
1.​ Pull the Budget Availability (Operating Ledger) report from Report Central. Be sure to select 
your organization, select Fund Type = 11-General Fund and change “Display Budget Pool 
Accounts” to YES. 

 

 
 

2.​ Using the data on the “OL Balances” tab in your excel file, select all the data in columns A-R 
and select the “insert” tab at the top. Select the “PivotTable” icon. 



 
 

3.​ Select “ok” on the box that pops-up. This will create a new tab in your excel workbook. 

 
 

4.​ To start your pivot table, move the field called “Fund” to the “Rows” area by clicking and 
dragging.  



 
 

5.​ Next, add BudgetPoolAccount to the “Rows” area, under “Fund” 

 
 

6.​ To build a budget report, select the fields listed below and move them to the “Values” box.  
a.​ Adjusted Budget 
b.​ Year to Date Activity 
c.​ Encumbrances 
d.​ Available Balance 



 
 
 
This is what the raw data will look like. 

 
 
 

7.​ You can format the numbers in the PivotTable by highlighting columns B-E and going to the 
Home tab to select the number format you prefer. 



 
 

8.​ Use column E to clean up your funds via the FTR. 

 
9.​  

 
 
FTR Example for fund 101001 (see Budget FTR Rules on the Budget Office Resources page): 



 
 
 
 
 

*Revision Type: Temporary

*General/Non-General

Fund:

General

Transaction Type Info

Increase Expense Budget

Position # *Index/Fund *Account Description

/ Decrease Revenue

Budget

Decrease Expense

Budget/ Increase

Revenue Budget

Π New/Abolish 101001 925000 Clean up $ 9,348.00 $ 0.00

SBTI CHHS MSN Domestic Travel Pool

New/Abolish 101001 928000 Clean up $ 18,510.00 $ 0.00

SBTI CHHS MSN Other Purchased Services

☐ New/Abolish 101001 940000 Clean up $ 5,861.00 $ 0.00 X

SBTI CHHS MSN Office Equipment Pool

Π New/Abolish 101001 951000 Clean up $ 155.00 $ 0.00 X

SBTI CHHS MSN Other Admin Expenses Pc

☐ New/Abolish 101001 930000 Clean up $ 0.00 $ 33,874.00 ☑

SBTI CHHS MSN Supplies Pool

Hash Total: $ 67,748.00 Net Total: $ 0.00


