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This guide explains the search criteria (dashboard prompts) needed to run any report from the Finance Subject 
area.  

 

Navigation: Galaxy > Business Intelligence Reports > Finance  
 

 
 

Dashboard Prompt 

 
* Will need the Project Code to run the report. 

 

Report: Awards and Projects 

 

Dashboard Prompt 

 
* Will need the Project Code to run the report. 

 

Report: Fund Balance by Dept 

 

Dashboard Prompt 

 
Example Report 

 
 

Report: Fund Balance by Fund 

 
 

 
 

Report: Object Expense 

 

 

Report: Operating Cost Center 
Revenue 
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Report: Operating Cost Center 
Expense 

The Job Information page is used to  

 
 

 Report: Project Cost Center 
Expenses 

 

 
 

Report: Expenditures by Expense 
Purpose 

 

Report: Expenditures by Expense 

Purpose & Dept 
Lists all expenses for a specific Fiscal 

Period and Fiscal Year. 

Expense Purpose include: 
 All choices 

 Academic Support 

 Auxiliary 

 Depreciation and Amortization 

 Institutional Support 

 Instruction 

 Non-Applicable 

 Operations & Maintenance Plant 

 Public Service 

 Research 

 Scholarships & Fellowships 

 Student Services 

 

 

 

Report: Monthly Transactions 
Lists all transactions (expenses and 

revenue) for the Period End Date and 
Fiscal Year. 

 

 

Report: Cost Center Listing 
Lists all Cost Center details including 

department id, department name, cost 
center id and cost center name. 
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Run Cost Center Report 

1 Click the tab for the desired report. In this example, Operating Cost Center Revenue is selected.  

 

 
 

2 In order to run these reports, certain fields must be selected. These are indicated with an asterisk. It is 
important to note that these must be selected in order: Fiscal Year → Period End Data → 

Department. Please wait between selections as each field is filtered based on the previous field 

selections. 
 

 

1.) At this point you can click the  button to run the report for all cost centers in the selected 

department, or you can select specific cost centers by clicking the  button and adding the 
desired cost centers in the multi-select tool. When you have made your final selections, click  

then  

 
 

Please wait through this symbol for the table to populate.  

 

 

3 Once the table is up, you can select a specific cost center for further detail. 
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4 You can then select a specific account to view more details. 

  
 

5 You now see the current view of Cost Center Expenses. 

 
 

6 To Download the report to excel, click the Download link. 

 
 

7 To Print the report, click the Print link. 
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Reports Tab 

Report Subject Area 

Report Results 


