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O We are going to review how to
review the budgeting process
status screen.

Let's get started. Click on
Budgets.

3 DynamicBudgets - PHUBERT\P. Hubert - 184.172.195,139,25000 - DE3147)

O Click on Budgeting
Dashboard.

Note: This button can be
renamed, if necessary.

ﬁ Basic Budget Entry Form
ﬁ Custom Budget Entry

’aﬁ Fixed Calc Entry 3
4 F DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147,

Note: As a reminder, this path ) i
O shows you how to get to this (9] File mBudgm J'I""'I‘""“'":I== @ Reports

screen again.

In this example, you would go
to the Budgets menu, then

Comparv(DB™
Budgeting Dashboard. |DB3147_two13 ~ | | 2023 Budget v <al>
100 - Administration v <all>

Dashboard  Account Detais
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0 Click on the CompanyDB
dropdown list. Make your
selection.

In this example, select
DB3147_twol8.

O Click on the BudgetID
dropdown list. Make your
selection.

In this example, select 2023

Budget.
. . . 7
O Click on the OrgUnit & Object rts
Rollup dropdown lists. Make

your selection.

In this example, select all for
both.

O Click on the OrgUnit
dropdown list. Make your
selection.

In this example, we will select
100-Administration.
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0 Click on the Object dropdown
list. Make your selection.

In this example, select all.

O Click on Search.

O Now you see the budgeting
dashboard. Here is where you
can review and/or update the
status for lock, edit, last
updated by, approval,
comments & attachments for
your budget accounts.

n

02

+ Row Format <No Format>

AccountNum

¢ AccountDescr

100-5100-00 Salaries and Wages - Administr
100-5110-00 Overtime Pay - Administration
100-5120-00 Bonuses - Administration
100-5140-00 Profit Sharing - Administration
100-5150-00 Employee Benefits - Admini;trq
100-5160-00 Health Insurance Expense - Adnl
100-5170-00 Payroll Taxes - Administration
100-6110-00 Company Car - Administration
100-8120-00 Supplies/Rental - Administration
100-6130-00 Supplies/Hardware - Administral
100-6140-00 Supplies/Software - Administati
100-6150-00 Supplies-Allocated - Admini

- 100-6160-00 | Dues & Subscriptions - Admini
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Let's look at account
100-6130-00.

J

After reviewing and making
any necessary changes to
this budget account in the
assumptions screen, click on
save assumptions, then click
on Dashboard.

Budget ID: 2023 Budget  Account No: 100-6130-00 (Supplies/Harc

|l Save Assumptions

‘\_'- Edit status: -

&. Aoproval stan

14

Now we are going to update
the EditStatus column for
this account.

Check the box or boxes next
to the account(s) you want in
the Select column.

...........................................................................................

pplies/Rental

upplies/Hardw

upplies/Softwe

15

Click on the Edit Status
button. You can select
unused, In-Process,
Submitted, or Re-Submitted
depending on where you are
in the budget process.

In this example, we will select
Submitted.

M 100-6150-00 supplies-Allocal
- [0 | 100-6160-00 Dues & Subscrip
| | 100-6170-00 | Renairs & Maint
Detais
2023 Budget roval = S} Ac
cport to Excel Unused
InProcess
- F B -
e Submitted |
] Accounthum Re-submitted
|mi Show Unused” = BB
| 100:5100:00 Show ‘InProcess’ agks - Administratio
_____ 100-510-00 f |lw]| Show ‘Submitted Agministration
100-5120-00 Show 'Re-submitted’ tration
-5140- i sl ministration
| 100-5150-00 | Employee Benefits - Administration
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0 Now you see the EditStatus 6,867.58
column updated 161.98 PHUBERT\P. Hubert - Jun 12 :
(SUBMITTED) for account | :
100-6130-00. 12,400

13,500

19,000 | PHUBERTIP. Hubert - Jul 31 2|

17,350 PHUBERT\P. Hubert - Jul 31 2|

______________ ]
oo RABERTIR b b2

g Nowwearegoingtoupdate L | O 108700 | paol Taus-Admisintion
thie bodet aceoune " O 060000 | Company Car-Administration

supplies/Rental - Administration
Check the box or boxes next
to the budget account(s) you
want in the Select column.

