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Chapter 1 – Budget Reports – Information and Navigation
Following is a list of reports and queries that are budget related.  Navigation is shown for each group unless otherwise stated. A short description of the report and its function is included along with possible frequency of running.  The intent of this list is to give the end user an easily-scanned summary of available reports that are budget related.  Examples of the reports and how to process them will be given in later chapters. 

Reports – Budget System

All of the reports in this list can be found in the CORE PeopleSoft Budget System.  The login page for the Budget system is found here:  http://www.ok.gov/OSF/CORE/Budget/index.html
PeopleSoft Delivered Reports

Reports that were created by PeopleSoft as a part of the Budget system are called “delivered reports”.  Users have access to five delivered reports that give budget information, but the information is related more to line items as entered rather than the budget in whole or in summary. These reports can be found in the Budget system with the Navigation:

Navigation > Budgeting > Budgeting Home > Budget Analysis > Reports
Version Analysis

This report gives data in each version of a budget center as chosen by the user.
Version Analysis is useful for the user who copies their base version to a Version 2 and/or Version 3 to enter different scenarios of budget. It is not recommended for legislative staff nor does it give a good summary of actual budget data, although the Master Version is shown on this report and is usually the final, submitted data.

Recommendations for running this report include running it during the phase of entering budget data to make determination of final budget. This report may only be run once or twice during June/July with the original budget.  It can be run when entering revisions.

Ledger Type Comparison

The Ledger Type Comparison report shows the user the budget data as a comparison between two different, unexpired ledgers.  For example, you might compare the budget data from 2011 Revision 05 and 2011 Revision 06.  The ledgers must be from the same fiscal year.
This report is useful in the case of needing to do nearly the same entry as an earlier ledger. It is not recommended for legislative staff nor does it vie a good summary of actual budget data.

You might determine to only run this report during entering revisions.

Summary of Methods

The summary of methods report will display all line items and the method used. Method rows and adjustment rows are both shown on this report, as well as total amounts.  This report does not give amounts per budgeting period, though.  OSF Budget Analysts run this report in their approval process after agencies submit their budgets.
This report is recommended after entering the Original budget, and then after each revision.

Budget Comparison

The Budget Comparison report will display data to compare a specific ledger with any of its analysis bases.  For instance, the original budget model is created using prior year actual data and current year-to-date actual data, as well as, upon request, the current year’s budget.  Revision ledgers are created using only the current year’s budget as analysis.  The information can be summarized by account, class, or department as preferred.
Position Information

Position Information displays data based on the Position Budgeting activity.  The report totals the yearly salary, benefits, earnings, and taxes for each position.

NOTE: This report is useful only if the agency is using Position Budgeting. If this report is run using an agency which does not use Position Budgeting, no data will be returned.

CORE Oklahoma Custom Reports

Reports that were created by Oklahoma Office of State Finance staff are called “custom reports”.  For each of these reports, there must have been a Data Extraction and Composite Budget process run on the budget model prior to running the report.  In general, if the OSF Budget Analyst has approved and posted a budget and the user has not entered any additional data, then these processes do not need to be run.  These reports can be found in the Budget system with the Navigation:

Navigation > Budgeting > Budgeting Home > Budget Analysis > Reports
Check Limits Report

This report summarizes budget data for the entire year requested (that is, it includes the original budget and all revisions done for the given fiscal year that have been extracted and composited).  Any issues are highlighted with an asterisk (*).OSF Budget Analysts run this report in their approval process after agencies submit their budgets.  Every appropriated agency should be running this report with each revision and original budget they enter. For non-appropriated agencies, this is a well-rounded summary of your entire budget for the current fiscal year.


NOTE: This report must have the Data Extraction and Composite Budget processes run. If you do not have access to run these processes, please attend the COR224 Agency Coordinator training or call your OSF Budget Analyst and they can run it for you. 

Business Unit Budget Summary
The Business Unit Budget Summary report is a summary, by budgeting period, of the entire budget.  That is, if the report is run directly after the Original budget has been submitted, it will only include the Original.  However, if the report is run after entering and processing Revision 12, this report will include a summary of all data entered from the Original and all revisions up to and including the last revision that was processed with the Data Extraction and Composite Budget processes.  The summary can be shown for the entire business unit, by division (activity) or by department (sub-activity).

