SDSU GL ACCOUNT ANALYSIS – xml2
Login to SDRPT

Select SDSU GL Inquiry responsibility

Under “All Reports & Processes”, select “Standard”

When Request window appears with Single Request radio button on, select OK.

This brings up a Request Parameters window.

From the LOV list of values for reports, select SDSU GL Account Analysis – xml2.

Complete your parameters.  You can select this report for balance type Actuals or Budget or Encumbrance.  You can run this report for a single period or a range of periods within the current fiscal year.  You can run this report for a single account or for a range of accounts.  Selecting Order by Account orders your output by Natural Account NACCT. Selecting Order by Balancing Segment would order your output by FUND.

Next select output options.  From the drop-down list, select EXCEL.  Click on Submit.  Note the request ID# for your report.  Respond NO to the select another report (unless you do wish to submit another request).

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. to a particular location on your desktop.  Set Save as Type from Web to Microsoft Office Excel Workbook.

You can now print your report or Close out of Oracle and access and print the report as you saved it to your desktop.

