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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.

I.1. Step I: Menu

Reports — Spend Summaries — Enhanced Spend Summary

: Project Costing Inc. & Exp.
Management Accounts

Spend Summaries L!'E‘ Enhanced Spend Summary

_ Operational Reports L!"E- standardised Enhanced Spend Summary

1.2. Step 2: Change the Reporting Hierarchy.

Enhanced Spend Summary Report

S sortBy 2022 11 {Jul)

Code v

Y Filters

Inc. Zero Balance

n Please select the reguired filters and update the report for it to display.

Budget Actuals Budget

‘Organisation +- Code Description {¥ear] {vear] Ccommitted (7o)

Department
Nominal
Fund

Dept Group
Unit
ManRep
Category &

# Desslect All
w Select All

1 Group Hierarchy
$ Fund

1 Department
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Step ‘ Description
| 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.

Enhanced Spend Summary Report

@ o=z & Drop desired columns from the top 'sotential’ grid into the "active’ grid, click save to confirm the column choice and their order.

4 Budget -+ Difference 4 Difference & Difference ++ Differes 4 Differenct
{PTD} {PTO) Ferceniaze {rTD) e {vear)
{FTD} ¥
4 »
Deselect All select All ne
Active Columns & Orde
Cates &

Description 4 Budget + Actuals 4 Committed + Budget + Actuzis
(vear] (vear} (yTo) o

» Expart Columns

Ca=1) (o |
(e
[ ==
[o~ ]
Step ‘ Description ‘
| 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.

DGAT_FinHBk_9.12_Enhanced Spend Summary Funds Example Page 2 of 4




Finance Handbook @"—"'u
Last Reviewed: 30 June 2023 B?EGDLSDUCCEESSETER
ACADEMIES TRUST

un]ocking potential

1.4. Step 4: Saving the Report

Unique Descriptive Example F=port
Mame
Manzge Filtars
Make Default | ﬁ
’ Save I [ Cancel ]
M

Description

| Save the report using the Save Filers option.

Provide a unique report description.

2
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.

Enhanced Spend Summary Report

S SortBy 2022 11 {Jul)
Code -
Y Filters
Inc. Zero Balance
a— . Budget Artuals . Budget
1= Group By = Code Dascription Committed
e [¥ear] [¥ear] (vTD)
Major Heading
Organisation = 10 - General Funds {Unrestricted) - -
Cepartment . .
= 20 - Revenue Funds |GAG) -
Mominal
Fund = g Covid Funding -
Dept Grouy, - i j -
faf P = B - Extended Schools {Unrestricted)
Uit EASC
ManRep = HN - High Needs |Restricted) -
caEgery E = NT = Mational Tutoring [Restricted) -
@ e Pupil remmium [Resticec) -
= BT - PTA [Restricted) -
Select All
= P ow PE &nd Sports Grant [Restricted) -
M = TR * Parental /Carer Contributions -
= UF -~ UIFSM -
1 Fund Totals
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Step ‘ Description

| 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

Description

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