Reporting Procedure
Created on June 5, 2017

[bookmark: _Hlk482696557]Procedure Title:  YTD Budget Report
Purpose: Running the Year-To-Date Budget Report
Due Date: when needed
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[bookmark: _GoBack]In the Tyler Menu, go to Financials/General Ledger Menu/Inquiries and Reports/YTD Budget Report
[image: ]
Click Search. Enter the org number. To do a range of orgs, put a colon in between.
	Example: 13500000 or 13500000:13520000
In Account Type, change if needed. Select Revenue to pull only revenue accounts or Expense to pull only expense accounts.
In Account Status, select Active accounts only.
Click Accept.
Click Report Options.
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Change the year/period to match what period the report is needed. For instance, 3 is for the month of March and will pull all January, February, and March. It can also be toggled to current fiscal month or prior fiscal month.
Click Accept. Click Return.
To Pull as a PDF:
Click PDF in the top menu.
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Click Open when the file is downloaded.
[image: ]
The PDF will open and can be saved, printed, or emailed.

To Pull into Excel:
Click the Excel icon in the top menu.
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Select or deselect columns as needed. These settings are recommended for a concise report.
Click Accept.
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Since the upgrade to Office 365, users have had issues opening Excel files from Munis. It is recommended to click Save and Open.
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The explanation of these columns:
· Org - the department’s org number
· Object – the account object
· Account description – description of the account
· Type – typically R for revenue or E for expenses. May also include B for balance sheet.
· Rollup – the roll up code used for budget to roll all expenses into each other
· Original appropriation – the original budget as approved by County Board
· Transfers/adjustments – any transfers or adjustments made to the budget
· Revised budget – budget after transfers/adjustment
· YTD Actual – the actual revenues/expenses for the year to date
· Available Budget – Revised Budget less YTD Actual
· Percentage Used – the percentage of budget used at the time the report was ran
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