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Where to find office budget usage information 
Select the Reporting – Office Information tile.  

The screen displays a summary of your office’s budget 
usage. The budget consumption chart on the left side and the 
budget detailed breakdown summary on the right side. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Access budget reports 
1. Select the desired Fiscal Year tab from the top 

left hand corner. 

2. Select from the dropdown menu the budget you 
wish to view. 

 

 

 

 

 

 

 

 

This guide demonstrates how to: 

1. See an overview of your office’s budget usage for all capped budgets and remaining balances for a given fiscal year. 
2. Display and export/print budget reports. 

Note: The menu contain all budgets including those 
that an office may not have allocated to them. In these 
instances, navigating to a budget that the office does 
not have will result in a blank screen showing.  
 

Note: some reports such as the Electorate Support 
Budget (ESB) report contain more than one table 
(the ESB has 3 tables). Each table will need to be 
selected and exported individually for printing. 
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Export budget reports and print 
Budget reports can be exported to a Microsoft Excel file, 
or to other file types of your preference, and printed if 
required. 

1. Once you have followed the steps above, right click 
on the table you wish to export. 

2. Select Table Functions 

3. Select Export by right clicking on the table to 
export.  

4. Select both check boxes as shown below. 

5. Select ‘All’ in the Scope drop down as shown and 
click OK. 

6. The downloaded file will display on the left bottom 
of your screen. 

 


