Year to Date Budget Report

1. Choose Tyler Menu — Departmental Functions — YTD Budget Report
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3. Enter fund 199, your Budget Manager, Account type=Expense, Account Status=Active and ACCEPT.
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4. At this screen, you will see at the bottom left hand corner XXX Records found. You can choose to print your
report in PDF, Excel, or Word, click on the format you want to use to pull up report.

(R}

Report
Options

r = [& A
Back Search Output Print Display PDF Save

Account Rollup
Org

Object

Project

Rollup code

Account Type/Status

Account type ~
Account status =
112 Record(s) found.

5. Before you print/save your report, check your Report Options to make sure you’re pulling current year budget.
6. Under Print Options, change year to current year (i.e., 2024, 2025, 2026) and use 99 for period.
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Page
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Sequence 1 1 - Fund -
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Sequence 3 6 - Budget Mgr -
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7. Under Additional Options, set up as shown below
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Hit Accept and Back. Your settings will be saved and you do not have to change again.

8. If exporting to Excel, you will see this screen after choosing this option. Choose the fields checked below. Once
you have selected/de-selected, click Accept.
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You will get a message that looks like this,
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Your report will look like this.
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click on it to Open and view your file.
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