
EVENT	
  BUDGET	
  REPORTS	
  NEW	
  FEATURE	
  IN	
  MARKETING	
  CALENDAR	
  
OFFICE	
  
	
  
	
  
You	
  can	
  consolidate	
  different	
  or	
  all	
  Events	
  in	
  the	
  Event	
  Summary	
  Budget	
  Report.	
  	
  
Previously	
  these	
  could	
  only	
  be	
  selected	
  individually.	
  	
  The	
  Report	
  will	
  show	
  your	
  
Budget	
  dollars	
  entered	
  for	
  the	
  Event,	
  what	
  has	
  been	
  Planned	
  and	
  the	
  Balance	
  
remaining	
  for	
  that	
  Budget	
  number.	
  
	
  
Click	
  on	
  Reports	
  under	
  Manage	
  My	
  Office,	
  select	
  your	
  calendar,	
  then	
  Report	
  Type,	
  
choose	
  Event,	
  then	
  select	
  the	
  Events	
  you	
  want	
  included	
  in	
  the	
  Report.	
  
	
  

	
  
	
  



	
  


