COLLEAGUE: RUNNING A GLBS (DETAIL
BUDGET STATUS) REPORT

STEP 1: OPEN THE GLBS SCREEN

Log-in to Colleague and type in the neumonic “GLBS” in the form search box, then press Enter. You can also
select this report via the “Navigation” tab at the top of the screen.

.e https:/ /ccw.hartnel.edu:8543/ - UI 4.4 - Datatel Coleague UI 4.0 - [dtechair / production] -

s —_—
GLBS: Budget Status Report m o “SEARCH RESULTS "4 L NAVIGATION S *: FAVORITES

X tosou |

( @@ EO® |
m No Active Context ‘
' File Options  Help | | [« Save ) [ J/ SaveAll ) ( X Cancel ) ( XX CancelAll ) LE| || E-_J
| 5

STEP 2: ENTER THE APPROPRIATE FIELD INFORMATION

Mandatory fields are highlighted in red.

> —— e ———— — L IOTOTTR —
GLBS: Budget Status Report #TSEARCH RESULTS "4 NAVIGATION =~4es # 1 FAVORITES

r | PO
m ‘ No Active Context

" File Options  Help | | | v Save ) [ # SaveAll ) ([ X Cancel ) ( XX CancelAll ) L£| || E—J
|| GLBS - Budget Status Report |

D - Detail -\ Fiscal Year [2014 07/01/13 thru | 06/30/14 |

S - Summary

Detail or Summary [Detail

Calendar Ending Month of | | | Default: July-June, however you
can enter specific dates

Starting Transaction Date |  07/01/13 |5

Ending Transaction Date | DSFSDF14]'—|

Expand Condensed Activity lNo |

GL Account Definition | Not defined | Required
(Sospesiten \ I

Proceed with the Report| | Press F2 while in this field, or

click on magnifying glass

a
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DETERMINING THE GL ACCOUNT DEFINITION

After pressing F2 or clicking the magnifying glass, you see the following screen. This screen is used to (first)
select the data the report will contain (Select/List) and (second) how the report with be displayed (Sort).

E https:/ /cow.hartnell.edu:8543/ - UI 4.4 - Datatel Colleague UI 4.0 - [dtechair / prod
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SELECT/LIST: PICK THE DATA YOUR REPORT WILL CONTAIN

In the “Select/List” field, click the icon with the magnifying glass, or press the F2 key. The following screen
will open (see next page). On this screen you will determine what data your report will contain. Input the
fund, area, location, TOP, or Object of the budget account you want in your report.

EXAMPLE

[ want to run a GLBS report using the following information:

e Fund 12 (Restricted funds/Grants)
e TOP 695000 (Parking Services)
e Object Code 5 (Expenses)

Please note: you can input any portion of the budget account number, but keep in mind that Colleague will
capture only the accounts that include the codes you've input above (In this example, only accounts that have
the Fund = 12, TOP code = 695000, and Object Codes = 5xxxx - Expenses).
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|e https://ccw.hartnell.edu:8543/ - UI 4.4 - Datatel Coleague llI 4 .0 - [dtechal' il prodnctnn] -

GLBS: Budget Status Report

( [ EREEO®
m ‘ No Active Context

[ File Options  Help | | ( / Save ) [/ SaveAll ) ( X Cancel ) ( XX CancelAll ) a LEI-J ® e

| GLBS - Budget Status Report | GLSFOO - GL Standard List/SSelect | JSBUOS - ENVISION Statement Generator |

Inc/Exc alues |Expenses |

~ Fund: 12
e |

1|12 L2l N J Ll J
| MAJOR AREA REPORT GROUP AREA |

N ) L2 Jl INEEN| ) el J

|LOCATION — |

IDISCIPLINESUBDISCIPLINE,TOPS J

“1” for include

L
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N
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1 ||695000 [ 2] J L3 |

GL.CLASS MAJOR OBJECT MINOR OBJECT,DETAIL OBJECT,OBJECT

15 ) Lzl J@' J e Jl |

| 6LS BUDGET.OFFICER |

L ) L2 Jl INEN| ) Ll J

| GLS NETASSET GLASS CODE |

) L2 Jl INEN| ) Ll J
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Prompt for additional selection criteria? (¥,N) |No

/ i
Enter “N”, then press F9 or the Enter key to continue — 8w

)

Once you press F9, or enter, you will return to the previous screen with your choices filled in the “Display
Criteria”, as seen below.

