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> 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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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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Define Custom Reports

Purpose: Custom Reports allows you to create custom columns
and rows designed by users to include user-specified data
levering 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.

Jan 25,2019

% Accounts highiighted are itemized, dlick the account number link to edit ine items

Dashboard  Account Details

¢ i Print [IX Export to Excel % Printto PDF ] AutoSize Columns

Elliisplathd 4 = Row Format <Mo Format> * Hide Extended Column Header
AccountNum AccountDescr 2023 Actual 2024 Actual 23 vs 24 Actual
i
000-4110-02 US Sales - Finished Goods 85,643.34 79,604.49 (6,038.85)
000-4111-01 Canadian Sales - Retail/Parts 45,208.55 45,208.55
000-4111-02 Canadian Sales - Finished Goods
000-4112-01 AustralAsian Sales - Retail/Parts 96,936.57 96,936.57
000-4112-02 AustralAsian Sales - Finished Goods 6,290.65 6,290.65
000-4114-01 Germany Sales - Retail(Parts 5,114.74 (5,114.74)
000-4114-02 Germany Sales - Finished Goods
000-4115-01 United Kingdom Sales - Retail/Parts 894,12 894,12
000-4115-02 United Kingdom Sales - Finished Go 6,542.12 6,542.12
000-4116-01 South Africa - Retail/Parts 5,034.33 5,034.33
T T

%  Enter Comments Here Comments History

[03/08/2018
12:48]
[PHUBERT\P,

< Hubert] [$6K]
Jan - Comments
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I# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - wi X

L@ File E Budgets =g Variances i Tools @system Management __S_ Allocations $ Payroll ,@Users Management
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J) Click on Custom Reports, then Define Custom Reports

- jm) X

h# UynamicBudgets - PHUBERIP. Hubert - 184.1/4.795.1359 45000 - DE314/_dynamicbudgets
_. P f— - i ]
Y Tools $O)% System Management —§ Allocations $ Payroll @ Users Management

:iﬁle iBudgds J-'-\u‘nrinncs lﬂ Reports .

lﬂ Monthly N
lﬁ Budget Reports »
l@ Comparative »
l@ Capex / Currency »
l@ Custom Reports 1 @ Custom Reports
@ Custom Reports (with budget line items)

@ Define Custom Reports

f2DYNAMIC

BUDGETS
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J) Click on the CompanyDB dropdown list. Select a company. For this example, we will select

DB3147_twol8.

\# DynamicBudgets - PHUBERT\P, Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets — m *
@ File :S:i Budgets J-l- Variances @ Reports L Y Tools 19‘} System Management :S: Allocations $ Payroll .'@ Users Management
'] Reports > Custom Reports > Define Custom Reports Q - x

CompanyDB™ Report

DB3147_two 18 v <select> ~

DB3147_two18

New Column X Delete Report L} Add New Report L ju Clone Report

Form Name Primary BudgetID for Accounts List =
| | v| O Fomenabied [ alowperod asirout (] (GRad e or o vs R Accts)
Column Layout Row Layout Accounts Search Filter
%7' To delete a row, dick the row header to sslect the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month /YTD  Report Level VarCompCol VarBaseCol VarCommitments Numberformat Hidden

Jan 25,2019
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Text Color

FormulaResolved Th
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J) Click on Add New Report

[# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets — m] H

[@iFie [§|Budgets B variances |7 Reports g Tools O System Management g Allocations & Payroll  Gf Users Management

Form Name Brimary BudgetiD for Account{ Add New Report |
for Variances
| | | v| [ FormEnabled [] Alow period as input me:efwmvsmm)

Column Layout Row Layout Accounts Search Filter

_f To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month /YTD  Report Level VarCompCol VarBaseCol VarCommitments Numberformat Hidden [ Background Color  Text Color FormulaResolved Th
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J) Click in the Report Name box. Type a report name. For this example, we will enter 23 vs 24

Actual.
D DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets — 7 Y
ﬁ File i Budgets ll-\f'ariances m Reports \Tools @Sysbem Management EJNIocatiuns s Payroll $Users Management
CompanyDB*™ Report
|p83147_two1s v| | <select> vl

ird SaveChanges | Add New Column 3K Delete Report +m"!.’AddNewCustomREDcl‘t ﬂ‘

Form Name Primary BudgetID for Account Add New

l | |

Column Layout Row Layout Accounts Search Filter

r To delete a row, dick the row header to select the entire row (one or multiple) and 8§ . . |
Column Position Column Name Data Entry Type  BudgetID ' % umberformat  Hidden [ BackgroundColor  Text Color FormulaResolved Th

