School / Department Budget Report

Login to Oracle using your Oracle username and password

User Name

FINT

Not FINT? Log Out

Password

Click on the GCU Reporting responsibility from the navigator pane. Your responsibility will depend on
your role.

Navigator

[] GCU Reporting - Departmental

] GCU Reporting - Departmental (No Payroll)
] GCU Reporting - FIB

[ GCU Reporting - FIB (No Payroll)

] GCU Reporting - Project

The below screen will generate:

Reports
Category v
Report Name Q
Template Name Q Description
Run | View Qutput Actions +

Parameters = Options Requests


https://ebsprod.gcu.ac.uk/

Choose GCU move to Production from the LOV under Category

Category GCU Move To Production (4)
ReportName ([ ]

/

Delete any text in the Report Name and Template Name Fiel

Template Name

Click on the torch on the Report Name Field

The following screen will appear

Click on ©9 on the Report Name search

Search and Select: Enter search string*to find reports X

Search

To find your item, select a filter item in the pulldown list and entsg a value in the text field, then select the "Go" button.

Search By Report Name v Go
Results
Select Quick Select Report Name Category Description MaxRunDate

No search conducted.

Cancel Select

A list of reports will appear, select School / Department Budget Report

Results
Select .??:I:::t Report Name Category Description MaxRunDate
O * nnual) Report GCU Move To Production
O * jeef (Annual Budget) Report GCU Move To Production
O & Project (Annual) Report GCU Move To Production
O ggﬁi;g)egesp%wmaw (Annual & GCU Move To Production
@ GCU School / Department Budget Report  GCU Move To Production
@] * Project Transactions Eirzfjivc?ifr? Discoverer SIT 1, GCU Move To CGAG Copy
O * Statement of Account Eir?)szvcet,i?r? Discoverer SIT 1, GCU Move To CGAG Copy

Cancel Select

Then click on e

The following screen will appear



Reports

Category

A4
Report Name GCU School / Department Budget Report
Template Name

Click on the torch on the Template Name Field  '

The following screen will appear

Jol

Jo

Search and Select: Select a template to define a column layout or pivot aggregations
Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Template Name v G

Results

Select Quick Select Template Name

Report Name Owner Sharing
No search conducted.

Cancel Select

Click on ©9 on the Template Name search

Search and Select: Select a template to define a column layout or pivot aggregations
Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By Template Name v Go
Results

Select Quick Select Template Name Report Name Owner Sharing

GCU School / Department Budget Report PJE1 (Peter Jennings)  Other

GCU School / Dept Budget
Cancel _ Select

Select the School / Dept Budget Template, then click on Select



Reports

Category W
Report Name GCU School / Depariment Budge! Report
Template Name GCU School / Dept Budget ] Edit Description

Run \View C it Actions w

Parameters

* Period To (e.g. JUL-24)
Cost Centre

Project Code

Complete the Period To Fields, then click on Run

If you have reporting access to more than one cost Centre but just want to view one specific Cost Centre you can
choose the Cost Centre from the LOVs prior to running the report

Refresh Actions

After clicking on Run, click on Refresh the following will appear

Run View Qutput Actions

Click on View Output
A download file will appear, click on Open File

An Excel file will open with your School / Department report. You can edit and save the file as
required.



If you have reporting access for more than one Cost Centre you can choose an individual Cost Centre
by clicking on the LOV'’s at the RHS of the report.

Depending on your GCU Reporting Responsibility and delegated authority you can view the results of
this report at a School, subject or individual Departmental Cost Centre level

<101 1175
AIBITE
L

1020 748>

05,553,500
43,550,440
285,000
1,672,500
1,379,100

| Schaol Dept Summary | Payroll | Parameters ® ] <

If you want to see the detail that makes up the values in the Actual (YTD). Double click on the value and a new
Sheet tab will appear at the bottom with the detail

If you have a No payroll responsibility you cannot drill down on payroll detail.



el @ seconaary [ seconaary Cooe B Secondary Deac. I Period Encing Il Period to. Bl Period Name ;m B inciexp ype BExp. Type Bl amount_ |
2 [Defaur __ assoa]