Display Criteria
1 |LW[TH GLS.FUND ="12"

2 | | AND WITH GLS.TOPS = "695000"

3 | LAND WITH GLS.GL.CLASS ="5"

=
|, S0 ) S T S | I S S
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SORT: PICK HOW YOUR DATA WILL DISPLAY

In the “Sort” field, click the icon with the magnifying glass, or press the F2 key. The following screen will
open. On this screen you can adjust (or sort) how the report is displayed.

chaibe B o
#“SEARCH RESULTS "4 NAVIGATION —Zis #  FAVORITES 7] 7

3 d g . -
rm‘ ‘ No Active Context
" File Options Help | | (v save ) ( « SaveAl ) ( X Cancel ) ( XX CancelAll ) (=] [[+) ®00
| GLBS - Budget Status Report | GLSF0O - GL Standard List/SSelect | CSPS - Change Sort Specification
Sort/Break Definition

Detail Budget Status Report

Criteria

Field Name SeapEmes | EeE),
L1 JLGLS.BUDGET.OFFICER J |‘EY 'J |‘_J
| 2 |cisFunD | (e - [ ]
| 3 |/6LsAREA ey g [ ]
| 4 | cLsLocaTioN | (e - [ )
| 5 |/eLsTOPS ey g [ ]
| 6 | cLsosieCT | (e - [ )
Lzl ) M
Ll )L D
Lol J S
Lol )L S

Caoriroller SariEresk Spesfoaion Value 18 10)
EXAMPLE

[ would like to sort my data based on the TOP code. To do so, [ need to delete:

e (1) GLS. Budget Officer
e (2) GLS.FUND

e (3) GLS.AREA

e (4) GLS.LOCATION

e (6) GLS.OBJECT

To delete these fields from the screen, I click the number, and then select “Delete”, and then “Delete” again.
(see next page). Repeat until deleted 1, 2, 3, 4, and 6. In this example, we sort by the TOP code (695000).
This means the report will be sorted/displayed by all accounts with 695000 first. This is best when you are
running more than one TOP code. Please note: you can also sort by GLS.FUND if you run only one TOP code.
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.é https://cow.hartnell.edu:8543/ - UI 4.4 - Datatel Colleague UI 4.0 - [dtechair / production] - Windows Internet
“TSEARCH RESULTS ™. NAVIGATION =8 # IFAVORITES

GLBS: Budget Status Report

[
( m ‘ No Active Context

( File Options  Help | Jo{ v Save Save All (X Cancel )( Cancel All ) (=] [+] _

[ GLBS - Budget Status Report | GLSFO00 - GL Standard List/SSelect | CSPS - Change Sort Specification
Sort/Break Definition

Detail Budget Status Report

First, click the number.

eria

Field Name FELETTE [ B’f’?’!‘,h
1 GLS BUDGET.OFFICER BY | |
2"y UND J L J
3 | GLSAREA _ | |

- Select Table Operation to Perform . —
4 ||GLSLOCATION : \ | ]
5 | GLsTOPS (nsem ) (. Ee'eng( Gancel ) | |
6 LGLS.OBJECT \ | ] | ]
7
. Then select “Delete”, then “Delete”
. again (not shown). Then click the
. next number, and repeat.

‘Controller Sort/Bresk Specification Value 1/8
a)

=i
1 - A
After | have deleted 1, 2, 3, 4, and 6 - [ will see the following screen:
( File Options Help | | (v save ) ( « SaveAll ) ( X Cancel ) ( XX CancelAll | -] [[+) ®00

| GLBS - Budget Status Report | GLSFOO - GL Standard List/SSelect | CSPS - Change Sort Specification |
Sort/Break Definition

Detail Budget Status Report

When only the GLS.TOP remains, type
“Y” into the “Break” section then

Criteria

Field Name press F9
1 ||eLsTOPS
Lz

Required sort field (GLS BUDGET.OFFICER) added and others Then, click “OK

——
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STEP 3: RETURN TO INITIAL GLBS SCREEN

You will return to the previous screen with both the Select/List and Sort information populated.

.é https:/ /cow.hartnell.edu:8543/ - UI 4.4 - Datatel Colleague UI 4.0 - [dtechair / production] -
GLES: Budget Status Report ~ ~ #TSEARCH RESULTS " < NAVIGATION =& #: FAVORITES (7] /

e O e 1. ) Q&) &)
r m ‘ No Active Context

( File Options Help | | (/ Save ) ( «/ SaveAll ) ( X Cancel ) ( XX CancelAll ) (=] +] 500
[ GLBS - Budget Status Report | GLSFOO - GL Standard List/SSelect |

Select/List lSeIect J@

Sort lRequired Ja | Break - Required

BY GLS.TOPS BY GLS.BUDGET.OFFICER BY GLS.FUND BY GLS.AREA BY GLS.LOCA

Display Criteria
WITH GLS.FUND ="12"

AND WITH GLS.TOPS = "695000"

AND WITH GLS.GL.CLASS = "5"

£

Il
Il
Il
Il
I
Il
I
Il

IVerify Criteria |N0 I { I

Enter “N” and Press the F9 or Enter key.