- Supplies/Hardware - Administration

supplies/Software - Administation

Supplies-Allocated - Administration

{ in0-£170-00 Danaire & Mainkrananra - Adminictrarinn

18 Eu P

O Click on the Account Lock > - &
Status button. You can select

Lock or Unlock depending on

where you are in the budget L Account Approval ) Account Lock ~
process.
. . Size Columns I\‘_-h Lock |
In this example, we will select 2 Unlock
5 Unloc
Lock. -
OrgUnit Total |
CE iy |mi 1 -i II
'|9 ............................................................ : —
O Now you see the Locked 5170 6,867.58
column updated (Locked) for 6110 161.98 PHUBERTIP.
account 100-6130-00.
A message will appear that ' Locked
reads, a number of accounts
locked successfully. 5 PHUBERT\P. k
6150 17,350 PHUBERTIP. F
6160 | 100 | ' PHUBERTIP. &
o — e T E— er—
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0 Now we are going to update
the Account Approval
column for this budget
account.

Check the box or boxes next
to the budget account(s) you
want in the Select column.

20

................................................................................................

e el ————————————————————————————————— e ———————

Supplies/Rental - Administration

- Supplies/Hardware - Administration

supplies/Software - Administation

Supplies-Allocated - Administration

21
O Click on the Account
Approval Status button. You R
can select Under Review, ‘ e t" T e
Please Rewse, or Denied rintto PDF [ A UnderReview
depending on where you are PleaseRevice
in the budget process.
1at <MNo Format>
Approved
In this example, we will select ntDescr Deniad
Approved.
Show 'UnderReview
&s and Wages - Ag Show 'PleaseRevise’
rime Pay - Adminisiia Show 'Approved’
ses - Administratig Show 'Denied’
: Sharing - Adminis :
ves Banefits - Administration 100 5150
. 22
O Type in the comments box
and click on Submit. R
..............................
tto PDF 5] AutoSize Columns A- A+ '“15 3‘35':'”
018 3:35PM
018 3:35PM
i
23 E
O Now you see the Approval Comments | Attachments
Status column updated 018 10:44AM Comments = Attachments
(Approved) for account | — E——
100-6130-00. 18 3:35PM
. BERT - 14Jan2019 12:07:54 APPROVED
A message will appear,
approval status updated 18 3:35PM Attachments
successfully. 18 3:35PM Comments Attachments
J18 10:55AM Comments  Attachments
T E— S ey
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When comments are present
for any budget account, the
Comments box will be yellow.

J

24

SUTITETGy T T

Comments Attachments

Comments Attachments
..................................................................... h m
Lg 120?54 ............................... h m .........

mattachments

Comments Attachments

..................................... — FR—
U S —————————

Click on the comments
button to review the
comments for this budget
account.

25

** Print to PDE_

AutoSize Colun

. Great Job!

26
O Click on the Red X to close
this window.
App
b k" LLLT J [l L LIRLLTLLL T Emé
27 : : :
O If you want to attach i : Comments : Attachments
supporting details fora Hub Comments Attachments
budget entry, you can attach | i i i
the document(s) for this Hub i Comments
account (on this screen). Lub | APPROVED  Comm
Click on Attachments. Hub | Comments
mmen
—r——— R —————————
Jan 25, 2019 7 of 1
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0 Click on Browse and select a
file to attach.

O Enter a description in the
white box.

O Click on Upload.

A message will appear that
reads, added successfully.

28
Browse Upload Cancel

Size Uploaded
() By

29

s
C:\Users\P. Hubert\Desktop'\DE App Files\Paolly.
£ File
Name - Description
30
3\DynamicBuc Browse Upload Cancel

O 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.

31

Jan 25,2019

8of 1



UG-Budgeting Dashboard

zgidwani

iorad

0 Click on the Red X to close
this window.

O When attachments are
present for any budget
account, the Attachments
box will be yellow.

O Now let's review how to look
at budget accounts by
segment.

Click on Advanced.

O Enter the account segments
you want to review. In this
example, we will select

100-6130-00.

Also, you can clear the
segments entered & start
over.

= Print ¥ Exportto Excel ™% Printto PDF ] AutoSize Columns
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0 Click on Search.

itlock ~

O Now you see only the
account segments entered in
the advanced boxes along
with all of the statuses for the
budget process.

37

© s Print T Exportto Excel % Printto PDF [] AutoSize Columns

O You can also print, export to
excel, print to PDF and
AutoSize Columns.

38

100 5130 00

O Click on A- to minimize or
decrease the magnification
of the screen.

ApprovalStats Comments Attachments

| H 1 i = I
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. . . 40
O Click on A+ to maximize or
increase the magnification of
the screen.
ApprovalStatus Comments Attachments
& &
4]

O That's It. You're Done.

l DYNAMIC i

BUDGETS

That’s It. You’re Done.
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