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Town of Marana Quarterly Financial Update 
– User Guide 

Overview 
This document is designed to give users an overview and understanding to successfully navigate the quarterly 
financial brief.  This user guide is not intended to cover all interactive aspects of the financial brief, instead it 
designed to show users where and how to access the data they are specifically interested in.  

The financial brief is updated every quarter as soon as financial data is readily available. It is important to note 
that the information presented in the brief is preliminary, unaudited and subject to change based on adjusting 
entries, as necessary.  
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Navigating the Summary Tab  
The first tab in the financial brief is the Summary Tab. This tab lists revenue and expenditure amounts through 
the respective quarter for each selected fund and compares the numbers to the budgeted amounts.  

To access detailed information about any of the listed funds simply click on the click on the next arrow located 
towards the bottom of the screen or click on the middle of the scroll bar to access any page instantly (Image 1). 

Image 1 

 

 
Navigating a Fund Tab 
Each fund listed in the Summary Tab will have a corresponding tab that provides greater detail for that fund. By 
clicking on a Fund Tab, you can access a multitude of data. The first step is to select whether to view revenues or 
expenses related to that fund. Selection buttons in the top right portion of the screen allow you to easily switch 
between revenues and expenditures (Image 2).  

Image 2 

 

The Fund screen is broken into two areas. The first (top) chart gives us information on the current quarter and 
fiscal year, while the second (bottom) gives data on the past three fiscal years.  
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The top area displays relevant data and information for the current quarter and fiscal year. The chart on the left 
contains individual categories. Next to each category is the annual budget for the category, the amount 
raised/spent through the respective quarter, and the percentage of the total yearly budget for that quarter. The 
gauge to the right visually shows the amount raised/spent compared to the budgeted amount. Text will also 
populate towards the middle of the screen to describe any relevant information about the data on screen 
(Image 2). 

The bottom box lists data for the past three fiscal years through the respective quarter (Image 3). By showing 
previous fiscal year data, it provides better context as to how the current fiscal year is trending. 

Image 3 
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Drilling Down into Data 
The financial brief allows the user to “Drill Down” into data and view specific datasets. There are two different 
types of data drill downs available. The first type is to simply click on a respective category in the top left table 
(Image 4). Doing this will highlight the data as well as update the gauge and bar chart visuals to show only data 
for the category selected. To return and view all data, simply click on the “Total” line at the bottom of the table. 

Image 4 

 

 

The second method for drilling down into the data is to right-click on a respective category in the top left table 
(Image 5). Doing this will then expand the category to show sub-categories. Selecting a sub-category will update 
the gauge and bar chart visuals to show only data for the sub-category selected. To return to the main dataset, 
simply click on the “Drill Up” arrow in the top left of the table (Image 5) (Note: all charts/visuals with Drill Down 
capability will have the same Drill Up arrow in the top left). 
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Image 5 

 

 

The Drill Down ability works for most features in the financial brief. However, not all data has the ability to drill 
down or may yield no results. If the Drill Down feature is not yielding the desired results ensure that all visuals 
are returned to the highest level by using the Drill Up button on each table/visual (Image 5). Next, Drill Down 
into one dataset at a time until the desired data is displayed. 
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