiTrace
OK | Cancel

24. Then click View Log/Trace link
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25.

26.
217.

Please use the Budget Cheat Sheet located on the Admin website under Tracking Operations for helpful hints

The following screen will appear:
Financias £

Financials
Fa\.rovr'rtes Mainvl'«'lenu > CommitmevntCUntroI > Eudgetheports » Budget Transaction Detail

View Log/Trace

Report ID: 7546117 Process Instance: 5717086
Name: GLS8005 Process Type: S0R Report
Run Status: Success

Budget Transaction Detail Rep

Details

Distribution Node: reportnode Expiration Date:

File Size es Datetime Created

1,893 04/23/2014 2:55:05.242983PM EDT
76,146 04/23/2014 255:05.242983PM EDT
123 04/23/2014 255:05.242983PM EDT

Distribute To
Distribution ID Type *Distribution ID
User 23494369

Return

Click the PDF file and this is your report.
The following report will open in Acrobat:

ucf.edufpsreportsffiprod/875434/glsB005_764252.PDF - Microsoft Internet Explorer

Fle Edt View Favorites Tools Help >
Y \ A AN = R
x () Search Favarices @ edia {£2) -
Qe - @ H @@ P iy 2- =B
» ;
iddress | @] hikps: ffint  co.ucf. edufpsreports fiprod/675434/glsB00S _764252,PDF - Go | Links *®  Morton Antivius 51 -
A I = p 3+ ¥ r
Al saveacopy ) EI (] |Q\7j ‘ T select et~ | @ 53% - ® ™ My 22 [ OB || search Adobe POF files
L
I3 pecplesaft o1 A
= Beport 13 ausons ErmseT TRANSACTICH DETAIL P =
H It BERersconiversity of Central Florida Fonoake o%/23/2000
£ Ldger avp: co.pET o commTENT C [ T 11
H i Sy
S Tran Type: All Typee
2
PN crreis pepermmat  satent pariod
B T M S
s
s
2 suazer 7otal mecognized Total collected  ore Encunbersd meunbered Bxpendea overrige
E Biaflote Transaction focumnt 1 Line Eeference Tncoet gty it grsiy Tt beer i
5| G570 /200 BoRPRERNC coa0iiceZe I Ballsl,Fathiyn niathiyn seidsl o R Ersn 3o 550
[l 7/01/Z004 PDOCPREENC 0000035871 1 Wemuiré,John NiPeimburbe for Wirsless mcble i 0 00 5.66 a11n 600 EH
07/11/2004 EDIPRERNC 20300asos 1 Babdel,athivh LKathivn L. Seidsl ale o0 530 00 olon a0 -
G30ii/30es Ebpnamic Gosbidsize 1 baeor Rib BLmviC blakier puschase exder £or Des .00 e et HeH 33
57)01/3004 EDOREENC 20000361si 1 SIEINT nos sERVICE/Blamker hutchae rder for c1i 000 o0 e oo 3730
o 07/1i/300e EDpREENC 0300scisi 1 FEDE/sluaker purchese order Ear Fed ERH e o 508 oo
g 03/01/3004 BDAEREENC 2000035175 1  LANIDh IRLOWIDE Ine/Blomect parchase crder for n .00 oo 255000 oo 3730
B S3ii/300l DOEEERCT 3030033038 1 Meaeiee ook N7Reimbises for Biisless mbls 1o " ol00 e o432 3250
g O3ii/aed popoEN  ooboadeis 1 MeBeire.sohn N/eaimbires For wirsless mbli  olen e 35 5o oo
07/03/2004 JOPORN 0000033651 1 Beldel Eathiyn Liiathiym Sesdel ol 0.0 v ol08 3700
