[bookmark: _GoBack]How to Print a SEEK Report

Log into Munis.
Click on “Financials.”

Click on “General Ledger Menu.”

Click on “Project accounting.”





Click on “Project within General Ledger.”

Click on “YTD Project Budget Report.”

Click on the magnifying glass at the top of the screen to “find.”









In the Org section, type your 3-digit school number with * on the end. Ex: 420*

In the Obj section, type “> 0299”

In the Project section, type “900X”









Click the green checkmark at the top of the screen.
[image: ]
Click “Report options.”
[image: ]
On the next screen, change Section 3 to “11” instead of 0. This will be the same for every report you do.
[image: ]







Next, you check the box in the left column under “Page Break” that is across from Sequence 3. This will be the same for every report you do.
[image: ]
Tab until you get to the Year/Period section. You will only need to change the period to the necessary number based on the dates needed for your report. Ex: March - period 9, April - period 10, May - period 11 etc.
[image: ]
Check “Print journal detail.”
[image: ]





Change the period number in “From yr/period” to 1. This will be the same for every report that you do.
[image: ]
Again, change the period in the “To yr/period” section to the necessary number based on the dates needed for your report.
[image: ]
Click the green checkmark at the top of the screen.
[image: ]





When that screen closes, click on the display magnifying glass in the top right of the first screen you were on. 
[image: ]
Print or view the report as needed.
To print the report click the printer icon at the top of the screen.
[image: ]
Select the printer you want to print it from.








Click Print.

Close out of everything.
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15. Tab until you get to the Year/Period section. You will only need to change the period
to the necessary number based on the dates needed for your report. Ex: March -
period 9, April - period 10, May - period 10 etc.
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18. Click on display magnify
19. Print or view as needed
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18. Again, change the period to the necessary number based on the dates needed for your
report.

19. Periods will change based on dates needed for report
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