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Producing a report similar to the Legacy 10C: 

1. Open the YTD Budget Report 

2. Click the command 

 
3. In the Segment Find select: 

a. At least the department 
b. Account type – Expense 

 

4. Click the  command 

 

  



5. Set the reporting options by clicking the  command 

 
a. This presents the Report Options screens to set the various options 
b. Set the options to match the screen shots below 

 

 



c. Click the  command to save the settings 
d. Note: The settings are saved and appear next time you run the YTD Budget Report 

e. Click the  command to return to the previous screen 

6. Click the  command to generate a report in Adobe Acrobat Reader 

 
5.7. It may take a few moments to generate but once complete you are prompted to save or open 

the report:

 
6.8. The report should look similar to: 

 

 

  



Use similar steps to create a report similar to the Legacy 9C report 

1. Open the YTD Budget Report 

2. Click the command 

 
2.3. In the Segment Find select: 

a. At least the department 
b. Account type – Expense 

 

3.4. Click the  command 

  



5. Set the reporting options by clicking the  command 

 

a. This presents the Report Options screens to set the various options 
b. Set the options matching the options noted in the screen shots below (Note: you may 

need to click to another field after selecting Sequence 4 in order to click the Total 
column for Sequence 4) 

 



   

f. Click the  command to save the settings 
g. Note: The settings are saved and appear next time you run the YTD Budget Report 

h. Click the  command to return to the previous  screen 

6. Click the  command to generate a report in Adobe Acrobat Reader 

 
4.7. It may take a few moments to generate but upon completion you are prompted to save or open 

the report:

 
5.8. The report should look similar to: 



 


