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Exporting Data to a new Excel spreadsheet from Budget Manager 

Data displayed in a finance form can be copied to an Excel spreadsheet for reporting or 

further processing.  

 

In the form, click the Export button at the top of the Review screen (highlighted orange 

below) 

 
 

This will launch a pop up window. 
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There are options to export to cloud or to templates, and pre-defined defaults, which can 

be amended – but no amendments are required. 

• Include Header determines whether the finance form column headings are brought 

into the output spreadsheet. 

• Include Formatting determines whether the number formats (e.g., decimal place 

suppression, bracketed negative values) should be brought into the spreadsheet. 

• Include Notes will export any cell notes that are in the finance form as Cell 

Comments in the spreadsheet. 

 

Click the green Export button to generate a task to send the file to your Budget Manager 

workbench. 

 

Go back to the workbench tab and click on the link at the bottom left of the workbench to 

open your file. 

 
 

There will also be a message in the message panel of the workbench. 

 
 

The export file can also be accessed by clicking on the message to open it and then 

opening the attachment. 
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Export levels 

Data is copied from the Review screen into the spreadsheet as it is displayed on the 

screen when the task is launched.  If the data is displayed at a summary level, then the 

rows will be copied into the spreadsheet and it will not be possible to expand the values. If 

all the rows have been expanded in the Review screen, the level can be contracted within 

the spreadsheet, as below: 

 

Export at Level 1 

View in Budget Manager 

 
 

Excel Export 

 
 

Export at Level 8 

View in Budget Manager 
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Excel Export 

 
 

 

 

FMS data 

Finance system data may also be exported to Excel either directly from the form or by 

loading the data to view before export. 

Export from the form 

Select the data that you wish to export (remember this must be data from e5, ie not a 

calculated total), right click on the cell and select Export Finance System Data. 

 

The export will appear at the bottom left of the workbench. 
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Export from viewing data 

Select the data that you wish to view (remember this must be data from e5, ie not a 

calculated total), right click on the cell and select View Finance System Data. 

 
 

This will load a pop up showing the data from the e5 system. 

 
 

To export the data, click on the drop down File menu and select Export.  Once again, the 

export will appear at the bottom left of the workbench. 

 
 

 

 


