How to Review Positions and
Employee Information using
infoAdvantage Reports



>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
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After the report has loaded, you may
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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.



