
Run the Budgeted Funds Report

•  Click on the “Bottom” page link to jump down to the last page of the report.

•  Click on the Summary total in the Encumbrance PO column. The Open Encumbrance Drill will display in a new window.

•  Log on to Sac Vault (Cognos) and navigate to Financial Reporting > Financial Production > Budgeted Funds Report

•  Set the desired report parameters and click the Finish button and allow the report to run.

The Open Encumbrance Drill will show open PO’s and include information such as the PO ID, Vendor ID, Vendor Name, 
ChartString, Requisition ID and Monetary amount.

The report can be downloaded to Excel and the data can be manipulated according to your needs. 

PO Open Encumbrance Report



Download Report to Excel            

Job Aid: PO Open Encumbrance Report

Support Information         

 For more information on PivotTables and Financial Reporting, please visit the CMS website training pages (www.csus.edu/cms/
training) where you will fi nd interactive online tutorials as well as manuals and additional QuickReference cards. For questions, 
contact the Service Desk at 278-7337.

To download the report to Excel, click on the Format icon >     View in Excel Options > View in Excel 
From the File Download window, select the Save button and save the fi le to your computer. 

Create a PivotTable          

Excel 2003 Excel 2007
1. Delete the contents of the Header and Footer rows.
2. Select any fi eld within the worksheet that contains data.
3. Select Data > PivotTable and PivotChart Report.
4. In the PivotTable wizard select Next.
5. In Step 2 of 3, select Next.
6. In Step 3 of 3, select Layout.
7. Drag desired fi elds from the right side to the desired Row, 
Column or Data areas on left side. Click OK. Click Finish.

1. Delete the contents of the 
Header and Footer rows.
2. Select any fi eld within the work-
sheet that contains data.
3. Select Insert Tab > Pivot Table
4. On the Create PivotTable win-
dow select Next.
5. Select the desired fi elds from 
the PivotTable Fields List and 
drag them into the appropriate 
fi eld boxes to determine Column, 
Row Labels and data values.


