
HOW TO GUIDE

YTD 
BUDGET 
REPORT



Step 1: 
Click Departmental 
Functions under the Tyler 
Menu, then select YTD 
Budget.



Step 2: 
Enter the appropriate 
code for your ORG. (Yes, 
that is all!) Then, hit the 
Accept button indicated 
by a checkmark.
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Step 3: 
Click on Report Options, 
which is located on the 
far-right side of the tool 
bar along the top of the 
screen.



Step 4: 
Under Print Option, 
change the YEAR/PERIOD 
to that Fiscal Year which 
you are inquiring. For 
example, 2025 / 13.



Step 5: 
Under Additional 
Options, change the 
YEAR/PERIOD to that 
Fiscal Year which you are 
inquiring start to finish. 
For example, 2025 / 1 TO 
2025 / 13.



Step 6: 
Once you have made all 
those changes, click on 
the "Accept" checkmark. 
You will see Sort box pop 
up, do not change 
anything and click OK.1
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Step 7 (FINAL STEP): 
After you click OK, hit the 
Back options along the 
top tool bar that will take 
you to the image shown. 
Then, click on the PDF 
option in the center of the 
tool bar along the top.
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