1080 - TECHNICAL TEACHING SUPPLIE 1080 TECHNICAL 'I'EM}II 12 JUL-24 COST CENTRE  OTHER EXPENDITURE

1077 - STAFF TRAVEL UK Acwmon?mr? STAFF TRAVEL UK A 45504 12 JUL-24 COST CENTRE  OTHER EXPENDITURE {
4 Dofaut 1310 - MOBILE WNE CALL msesum MOBILE PHONE CAL 45504 12 JUL-24 W Cow COST CENTRE  OTHER EXPENIHTURE 1003 97
5 Defauk 1310 - MOBILE PHONE CALL CHARGES "310 MOBILE PHONE CAL 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENDITURE 73
& Defaut 1310 - MOBILE PHONE CALL CHARGES 1310 MOBILE PHONE CAL 45504 12 JUL-24 Ofher Costs COST CENTRE  OTHER EXPENDITURE 317
7 Defaut 1310 - MOBILE PHONE CALL CHARGES'1310 MOBILE PHONE CAL 45504 12 JUL-24 Otor Costs  COST CENTRE  OTHER EXPENDITURE 83116
a8 wu 1310 - MOBILE PHONE CALL moesmn MOBILE PRONE CAL 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENIHTURE 129
9 |Defaut 1310 - MOBILE PHONE CALL CHARGES'1310 MOBILE PHONE CAL 45504 12 JuL-24 Other Costs COST CENTRE OTHER EXPENDITURE 316
10 Defaut 1310 - MOBILE PHONE CALL CHARGES 1310 MOBILE PHONE CAL 45504 12 JUL-24 Ofher Costs COST GENTRE  OTHER EXPENDITURE 72951
11 Defaut 1310 - MOBILE PHONE CALL CHARGES"1310 MOBILE PHONE CAL 45504 12 .JUL-24 Otter Costs  COST CENTRE  OTHER EXPENDITURE 73
12 Defaut 1310 - MOBILE PHONE CALL msﬂm MOBILE PHONE CAL 45504 12 JUL-24 Othar Costs COST CENTRE  OTHER EXPENIDITURE 3T
13 Defaut 1310 - MOBILE PHONE CALL CHARGES1340 MOBILE PHONE CAL 45504 12 JUL-24 Other Costs  COST CENTRE  OTHER EXPENDITURE 74477
14 Dofaut 1310 - MOBILE PHONE GALL CHARGES 1310 MOBILE PHONE CAL 45504 12 JUL-24 Ofher Gosts COST CENTRE OTHER EXPENDITURE 139
15 Dofaut 1310 - MOBILE PHONE CALL CHARGES/1310 MOBILE PHONE GAL 15504 12 JUL-24 Other Costs  COST CENTRE  OTHER EXPENDITURE 317
] _,M!l 1034 - GIFTS! HOSPITALITY - STAFF 103! GIFTS! HOSPITALITY. A5504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENDITURE 0
17 Defaut 1251 - BOOKS. H251 BOOKS. 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENDITURE 60.98
18 Dofaut 1034 - GIFTS/ HOSPITALITY - STAFF  "1034 GIFTS/ HOSPITALITY 45504 12 JUL-24 Other Costs  COST CENTRE  OTHER EXPENDITURE 3035
19 Dofaut 1068 - STAFF DEVELOPMENT - COURS[1068 STAFF DEVELOPME! 45504 12 JUL-2¢ Ofhar Costs  COST CENTRE  OTHER EXPENDITURE
20 Defaut 1032 - GIFTS/! HOSPITALITY - EXTERNATO32 GIFTS/ HOSPITALITY 45504 12 JUL-24 Othar Costs COST CENTRE  OTHER EXPENDITURE
21 Defaut 1078 - STAFF TRAVEL UK TRANSPORTI0TS STAFF TRAVEL UK 45504 12 JUL-24 Other Gasts GOST GENTRE  OTHER EXPENDITURE 1293
22 Defaut 1061 - umrwapmmmusuw LABORATORY & PRI 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENDITURE 13060, 85
23 | Defaut 1075 - STAFF TRAVEL - OTHER oversfors STAFF TRAVEL - OTH 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENCHTURE
24 Defaut 1073 - STAFF EXPENSES CLAIM - UK 51073 STAFF EXPENSES C 45504 12 JUL-24 Ofher Casts  COST CENTRE  OTHER EXPENDITURE
25 Defaut 1080 - STAFF EXPENSES CLAIM - o‘rm’|m STAFF EXPENSES C 45504 12 JUL-24 Othar Costs COST GENTRE  OTHER EXPENDITURE
% Dofaut 1065 - STUDENTSHIPS "0 STUDENTSHIPS 45504 12 JUL-24 Othar Costs COST CENTRE  OTHER EXPENDITURE
2T Defauk 1025 - STUDENTS TRAVEL "oz STUDENTS TRAVEL 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENDITURE
26 Defaut 1061 - LABORATORY & PRINT ROOM SU1061 LABORATORY & PRIl 45504 12 JUL-24 Ofher Casts COST CENTRE  OTHER EXPENDITURE
29 Defaut 1038 - SUBSCRIPTIONMEMBERSHIP FI1038 SUBSCRIFTIONMEN 45504 12 JUL-24 Other Costs COST CENTRE _DTHER EXPENDITURE
30 Defaul 1054 - SUBSCRIFTIONMEMBERSHIF FiT054 SUBSCRIPTIONMEN 45504 12 JUL-24 Other Costs COST CENTRE  OTHER EXPENDITURE

