CURRENT YEAR REPORT
Login to SDRPT

Select SDSU GL Inquiry responsibility

Under “All Reports & Processes”, select “Financial”.
When Request window appears with Individual Report radio button on, select OK.

This brings up a Request window.  On the Required Parameters tab of the Run Individual Reports page, select “CURRENT YEAR REPORT” from the LOV list of values for reports.  Select the period for which you are generating the report.
Move to the Optional Components tab of the Run Individual Reports page.  Invoke the list of values for Segment Override.


Ledger should default in for you.


ORG is the Organization you select.


Select a specific activity or delete any value (including 000) under ACTY for all activities used by your Organization.


Select a specific endeavor or delete any value (including 0000) under ENDVR for all Endeavors used by your Organization.


Then select “OK” for override segment definition.  (Do not modify NACCT, FUND, or FUNC)

Select “SUBMIT” TO RUN THE REPORT.

Return to the Required Parameters tab to find the Request ID # assigned to your report.

Under the GL Inquiry menu item Report Manager for r12, select Monitor Request.  Find your request in the list of requests by its Request ID#.  Hit the Refresh button to update Status of your request.  When the status is “Completed”,  you should see a view output icon under the output column.  The view output icon here looks like two pages of a report with a circular arrow over them.  Click on the output icon next to your report.
In Page Set Up, change the orientation of the report from Portrait to Landscape.

Change Scaling to Fit one to many.   File Save as, name your report with extension .xls. and save to a particular location on your desktop.  When you reopen the report on your desktop, change the  “Save as Type” from Web Page to Microsoft Excel Workbook.
