
Electronic Budget – Reporting (AIS Instructions) 
To access the Electronic Budget window; 

1. Login into AIS.   
 Enter your User Id and Password, and press the enter key. 

2. Select Finance icon from the main menu.  

3. Select General Ledger Display icon from the sub menu.  
 
4. To request an electronic Detail, Summary, or Operating Summary report, select the Request Budget Report button 

  located on the tool bar. 
 Select the desired report to you wish to create. This may be a Detail (the default), Monthly Summary, or 

Operating Summary. 
 Select the From and To report periods for the report. The report periods default to the values entered on the 

main General Ledger window. 
 Select the cost centers to include in the report by clicking the check box. The default is to include all available 

cost centers. 
 Enter the From and To object codes to include in the report. The default is to include all object codes for which 

you have access. If you enter an object code or range that you do not have access to, the following error 
message will be displayed: "You do not have access to the object code value or range."  You must correct the 
error before continuing. 

 To process the report, select the OK button. If there are no errors you will be taken to the report options 
window where you can indicate when the report runs, schedule the report, and enter a comment. It is 
recommended that you enter a meaningful comment because this will help you later when you are selecting a 
report to view.  

 To submit the report, select the OK button. The report will be submitted and processed in the same manner 
as other AIS reports. The processing time will vary depending on what criteria you selected for the report, and 
if there are other reports scheduled to run ahead of yours.  You can find out if a report has completed from 
within the report view window. Reports that are in-process will be displayed in blue with a description of 
Submitted. Once the report completes and is available for viewing this will be replaced with the report(s) 
generated. 

 

5. To view an electronic report select the View Budget Report button  located on the tool bar. 
 The report view lists all of the reports that you have requested and those requested by Financial Services as 

shared. The latter will have an X in the FS column. 
 The default sort is report name, cost center, and creation date. You can change the sort by selecting a column 

heading. Doing so will place a small arrow at the right side of the column heading pointing in the direction of 

the sort either v for descending or ^ for ascending. To restore the default sort, select the Undo button  
located on the tool bar. 

 To view a report you must first select the report(s) to view.  You do this by clicking the check box next to the 
report name. You can select multiple reports with either the CTRL or SHIFT keys. The CTRL key allows you to 
select individual reports one at a time, and the SHIFT key allows selection of multiple reports by specifying a 
start and end report. All reports between the start and end report will be selected. 

 Once you have selected the reports you want, you can view the report in either PDF or text format, or e-mail 
the report. The PDF version contains all formatting and is suitable for printing. The text version is a tab 
delimited file containing the data of the report and represents the downloadable spreadsheet version. 

 To view or print a report, select the View/Print button. You will be presented with dialog box asking you which 
type of report you wish to view or print. The default is PDF. You may select PDF, Spreadsheet (text) or both. 
Selecting the OK button will open the report in the respective viewer, either the Adobe Reader or Excel. To 
save a copy of the report, use the Save As functionality of the viewer. 

 To e-mail a report select the Email button. Again, you will be presented with the dialog box asking you which 
type of report you wish to e-mail. Selecting the OK button will create a blank e-mail message with the selected 
report(s) as an attachment. 

 If you decide that you wish to cancel a scheduled report, you may do so by clicking the check box next to the 
report name, and then selecting the Cancel Scheduled Report button. 

 If you would like to delete a completed report, you may do so by clicking the check box next to the report 
name, and then selecting the Delete button.  A user may delete only the reports that they requested.  All 
reports are automatically deleted after 30 days. 


