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UF Budget Planner 

REPORTS 
This guide will cover how to use Reports to review and make corrections to the budget input before submitting a 

budget. 

Several Reports have been pre-built and are available for users to validate units’ data input during the All Funds Budget 

cycle.  

ACCESSING REPORTS 
To access the Reports, first click the W button. 

 

In the Navigation Menu, click Reports. 

 

Click Shared. 
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Inside each of these folders are the Reports.  

 

After clicking on a folder, you can save a copy of each Report to your personal folder to edit by clicking the three dots 

icon next to a Report and selecting Copy to Folder in the dropdown. 
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The folder Unit Shared Report Folder allows you to share Reports with other units/users. 

 

HOW TO USE REPORTS 
The following section will describe some key functions in using Reports. 

When you click on a Report, the window below will populate. The Level is defaulted to the one that you have access to. 

The elements shown here are parameters. You can change the selections based on your needs. 
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Click Show All Parameters and all elements that are set as parameters will appear. 

 

 

 

 

Click Run Report. The Report will run in a few seconds. It’s defaulted to run at rollup level. 

 

 

 

If you update the sheets, the Report will update when you click the refresh icon. 
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Saving a Report 

You can save a Report to your Personal folder by clicking Save button. 

 

The Save Report menu appears. By default, the name of the Report you are copying is populated in the Name field, but 

you can change it. You can enter an optional description, which will appear when you hover over the name of the 

Report. Specify the type of Report you are creating from the Default Option drop-down menu: HTML, PDF, or Excel. 

Finally, choose the folder in which to save the Report. Then click Save. 

 

Take a Snapshot 

A Snapshot Report is a static image of a Report that records information for a specific moment in time. You can save a 

Snapshot Matrix Report in HTML, Excel, and PDF formats. 

Click the Snapshot icon in the top left corner. 
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The Create Snapshot menu appears. The process to save a Snapshot is the same as saving a Report to personal folder 

(see above). By clicking Create, a snapshot is created and saved in the folder the user picked. 

 

 

Downloading a Report 

By clicking on the arrow next to the download button you can download the Report you are viewing as an Excel 

spreadsheet or a PDF. 
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Add Notes to a Report 

By clicking the Notes Icon on the top right corner, the user can add notes to the Report. 

 

The note will show at the bottom of the Report. 

 

 

TYPES OF REPORTS 
Under each folder are Reports with different functions. The following section will describe what the Reports in each 

folder do. 

AFB – Controls vs. Budgeted Reports 

There are two Reports in the AFB-Control vs. Budgeted Reports folder. By running these two Reports, the college budget 

officer will get real-time information regarding the variance between budgeted amount and control amount. 

 

Control vs. Budgeted Variance by Fund 

This Report shows the variance at detailed fund level. 
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Drilling down 

Click the blue triangle icon in front of “Business Administration (Rollup)”. 

 

The Report will give you low level details from two-digit level to eight-digit level. 

 

Click the Expense link in the Accounts column to open a dropdown menu. This will allow you to drill into the details. 

Select Accounts from the dropdown. 
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As an example, when you click Accounts, detailed expense information will appear like in the screenshot below. 

 

 

Click the Return to Undrilled Report icon in the top right corner to return to the Report page. 

 

 

 

Control vs Budgeted Variance by Level 

This Report shows the variance by level. 
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Drilling down 

Click the blue triangle icon in front of Business Administration (Rollup) to drill down to lower-level details. 

 

 

From the parameter Fund drop down menu, you can select the specific fund to get more detailed information. 
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Click any Level and select Account from the populated window. 

 

 

The detailed expense information will show up for the level you selected. Below are the details for level 17010100. 
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AFB – Operating Budget Reports 

 

All-Funds Model 

This Report is under development. 

Budget vs Actual – YTD 

By running this Report, you will get real-time information regarding the variance between actual and budgeted 

operating expenses. The Report is designed to run at 8-digit level. 

All parameters will prompt before viewing the Report. You can select your parameters from the drop-down menus. Then 

click Run Report. 

 

 



   

 
Training and Organizational Development                                                                                                                     4/7/2022 
UF Human Resources                                                                                                                                                          Page 13 of 25 

UF Budget Planner 

Once the Report has run, you can drill down to details by selecting different elements.  

 

For example, if you want to know where the $112 expense comes from for fund 801, just click Expense and select 

Accounts from populated window. 

 

Detailed information will populate. 
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Operating Budget Summary Report 

The summary Report shows income, operating revenue, expense, non-operating expense, etc. at a high level (4-digit 

level) and gives you a quick review of net income.  

Note: SOF (Uncategorized) in Column SOF of the Report means that any SOF is left blank on Sheets. It’s created by 

system automatically. You can treat it as blank. 

 

 

By clicking any accounts in the Accounts column, you can drill down to get more details. When you drill down the 

Expense by Accounts, the details will appear. Let’s take 1701 as an example. When you drill down the Expense by 

Accounts, the details will show as below. However, the amount shown for each account includes both earnings and 

fringes.   
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If you drill down 611110 by Account again, the actual details will show up. This occurs because the fringe accounts are 
linked to earnings accounts. 

