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J) We are going to review how to enter your budget. Let's get started. Click on Budgets.

% DynamicBudgets - dynbudsm - 184,172 195.139,25000 - DB3147_dynbud_lite - [l X

] Training Support ets | W7| Reports ‘Tocls ;;_‘;System Management ;{2 Users Management
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J) Click on Basic Budget Entry Form.

'} DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud_lite

jTraimng Support i:Budgets L‘ﬂ Reports

Jan 25,2019

$:J Basic Budget Entry Form
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J) Note: As a reminder, this path shows you how to get to this screen again. In this example,
you would go to the Budgets menu then Basic Budget Entry Form.

- ] X

% DynamicBudgets - dynbudsm - 184.172.195,139,25000 - DB3147_dynbud _lite
“‘ Tools @ System Management a Users Management

ﬁTla'ming Support @Budgels Eﬁ Reports

BudgetiD® Orgunit
| | 2024Budget | el vl <al>

Orgunit Gbject

100 - Adrmiristration v <al> v Advanced
% Accounts highlighted are itemized, cick the account number link to edit line items

Dashboard  Account Details

CompanyDB: BudgetID: |l Save Accounts
© s Print ¥ Exportto Excel % Printto PDF 1] AutoSize Columns
* Display Level 15 ~ Row Format <No Format> = [ Show Spread Columns [ Show Period Columns [] Show Assumption

A- A+
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J) Click on the CompanyDB dropdown list. Make your selection. In this example, select
DB3147_twol8.

- ] X

’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud_lite
Ttaining Support Elhdgﬂs mkepmls Q‘Took &Syﬁunhhnﬂgum aUsustagamuﬂ

CompanyDB: BudgetiD: ‘ | Save Accounts |
© s Print ¥ Exportto Excel % Printto PDF 1] AutoSize Columns
* DisplayLevel 15~ RowFormat <No Format> = [ Show Spread Columns [ Show Period Columns [] Show Assumption
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J) Click on the BudgetID dropdown list. Make your selection. In this example, select 2024

Budget.
’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud_lite - [wl X
1] Treining Support Enndgm mkepmls S Tools &s,mnmugum GF Users Management

2]

CompanyDB: BudgetiD: ‘ | Save Accounts |
© s Print ¥ Exportto Excel % Printto PDF 1] AutoSize Columns A- A+
* DisplayLevel 15~ RowFormat <No Format> = [ Show Spread Columns [ Show Period Columns [] Show Assumption

Jan 25,2019 6 of 34
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J) Click on the OrgUnit Rollup dropdown list. Make your selection. In this example, select all.

’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud _lite - ml X
.Ttaining Support Ellndgﬁs mkepmts Q‘Took &ww aUssstagmm
2]

b twis )| memdoet > e o

% Accounts highlighted are itemized, cick the account number link to editlne items
Dashboard  Account Detais

CompanyDB: BudgetiD: ‘ |l Save Accounts |
* i Print ¥ Export to Excel % Printto PDF [7]] AutoSize Columns A- A+
* DisplayLevel 15  ~ RowFormat <No Format> + [ Show Spread Columns [ Show Period Columns [[] Show Assumption
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J) Click on the Object Rollup dropdown list. Make your selection. In this example, select all.

’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud _lite - ml X
.Ttaining Support Ellndgﬁs mkepmts Q‘Took &ww aUssstagmm
2]

Pone el | mavmaet > e

% Accounts highlighted are itemized, cick the account number link to editlne items
Dashboard  Account Detais

CompanyDB: BudgetiD: ‘ |l Save Accounts |
* i Print ¥ Export to Excel % Printto PDF [7]] AutoSize Columns A- A+
* DisplayLevel 15  ~ RowFormat <No Format> + [ Show Spread Columns [ Show Period Columns [[] Show Assumption

Jan 25,2019 8 of 34
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J) Click on the OrgUnit dropdown list. In this example, we will select 100-Administration.

’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud _lite - ml X
ﬁTtaining Support Ellndgﬁs mkepmts Q‘Took &ww aUssstagmm

Dashboard  Account Detais

CompanyDB: BudgetiD: ‘ |l Save Accounts |
* i Print ¥ Export to Excel % Printto PDF [7]] AutoSize Columns A- A+
* DisplayLevel 15  ~ RowFormat <No Format> + [ Show Spread Columns [ Show Period Columns [[] Show Assumption

Jan 25,2019
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J) Click on the Object dropdown list. In this example, we will select all.

- ] X

’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud _lite
.Ttaining Support Ellndgﬁs mkepmts Q‘Took &ww aUssstagmm

CompanyDB: BudgetiD: ‘ |l Save Accounts |
* i Print ¥ Export to Excel % Printto PDF [7]] AutoSize Columns A- A+
* DisplayLevel 15  ~ RowFormat <No Format> + [ Show Spread Columns [ Show Period Columns [[] Show Assumption

Jan 25,2019
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M  Click on Search.

