
School / Department Budget Report 
 
 
Login to Oracle using your Oracle username and password 
 
 

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

 
 
 
 
The below screen will generate: 
 
 
 

 
 
 
 
 

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


Choose GCU move to Production from the LOV under Category 
        
 
 

 
 
Delete any text in the Report Name and Template Name Fields  
 
Click on the torch on the Report Name Field  
 
The following screen will appear 
 
Click on  on the Report Name search 
 
 

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

 
 
 

Then click on      
 
The following screen will appear 
 



 
 
Click on the torch on the Template Name Field  
 
The following screen will appear 
       
 

 
 
Click on  on the Template Name search  
 
 

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



 
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 
 
 

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

 
 
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 
 
 

 
 
 
 
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. 
 



 
 
 
 
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.  
 
 

 
 
 
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  
 
 



 
 
 
The click on Requests  
 

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

 
 


