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To run the Salary Budget Summary Report, click the following menu items:

Go ( Process Financial Information ( GT Financial Planning
Report ( Salary Budget Summary ( Add or Update/Display
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Report Criteria:

· Budget Period (required field) – Type the appropriate budge period.  
· Account From/To – Type an account range.  The “Account From” field must have a value of 70000 or greater.  The “To” field must have a value that is the same or greater than the value in the “Account From” field up to 70999.  
· Campus (required if cost is blank) – Click the drop-down arrow, select a campus and click OK.
· School – Click the drop-down arrow, select a school and click OK.
· Division – Click the drop-down arrow, select a division and click OK.
· Department - Click the drop-down arrow, select a department and click OK.
· Program - Click the drop-down arrow, select a program and click OK.
· Cost Center (required if campus is blank) – Type a cost center.
· RX Cost Centers – Select if you would like to limit your report output to display only RX cost centers associated with a pyramid code.

· Non-RX Cost Centers – Select if you would like to limit your report output to display all cost centers except RX cost centers.
· All Cost Centers - Select if you would like to see all cost centers grouped by hierarchy.
· Sort Order – Hierarchy/Cost Center – Your report output will be grouped by hierarchy with cost centers arranged alpha-numerically in the appropriate group.

· Sort Order – Cost Center – Your report output will be ordered by cost center number and the hierarchy values will NOT display. 
About using Hierarchy AND cost center:

If you add cost center GX4211002 to the run control in the example above, the result will be that the report doesn’t print.  This is because GX4211002 falls within a different hierarchy program (200063).  The system will search for cost center only within the specified hierarchy.  GX4211002 doesn’t exist in the program 200065 so a report cannot be produced.
Once you have filled in the parameters, you can run the report. 

1. Click the stoplight button on the toolbar to initiate the report request.
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2. Send the output to the printer and assign the printer port, usually LPT1, and select OK.  If you want to gage the size of the report output before printing, you can select “File” instead of “Printer” in the Output Destination section of the Process Schedule Request dialog box.  This will create a file called gtfpslsm.lis in your c:\Temp\ folder.  You will need software that can translate the file into a viewable format.  We have used both SwiftView and PCLReader successfully.
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The dollar values in this screen shot were fabricated for this example.
Use of Hierarchy Values

For this report, hierarchy values must be entered in order.  If you know you want to see salary budget detail for the program level Neurology, you must enter the campus, then the school, then the division, then the department, then the program.
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If you want to see salary budget detail for cost centers in the Clinical Sciences division, you must enter the campus, then the school, then the division.  Leave department and program blank.
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If you know you will be running reports for certain sections several times throughout the budget planning season, you can create new run control ids that always have the hierarchy values filled in.  For example, you might need to run reports for each of the departments that fall under Clinical Sciences.  You can create a run control id called “Neuro.”

1. Click Report, Salary Budget Detail, Add

2. Type NEURO next to Run Control ID.
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3. Click OK.

4. Fill in the run control parameters Budget Period, Account From, To, Campus, School, Division, and Department.
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5. Save.

Now you can select NEURO from your list of run control ids the next time you need to run this report for the Neurology department.
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Create a run control id for each department that falls under Clinical Sciences (Anesthesia, Emergency Medicine, Family Medicine, etc.) to save time filling in the hierarchy values.
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