HOW TO PRINT MONTHLY COMMITTEE REPORT
Select YTD Budget Report from the Menu on your Munis Home Screen.

From the dashboard ribbon, select Advanced then Segment Find.
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Your screen will appear as shown below, type 249 in as the Fund number to generate the
report for. (You can also generate the report by any of the other segments available here.)

Click Accept.
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Your screen will appear as shown below. Click Report Options on the dashboard ribbon.
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These are the Report Options | have used to generate the current format of the report, these
can be modified at your discretion to run other reports.

On the Print Options tab, update the Report title and the Year/period for which you are
generating the report.

Menu | Return

Report Sequence

Execute this report[Now - ]
Page

Field # Total Break
Sequence 1 [3 - DEPARTMENT - ] |Z| |Z|
Sequence 2 [4 - prviston -] |
Sequence 3 [6 - ACTIVITY - ] J [+]
Sequence 4 [0 - ]
Report title |HUI'\'1AN SERVICES MONTHLY COMMITTEE R.EPORTI I

—|=|_

Print Options | Additional Options

Report Options

Include only accounts that used 0| % or greater of budget

Order accounts by [Org, Object, Project - ]

Totals only ] Year/period Within year/period - 2014 / 11
Account description Full - | Carry forward lTutaIs (GALP) - ]

Print full GL account |:| Print MTD version [}
Roll projects to object Format type [Standard format b J
Print report options [ Double space (|

Suppress zero bal accts |Z|




On the Additional Options tab, update the From yr/per and the To yr/per for which you are
generating the report.

Click Accept.
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Report Sequence

Execute this report[Now & ]
Page

Field # Total Break
Sequence 1 [3 - DEPARTMENT -] W ]
Sequence 2 [+ - piviston | ™ O
Sequence 3 [6 - ACTIVITY - ] ] [+]
Sequence 4 [U b ]
Report title |HUMAN SERVICES MONTHLY COMMITTEE REPORT' I

| Print Options | Additional Options |

Additional Options

Include reguisition amounts D Include budget entries E|
Print Revenues-Version headings El Include encumby/lig entries El
Print revenue as credit W Sort option [Purchase orders b ]
Print revenue budgets as zero D Detail format option [Standard format & ]
Include fund balance Include additional JE comments D

Print journal detail [+1 Multiyear view Default view -

Amounts/totals exceed 999 million dollars [

Your screen will then appear as shown below.

Click PDF.
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Your screen will appear as shown below for several moments as the report generates.

Report Viewer

Report Viewer
Formatting, please wait for:

HUMAN SERVICES MONTHLY COMMITTEE REPORT

This window will close automatically when ready.

When the report completes generating, it will automatically open on your screen and appear
similar to that shown below. You can now save, print or email the report.
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@ MONROE COUNTY, WISCONSIN

12/10/2014 15:15 Monroce County P 1
8516csch HUMAN SERVICES MONTHLY COMMITTEE REPORT glytdbud
FOR 2014 11 JOURNAL DETAIL 2014 11 TO 2014 11

ACCOUNTS FOR: ORIGINAL TRANFRS/ REVISED AVAILAELE PCT
0000 TUNDEFINED APPROP ADJSTMTS BUDGET YTD ACTUAL ENCUMBRANCES BUDGET TUSED
00000 UNDEFINED
00000 UNDEFINED
24900000 499999 RANSFER IN HUMAN -477,338 6,219 -471,119 -259,727.16 .00 -211,391.84 55.1%*%
24500000 599939 TRANSFER OUT HUMAN 0 51,188 51,188 51,188.00 .00 .00 100.0%*
TOTAL UNDEFINED -477,338 57,407 -419,931 -208,539.16 .00 -211,351.84 49.7%
TOTAL UNDEFINED -477,338 57,407 -419,831 -208,539.16 .00 -211,391.84 49.7%
TOTAL REVENUES -477,338 €,219 -471,119 -259,727.16 .00 -211,391.84
TOTAL EXDENSES 0 51,188 51,188 51,188.00 .00 .00




