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Sign into PeopleSoft and select: 

Figure 1 - Query Viewer 

 
 
Search 0BD031and use the Excel or Schedule link to execute the query. This 
document assumes Run to Excel. 
 

Figure 2 - Query Search 

 
 
Enter Business Unit, Fiscal Year, Budget Period and From/To Accounting 
Period. Click View Results button. 
 

Figure 3 - Prompt Dialog Box 

 
 
Save the Query. 

Figure 4 - File Download Dialog Box 
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Execute Excel and Open saved query. Delete row one Query Name and total rows 
count. 
  

Figure 5 -Query name row 

 
 

Select the Insert Tab, highlight the query rows and columns then click Pivot Table 
icon.  

Figure 6 - Pivot Table icon 

 
 
Click OK button on Create Pivot Table dialog page. 

  

Figure 7 - Create Pivot Table 
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Drag and drop fields from Choose fields to add to report (see Figure 8): 
 

• Business Unit  Report Filter 
• Fiscal Year  Report Filter 
• Column Label  Column Labels 
• Program  Row Labels 
• FS Type  Row Labels 
• $ Amount  ∑ Values 

  

Figure 8 - Pivot Table Field List 

 
 

Left Mouse click 
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Left mouse click on Sum of $ Amount then right click Value Field Settings 
 

Figure 9 - Value Field Settings 

 
 

Select Sum then click Number Format button to select Number, 2 Decimal places 
and Negative numbers. OK on Numbers dialog box then OK on Value Field Setting. 
 
  Figure 10 - Number Values 

 
 
 

Right Mouse click 
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Click Column Label Filter  and uncheck (blank). This will 
remove any blank column or blank row. 
  
Figure 11 - Remove Blanks 

 
 
Highlight cell Sum of $ Amount and RIGHT mouse click then LEFT mouse click 
Pivot Table Options. 
 

Figure 12 - Sum of $ Amount 

 

Left Mouse click 
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Select Totals & Filters Tab and uncheck Show grand totals for rows. Grand 
Totals by row is not meaningful. Click OK button to apply changes. 
 

Figure 13 - Pivot Table Options 

 
 
Filter Business Unit and Fiscal Year and add headers and footers. 

Figure 14 - BCR Summary Report 

 
 
Add columns to the right of the Pivot Table to calculate variances. Use Excel cell 
reference to calculate Budget to Expenditure Variance (B – G) or (=D6-G6). 
 
 
  