CompanyDB: DB3147_two18
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M  Clickon Add New

I DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - o x
[Sifie [§ Budgets e Veriances | Reports 4 Tooks {0 System Management g | Allocations & Payroll - G} Users Management

Ci DB*

Q0 v x|
Report
|DB3147_two18 v <seleat> v]
® i
l l l Add New Custom Report ﬂ
Form Name # Primary BudgetID for Acct Ak N
| | |2024Actal |
Columnlayout  Rowlayout  Accounts Search Filter Company0a: DB3147_two18
% Todelete a row, cick the row header to select the entre row (one or mltple)
£
Column Position Column Name Data Entry Type BudgetID Fig Repart Name™: 23 ve 24 Actunl lidden [] Background Color Text Color FormulaResolved Threshold
| Add New | Cancel
Jan 25, 2019
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J) On row 1, click on the Budgetl|D 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.

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - o s

[SFie ijnudgas Jl-v.rim Repc!ts g Tools @Symmmgement E_Imk.caﬁum @P.ymu G Users Management
CompanyDB* Report
|DB3147_two1s v |3vs24Acal v

23vs 24 Actual # 6 Primary BudgetlD for Accounts List =

[23vs 22 Actal | | v| [ FormEnabled [ Allow period as input D'fp"é&é"&:?}:“‘mwmm;

Column Layout Row Layout Accounts Search Filter

_X‘mdeletzam,dduhemmﬁamsdect then hit the Delete Selected button

Column Position Column Name Data Entry Typl§ BudgetID iscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
p 1 i ~ Value O
2 ~ Value O
3 Value O
4 Value O
S Value O
6 value O
7 value O
8 v Value O
9 Value O
10 Value a
11 Value O
12 Value O
13 Value a
14 Value a
15 Value O
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J) On row 2, click on the BudgetlD dropdown list. Make a selection. For this example, we will
select 2024 Actual.

k7 DynamicBudgets - PHUBERT\P. Hubert - 184.172,195.139,25000 - DB3147_dynamicbudgets - o x
[3]File mlhldgds Jl-vm Repurts Ci Tools @Symnmmgunun Nlocntiom. Squu GE Users Management

|pB3147_two1s v |z3ve24Acal ]
= [ v | |
23vs 24 Actual # 6 Primary BudgetID for Accounts List *
2 . Fiip sign for Variances
|23vs24klud | | v| [ Form Enabled [] Allow period as input Dmmmm“mm)
Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
! i) Value O
» 2 | ~ Value Oa
3 BudgetiDDesc ~ Value O
4 Value
2023 Actual U
5 2024 Actual Value a
3 Budget 2025 Value O
7 Budget 2026 Value a
Budget 2028
8 Budget 2027 Value O
g Budget 2024 v Value a
10 Value a
11 Value a
12 Value O
13 Value a
14 Value a
15 Value O
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Copy the selected BudgetlID for rows Tand 2. Click in the row 1 cell under BudgetlD, shift,
down arrow to row 2, then control C (to copy).

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172,195.139,25000 - DB3147_dynamicbudgets — [m] L
Fie mlhldgds J-.-Vamncu @quﬂs \\)“Tnols ﬁ&yﬁuﬂl&mguﬂuﬂ Nlnc-atinns SPnymll 6UwsMaMgemcm
e DB* Report
|pB3147_two1s v |sBvs24Acal ]
E] [z | I
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | v| [ FomEnabled [ Allow period as input Dm‘nﬁ"f e for O ve LR ACCH)

Column Layout Row Layout Accounts Search Filter

_x To delete a row, dick the row header to select e Saliscaulaasapmullislaland then hit the Delete Selected button

Column Position Column Name Data Entry Tyg BudgetID Hscal Period Month /YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual Value O
» o2 2024 Actual |v Value a
3 Value O
4 Value O
5 Value a
3 Value a
7 Value a
8 Value O
E Value a
10 Value a
11 Value a
12 Value O
13 Value a
14 Value a
15 Value O

Jan 25,2019 13 of 51
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M  Paste the selected BudgetID for rows Tand 2 to Column Name for row Tand 2. Click in the
row 1 cell under Column Name, then control V (to paste).

