
HOW TO RUN A "BUDGET ANALYSIS" REPORT 
 
Log into Sylogist: 
go to "ACCOUNTS PAYABLE" 

 
 
Once there, click on OPTIONS to ensure the Fiscal year is correct!! 

 
 
Once the Fiscal Year is correct, within options, move down to select "Analysis Tools/Reports" 
and select this!  then select "Budget Analysis" 



 
Once you do this, here is your screen: 

 
The "Begin Date" and "End Date" default to the beginning and ending of the fiscal year.  
Notice the "Group Order" defaults to the number 1 - this is good - Make the Fund #2, Project 
#3, and Unit #4 -  Fund 11 is the general fund, fund 21 is building, 33 and 34 are bond funds, 
and fund 60 is activity. the UNIT is your "school" code - I typically check the total box on each 
line 
So to look at PVE general fund site budget(11/002) the screen would look like this: 



 
Then hit "print" 
 
My result is a bit different because I can see everything but: 

 
 
________________________________________________________________________________
____ 
 
HOW TO RUN AN "REVENUE / EXPENDITURE SUMMARY" REPORT 
Log into Sylogist: 
go to "ACCOUNTS PAYABLE" 



 
 
Once there, click on OPTIONS to ensure the Fiscal year is correct!! 

 
 
 
Once the Fiscal Year is correct, within options, move down to select "Analysis Tools/Reports" 
and select this!  then select "Revenue Expenditure Summary" 



  
 
Once you do this, here is your screen: 



 
 
In this example, the dates default, but I have selected fund 60 (blue arrow) and then listed the 
group order for "Project" as blank - that way we get ALL of them!! then "unit" which is the 
school site, to "105" to give me the report for "Mustang Elementary". 
Here is the result: 



 
 
The "ADJUSTING ENTRY" is the beginning balance from the leftover funds from the previous 
year, Receipts, Payments, End Balance are just that. 
Notice, this is JUST for FUND 60!  Also notice, this is a listing of all the PROJECTS tied to 105 
in fund 60. 
 
 
 
 
 
 
 
 
 
 
________________________________________________________________________________
____ 
 
HOW TO RUN AN "REVENUE / EXPENDITURE DETAIL" REPORT 
Log into Sylogist: 



go to "ACCOUNTS PAYABLE" 

 
 
Once there, click on OPTIONS to ensure the Fiscal year is correct!! 

 
 
 
Once the Fiscal Year is correct, within options, move down to select "Analysis Tools/Reports" 
and select this!  then select "Revenue Expenditure Detail" 



 
In this example, the dates default, but I have selected fund 60 (blue arrow) and then listed the 
group order for "Project" as blank - that way we get ALL of them!! then "unit" which is the 
school site, to "105" to give me the report for "Mustang Elementary". 

 
Considering this is a "DETAIL" report, it will include a lot of detail and be more than a page 
long.... here is the result: 



 
Notice it is 12 pages long.  It will list EVERY project since we left it blank in the report 
request...... 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
________________________________________________________________________________
__ 
HOW TO RUN AN "EXPENDITURE ANALYSIS" REPORT 
Log into Sylogist: 
go to "ACCOUNTS PAYABLE" 



 
 
Once there, click on OPTIONS to ensure the Fiscal year is correct!! 

 
 
 
Once the Fiscal Year is correct, within options, move down to select "Analysis Tools/Reports" 
and select this!  then select " EXPENDITURE ANALYSIS " 



 
 
In this example, the dates default, but I have selected fund 11 (blue arrow) and then listed the 
group order for "Project" as 002 - which is "MEDIA" - if you left this blank it would give you 
ALL the projects associated with 105 (Mustang Elem) - then "unit" which is the school site, to 
"105" to give me the report for "Mustang Elementary". 

 
 
 
 
 



 
I usually check the "TOTAL" box - Here is the output: 

 
 
 
 


