View and manage budgets

Reporting — Office

1 Open budget usage details

Sparc
To view budget details: informatin
¢ Select Reporting - Office Information tile. .
FY3

2 Summary of budget usage

View the opened Budget Usage Details screen. The screen displays the current financial year.

Budget Usage Details - Fiscal Year 2023
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3 View previous financial year/s budget usage
= {  eews [ Stories ‘ Budget Usage Details

File v Edit v  Tools v  Display v {} v Cc M- L)

To view the summary for a previous financial year: ,
Y

{} Current Fiscal Year ~

® Select current Fiscal Year Current Fiscal Year*
2023

* Delete the current selection using the X button.

Enter

Member ID

] {  eews [ Stories‘ Budget Usage Expenses Authority

File v Edit v Tools v Display v

ATAN {} Current Fiscal Year ~

Current Fiscal Year* ¢ Type the four digit Fiscal Year date in the Enter Member ID field
2022
e.g. For the Fiscal Year July 2021 to June 2022, type '2022'

Frgtates Anthot iy ¢ Click anywhere on the main screen to refresh the summary details.

4 View details of expenses against a budget

l sum n}ary

Summary

Office

To view details of expenses against a budget:

Electorate Support

e Click the Summary drop-down menu

Satellite Office

Q amil) union(Aut
e Select required budget. ATy RN,

Family Reunion(Cbr)

TILE

All certified expenses for the selected budget are shown.

TA - Party & Elector

Spec Public Resource

Electorate Support - Fiscal Year 2022

TA-Staffpers/NomElec

Staff Training «
Post Retire Travel

Former PM

Former PM Pers Empl

Spouse of FPM

Former PM Widow

page 1 of 2



View and manage budgets

5 Exporting budget details

TO expo rt b u dget d eta | I S: Indepe rliamentary Expenses Authority

Department of Finance

e Select any section of data

from the table you want to

Budget Consumed Remaining
export ’LM 1
. . y
e Click on the menu button &l =
1 . b 1) Applied to Table ’
(th ree dOts) ﬂ ExpenseDate §claimant From Location To Location o Exp (® SelectC g
OO Ms Name HERE Auburn Auburn n Part] «,_
* Select Export. — 5 e | e
04.05.2022 Ms Name HERE Auburn Acton }1 Hire 4! Swap Axis
03.05.2022 Mr Name HERE Adelaide Adelaide Airport n Taxi
02.05.2022 Mrs Name HERE Agnes Water Agnes Water il Parl i
02.05.2022 Ms Name HERE Canberra Melbourne ?1 Trav -
28.03.2022 Mr Name HERE Aspley Aspley n Part
25.03.2022 Mrs Name HERE 00000000 00000000 0 Park + Add
25.03.2022 Ms Name HERE Melbourne Melbourne ?3 Park
20.03.2022 Mr Name HERE 00000000 00000000 I © Show/Hide
19.03.2022 Mrs Name HERE 00000000 00000000 o 9 ~ | ? Export
16.03.2022 Mr Name HERE 00000000 00000000 0 ,é, #‘i(;n M% 4
|17 Measures
Relief Electorate Employee |
Export
To finalise your export file:
Name:
¢ Type the name of your export. /| pataExport
* Choose the filetype (XLSX for use in Excel) | fileType
. . ) x,}“ N
* Select Include Formatting and Indent Hierarchy p 4= |
¢ Select the OK button. Scope
Point of view
Note: i
The Electorate Support Budget haS two separate tables ,""'J “ 7~/ ]Include Formatting (converts numbers to strings) ®
of data. Each table needs to be exported separately. ) 4 [;ﬂ'”“e”‘ Hierarchy
— tal_:d AW
Open and save the exported Excel file using your | @ custom cells won' be exported. - |

browser’s download function.

6 Viewing the Summary, other budgets and exiting

To view and process other budgets, choose Summary or one of the budgets from the drop-down menu.

w (0]¢ Cancel

= < eews [ Stories‘ Budget Usage Details v Y& &

M—
Fle v Editv Toolsv Display v | {} v c WMy o Summary n 4

Current Fiscal Year Summary
Ve {3 o0 il

Office

Electorate Support
Satellite Office
Australian Government Family Reunion(Aus)

Independent Parliamentary Family Reunion(Cbr)
Expenses Authority

TILE

When you have completed your budget review, exit by closing the tab in the browser window.
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