
 

 

 
 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bryn MMawr College: Budget Sum mary Report (Financial Edge Income Sttatement) 

A Budgeet Summary (inccome statement) is a Financial Edge report thaat gives the totaal of all budgets and transactionns in account(s)) based on the 
departmment/project andd date filters seleected in the rep ort. 

A templatee Budget Reporrt is available byy navigating to: 
1. Reeports (select froom the far left lisst in gray) 
2. Finnancial Statemeents 
3. Inccome Statement 

To see all reports availabble in the systemm, make sure thaat 
the “Only sshow my reportts” checkbox at the bottom of thhe 
screen is uunchecked. 

From the llist of reports seelect “$Budget SSummary – 
TEMPLATTE.”  Double clicck on the report to open. 

If the repoort list is sorted aalphabetically b y report name, 
this reportt will appear neaar the top of thee list. You can 
resort the list by clicking aany of its headinngs (Name, 
Descriptioon, Date Createdd, Created By, eetc). 

The reportt will open on thhe first tab, “Genneral.” No 
changes nneed to be madee here. 

You should save the repoort as your own before making 
further chaanges. 

From the mmenu bar selec t File, Save As. Replace “$Budget SSummary – TEMMPLATE” with aa descriptive 
report namme that will helpp you identify this report at a later 
date. Clicck the “Save” buutton. 
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Bryn MMawr College: Budget Sum mary Report (Financial Edge Income Sttatement) 

Next, clickk on the “Filters”” tab. 

The seconnd tab, “Filters”, allows you to sselect the 
departmennt number and/oor the project nuumber. 

First, selecct the departmeent(s). The depaartment is the 
last filter li sted, so you wi ll have to scroll down to find it. 
To changee the departmennt, click on the ccurrently selecteed 
departmennt number (000001) in the “Seleccted Filters” 
column annd then click on the binocular iccon that appearss 
at the right end this field. 

1. In tthe right side taable, highlight thhe department inn 
thee right-side tablee and click the l eft-pointing 
arrrow(s) to remove it from the repport filter. 

2. Finnd the first depaartment you wannt to include as a 
filteer in your reportt, highlight it, annd click the single 
right-pointing arro w to move the ddepartment to thhe 
right-side table.  

3. Reepeat step 2 to cchoose more deepartments. If 
youu select more thhan one departmment, the 
ressulting report wi ll create a sepaarate report for 
eacch department. 

Note: if yoou click the doubble right-pointingg arrow, all 
departmennts will be seleccted as filters.  

When youu have the department(s) you wwant selected in 
the right-sside table, click tthe “OK” button . This takes yo u 
back to thee “Filters” tab. 
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Bryn MMawr College: Budget Sum mary Report (Financial Edge Income Sttatement) 

Next, seleect the project(s)). Without a prooject filter, the 
report will include all projeects budgeted oor used for the 
departmennt(s) selected. 

If you needd to run this repport for specific projects only: 
- Doouble-click the “PProjects” row off the filter tab 
- Chhange the drop ddown option in tthe “Include” 

collumn from “All” to “Selected.” ““Selected 
Proojects” window will appear. 

- Ennter project or prrojects to appeaar in the report 
- Click the “OK” buttton 

Next, clickk the “Columns” tab. 

The “Columns” tab sets pparameters for thhe columns thatt 
will be inclluded on the repport. The temp late is set to 
display sixx columns: Accoount Number, AAccount Code 
Descriptioon, Current Yearr Budget, Activitty YTD, Budget 
Balance, aand Budget %. 

Columns ffor Current Year Budget and Acctivity YTD are 
setup up wwith date parammeters that updaate automaticallyy. 
If at any timme you want to  alter these datees, double click
on the linee you want to chhange. When a new window 
appears, nnavigate to “Datte Range” tab and use the 
“Date” droopdown menu too select desired date 
parameterrs. Once the daate is set click thhe “OK” button. 

You can cchoose to tempoorarily hide a repport column by 
selecting tthe “Hide?” checck box for that pparticular colummn. 
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Bryn MMawr College: Budget Sum mary Report (Financial Edge Income Sttatement) 

Finally, clicck the “Format”” tab. 

Use the “HHeadings” sectioon to set a custoom title and 
subtitle forr your report. 

If you are preparing a repport for multiple projects in a 
departmennt, use the “Sortt” section to sett the “Print a 
separate sstatement for eaach” dropdown tto “Project.” 

No other eediting is neede d; the report is ready to run. 
Click the ““Preview” buttonn. 
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Bryn MMawr College: Budget Sum mary Report (Financial Edge Income Sttatement) 

Your report will appear in a new window .. You may prin tt 
or save thee prepared repoort. 

To print, cclick on the Printt icon . 

To save thhe report in Excel or PDF formaat, click the 

Export icoon . When thhe Export box aappears, use thee 
Format droop-down list to sselect either “Accrobat Format 
(PDF)” or “Excel 8.0 (XLSS)”. The Destinaation should be 
“Disk file”. Click “OK”. Thhe next box to aappear allows 
you to seleect the network folder to which you will save thhe 
file. 

Select thee specific locatioon where you woould like the file 
to be saveed, changing thee file name to soomething more 
descriptivee than the defauult export file naame. Click the 
“Save” buttton. 

Next stepss: 
You can uuse the “Favoritees” feature to saave a shortcut too 
your new rreport on your FFinancial Edge hhome page. 
From yourr report window menu bar selecct Favorites, Ad d 
to Favoritees. Use the “Crreate in” dropdoown list to selectt 
Home Pagges, General Leedger. 

Next time you open Finanncial Edge, you will be able to 
open this rreport from the home page. Beefore clicking the 
“Preview” button to run thhe report, you shhould review an d, 
if needed,  adjust the datee parameters onn the “Columns” 
tab. 

Review thee budget reportt to make sure that the expensees 
and revenues are on tracck for the year. If you need to 
see a detaailed report of exxpenses in any given account, 
use the Financial Edge QQuery tool. 
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