[aul 1075 - STAFF TRAVEL - OTHER O\I"ERSHQ?‘." STAFF TRAVEL - OTH 45473 11 JUN-24 Other Costs COST CENTRE  OTHER EXPENDITURE | 1.01
Defaut 1034 - GIFTS/ HOSPITALITY - STAFF  "1034 GIFTS/ HOSPITALITY 45473 1 JUN-24 Ofter Gosts GOST GENTRE  OTHER EXPENDITURE 232
1N, AFE EXPENSES (21 AIM . 11K 471074 __STAFF FXPENSES 45473 1124 it Casts _COAT CENTRE  (THER EXPENOITIRE | 441
77| sheet1 | School Dept Summary | Payroll | P | ® - L

To go back to the main report, click on the School Dept Summary Tab. For each query you run a new Sheet Tab
will appear.

| Sheet1 | Sheet2 | Sheet3 | School DeptSummary | Payroll | Parameters | (1) 4

-— el |

The Payroll Tab will give you Payroll detail for all the Cost Centres you have reporting access for.

The GCU School_Dept Budget Report Tab will give you detail for all the Cost Centres you have reporting access
authority for.

You can review your most recent reports requested by choosing a GCU Reporting Responsibility on
the Navigator Pane



Navigator

[] GCU Reporting - Departmental
] GCU Reporting - Departmental (No Payroll)
[J GCU Reporting - FIB

[ GCU Reporting - FIB (No Payroll)
[] GCU Reporting - Project

The click on Requests

Run | View Output

Parameters  Options

Requests

You can run any of your previous reports again by clicking on the relevant Output

Parameters

Requests

Refresh

Request
Id

62575750
62574009
62573875
62572858
62572842

62572838

Options = Requests

LR L]

Report

GCU School / Department
Budget Report (Blitz Report)

Project Transactions (Blitz
Report)

GCU Cost Centre (Annual)
Report (Blitz Report)
Statement of Account (Blitz
Report)

Project Transactions (Blitz
Report)

Project Transactions (Blitz
Report)

Request

Phase Status Date

Completed Normal 27-Feb-2025
Completed Normal 27-Feb-2025
Completed Normal 27-Feb-2025
Completed Normal 26-Feb-2025
Completed Normal 26-Feb-2025

Completed Normal 26-Feb-2025

Output
Qutput
Qutput
Output
Output
Output

Output

Details

Details

Details

Details

Details

Details

Details



