
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. 

 

 

 

 

 

 

 

 

 

 

 

Your screen will appear as shown below, type 246 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.  

 

 

 

 

 

 

 

 

 

 

These are the Report Options I 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.  
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On the Additional Options tab, update the From yr/per and the To yr/per for which you are 

generating the report.  

Click Accept.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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