
 
 

 

 

Adaptive Planning Job Aid – Annual Budget Build Reports 

The purpose of this job aid is to provide details on which budget reports to view details of the inputs into 
the sheets for the annual budget build (i.e. preparing the next fiscal year budget). Reports will show the 

combined information which has been input into the sheets. Reports are available in real time. 
Information input and saved into a sheet will automatically be available when running the selected 

reports. Reports are view only, any edits needed must be made in the Sheets. Additional information on 
editing Sheets can be found in the Budget Submission Job Aid. Requests for additional reports can be sent 

to the Budget Office, budget@ou.edu. 

 

Annual budget reports can be found by navigating to W→ Reports → Shared Reports → Norman Annual 
Budget Build 

                     

 

 

  



 
 

Available Annual Budget Build reports 

 

Balance Check – this report will be used to check the total EDGEN budget input to the sheets. For EDGEN 
funds, the total EDGEN budget must balance back to the target provided by the Budget Office. This 
report can be run for a specific Org or at a parent level for an entire college/unit.  

To run the report, select the Level (either parent or specific org) and ensure the fund is set to EDGEN. 
Then select the appropriate Time and Original Budget Version based on the fiscal year. 

 

After selecting ‘Run Report’, a user will be presented with the below screen showing the total EDGEN 
budget for the selected level.  

 

To see the orgs making up this total, the ‘+’ to the left of the level can be selected to expand the 
information showing the levels and orgs making up the total.  

 

(Continued on next page) 



 
 

 

While the EDGEN fund is the only fund the Budget Office will provide a specific target number, this 
report can be used to see the total budgets for other funds. To select another fund, select the dropdown 
box next to the Fund. 

  



 
 

Budget – By Function 

This report can be run for a specific Org, and will show by function the GL accounts budgeted to each 
Fund. 

 

 

Budget – By Org, Fund, Account 

This report provides the same information as the previous report, but shows the aggregate total for all 
functions. 

 

  



 
 

Budget by Source 

This report shows the total budget for a specific Source by function and GL account. If the Source is 
chosen at a parent level, this report will show all Orgs budgeted for the selected Source.  

 

 

Total Budget – By Fund and Function 

This report shows the total budgeted across all three sheets for a particular Org or level. This report does 
not provide detail of the GL account categories which have been budgeted.  

 

  



 
 

 

Detailed salary information can be viewed by pulling the below reports.  

 

Personnel by Org 

 

Then type in the Org to be pulled and select ‘apply’. Typing in only the first portion of the Org (for 
example, typing LCN, instead of LCN03001) will pull in all orgs under the LCN umbrella.  

 

 

 

The reports Salary Budget by Fund, Function and Salary Budgets will provide employee detail on the 
total budget by fund and function. Due to the sensitive nature of these reports, screenshots are not 
provided. Should you have any questions regarding these reports, please contact the Budget Office, 
budget@ou.edu.  
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