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Generate the GL109 Data File 
 

1. Open the GL109 Screen 
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2.  Enter the parameters as usual.  For this example, one fund code is used.   
3.  Click the “Run Data Report” button.   

 
Note:  The “Run Data Report” button produces a data file, not a traditional GL109 for printing. 
The “Run Report” button produces a traditional GL109 for printing, not a data file.  
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4.  The following pop-up will appear: “Report GL109_DATA submitted to the report server. 
5.  Click the “OK” button to close the screen. 
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6. Check to see if the report has finished by re-opening the screen.  
7. A pop-up will be displayed if the report is not finished. 
8.  Click the “OK” button to close the screen. 
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9. Also, while the report is still running, it will appear in the “Current Jobs” View, on the 
Reports Server Queue. 
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Begin the Download 
 

1. When the screen is active again, click the “View Report” button. 
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2.  A pop-up will be displayed.  Put a check mark in the box next to “GL109 DATA FILE”. 
3. Click “OK” 
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4. The data file will be displayed in the browser window. 
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5. Place the cursor on the “Page” icon to display a drop-down list. 
6. Click the “Save As” option. 
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7. Rename the file and save it to your local directory.  By default, the file type will be .txt. 
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Open Microsoft Excel 
 

1. Go to the “File Open” option. 
2. Change the file type to “All Files” 
3. Select the file saved in step 7 of the previous section, by double clicking the file name. 
4. This will open the “Text Import Wizard”. 
5. Make sure “Delimited” is selected. 
6. Click the “Next >” button. 
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7. By default, the tab delimiter is checked.  Un-check the “Tab” Delimiter box. 
8. Place a check in the box for “Other:”. 
9. Enter a tilde sign “ ~ ” in the space after the delimiter. 
10. Click the “Next >” button and then the “Finish” button. 
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11. Clicking the finish button opens the file in a spreadsheet format.  Resize, resort, or 
delete columns to meet your needs.  
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