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Saving Searches with Budgets Overview 

Due to the redesigned Budget Details Search Screen in myUFL 9.2, the ability to save 
specific search criteria outside of a ledger group is no longer available within Budget 
Details.  However, saved searches are available using Budgets Overview. 

Navigation 

Navigate through Nav Bar > Main Menu > Financials > Commitment Control > 

Review Budget Activities > Budgets Overview. 

Process 

1. Click the Add a New Value tab and enter a new inquiry name.

2. Click Add.
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3. Select your Ledger Group (i.e., CASH, BASED, KKGMCHD, APPROP). 

4. Enter the relevant Chartfield criteria. 

5. Click the Save button. 

6. Click the Search button. 

 

 
Figure 1.1 CASH_BASED Ledger Group Example 
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Figure 1.2 KKGMCHD Ledger Group Example 
 

 
Figure 1.3 APPROP Ledger Group Example 
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7. The results will display all of the cost centers meeting the criteria you entered 

and you can then drill down on Budget, Expense or Encumbrances. 

 
Figure 2.1 Budget Overview Results for CASH_BASED Ledger Group 
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Figure 2.2 Budget Overview Results for KKGMCHD Ledger Group 
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Figure 2.3 Budget Overview Results for CASH_BASED Ledger Group 
 
 
 
NOTE:  The Budget Overview Results has a grid that is only a certain width no matter 
the size of your browser window.  This forces you to scroll back and forth to see all of 
the information.  If you click the Zoom icon, the search results will appear in a pop-up 
window that can be resized to show the whole grid with no need for scrolling. 
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8. Click Add to Favorites link to add the saved search to your Favorites list. 

 

 
 
 

Looking Up Saved Searches 
 

1. Navigate to Main Menu > Commitment Control > Review Budget Activities > 
Budgets Overview. 

2. Select the Find an Existing Value tab. 
3. Click the Search button. 
4. Select the desired saved search from the Search Results list 
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If you need help with… 
 
• Technical issues, contact the UF Help Desk: 
      - 392-HELP 
      - helpdesk@ufl.edu 
 
• Policies and Directives,  
      - Contact the University Budget Office at 392-2402  
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