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Access the Financial Production database:   https://my.uh.edu/fs 
 

Or, See the SignOn Financial Production job aid. 
 

                                                    NAVIGATION  
 
 
From the Menu select: 
   X  Custom Reports 
       X GL 
           X Budget Summary (1063) 

 

 

 
 

 
Option:   

In order to have more viewing of Voucher 
panel, minimize the Menu by clicking on the 
red minus sign. 
 
 
 

It will then appear as an Expand button   
if needed again. 

 

 
 

Be sure to add 
to “Favorites”!

Remember to use 
ALL CAPS 

Used for:  can print one-line cost center remaining balances (budget less expenditures less  
  encumbrances) 

 Same format as 1074 
 current or as of a date you specify 
 totals include budget checked and posted 

       NOTE:     Multiple sort options 
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                                                      INSTRUCTIONS 
 

 Budget Summary (1063) panel: 
 

Default tab is Add a New Value tab. 
For first time only:  fill in a 
meaningful and specific name. 

 
Click on  

 
Now proceed to Step 3. 

 
 
 
Or to Look for a Run Control: 
 

Click on the Find an Exisiting Value to 
look for a run control that you have 
already set up.  

 
Click on  to view a listing of 

your established Run Control IDs. 
 

Proceed to Step 2 
 

 

 
 
 
 

 
 

 
 

 

 Click once on the Run Control  ID name 
from the search results and it will 
open the Report Parameters page 
for that Run Control ID. 
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RUN PROCESS 
 

 The Report Parameters panel will 
appear; 

 
Fill in, check, or change the following 
information:   

 
Business Unit = 00765  

(defaults to your business unit) 
To FY/Period field = desired Fiscal Year / 

desired month 
 
 
 
 
 
 
 
 
 
 
 
 

NEW in 8.4:  default is none selected; click to 
select/deselect as desired. 

 
If you want to request an entire department’s cost 
center, this will not print those that are “inactive”. 
 

Used to put multiple requests on same page; 
otherwise, puts them on separate pages. 
 

Prior year balances are included when not 
checked. 

 

 

 
 
 
 
 
 

 

 

   Report Selection: default is none selected; 
click to select/deselect any report 
desired. 

 
(Section #) 

(.1) Budget Summary = shows rev & exp totals 
(one liners) 

(.2) Budget Account Summary = more detail; 
shows rev & exp budget node totals within 
cost centers (same as 1074.1) 

(.3) Actual Account Summary = still more detail; 
shows rev & exp individual actual account 
totals within cost centers. (same as 1074.2) 

  

 

 
 

Period=fiscal month#: 
Sept = 1 Mar = 7 
Oct = 2 Apr = 8 
Nov = 3 May = 9 
Dec = 4 Jun = 10 
Jan = 5 July = 11 
Feb = 6 Aug = 12 

13th month = 998 

NOTE: 
This is only for cost center status, not for whether there is 
“activity” or not. 



REPORT UGLS1063 – BUDGET SUMMARY 

Report 1063- 11/18/2005 3:04 PM  Page 4 of 8 

 

  Scroll Area Section:  
 
SpeedType  

Enter the speedtype/code/chart for a 
specific cost center to fill in all the 
chartfields automatically. 

Press tab key and cost center will populate. 
 

OR 
 
Enter desired chartfield information as 
needed: 

Fund = All, Group, or Some.   
All = will select all funds 
Some = to specify one or a range; must 

indicate by entering a To and From range 
in the text boxes that will appear once 
‘Some’ is selected. 

 
Deptid = All, Group, or Some. Same applies as 

above. 
 
Prog = All, Group, or Some. Same applies as 

above. 
 
Project = All, Group, or Some. Same applies 

as above. 
 
 If no other requests needed, skip to Step 8. 
 

 

 

 

 

  If more than one request is desired: 
 

Click on the  in the right hand corner 
of the Scroll Area to insert 1 additional 
request at a time. 

 
 

 
 
 

Fill in speedtype/chartfields with 
information for desired cost center(s), 
same as Step 6. 

 
 
 
 
 
 

NOTE: The Request No. will change. 

 

 

 NOTE:  Ability to run multiple depts./cost 
centers/programs at one time 

 

1XXX  State 
2XXX  Designated 
3XXX  Auxiliary 
4XXX  Restricted 
5XXX  Grants  
6XXX  Endow. & Loans
7XXX  Plant 
9XXX  Agency 

 NOTE:  To delete a Request, click on the 
 to the right of the  in the 

Scroll Area.  (Note: Your cursor 
has to be in the field of the request 
that you wish to delete before 
clicking on the minus button.) 
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NOTE: 
 
Can use the directional arrows or the View All 
link in the Scroll Area header to view multiple 
Run Control requests, if any. 

 

 

 

 Click on Additional Options tab: 
 

 

 

 Choose any different subtotal groups: 
 

default is none selected; click to select/deselect 
desired group. 

 

 

 

 

 “Run” report: 
 

Then click  in the right hand 
corner of window. 

 

 
     Process Scheduler Request panel         

appears.  All the necessary information 
defaults in.  ONLY: 

 

      Click  . 
 
 

You will be returned to the Report        
Parameters panel. 
 

 

 

11 

 NOTE:  To eliminate the fund totals, 
deselect Sub Total By under 
Second Sort. 

Indicates 
number of 
requests. 
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 Check the status of reports being 
processed. 

 
Click on the Process Monitor link (top 

right) to view the progress of the 
report being run. 

 
 
 
 

Click on the  to update 
status on screen, as necessary, 
until Run Status = Success & 
Distribution Status = Posted. 

 
 
   To view the report in PDF, go to Step14. 

 

 

 
  
To Run another report: 
 

Click on the Go back to BBA Summary 
(1063) to return to Report 
Parameters panel. 

 
To change parameters: Repeat Steps 

3 thru 11, or  
 

To search for another report: Go to 
Step 1. 

 

 
 

  
To View Report: 
 

Click on the Details link of desired 
report. 

 

 

12 

13 

14 
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       Process Detail Panel:  
 

Click on View Log/Trace link. 

 

 
 
 
             View Log/Trace Panel:  this is a list of all 

the files associated with this report. 
 

Click on …PDF link 

 

 

 
Opens in it’s own window.  Use the PDF 
viewer icons to: 
� magnify, 
� search the report, or, 
� print any part or all. 

 

 

16 

17 

15 
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 HINT:  Since version 8.4 is web-based, report programs are run on a central server which means 
that you will not see the various report icons (SQR, Crystal) on the Taskbar of your 
desktop (computer’s monitor screen). Instead, when you click on the Run button, the task 
of running the report is turned over to the Process Monitor [ server in Houston] and 
report output is accessed through details either the Report Manager or Process Monitor 
links when the report is shown as successful. 

 
NOTES:   
 
 
 
 
 
 
      Sample of UGL1063.1 report: 
 

 
 
      Sample of UGL1063.2 report: 
 

 
 
      Sample of UGL1063.3 report:
 

 


