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Objective 
 
Develop an understanding of the Agency module. 
 
Outcome 
 
An understanding of the Agency Browses and Batch Reports is obtained 
 
Agency Browse Options 
 
If the SPAHRS agency number is unknown it can be obtained from a browse option.  A browse is a 
method to review information online and select a specific record to review or display.  The most 
commonly used browse in the Agency process is the Browse by Agency Name (AG BN). 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear. 
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Browse by Agency Name 
 
The Browse by Agency Name screen is used to access agency information by the Agency 
Name.  Select the desired agency by pressing ENTER to scroll through the list or enter the 
agency name in the indicated field, if known.   
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BN (Browse by Agency Name) 
from the Agency Menu and press 
ENTER. 

 
The selection criteria include Agency 
Name. 

The Browse by Agency Name screen will 
appear. 
 
Information is displayed by Agency Name, 
Master Agency Number, Agency Number, 
Service Type, Assigned SPB Analyst, and 
SPB Processed.   

 

 
 

Your Action ... System Response ... 
3. Choose Display and press Enter. The “Over type Fiscal Year, if want to Display 

Profile for a different FY” screen will appear. 
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Your Action ... System Response ... 
4. Enter the following information: 
 

Fiscal Year:  Defaults to current FY.  This 
field can be modified. 

 
Press ENTER. 

The Agency Profile-1 screen will appear. 

 

 
 

Your Action ... System Response ... 
5. Press F11 to access the second panel of 

this screen. 
The second panel of Agency Profile-2 will 
appear. 
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Your Action ... System Response ... 
6. Press F11 to access the third panel of 

this screen. 
The third panel of Agency Profile-3 will 
appear. 

 

 
 
 
 
 



6201 – Agency Browses and Batch Reports V5 01/05/2016  

_________________________________________________________________________________________________________ 
 Page 7 of 41 

Browse by Agency Number 
 
The Browse by Agency Number screen is used to access agency information by the Agency 
Number.  Select the desired agency by pressing ENTER to scroll through the list or enter the agency 
number in the indicated field, if known.   
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BA (Browse by Agency Number) 
from the Agency Menu and press 
ENTER. 

 
Selection criteria include Agency 
Number.  Available Action is Display. 

The Browse by Agency Number screen will 
appear. 
 
Information is displayed by Agency Number, 
Agency Name, Master Agency Number, 
Service Type, SPB Analyst, and SPB 
Processed. 

 

 
 

Your Action ... System Response ... 
3. Choose Display and press Enter. The “Over type Fiscal Year, if want to Display 

Profile for a different FY” screen will appear. 
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Your Action ... System Response ... 
4. Enter the following information: 
 

Fiscal Year:  Defaults to current FY.  This 
field can be modified. 

 
Press ENTER. 

The Agency Profile-1 screen will appear. 

 

 
 

Your Action ... System Response ... 
5. Press F11 to access the second panel 

of this screen. 
The second panel of Agency Profile-2 will 
appear. 
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Your Action ... System Response ... 
6. Press F11 to access the third panel of 

this screen. 
The third panel of Agency Profile-3 will 
appear. 
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Browse by Master Name 
 
The Browse by Master Name screen is used to access agency information by the Master Agency 
Name.   
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BM (Browse by Master Name) 
from the Agency Menu and press 
ENTER. 

 
Selection criteria include Master Name.  
Available Action is Select. 

The Browse by Master Name screen will 
appear. 
 
Information is displayed by Master Name, 
Master Number, and SPB Analyst. 

 

 
 

Your Action ... System Response ... 
3. Select the desired master agency and 

press ENTER.   
 

Once the master agency is selected, a second 
browse screen appears listing any sub-
agencies. 
 
Information is displayed by Agency Number, 
Agency Name, Service Type, SPB Analyst, 
and SPB Processed. 
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Your Action ... System Response ... 
4. Choose Display and press Enter. The “Over type Fiscal Year, if want to Display 

Profile for a different FY” screen will appear. 
 

 
 

Your Action ... System Response ... 
5. Enter the following information: 
 

Fiscal Year:  Defaults to current FY.  This 
field can be modified. 

 
Press ENTER. 

The Agency Profile-1 screen will appear. 
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Your Action ... System Response ... 
6. Press F11 to access the second panel of 

this screen. 
The second panel of Agency Profile-2 will 
appear. 

 

 
 

Your Action ... System Response ... 
7. Press F11 to access the third panel of 

this screen. 
The third panel of Agency Profile-3 will 
appear. 
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Browse by Master Number 
 
The Browse by Master Number screen is used to access agency information by the Master Agency 
Number. 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BR (Browse by Master Number) 
from the Agency Menu and press 
ENTER. 

