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Running the SDCS Budget Transaction Detail Report 
 
Step 1: 

Navigation: EPM Reports  SDCS Budget Transaction Detail  Add a New Value or Find an Existing 
Value 

SDCS Budget Transaction Detail 

 
 
(Note:  It is recommended that you created a new Run Control ID the first time you run this new Fall ’08 
version of the Budget Transaction Detail in EPM.) 

You can either add a new Run Control ID or click Search to get a list of existing Run Control IDs to 
select from.  To add a new Run Control ID click on the “Add a New Value” tab and type in your Run 
Control ID (i.e. BUDGET_TRANS_DETAIL) and click Add. 
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Step 2: 

SDCS Budget Transaction Detail criteria page 

 
Click the Refresh button to fill-in the list of ChartFields.  A new Run Control ID will start with nothing in 
the ChartField Selection section of the screen. 
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Step 3: 

SDCS Budget Transaction Detail criteria page 

  
Check the Include CF box for all the ChartFields you want to include on the report and SAVE the Run 
Control ID. 
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Step 4: 

SDCS Budget Transaction Detail criteria page, ChartField Selection section 

 
Saving the Run Control ID will bring your selected ChartFields to the top of the screen, and will be ready 
for you to enter your criteria. 
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Step 5: 

SDCS Budget Transaction Detail criteria page 

 
Enter your criteria for the report.  In this example, 

Accounting Period From and To is set to 3 which is the month of September. 

Fiscal Year is set to 2006. 

Department is set to 0003. 

Account is set to 4000 – 5999. 

Budget Period is set to 2006. 

This will show us all the expenses for DeptID 0003 in accounts 4000-5999 for September of 2006. 

SAVE and RUN.
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Step 6: 

Process Scheduler Request page 

 
 
Enter the following information: 

Field Name Information to Enter 
Server Name PSNT 
Select Checkbox Select checkbox for the report SDGLS8005 
Process Type SQR Process 
Type Web 
Format PDF 
 

Enter your information, and then click OK to run the report. PeopleSoft runs the report and returns you to 
the Budget Transaction Detail criteria page. 
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Step 7: 
To view status of the process while the report is running, click the Process Monitor link from the Budget 
Transaction Detail criteria page. 

SDCS Budget Transaction Detail criteria page 

 
 
Process Monitor Process List page 

 
 

 
Click the Refresh button to update this page with the latest system activity.  

When the Run Status is Success and the Distribution Status is Posted, then report is done. Click on the 
Details link to open the Process Detail page. 
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Step 8: 

Process Detail page 

 
Click the View Log/Trace link to open the View Log/Trace page. 
 
View Log/Trace page 

 
Click the SDGL8005_175115.PDF link to open the report.  
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Step 9: 

The SDCS Budget Transaction Detail Report opens in Adobe Acrobat. 

SDCS Budget Transaction Detail Report 

 

If you want to print the report, click on the Print icon  from the Adobe menu, not the Internet 
Explorer menu. The report will print to the printer of your choice. 
 


