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Budget Reporting Overview

There are 3 main reports you likely need to manage your budgets (4 if you use activity codes):

1. Budget-to-Actual Reports
2. Fund Balance Reports (if you manage funds in addition to the College’s general operating allocation in fund 10000).
3. Transaction Reports (to see line item detail of what was spent or what revenues came in)
4. Activity Reports (only for those departments using activity code reporting)

You need to log into the Ole Information System and then go to “Financial Reporting” to see all of the Financial Reports
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A – Use to see transactions charged against your budget
B – Use if need prepaid exp/deferred rev transactions
C – Look up transactions by vendor or expense report
D – PLT report to see 1 page summary of each division
E – PLT member report to see 1 page summary of each dept
F – Shows activity code summaries within your cost center
G – Shows all Fund, Cost Center, Account and Activity #’s
H – Shows cost center managers (budget & approvals)
I – Your student workers - how much spent/left on work award

J – Look up fund balance of 1 fund
Notes: this report is by fiscal year, not period – e.g., 2025; and you 
need to use magnifying glass to search for fund on next screen 
using an asterisk before and after the fund #

K – Shows all college funds and balances
Note:  only use for this is if you can’t find your fund and want to 
search for it.  Need to hit “expand all” to show all funds.

L – Report with all funds/balances for specific dept
Notes: excludes funds that are general use for the department 
that are already added to the operating budget in fund 10000.  
Cannot enter a future period, or will show 0’s.  Need to hit 
“expand all” button to see the lines of each fund.

TYPES OF FINANCIAL/BUDGET REPORTS (highlighted reports are the main reports budget managers should typically focus 

on)

M – Budget-to-Actual report - single cost center
Best report for areas that manage small # of cost centers.  College operating 
allocation/fund 10000 only – this is what we hold you accountable for in the 
budget. You can typically just type in your cost center in the prompts, but if 
that errors out, you can search for it by clicking on the magnifying glass and 
searching for it on the next page.

N – Budget-to Actual report - single cost center – ALL FUNDS
Includes restricted fund revenues/expenditures.  Might use this if you have to 

fill out an external report that asks how much you spent on a department, 
including restricted funds and gifts.

O – Budget-to-Actual reports by dept–multiple cost centers.
Best report for areas with lots of cost centers – has a drop down that shows 
each cost center individually.  Also has summary pages (C-XXX) that  
summarizes the cost centers before it.  The last page summarizes the entire 
department.



Running a
Budget to Actual Report –
Single Cost Center 

NOTE:  You can usually just type your cost center into the box on the first prompt screen above, but there are a few cost centers that are also used as an activity code that will 
give you an error.  If so, you can select your cost center by using the magnifying glass to search for it, using the steps below.

1. Hit magnifying glass on prompt screen
2. On next screen, type cost center in search bar and hit binoculars button
3. Select cost center on left and say “OK”
4. Select again on right and say “OK”
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Running a Budget to Actual Report by Dept 
(Multiple Cost Centers) 

Can export to excel here

Can expand to see a line 
for each account here

Can see each cost center here 
(if exported to excel, it will 
create a tab for each of these).  
CXXXX are summaries of the 
cost centers before it.  The last 
CXXX summarizes all of the cost 
centers in the report (entire 
dept summary).

1. Find your department under the “Budget-to-Actual Reports – By Department
2. Enter the period (e.g. Apr-25) and hit “OK”.  It is case sensitive – First 3 letters of the 

month, with the first letter of the month capitalized, then dash, then last 2 digits of 
Calendar Year
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Note:  You 
cannot run a 
future period!  
Run report by
month, not year



How to Read your Budget-to-Actual Report

X
Y

Z

X = Total budgeted amount of non-comp.  Includes both the college allocation + annual fund or other restricted funds automatically added to the dept’s budget

Y = Amount of annual fund or other restricted funds being transferred in to fund part of the above budget – already included in the X/Green line above.

Z = Amount of the non-comp budget funded by the college’s general operating fund 10000

Compensation Notes:
• Only need to monitor “other” 

and “student” wages.  Finance 
Office oversees 
faculty/staff/benefit lines.

