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Running the budget reports in UFS 

1. Navigate to Requests → Standard → Single Request → OK 

2. Click into the Name field and select from the list of values the report you would like to run. There are four versions of this report in UFS: 

• Budget Report – Comparing to Actual – Excel Version (UFS) 

• Budget Report – Comparing to Actual Summary (UFS) 

• Budget Report – Comparing to Actual (UFS)  - This is more detailed and provides transaction code descriptions and  subtotals  

• Comparing to Actual with Categories – Excel Version (UFS) 

3. Enter the parameters for your required report 

Parameter Option Result 

Period Name from/to range Enter dates 

Period From: Can be for any year but must always 
start with August. 
Period To: The user can specify an end month e.g. 
January or July – of the same financial year. 

Entity Segment Value U will default in 
U is for University of Cambridge and A is to be used if 
you are an Associated Body 

Dept. Segment Value Enter your department two letter ID code. For example ZZ for the department of Ecology   

Cost Centre 
Complete low and high fields with either a single, or 
range of, cost centres 

Lists in cost centre order 

Source of Funds 
Complete low and high fields with either a single, or 
range of, sources of funds 

Lists by cost centre and then by source of funds within 
the cost centre 

Budget  Should default to Plan. If not, ensure Plan is selected. 
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Example of a completed parameter screen for the Budget Report – Comparing to Actual – Excel Version (UFS). 

  

 

 

 

If using an Excel report, ensure to select ‘enable editing’ at the top of 
the screen, as the report does not display correctly if you just click 
Open. 

An example output is available on the next page. 

Click OK and then click on Submit. 

The Request screen displays, and you will need to click on Refresh Data every now 
and then until the Phase is Completed. Select View Output and the report will 
download if an Excel version was selected, or open in a browser window if a CUFS 
version was selelcted. 
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Two tabs will populate. 

The first shows Report Information: 

 

The second tab is the data.   
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Notes: 

Annual Budget: If there is 0.00 in the columns budgets have been loaded to cost centre level. 

Budget Month: The budget for the month the report is run for 

Actual Month: Transactions that have been entered in UFS for the month the report is run for 

Variance Month: Difference between the Budget Month and the Actual Month. 

Budget YTD: The budget for the year to date. ie. from the 1st August up to the end of the period the report has been run for. 

Actual YTD: Transactions that have been entered in UFS for the period the report covers. 

Variance YTD: The difference between the Annual Budget and the Actual YTD 

Information on Departmental deposits 

Each of these reports can be used to view details of departmental deposits and interest received. The transaction codes to look for are NBAA to see deposit 
interest, and SCBA to see monies on account. An example for NBAA is below. Note that as income is received into these accounts, the figures are negative 
and listed in red. 

 


