TO ACCESS A DEPARTMENT BUDGET REPORT
Log on to SAP:  1PRD (Production)
Enter Username and password

Click on ZBUDSTAT_NOCF in your Favorites folder

 OR 

Type it in the white box located on the second tool bar.

· Complete the following fields on the first screen:

· Fund:
Type your 10-digit Fund number.
· Funds Center:  Type your 10-digit Funds Center number.
· (For Grants – Type your 10-digit Fund Center number with the 4-digit extension)

· Commitment Item:  Type 600 in the first field and 999 in the second field.

· (For Grants – Type 500 in the first field and 999 in the second field.)

· Fiscal Year:  Current fiscal year - 2008
· Output Type:  Select Classic drilldown report.
· Click on the Clock in the left corner on the third tool bar to run the report.

· When the next screen appears, click on the Mountain with a Sun (Drilldown List Icon). The navigation list will now be highlighted in orange.

· Click on Funds Center. You may need to click the expand button (white box with a green plus sign on the third toolbar) one or more times before your funds center appears in the drilldown list below.

· Click on the diamond shaped symbol to the left of your Funds Center number which will again highlight the Navigation list in orange. 

· Choose Commitment Item located in the Navigation list.

· This reflects your Funds Center budget

· To obtain further detail

· Highlight a dollar amount in the budget, commitment, or actual columns by clicking on it.

· Click on Extras in the first toolbar and select “line items”

· Click on the document number to drill down further
· You can use the green back arrow to return to the budget report 

· To print your report

· Select the printer icon.

· Select columns displayed.

· The name of your printer, if networked, or “locl” if not networked should be displayed.

· Print immediately, delete after output, and new spool request should be checked.

· Select continue.
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