 
Selection criteria include Master Number. 
 Available Action is Display. 

The Browse by Master Number screen will 
appear. 
 
Information is displayed by Master Number, 
Master Name, and SPB Analyst. 
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Your Action ... System Response ... 
3. Select the desired master agency and 

press ENTER.   
 

Once the master number is selected, a 
second browse screen appears listing any 
sub-agencies. 
 
Information is displayed by Agency Number, 
Agency Name, Service Type, SPB Analyst, 
and SPB Processed. 

 

 
 

Your Action ... System Response ... 
4. Choose Display and press Enter. The “Over type Fiscal Year, if want to Display 

Profile for a different FY” screen will appear. 
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Your Action ... System Response ... 
5. Enter the following information: 
 

Fiscal Year:  Defaults to current FY.  This 
field can be modified. 

 
Press ENTER. 

The Agency Profile-1 screen will appear. 

 

 
 

Your Action ... System Response ... 
6. Press F11 to access the second panel of 

this screen. 
The second panel of Agency Profile-2 will 
appear. 
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Your Action ... System Response ... 
7. Press F11 to access the third panel of 

this screen. 
The third panel of Agency Profile-3 will 
appear. 

 

 
 
Browse Agencies Assigned to SPB Analyst 
 
The Browse Agencies Assigned to SPB Analyst screen lists all agencies assigned to a specified 
SPB analyst. 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BC (Browse Agencies Assigned 
to SPB Analyst) from the Agency Menu 
and press ENTER. 

 
Selection criterion is SPB Analyst user 
ID.  The available action is Display. 

The Browse Agencies Assigned to SPB 
Analyst screen will appear. 
 
Information is displayed by Agency Name, 
Master Agency, Agency Number, Service 
Type, and SPB Processed. 
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Your Action ... System Response ... 
3. Enter the SPB Analyst's user ID and 

press ENTER to list all assigned 
agencies. 

Once the agency is selected, a second browse 
screen appears listing any sub-agencies. 
 
Information is displayed by Agency Number, 
Agency Name, Service Type, SPB Analyst, 
and SPB Processed. 
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Your Action ... System Response ... 
4. Enter the following information: 
 

Fiscal Year:  Defaults to current FY.  This 
field can be modified. 

 
Press ENTER. 

The Agency Profile-1 screen will appear 

 

 
 

Your Action ... System Response ... 
5. Press F11 to access the second panel of 

this screen. 
The second panel of Agency Profile-2 will 
appear. 
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Your Action ... System Response ... 
6. Press F11 to access the third panel of 

this screen. 
The third panel of Agency Profile-3 will 
appear. 

 

 
 
Browse Agency History 
 
The Browse Agency History screen is used to view updates and modifications to agency 
information by date and time of modification.   
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BH (Browse Agency History) 
from the Agency Menu and press 
ENTER 
 
Selection criteria include Agency Number 
and Date.  The available action is 
Display. 

The Browse Agency History screen will 
appear. 
 
Information is displayed by Last Modified 
Date/Time, Agency Number, Agency Name, 
Master Agency Number, and Year 
Established.    
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Your Action ... System Response ... 
3. Enter the Agency Number and press 

ENTER. 
Once the Agency Number has been displayed, 
the Display Agency History screen will appear. 

 

 
 

Your Action ... System Response ... 
4. Press F11 to access the second panel of 

this screen. 
The second panel of Display Agency History 
will appear. 
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Your Action ... System Response ... 
5. Press F11 to access the third panel of 

this screen. 
The third panel of Display Agency History will 
appear. 
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Browse Agency Profile History 
 
The Browse Agency Profile History screen is used to view updates and modifications to agency 
profile information by date and time of modification.   
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose AP (Browse Agency Profile 
History) from the Agency Menu and 
press ENTER. 

 
Selection criteria include Agency 
Number, Fiscal Year, and Date.  The 
available action is Display. 

The Browse Agency Profile History screen will 
appear. 
 
Information is displayed by Last Updated 
Date/Time, Agency Number, Agency Name, 
and Fiscal Year. 

 

 
 

Your Action ... System Response ... 
3. Enter the Agency Number and press 

ENTER. 
Once the Agency Number has been displayed, 
the Agency Profile-1 screen will appear. 
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Your Action ... System Response ... 
4. Press F11 to access the second panel of 

this screen. 
The second panel of Agency Profile-2 will 
appear. 

 

 
 

Your Action ... System Response ... 
5. Press F11 to access the third panel of 

this screen. 
The third panel of Agency Profile-3 will 
appear. 
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Browse Master Agency History 
 
The Browse Master Agency History screen is used to view updates and modifications to master 
agency information by date and time of modification. 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose MH (Browse Master Agency 
History) from the Agency Menu and 
press ENTER. 