’ DynamicBudgets - dynbudsm - 184.172.195.139,25000 - DB3147_dynbud lite - ] X

{9 Trsining Support g Budgets | ) Reports Sy Tools {0k System Management G Users Management

K% highlighted are itemized, cick the account number lik to editline items
Dashboard  Account Detais

CompanyDB: BudgetiD: [ Save Accounts |
* i Print ¥ Export to Excel % Printto PDF [7]] AutoSize Columns A- A+
* DisplayLevel 15  ~ RowFormat <No Format> + [ Show Spread Columns [ Show Period Columns [[] Show Assumption

Jan 25,2019 1 of 34



iorad

UG-Basic Budget Entry

J

Jan 25,2019

zgidwani

You must click on the blue-hyperlink for the account you want to review. Note: Accounts
that are grayed out have complex budget data that has been entered.

5 g g (ot [ e CToos 3 ssemnagemen s

= BudgetiD* OrgUnit Rolup Object Rolllp Form
|DB3147_two18 | | 2024Budget v | | <al> | | <all> v |
OrgUnit Object
1100 - Adm V| <> v | seh | Advanced
/9 Accounts highighted are itemized, dhick the account number link to edit ine items

CompanyDB: DB3147_twol8 BudgetiD: 2024 Budget E Save Accounts
¢ &= Print [¥ Exportto Excel % Printto PDF [5]] AutoSize Columns Rows: 20 A- A+

* Display Level 15 » RowFormat <No Format> = [ Show Spread Columns (] Show Pericd Coll [ Show A E Column

AccountNum * AccountDescr Amount SpreadMethod Feb May Jun Jul Aug Sep Oct Nov #

mdmgaﬁ.dmmmo ---------------------- I'l ------------------------ 24,903.85 24,903.85 24,903.85 37,355.77 24,903.85
oS00 000 - Overtime Pay - Administration 0 2,500 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000
100-5120-00 Bonuses - Administration 0 2,500 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200
100-5140-00 Profit Sharing - Administration -in 2,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500
100-5150-00 Employee Benefits - Administration 0 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500
100-5160-00 | Health Insurance Expense - Admini 0 800 800 800 800 800 800 800 800 800 800 800
100-5170-00 Payroll Taxes - Administration 0 1,525 1,525 1,525 1525 1,525 1,525 1,525 1,525 1,525 1,525 1525
100-6110-00 Company Car - Administration -:0 3245 354 14.75 20.65 33.63 3717 - - - -

— _w ............................ . e S I— , ren w05 w0 . oo o o - o o -
m_ﬂm | fi A 2,500 500 500 500 500 500 500 500 500 500 500
100-6140-00 lies/Soft - Admil i -i0 2,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500
100-6150-00 -0 2,500 1,350 1,350 1,350 1,350 1,350 1,350 1,350 1,350 1,350 1,350
NUEFGIENY T . _ = = . N N ~

_"mm.m .......... ] Rgpairs&Maintenan‘c‘e.;;dminisha : -0 . . . . . . . . - 5,000
{ 100-6180-00 | Rent Expense - Administration -0 2,500 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100
| 100-6190-00 | Utilities Expense - Administration -0 2,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500
éulnnAﬁ:nn.nn “"A“ ...... T An 2 800 1.800 1800 1800 1800 1800 1.800 1800 1800 1800 1 ﬁl'll;
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You must click on the blue-hyperlink for the account you want to review. In this example,
we will look at account 100-6120-00.

5 g g (ot [ e CToos 3 ssemnagemen s

= BudgetiD* OrgUnit Rolup Object Rolllp Form
|DB3147_two18 | | 2024Budget v | | <al> | | <all> v |
OrgUnit Object
1100 - Adm V| <> v | seh | Advanced
/9 Accounts highighted are itemized, dhick the account number link to edit ine items

