Georgetown University

Budget Training

Budget Data Download



The Budget Data Download provides you with your budget data in a comma-separated value (.CSV) file which can be viewed in an Excel spreadsheet.  Use the download to review the data you have keyed into PeopleSoft during the budget process.  The download can also be used to share data with others in your department for proof-reading, review and approval.
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1. Enter report criteria:
a. Budget Period – required field – type an appropriate budget period.
b. Account From/To – optional field -- used to restrict account codes selected.  If left blank all accounts between 50000 and 89999 are selected.

c. Cost Center – required field if Pyramid code is left blank – type an appropriate cost center or a partial cost center, e.g., GX12%
d. Exclude Project cost Centers – optional field – click the check box to exclude project cost centers from output (RX, PC, PE, PJ).
e. Campus – required field if Pyramid code and Cost Center are left blank – type or select the appropriate campus

f. School – type or select a relevant school within the campus if needed

g. Division – type or select a relevant division within the school if needed

h. Department – type or select a relevant department within the division if needed

i. Program – type or select a relevant program within the department if needed.

j. File Name – required field – type a file name for your output.  In our example we have used BUD_DATA_DL.
2. Click the stoplight (without the exclamation mark) to run the download.  

3. You will see the standard Process Scheduler Request dialog box.  Check the Output Destination.  Make sure the radio button next to “File” is selected and the File/Printer field contains C:\TEMP\.
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4. Click OK.
5. You will see the SQR on your task bar indicating the download is running.  When the SQR disappears, check your download.

6. Right-click on the START button and click EXPLORE to open Windows Explorer.
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7. Look in your c:\Temp folder for a .CSV file with the file name you entered in the File Name Field on the run control panel.
8. Double-click on BUD_DATA_DL.CSV
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Here is a list of data fields provided in the .CSV file:
	
	Download Column
	Example of Data

	1)
	Budget Period
	2008

	2)
	Fund_Ctr
	GD

	3)
	Cost_Ctr
	GD0000000

	4)
	CC_Name
	ADMINISTRATION

	5)
	CC_Long
	GD0000000 ADMINISTRATION

	6)
	CC_Stat
	A

	7)
	CC Manager
	Smith, James

	8)
	Fin Officer
	Jones, Paul

	9)
	Campus
	20 Medical Center

	10)
	School
	2008 BGRO

	11)
	Division
	2028 Clinical Sciences

	12)
	Department
	20069 Medicine

	13)
	Program
	200080 Medicine Administration

	28)
	Acct_Long
	89201 Non-Mandatory Transfers       

	29)
	Account
	89201

	30)
	Acct_Name
	Non-Mandatory Transfers       

	31)
	Acct_Type
	E 

	32)
	Acct000_Lng
	89000 Transfers                     

	33)
	Acct00_Lng
	89200 Non-Mandatory Transfers       

	34)
	FP1
	A Operating Activities                  

	35)
	FP2
	2 Operating Expenses                    

	36)
	FP3
	FP32 Other Expenses                     

	37)
	FP4
	FP32K OTHEXP Non-Mandatory Trf          

	38)
	Fund
	10

	39)
	Recruit Flag
	N

	40)
	Project Flg
	O  

	41)
	IS_RX
	No 

	42)
	FY2007 Actuals
	0

	43)
	FY2008 OAB
	-2000

	45)
	FY2008 CAB
	-2000

	46)
	FY2008 YTD Actuals
	-1800

	47)
	FY2009 OAB
	-2000

	
	FY2009 CAB
	-2000

	48)
	FY2009 PRJCTN
	-2600

	49)
	FY2009 YTD Actuals
	550.00

	50)
	JUL_01
	50.00

	51)
	AUG_02
	50.00

	52)
	SEP_03
	50.00

	53)
	OCT_04
	50.00

	54)
	NOV_05
	50.00

	55)
	DEC_06
	50.00

	56)
	JAN_07
	50.00

	57)
	FEB_08
	50.00

	58)
	MAR_09
	50.00

	59)
	APR_10
	50.00

	60)
	MAY_11
	50.00

	61)
	JUN_12
	0

	62)
	FINPLAN1
	0

	63)
	FINPLAN2
	0

	64)
	FINPLAN3
	0

	65)
	FINPLAN4
	0

	66)
	BDFINPLAN1
	0

	67)
	BDFINPLAN2
	0

	68)
	BDFINPLAN3
	0

	69)
	BDFINPLAN4
	0
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