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I. Document Overview  
This Quick Reference Guide (QRG) provides end users with cheat sheet with a list of reports, their basic 
information, how to access them, and what they look like. 

The guide covers the following topics: 

1. Navigating to Reports – Explains how to find the reports being discussed in this cheat sheet. 

2. Reports Cheat sheet – Goes over and reviews several report types. 
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II. Navigating to Reports  
1. Log in to the BRIDGE landing page. 

2. Click on Reports. 

 

3. In the Reports page, select the Financial Reports dropdown. 

4. The reports we are going to cover are under this section. 

 

 1 

 2 

 3 

 4 
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III. Reports Cheat Sheet 
1.  Base Budget Transactions Report (RTA_BA_002).  

A. To pull a report on a detailed transaction for BBA, find and select Base Budget Transactions 
Report (RTA_BA_002) under Base Budget Reporting. 

 

B. When selecting the report, select the accounts to display for the rows.  

 

 

 

 B 
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C. The RTA_BA_002 Base Budget Transactions Report looks like this.  

 

  

 C 
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2. Base Budget to HR-Payroll Comparison Report (RPT_003). 

A. To pull a report on Oracle system FTE data and budgets, as well as BEACON FTE and budget, 
Base Budget to HR-Payroll Comparison Report (RPT_003) under the Budget Comparison 
Report folder. 

 

B. The RTA_BA_003 CG 100 – Personal Services – BBA to HR-Payroll Comparison Report looks like 
this. 

 

  

 B 

 A 
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3. Budget Fund Purpose Report (RPT_BA_004). 

A. To pull a report on all budget fund purpose statement, select Budget Fund Purpose Report 
(RPT_BA_004) under the Fund Purpose Statements folder. 

 

B. The Budget Fund Purpose Report (RPT_BA_004) looks like this. 

 

  

 A 

 B 
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4. Base Budget Report (RTP_BA_011). 

A. To pull a BBA report to view summary and detail categorized in Dept/Agency/BRU, select Base 
Budget Report (RPT_BA_011) under the Base Budget Reporting folder. 

 

 

B. The Base Budget Report (RPT_BA_011) looks like this. 

  

 A 

 B 
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5. Base Budget Historical Account Analysis (RPT_BA_017). 

A. To pull a report to analyze receipts and their increase or decrease over a year to establish 
trends, select Base Budget Historical Account Analysis (RPT_BA_017) under the Receipts 
Analysis and Revenue Trending folder. 

 

B. The Base Budget Historical Account Analysis (RPT_BA_017) Report looks like this. 

 

 

 

  

 A 

 B 
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6. Base Budget Reconciliation of Budgeted Transfers (RPT_BA_007).  

A. To pull a report to analyze transfers of funds between internal budget funds, select the Base 
Budget Reconciliation of Budgeted Transfers (RPT_BA_007) under the Reconciliation Reports 
folder. 

 

B. The Base Budget Reconciliation of Budgeted Transfers (RPT_BA_007) Report looks like this. 

 

 

 

In case of any queries, please reach out to: 

 A 

 B 
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