How to Run the Budget Review Comparative Report
By Organization and Account

Step 1: On the PBCS home screen select the “Reports” tile.
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Step 2: On the left side of the reports screen select the last card to access the Budget Review
Comparative Report By Org and Account
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Step 3: Next you will make point of view selections for the account, years, organization,

category, fund, program and entity segments.
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e Account: Select Surplus (Deficit)
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e Years: Select the Fiscal Year you want to view
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Organization: Select either Academic Affairs, Administrative or Auxiliary. Then select
the appropriate parent level organization. Do not drill down further into specific (level
zero) orgs under the parent division. The report will only run at the parent level (see
examples below).
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e Fund: You can select Budgeted Funds or a specific fund that you want to view
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e Category: You can select All Categories or the specific category you want to view
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e Program: You can select All Programs or the specific program you want to view
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e Entity: Select The College of New Jersey
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Step 4: Once all segments have been selected the report will populate with data. You can
export the report into excel using the drop down menu circled in the screenshot below.
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