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172,195,139,25000 - DB3147_dynamicbudgets — [m] L

Barie 5 sudoes Bpver (3 Repors g Tools {0 System Management g Allocations &y Payroll ) Users Management

[e DB= Report
|pB3147_two1s e v
= | v | |
23vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | | [ Fomendied [ Alowperodasinput [ oamn i Yoo o
Column Layout Row Layout Accounts Search Filter
% Todelete aroumslideihasaushaaer to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Cfbta Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
» 1 2023 Actual i 2023 Actual Value O

2 2024 Actual 2024 Actual Value O
3 Value O
4 Value O
5 Value a
3 Value a
7 Value a
8 Value O
El Value a
10 Value a
11 Value a
12 Value O
13 Value a
14 Value a
15 Value O
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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.

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - o s

l-'|le mﬂudgds J-I-Variancu Repcrts \'\)"‘Tools @%ﬁuﬂlﬂhmgemeﬂt mexah'ons @Paymll %Uurshhnagemeﬂt

|DB3147_two1s v |z3vs29Acal ]
L] i | |
23 vs 24 Actual # 6 Primary BudgetiD for Accounts List =
[23vs 22 Actal | | v| [ FormEnabled [ Allow period as input Dm&;ﬁwmm)
Column Layout Row Layout Accounts Search Filter
_x To delete arow, dick the rovghaadaiasalasisiangntie row (one or multipe) and then hit the Delete Selected button
Column Position Column Namg Data Entry Type HuidgetID Fiscal Period Month / YTD' Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
P 1 2023 Ad:u:::I 23 Actual Value O

2 2024 Actuall] Name | Jo2s actual value O
3 ‘Ffea_mnli-l Value O
4 iancePomt Value O
5 Remaining to S¢ Value O
6 Emwc value a
7 e Hiete. value O
8 < > | Value O
9 Value O
10 Value a
11 Value a
12 Value O
13 Value a
14 Value a
15 Value O
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J) On row 1, copy the Data Entry Type for row 1to row 2. Click in the cell under Data Entry
Type, Control C (to copy).

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets — [m] H
[gifie [§ Budgets L Veriances | Reports i Tools {0} System Management g Allocations &) Payroll ) Users Management
e DB* Report
|pB3147_two1s T ]
=] |7 | |
23 vs 24 Actual # 6 Primary BudgetID for Accounts List =
[23vs 24 Actual | | v| [ FomEnabled [ Allow period as input meﬁ!f 2e for O ve LR ACH)

Column Layout Row Layout Accounts Search Filter

% Todelete arow, dick the ron row (one or multiple) and then hit the Delete Selected button
Column Position Column Nanlg Data Entry Type JudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
L7 2023 Actual EERmE |~ 2023 Actual Value O
2 2024 Actual | 2024 Actual Value O
3 Value O
4 Value O
5 Value Oa
3 Value a
7 Value a
8 Value O
E Value a
10 Value a
11 Value a
12 Value O
13 Value a
14 Value a
15 Value O
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J) Then click in row 2. Now Control V (to paste).

k# DynamicBudgets - PHUBERT\P. Hubert - 184.172,195.139,25000 - DB3147_dynamicbudgets - o s

[glfile § Budgets S Veriances | Reports i Tools {0} System Management g Allocations &y Payroll - G} Users Management

|DB3147_two18 v |23vs24Acual ]
= | | |
23vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | v [ FomEndied [] Mlowperodasinout [ poadn e varenees
Column Layout Row Layout Accounts Search Filter
% Todelete arow, dick the row header to select the entire raw (one or mutiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [ ] Background Color Text Color FormulaResolved Threshold
1 2023 Actual _ Readonl | 2023 Actual ~ Value a
Mo2 2024 Actual 2024 Actual Value a
3 Value a
4 Value O
5 Value a
[ Value O
7 Value O
8 Value O
g Value O
10 Value a
11 Value O
12 Value O
13 Value O
14 Value a
15 Value O
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J) On row 1, click on the Fiscal Period dropdown list. Make a selection (fiscal period/last
month). For this example, we will select Dec.

