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Printing Reports - Procedures 

 
STEP 1:  Log on to your computer 
 Type in your user name.  Your user name will be the first initial of your first 

name followed by your surname with no space between the two.  

 
 

 After typing in your user name enter your password.  Please note:  You are 
the only one who knows your password therefore we caution you not to forget 
it! 
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  The following screen will appear after you have entered your password. 
 Press enter to continue. 

 
 
 
 

STEP 2:    Access the BUDGET ACCOUNTING SYSTEM 
 Type in 01 and press the enter key (or return key). 
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STEP 3:   Access the PRINT USER DEFINED REPORT 
 Type in 02 and press enter. 

 
 

STEP 4:  USER DEFINED REPORT SELECTION 
 Use the arrow keys to move up and down the list of reports. 
 Highlight the report you wish to print.  The reports required for School Based 

Funds are 001 to 009 inclusive. 
 Use the arrow keys to move along the menu at the bottom of the screen. 
 Highlight SELECT and press enter. 
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STEP 5:    REPORT WRITER RUN-TIME PARMETERS - REPORT # 
 Enter the period you wish to print and press enter.   

 For example if you wish to print a report for January 2002 enter 200201  
 ( Year/ Month  - 2002 indicates 2002 and 01 the month of January) 
 Please note: You may have to backspace in order to input the period. 
 
 If the message  * Period is not Closed in BAS Calendar*  appears,  

 press enter to continue. 
  
 For some reports you may have to enter a starting period and an ending  

 period. 
   

 
 The system will generate a Title Comment based on the period  

(This title will appear as such on the report:  As of January 31, 2002)  
       

 Accept this title by pressing enter or change the date to the current date. 
       

 
 

 



Section 7 - 8

 
 Simulate Month End 

Always enter Y and press enter. 
 

 
 
 

 Override Levels and or Criteria 
Enter N and press enter. 
 

       

 
 

 You may also modify a report to your own specifications please see Section 
7-10.  For example, if you wish to print a report for only one project number 
rather than all the project numbers. 
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 Create an Export File 
Always enter N and press enter. 

 Override Default 2 - Sided Print 
Always enter N and press enter. 

 
 Your screen should now appear as below. 

       Press enter to print the report. 
 
 


