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Budget Request System Reports

All of your Budget Request reporting needs can be met using the

Microsoft Internet Explorer Report Manager, an interface which works

with the Budget Request data in Banner.

Numerous reports have been created in this report writer and are

accessible to all Areas and User Levels.

Parameters have been established for each of the reports which allow you

to pull very specific or very generic data, based on your particular need.

All of the reports are exportable from the report writer in a variety of

formats (i.e., PDF, XML, Excel, etc.)
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Accessing Reports

Click on the Internet Explorer Icon.

When the UNCW Home page appears go to the Address line and enter

https://uncwreports/Reports. Hit enter to access the reports menu.

Enter the web address

in the block titled

ñAddressòand hit the

enter key

https://uncwreports/Reports
https://uncwreports/Reports
https://uncwreports/Reports
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Once you are on the Home page of the Report Writer you will see

several folders. Click on the Budget Request System folder
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A list of available reports will then appear. Double click on the report you wish

to generate.
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Click on the individual Parameter tabs and check applicable parameters.  

Every report contains all, or a combination of some of these parameters.

School   
generate a   

report for one or 
more Schools

Division

generate a  

report for one or 

multiple Divisions

Department
generate a              

report for one or  
multiple Departments

Budget Cycle
generate a          

report for one or 
multiple Budget 

Cycles
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Once you have set all of your parameters click on the View Report button 

to generate your report
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You will then be able to view your report. You can now print your report

directly from the Report Writer or export the data from the report writer

into a file from the list of available formats

Choose to Export

your data from here

Choose to Print

your report from here