 
Selection criteria include Master Agency 
Number and Date.  The available action 
is Display. 

The Browse Master Agency History screen will 
appear. 
 
Information is displayed by Last Date and 
Time Modified, Master Number, and Agency 
Name 
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Your Action ... System Response ... 
3. Enter the Master Agency Number and 

press ENTER. 
Once the Master Agency Number has been 
displayed, the Display Master Agency History 
screen will appear. 

 

 
 

Browse Agency FY Pending Approval 
 
The Browse Agency FY Pending Approval screen is used to display the status of transactions which 
are pending approval in the system. 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose PA (Browse Agency FY Pending 
Approval) from the Agency Menu and 
press ENTER. 

 
Selection criterion includes Agency.  The 
available action is Display. 

The Browse Agency FY Pending Approval 
screen will appear. 
 
Information is displayed by Agency Number, 
Transaction, Status, Owner, Processed 
Indicator, Date Processed, Approver Detail, 
Level, Approver and Approval Status.    
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Your Action ... System Response ... 
3. Enter the Agency Number and press 

ENTER. 
Once the Approval Record has been 
displayed, the Approval screen will appear. 

 

 
 

Your Action ... System Response ... 
4. Press F11 to access the second panel of 

this screen. 
The second panel of Approval will appear. 
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Your Action ... System Response ... 
5. Press F11 to access the third panel of 

this screen. 
The third panel of Approval will appear. 
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Browse Agency Cross Reference 
 
The Browse Agency Cross References screen provides agency cross reference data.  Any previous 
LBO or SPB number is displayed as well as SPB purview of the agency.                                       
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose XA (Browse Agency Cross 
Reference) from the Agency Menu and 
press ENTER. 

The Browse Agency Cross Reference Browse 
will appear. 

 

 
 
Browse By SPAHRS Agency 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose XA (Browse Agency Cross 
Reference) from the Agency Menu and 
press ENTER. 

The Browse Agency Cross Reference Browse 
will appear. 

3. Choose X1 (Browse By SPAHRS 
Agency) from the Browse Agency Cross 
Reference Menu and press ENTER. 

 
Selection criterion is Agency Name. 

The Browse by SPAHRS Agency screen will 
appear. 
 
Information is displayed by Agency Name, 
Agency Number, Previous SPB, Previous 
DFA, Previous LBO, and SPB Processed. 
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Browse By SAAS Agency 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose XA (Browse Agency Cross 
Reference) from the Agency Menu and 
press ENTER. 

The Browse Agency Cross Reference Browse 
will appear. 

3. Choose X2 (Browse By SAAS Agency) 
from the Browse Agency Cross 
Reference Menu and press ENTER. 

 
Selection criterion is SAAS Agency 
Number. 

The Browse by SAAS Agency screen will 
appear. 
 
Information is displayed by Agency SAAS 
Number, SAAS Agency Name, and SPAHRS 
Sub-Agency Number (S). 
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Printing (Agency Batch Reports) 
 
There are several print options available.  All print options are selected from the Agency Batch 
Reports (BT) option on the Agency Menu.  Once this option is selected, the following menu will 
appear:  Agencies will only have access to the PA - Print Agency Profiles option and PB - Print 
Agency Program Budget. 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

 

 
 

Your Action ... System Response ... 
2. Choose BT (Agency Batch Reports) from 

the Agency Menu and press ENTER. 
The Agency Batch Reports Menu will appear. 
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Print Outstanding Agency Information (SPB Only) 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER. 

The Agency Batch Reports Menu will appear. 

3. Choose AO (Print Outstanding Agency 
Information) from the Agency Batch 
Reports Menu and press ENTER. 

The Agency Outstanding Report Batch Job 
Submission screen will appear. 
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Your Action ... System Response ... 
4. Press ENTER. The following message will be displayed: 

 
Agency Outstanding Report Has Been 
Submitted Successfully. 

 
Print Outstanding Master Agency Information (SPB Only) 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER 

The Agency Batch Reports Menu will appear. 

3. Choose MO (Print Outstanding Master 
Agency Information) from the Agency 
Batch Reports Menu and press ENTER. 

The Master Outstanding Report Batch Job 
Submission screen will appear. 

 

 
 

Your Action ... System Response ... 
4. Press ENTER. The following message will be displayed: 

 
Master Outstanding Report Has Been 
Submitted Successfully. 
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Inactivate Agency after Pay thru Date (SPB Only) 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER 

The Agency Batch Reports Menu will appear. 

3. Choose IA (Inactivate Agency after Pay 
thru Date) from the Agency Batch 
Reports Menu and press ENTER. 

The Inactivate Agency Batch Job Submission 
screen will appear. 

