
Last Revised 12/6/08 Page 1 
 

Reports for Soft Ledger Keepers 

 

Home Page, SLK Reports tab: 

To select a report to run, click on the report name in the SLK Reports tab. 
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The default selection prompt box for the report you selected will be displayed on your screen. 
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Navigating the Prompt Screen to Enter Selection Criteria: 

Navigation  

When you are in the Prompt screen, to move to the next prompt field, press Tab (once or twice,  

depending on situation), or click on another field or picklist button. 

Dates 

To use the drop-down calendar for the date field, click on it and select a month and day. 

     When you click the day, you will be returned to the Prompt screen. 

To type in a date, highlight any or all of the default date and type in a new date, in mm/dd/yyyy  format. 

Other Criteria  

You can select items from the picklist; the system will separate them with commas. 

To select items from the picklist, do the following: 

 Click on the picklist box for that field : …  

 Click on each item you want to select. 

o To de-select an item, click on it again. 

 To select a range of items, click the first item in the range, then press Shift and click the last item 

in the range you want to select.  

 To finish your selection and return to the Prompt screen, click Done. 

 The picklist selections will overwrite any items you had previously entered to the prompt field. 

 To cancel your selection and return to the Prompt screen, click Close. 

 To submit the report to run, without returning to the Prompt screen, press Enter. 

 

You can type in items, separated by commas, using numbers and/or capital letters 

(all letters MUST BE TYPED IN UPPER CASE [CAPITAL LETTERS]): 

ITEM1,ITEM2,ITEM3.  

You can select items from the picklist, and then type in more items separated by commas. 

Do not type in items and then select items from the picklist; the picklist selections will replace  

the typed items. 

You can use the wildcard “*” in place of any group of numbers or characters:  

 Example, in a prompt field, type * (to get all items for that field). 

 Example, in the Orgkey prompt field, type LGF* (to get all orgkeys that begin with LGF). 

Do not type in ranges: ITEM1-ITEM3. 

To submit the report to run, click Submit or press Enter. 
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To cancel the report, click Cancel or click the Close button. 

A report window can be minimized at any time; if the report is running, it will continue to run. 

 

Viewing and Printing the Report: 

You can view the report on the screen, using the scroll bars  

and the page arrows (first page, page back, page forward, and last page). 

 

To print, click this icon  and select a print option. 

To create a PDF file, click this icon .  Then you will be able to save or print the PDF file and have other  

 PDF options.  
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Reports: 

Budget Changes 

Replaces the following use files and report: 

 GLIQ: Use BT 

 

Run the Budget Changes report for dates within the same fiscal year only: 

 12/1/2008 – 12/31/2008 is within the same fiscal year and is acceptable. 

 7/1/2008 – 6/30/2008 is within the same fiscal year and is acceptable. 

 Do NOT enter 5/1/2008 – 7/31/2008, because it crosses fiscal years. 

 

Do NOT enter an * in the orgkey field; if you do, the report may take a long time to run, and you 
will get an error message instead of a report; click Cancel at any time to end the report run. 
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Budget Report 

*** Limited to operating orgkeys only *** 

Replaces the following use files and report: 

 Use BUDRPT 

 GLIQ: Use BC 

 GLIQ: Use BCP 

 

Do NOT enter an * in all three criteria (orgkey, dept, and fund); if you do, the report may take a 
long time to run, and you will get an error message instead of a report; click Cancel at any time 
to end the report run. 
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Budget Report Control Key 

*** Limited to operating control keys only *** 

Replaces the following use files and report: 

 Use BUDRPT, for Control Keys 

 GLIQ: Use BC, for Control Keys 

 GLIQ: Use BCP, for Control Keys 

 

Do NOT enter an * in all three criteria (control key, dept, and fund); if you do, the report may 
take a long time to run, and you will get an error message instead of a report; click Cancel at 
any time to end the report run. 
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Life to Date (Budget Report) 

*** Limited to project orgkeys only *** 

Replaces the following use files and report: 

 Use LTDRPT 

 GLIQ: Use LTD 

 

Do NOT enter an * in all three criteria (orgkey, dept, and fund); if you do, the report may take a 
long time to run, and you will get an error message instead of a report; click Cancel at any time 
to end the report run. 
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Life to Date (Budget Report) Control Key 

*** Limited to project control keys only *** 

Replaces the following use files and report: 

 Use LTDRPT, for Control Keys 

 GLIQ: Use LTD, for Control Keys 

 

Do NOT enter an * in all three criteria (control key, dept, and fund); if you do, the report may 
take a long time to run, and you will get an error message instead of a report; click Cancel at 
any time to end the report run. 
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Life to Date (Budget Report) Control Key Proprietary (Funds) 

*** Limited to Proprietary fund project control keys only *** 

Replaces the following use files and report: 

 Use LTDEF, for Control Keys 

 

Do NOT enter an * in all three criteria (control key, dept, and fund); if you do, the report may 
take a long time to run, and you will get an error message instead of a report; click Cancel at 
any time to end the report run. 
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Life to Date (Budget Report) Proprietary (Funds) 

*** Limited to Proprietary fund project orgkeys only *** 

Replaces the following use files and report: 

 Use LTDEF 

 

Do NOT enter an * in all three criteria (orgkey, dept, and fund); if you do, the report may take a 
long time to run, and you will get an error message instead of a report; click Cancel at any time 
to end the report run. 
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Project Tracking 

*** Limited to expenditures in project orgkeys only *** 

Replaces the following use files and report: 

 RXPTRACK 

 

Do NOT enter an * in all three criteria (orgkey, dept, and fund); if you do, the report may take a 
long time to run, and you will get an error message instead of a report; click Cancel at any time 
to end the report run. 
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Transaction Listing 

Replaces the following use files and report: 

 GLIQ: Use Trans 

 

Do NOT enter an * in the orgkey field; if you do, the report may take a long time to run, and you 
will get an error message instead of a report; click Cancel at any time to end the report run. 
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Error Messages 

 

 

Footers 

 


