How to Print Statement of Accounts

(Statement of Accounts can be printed by individuals with a particular administrative view authorization related to their department- usually the Ledger Contact or Department Head)

· Log in to *DEFINE


· Enter IF5 in the Command field


· Change the Component Code to “0” – VERY IMPORTANT STEP


· Enter information in the following fields:

· View:  Enter your view – (i.e. ALLACCT, FEDREL etc.) and place an “X” next to   Administrative View
· Report submitted for:  Change the Month if necessary

· Press Enter

Statement of Account will run as overnight job and delivered the next day from UT Austin.
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NOTE:  To print reports for previous fiscal years, also change the year marked in red.  The year shown in white will automatically update when the enter key is pressed or you tab to the next field.  Remember, the system operates on the fiscal year calendar of 9/1-8/31.