This report is useful as a summary. It is recommended that this report is run after each entry of a budget (after the Original, after Revision 01, etc.).


NOTE: This report must have the Data Extraction and Composite Budget processes run. If you do not have access to run these processes, please attend the COR224 Agency Coordinator training or call your OSF Budget Analyst and they can run it for you.


NOTE: You must choose whether your budget is quarterly or monthly budget period. If you do not know which budgeting period your budget is, then choosing monthly will give you every budget period and if it is a quarterly budget, then periods 5 through 12 will show zero amounts.

Estimate of Income Report
The Estimate of Income report displays beginning cash balances with budgeted revenue and budgeted expenditures by class fund.  The beginning cash balances are not loaded on a regular basis from the actuals ledger in General Ledger.
It is recommended to run the ABC Report (the Allotment Budget Cash Balance report) in conjunction with this report.  The ABC report will give the most up-to-date balance of cash in a class fund.


NOTE: This report must have the Data Extraction and Composite Budget processes run. If you do not have access to run these processes, please attend the COR224 Agency Coordinator training or call your OSF Budget Analyst and they can run it for you.

Budget by Account / Fund

Whereas the Business Unit Budget Summary report displays the summary of the overall budget by account, by class, then by the entire business unit, the division, or department, the Budget by Account / Fund gives the budget by account balanced with budget by class fund.  This is shown per budgeting period and can be chosen to display by business unit, by division, or by department.  The OSF Budget Analysts use this report in their process of approving agency budgets. It is recommended that this report is run after each entry of a budget (after the Original, after Revision 01, etc.).

NOTE: This report must have the Data Extraction and Composite Budget processes run. If you do not have access to run these processes, please attend the COR224 Agency Coordinator training or call your OSF Budget Analyst and they can run it for you.


NOTE: You must choose whether your budget is quarterly or monthly budget period. If you do not know which budgeting period your budget is, then choosing monthly will give you every budget period and if it is a quarterly budget, then periods 5 through 12 will show zero amounts.

Budget by Division / Fund

This report summarizes a budget to the roll-up level of each division.  This is shown per budgeting period and can be chosen to display by business unit, by division, or by department.

The OSF Budget Analysts use this report in their process of approving agency budgets. It is recommended that this report is run after each entry of a budget (after the Original, after Revision 01, etc.).


NOTE: This report must have the Data Extraction and Composite Budget processes run. If you do not have access to run these processes, please attend the COR224 Agency Coordinator training or call your OSF Budget Analyst and they can run it for you.


NOTE: You must choose whether your budget is quarterly or monthly budget period. If you do not know which budgeting period your budget is, then choosing monthly will give you every budget period and if it is a quarterly budget, then periods 5 through 12 will show zero amounts.

Chapter 2 – Budget Reports In Financials – Information and Navigation

Following is a list of reports and queries that are budget related.  Navigation is shown for each group unless otherwise stated. A short description of the report and its function is included along with possible frequency of running.  The intent of this list is to give the end user an easily-scanned summary of available reports that are budget related.  Examples of the reports and how to process them will be given in later chapters.
Reports – Financials System

All of the reports in this list can be found in the CORE PeopleSoft Financial System.  The login page for the Financial system is found here:  https://corefp.ok.gov/psp/mrfsi/?cmd=login
Commitment Control Reports

Budget reports found in Commitment Control mostly pertain to Budget-to-Actual comparisons.  This is where one may find details on their budget, such as available budgets or encumbrances, as well as a comparison of how well they have budgeted for their agency. These reports can be found in the Financial system with the Navigation:

Navigation > Financials > Commitment Control > Budget Reports
BUD/ACT Revenue
This report displays a comparison, by account/department/division/class, of the programmed revenue and the actual revenue for a fiscal year / budget reference.  The Budget-to-Actual Revenue report is very useful for agencies which have revolving funds.  These agencies are generally the non-appropriated agencies, though some appropriated agencies also have revolving/continuing funds for which they would be programming budgets.
Recommendations for running this report include running it during the phase of entering budget data to make decisions based on your last year’s budget and actual data. For agencies which are primarily revolving funds, it is recommended to run this report on a regular basis, but at least once per month.


