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II. Report Functionality 

7. Iƻǿ Ŏŀƴ L ŀŎŎŜǎǎ ǘƘŜ ōǳŘƎŜǘ ƻŦŦƛŎŜǊ ǊŜǇƻǊǘǎ ǿƘŜƴ LΩƳ ƻŦŦ ŎŀƳǇǳǎΚ 
The budget officer reports are only available through a secure connection to the college’s reporting 

server, warehouse.calvin.edu.  To ensure that you connect securely, when you are off campus, you must 

first establish a VPN connection to Calvin’s network before accessing any of the reports.  To learn more 

about why the VPN is required and how to connect to the VPN, please view the instructions available on 

the IT website. 

8. Which browser is best for viewing my report? 
Internet Explorer is the best browser for viewing the reports. However, you may view the reports in 

other browsers. If you have a Mac, the preferred browser is Mozilla Firefox.  

Please note:  Firefox, Chrome, and Safari - Using the back button to navigate between reports does not 

always return you to your previous selections, and you may need to set up and re-run your prior report. 

Printing directly from the report is not available. 

9. How can I expand all or collapse all of the detail in a report? 
In reports that have groups which expand and collapse, there is a parameter named "Show Details" 

which will allow you to choose what level of detail is visible.  To collapse the entire report up to the top 

level, choose "None". To expand all departments and show the account detail, choose "Accounts only". 

To view all departments, accounts, and detail transactions, choose "Accounts and Details". If you do not 

see the "Show Details" option, use the "show/hide parameters" toolbar to display the report 

parameters.      

 

10. How can I view only my expenses or only my revenues? 
Most of the budget officer reports have a parameter named "Revenue/Expense". This option allows you 

to view all accounts (which is the default), revenue accounts only, or expense accounts only. If the filters 

http://www.calvin.edu/it/core/network/vpn/


 

12. How can I switch between reports? 
The very top of each page lists the path for the c



17. How do I export my report to excel? 
  To export the data to excel, use the save/export icon on the report toolbar (to the right of the Find box).  

                 

The CSV export option will open up the report in excel, with all of the data, but removing the 

background colors, borders, and other formatting related to appearance. This is best for working with 

the data if you want to change or add to the information already provided. The Excel Export option will 

open the report in excel, copying as much of the formatting and appearance as possible. 

18. Should I log off when I am finished? 



20. Why doesn't my account appear anymore in the Budget vs. Actual report? 



IV. Business Process 

25. How often is the data updated? 
The report data is updated nightly; however, some business processes in finance occur on a quarterly, 

monthly, bi-weekly, or semi-monthly schedule.  For example, credit card charges bills  are processed 

monthly, so they will not appear on your financial reports until three to four days after month end.  

Campus store, mail, or printing services charges are processed weekly. 

26. How often should I review my reports? 
Reports should be reviewed monthly if not more frequently.  By the 15th of the month all activity 

submitted for that month will be entered.  The only exceptions for this will be the months of June and 

December. 

27. How can I reconcile my accounts? 
The best way to do a monthly reconciliation is to use the Financial Detail by Month report.  Set it to the 

month you want to reconcile, run the report, and then export the information to excel, using the CSV or 

Excel format.  Once the information is in excel, you can mark transactions as reconciled as you match 

them to your own records. 

28. Why does the vendor have this listed as an outstanding charge, when it was already listed 

on my report? 



V. Appendix 

29. Contacts outside of Financial Services 
Certain questions about financial transactions should go to offices other than Financial Services.  These 

questions should be addressed to the office that is responsible for that information.  You can determine 

which office to contact by looking at the description of the transaction, the GL Source code on the 



30. Contacts within Financial Services 
There are also specific email addresses to use for your questions to financial services, depending on the 

type of transaction that you are asking 
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