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147 _dynamicbudgets — [m] H
3] File mnudgds Jl-vm Repuns Ciy Tools @smmmmgm Nlocntions SPWI & Users Management
CompanyDB* Report
|pB3147_two1s T ]
= E | |
23vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | v| [ FomEnabled [ Allow period s input mehlr e for Ot ve LR ACcH)

Column Layout Row Layout Accounts Search Filter

_x Toﬁmam,d&ummmmummm«mmsdmm

Column Position Column Name Data Entry Type BudgetID Fiscal Period flonth /YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Backg iColor Text Color FormulaResolved Threshold
P i1 2023 Actual | ReadOnly 2023 Actual Value O
2 2024 Actual | ReadOnly 2024 Actual Na ~ Value Oa
3 |Dec Value O
4 L il | Value O
5 Value a
[ Value a
7 Value a
8 v Value O
E IR Value a
10 Value a
11 Value a
12 Value a
13 Value a
14 Value a
15 Value O
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M Onrow]l, 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.

A# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - o s

File m Budgets 1.- Variances Reports i Tools @ System Management Allocations s Payroll &} Users Management

CompanyDB* Report
|DB3147_two1s v |23vs29Acal ]
= i | |
23 vs 24 Actual # 6 Primary BudgetlD for Accounts List =
[23vs 22 Actal | | v| [ FormEnabled [] Allow period as input Dm\\f;&:eﬁmmm)
Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then jissdsisssdsiogted button
Column Position Column Name Data Entry Type BudgetID Fiscal Perigid Month / YTD I‘pnrt Level 1st Calc Factor 2nd Calc Facter 3rd Calc Factor NumberfFormat Hidden [[] Backg iColor Text Color FormulaResolved Threshold
» o1 2023 Actual | ReadOnly 2023 Actual Dec | ~ Value O
2 2024 Actual | ReadOnly 2024 Actual Name Value O
3 (:‘:‘Dh Value O
4 YTD Value O
S YTD-&vg Value O
6 FullYeor value O
€ >
7 value O
8 R B Value O
9 Value O
10 Value a
11 Value a
12 Value a
13 Value a
14 Value a
15 Value O
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J) 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.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets — a >
ﬁ File Budgets ‘r\lnrianca m Reports t‘ Tools @ Systemn Management ElelﬁDm s Payroll % Users Management

CompanyDB=

Repart

|D83147_two18

v |23vs 24 Actual |

23 vs 24 Actual # 6 Primary BudgetID for Accounts List =
[23vs 24 Actual ] | v| [ FormEnabled [] Allow period as input Dm\,ﬂ“ﬂ:ﬁ,"‘g“mm}
Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete

>

Column Position

1

Column Name Data Entry Type BudgetID Fiscal Period Manth |
2023 Actual | ReadOnly 2023 Actual Dec ¥TD

Report Level 1t Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [:| Background Color Text Color FormulaResolved Threshald

Value

2024 Actual | ReadOnly 2024 Actual Value

Value

Value

Value

Value

Value

Wil sl B WM

Value

Value

Value

Value

Value

Value

Value

Ooooooooooooooo

Value

Jan 25,2019
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J) On row 3, under Column Name, type 23 vs 24 Actual.

% DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets =
[SiFie g Budgets -.l-\'lriancs @Repom £ Teols @mmwmm @Mm $payw| G Users Management
CompanyDB* Report
|DB3147_two18 v|  23vs24Achal v
soechonges | | |
23vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | v| [ FormEnabled [] Allow period as input Dmmvswml

Column Layout Row Layout Accounts Search Filter
_ag To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name  Data Entry Type BudgetlD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec YD GLCode Value |
| |_ ReadOnly 2024 Actual velue O
T; E...Bvsqud“l..._ o — value O
I 4 ................ — Value (|
; Value O
; ! Value [
— T T Value O
, Value [
. Value [
" Value [
_“ ........................................................... [ Value O
= Value [
Value O
Value O
.......................................... Valve O
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J) On row 3, click on the Data Entry Type dropdown list. Make a selection. For this example,
we will select VarianceValue.

\# Uynamicudgets - PHUBEKI\. Hubert - 184.1/2.193,134,25000 - U3 14/_dynamicbudgets - L A
EHI: Budgds Jr\r‘arianc& @R&pﬂﬂs %Tools @Syslem“ gement #l- ati $ Payroll %UmMuwgemmt

CompanyDB™ Report
DB3147_two 18 v |23vs2eActual v|

23vs 24 Actual # 6 Primary BudgetID for Accounts List =

[3vs 24 Achl ] | v|  [Aromensbied [] Alowperodasmpur [ R mIaenes L

Column Layout Row Layout Accounts Search Filter
_g To delete a row, cick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec Yo GLCode Value (]
2 2024 Actual o 024 Actual Value O
INE Busaacul] J Value 0
s B Sl - i =
5 Rea_dﬂnly Value (]
6 {VariancePent Value ]
7 Remaining to 5 Value |
s smmmCalc Value (]
] C Histe Value O
10 < > Value (]
T ee— Value (|
12 Value ]
13 Value O
| 14 IIIIIIIIIIIIIII Value (|
N T B S R s 5

