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Final Budget Report (Year End Report 6) 1.0
Supplemental Job Aid
[bookmark: _GoBack]
Date: 06/02/2015 

Target Audience: General Ledger Reporter

Purpose: This Supplemental Job Aid provides General Ledger Reporters with instructions for running the Final Budget Report (Year End Report 6).
Title: Final Budget Report (Year End Report 6):
Step 1: Navigate to the Final Budget Report page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Report  GL Reports   Final Budget Report
· Click the Add a New Value tab. 
· Enter any value for the Run Control ID. This will be used to store the request parameters for future use.
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Step 2: Enter the following fields:  As of Date, Budget Period, Fund, Reference and Program.  If the Budget Period field is left blank, then all Budget Periods will be pulled into the report. The As of Date should be the last day of the fiscal year.  Use your agency Business Unit.  The Fund, Reference and Program selection criteria can be utilized to select a specific value or range of values. However, it is recommended to run this report one fund at a time.  If “All” is selected for funds and your department has multiple funds this report will take longer to run.  Include Adjustment Period(s) can also be selected to include the 998 adjustment period in the report. Click on the Run button.
 [image: ]


Step 3: Click OK.
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Step 4: Select Process Monitor.
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Step 5: Click the Refresh button until the status of the process instance is “Posted”.  Select the Go Back to Final Budget Report link.
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Step 6: On the Final Budget Report page, click the Report Manager link. 
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Step 7: On the Report Manager page, click the Administration tab.  On the next page select the ZZ_GL_BUDRPT – ZZ_GL_BUDRPT.pdf link.
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Step 8: The Final Budget Report will appear in a PDF format. Please note the following:

· For encumbrances funded by reimbursements, the "Encumbrances/Allocated Encumbrances" on the Final Budget Report should agree with "Encumbrances" column on Report No. 1 (Forms 571-C and 571-D).
· Expenditures totals and appropriation balances on Final Budget Report should agree with corresponding totals on Report No. 5 (except reverting year appropriation balance = 0 on Report No. 5).
· The “Budgetary Expenditures” column should agree with Report No. 15, Appropriation Expenditures (9000) column, for each appropriation line.
· The “Budgetary Expenditures” column should agree with Report No. 15, Reimbursements (8100) column, for each Reimbursement line.
· Ensure that the Clearing Accounts transactions are cleared to zero.
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REPORT 6 - FINAL BUDGET REPORT
Department of Finance - 8860

Fund 0001
Fiscal Year 2014 -15.
As of 06/3012015
Business Unit: 8350 - Department of Finance. Report ID: RPTGLOST
Fund: 0001 - General Fund Run Date: 061102015
Subfund: Run Time: 11:00:15
Reference: 501 Adjusting Period: 998
Enactment Year: 2010
Budget Period Program  Element Component Task  Appropriation Description
Appropriation Expenditures Encumbrance/Aliocated Prior Year Budgetary.  Balance
Encumbrance. Encumbrance Reversals  Expenditures
REGULAR APPROPRIATIONS
2013 Unscheduled Items of Approp.
-500,000.00 000 000 0.00 000 -500,000.00

TOTAL FOR REGULAR APPROPRIATIONS:

-500,000.00 000 000 0.00 000 -500,000.00

Total Reference 501

-500,000.00 000 000 0.00 000 -500,000.00
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