CompanyDB: DB3147_twol8 BudgetiD: 2024 Budget E Save Accounts

¢ &= Print [¥ Exportto Excel % Printto PDF [5]] AutoSize Columns Rows: 20 A- A+
* Display Level 15 » RowFormat <No Format> = [ Show Spread Columns (] Show Pericd Coll [ Show A E Column
AccountNum * AccountDescr Amount SpreadMethod Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov #
1 'y -} o) -} -| -| -| i -} - = - - - |
b : 100-5100-00 Salaries and Wages - Administratio -i0 48,653.85 21,153.85 21,153.85 21,153.85 21,153.85 37,355.77 24,903.85 24,903.85 24,903.85 37,355.77 24,903.85
oS00 000 - Overtime Pay - Administration 0 2,500 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000 1,000
100-5120-00 Bonuses - Administration 0 2,500 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200 1,200
100-5140-00 Profit Sharing - Administration -in 2,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500
100-5150-00 Employee Benefits - Administration -0 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500
100-5160-00 " Health Insurance Expense - Admini 0 800 800 800 800 800 800 800 800 800 800 800
100-5170-00 Payroll Taxes - Administration 0 1,525 1,525 1,525 1,525 1,525 1,525 1,525 1,525 1,525 1,525 1,525
100-6110-00 Co Car - Administration 0 3245 35.4 14.75 20.65 33.63 37.17 = = = =
900 900 900 00 900
[ 1 500 500 500 500 500
100-6140-00 lies/Soft - Admii i -i0 2,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500 1,500
| 100-6150-00 -0 2,500 1,350 1,350 1,350 1,350 1,350 1,350 1,350 1,350 1,350 1,350
100-6160-00 0 100 500 = E = = E E =
—‘ w . .Rgpairs & Maintenance - Administra -i0 - - - - - - - - - 5,000
100-6180-00 Rent Expense - Administration 0 2,500 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100
100-6190-00 Utilities Expense - Administration -i0 2,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500 3,500
éulnnAﬁ:nn.nn “"A“ ...... T Aﬂ 2 800 1.800 1800 1800 1800 1800 1.800 1800 1800 1800 1 ﬁl'll;
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J) Now you are in the Assumptions grid or single-line item details screen.

CompanyDE™ BudgetiD* OrgUnit Rollup Object Rolilp.
|DB3147_two18 | 2024 Budget v | <al> v| <al> v asslects vl

OrgUnit Object
' 100 - Administration v | <al> v Advanced

9 Accounts highlighted are itemized, dick the acoount number link to edit ine items.
Dashboard Account Details

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) 3 Show Spread A Apply number formatting

[l Save Assumptions & Edtsots: + & roprovalstatus: | I View comments *Aﬂnchmcnts “%. Print to PDF

Assumptions
z Lock Assumption - - fx Exdude Jan Feb Mar Apr May Jun pT] Aug Sep Oct Nov Dec Total
1 a New Office Desks Q + - a 2,500.00 | 900.00 @ 900.00 | 900.00 = 900.00 @ 900.00  900.00 | 900.00 = 900.00 = 900.00 | 900.00  900.00 | 12,400.00

» 0 I - - ©
3 O Q - a 0.00

1 Budget Summary
AcctHistory  Monthly Variances  View Save History

BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2020 Budget ;.mé 500 500 500 500 500 900 500 900 500 900 500 12,400
» . 2023 Budget z.sm 900 900 900 900 900 900 900 900 900 900 900 12400
2024 Budget 2,500 900 900 900 900 900 900 900 900 900 900 900 12,400
2024Budgetv2 | 2500 900 900 900 900 300 900 00 900 00 900 300 1240
Budget 2025 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 120,000

Jan 25,2019




UG-Basic Budget Entry

zgidwani

iorad

J) Click on Show Spread. We will review 2 spread methods.

Dashboard  Account Detais

 Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) | 4 Apply number formatting

0.00

| {el Save Assumptions &Ecitsh‘lus: - &.ﬁm‘wdshws - &4 View comments
Assumptions
= Assumption Exdude Jan Feb Mar Ape May Jun Jul Aug Sep Oct Mov Dec Total G
+ - D 2,500.00 | 900.00 | 900.00 | 900.00 900.00 | 900.00 | 900.00 | 900.00 | 900.00 | 900.00 | 900.00 | 900.00 | 12,400.00 I
O 0.00
O

ooof
f
g
¥

olelol
4

E1 Budget Summary
AcctHistory ~ Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
| 2020Budget | 2500 s00 500 00 s00 s 00 00 00 00 00 s00 12400
; 2500 00 300 300 00 00 300 00 200 900 300 200 12400
2024 Budget 2500 300 200 300 300 00 00 300 00 00 300 300 12400
2024 Budget v2 2500 00 00 300 00 00 00 300 a0 a0 00 a0 12400
Budget 2025 10000 10000 10,000 10,000 10000 10000 10,000 10000 10000 10,000 10,000 10000 120000

Jan 25,2019 15 of 34
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J) 1. Manual Spread Method: Select Manual Spread Method Enter your description, rate,
spread amount & the ($) for the months that apply to this assumption. In this example,
new office desks are bought @ $900 per unit for a total of $12,600.

