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Work Instruction

Query an Existing Budget to Create an Account Set or Print the
Budget

Purpose

Use this procedure to query an existing budget in the General Ledger and then either create an
account set or print the budget.

Trigger

You have submitted a sponsored budget to the General Ledger and want to review, print, or
create an account set for the budget.

Prerequisites

The budget has been submitted to the General Ledger.
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Procedure

1. Start the task by selecting Sponsored = Modify/Query Saved Budget = Create Saved
Budget to go to the Sponsored Selection screen.

Sponsored Selection

[\ﬁ;‘ acle A dev 11i Training Instance

o - ORACLE

Budget Durat

Start

Duration: m manths

Record: 1/1

2. Complete the following required fields:
In This Field Enter
Start Date: Start date (month and year) of the grant award budget you are
entering

: You must select the Month and Year from the pulldown
lists for the system to register the date.
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In This Field Enter
Duration: Number of months for which the grant you are entering has been
awarded
; Use whole numbers only.
3. Click o to go to the Account Selection screen.

Account Selection

% ount Selection

Primary Filters
ST SRR TE s (008 Harvard University ALL  ~ |[BI: e OBJECT z
Additional Filters

G TS Revenue And Expense - Fund Type _

Segment Selection
Individual
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4.

5.

Perform one of the following:

If You Need To Then
Create and save an account set for this . L Tave Acct Set
1. Click .
budget query
2. Type a name for the saved set.
3. Click 9K
Open a previously saved account set 1 Click Open Acct Set
2. Click J to see the list of account sets.
. oK
3. Select an account set and click
to return to the Account Set Selection
screen.
4. Click Preview Acct Set fo go to the
Preview Account Set screen.
. OK
5. Select an account and click to
preview the account.
6. On the Preview Account Set screen, click
Open Previewed Set {5 yse this set and
go to the Account Selection screen.
7. On the Preview Account Set screen, click
Return to go back to the Account
Set Selection window.
Preview a previously saved account set to Click Preview Acct Set
see the values it contains :
2. Select the set to use.
. OK
3. Click to return to the Account
Selection screen.

Click = Find

@

to go to the Sponsored Budget Input screen and display the sponsored budget.

When amounts display in the Totals and budget period columns on the Sponsored

Budget Input screen, this indicates that the budget has been submitted to the General

Ledger.
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a8 e A5 D

Computer Supplles+MaterlaIs G
]IDomestlc Travel, GENERAL
]IMQI Consulting Professional Svce
]ITuh Overhead Charges for Spon
]IPhutocopying+DupIicaling

lPostage, Express Mail+Shipping

U215, 17065.6660.253012 .238124.0101.13600

BT RHSGA Kennedy School of Government. KS( —J
Net Total 31,600 31,600

Record: 1410

6. Click Print

7. click 2 4 display budget accounts and amounts.

8. Click % on the toolbar.

@ Use this printout to view budget line items. Use the Period Expense Report (PER) as a
management tool to compare budget to actual expenses.

9. Click 9K

Result

You have successfully displayed and printed a sponsored budget.
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Comments
You have completed this procedure. Select Action = Exit Oracle Applications to exit the
system.
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