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General Information

%I GEARS

5 General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Commitment Control Budget Status Report

Use the Budget Status Report to display budget, pre-encumbrance,
encumbrance, expense and the available budgeted expense balance for the
chosen Chartfield criteria.

GEARS Navigation

Commitment Control > Budget Reports > Budget
Status

& =y

Favores | MainMeny > Commitment Corrol > Budget Reports » Budget Siais
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Running the Budget Status Report

1.0

Process

GEARS Quick Reference Tip Sheet

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP

ACTION

DETAILS

1.

Select the "Add a New Value" Tab.

Budget Status

Enter a Run Control ID

This name can provide information
about the type of criteria in the
report. No spaces are allowed.

Run Control 10: |

Add
Click the button.

In the

box, enter the
following

information: .
=Unit:

*Ledger Group:

e Business Unit — This value will always be ‘MDJUD’.
e Ledger — Select the Commitment Control ledger group from which you would like to report.
(In most cases, you would use the ledger group of OPER_DTL.)

MDD Q. Administrative Office of Court

Refresh

Click on the ' &5 | hutton to blow out the chartfield detail criteria.
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e Sequence — Enter the sequence number for each included chartfield to designate the

6. sequence number of the chartfield on the report.
area. e Include CF — Check the box on the line for each chartfield you want to view on the report.
e Subtotal — Check the box to subtotal for the chartfield on the report.
e Value / To Value — Add a From Value and a To Value range for each chartfield line to further
define the report criteria. If left blank, all qualifying chartfield values will be included.
First K 4440714 1 130
Ssquancs  |ChartFlsid Nams includs CF | Subtotsl  Valus To Vslus
[ 1] |Batch Agency i o | Q | Q
[ 2 |Frogram Cost Account i O [eosos @, ([4os0 a
[ 3 Fung il o ooz Q [[2002 a
[ Acoom 2 @ a| &
Iif- Program Code i i} | a | a
G| |Appropriation Numbsr il O | Q | a

[ 7| |Approp Year il ] lavz014 Q, |[Avzo14 a
[ | |Department il o | a | a
[ | |PC Business unit 0 o | a | a
Ii Project ] I | a | a
[ | |activity | o | Q | Q
[ | |source Type O o | a | aQ
[ | |Budgst Pericd ] o | a | a
[ | |statistics Code o o | a | a

7.

Save the run @ parameters for the next time of use by clicking the - ) button.
8. | clickonthe ' 97 | putton to start the report.
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9 Confirm the Process Scheduler Request
* | Budget Status

Report line is User ID: fiz2. gutiemer Run Control ID: S&MFLE

selected (checked)

and click on server Name: [INNEENN ~ Run Date: [11/07/2013 D

| 0K Recurrence: - Run Time: [12:50: 11FM Reset to Current DatesTime
) Time Zone: qu
Zslect Description Procsss Nams Procass Typs “Typs= “Fonmat Distribution
Budgst Status Report GLEEIR0 S0R Report Web * PDF w  Distribution
[ oK Gancel

10. | Click the Trecess Monkor iy

11, | clickon the | Reinsh | (I sever s

button until the  Actions |
process is listed with . . —
u 10 |lisa. gutierrez T w |Last - i+t All -
a Run Status of ser ID iz gute=z (O veE L=
‘Success’ and a Distrib Server v Name | A instance | to |
Status of ‘Posted’. Run Status - Distribution Status * [ Save On Refresh
Process List Personalize | Find | vien 20 | B | 3 =g
Procass Distribut
Sslect Instance | Seq  Procass Typs Nams e Run DataTims Run Ststus Status
[0 |s7534 S0QR Report GLEB020 liza. gutierez| 11/07/2013 12:42:32PM EST Sucoess Paosted
12. | Click on the SofsckloSuiust S jipk,
3. Click on the Beport Manager |jpk,
* | Click on the tab.
15 Click on the Eudost Ststus Report List || Explorer (i | Archives
link that corresponds to the VW R F it
process date and time that was User ID: Type: * Last - | 1 Days
run. Status: * Folder: * Instance: | to: |
Report List
salact Report Pres Desal Rsguast
The report will open as PDF in a — 7] Instancs Deseription DateiTims Formst - Status -
11072013 Acrobat :
new window o TT451 E7594 Status 1Z4ZEM (pdn) Posted  Details
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16. @ Your report may look slightly different depending on the criteria you slected to include on the report.
rund: 3003 Acoount: All valuas
Batch sy ey rund account FOOQTEN  APRTOD kumbar modqck ABSOC mEVernma prexncunbranca Encumbrance BEXpEmBe mawa iniog
ApDrop YT
=5 12003 1003 oEs4 ool AOOLZ
arzoia c.on c.on o.o 1,554, 41300 o_oo 1, 554,412.00
=] 12003 3003 oone mO12 ADOLZ
arzoie c.o0 c.on o.o0 o.ce o.en .00
=2 12003 3003 LLE Too1 ROOLZ
arzoia 2,265,000.00 c.oo o.oo o.co 2, o .00
subbctal far account osse 2,265,000.00 c.on o.o o.co 2, =] .00
=5 12 oo oEg 012 ®oO
arzoie c.o0 c.on o.o0 o.ce o.en .00
-] 12003 L] L] Too1 FLL]
arzoie 4.053,491.00 c.on o.o 2, 4E,092.00 1,941,712.00
subbctal far acoount osEm : 4.053,431.00 c.on o.o z, 46,092 .00 1,941,712.00
=5 12083 3003 Dan1 =012 ROOLZ
Arzoie e.on c.on o.oo o.oo o.e0 .00
=] 1z0m3 3003 o4O Toos ADOLZ
arzoie c.o0 c.on o.o o.oo o.on 5.002.00
subtotal for account oscl : o.o0 .00 o.oo 0.00 o_oo 5,000.00

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the
appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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