
 
Monthly Budget Spreadsheet with Percents 

Created on Monday, September 21, 2009 



 

COPYRIGHT & TRADEMARKS 
Copyright © 2003, 2007, Oracle.  All rights reserved.  Powered by OnDemand Software.  
Distributed by Oracle under license from Global Knowledge Software LLC. © 1998-2007.  All 
rights reserved. 
 
The information contained in this document is subject to change without notice. If you find any 
problems in the documentation, please report them to us in writing. This document is not 
warranted to be error-free. Except as may be expressly permitted in your license agreement for 
these Programs, no part of these Programs may be reproduced or transmitted in any form or by 
any means, electronic or mechanical, for any purpose. 
 
If this documentation is delivered to the United States Government or anyone using the 
documentation on behalf of the United States Government, the following notice is applicable:  
 
U.S. GOVERNMENT RIGHTS 
The U.S. Government’s rights to use, modify, reproduce, release, perform, display, or disclose 
these training materials are restricted by the terms of the applicable Oracle license agreement 
and/or the applicable U.S. Government contract. 
 
Oracle, JD Edwards, PeopleSoft, and Siebel are registered trademarks of Oracle Corporation 
and/or its affiliates. Other names may be trademarks of their respective owners. 
 
NIS Policies 
The tasks in this documentation provide end users with the tools to enter data and collect data in 
NIS.  It is the responsibility of the agencies to comply with State Statutes, Federal Rules and 
Regulations, and State policies.  For further information concerning State Statutes and policies, 
please refer to both internal agency resources and the Department of Administrative Services 
website: http://www.das.state.ne.us/. 
 
 

  

http://www.das.state.ne.us/


 
Training Guide

Monthly Budget Spreadsheet with Percents 
 

 Page iii

Table of Contents 
Monthly Budget Spreadsheet with Percents................................................................... 1 

Monthly Budget Spreadsheet with Percents Overview .......................................................... 1 
Monthly Budget Spreadsheet with Percents Lesson ............................................................... 1 

 



 
Training Guide

Monthly Budget Spreadsheet with Percents 
 

 Page 1

 

Monthly Budget Spreadsheet with Percents 

Monthly Budget Spreadsheet with Percents Overview 
The Monthly Budget Spreadsheet provides detailed information about expenditure spending by 
object code for each month. The report output includes budgeted amounts, monthly detailed 
expenditures, percent spent year-to-date, open encumbrances, and budget variances. There are 
various versions of the report which determines the data sort. 
 

Monthly Budget Spreadsheet with Percents Lesson 
 
Procedure 
 
 
In this lesson you will learn how to run the Monthly Budget Spreadsheet with Percents Report. 
 
Navigation: 
We have listed two ways to navigate to the Monthly Budget Spreadsheet with Percents process.  
This lesson will be using the  Accounting Agencies navigational steps.  
 
Accounting - Agencies > Inquiries & Reports > Budget Reports > Monthly Budget Spreadsheets 
> Monthly Budget Spreadsheet with Percents 
 
or 
 
Budget - Agencies > Inquiries & Reports > Budget Reports > Monthly Budget Spreadsheets > 
Monthly Budget Spreadsheet with Percents 
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Step Action 
1.    

Click the NIS State of Nebraska link. 
 

2.    
Click the Accounting - Agencies link. 

 
3.    

Click the Inquiries & Reports link. 
 

4.    
Click the Budget Reports link. 

 
5.    

Click the Monthly Budget Spreadsheets link. 
 

6.    
Click the Monthly Budget Spreadsheet with Percents link. 
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Step Action 
7.   Choose the appropriate version by clicking the check box next to the version. 

 
8.    

Click the Select button. 
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Step Action 
9.    

Click the Data Selection option. 
 

10.    
Click the Submit button. 

 
11.   Warning: Do not change the Left Operand field on any existing data selection 

lines. 
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Step Action 
12.   Click the drop down list of the Right Operand column for the Agency Number 

row. 
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Step Action 
13.    

Click the Literal list item. 
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Step Action 
14.   Enter the agency number into the Literal Value field.  
15.    

Click the OK button. 
 

16.   If applicable you can change the information in fthe Right Operand of the 
following rows: 
 
  Agency Division 
  Program Number 
  Agency Subprogram 
 
Note: To change the information in the Right Operand field, click the drop-down 
arrow in the corresponding row and choose Literal. Enter the appropriate 
information, and click OK to return to the Data Selection window. 

17.    
Click the OK button. 

 
18.   Warning: Do not make any changes to Processing Options. 

 
Click the OK button. 
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Step Action 
19.    

Click the Document Setup tab. 
 

20.   To run the report in CSV format make sure the CSV (Comma Delimited) box is 
selected.  This should be selected (default). 

21.    
Click the OK button. 
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Step Action 
22.    

Click the Close button. 
 

To view the report you will need to go to View Job Status.  For more information 
go to the Reports Lesson under the System Basics 
(http://www.das.state.ne.us/nis/training_8.1/sys_bs cs/index.html) work 
instructions. 

23.   

 
You have successfully completed this lesson. 
End of Procedure.
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