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C-BIG Reports 
C-BIG reports are standardized reports that pull the live data within the C-BIG database. Requests for additional 
reports may be emailed to Cathy Son at cson@ponet.ucla.edu and depending on the report requirements, new 
reports can be made available throughout the year.  

Reports can also be pulled into Excel through Smart View. See separate user manual on the C-BIG webpage. 

 

Accessing Reports on the Web 
To pull reports from Workspace, 

 Go to the C-BIG application: https://finbud.it.ucla.edu/workspace/index.jsp 

 Click on the  shortcut from the toolbar: 

 

 Expand the UCLA folder to view the subfolders: 

 

mailto:cson@ponet.ucla.edu
https://mail.em.ucla.edu/owa/redir.aspx?C=bYy8W4qVrNBmMCPKt3HBiGANmdGlldljmdIT7inkHa06O7PnkGnVCA..&URL=https%3a%2f%2ffinbud.it.ucla.edu%2fworkspace%2findex.jsp
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 To access a report, click on the folder from the left pane, and double-click on the desired report (defaults to 
HTML view) OR right-click the report and click Open > Open in PDF. 

  

 At the Preview User Point of View prompt, enter and/or confirm your Entity selection. Your Entity selection 
should be in the following format: org_####, div_####, sdv_####, dpt_####, or acc_######(-##). To confirm 
the selection, click on the OK button. Use the Select button to view and select all available funds. 

 

  At the next Respond to Prompts window, confirm or change the default selection. 
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 Many of the prompts, as the one shown above, ask you to confirm the Fund selection. If the default 
selection is correct, click on the OK button. If you would like to change the selection, type in the appropriate 
Fund selection(s) using the following format: fnd_#####. For multiple selections, place a comma in between 
each selection (e.g., fnd_19900, fnd_69996, fnd_70000). Click on the OK button at the bottom when your 
selection is complete. 
 

It is always simplest to type directly into the selection prompt; however, at times, you may want to browse the 
available selections, and will need to use the search feature to identify your selections. 

 To search for specific funds or fund categories, click on the  icon. 

 

Option 1: Expanding the Hierarchy 

 Expand the Fund or Entity hierarchy and place check marks to the left of the funds, fund categories, or 
entities that you would like to select. 

 

 

To view the hierarchy on fewer screens as opposed to several pages, 
change the Rows Per Page from 25 to 100, 250, or 500: 
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 Click on the  button to move your selections to the right. To remove items previously selected, 

place check marks to the left of the items on the right and use the  button to de-select. 

 

 

Option 2: Using the Find Feature 

 Place your curser to the right of the asterisk (*) in the Find row, type in the fund number, click on the  
icon to the right, and click on the OK button. 
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 The system will search for your selection. Place a check mark to the left of your selection and click on 
the OK button: 

 

 Once complete, click on the OK button on the bottom right of the screen: 
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 Confirm the prompt by clicking on the OK button: 

 

The selected report will generate in HTML format for the funds/fund categories indicated. 
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The HTML versions of some reports provide you with the flexibility to change some of the dimension selections, 
such as Fund, Entity, Version, and/or FiscalYr.  

 

If you selected the PDF view for your report, a different page will generate 
for each fund selected. 

 

Page Selection 
In this example, the Fund dimension is represented in the Page area of the report. 

To change the report view to another selected fund/fund category,  
 Click on the Page drop-down menu and select a fund/fund category from the list: 

 

 To add or change the selections within the drop-down box, click on the Respond to Prompts link from the 
View menu: 
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This will re-activate the Respond to Prompts windows with your current selections, and allow you to change your 
selections using the steps described above. 
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Points of View 
In addition to the Page Selection, reports may also contain POV’s (Points of View). There are two types of POV’s: 

 1. User POV 

 2. Grid POV 

 

User POV: 

If the report has been defined with a User POV, the dimension will be located in the upper left of the report 
window. For many of the reports, the Entity dimension is in the User POV. The first time you access the report, 
the Entity may default to Entity and you will need to select your department, sub-division, division, or 
organization from the hierarchy. Your selection will be remembered the next time you open the report. 

 To change the report to your organization, division, sub-division, or department, click on Preview User Point 
of View from the left View menu: 

 

This will reactivate the Entity selection window with your current selection. 
 

 Change your selection by typing in your organization, division, sub-division, or department (format: 
org_####, div_####, sdv_####, dpt_####). Click on the OK button when complete. 
 

 
Only one selection can be generated at a time for the User POV. 
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Grid POV: 

Reports may also have default Grid POV’s. In the report screenshot below, FiscalYr: FY 2012-13 and Sub: TotSub 
are contained in the Grid POV. 

 &UCLACurBudYr may appear in some reports as the FiscalYr. This is a variable and refers to 
the current budget year. 

 If the dimension in the Grid POV is underlined, this indicates that the user can change the 
selection. 
 

 To change the Grid POV selections, click on one of the underlined dimensions: 

 

 At the Member Selection screen, expand the hierarchy and click on the radio button to the left of your 
selection and click on the OK button: 
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The report will generate for your selection: 

 

 
Expansion 
Several reports allow you to drill down to further details. If a column or row is expandable, an arrow will appear 
to the left of the dimension selection. You can click on the arrow to drill.  

In the example below, General Fund Source has been expanded in the row, and Q1 has been expanded in the 
column. Expanding the expense categories will show the object code details. 
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Printing Reports 
Reports can be opened in HTML or PDF. 

•  Open in HTML – allows the user to change the Page Selections, User POV, or Grid POV. 

•  Open in PDF – printer-ready formatted reports. 
 

 To print your reports, click on the Open in PDF link from the toolbar. 
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 Use the icons within the report to  Save or  Print the report. Depending on your browser and 
computer settings, the option can be found in different locations. 
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Refresh Data 

To update the data on a report that is already open in HTML or PDF format, click on the  Refresh button 
from the toolbar. 
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Export to Excel 
To export your report to Excel,  

 Select File > Export > Excel. 

 

 At the prompt, select Open or Save File, then OK. 

 

 Click Yes at the prompt: 
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If you have Excel 2010 and you receive an error message when opening 
the file, you may need to change your Trust Center Settings. 

 

 Open Excel. 
 Click on File > Options. 
 Select Trust Center > Trust Center Settings: 

  

 Select Protected View, uncheck all options under Protected View and click OK: 
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 Restart Excel and open the document. 
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Navigation 
Each report will open as a new tab on the top of your screen, allowing you to toggle between reports and other 
windows, such as the input forms.  

It may be helpful to have the Budget Reports open while you are entering your budgets on the input forms. This 
allows you to view your data immediately and print out your reports. As indicated earlier, it is recommended 
that you use the reports to print your data as opposed to the Print Preview option from the budget input forms. 

 

To open additional reports, click on the  short-cut button or click on the Explore tab that you may 
already have open: 
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The UCLA folders will display once again, allowing you to open additional reports. 
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