
Financial Reports
1.   From Favorites, click on Budget Status Report.    2.  It defaults to Find an Existing Value.  Click on Search.
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3.   Click on BudgetStatusShort.

4. Click on Save.  

5. Click on Run.
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6.   On  Process Scheduler Request :  Click OK.

7. Take note of Process Instance Number.

8. Click on Process Monitor.
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9. Look for Instance Number 571226.  Run Status must be 
Success and Distribution Status Posted.  If not, click on 
Refresh button until you get desired status.

10. Click on Go back to Budget Status Report. 11.   Click on Report Manager.
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12. Click on Administration.

13. Click on Budget Inquiry Report with Process Instance 
571226.

14. Click on                                                                        to zoom 
in and out. 
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Click here 
to open
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