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Session Objectives

• How to Access BudgetPak Advanced Reporting Menu

• Benefits of Running:
Year-Over-Year Reports
Quarterly Reports
Monthly Reports
Year-to-Date Reports

• Saving Reports, Formatting, and Adding Notes 



Section I: How to Access BudgetPak
Advanced Reporting Menu



Advanced Reporting Menu



Advanced Reporting Menu



Section II: Benefits of Running 
Year-over-Year Reports 



Year-over-Year: The method of evaluating activity by comparing the financial 
information from an entire fiscal year with a prior fiscal year.

Benefits:

Year Over Year Trend Analysis
Performance Evaluation 
Identify Discrepancies 
Decision Making 

Year-over-Year Reports



Year-over-Year Reports

Select the Following:

‐ Date Range

‐ Version

‐ Unit(s)



Year-over-Year Report



Filtering Data

Hiding Unwanted Rows/Columns 

Adding Rows/Columns 

General Formatting 

Formatting and Adding Notes



Formatted Year-over-Year Report



Section III: Saving & Retrieving Reports  



Saving Reports Parameters



Retrieving Report Parameters



Section IV: The Benefits of Running 
Quarterly Reports 



Quarterly Report: The method of evaluating activity by comparing the 
financial information from one quarter vs other quarters in the same year or 
same quarter prior year.

Benefits:

Quarterly Trend Analysis
Performance Evaluation  
Identify Discrepancies 
Decision Making 

Quarterly Reports



Quarterly Reports

Select the Following:

‐ Date Range

‐ Version

‐ Unit(s)



Quarterly Report 



Section V: Benefits of Running 
Monthly Reports 



Monthly: The method of evaluating activity by comparing the financial 
information from one month vs other months in the same year or the same 
month in a prior year.

Benefits:

Monthly Trend Analysis
Performance Evaluation  
Identify Discrepancies 
Decision Making 

Monthly Reports



Monthly Reports 

Select the Following:

‐ Date Range

‐ Version

‐ Unit(s)



Month-to-Month Report  



Section VI: Benefits of Running 
Year-to-Date Reports 



Year-to-Date: The method of evaluating activity by reviewing financial 
information from the first day of the fiscal year to the current day.

Benefits:

Snapshot of Current Budget Status
Identifying Remaining Budgetary Needs
Identify Discrepancies 
Decision Making 

Year-to-Date-Reports 



Year to Date Reports

Select the Following:

‐ Date Range

‐ Version

‐ Unit(s)



Year to Date Report



Questions  



Thank You!  


