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We are going to review how to create a custom budget entry screen.   Let's get 
started. Click on System Management. 
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Click on Budgets.

UG-Custom Budget Entry
zgidwani

Jan 25, 2019 3 of 28



Click on Define Budgets Forms (Custom Budget Entry).
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Note: As a reminder, this path shows you how to get to this screen again.  In this example, 
you would go to the System Management menu, Budgets then Define Budgets Forms 
(Custom Budget Entry). 
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Click on the CompanyDB dropdown list. Make your selection.  In this example, select 
DB3147_two18. 

UG-Custom Budget Entry
zgidwani

Jan 25, 2019 6 of 28



Click on Add New Form.
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Enter the Form Name.
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A message will appear, New form created successfully. The form name entered, Actual vs. 
Budget.  Note: If you want to change the name, just type the new name in the white box 
and click on save changes. 
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Select the Primary BudgetID for Accounts List from the dropdown list.  In this example, we 
will select 2018 Actual.
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Select the User Access (visibility) from the dropdown list.  In this example, we will select 
Application User.
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You have the option to: 1. Allow period as input. We will select this option for this example. 2. 
Exclude zero value accounts. 3. Flip sign for variances.  
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We will review actual vs budget for the current month.   Enter the BudgetID (2018 Actual 
and 2018 Budget), fiscal month (Aug), Month and report level (GLCode). 
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Enter comments & review comments history.   Enter the BudgetID (2018 Actual), fiscal 
month (Dec), YTD, report level (GLCode), 1st Calc Factor (1) for 2018 Actual, 2nd Calc Factor 
(2) for 2018 Budget & 3rd Calc Factor (1) for the 1st set of Comments. 
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We will review YTD actual vs budget.   Enter the BudgetID (2018 Actual and 2018 Budget), 
fiscal month (Dec), Month and report level (GLCode). 
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Enter YTD comments & review comments history.   Enter the BudgetID(2018 Actual), fiscal 
month (Dec), YTD, report level (GLCode), 1st Calc Factor (5) for 2018 Actual, 2nd Calc Factor 
(6) for 2018 Budget & 3rd Calc Factor (2) for the 2nd set of Comments. 

UG-Custom Budget Entry
zgidwani

Jan 25, 2019 16 of 28



You have the option to select a color for your data. Just double-click on the cell and make a 
selection.   In this example, we will select colors for the month comments and YTD 
comments.
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Click on Save Changes.
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Now let's look at the Custom Budget Entry screen.  Click on Budgets.
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Click on Custom Budget Entry.
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Click on the CompanyDB dropdown list. Make your selection.  In this example, select 
DB3147_two18. 
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Click on the OrgUnit & Object Rollup dropdown lists. Make your selection.  In this example, 
select all for both. 
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Click on the Form dropdown list. Make your selection.  In this example, we will select the 
form we just created which is named Actual vs. Budget.
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Click on the OrgUnit dropdown list. Make your selection.  In this example, select all. 

UG-Custom Budget Entry
zgidwani

Jan 25, 2019 24 of 28



Click on the Object dropdown list. Make your selection.  In this example, select all. 
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Click on Search.

UG-Custom Budget Entry
zgidwani

Jan 25, 2019 26 of 28



Now you see the Custom Budget Entry screen we created which reviews the month actual 
& budget along with comments & comments history as well as YTD actual & budget along 
with YTD comments & comments history. 
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That's It. You're Done.
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