How to Read Your Budget-to-Actual Online Report
STEP 1: From the Budget Resources Web Portal, select your sub-unit to be able to compare your yearto-date spending with your annual budget. This will open an Excel spreadsheet online with your budget
and actual data by commodity category.

Not sure where your unit is located? Find its location here:
The following sections are Dean’s Office operating units:
1.

2.
3.
4.

The following sections are Dean’s Office supported units:

Business Affairs
• Facilities
o Safety
o Building Management
o Capital Projects
• Finance
• Human Resources
o Staff HR
o Academic Personnel
o Visa Office
Digital Technology (DGIT)
Educational Affairs
Immediate Offices
• Academic Affairs
• Diversity Affairs
• Dean’s Office Immediate
• Research Affairs

1.

2.

3.
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Interdisciplinary Programs
• Center for World Health
• Institute for Precision Health
Other Educational Programs
• Behavioral Wellness Center
• CME
• Donated Body
• MSTP
• MSTP Scholarship
• Postdoctoral Program
Research Infrastructure / Core Facility
• GMP
• Capital Equipment

STEP 2: To see the full report with ledger detail, select "Download" from the upper right-hand corner and download
the spreadsheet. When you open the spreadsheet, select “Don’t Update” if prompted.

STEP 3: On the front page of the budget-to-actual report, the date the report was last updated will be
listed in the left-hand corner. This report will be updated once a week.

STEP 4: Below the contact information, the budget-to-actual report is made of four tables. The first box
is actuals by unit/sub-unit, which shows your year-to-date actuals as of the date listed at the header of
the report.
On the left-hand side, the Sub-Units and Functional Areas are listed. These Functional Areas correspond
with your account/cost center FAU. Please ensure you are using the FAUs here.
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STEP 5: In the columns to the right of the Functional Area shows year-to-date actuals for payroll and
non-payroll by commodity. This shows how much you have spent so far this fiscal year in total payroll
(including benefits) and non-payroll by category.
For detail on what is included in any of the non-payroll categories, double click on the cell for which you
would like to see detail.

STEP 6: Double-clicking a non-payroll cell will open a new tab with General Ledger line item detail.

STEP 7: Moving down the spreadsheet, the second table “Forecasted Expenses” shows, given your
current rate of spending, how much you are estimated to spend by the end of the fiscal year at June
30th. The Grand Total box will highlight green if you are forecasted to spend below your budget; white if
you are forecast to be within 10% of your budget; red if you are forecast to be over-budget. The goal is
to keep the box green or white.
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STEP 8: Moving further down the spreadsheet, the third table shows approved budgets by Functional
Area. You can compare this to the first and second tables to see your run rate. This is to make you aware
of how much you are spending in each commodity compared to the approved budget. It is most
important to try to stay below your total budget target rather than by object category, without
sacrificing your ability to meet your sub-unit’s mission.

STEP 9: Finally, the fourth table will show the variance, or difference between, the second table and the
third table. This is to provide a quick snapshot of which areas are currently forecasted to spend over
budget, and which are forecasted to spend under budget.

If you have any questions, concerns, or would like to request additional details on this report, please
contact your Business Partner or reach out to the Dean’s Office Budget Team at
DeansOfficeBudget@mednet.ucla.edu.
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