O3i3/300d toPomic  osbosnesl 1 Beudel mathim Liatheim seadel ERT 80 300 =815 3250
07/13/2004 popam  doooasest 1 Baidal,Eathiym Liathiym L. Ssidel ale 008 2 1,500.00 aa0
g 37/i3/300d bobomM  Soobiozest 1 BeidellEatnym Liatheim L. eimel ERH 5.8 1,505 0 508 33
&l 07/13/Z00s BOPOEN  donooasess 1 EWRINT is sEmyIce/slane: purshase crds: for Des .00 o0 o0 1550000 oa0
g G3i3/30ed bobami  Gosbidsess 1 Gwmdir Ao Sanion/olamier Dueohase edis £or Das 0.0t e - HEH 33
& 57/02/2000 DODAENE  0000033€5d 1 SPRINT Dof SERVICE/Elanket e order for 013 0.00 6 00 1,308 08 a0
0713/300s pObEN  Gonoiasesi 1 SWRINT os smmyicE/elamie: hurchese ords: for cli 0.00 e 1,208 00 508 oo
O3j0i/ioed Do FOENC  B00001437 1 Femmamderdose & 0uss Pernades 3000 oo 350 a0 3730
303300l DoBom.  Tosbosiiii 1 LANTES WSALDWIDE neBlanket pacchase order for n o 00 80 35 2,3580 3250
07u7/a004 dopomic  oooousaiz 1 o Dr/alankeet Burchase order for n 0.00 0l08 -2,250 0 50 300
S307/30ed topomic  Basboostss 1 PEBER/slaaier D5 Eor Pedor Eok ihe ERT 80 350 5862 3250
G7/u7/a00i dopamN:  Baoouooses 1 SEINT BAD sEmyice/slanker PG For Dasn seidelisgo .00 008 a0 e aa0
33i7/500d bobomN:  Doboooess 1 Bwhir hob beRUICH/blanier For Sprime veS Sarvite o od 5.8 R FER] 33
G3/u7/Z00s oPaENC  Eaoouoisss 1 LANLER WARLOMIOE DNc/aPd o cover maincensnce gen .00 o0 o0 e oa0
O3/i7/30ed bobamu:  Daabiosse I beldel, Eavhir L/Facheva saidel ERH e ] i 33
53j07/300s popomme  mooooizer 1 1 by erls Hornan 300 o0 e t5.50 3730
O3fu7/300s pobEN  Eaoouolis 1 Wentey,Reasmary Effoaenary ERH e o0 20008 oo
03/07/3004 2o FOENC  E3000055 1 FrederiokTermy 3/Terer 3 Prefrick 3000 oo e siled 3730
S3iT/iiel totomm  mpsecnsis 1 med g ERH 80 35 e 3250
07073004 JopOENC  B000odsis 1 Ealls bina n/edma m. mellr ol 0l08 300 s5.20 300
O3/07/300d topomN  D3005SSE 1 PRGRA/BLaaket puchiec srder Eor Fed ERT 80 35 =008 3250
G3/u7/a00i o pami  aaooassas 1 PEGER/aluahar purchise srder for bed ale 008 —sa0 a0 008 aa0
37073004 bobomi:  Bob0iseis 1 DrlamAs Seresbeare Pissival/Pinancial support o 0 00 508 350 250708 330
G3/07/30ed boomNC  Dosboioias 1 MILLD AN SERVESE SF WoRTM FLiMoving Brpenics - 5.00 80 350 e 3200
G3u7/a00s o pamic  Baoooiscss 1 MILLS vAN SERVIOR ob WoRTM FLimving Epences .00 008 a0 it aa0
33i7/%00d bochomm:  moboicoss I BeLTwwis cRoUbimving Bepenscs ERH 5.8 R i 33
07/07/2004 JOpaENC  Eaoooacise 1 Tramepert Fataimatisgal peod /mamusl zengsl of T o.00 o0 o0 ciaies oa0
3/i7/30ed bobamN:  Dabiloije 1 Hemh amirioen Van Linte/Maving Bepenss Lif Tuis .00 e ] PR 33
07/07/3064 DOPOENE  BIOOGHATE 1 Metre Movimg & Srecane/oving Sepenses for Dr- 6 .00 oo 3t s 3730
v
<] 187x1067In
B | Uy
I4 4 10f3 P Hl OO M| =/m B0
&] Done S @ mkernet

Page 6

UCF



