
A Comparison of Actual Rev and 
Exp to Budget V.3



HOW TO RUN A COMPARISON OF 
ACTUAL REV AND EXP TO BUDGET V.3

Logging in to CentralSquare 
> Key in your username impcld\*****
> Key in your password

When logging in to CentralSquare 
please note that you have to key in the 
domain followed by your CentralSquare 
assigned username.  The domain is:

impcld\*****

On your Workspaces, under A Standard 
User, click on Reports.

Running A Comparison of Actual Rev 
and Exp to Budget V.3
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A COMPARISON OF ACTUAL REV AND EXP TO BUDGET V.3

1  On the Monthly Reports tab, click on A Comparison of Actual Rev and Exp to Budget V.3



A COMPARISON OF ACTUAL REV AND EXP TO BUDGET V.3

1  A new window for Central Square will come up.



A COMPARISON OF ACTUAL REV AND 
EXP TO BUDGET V.3

Enter the org key (only org keys that you have 
security for)
Enter the object code
Enter the start date 
Enter the Report date (the last date that you 
want the report to be run exp: 9/30/23)
Click Submit

If you don’t enter any criteria in the boxes, the 
report will take a long time to complete so 
make sure you enter criteria before you click 
submit. 
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A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

Once you click submit, the box will start 
letting you know that the report is 
running.
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A COMPARISON OF ACTUAL REV AND EXP TO 
BUDGET V.3

The Comparison of Actual to Budget Report 



A COMPARISON OF ACTUAL 
REV AND EXP TO BUDGET V.3

 In the upper left-hand corner of the screen 
this is a plus and minus button. The plus 
button is to make the report bigger, and 
the minus button is to make the report 
smaller. 

 1. The Adopted Budget column is the 
Proposed Budget that is done at the 
beginning of the fiscal year. This is based 
off what the department enters in 
Questica. 

 2. The Budget Adjust column is where the 
TOAs and Bars are reflected. 

 3. The Prior Encum column is where the PYs 
are reflected that the department asked 
for at the end of the fiscal year.

 4. The Adjusted Budget column is the 
Approved Budget. This total includes the 
adopted budget, budget adjust, prior 
encum and any immediate amendments 
that the department has during the time 
between the beginning of the fiscal year 
and the approved budget by the Board.

 5. The YTD Actual column is the Year-To-
Date total of all the org. keys transactions.

 6. The MTD Actual column is the Month to 
Date total of all the org. keys transaction.

 7. The Current Encum column includes all 
the POs and PYs for that fiscal year.

 8. The Adj Bud vs. YTD Act + Enc Fav 
(Unfav) column is the total of all the 
columns on the report. This amount reflects 
the remaining balance that the org. key 
and object code has left to use.



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3  The columns where the “hand” 

appears when the curser is over the 
amounts gives you the ability to click on 
the amount and a new report, in a new 
window will come up. 

 The columns that can be drilled down 
on are:

 The Adopted Budget

 The Budget Adjust

 The Adjusted Budget

 YTD Actual

 MTD Actual

 Current Encum

 



A COMPARISON OF ACTUAL REV AND 
EXP TO BUDGET V.3

ADOPTED BUDGET COLUMN

 When you drill down on the Adopted 
Budget column, the report below is what 
will generate. This is just an informational 
report. There is nothing else that can be 
drilled down on.



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

BUDGET ADJUST COLUMN

 When you hover over the Budget 
Adjust, a “hand’ appears, and the 
below report will be created in another 
window. You can view the backup to 
ONLY the TOAs and BARs in this report. 
Hover over the TOA or BAR, and once 
the “hand” appears, click on TOA or 
BAR number. A box will pop up.

Continue to the next slide.



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

BUDGET ADJUST COLUMN

When this box pops up, click on the name 
of the attachment.

        The attachment should appear.

There is a menu button on the upper left-
hand side of the attachment that allows 
you to view how many pages the 
attachment has.

You can click on each page to view the 
page. 



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

BUDGET ADJUST COLUMN

You can either save or print the 
attachment. 

