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1. Fiscal Year/Period:   Fiscal Year is required.  Periods are months in the fiscal 

year from 1 to 12, 1 being September and 12 being 
August.  To show budget information for a specific month, 
enter the same number in both period fields.  For example, 
to see December enter 4 to 4.  

 
2. Prior Fiscal Year: Use this field to run reports including past years. 
 
 
3. FM Account Assignment: Fund and Fund Center are required.  Commitment Item 

(GL account) may be used to narrow the results.  
Commitment Item Groups such as Faculty Salaries, M & O, 
Travel, etc. may be used to narrow the results.  Functional 
Area and Funded Program may also be used to further 
narrow the results. 

 
4. Variant (Layout): Use this to specify a preferred report layout and include 

this option as a default included in your report variant. 
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Double-click on the number (dollar amount) in the row and column you want to see detailed 
information that makes up that number (dollar amount).  Subtotaled or aggregate values 
cannot be drilled down on. 
 
If you wanted to see what makes up a value in the reserved column, double-click that 
number.  For example: 
 
 
Additional information may then be viewed, such as the source document, by double-clicking 
on the document number. 
 

 


