
Account Component Reports 

 

From the activity tree, select: 

Finance 

>Reports 

>>Admin 

A list of reports will be generated.  While there are many reports, we will be using the Account Component Summary- Balance 

(Fiscal16) and the Account Transaction Detail-Balance (Fiscal 17) reports in this example, which may be helpful in assisting you in 

monitoring your budgets. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Start by opening or double-clicking the Account Component Summary-Balance Fiscal16 report.  A Request screen will be 

generated which can be used to define the accounts you want to look at.  For this example, enter your manager code in the 

Account Selection section of the screen.  

 Next, sort first by Resource and then by Cost Center in the Account Sort section.  In this example, 1** is used as the manager 

code to generate a report for all of the cost centers that the Las Plumas Principal oversees.  The “*” can be used as a wildcard 

instead of typing in all of the codes individually.  Some managers only oversee one cost center, so the use of the wildcards may 

not always be necessary. The Request screens can be used to search and combine accounts and their components in many 

different ways.  The example used will generate a report of all of the resources and cost centers that a manager controls. 

Click on Go. 

 

 

  

 

 

 

 

 

 

 

 



 

The report is generated, grouping the budgets by Resource and Cost Center for a summary review of budget balances. 

 

 

There are times when more detail is required and the Account Transaction Detail-Balance Report Fiscal17 can be useful for this.  

Open or double-click the Fiscal17 report.  Insert the same search criteria used above on the Request screen.  The report generated 

will provide detail for the specified accounts.  In this example, the detail for the LP Admin budget is displayed. 



 

Saving Report Favorites 

Reports that are used often can be saved in Report Favorites.  On the Reports Request screen, input the report parameters you 

wish to save.  Click on the Favorites drop-down box and select Manage. The Manage Reports Favorites screen will appear.  From 

here, click the Add button.  Change the name of the favorite and click the Apply Change button to save the new name.  

 Click Save. 

   

 



 

 

 

 

 

 

 

 

 

 

 

Your saved reports can be accessed from the activity tree by clicking on Report Favorites and then clicking Go.  A list of your saved 

favorite reports will be generated from which you can choose from and avoid having to access the report through the reports 

menu. 

 

 

 



 


