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Select menu option 3250 to work with the G/L and Budget stacked reports. 
 

 
 

Once into the Work with G/L & Budget Stacked Reports option you will see the stacks that you have 
created on the system. If you have not been into this menu option before or you have never created 
any stacks you will not see anything listed at this point. 
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Adding a Stack 
 
Once in the Work with G/L and Budget Stacked Reports option, press the F6=Add key to add a new 
stack to the system. After the information is entered for this stack, press enter twice and you will go 
to the Change G/L and Budget Reports within Stack screen. 

 

 
 

Adding Reports to your Stack 
 

While in the Change G/L and Budget Reports within Stack screen, press F6=Add to add reports to 
your stack. 

   

 
  
 
 

 



   Page  3 
IFS 2005 Year-End Seminar  Report Stacking 

 
When you get to the Add/Copy screen, you are required to enter a sequence number, which is the 
order that your reports will be processed in your stack. We suggest using increments of 10 for the 
sequence number.  That way after you have created a stack, and you decide later on that you would 
like to add a report in between two others already in the stack, there will be sequence numbers 
available for you to use. The report status field is defaulted to ‘I’. This field designates whether this 
report will be processed the next time you submit your stack to the JOBQ. There may be certain times 
that you do not want a report to process within a stack along with the rest of the reports. What you 
need to do in this case is enter a ‘X’ in the report status field for that particular report within the 
stack. The next time you run, (submit your stack to batch) all of the reports with the report status of 
‘X’ will not be run. The next time you run them after that, you can switch the report status back to ‘I’ 
and the reports will run. The Report ID field specifies which report you would like to run.  To 
retrieve the ID that you need for your report press the F4=Prompt key to get a list of the reports and 
the report ID you will need. The report description is the description that will print on page zero for 
this particular report within the stack. When you select the report ID, the default description for that 
report will be dropped into the description. This description can then be changed. For each report that 
you include in the stack you will be able to enter this description to further explain how the report is 
run. 
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Once in the Report ID File Lookup window, select the report by entering ‘1’ in the select field and 
pressing enter.  

 

 
 

The report ID is then filled with the appropriate ID name. Press enter and you will see the options for 
the particular report you have chosen. 
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Enter the report options as you would like, and press F11=Run Report to save the options for this 
report within this stack. When working within a stack, the F11 key does not actually run the report it 
just saves the report options. 

 

 
 

That report is then saved within the stack. If there are more reports that you would like to add to the 
stack, you can do so in the same manner as you did for the first report. At this point you would press 
the F6=Add to add some more reports to this stack. 
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Changing a Stack 
 

Place a ‘2’ next to the stack that you would like to change and press enter. 
 

 
 

Change the description for the stack if you would like, and press enter twice. 
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Changing report information within a stack 

 
To change any of the information regarding the report within your stack, place a ‘2’ next to the report 
and press enter.  

 

 
 

At this point you can change any of the following information. Once you have made the necessary 
changes, press enter twice and you will be allowed to change the report options for this particular 
report. 
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Make any changes to the report options and press the F11=Run Report key to save those changes. 

 

 
 

The report information is then changed. 
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Run (Submit a stack to batch) 

 
Place a ‘9’ next to the stack that you would like to run (submit to batch). 

 

 
 

The options screen for running a stack of reports looks like this. You are required to fill in all dates 
(As of, Specific, G/L) whether your reports use them or not. When all the information is filled in, 
press the F11=Run in Batch key to submit your reports to batch. 
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You will then return to the Work with G/L and Budget Stacked Reports screen. 
 
Deleting reports within a stack 

 
Place a ‘4’ next to the report that you would like to delete and press enter. 

 

 
 

You will see a confirmation screen for deleting the report. Press enter to delete the report or F12 to 
cancel the delete. 
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By pressing enter you can see the report is then deleted.  
 

 
 

Deleting a Stack 
 

Place a ‘4’ next to the stack that you would like to delete and press enter. 
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You will see a confirmation screen for deleting the stack. Press enter to go ahead with deleting the 
stack, or press F12 to cancel the deletion. 

  

 
 

By pressing enter you can see the stack is then deleted. 
 

 
 
 
 
 
 

 
 
 


