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Budget Status by Account

The Budget Status by Account report displays a list of all budget line items, organized by
Expenditure Account Code. The first step in creating a budget query is to specify the ledger
columns you wish to display on the report. The following options are provided:
Adopted Budget: Your original budget, as determined at beginning of fiscal year.
Budget Adjustment: Any transfers to or from your budget line items.
Adjusted Budget: Adopted budget plus transfer details.
Temporary Budget: (Not in use)
Accounted Budget: (Not in use)
Year to Date: Amounts to date for current fiscal year.
Encumbrances: Purchase Orders cut against your budget.
Reservations: Requisitions submitted against your budget.
Commitments: Sum of Encumbrances and Reservations.
Available Balance: Adopted budget less commitments; provides information on funds
available.

Ledger Columns

At this point, you can choose to save your query in order to retrieve the selected ledger columns
for future use. To save a query, type a name into the "Save Query As" input box.
Note: Do not click the Shared checkbox; if you do, your query will be visible to everyone on
campus.
Click "Continue" to move to the next screen.

Budget Query Criteria
To choose the budget information you wish to view, select or enter criteria as follows:
Fiscal Year: Choose the fiscal year for the time period you wish to view. This defaults to
the calendar year, so it may be necessary to change this value.
Fiscal Period: Choose the month you wish view. Note that 01 corresponds to July, 02 to
August, and so on. The fiscal periods 13 and 14 are used to do end-of-fiscal-year
processing. If you want to be sure you are viewing year-to-date information, you can
select month 14. The default is the calendar year, so it may be necessary to change this
value.
Comparison Fiscal Year: You can select a fiscal year with which to compare the
previously selected Fiscal Year. This will not be usable until FY11, since we will only
have FY10 data for the first year the system is in use.
Comparison Fiscal Period: You can select a fiscal period with which to compare the
previously selected Fiscal Period. This will not be usable until FY11, since we will only
have FY10 data for the first year the system is in use.

Commitment Type: This dropdown has three values:

All: Includes all commitments (Requisitions and Purchase Orders) charged to the
accounts to be viewed.
Committed: Includes only the Purchase Orders cut against the accounts to be
viewed.
Uncommitted: Includes only the Requisitions submitted against the accounts to
be viewed.
Chart of Accounts: Enter a capital W.
Index: Enter the Fund or Organization code for the budget number you wish to query. If
you need to locate this information, you can click the "Index" button to access a Code
Lookup screen to retrieve a list of available Codes. If you use Index field, you do not need
to enter information into the Fund, Org or Program fields
Fund: Enter the Fund code for the budget number you wish to query. If you need to
locate this information, you can click the "Fund" button to access a Code Lookup screen.
Note that if the budget number references a grant account, you will need to enter a value
in the Grant field as well.
Organization: Enter the Organization code for the budget number you wish to query. If
you need to locate this information, you can click the "Organization" button to access a
Code Lookup screen.
Grant: If the budget number you wish to query references a grant account, enter the
Grant code for this account in the Grant field. If you need to locate this information, you
can click the "Grant" button to access a Code Lookup screen.
Account: If you wish to view information for a specific expense account, or a series of
accounts using a wildcard (the "%" character), enter the account code in the Account
input. If you leave the Account field blank, you will retrieve information on all Account
codes.
Program: Enter the Program code for the budget number you wish to query. (Note: Most
users won’t need to use or change the program code that defaults with the Fund and Org
codes.
Activity, Location, Fund Type, Account Type: It is not necessary to enter data in these
fields.
Include Revenue Accounts: To include budget numbers that reference revenue
accounts in the reports totals, check this checkbox.
Note: It is only necessary to enter the Chart of Accounts and Organization in the Index field. The
broader your criteria, the more information you will see on the report. The more inputs you
provide, the narrower the scope of the report will be.
You can choose to save your query in order to retrieve the report for future use. To save a query,
type a name into the "Save Query As" input box. Note that each time you run the saved query,
you will see "real-time" data. A retrieved query will not provide the same results when run at
different times.
Note: Do not click the Shared checkbox; if you do, your query will be visible to everyone on
campus.

Click "Submit Query" to view your budget report.

Note: you can click on any value printed in blue to view information regarding a specific
transaction. For instance, if you wanted to get more detail on the Office Supplies amount
of $717, just click on 717.00

If you would like information on what constituted the $160.50 transaction, you can click
on the document I0000083.

You can continue to retrieve additional information as needed.

Budget Status by Organizational Hierarchy

The Budget Status by Organizational Hierarchy report displays a drill-down report that allows
you to narrow down your results by Expenditure Account type. By proper selection of the
hierarchical org code, you can display all accounts for which an individual is responsible. For
instance, if the Dean of a College is responsible for multiple accounts, you can view all accounts
at one time. The first step in creating a budget query is to specify the ledger columns you wish to
display on the report. The following options are provided:
Adopted Budget: Your original budget, as determined at beginning of fiscal year.
Budget Adjustment: Any transfers to or from your budget line items.
Adjusted Budget: Adopted budget plus transfer details.
Temporary Budget: (Not in use)
Accounted Budget: (Not in use)
Year to Date: Amounts to date for current fiscal year.
Encumbrances: Purchase Orders cut against your budget.
Reservations: Requisitions submitted against your budget.
Commitments: Sum of Encumbrances and Reservations.
Available Balance: Adopted budget less commitments; provides information on funds
available.

Ledger Columns
At this point, you can choose to save your query in order to retrieve the selected ledger columns
for future use. To save a query, type a name into the "Save Query As" input box.
Note: Do not click the Shared checkbox; if you do, your query will be visible to everyone on
campus.
Click "Continue" to move to the next screen.