DB3147_two18 | 2024Budget V|| <a> v| | <at> v || <select> v
i Object _
100 - Administration v || <at> v| Search  Advanced

‘9 Accounts highlighted are itemized, dick the account number link to edit line items
Dashboard Account Detais

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) . B4 Apply number formatting

|zl Save Assumptions ‘* Edit status: ~ LWslam: - I View comments ﬁm:hmeﬂts “%. Print to PDF
Assumptions
' | = Lock Assumption - - & Number oty Rate Soread Amt  Soread Method xchude Jan Feb Mar Apr May Jun 2l Aug 5 A
1| O [ Newoffce Desks [al T+ =] [ [ s00.00] 1260000 | Manwaispread = || OO0 [2700.00 | s00.00| 900.00 | s00.00| s00.00| s00.00| s00.00 | 900.00 | so0.
, o ok e | . . . e . . . . . |
| T 1 | . | . T ;
< >
» | |z,‘m.m| m.wl mml mml mml mlm
[ Budget summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar
| 2020 Budget 2,500 500 500
| 2023 Budget 2500 200 200
| 2024Budget | 2500 20| 200
| 2024 Budget v2 2500 900 500
oo T el T

Jan 25,2019 16 of 34
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J) >>>200.00 (remaining) If a spread amount has been entered and the total is less than that
amount for the year, then this message will continue to display until an adjustment is
made to balance this assumption & clear this notice.

Company08™ BudgetiD® Orgunit Rokp  ObjectRollp Form _
DB3147_two 18 | 2024Budget v | <al> v || <al> || <sslect> v
100 - Administration v || <al> v | Search | Advanced

? Accounts highlighted are itemized, dick the account number link to edit ine items
Dashboard Account Detads

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) 4] Apply number formatting

|l Save Assumptions &* Edit status: - ‘,, Approval status: - =g View comments ﬁ Attachments **® Print to PDF
Assumptions
' L Lk Assumption - & Nutber Oty Rate  SoreadAmt SpreadMethod  Exclude Jan  Feb  Mar A May A
>33 200.00 (remaining) I1 [ O |newofficepesis [al [+ -+ | %00.00 | 12,600.00 | Manual Spread = O |250000] %00.00| 900.00 | 900.00 900.00| s00.c
= ‘a . -ln v
| < >
> | 25000 000 X000 000 50000 9000
I3 Budget Summary
AcctHistory  Monthly Variances  View Save History
.BudqetDesr.r | Jan- Feh- mr' Apr May Jun Jul ﬁug- Sep Oct Nov. Dec Total
| 2020 Budget 2500 200 200 200 00 00 505 20| MW M bl “ S
2025 Busger 2| m m m m m m .......... m .............. m .............. m .............. m .............. m .......... w
2024&“’9“ : } soo .............. ﬂ ................ ﬂ ................ m ] e a0 e a0 e e e G
_2024&‘“2“2 ................... suu .............. m .............. ﬁ | M e e e w0 e e e o
: N sudger 2025 i m_m m_mm m_m mm m,m ................... m m,m m_m .......... m .......... m .......... mg_u .......... _m,m ......... mm

Jan 25,2019 17 of 34
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J) >>> -700.00 (over) If a spread amount has been entered & the total is more than that
amount for the year, then this message will continue to display until an adjustment is

made to balance this assumption & clear this notice.

CompanyD8* BudgetiD* OrgUnit Rollup Object RollUp Form

DB3147_two18 ~ || 2024Budget v || <al> v || <al> || <sdlect> v

OrgUnit

| 100 - Administraton v || <at> v Advanced

9 Accounts highlighted are itemized, dick the acoount number link to edit line items
Dashboard Account Details

[ Hide Spread EA Apply number formatting

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) =

[l Save Assumptions & Edtsons: - & ropovalstatus: - | & View comments l‘_lnn'l Attachments “% Print to PDF
Assumptions
= Lodk Assumhon - |- f'x | Number | Oty Rate Spread Amt  Spread Method Exdude Jan Feb Mar Apr May Jun N
I >>> -100.00 (over) I O New Office Desks |+ = 900.00 12,600.00 | Manual Spread O 2,800.00 | 900.00 | S00.00 | 900.00 | 900.00 | 900.00 | ¢
; - _ , 0
| 3 - M v
< >
[ Budget Summary
Acct History  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2020 Budget 2.500 §00 500 500 500 500 500 00 500 500 500 500 1_2&:
2023 Budget 2500 so0 so0 so0 s00 s00 soo g00 g00 g00 200 500 12.102
2024 Budget 2.500 500 500 500 500 800 S0 300 00 500 500 3.0.0. 12400
2024 Budget vz 2.500 S00 500 500 500 500 S00 300 500 500 800 | 300 5 R.i('.ﬁ
3 Bndgﬂ 2025 10,000 10,000 10,000 12.929. JE.M m .LE.M 10,000 10,000 10,000 12.9.92 .12&9.9. M

Jan 25,2019
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J) 2. Monthly Spread Method: Select Monthly Spread Method. Enter your description, rate &
spread amount. In this example, new office desks are bought @ $900 per unit for a total of

$12,600 which is spread evenly across 12 months.

