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Run a Summary Expenditure Status Report for specific projects: 
 
Use this option to generate a report that includes the following information for the expenditure ledgers selected summarized by fund and function.   

Budgets, Period Expenditures, Encumbrances Outstanding, Year-to-Date Expenditures, Available Balances, and Percentage of Budgets spent year to 
date. 
 

To access the screen for entering selection criteria, select  
Reports > Fund Accounting > Financial Statements > Expenditure Status Reports > Summary Exp Status Report 

 
 

 
 
 
 
 
 
 
 
 
 



HOW TO RUN A SUMMARY EXPENDITURE REPORT BY PROJECT 
 

h:\finance\accounting\sop - standard operating procedures\fp run a summary expenditure status report for specific projects.docx Page 2 
 

 
Select Year and Period 
Click OK 
 
 
 
 
 
 

FUND – Enter the Fund needed 

ED SPAN-Enter the Ed Span needed 
PROJECT – Enter the Project needed 

Year-Select Year needed  
Period – Select Period needed 

Notes: 

In this example the following was entered in the fields: 
 
FUND: 1994   
ED SPAN: C 
PROJECT: 01 
 
Account: Blank 
 

Period:  Select the ending period.   
Period  – Date Range 

1   -  September 
2 - October 
3   - November 
4    - December 
5    - January 
6    - February 
7    - March 
8    - April 
9    - May 
10  - June 
11  - July 
12  - August 
13  - 08/1/YY – 08/31/YY (adjustments) 
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ENCUMBRANCES OUTSTANDING = PURCHASE 
ORDERS THAT HAVE NOT BEEN PAID 

YTD/BUD = % of Budget Spent 

A 
 

B C E D 

A – Budget – Is the Current budget. 
B – Period Expenditures – Total Expenditures for the 

period. 
C – Encumbrances Outstanding – Open/Unpaid Purchase 

Orders. 
D – Year to Date Exp – Year to Date total expenditures as of 

the date the report is generated. 
E – Available Balance – Remaining budget balance.  The 

Available Balance is the sum of: 
Budget – A 

Less:   Encumbrances Outstanding – C 
Less:   Year to Date Expenditures - D      
 =       Available Balance - E     

F – YTD/BUD - % of Budget Spent as of the date the report 
 is generated.  

F 


