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Enhanced Spend Summary: Funds Report Example 

Overview 

An illustration of a report that has funds as the top layer. 

This report will have totals by department or cost centre within funds. 

1.1. Step 1: Menu 

 Reports – Spend Summaries – Enhanced Spend Summary 

 

 

1.2. Step 2: Change the Reporting Hierarchy. 
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Step Description 

1 Check or uncheck the group by boxes to only show department and fund. 

2 Drag the fund heading to be above the department heading. 

 

1.3. Step 3: Change the Report Headings. 

 

 

Step Description 

1 Click on the Columns box 

2 Move the column heading that you would like in the report to the ‘Active Columns & Order’.  This can be done 

by dragging the heading from the ‘Potential’ area in the top to the bottom. 

Columns can be moved from the Active Columns & Order’ out of the report to the top area, by dragging them 

from one box to the other. 

3 Move the order of the columns in the report by dragging the heading in the ‘Active Columns & Order’ to be in 

the order you would like to see them. 

4 Save the columns. 

This will return you to the main report and the screen will be refreshed with data. 
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1.4. Step 4: Saving the Report 

 

 

Step Description 

1 Save the report using the Save Filers option. 

2 Provide a unique report description. 

3 If this report is to be your default report in this report option, then check the box. 

4 Save the report template 

 

1.5. Step 5: Running the Report 

Selecting a single or limited number of funds to report on. 
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Step Description 

1 The report will default to showing all funds that have been used. 

If you would like to review one fund only, use the ‘Select Fund’ to reduce the list. 

2 Refresh the report with the button that is at the bottom of the options on the left hand side of the screen. 

 

1.6. Step 6: Running the Report in the future 

 

 

Step Description 

1 Use the Manage Filters button to select the report that you would like to run. 
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