CompanyDB* BudgetiD® OrgUnit Rollup Object RolUp Form

DB3147_two18 ~ | 2024 Budget v <al> v | <al> ~v | <select> w

Orgunit Object

100 - Administration v <al> v | Search | Advanced

? Accounts highlighted are itemized, dick the account number link to edit line items
Dashboard Account Details

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) 4 Apply number formatting

[l Save Assumptions ‘* Edit status:  ~ & Approval status:  ~ i View comments % Attachments *% Print to PDF
Assumptions
- - R Number Qty Rate Spread Amt  Spread Method  Exdude Jan Feb Mar Apr May Jun pT] Aug Sep Oct Nov Dec Total
» Q + 500.00 12,600.00 | Monthly = — 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 12,600.00
Q J =
Q - M 0.00 |¥
< »
[1 Budget Summary
AcctHistory  Monthly Variances  View Save History
' BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2020 Budget 2500 200 800 200 200 S00 200 200 S00 S00 200 800 12,400
2025 Budget 2500 200 s00 200 s00 200 S00 s00 200 s00 200 s00 12,400
2024 Budget 2300 200 200 200 200 200 200 200 200 200 200 200 12.400
2024 Budget v2 2500 200 800 200 800 200 800 500 200 800 200 800 12.400
b | Budget2025 10,000 10,000 10,000 10,000 bl mm 10,000 10,000 10,000 10,000 10,000 10,000 120,000
19 of 34
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J) You can delete or add rows as needed. Just right click on a row and make a selection to
delete, Insert 1 above or below, OR Insert 5 above or below.

] Budgets > Basic Budget Entry Form @ - x
CompanyDE™ BudgetlD* Orgunit Rolup Object Rollup Form

DB3147_two 18 | 2024Budget v <al> v <al> v || <select> A
OrgUnit Object

100 - Administration v <al> - Search Advanced

% Accounts highighted are itemized, dick the account number Ik to edit ine items

Dashboard Account Details

1D: 2024 Bud, A No: 100-6120-00 (Supplies/Rental - Administration) 3 Hide Spread B4 Apply number formatting
| Save Assumptions ‘n Edit status: - L Approval status: -~ & View comments ﬁ Attachments “* Print to PDF
x Number Qty Rate Spread Amt Spread Method | Exdude Jan Feb Mar Apr May un ul Aug Sep A
1,050.00 | 1,050.

1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00

>

Shift+Del

Delete..
1,050.00 1,050.00 1,050.00 1,050.00 1,050.00 1,050.00 1,050.00 1,050.00 1,050.00

Ctrl=l
Ctrl+Shift=1

Insert 1 above..

Insert 1 below..

Insert 5 above.. Ctrl+ NumPad3
Insert 5 below..  Ctrl+Shift+ NumPad5

Mar Apr May Jun Jul Aug Sep Oct MNov Dec Total
300 900 900 900 900 900 900 ; 900 ; 900 ; 900 ; 12,400 ;
Copy with Headers.. ! i ! }
800 900 300 900 900 900 900 300 ¢ 300 300 12,400 :
Paste.. £
1,050 1,050 1,050 1,050 1,050 1,050 1,050 ; 1,050 ; 1,050 ; 1,050 12,600
Rd!esh |ookupsynncmtus“ N ———
1 900 500 900 900 900 900 900 900 ¢ 900 900 12,400
K. Refresh spread method source values.. ! ! ! ]
ger vz Ty 10,000 10,000 10,000 10,000 10,000 10,000 10,000 ; 10,000 10,000 ; 10,000 120,000 :

Jan 25,2019 20 of 34
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J) If you want to attach supporting details for an entry, you can attach the document(s) to this

account (on this screen). Click on Attachments.

|DB3147_two18 v || 2024Budget v || <al> v <all> v || <select> v/

OrgUnit Object

| 100 - Administraton v | |<al> v Advanced
%7 Accounts highighted are itemized, dick the account number Ink o edit Ine items

Dashboard Account Detaids

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) ﬁ 3 Show Spread Apply number formatting

&l Save Assumptions &» Edit status:  ~ L Approval status: - &g View comments ..; Print to PDF

| ["Attachments |
= Lok Assumotion - - B EBxdde  dan  Feb Mar Apr May Jun 2l Aug Sep Oct Nov Dec Total ~
> 0 Mew Office Desks Q + = I 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 12,600.00
O O
O O
>
[3 Budget Summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec Total
b | 2020 Budget 2500 300 500 200 200 200 900 200 200 900 900 00 12400
s s . o w 2!1!1 m w m m w w w m o
2024 Budget 1050 1050 1050 1050 1050 1050 1050 1050 1050 1050 1050 1050 12,600
2024 Budget v2 2500 200 200 200 200 200 200 200 200 200 200 00 12400
Budget 2025 000 10000 10000 10000 10000 10000 10000 10000 10000 10000 10000 10000 120000

Jan 25,2019 21 of 34
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Click on Browse.

