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Detailed Reporting Information 

1. From the manager budgetary balance report (in cost center manager) 
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2. Click on the actual amount of any ledger account. 

Once you drill down on the amount, you will then see the following: 

 

3. The next step is to filter the data based on the criteria you want displayed. Since I was in the 
detail for the “other services” ledger account, I selected the criteria “ledger account” and 
“spend category as worktag”.   
 

4. Once you select your filters, click “refresh”. 

 

Once you hit “refresh” you get the view on the following page. 

 

 

 

This gives you total ledger account expenditures categorized by spend category. Now, you can click in 
any of the blue totals and you will be able to view the detail for that particular spend category. If you 
click the $31,244.29 total in the printing and bookbinding spend category, you get a report that displays 
the detailed transactions that comprise the total. 


