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BUDGET WITH INCUMBENT (BWI) REPORT JOB AID 
This report shows the details of all the lines in a school’s budget. It includes both non-position and 
position resources and for budgeted positions it provides incumbent information such as employee 
name and employee number. 

 
Accessing the Report 

 
1. Log on to BTS 
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2. Click on the Financials/Budget tab 

3. Click on SAP Budget – Schools Front End 
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4. Click on the Reports tab. 

5. Click on the Budget With Incumbent Report. 
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6. Select Display in Form under Display Options. 
• Display In Grid – Allows the report to be 

downloaded as a spreadsheet. 
• Display in Form – Displays a formatted 

report that can be printed or saved. 
7. Enter Version.  
8. Enter Fiscal Year. 
9. Enter Fund Center.  

a) Leaving this field blank will run the report for 
all schools you have access to. 

b) Clicking on   will allow you to enter 
multiple Fund Centers. 

10. Click Execute. 
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11. The print menu displays. If the Output device is blank, type LOCL and press Enter.  OutputDevice will display My win 
local printer. 

12. Click Print preview. 
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13. Report displays.  Click the Print icon.  Select the appropriate printer from the Printer dialog box or select Print to PDF 
to create a PDF file that can be saved to your computer.   
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