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GMS Actual Expenditure Enquiry Report Excel 
Version (UFS) 

This report provides an Excel listing of expenditures based on the entered parameters.  
There are columns to indicate the purchase order and invoice number relating to that 
expenditure if applicable.  It produces three worksheets of data. 

Used for  Checking the expenditures posted to a project.  

Responsibility: GM Grants Administrator  
Navigate: Requests   Run   OK 

Report parameters 

1. Click in the list of values for the Name field and select GMS: Actual Expenditure 
Enquiry Report – Excel Versions (UFS).  This will display the parameter fields for you 
to enter accordingly. 

 

2. Click OK and then click Submit.  This displays your Requests screen where you will 
need to click on Refresh Data to update the Phase and Status fields. 

3. Once Completed click on View Output. 
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Opening in Excel 

Internet Explorer Firefox 

You must click on Save or Save as.  Do 
NOT click on Open at this point as this can 
cause the pivot tables in Excel not to 
calculate correctly. 

Click on Open With ensuring the field 
populates with Microsoft Excel (default). 

  

Once download is complete, click on Open. 
An example report output is shown below. 

 

Click OK 

NB: Refer to guidance for ‘Converting a report to the latest excel format’ if you are using 
excel version 2003-2007 (Award Status section).  This will make the file significantly smaller 
once converted to xlsx. 

Example report output  

Tab 1: Report information 
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Tab 2: Project 

 

Tab 3: Expenditure 

 

 

 