 

 

Operating Budget Detail Report - by All CFS 

Operating Budget Detail Report – by Fund and SOF 

Both Reports give more detailed Information. The “by All CFS” Report shows the detailed ChartFields. Dept Flex 

(Uncategorized) and Project (Uncategorized) means Dept Flex and Project are left blank on sheets. 

 

The “by Fund and SOF” Report shows details for funds and SOF. 
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AFB - Comp Reports (Ignore the 2nd one. It is an example of saving a report as an excel file.) 

 

 

Employee Distribution % and Salary - This report shows an employee’s distribution and salary at the college level and 

university level. 

The Levels column indicates the paying department. The Department column indicates home department. The Annual 

Cost Distribution column shows the distribution at the department level and the University Cost Distribution column 

shows the distribution at the university level. The Annual Salary is calculated based on the distribution percentages at 

department level. 

 

 For employees with cross unit distribution, the budget officer of the home department can use this report to check if 

the employee’s distribution is 100%.  

Let’s take the first employee from the above screenshot as an example. The distribution at department level 17010100 

is 32.07% but he has an additional 67.93% at department 17060100. The total is 100%. When the budget officer goes to 

the comp sheet and selects Business Administration as levels, the officer will see these details: 

 

The employee has an additional 10% from College of Medicine. 
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Here is another example. The employee’s distribution is 90% from the College of Dentistry. The budget officer from the 

College of Dentistry can only see 90% in the comp sheet. 

 

The budget officer of College of Dentistry cannot see the 10% from the College of Medicine, but the Final University Cost 

Distribution shows as 100% when the report is run. That means the employee’s distribution percentage is correct. 

The budget officer of the home department should communicate with other paying units if you find that an employee’s 

distribution is not 100%, assuming the employee has cross-unit distributions. 

The budget officer can also drill down to the specific sheet by clicking the salary in the Annual Salary column.  

 

The Explore Cell menu will appear. Click Comp Model. 
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The comp sheet will appear. 

 

Total Comp by GL – Current Year 

This report shows detailed compensation information at GL accounts level. 

 

The user can drill down to more detailed information by clicking the accounts. 
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For example, when the report is drilled down to Level by account 611110-Faculty-Earnings, the details below will 

populate. It consists of two parts-Comp Sheet and Pooled Comp Sheet. 

 

The levels shown here is the paying department. Click any number in the report. 

 

 

The Explore Cell menu will appear. Click Comp Model. 

 

 

 

 



   

 
Training and Organizational Development                                                                                                                     4/7/2022 
UF Human Resources                                                                                                                                                          Page 20 of 25 

UF Budget Planner 

The Comp sheet will appear. 

 

 

AFB – Validation Reports 

It is required that the budget officers run these Reports to review their data and make corrections before submitting 

budgets.  

 

 

Budgeted at Parent Level Review 

It is required to enter data at 8-digit level on all sheets. This Report will give you a list of any data entered at parent 

level. The Report below shows that there is data entered at parent level. The Accounts column shows where the data is 

entered. If you were to dig into the Comp Sheet at this level, you can see detailed information and make changes. 
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You could also click the number in the report. 

 

The Explore Cell page will appear. Since account 440400 is a revenue account, click the first link Rev.Amount. 

 

A new Explore Cell page will appear. Click Revenue. 
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The Revenue Sheet will appear. 

 

If the report looks like one of the following two screenshots below, that means there is no error. 

 

Or 

 

Employees Distribution Not 100% 

This Report lists all the employees whose total cost distribution is not equal to 100%. For example, the cost distribution 

for employee #12345678 is 134.69%. The budget officer can go to Comp Sheet to check. The department shown is the 

employee’s home department. 

 

 

 



   

 
Training and Organizational Development                                                                                                                     4/7/2022 
UF Human Resources                                                                                                                                                          Page 23 of 25 

UF Budget Planner 

When the budget officers go to the comp sheet and search by employee ID, the information below will show up. Then 

they can make necessary changes.  

 

This Report also works for cross-unit distribution. The distribution percentage in the Reports shows the total of the 

distribution percentage cross-colleges. If any employee from your unit is not equal to 100%, the home department can 

communicate with other paying departments and make changes. 

 

Missing SOF Review 

SOF is required for fund 158, 171, 175, 201, 209, 213, 214, 275, & 920. This Report will list the data that is missing SOF. 

 

From the accounts shown in the Report, the budget officer can see where the input comes from and then go to the 

sheets to make updates. For example, 611310 Faculty – Addl Pay would come from either Comp sheet or Pooled Comp 

Sheet. The budgeted amount of $1M indicates that it should come from Pooled Comp sheet. 

Go to the Pooled Comp Sheet and select the right level. The budget officer will see the SOF is missing for fund 171. 
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There is another way to drill down to the sheets that the expense comes from. Click the amount 1,000,000.

 

The page below will populate. It shows all the links that the account is linked to. Click PooledComp.Annual_Amount. 

 

Then click Pooled Comp Sheet. It will take you to the sheet. You can make updates there. 
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FOR ADDITIONAL ASSISTANCE 
Technical Issues 
The UF Computing Help Desk 
352-392-HELP 
helpdesk.ufl.edu 
 

Policies and Directives 
The University Budget Office 
352-392-2402 
University Budget Office 
 

 

http://helpdesk.ufl.edu/
https://cfo.ufl.edu/administrative-units/financial-analysis-and-budget/budget-office/
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