
Budget Reports on Sussex Direct

If you are a Mac user - please logon via Firefox

1 Login to Sussex Direct or

2 Select Admin,  Budgets N.B It takes approx 20 seconds to appear



4 Click on either Summary: Balances or Detail

a Summary This report will show you the same as the above/front screen for all codes

Prompts **

Click on relevant year

or

b Balances This report will show you totals per GL code for all codes selected

Prompts **

Click on relevant month

This will display txns from Aug to the month you have selected

**

Click on relevant year

**

Select one, several or all codes

One code Click on code

Several Whilst holding Ctrl click on relevant codes, or drag the cursor

All Click on "Select all"

Once complete Click on at the bottom left of screen



Your report is now running

The report will open in a separate window

Example of Balances report

GL codes

Totals

You can drill down to a Detailed 

report by clicking on blue codes

Mac users can not perform this function

But the detail report can be run separately Summary

Please see procedures below - section c of Budget code 1

To go to next page

or

c Detail This report will show you transaction detail on all codes selected

Prompts **

Click on relevant year

Prompts **

Click on relevant month/s One month Click on month

e.g  This will show you txns from Aug to Oct Several Whilst holding Ctrl click on relevant

months, or drag the cursor

All Click on "Select all"

**

Select one, several or all codes



One code Click on code

Several Whilst holding Ctrl click on relevant codes, or drag the cursor

All Click on "Select all"

Once complete Click on at the bottom left of screen



Your report is now running

The report will open in a separate window

Example of Detail report

GL code

Total for month

Total for selected

period

Other functions

Print do not use File:Print View / Save in Excel

Save Email Email report Re-run report
Saves a PDF copy Do not use Untick Back to prompts

Tick


