


Select Yuma County y
GL Inquiry



The right side will appearThe right side will appear.
Under Reports: Request, Click 

Financial 



Next, the Run Financial Reports 
window will appear.

Ensure that Individual Reports is 
l t d d li k OKselected and click OK

The Run Individual
Report window will
populate.

Under Report enter
Budget and hit the tab
key.



Next, the Reports window will 
come up. 

Choose Budget Performance 
R t d li k k

Insert the desired “Period”.
For 1st Quarter information it 
would be SEPT‐2011 which will 

provide date from July toReport and click ok. provide date from July to 
September 2011.



Next, Click on 
the Optional 
ComponentsComponents

tab



The Account Flexfield
window will appear.

To get the full budget 
performance report, Enter 

only the Fund and 
Department and click OKp



Click Define Ad Hoc Report



2 Type in “Monthly”

1. The Define Ad Hoc Report window will appear

2. Type in  Monthly  
and hit the tab key

3. Select 
“Monthly 
Actual”

4. Click 
OK

5. 
Click 
OK



Ensure that the 
box is checked and 

click Submit



Next, click 
on View in 
the tool bar 
and select 
Requests.Requests.

The Find Requests window will appear. 
Click FindClick Find



The request window will appear.
Select the Request that was most
recently submitted (Normally the
first one)first one).

If the request is still pending click on
Refresh Data until it shows
completedcompleted.

Once the request 
is selected clickis selected, click 
View Output



The Report window will appear. 
To print the Budget Performance Report, select Tools from the 

tool bar. Then click Copy File



The report will open in a
webpage. Select File from thep g
tool bar and then Print