 

 
 

Your Action ... System Response ... 
4. Press ENTER. The following message will be displayed: 

 
Inactivate Agency Has Been Submitted 
Successfully. 

 
Inactivate Master after Pay thru Date (SPB Only) 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER 

The Agency Batch Reports Menu will appear. 

3. Choose IM (Inactivate Master after Pay 
thru Date) from the Agency Batch 
Reports Menu and press ENTER. 

The Inactivate Master Batch Job Submission 
screen will appear. 
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Your Action ... System Response ... 
4. Press ENTER. The following message will be displayed: 

 
Inactivate Master Has Been Submitted 
Successfully. 

 
Reactivate Agency after Reactivate Date (SPB Only) 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER. 

The Agency Batch Reports Menu will appear. 

3. Choose RA (Reactivate Agency after 
Reactivate Date) from the Agency Batch 
Reports Menu and press ENTER. 

The Reactivate Agency Batch Job Submission 
screen will appear. 
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Your Action ... System Response ... 
4. Press ENTER. The following message will be displayed: 

 
Reactivate Agency Has Been Submitted 
Successfully. 

 
Reactivate Master after Reactivate Date (SPB Only) 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER. 

The Agency Batch Reports Menu will appear. 

3. Choose RM (Reactivate Master after 
Reactivate Date) from the Agency Batch 
Reports Menu and press ENTER. 

The Reactivate Master Batch Job Submission 
screen will appear. 
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Your Action ... System Response ... 
4. Press ENTER. The following message will be displayed: 

 
Reactivate Master Has Been Submitted 
Successfully. 

 
Print Agency Profiles 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER 

The Agency Batch Reports Menu will appear. 

3. Choose PA (Print Agency Profiles) from 
the Agency Batch Reports Menu and 
press ENTER. 

The Print Agency Profiles screen will appear. 
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Your Action ... System Response ... 

4. Enter the following information: 
 

Enter Agency Numbers (Master or Sub) 
to be printed:  xxxxx or xxxx. 

Fiscal Year:  Enter the fiscal year (yyyy). 
Select All Agencies:  Enter "Y" to run the 

report for all agencies or "N" to specify 
agencies to be included on the report.  
The user must have a security level of 
3, 4, or 5 to print "ALL" agencies. 

 
 
Print Agency Profiles Batch Job Submission 
screen will appear. 
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Your Action ... System Response ... 
5. Press ENTER. The system will display the following message: 

 
Agency Profile Has Been Submitted 
Successfully. 

 
Print Address Labels 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER 

The Agency Batch Reports Menu will appear. 

3. Choose PL (Print Address Labels) from 
the Agency Batch Reports Menu and 
press ENTER. 

The Print Address Labels screen will appear. 
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Your Action ... System Response ... 
4. Enter the following information: 
 

Enter Agency Numbers (Master or Sub) 
for Address Label printing:  xxxxx or 
xxxx. 

*Direct Mail To:  Enter D for Personnel 
Director, H for Head of Agency; or P for 
Payroll Director. 

Labels Per Contact Person:  Enter the 
number of copies of agency address 
labels to be printed. 

Select All Agencies:  Enter "Y" to run the 
report for all agencies or "N" to specify 
agencies to be included on the report.  
The user must have a security level of 
3, 4, or 5 to print "ALL" agencies. 

 
 
Print Label Report Batch Job Submission 
screen will appear. 

 

 
 

Your Action ... System Response ... 
5. Press ENTER. The system will display the following message: 

 
xxxxxxxx Has Been Submitted Successfully. 
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Print Agency Program Budget 
 

Your Action ... System Response ... 
1. Choose AG (Agency) from the Main 

Menu and press ENTER. 
The Agency Menu will appear.   

2. Choose BT (Agency Batch Reports 
Menu) from the Agency Menu and press 
ENTER 

The Agency Batch Reports Menu will appear. 

3. Choose PB (Print Agency Program 
Budget) from the Agency Batch Reports 
Menu and press ENTER. 

The Print Agency Program Budget screen will 
appear. 

 

 
 

Your Action ... System Response ... 
4. Enter the following information: 
 

Enter Agency Numbers (Master or Sub) 
for Address Label printing:  xxxxx or 
xxxx. 

Fiscal Year:  Enter the fiscal year (yyyy). 
Select All Agencies:  Enter "Y" to run the 

report for all agencies or "N" to specify 
agencies to be included on the report.  
The user must have a security level of 
3, 4, or 5 to print "ALL" agencies. 

Agency Program Budget Report Batch Job 
Submission screen will appear. 
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Your Action ... System Response ... 
5. Press ENTER. The system will display the following message: 

 
xxxxxxxx Has Been Submitted Successfully. 
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