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You can search by any of the Segments listed.  



 

 

You must “Define Report Parameters”. You can decide how to segment and what kind you want 
included. 

Do not select “Include Requisitions” this can include any requisitions that were entered in error or not 
yet approved.  

 

 

 

You can then decide how you want the report generated. The examples created below is for Finance, 
both revenue and expense accounts and all funds. 

 

 



Display:  

 

You can expand to see the account detail, hyperlinks will take you to Account Central where you can drill 
into further detail.  
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Excel: 

 

You can select the “2” on the top left to expand the fields for a summary level based on the segments 
selected in the report options. 



 