AcctHistory  Monthly Variances  View Save History

BudgetDesa
p | 2020 Budget
2023 Budget
2024 Budget
2024 Budget v2 2500 300 900 | 200 | 200 00 | 200 | %00 900 | 00 %00 00 12,400
Budget 2025 10000/  10.000; 10000  10.000 10000 10000 10000 10000 10000 10000 10000 10000 120000
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J) After selecting and attaching the file, enter a description.

il Save Assumptions & Edtstons: -

Assumptions
E Lok Assumption

> h a Mew Office Desks
2
3

C:\srsP. e ek 08 opries ol 30morcoa] [ womse ]| s
]

(M
(M

File B . Size Uploaded Uploaded
Hame Description *® By on Delete

[1 Budget Summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb
» | 2020 Budget 2,500 200
2023 Budget 2,500 500
2024 Budget 1,050 1,050
2024 Budget v2 2500 900 900 | 200 | 200 00 | 200 | %00 900 00 900 00 12,400
Budget 205 10000 ¢ 10000 ¢ 10,000 10,000 | 10,000 10,000 10,000 | 10,000 10,000 10,000 10000 looo 12000
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J) Now click on Upload. A message will appear the reads, Added successfully.

Csersp. rbertDeskn 00 oprespoly S0momde]  sovse || wposs || | comel

File ~ . Size Uploaded Uploaded
N Description 5 By on Delete

AcctHistory  Monthly Variances  View Save History

BudgetDesa Jan Feb
» | 2020 Budget 2500 900
2023 Budget 2500 200
2024 Budget 1,050 1,050
2024 Budget v2 2500 800 900 00 900 900 900 900 900 900 900 900 12400
Budget205 10000 ¢ 10000 ¢ 10,000 | 10,000 | 10,000 10,000 10,000 | 10,000 10,000 10,000 10,000 logoo 120000
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J) Now you see the attachment listed. If you uploaded the wrong file or made changes to the
file, click on delete & start this process over.

i Save Assumptions & edtsens: -

Assumplions

= Lock Assumption

3

O
2 O
a

1 Budget Summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb
» | 2020 Budget 2,500 900
2023 Budget 2,500 300
2024 Budget 1,050 1,050
2024 Budget v2 2500 %00 900 900 %00 900 900 900 900 900 %00 %00 12,400
Budget 2025 10000 10000 10.000 10,000 10,000 10.000 10000 10.000 10.000 10.000 10.000 10,000 120,000
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J) Click on the Red x to close this window.

| 1l Save Assumptions & Editsons: -

Assumptions
# Lock Assumption

3 h O Mew Office Desks
2 O

O

3

3 Budget Summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb
» | 2020 Budget 2,500 200
2023 Budget 2500 300
2024 Budget 1,050 1,050
2024 Budget v2 2500 900 900 | 200 | 200 900 | 200 | %00 900 00 %00 900 12,400
Budget205 10000 ¢ 10,000 | 10,000 | 10,000 | 10,000 10,000 10,000 | 10,000 10,000 10,000 10,000 oo 120000

Jan 25,2019 26 of 34



UG-Basic Budget Entry

zgidwani

iorad

J) Note: When an attachment is present, the Attachments button is yellow.

8 Accounts highlighted are itemized, dick the account number ik to edit ine items
Dashboard Account Detais
[~] Apply number formatting

lmnmm Account No: 100-6120-00 (Supplies/Rental - Administration)

[ Save Assumptions & edtsons: - L Aopovalstas: - (i View comment | % Print to POF
Assumptions
S Lodk Assumption - - & Exdude Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Total L
> O Mew Office Desks Q + - O 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 12,600.00 l
2 O qQ - O 0,00
3 O qQ - O 0,00
»

3 Budget Summary

AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec Total
b | 2020 Budget 2500 900 S0 900 900 s 900 200 200 s00 900 s00 12400
2023 Budget 2500 L1 200 200 200 200 200 200 200 900 200 200 12400
2024 Budget 1050 1050 1050 1050 1050 1050 1050 1050 1050 1050 1050 1050 12600
2024 Budget v2 2500 200 s00 200 200 200 900 200 s00 200 200 s00 12400
Budget205 10000 ¢ 10000 ¢ 10,000 | 10,000 | 10,000 10,000 10,000 | 10,000 10,000 10,000 10,000 loooo 120000
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M  You can look at the bottom of the screen below the solid black line in the BUDGET
SUMMARY to view previous and current years actual, budgets & forecasts.