You will be returned to the initial screen when you entered the neomonic “GLBS.”

" File Options  Help | | L« Save ) [ A/ SaveAll ) ( X Cancel ) [ XX CancelAll ) a || EJ
|| GLBS - Budget Status Report |

Fiscal Year | 2014 07/01/13 thru |Dﬁ|’3l}114

Detail or Summary | Detail

Calendar Ending Month of |

Starting Transaction Date | D?M1F13J:‘

Ending Transaction Date 06/30/14 '—.|

Expand Condensed Actiwtleu |

i i B e J i Enter “Y” and press the F9 or Enter key.

lS - Select

I Proceed with the Report | ves I
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STEP 4: RUN REPORT

| File Options Help [ | ( v Save ) ( i SaveAll ) ( X Cancel ) ( XX CancelAl ) (-] [} — '|+J
|| GLBS - Budget Status Report |
Peripheral : SETPTR.GLES.4531 e Enter “H” for hold. This will keep the

Process : GLBS Description : Status Report report on your screen instead of
printing it.

OQutput DeviceLH Hold/Browse File Output

Printer |

Then press F9 to continue

Form NameL

Banner l |
secuy 7o e Eeeeee—
Copies l1
Defer Time L_]
Other Options

|| NPT =
| -0 landscape -0 fp12.5 -0 Ipis.0 =
| nHEAD =

Page widthl'ﬁz J
Page Length [BD
Top Margin L|
Bottom Margin lLl

Max Pages per PDF

aw

The following screen appears to show you the progress of your report.

;) T
Budget Status Report

Started:  15:19:13 02/10/2014
Current: 15:19:13

=T

Total Elapsed: 00:00:00
Est. Completion: 15:19:13 02/10/2014

Ended: 15:19:14 02/10/2014

Processed 3 of 3

0%

Finish

(M

ose au'a:ima!.n‘::-:iig.r when complete r

sing Complete.
You can choose to:

e open automatically”
OR
e waittill process is complete, then click “Finish”

Both options will allow your report to open when it is finished processing.
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STEP 5: VIEW REPORT

Your report will look similar to the one below. From this report, you will be able to see:

e General Ledger (GL) Budget Account Number
e Description of Expenses

e Allocated Budget

e Actual Expenditures

o Unexpended Balance (prior to encumbrances)
e Encumbrances (Purchase Orders)

e Available Balance (including encumbrances)

Note: See the next page for saving and printing instructions.

https://cow.hartnell.edu:8543/ - UI 4.4 - Datatel Colleague UI 4.0 - [dtechair / production] - Windows Internet Explorer
Report Browser @ ®

< < | 3| of4 > > | (@ SaveAs ) ( DS ExportPDF ) ( =2 PrintRemote ) <] Show Full Page View

Hartnell Commumity College District

0z/10/14 Detail Budget Status Beport Page: 3
For Period 07/01/2013 Thru 0&/30/2014
Fiscal Year: Z014 TOPS: €55000 - Parking Serwvices* - Restricted
GL Account Allocated Bevenus/ Tnexpended Tnencumbered
Date Sc Ref.llo Description Budget Expenses Balance Encumbrances Balance/Pcnt

12-210-00-€95000-55105 Parking Services* - Restricted : Contract Services

10/23 EP BlZZ45h Universal Protection Service T,008.08-
11/07 EP PS00T7E35 ThyssenKrupp Elevator 1l,483.81
11/1% EP B1ZZ45A TUniversal Protection Service 6,872 _20-
11/1% EP B1ZZ45A TUniversal Protection Service 7,012 _25-
11/1% EP B1Z245R Universal Protection Service 7,046 14~
11/25 EP P5007&635 ThyssenErupp Elevator 1,483.81-
11/20 EP Ps007&8E Matthew's Sweeping Service 926.00
11/20 EP PSD07£87 Matthew's Sweeping Service 52e.00
11/20 EP PSD07&8% Matthew's Sweeping Service 52e.00
11/20 EP P5O0TE8S Matthew's Sweeping Service 986.00
11/24 EP PSOO773Z2 Stanley Convergent Security 447 _00
12/05 EP P5007686 HMatthew's Sweeping Service 986 00-
12/05 EP P500768% HMatthew's Sweeping Service 986 00-
12/05 EP PSD07E8E Matthew's Sweeping Service S52e.00-

latthew's Sweeping Service S8e.00

ttanley Convergent Security 447 _00-
GL (budget) account l=tthew's Sweeping Serwvice S86_00-
niversal Protectiom Service 254 _gzZ-

number

Richard Silwva S2c_00-
= = €,000.00
00o0.00 150,258 55 &,000.00
00o0.00 150,258 55 25,701.01 &,000.00 23,701.01

m [ — Available Balance (including
12-210-00-€55000-5€400) Parking Services* - Restricted : Cap Equip - 3200
Encumbrances)

