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Year to Date Budget Report

A. General Ledger Menu

E. Inquiries and Reports

C. YTD Budget Report

Next steps under the Financials Menu:
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Org Enter the org code.  You can limit this report to a range if you know

the beginning and ending numbers.  To make the report meaningful,

limit your range to a “budget” range.  For most county entities, a single

wildcard (?) works well (For example: 1321????).

Object Enter the object code.  You can limit this report to a range of object 

codes if you know the beginning and ending number.  (Note:  Use 5*

to limit the report to expenditures only.  If not, the report will be 

misleading.)

Enter

Click on the magnifying glass to 
find a data set.  You can also use 
the keyboard shortcut (Ctrl + F)



3

Click on Report Options to define 
the report criteria as directed by 
the on-screen instructions.

Click on the Additional 
Options tab for more 
report options.

The “Totals only” box cannot be checked in order to use the additional options tab.  

Check total to get all 
of the detail on the 
report.
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Enter

Once you have finished selecting the report 
options, press Enter or click on the green 
check mark in the upper left-hand corner to 
accept your selections.

Press Enter or click on the green check mark.

Click to print report 
options

Click on the X to close this 
window and return to the 
main MUNIS window

Check “Print journal detail” in 
order to access additional 
options.
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The level of detail returned is determined by the Report Options you 
choose for the report.

See Sample Reports 1 – 4 for examples of this report run with different 
Report Options.

Click on the File menu, 
then Output to send the 
report to the printer.

Choose Local Print 
(lo) and click OK

Click on the x to close this 
window and return to the 
main MUNIS window.



7



8



9



10



11



12



13



14



15


