
Dynamic Budgets User Guide for Define Custom Reports-Actual, Variance, Comments 

UG-Define Custom Reports-Actual, Variance, Comments
zgidwani

Jan 25, 2019 1 of 51



Define Custom Reports Prerequisite Steps  Make use of the reporting tags 1-10 in manage 
objects, orgunits and master chart of accounts. This helps with the display of desired 
accounts for reporting purposes.
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Purpose: Define Custom Reports  Custom Reports allows you to create custom columns 
and rows designed by users to include user-specified data leveraging the tags for manage 
objects, orgunits, and the master chart of accounts.  
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Note: This is an example of the custom report we are about to create named 23 vs 24 
Actual. It compares 2023 Actual to 2024 Actual, calculates the variance amount and % with 
the ability to view comments entered monthly or for the fiscal period.
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Click on Reports
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Click on Custom Reports, then Define Custom Reports
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Click on the CompanyDB dropdown list. Select a company.  For this example, we will select 
DB3147_two18.
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Click on Add New Report
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Click in the Report Name box. Type a report name.  For this example, we will enter 23 vs 24 
Actual.
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Click on Add New
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On row 1, click on the BudgetID dropdown list. Make a selection. For this example, we will 
select 2023 Actual.  Note: the BudgetID menu lists live data sets or data sources that are 
available from GP in Dynamic Budgets system.
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On row 2, click on the BudgetID dropdown list. Make a selection.  For this example, we will 
select 2024 Actual. 
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Copy the selected BudgetID for rows 1 and 2.   Click in the row 1 cell under BudgetID, shift, 
down arrow to row 2, then control C (to copy).
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Paste the selected BudgetID for rows 1 and 2 to Column Name for row 1 and 2.   Click in the
 row 1 cell under Column Name, then control V (to paste). 
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On row 1, click on the Data Entry Type dropdown list. Make a selection. For this example, we 
will select ReadOnly.  Note: The Data Entry Type menu lists the different types of source 
data options available.
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On row 1, copy the Data Entry Type for row 1 to row 2.  Click in the cell under Data Entry 
Type, Control C (to copy). 
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Then click in row 2. Now Control V (to paste). 
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On row 1, click on the Fiscal Period dropdown list.  Make a selection (fiscal period/last 
month).  For this example, we will select Dec.
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On row 1, click on the Month/YTD dropdown list. Make a selection. For this example, we will 
select YTD.  Note: The Month/YTD menu lists the data sets or data source date range 
options. 
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On row 1, click on the Report Level dropdown list. Make a selection. For this example, we 
will select GL Code.  Note: The Report Level menu lists G/L account based, object or object 
rollup reports options.
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On row 3, under Column Name, type 23 vs 24 Actual. 
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On row 3, click on the Data Entry Type dropdown list. Make a selection.  For this example, 
we will select VarianceValue. 
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On row 4, under Column Name, type %. 
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On row 4, click on the Data Entry Type dropdown list. Make a selection.  For this example, 
we will select VariancePcnt. 

UG-Define Custom Reports-Actual, Variance, Comments
zgidwani

Jan 25, 2019 24 of 51



On row 5, under Column Name, type Enter Comments Here 
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On row 5, click on the Data Entry Type dropdown list. Make a selection.  For this example, 
we will select Comments. 
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On row 6, under Column Name, type Comments History. 
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On row 6, click on the Data Entry Type dropdown list. Make a selection.  For this example, 
we will select CommentsHistory. 
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Copy the selected Fiscal Period, Month/End, Report Level on row 1.    Click in the row 2 cell 
under Fiscal Period, shift, right arrow, to Report Level, then control C (to copy). 
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 Now shift, down arrow to row 6. 
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Control V (to paste). 
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On row 3, click on the 1st Calc Factor dropdown list. Make a selection. For this example, we 
will select 2.  Note: The 1st Calc Factor menu lists the row # for the data source to create a 
formula. 2 in this example represents 2024 Actual.  
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On row 3, click on the 2nd Calc Factor dropdown list. Make a selection. For this example, we 
will select 1.  Note: The 2nd Calc Factor menu lists the row # for the data source to create a 
formula. 1 in this example represents 2023 Actual. 
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On row 3, click on the 3rd Calc Factor dropdown list. Make a selection. For this example, we 
will select 1.  Note: The 3rd Calc Factor menu lists the sets of data created with variances 
and comments.  
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Note: The 3rd Calc Factor menu is also used for the formula calculation for the "remaining 
to spend" data entry type option. 
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Copy the cells under 1st Calc Factor, 2nd Calc Factor, 3rd Calc Factor on row 3. Then Control 
C (to copy). 
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Paste the selected cells. Click in the cell under 1st Calc Factor from row 4. Then shift, down 
arrow to row 6. 
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Now Control V (to paste). 
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Double-Click in the cell under background color for row 3. 
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Select a color.   In this example, we will select yellow. 
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Click on OK
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Double-Click in the cell under background color for row 4.
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Select a color.   In this example, we will select green.
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Click on OK.
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Note: These are the colors we selected.  Sometimes you will not see the colors selected until 
you save changes.

UG-Define Custom Reports-Actual, Variance, Comments
zgidwani

Jan 25, 2019 45 of 51



Note: These are the formulas for rows 3 and 4 based upon the Calc Factors we selected.   
We created the formulas 2024-2023 actuals variance value and 2024-2023 variance %.
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Click on Save Changes.
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To Recap: We have created a custom report named 23 vs 24 Actual. It compares 2023 Actual 
to 2024 Actual, calculates the variance amount and variance %. You will also be able to view 
any comments entered monthly or all comments for the fiscal period. 
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Note: This is the custom report we created named 23 vs 24 Actual. It compares 2023 Actual 
to 2024 Actual, calculates the variance amount and % with the ability to view comments 
entered monthly or for the fiscal period. 
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Click on the X to close.
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That's It. You're Done.
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