Budget Reports and Inquiry for New Users The University of Akron

Appendix C  Creating a Budget Report as an Excel File

The process of creating a budget report as an Excel file follows the same steps as those of
creating any budget report with three basic changes.
o Before creating a budget report as an Excel file for the first time, configure Internet
Explorer to open the report in Excel, rather than Internet Explorer. This only needs to
be done once. Follow the instructions in Appendix A.
g On the Process Scheduler page, change the Format of the report to CSV.
o Save the report as an Excel file.

The steps to create a Budget Report as an Excel File are the same as the steps to create a Budget
Report as a PDF file with a few differences. In the instructions given here, steps that are different
or new are shaded in gray.

What you do What happens

1. From the menu, select The following page is displayed.
Process Financial Information.

Then, select UA Department Inquiries.

PeopleSoft.

UA Department Inquiries

1> Mty Favarites
~ Process Financial
Information Use Inquire Report
~ UA Departrment Inquiries

[ Use [FlUA Department Budgst =|Requisition Prirt
I Inguire =Project-to-Date Budget =] Buciget Transactions Renorts <
[ Report FlDepartmental Budaet Reports.
[> Supplier Contracts Emw
I Purchasing ;w
I Senices Procurement ElRgvments by Accourt
[> Accounts Payable ;%%DE
I General Led lhenn i,
b SM tegratios Bieaments oy Vendor
[> Set Up Financials/Supply [ESpeedkey Href List
EhEND = Transactions by Dte
> Enterprise Components
[ Wiorklist
> Reporting Toals
> PeopleTools
— Change by Password
— My Personalizations
— My System Profile
2. Inthe Report list, select The Departmental Budget Reports — Find an
Departmental Budget Reports. Existing Value page is displayed.
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What happens

3. To create a new Run Control ID, click on
the Add a New Value link. Type a new
ID with no spaces and no more than 16
characters. Click on the Add button.

To use an existing Run Control 1D, click
on the Search button. Select the Run
Control ID to use from the list of results.

The Departmental Budget Reports component
is displayed.
{ Departmental Budget Reports |

Run Control ID:  BudgetReporPkR Report Manager  Process Manitar Run

Budget Period; |2004 Accounting 1

Period:

Fund Code: l— &

Department: ﬂ
Program Cotle: l— 4

ClassField: | | Q

Speediey: 200704 =y
Accountant: l_ g

P(Coll Unit: 4

Sorthy r

Speedkey (Y):

[& savel  QReturnto Search | 4 MNextinList| *E Prewious in List

Type your criteria.
Click on the Save button.

SRR

In this example, Budget Period 2004,
Accounting Period 1 and SpeedKey 200704 are

the criteria.
{ Departmental Budget Reports

Run Control ID:  BudgetReporPkR Report Manager  Process Manitar Run

Budget Period; |2004 Accounting 1

Period:
Fund Code: &
Department: ﬂ
Program Cote: 4

ClassField: | | Q
Speediey: 200704 =y
Accountant: l_ g

VP/Coll Unit: =y

Sorthy r

Speedkey (Y):

[& savel  QReturnto Search | 4 MNextinList| *E Prewious in List

6. Click on the Run button.

The Process Scheduler page is displayed.

Pracess Scheduler Request

Usar ID; rodaha Faan Coetrol it BudgetRepatPiR
Sorver Mare; [P | mmpae:  [07RTE00E
Pecunente: [ 7 munTine:  [i07000M Resetio Curent DateTime

Tirrwe Zome: @

Sedect Dascription Process Name Process Tyne Tvpe “Format

r ooept ummary uBDENN £0R Ropart wen =] [foF =] E§
r Dept s UBDE0002 SOR Report Web =| |[POF o E
r Dept Budget SummargOne Line UBDE0004 S0R Report Web x| |FOF = li

[iT cancu |

7. The Server Name should be PSNT.

8. Do not change the Run Date or Run
Time.

9. Place a checkmark in the Select box for
the reports to be run to Excel files.

10. For each report to be run to an Excel file,

The Process Scheduler page is displayed with
your changes.