NOTE: This report will show actual data at the detail account level. If your agency budgets at the sub-major (roll-up) level, then line-by-line data may not necessarily match up.  However, the total lines will show a good comparison.

Bud/Actual (YTD Summaries)

This report displays a comparison of the programmed budget with the actual data.  The report can be shown at a summary level by Business Unit/Account, by Division/Account, by Division/Department, or by Class Field.  The user may choose specific departments to display, or elect to show all departments.  The user may also elect to show their operating or capital budget/actual, and to show the accounts at a detail level or sub-major level.
The difference between this report and the other budget-to-actual comparison report is that this report calculates and displays the year-to-date budget.

Agencies should be running a budget/actual report on a regular basis.  Which one you choose depends upon which report gives you the information you want and the format in which you want the data.  Whether you choose this report or the Budget/Actuals Comparison report is up to you. It is recommended to run a budget/actual expenditure report on a regular basis, but at least once per month or once per quarter based on your activities.


NOTE: You are able to select the account level in this report. It is recommended that you select either Detail of Sub-major account level based upon what your agency has selected for budgeting in the PeopleSoft Budget system so that values match up line-by-line.

Budget/Actuals - Monthly

This report displays a comparison of the programmed budget with the actual data for a specified month/accounting period.  The report can be shown at a summary level by Business Unit, by Business Unit/Department/Account, or by Department.  The user may choose specific departments to display, or elect to show all departments.  The user may also elect to show their operating or capital budget/actual, and to show the accounts at a detail level or sub-major level.

The data displayed by this report is for one month only, though it also shows year-to-date totals

Agencies should be running a budget/actual report on a regular basis.  Which one you choose depends upon which report gives you the information you want and the format in which you want the data.  Whether you choose this report or some other Budget-to-Actual report is up to you. It is recommended to run a budget/actual expenditure report on a regular basis, but at least once per month or once per quarter based on your activities.

Budget/Actuals Comparison

This report displays a comparison of the programmed budget with the actual data.  The user may also elect to show their operating or capital budget/actual, and to show data summarized by account & class field, or by class field only.

Agencies should be running a budget/actual report on a regular basis.  Which one you choose depends upon which report gives you the information you want and the format in which you want the data.  Whether you choose this report or another budget-to-actual report is up to you. It is recommended to run a budget/actual expenditure report on a regular basis, but at least once per month or once per quarter based on your activities.

Budget/Actuals – Higher Ed

This report displays a comparison of the programmed budget with the actual data.  The report displays data at the Major account level (i.e. 510000, 520000, etc.).  The user may elect to show their operating or capital budget/actual.
Agencies should be running a budget/actual report on a regular basis.  Which one you choose depends upon which report gives you the information you want and the format in which you want the data.  Whether you choose this report or another budget-to-actuals report is up to you. It is recommended to run a budget/actual expenditure report on a regular basis, but at least once per month or once per quarter based on your activities.


NOTE: This report was created specifically for Higher Education institutions. If your agency is not a higher education agency, you may run this report.  However, non-higher-education agencies may not get the most, or best, information from this report.

Budget Request Report

This report displays numerous amounts of data in many different ways.  Essentially, this report may be used by agencies when they are entering their data into the Budget Request System – see list below.  Therefore, data shown will include two prior years’ actual data and the most recent Budget Work Program data.
Since this is a report for the Budget Request System, this report is not recommended for agencies which are exempt from submitting a Budget Request.  It is recommended to be run, however, for agencies submitting a budget request.  The BWP column data can be updated in the Budget Request system and this report can be used to show updated data.

Report Types for Budget Request Report
Totals by Account

Totals by Division

Totals by Account and Department

Totals by Account and Division

Totals by Department and Division

NOTE: This report must be run for the Fiscal Year that is the same as the year for the Budget Request. That is, if the Budget Request fiscal year is 2012, then run this report with 2012 in the Fiscal Year chartfield.

