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Overview 
The HR Expenditure Projection by Department Report lists budget amounts, actual expenditures and projected budget 
balances by department, fund code, program, class, project, account, and employee last name. This report is run from 
PeopleSoft Human Resources (HR), not from PeopleSoft Finance.  

 
Predecessor Steps 

• Log in to PeopleSoft HR at 
https://cmsweb.csub.edu/servlets/iclientservlet/HBAKPRD/?cmd=login&languageCd=ENG 

• Be sure to change your password the first time you log in with your HR ID. Please note that your HR ID and password 
are maintained separately from you PeopleSoft Finance ID and password. 

 
Detailed Steps 
 
Navigation: 
1)  CSUB Processes 
2)  CSUB Processes 
3)  LCD 
4)  Expenditure Projection Report 
 
 
 
 
 
 
 
 
 
 
 
 
5) Select, or add, a Run Control ID. The 

Run Control ID can be any value 
(e.g., an abbreviated report name, 
your initials, etc.). 

 
You will use the same Run Control 
ID each time you run the report.  
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6) Enter Report Parameter Values: 
• Business Unit: BKCMP 
• Fiscal Year: 2004 (or 

appropriate value) 
• Department: 

Enter the PeopleSoft Department 
ID (D99999) 
 

These values will be saved on exit 
and will not need to be changed 
unless the report is run for a different 
Fiscal Year and/or Department. 

 
7) Click the  button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8) Enter the Job Parameters: 

• Server Name: PSUNX 
• Type: Web 
• Format: PDF 
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9) Click the  button to submit the 

report. After clicking  to submit 
the report, you will be taken back to 
the initial run control page.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10) Once the report has been submitted, 
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you will be taken back to this original 
run control page.    

 
To access the report output, click on 
the Process Monitor hyperlink. 

 
Notes 
• There are no fields to populate on this 

page.  Under the  button, 
note that a Process Instance has been 
assigned; in this case it is 5123.  
Typically, you need not be concerned 
with this.  However, should the report 
error out and you need to report the 
problem to technical staff, they will 
often ask for this value. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
11) Click the Details hyperlink beside the 

report you wish to view output from. 
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12) Click the View Log/Trace hyperlink 

to access the report output files. 
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13) Click the field ending “.PDF” as that 

contains the actual report output.  The 
Message Log and Trace File output 
are standard items that contain no 
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report output.  To view the output 
file, click on the file with the “.PDF” 
ending (in this example it is 
“baklcd01_5123.PDF”). 

 
14) Adobe Acrobat will open and you 

will see the output.  If you do not 
receive output, you may need to 
review the Message Log to determine 
why. 

 
NOTE: You will only be able to run 
the report for selected departments. If 
you do not have access to a 
department, no output will be 
generated. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 


