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LBC GL ExpenseDetail 9.2—LBCGL8®%b

1. The LBC GL ExpenseDetail Report is a detailegport showing Requisitions numpBrgchase
Order numbers, Vouchers, Vendor names, Payroll information, and other Journal line transactions.
To look up a specified aemtstring and print a report of detailetbrmation in the Actualsedger
access the LBC GL Expense Det&keport from eitherthe Budget Reports tile or the
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3. Each useshould initially set up (Add) one time grdyRun ControllD for each processport that
will be carrig out (such as the LBC Available Bal&spori LBC GL Expense Detail Repartd
LBC PO Activity Listing Reprt The Ra ControlID is keyed to the EmpD of the user that
created the Run ContrdAfter this Add a New Values done the first time you will uke Find an
Existing Value tab for_allfuture LBC GL ExpenseDetail Reportsby clicking the Seardsutton.
Please do NOTdd any other Run Control ID’s.

NOTE: To access a currerRun ControlD (a Run Control for LBC GL Expend@etail Report that
was set up earlier), click the Find an Existing Vdaleand then click SearciChoose the Run Control
ID below named
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4. To Add the Run ContrdD select the Add a New Valuab and enter
LBC_GL_EXPENSE_DETAIL (be sure to put an underscore between each word and use caps

the Run Control IDfield then cliclAdd. Note that the 2 vertical lines button can be used to
collapser expand the menu on the left.

5. Enter information for this report into the Fiscal Year, Budget Period (same as the Fiscal Year),
the Period From, Period Tditis best to enter Ped From1 and Period Tb2yet you caalsorun
a portion of the year by selecting certain Periods for these fields), Alccmenty callethe
Object), Dept Fund, and Program.You can leave some of the chartfields blank in order to get all
the detaifor a specific chartfield stringd yet do not leave all the fields blargnd you

LBC GL Expens®etail Report 9.2 LBCGLS805
BY: JBaker
Paget of 8



\ LBC A EXPENSE DETAIL 9.2 I

6. To view a report with all of tlietailed transactions enter the Fiscal Year, Budget Period, Period
From, Period To, Account Department,Fund, and Program.After entering the information into
the fields click the yelldaun button.

NOTE : For somespecial project areas the AccoGotdeand the Departmenfields can both be left
blank to return all the detail for a specific Program GaoaeFund.

7. In the Process Scheduler Request ganelill see the report Name/Description LBC Bxpense
Detail. Next click the blue OKutton below an®@O NOT MAKE ANY OTHER CHANGES in
this panel.
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11.Selecting the LBCGL803DF
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