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>Login to infoAdvantage 
>Document List 
>Public Folders 
>Vermont Reports 
>Budget Preparation 
>Choose either ‘Excel Position 
Summary’ (no 
fund/appropriation allocation 
information) or ‘Excel Position 
Detail With Fund Splits’  
>Double-Click to Open the 
report 



>Click ‘Refresh All’ to open the Prompt Screen 



>In Position Organization: 
enter a DeptID, Business 
Unit, or Agency Code 
>In Position Organization 
Consolidation Level: 
enter the corresponding 
level – 2=Agency; 
3=Department(BU); 
4=Appropriation(DeptID) 
>Click ‘Run Query’ 



After the report has loaded, you may 
export it to Excel for easier use. To export 
to Excel:  
>Click the arrow to the right of Document 
>Scroll over ‘Save report to my computer 
as’ 
>Click ‘Excel’ 
 
Note: you may have to Open or Save the 
excel file depending on your browser and 
security settings 



Review Positions and Employees 

• Be sure to review the following: employee 
funding and appropriation allocations grade; 
step; classification; etc.  

– We will not be making changes to benefit 
selections (few exceptions may apply). 

• Highlight any changes to make for your 
FY2015 budget, and coordinate with your 
budget analyst to make those changes.  