CompanyDB™ BudgetlD* OrgUnit Rollup Object RolUp Form

DB3147_two18 ~ | | 2024Budget v || <al> v <al> v cselect> v/

OrgUnit Object

| 100 - Administration v | <> v Search | Advanced

? Accounts highlighted are itemized, dick the account number link to edit ine items
Dashboard Account Detaids

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) 3 Show Spread ] Apply number formatting

&l Save Assumptions &! Edit status:  ~ L Approval status: = =8 View cor it ﬂAﬂer it -‘; Print to PDF
Assumptions
B Lodk Assumption - fx Exdude Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
» - O New Office Desks Q + - O 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00
2 O Q x O
3 O Q = O
| - | Fa ! -
» Raw Total
Iu Budget Summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nowv Dec Total
b | 2020Budget | 2500 900 | 00 300 500 00 900 500 00 00 300 00 12,400
{ 2023 Budget 2500 200 200 200 200 200 200 200 900 200 200 200 12400
{ 2024 Budget i 1,050 ; 1,050 ¢ 1,050 1050 1,050 1,080 1,050 1,050 1,050 1,050 1,050 1,050 12,600
{ 2024 Budgetv2 | 2500 900 500 500 200 200 200 200 200 200 200 200 12,400
| Budget 2025 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 120,000
i
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J) You can drag this black line up or down to your preferred view.

CompanyDE™ BudgetlD® OrgUnit Rollup Object
|DB3147_two18 « || 2024Budget v | <all> v <all> o <select v

OrgUnit Object
| 100 - Administraton v | | <al> v Advanced

9 Accounts highlighted are itemized, dick the account number link to edit ine items
Dashboard Account Detais

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) [ Show Spread Apply number formatting

& Save Assumptions !- Edit status: ~ L Approval status:  ~ &g View comments *Ntld'lrn:lis -,'. Print to PDF

AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Now Dec Total
b | 2020 Budget 2,500 200 200 200 200 200 200 200 200 200 200 200 12,400
2025 Budger _m .............. m ....... w w w w m w w w w0 w e
2024 Budget 1,050 1,050 1,050 1,050 1,050 1,050 1,050 1,050 1,050 1,050 1,050 1,050 12,600
2024 Budget v2 2,500 300 300 00 200 300 200 300 300 200 300 300 12,400
Budget205 | 10000]  10000] 10000 10000 10,000 0000 100000 10000 10,000 10000 10000 10000 120000
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J) If you try to go back to the dashboard or previous screen without saving any changes made
to this assumptions screen, a message will appear to discard the changes OR go to tab to
Save Assumptions. Let's click on Go To Tab.

3 (2R S
CompanyDG= BudgetiD™ OrgUnit Rolup Object Rollup Form

DB3147_two18 ~ || 2024 Budget v | | <al> v | | <al> | | <select> ~|

Orgut Object , _

100 - Administration v || <at> v | Search | Advanced

,* Accounts highbghted are itemized, dick the account number bnk to edit ine items
Dashboard  Account Detais

Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) . 3 Show Spread Apply number formatting

|l Save Assumptions .‘- Edit status: ~ &., Approval status: = I View comments *m:hmems “% Print to PDF
Asa.m_:m - aConﬁrm >
| 2 |lok | Assumption - | & W Mg S | ot [Nev |Dec | Total ~
1 O | mewOffice Desks al |+ A Changes made to data in this tab are not saved 1,050.00 | 1,050.00 |1.asu.oc | 1,050.00 | 1,050.00 | 1,050.00 | 12,600.00 .
y o ; Click 'Go To Tab' and dlick the save button on screen Em.m|mm.m|mm.m|mm.m|l,nm|m|mm

or 'Discard’ your changes

I3 Budget Summary
AcctHistory  Monthly Variances  View Save History

BudgetDesa Jan Feb Mar Apr M2 Discard II GoToTab | Nowv Dec Total
» | 2020 Budget 2500 : | 0 — 900 $00 12:400

' 'é"z'd'z'j”a'udget 2500 200 200 900 200 12400
C024Budget 1050 L1050 1050 1050 L051 12501

| 2024Budgetvz | 2,500 900 200 900 900 12400

| Budget2025 | 10,000 ¢ 10,000 | 10,000 ; 10,000 10,000 10,000 10,000 10,000 10,000 | 10,000 10,000 10,000 120,000
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J) Now click on Save Assumptions. A message will appear that reads, saved successfully.