To save the attachment click on the down 
arrow with a line button and to print the 
attachment click on the printer button.



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

PRIOR ENCUM AND ADJUST BUDGET COLUMN  1. The Prior Encum column can not be 
drilled down on. It is just for 
informational purpose and the amounts 
are part of the Adjusted Budget. This 
amount is part of the PY encumbrance 
for last fiscal year.

 2. The Adjusted Budget column is the 
Approved Budget. This total includes 
the adopted budget, budget adjust, 
prior encum and any immediate 
amendments that the department has 
during the time between the beginning 
of the fiscal year and the approved 
budget by the Board. 

 This report can be drilled down. Hover 
over the account and once the “hand’ 
appears, click on the amount. This 
report will be created in another 
window. The report is an informational 
report and can not be drilled down on.  

1.

2.



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

YTD COLUMN 1. The YTD Column can be drilled down 
on. Hover over the account and when 
the “hand” appears, click on the 
account.

2. A box will pop up, click on the word 
OLD. 

3. A new window will produce a Detail 
Transaction Report. Hover over the 
Reference column to be able to view 
attachments. Click on the reference 
that you want to view. 

4. A box will pop up. Click on the 
attachment number. 

Continue to the next slide
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A COMPARISON OF ACTUAL 
REV AND EXP TO BUDGET V.3

YTD COLUMN
 The attachment will come up.

 Click the three lines in the upper left-
hand side of the attachment to view 
the pages of the attachment.

 To save the attachment click on the 
down arrow with a line button and to 
print the attachment click on the 
printer button.



A COMPARISON OF ACTUAL 
REV AND EXP TO BUDGET V.3

MTD COLUMN
1. The MTD Column can be drilled down 

on. Hover over the account and when 
the “hand” appears, click on the 
account.

2. A box will pop up, click on the word 
OLD. 

3. A new window will produce a Detail 
Transaction Report. Hover over the 
Reference column to be able to view 
attachments. Click on the reference 
that you want to view. 

4. A box will pop up. Click on the 
attachment number. 

Continue to the next slide
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A COMPARISON OF ACTUAL 
REV AND EXP TO BUDGET V.3

MTD COLUMN
 The attachment will come up.

 Click the three lines in the upper left-
hand side of the attachment to view 
the pages of the attachment.

 To save the attachment click on the 
down arrow with a line button and to 
print the attachment click on the 
printer button.



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

CURRENT ENCUM COLUMN

  The Current Encum column includes all 
the POs and PYs for that fiscal year.

 Hover over the current encumbrance. 
Once the “hand” comes up, click on 
the current encumbrance.

 A new window with produce this report. 
This report shows all the open POs for 
that fiscal year.  



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

ADJ BUD vs. YTD ACT + ENC FAV (UNFAV)  The Adj Bud vs. YTD Act + Enc Fav 
(Unfav) column is the total of all the 
columns on the report. This amount 
reflects the remaining balance that the 
org. key and object code has left to 
use.

 This column does not drill down, or no 
attachment are attached in this 
column.



A COMPARISON OF ACTUAL REV AND EXP TO BUDGET V.3

1

 Once the report is finished running, the CDD report will appear. 

 To print or save the report, click on the PDF picture.



A COMPARISON OF ACTUAL REV AND EXP TO BUDGET V.3

A new window in Central Square will come up.

On the far, upper right-hand corner of the screen, there is a download button and a print 
button. 



A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3

To save the report, click on the 
download button. A save as box comes 
up. Save the report to wherever you 
want to save it too. Change the file 
name to whatever you want the report 
named as.

  Click save.
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A COMPARISON OF ACTUAL REV 
AND EXP TO BUDGET V.3 To print the report, click on the printer 

button. A print box will come up. Click 
on the down arrow next the destination 
box. Find the printer that you want to 
use and click on it. 

  Click Print.

2
Once the report is either saved or printed, exit out of the 
all the windows that have A Comparison of Actual Rev 
and Exp to Budget V.3 Report as the name of the 
window. You can leave the window open where you 
enter in the criteria, if you want to run more than one 
report.
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