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Budgets Overview 
 
1.  Log into FIN Production or FIN Reporting.   
 

 

2.  Navigate to Commitment Control > Budgets 
Overview. 
 

 
   

3.  Click the Add a New Value tab and enter a 
name for the inquiry.  Click Add. 

 
 

4.  The criteria page will appear.  Enter the 
following or use the lookup button where 
available: 
 
Description:   
 a long description of the inquiry 
 
Ledger Group:   
 APPROP (for operating budgets) 
 PROJ_GRT (for projects) 
 
NOTE:  You do not need to edit the following: 
 

Business Unit:    
 UMLOW 

Ledger Group/Set:   
 LEDGER GROUP 

 
Type of Calendar:   
 Detail Budget Period 

 

 
  

5.  If you selected: 
  
APPROP 
 the budget period will populate automatically 
(e.g. 2007).   
 
PROJ_GRT 
 leave the From/To Budget Period fields 
blank. 
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6.  If you selected: 
  
APPROP 

• enter the range of Dept IDs in the 
Chartfield From/To fields 

• enter the appropriate Fund (e.g. 51161 for 
operating budget) 

  
PROJ_GRT 

• enter the Project ID(s) in the appropriate 
field 
 

      

     
7.  Click Save. 
    

 

8.  Click .  Your results will display. 

 

 
    

9.  To access this inquiry in the future, navigate 
to Commitment Control > Budgets Overview. 
 
Click the  button to view all inquiries 
you’ve created. 
 
Click on the inquiry you want to open. 

 
 

This summarizes the budget 
status for all funds & 
departments selected.

Summary for individual 
departments. 
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Running the UMGL7062 Detail Transaction Report 

 
 The UMGL7062 report must be run from FIN Reporting environment.  Please note 

that this report no longer contains PO encumbrance/liquidation transactions.  You 
must run the Open Encumbrance report for info on PO encumbrances.  

 
Step 1. Log on to the e*mpac Finance Reporting. 
 

 
Navigate to:   Report Center Ą Finance 

 
  The Lowell Financial Reports page opens. 

 

 
 

Step 2. Click the Revenue & Expense Detail Transaction Report link to access the run 
control for this report. 
 
The UMGL7062-Transaction Detail (Find an Existing Value) page opens. 
 

 
Step 3. 

Click  to locate the Run Controls you have created or click Add a New 
Value to create a new Run Control. 
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Note:  If this is the first time you are running this report, click , enter a name 
for the Run Control ID, and click .  Use underscores (_) in place of spaces in the 
name you create or the system will not recognize the run control name. 

 
  The UMGL7062-Transaction Detail page opens. 

 

 
Tip: The run control page allows you to select the criteria needed to run your report.  Some 
run control pages require more information than others. 

 
   
Step 4. Enter the following fields: 

• Ledger = Actuals 
Time Period 

• Beginning Period:  1=July, 2=Aug, 
3=Sep…12=June 

• Ending Period:  1=July, 2=Aug, 
3=Sep…12=June 

• Beginning Year:  2007 (for FY2007) 
• Ending Year: 2007 (for FY2007) 

Sort By 
• Tree Name:  RPT_DEPARTMENT 
• ChartField (1 and 2): (optional:  use 

FUND_CODE, CLASS or PROJECTID if 
needed) 

 

 
 
Step 5. Select all check boxes in the Reports Printing group box. 

 

 
 
Step 6. Enter the chartfield information in the Selection Criteria section.   
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Tip:  Some combination of Fund and DeptID is appropriate for most department 
budgets (see below).  You may enter a range of department values.  Click  to 
add and remove rows. 

 
  

 
 
Step 7. Click . 

The Process Scheduler Request page opens. 

 

 
 
Step 8. Click .   

 
NOTE:  You do NOT need to make a selection from the Server Name drop-down list.  
The system will automatically route to the appropriate server. 

 
You are returned to the UMGL7062 page. 
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