 Budget ID: 2024 Budget  Account No: 100-6120-00 (Supplies/Rental - Administration) | [ Apply number formatting

& eotsons: - L aopovalstatus: + | i View comments g Attachments % Print to POF

Assumption - - M Numbser Oty Rate Spread Amt  Spread Method  Exdude Jan Feb Mar Apr May Jun Jul Auvg €
Mew Office Desks Q + - 500.00 12,600.00 | Monthly - D 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050
Q - - O
Q - - M L
>
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
2020 Budget 2,500 900 900 900 500 900 900 900 900 900 900 900 12,400
2023 Budget 2500 500 %00 %00 %00 300 900 900 900 900 900 900 12:400
2024 Budget 2500 200 200 200 200 900 900 900 900 900 900 900 12:400
2024 Budget v2 2,500 200 200 200 200 200 00 200 900 o00 o00 %00 12,400
) | Budget2025 10000 10000 10,000 10,000 m.mn 10,000 10,000 10,000 10,000 10000 10,000 120,000
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M  Click on Dashboard to return to the previous screen.

| Budget ID: 2024 Budget | Account No: 100-6120-00 (Supplies/Rental - Administration) ;[ ShowSpread | [£] Apply number formatting
| el Save Assumptions | & cdtsons: - | L. reproval status: ~ | i View comments gl Attachments | = Print to PDF

" hasmpbors |
& | Lock ‘Assumption - - | fx Exdude Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec Total s
3 D New Office Desks Q + | = D 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 1,050.00 | 12,600.00 I
O
3
Ed Budget Summary
AcctHistory  Monthly Variances  View Save History
BudgetDesa Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total
p | 2020 Budget 2,500 900 300 300 900 900 900 900 300 900 900 900 12,400
2023 Budget 2,500 800 800 800 s00 500 200 200 300 800 800 s00 12,400
2024 Budget 1050 1050 1050 1050 1.050 1.050 1050 1050 1050 L1050 1050 1,050 12,600
2024 Budget v2 2,500 300 200 900 900 900 900 900 200 200 900 900 12,400
Budget 2025 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 10,000 120,000
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J) Now you can see the budget data entered for account 100-6120-00.

0 @~ x
CompanyDB™ BudgetlD™ Orglnit Rollup Object Rollup Form
DB3147_two1s v | 2024Budget || <al> v || <alt> v || <select>
OrgUnit Object
100 - Administration v | al> v advanced
? Accounts highlighted are itemized, dick the account number link to edit line items
Dashboard  Account Details
CompanyDB: DB3147_twol8 BudgetID: 2024 Budget |zl Save Accounts
b Print [[% Exportto Excel % Printto PDF [[]] AutoSize Columns Rows: 20 A- A+
* Display Level 2 - RowFormat <No Format> = [/] Show Spread Columns [] Show Period Columns [] Show Assumption Column
AccountNum ¢ AccountDesecr Assumption Amount SpreadMethod Jan Feb Mar Apr May Jun Jul -
e o w Iy : : : : : =
» | 100-5100-00 Salaries and Wages - Administratio | <click the account number link for details> -0 48,653.85 21,153.85 21,153.85 21,153.85 21,153.85 37,355.77 24,903.85 2
100-5110-00 Overtime Pay - Administration <dlick the account number link for details> -0 2,500 1,000 1,000 1,000 1,000 1,000 1,000
100-5120-00 Bonuses - Administration <click the account number link for details> -0 2,500 1,200 1,200 1,200 1,200 1,200 1,200
100-5140-00 Profit Sharing - Administration <click the account number link for details> =i0 2,500 3,500 3,500 3,500 3,500 3,500 3,500
100-5150-00 Employee Benefits - Administration | <click the account number link for details> =i 1,500 1,500 1,500 1,500 1,500 1,500 1,500
100-5160-00 Health Insurance Expense - Admini | <dlick the account number link for details> -0 BOO 8OO 800 800 800 800 800
100-5170-00 Payroll Taxes - Administration <dlick the account number link for details> -0 1,525 1,525 1,525 1,525 1525 1,525 1,525
Comoam e tdemestannrlidete arcract eberliek B et o . 5 25 2242 i -
. == = e Zos .
I 100-6120-00 Supplies/Rental - Administration New Office Desks 12,600 | Monthly 1,050 1,050 1,050 1,050 1,050 1,050 1,050 I
= b0 e U L e e g — L,M”ﬂﬂ””ﬂ‘
100-6140-00 supplies/Software - Administation b2024 0 2,500 1,500 1,500 1,500 1,500 1,500 1,500
100-6150-00 Supplies-Allocated - Administration | b2024 0 2,500 1,350 1,350 1,350 1,350 1,350 1,350
100-6160-00 Dues & Subscriptions - Administrati | <dlick the account number link for details> -i0 - 100 500 - - - -
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J) That's It. You're Done.

SR mEE
=Rk

That’s It. You’re Done.
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