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September 26, 2017 

Did you know……….. 
…….… you can use the Workday Budget-to-Actual report to identify fund raising 
dollars available for use?  For a quick and easy way to track the availability of fund raising 

dollars for your school, follow the steps below. 
 
STEP 1: Log into Workday 
 
STEP 2: Type cmsd budget to actual (or cmsd bud to act) into the search field, hit enter.  Select 
CMSD Budget-to-Actual Report from the menu. 
 

 
 
STEP 3: Complete the following fields for your location and click OK at the bottom of the screen. 

 
 
 
 

Note:  All fields with an * must be completed. The report can be run for one 

or all three of the funds shown. 

For a faster search, be sure to enter your cost center. 

mailto:wdfinance@clevelandmetroschools.org


 
 

Do you need help with Workday Finance & Procurement?  Send your questions to: 
wdfinance@clevelandmetroschools.org  or contact the help desk at:  216.838.0440 

 
 
 

 Workday Finance & Procurement  

  
  

The report will return results similar to those below. The budget dollars on the report 
represents dollars from current fundraising activities and carry-over balances from prior year 
activities that have not been used. 
 

 
 
 
STEP 4: To view your fundraising deposits:  (1) go to the Budget column,  select an amount and 
click on the arrow next to it, (2) select Amend #.  (3) A pop-up box will appear with the details. 
Blank = the beginning balance, Budget Amendment = deposits. 
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