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This report summarizes budgeted amounts versus expenditures and  
encumbrances, by award, project, task and expenditure type. It includes budget, 

actual and encumbrance amounts. 

 

STEP 2. INTERPRETING YOUR RESULTS 

 

STEP 3. SAVING YOUR QUERY 

 

STEP 1. SETTING UP YOUR QUERY 

To save your customized query, click Page 
Options then Save Current Customization.  
Next, name the report. 

To retrieve your saved query, click Page 
Options then Apply Saved Customization.  
Next, select the appropriate report. 
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After the query has run, select a view 
from the dropdown for output options.  

 

Utilize the dropdown arrow on one or more filters to specify how you want the data to be filtered. The 
Award Name filter is preset to “B00000” to avoid running an unlimited query. If a desired filter value is not 
available in the dropdown, then click “More/Search…” to view additional available values. Click Apply to 
run the query. 

IMPORTANT: Take note of the total 
number of rows in your results set.  
System response times for certain 
report options may be unacceptable 
for results sets greater than 4000 
rows. 

“Page Options” 

Report By Award 
(depicted at right) 

Ordered by Award, 
Project and Task. 

Pivot (not depicted) 

Pivot tables offer the 
ability to swap rows, 
columns and section 
headings to obtain 
different perspectives of 
the same data. A pivot 
table can be customized 
for a variety of reporting 
needs. 

Current Budget. Budget minus Actual Expenses. 

Current Encumbrances (i.e. commitments). 

Actual Balance minus Encumbrances. 

Use Analyze to modify a view. For 
example, change sorting options, add 
filters or re-order columns.  

The report can be 
printed as a PDF. 

Export options include PDF, Excel 
spreadsheet, Powerpoint slide or .csv 
data file.  