• Student work - Can expand 
student work line to see 
breakdown of academic year 
and summer.  Note for 
academic year student work -
need to add all 
federal/state/college actual 
lines together to see total 
academic year spend (all 
budget is in 53000, but actuals 
are in various lines that all 
count against the budget!).

Can export to excel here

Can expand to see a line for each 
account here (or collapse again if 
expanded)

Since this report 
was ran for April 

2025, this column 
shows how much 

was spent last 
fiscal year through 

April 2024

This column shows 
how much was 

spent the entire 
last fiscal year.



This report goes by fiscal year (e.g., 2025)

Unfortunately, you cannot type the fund in 
on this prompt screen.  Use the magnifying 
glass to search for the fund number.

To search, it works best to put an asterisk 
before and after the fund you are searching 
for.  E.g. *48040*   

Then hit the binoculars to find the fund

You’ll need to select the fund on the left and 
click “OK”.

It will then pull the fund to the right and you 
need to select again and click “OK” again.

It will bring you back to the first screen with 
the fund populated, and then you can click 
“OK” to run.

Running a Fund Balance Report – Single Fund

Note Asterisk before and after 
fund to search for it, and then hit 

the binoculars button



How to Read the
Fund Balance Report – Single Fund

Amount remaining to spend this fiscal year after 

accounting for remaining endowment earnings 

(negative = money available; positive = overspent.)

Current Balance in Oracle (negative = money 

available; positive = overspent.)

Typically focus on the actual column.  The very last 
number (circled amount for “ending balance with 
remaining endowment allocation”) is the remaining 
amount available to spend for the fiscal year.

Budget column can be helpful to assess if there 
might be other remaining expenses committed for 
the rest of the year.  In this example, there are wages 
charged to the fund, so it is likely there will be 
$27,965 more wages charged to the fund for 
remainder of the year, so the full $33,111.05 might 
need to be reduced by that.  There is also a $14,500 
transfer budgeted from this fund.  If that transfer 
happens, that will also reduce the balance available 
for the year.  

Unused funds roll forward to the following year.  

Note:  The endowment 

remaining amount is 

calculated based on the 

budgeted endowment 

earnings, less what has 

already been allocated 

for the year.  If more 

gifts have come into the 

endowed fund during 

the year, the amount 

available to spend could 

potentially be higher 

than shown on the 

report.



How to Run and Read the 
Fund Balance Report by Dept

The last column is the amount you have remaining to spend this fiscal year.  Note:  This report excludes funds that are general use 
for the department that are already added to the operating budget in fund 10000.  This report is focused on funds for specific uses 
that the department should be managing outside of their general budget.

1. Find your department under the “Fund Balance Report by Department
2. Enter the period (e.g. Apr-25).  It is case sensitive – First 3 letters of the month, with 

the first letter of the month capitalized, then dash, then last 2 digits of Calendar 
Year. NOTE – YOU CANNOT ENTER A FUTURE PERIOD OR IT WILL SHOW ZEROS!

Can export to 
excel here

Need to 
either 
“expand all” 
or hit arrow 
to expand 
and show all 
of the funds.  

Amount remaining to 

spend this fiscal year 

after accounting for 

remaining endowment 

earnings (negative = 

money available; 

positive = overspent.)

Current Balance 

in Oracle 

(negative = 

money 

available; 

positive = 

overspent.)



How to Run a 
Transaction Detail Report

1. Select the “Budget and Transaction Details – Revenue and Expense Accounts Report
2. Select the year (or period, if preferred)
3. Select any of the criteria you want to see. You can select all of the criteria, or just one if you want to 

see multiple accounts, etc.  For example, you could select only a certain fund if you want to see all 
transactions charged to a fund.  You could select just one cost center and see all transactions within 
that cost center.  You can select just an activity to see all things charged to an activity code that 
might be in multiple funds or cost centers.  You can select multiple cost centers if you want to run a 
few on the same report.  

4. Hit “Apply”
5. It will automatically export the transactions to excel.
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BUDGET CONTACTS

Academic/Provost Division Budgets:  
Tami Hulburt
hulbur1@stolaf.edu
507-786-3876

Administrative Budgets:  
Angie Mathews
Mathews@stolaf.edu
507-786-3231
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