
Usually defaults to current Usually defaults to current 
fiscal year; you can select any fiscal year; you can select any 
FY,
fiscal year; you can select any fiscal year; you can select any 
FY,FY, as far back as 1999
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TypeType "D" to run in detail 

ChooseChoose date range, or let ChooseChoose date range, or let 
default

TypeType "N" to run TypeType "N" to run "N" to run 
report with no report with no 
monthly summaries

Click on drill down button, Click on drill down button, 
or select F2 on 
Click on drill down button, Click on drill down button, 
or select F2 on or select F2 on keyboard
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Click on Drill Down, or selectClick on Drill Down, or select F2 on Click on Drill Down, or select
keyboard
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Type letter "I" (for include) in the box Type letter "I" (for include) in the box 
to the right
Type letter "I" (for include) in the box Type letter "I" (for include) in the box 
to the rightto the right of box 5

Type Unit numberType Unit number here.  It can be a general (1st 3 Type Unit numberType Unit number here.  It can be a general (1st 3 here.  It can be a general (1st 3 
digits of the unit number) or specific (all 9 digits digits of the unit number) or specific (all 9 digits 
of the unit number).

Additional Unit Numbers Additional Unit Numbers 
can be typed here

Type "N"Type "N" for additional Type "N"Type "N"
criteria
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Click on Drill Down button, or Click on Drill Down button, or 
select F2 on your
Click on Drill Down button, or Click on Drill Down button, or 
select F2 on yourselect F2 on your keyboard to pick select F2 on yourselect F2 on your keyboard to pick keyboard to pick 
how to sort your report
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Under "GLA.UNIT", type "Y" in the box Under "GLA.UNIT", type "Y" in the box 
to the far right
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Select "Save",Select "Save", or F9 on your keyboard
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TThe GLTB will run to The GLTB will run to he GLTB will run to 
screen, and a paper report screen, and a paper report 
can be printed. can be printed. 
Additionally, the GLTB can Additionally, the GLTB can 
be imported as an Excel be imported as an Excel 
file. Choose "Y" for that file. Choose "Y" for that 
option.
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Select "Save",Select "Save", or F9 on your Select "Save",
keyboard
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If you choseIf you chose "Y" for an Excel report, If you choseIf you chose "Y" for an Excel report, "Y" for an Excel report, 
this screem will appear.  Choose this screem will appear.  Choose 
"Save" and save the file to a location "Save" and save the file to a location 
on your computer.
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This isThis is the Excel file of your GLTB.  For additional This isThis is the Excel file of your GLTB.  For additional the Excel file of your GLTB.  For additional 
steps in how this file can be a useful tool for steps in how this file can be a useful tool for 
looking up individual vendor activity, specific looking up individual vendor activity, specific 
object numbers, filtering by dates, etc., please call object numbers, filtering by dates, etc., please call 
Steve Chinski at 8
object numbers, filtering by dates, etc., please call 
Steve Chinski at 8Steve Chinski at 8-
object numbers, filtering by dates, etc., please call object numbers, filtering by dates, etc., please call object numbers, filtering by dates, etc., please call 
Steve Chinski at 8Steve Chinski at 8--5733 for training.
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ToTo print, select "Export ToTo print, select "Export print, select "Export 
PDF

print, select "Export To print, select "Export print, select "Export 
PDFPDF"
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Double checDouble check that your font size in Double checDouble check that your font size in k that your font size in 
8, and paper orientation in 8, and paper orientation in 
landscape.
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Select this icon to print your Select this icon to print your 
GLTB.
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