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Step Action 

1. Sign into CUNYFirst using your assigned Username and Password 

Click the Financial Supply Chain link 

2.  

Click Main Menu  >  CUNY  >  CUNY Financial Reports  >  Budget Overview 

 

 

3.  

Select the Add a New Value tab and name your report when running report for the first time 

 

 
 

Click Add 
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Step Action 

4.  

Enter Business Unit “LEH01”; Budget Period “20XX”; Department “12345” (CUNYfirst DEPT#) 

 

  
Click Run 

5.  

Select Format “XLS” to download report into Excel 

 

 
 

Click  OK 
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Step Action 

6.  

Click Process Monitor and then Details 

 

 

7.  

Click View Log/Trace 
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Step Action 

8.  

Click .xls file to view your report 

 

 
 

 