11/27 BUO BO10540 Increase Bgt for CCTV Eguip 75,000.00
11/20 EP P5007740 Johnson Electronics Inc
01/23 EP P5007851 FETVAD Inc

Current Period Totals —->
et Encumbrances (or Purchase Orders)
Future Totals ——>

Fiscal Totals ——> 75, 00000 a.0o0 75,000.00 62,514 80

Z,816.80
€2,514.80
2 80

Totals for TOPS: €35000 - Parking Services* - Bectrigaad

2 Totals == I 300.000.00' I 1BZISGS_ESI I 10'}|033_15I I 68i314_30I 38,118 _35
Allocated Budget for | orale - o o0 o 00 000
1 Totals —> 300,000.00 52,5966.85 L033_15 £8,514._80 38,118_35

account number 12.71 &

—

Unexpended Balance

Actual Expenditures _
(prior to encumbrances

or purchase orders
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STEP 6: PRINT OR SAVE REPORT

To print the report, you will need to first create and open the PDF version, and then print it.

CREATE PDF

https://ccw.hartnell.edu:8543/ - UI 4.4 - Datatel Colleague UI 4.0 - [dtech.ar 7 prot 1st: Click "EXpOI‘t PDF”

Report Browser

i< < || 3/ of4 > > | ((* saveas )| 8= exportpor | (=5 PprintRemote

e https:/ /cow.hartnelledu:8543/ - UI 4.4 - Datatel Colleague UI 4.0 - [dtechair / production] - Windows Internet Explorer
( Report Browser

2nd: Select Formatting Options

e Select Font
e Font Size (8 or 9 only)
e Landscape Orientation

Export to PDF

Formati ns —
Lo o | P Note: Anything larger than font size of 9
BlemD: ) Foren will not print correctly.

Paper Size:  Letter

&
OPEN PDF
T
/A I@ about:blank pj |§| |£| |z| @ Datatel Colleague - ... X |_| {% * @:ﬂ
Fle Edit View Favorites Tools Help ¥ “Convert v [ Seled
<= € mcoE portal

Click Link if PDF does not open

Colleague is opening the following file: automatically

GLBS DTECHAIR 4531.pdf

* |f the file did not op

tomatically you may click the appropriate link to open or save it. By default, some
browsers may not auto

tically open most files.

Close Window |
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SAVE OR PRINT PDF

& hiltps:/ Jcow harinelLedu:B543 ) prod_ui_UL_Service] Coleaguell1Servicesve f e f downioad Fie/ DTECH | Winio Trel Exporer _
C ) [ hps:/jcovhaneteduds i e O 7| B vartner com... | 42 % @ mcom%| (23 hartneledu 3 Ll i
Fle [EdC Goto Favories Hep x & Convert

Colleae Distrist
Page :

You can also access the Save and Print e
commands through the File menu

12-210-00-655000-

11/36 JE J016670
01/0& BJ VO1CSICT

5,000.00

5,000.00

no10592
V0293877
Vo2998B4
3 V0100116
1 V0300348
V03003ET
V03003ET
VDI00460

W
W
W
W
W

] W
W
W
W
Vi
v

S e = e To Save: Click the Disk

VOI0TE92

V0308000
VOI0BEES
VOI0BECS
T VOIDRSER
VOI08EET
VoI0es2
VOI0B146

yosenXrupp Flevater
hew's Sweeping Service

To Print: Click the Printer

[ Printer
Name: I\\hcad-p502\Secure-Print-EW Properties |
Status:  Ready Comments and Forms:

Type: Kyocera TASKalfa 3501 KX Document and Markups

~Print Range - Choose “Secure Print BW” for
@ Al its printer, then click “OK”

" Current view
" Current page
 Pages |l =4l

Subset: |AII pages in range J

[™ Reverse pages

B

1

ale

~Page Handling T

ies: 1 i
Copies: ;ll_ Collate
Page Scaling: |Shrinkto Printable Area j

[+ Auto-Rotate and Center 85

[ Choose paper source by PDF page size Questions? ]ust aSk'

™| WUse custom paper size, when needed

I printto fil Email: training@hartnell.edu

[~ Print color as black

Printing Tips Page Setup... Advanced
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