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Overview 
This quick reference guide will show you how to view your Carleton 
Student Account Budget vs Actual report in Workday in order to 
monitor activity for your assigned account 

 

VIEW A BUDGET VS. ACTUAL REPORT 

1. From Search, enter Agency & CSA Budget vs Actual.  
Consider saving this report in your Shortcuts Menu. 

2. Enter selections for the fields listed below: 

● Budget Structure: auto-populates Carleton Student 
Association (CSA) Budget 

● Amount Type: auto-populates Activity 
● Period: select Current Period or select a fiscal year from 

All Periods, then select a month (Tip: select June to view 
all months or if you plan to save this filter) 

● Agency: populate this field in one of three ways: 
▪ Type in the name of your CSA 
▪ Select from the list 
▪ Leave blank to view all CSA organizations 

assigned to you 
● Ledger Account / Revenue Category / Spend Category 

are optional fields 
● Always check the box to include Compensation 
● Always check the box to include Student Employment 

3. Name a report filter to return to this combination of prompts 
again. Click Save.  Note that prompts, including Period, can be 
updated when you return the report 

4. When finished, click OK to view the report 
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RESULT 
1. The left half of the report includes details about your account 

and transactions: 

● Fund 

● Cost Center 

● Agency (your CSA organization) 

● Encumbrance (external commitment) 

● Ledger Account, Spend Category, and Revenue 
Category (sources and uses of dollars) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

2. The right half of the report provides columns for: 

● Budget 

● Actual 

● Pre-encumbrance (internal commitment) 

● Encumbrance (external commitment) 

● Total = Actual + Pre-Encumbrance + Encumbrance 

● Available = Budget minus Total; this is the amount 
available to spend. 
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DETAILS 

Drill through Detail transaction information is available for each 
number in blue font. Details include a list of transactions, ability to 
create a matrix of results, and access to source documentation.  

To view details either click on a number, or hover over an amount 
and click on the arrow that appears to the right of the number. A 
pop-up window will open: 

 

 

Create a matrix of results by selecting from the available fields in 
these menus at the top of the pop-up window:

 
 

 

 

 

Source documentation is available by clicking on the related action 
(3-dot orange oval) of the magnifying glass in the Journal column. A 
pop-up window will open. Right click on the Operational Transaction 
title to view further options: 

 

 
 