Process Schaduler Requast
Usser 1D rodehay Fun Control I0: Dudgeseporiiot
Server Names PENT =] funDee:  [07I01/2004
RecimTence: | =l munmme:  [T00TTAM Reset io Current DateTime
T Zomw: al

Process List

Subect Duscrintion Procuss Hame Proguss Ty

T Fonmat
- P Deol Dudget Summary VBDS0001 SR Report [wee =] [esv =] BB
be sure that the Format is CSV. M oo e T
r Dept Budget Summan-Cne Line UE030004 S0R Report veb ot FOF x| m
oK Carl
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11. Click on OK.

12. Note the Process Instance number(s) at
the top, right of the Departmental Budget
Reports component.

Your request is processed. The Departmental
Budget Reports component is displayed with a
Process Instance number for each report that

you requested.
{ Departmental Budget Reports

Run ControlID:  BudgetReponPKR

Bepori Manager  Process Monitor fun

Process Instance 2335,2336 C—

Accounting 1

Period:

Budget Period: |2004

Fund Code: =Y
Department: ﬂ
Program Code: ﬂ

ClassFett: | @
SpeedHey: 200704 Ql
Accountant: ’_ ﬂ

VP/Coll Unit: =Y,
Sorthy r

Speedkey (Y):

Bl save] QRetuin to Search | [ 4ENertinList | |15 Frewious inList

13. Click on the Report Manager link.

The Report Manager component is displayed
with the List page on top.

14. Click on the Administration folder tab.

The Administration page is displayed.

15. Locate the Process Instance number(s)
in the Report List area.

16. Click on the Refresh button until the
Status for the reports is Posted.

The Report Name will become a
hyperlink once the status is Posted.
Use this hyperlink to view the report.

L Ust Y Ewplorer ) Administration \_ Archives |

=] Last: [foays =] _Refresh

=] mstance: [ to: |
I e

userip:  [ACE245F Type: |

j Folder :|

Status: |

Report List
Request

Select DateTime Format

I— ?Ejg[gig;ﬁ Acrobat {.pi Fosted Retails

r DEAWANNS aorobat ¢pon | Posted fDetails
063012005 Comma \

- S 7.48,34AM delimited (-ozy o DEEls

- 47785 68635 A ?Tg?ﬁ;ﬁ Acrobat ("pdfl  Posted Details

B 47785 BaB34 ?5@['5/52;5 forobat (Fpdfy  Posted Detals
063012005 Comma

- 47784 BEE32 T 4G B4R delimited (* s5) Posted Details

r 47782 68611 Requisition Print SQR ?Ba.l'guzfg'g;ﬁ Acrobat (*.pdfy  Posted Details

5 47615 g Requisition Print SOR ?Zfﬁéﬂi‘f Acrobat ("pdfy  Posted Details

] 435 63330 Requisition Print SOR ?522%%5 Acrabat(“pdf)  Posted Details

v

€lact All Degelect All
/Deete [iick tne delete buton to delete the selected report(s)

& Save

List| Explarer | Administration | Archives
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17. On the Administration page, click on the
Report Description hyperlink.

The File Downl

File Download

oad box appears.

2

Some files can harm vour computer. [F the file infarmation below
looks suspicious, or pou do not fully truzt the zource, do not open or
save this file.

File name: UBDSO00Z_ 2336 cav

File type:

Fram:

Microzoft Excel Work sheet

uakron. edu

& Thig tppe of file could ham your computer if it containg
malicious code.

Wiould pou like to open the file or zave it ko your computer?

| Save I

¥ Always ask before opening this tupe of file

Open Cancel More Infa

18. Click on the Save button.

The Save As dialog box is isplayed.

Save ir: I 2 My Documents j - e B
12ty CIFlash
1 ain I farms
1 Adobe ClFun
|1 Adult Learner CImanuals
_1Erio (O Micrasaft ofice materisks
] Camtasia Cminalta
| CapkurePro CMSOffice Certificates
1 Course Catalog [ My Data Sources
|1 DARwin 1My eBaoks
1 0owninads Cmy Music
I Educational Talent Search ﬁMy Pictures

File: name:

Save as type.

I —

MR

|
j Save I
=l Cancel

7

IM\crosoft Excel worksheet

19. Select the drive and folder to which the
file will be saved.

20. Type a name for the file.

21. Verify that Save as type is Microsoft
Excel Worksheet.

22. Click on the Save button.

The report is saved as an Excel file and opened
in Excel.
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