Budget Scenario Report

This report displays a summary data in many different ways, but data is displayed based on Scenario.  The scenario in the Budget System can be ORIGINAL, REV_01, REV_02, REV_03, etc.  This report can be used when an agency wants to see their entire budget broken down by scenario.  This report also helps the agency to know if their budget has been imported in the Financials System (importing the data from Budget is the precursor process to posting the journal).  This is not a report that is recommended to run on any regular basis.  However, it is an interesting report that gives your budget data in a different format and may be run after your revision has been posted.

Report Types for Budget Scenario Report
Summary by Business Unit

. By Account

. By Class Funding

. By Division

. By Department

Summary by Division
. By Account

. By Class Funding

. By Department

Summary by Department
. By Account

. By Class Funding

General Ledger Reports

There are some General Ledger reports that are helpful to budget analysts in agencies. These reports can be found in the Financial system with the Navigation:

Navigation > Financials > General Ledger > General Reports

NOTE: It is not the intent of this course to take the place of the General Ledger Reports Course. It is recommended that agencies wanting to know more about General Ledger reports to take the General Ledger Reports course.  This course is only viewing the reports on the basis of their usefulness in budgeting.

7XXX Budget and Cash Balance Report
This report displays allocations (posted budget), pre-encumbrances, encumbrances, current year expenditures, prior year expenditures, allotment budget (budget available), and available cash by division and budget reference.  This report only displays the data for class funds that begin with “7”.
The report is useful in determining if your budget revision has been posted, if the report is being run on a regular basis.  

Depending on your agency’s activities, it is recommended that you are running this report at least once per month.  If you do not have any 7xx funds, then this report is useless to you.
Budget and Cash Balance Report (aka – ABC Report)

This report displays allocations (posted budget), pre-encumbrances, encumbrances, current year expenditures, prior year expenditures, allotment budget (budget available), and available cash by division and budget reference.  

The report is useful in determining if your budget revision has been posted, if the report is being run on a regular basis.  Depending on your agency’s activities, it is recommended that you are running this report at least once per month.  

NOTE: It is not the intent of this course to take the place of the General Ledger Reports Course. Recommendations for this report are given in the General Ledger Reports Course and those recommendations do take precedent over the recommendations given here.

Chapter 3 - Budget Reports Situation Exercises

1. Enter your business unit here.  You will be using this throughout all your reports.  Recall that the business unit is the agency number followed by two zeroes: _______

2. You have just entered a revision for your agency.  You want to verify that the values you entered are correct and verify that you did not have any typographical errors in the data entry.  Which report(s) could you run?  _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. You want to verify that your agency is adhering to the limits that have been published for it.  Which report would you run? _____________________________________________________________________________

4. You have just entered a budget revision.  However, you entered different what-if situations in different versions.  What report(s) could you use to determine which situation set to submit to OSF? _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. OSF Budget Division has reported, again, that agencies need to reduce their budget due to allocation reductions.  They have reported that the cut is the same as it was last month and the month before.  This indicates to you that you need to do another revision similar to the revision you did last month and the one before, but you don’t remember what those amounts were.  Which report(s) could you run? __________________________________________________________________________________________________________________________________________________________

6. You are planning next year’s budget. You expect your appropriations and revenues to be similar to the current year’s amounts.  Which reports can you run that will help you make decisions on how to budget your revenue and expenditures for the upcoming fiscal year? _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7. You are ready to create a carryover revision to move last year’s budget into this year’s.  You want to know how much budget allotment your agency has left that can be carried forward.  What report(s) would give you this information? ____________________________________________

8. Your agency tracks 700 funds.  Your boss has asked you to give a report summarizing what the agency has in 700 funds.  What report can you run that will help you answer the boss’s request? _____________________________________________________________________________

Chapter 4 - Create a Unique Run Control ID

When running reports in any of the CORE / Oracle / PeopleSoft system, you must have a run control ID.  It is highly recommended that you are using a unique run control ID.  All userid’s are unique.  A possible run control ID may look like RDESCARTES_RPT.
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