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Section Frequently Asked Questions Answers 

How can I look at my expenses for the 
last 12 months?  

� Run a 12-Month Expenditure Summary by NCA report. 
Select the month you want to begin the report. See example 
#1. 

Budgeting and 
Forecasting using: 
� 12-Month 

Expenditure 
Summary by 
NCA 

 
 
 
Reference: 
WebLinks OLFS 
Reference Manual 
Chapter 4 
 

How can I use this information to 
develop projections or build a budget? 

� Download the information to Excel.  

� In Excel, you can use formulas to project the average of the 
months. Be aware of months with higher or lower than usual 
expenses, and either exclude them from you average or 
weight those months differently. 
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Example #1 – GL Transaction Detail Report Using Source Code Option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Select a Begin Actual Date to 
indicate the first period to print. 

� Enter a Department Code or 
Fund or range of Funds. 

� Enter a DPA to limit the report to 
one DPA code. 
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Example #1 –12-Month Expenditure Summary Report (First Six Months) 
 
 
 
 

If you download the report to Excel to use in 
developing a budget, be aware of months where 
the expenses are higher or lower than usual. 
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Example #1 –12-Month Expenditure Summary Report (Last Six Months) 
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