Budget Query Criteria
To choose the budget information you wish to view, select or enter criteria as follows:
Fiscal Year: Choose the fiscal year for the time period you wish to view. This defaults to
the calendar year, so it may be necessary to change this value.
*Fiscal Period:*Choose the month you wish view. Note that 01 corresponds to July, 02 to
August, and so on. The fiscal periods 13 and 14 are used by accounting to do end-offiscal-year processing. If you want to be sure to capture all YTD data, use period 14.
Comparison Fiscal Year: You can select a fiscal year with which to compare the
previously selected Fiscal Year. This will not be usable until FY10, since we will only
have FY09 data for the first year the system is in use.
Comparison Fiscal Period: You can select a fiscal period with which to compare the
previously selected Fiscal Period. This will not be usable until FY10, since we will only
have FY09 data for the first year the system is in use.

Commitment Type: This dropdown has three values:
All: Includes all commitments (Requisitions and Purchase Orders) charged to the
accounts to be viewed.
Committed: Includes only the Purchase Orders cut against the accounts to be
viewed.
Uncommitted: Includes only the Requisitions submitted against the accounts to
be viewed.
Chart of Accounts: Enter a capital W
Index: Enter the Fund or Org code in the Index field for the budget number you wish to
query. If you need to locate this information, you can click the "Index" button to access a
Code Lookup screen to retrieve a list of available Fund and Org Codes. If you use the
Index field, you do not need to enter information into the Fund, Org or Program fields.
Fund: Enter the Fund code for the budget number you wish to query. If you need to
locate this information, you can click the "Fund" button to access a Code Lookup screen.
Note that if the budget number references a grant account, you will need to enter a value
in the Grant field as well.
Organization: Enter the Organization code for the budget number you wish to query. If
you need to locate this information, you can click the "Organization" button to access a
Code Lookup screen.
Grant: If the budget number you wish to query references a grant account, enter the
value for this account in the Grant field. If you need to locate this information, you can
click the "Grant" button to access a Code Lookup screen.
Account: Not required for a Budget Status by Organizational Hierarchy report.
Program: Not required for a Budget Status by Organizational Hierarchy report.
Activity, Location, Fund Type, Account Type: It is not necessary to enter data in these
fields.
Include Revenue Accounts: To include budget numbers that reference revenue
accounts in the reports totals, check this checkbox.
Note: It is only necessary to enter the Chart of Accounts and Organization. In a Budget Status
by Organizational Hierarchy report, the Query Results will display the same drill-down hierarchy
regardless of whether or not additional criteria are specified.
You can choose to save your query in order to retrieve the report for future use. To save a query,
type a name into the "Save Query As" input box. Note that each time you run the saved query,
you will see "real-time" data. A retrieved query will not provide the same results when run at
different times.
Note: Do not click the Shared checkbox; if you do, your query will be visible to everyone on
campus.
Click "Submit Query" to view your budget report.

Budget Report
The Report Parameters displays information about the FOAPAL displayed in the report.
The Query Results display of the report shows up to 15 rows of data at a time. If the report
contains more than 15 rows, a "Next 15 >" button will display; clicking this button will change the
display to show up to the next 15 rows. The "< Previous 15" and "Next 15 >" buttons allow you to
navigate through the pages of the report.
Any amount that displays in blue is a clickable link to more details about that specific amount,
formatted as a list of the documents (requisitions, purchase orders, invoices, and journal entries)
that combine to make up that amount; each document in the list is in turn is linked to a page that
summarizes the document. Clicking the document number again takes you to a display of that
document itself.
In a Budget Status by Account report, the Query Results will display results divided into budget
line items, based up your search criteria. In a Budget Status by Organizational Hierarchy
report, the Query Results will display a drill-down format beginning with the Organization Code
roll-up. This provides an opportunity to narrow the results down by Expenditure Account type.
The "Download All Ledger Columns" and "Download Selected Ledger Columns" buttons provide
a comma-separated file containing the budget query results that can be opened in Excel or other
spreadsheet software, allowing you to perform additional calculations as needed.
You can choose to save your query in order to retrieve the report for future use. To save a query,
type a name into the "Save Query As" input box. Note that each time you run the saved query,
you will see "real-time" data. A retrieved query will not provide the same results when run at
different times.
Note: Do not click the Shared checkbox; if you do, your query will be visible to everyone on
campus

Compute Additional Columns for the query
The Budget Report can be enhanced by adding additional columns based on the available ledger
columns. To add a column based on an existing ledger column:
1. Column 1: Select the ledger column on which the new calculated column will be based.
For example, to calculate the percentage of the adopted budget used based on the Year
to Date column, select "Year to Date" from the Column 1 dropdown.
2. Operator: Select the calculation you wish to perform on the column selected in Column
1; the options are "plus", "minus", "times", "divided by", and "percent of". Following our
example, to calculate the percentage of the adopted budget used based on the Year to
Date column, select "percent of" from the Operator dropdown.
3. Column 2: Select the ledger column that acts on Column 1. Following our example, to
calculate the percentage of the adopted budget used based on the Year to Date column,
select "Adopted Budget" from the Column 2 dropdown.
4. Display After Column: Select the location in the Budget Report in which the new
calculated column will display. For our example, select "Adjusted Budget" from the
Display After Column.

5. New Column Description: Type a title for the new calculated column; this will display in
the Budget Report header row. For our example, enter "YTD % of Adopted" in the New
Column Description field.
6. Perform Computation: Click the "Perform Computation" button to add the new
calculated column to the Budget Report.
Note: The calculated column is not a permanent addition to the Budget Report. If you navigate
away from the Budget Report, your calculated column will be removed.
To remove a calculated column:
1. Select the Description of the calculated column you wish to remove from the Budget
Report from the dropdown.
2. Click "Remove Computation"; this will delete the calculated column from the Budget
Report.

