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REPORTS 
 

GENERAL REMINDERS:  
 

See the TeamBudget Basics handout for details on how to open a report. 
 

During the Department Requested phase, select “No” for the report 
parameter “Include Department Submit.” 
 

Position Reports only show costs that are generated by TeamBudget. If 
you have manually added costs for a position, you will not see the costs in 
the reports below (instead, use Exp/Rev Detail for Excel – Current State). 
 

 Position List – Use this report to verify that position information is correct 
and all positions to be included in the budget have been allocated. 

Shows every position that is in TeamBudget for the selected parameters, with 
information about whether – and where – the position is allocated in the 
department’s budget. 

 

1. From the Report Center, click “Run Report.” This will open a new screen or 
tab with parameters to select and may run the report for a default set of 
parameters.  
 

2. Adjust the parameters if desired and click “View Report.” 
 

 
 

Tip: Export the list to Excel and filter by the Position Allocations 
column to see just the non-allocated positions. Remember that any 
position not allocated is considered eliminated.  
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 Position Under/Over Allocation – Use this report to verify that all 
positions to be included in the budget are 100% allocated (no partial or extra 
allocations are allowed).  

Shows all positions allocated to program offers, and highlights positions with 
allocation over or under 100%.  
 

1. From the Report Center, click “Run Report.” This will open a new screen or 
tab with parameters to select and may run the report for a default set of 
parameters.  

 

2. Adjust the parameters if desired and click “View Report.” 
 

   
 

3. Click on the plus sign in rows highlighted in grey to see details regarding 
under- or over-allocation of positions. In the example below, the expanded 
details indicate that position 790012 was allocated 100% in program offer 
10500 and 100% in program offer 10505. 

 

 
 

Note: you can also run this report with the parameter 
“Under/Over Allocated Positions Only.” 
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 Position Allocations by Program Offer for Excel – Current State – 
Use this report to conduct ad hoc queries related to positions. 

Shows positions by cost object, cost element, and fund for each program offer. 
 

1. From the Report Center, click “Run Report.” This will open a new screen or 
tab with parameters to select and may run the report for a default set of 
parameters.  
 

 
 

2. Adjust the parameters if desired and click “View Report.” 
 

3. Click on the floppy disc icon ( ) and select “Excel” to export the data 
 

 
 

4. In the exported Excel file, the first sheet provides summary information 
about the report. 

 

 
 

5. Click on the second sheet to see the data. Notice that the row associated 
with a position’s base wage cost element will include the allocated FTE. 
 

 