Jan 25,2019 22 of 51



UG-Define Custom Reports-Actual, Variance, Comments

zgidwani

iorad

J) On row 4, under Column Name, type %.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195,139,25000 - DB3147_dynamicbudgets - a *
ISiFile "8 |Budgets ‘I-\I'ariancs m Reports S Tools {0 System Management | Allocations s Payroll G} Users Management
CompanyDE™ Report
|DB3147_two18 v |23vs 24 Actual v]
e SeveChanges | : I - |
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
|23 vs 24 Actual ] | v| [ Fomenabled [] Alow period as input Dw\wf::mumm}
Column Layout Row Layout Accounts Search Filter
X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetlD Fiscal Period Month /YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden D Background Color Text Color FormulaResolved  Threshold
1 2023 Actual | ReadOnly 2023 Actual Dec Yo GLCode Value O
2 2024 Actual | ReadOnly 2024 Actual Value D
3 23 vs Actual | VarianceValue Value O (Col-NA - Col-NA)
v oa | ' Value O

5 a Value O
6 Value O
7 Value O
8 Value O
9 value O
10 Value O
11 Value ]
12 Value O
13 Value O
14 Value O
15 Value O
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J) On row 4, click on the Data Entry Type dropdown list. Make a selection. For this example,
we will select VariancePcnt.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.130,25000 - DB3147_dynamichudgets - = X
[8ifile [§|Budgets Eorvariances || Reports CigTools {0 System Management "§| Allocations 5 Payroll - G Users Management
CompanyDE™ Report
|DB3147_two18 v [23vs24Actual v
d E | |
vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actal ] | v| [ FomEnabled [ Allw period as input mez“"’r:“m‘ﬁmml

Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / ¥YTD Report Level 1st Calc Factor 2nd Cale Factor 3rd Cale Factor NumberFormat Hidden [[] Background Color Text Color FormulaResolved Threshold

2023 Actual ReadOnly 2023 Actual Dec YD GLCode Value O

2 2024 Actual ReadOnly 2024 Actual Value O

3 23 vs 24 Actua Value O (Col-NA - Col-NA)

by 4 % ~ Value O (Col-NA - Col-NA) / Col-NA

5 Name Value O

6 ‘Ff_ou'dOnI‘y‘_l Value O

7 VariancePent Value O

8 Remaining to Spe Value 0

9 :Emrf.alc Value O

10 o History Value O

11 Value O

12 Value O

13 Value [}

14 Value [

15 Value O
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J) On row 5, under Column Name, type Enter Comments Here

F DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - [l X

[@iFile §|Budgets S variances mmpo«s

“ig Tools {0 System Management g | Allocations $paymu G Users Management

(2] B v x]
CompanyDB™ Report
\DB3147_two18 v|  23vs24Actual v
= | I
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
(23 vs 24 Actual | | v| [ Formenabled [] Allow period as input Dwﬁmﬁﬁumm
Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month [ YTD Report Level 1st Calc Factor 2nd Cale Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual Readonly 2023 Actual Dec YD GLCode Value |
2 2024 Actual ReadOnly 2024 Actual Value |
3 23 vs 24 Actual Variancevalue Value O (Col-NA - Col-N&)
4 Y \VariancePent Value O (Col-NA - Col-NA&) [ Col-NA
p 5 . ~ Value |
[ Value O
7 Value ]
8 Value |
E Value |
10 Value ]
1 Value ]
12 Value |
13 Value ]
14 Value (]
15 Value O
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J) On row 5, click on the Data Entry Type dropdown list. Make a selection. For this example,
we will select Comments.

¥ OynamicBudgets - PHUBERT\P. Hubert - 184.172.195139,25000 - DB3147_dynamicbudgets - o x
[SiFile §|Budgets ‘I-Wiancs m&poﬂs 4y Tools {0 System Management g | Allocations spaywl GF Users Management
(2] 0 v x
CompanyD6* Report
DB3147_two18 v|  23vs24Actal v
R Kosecrgon
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23 vs 24 Actua | | v|  EdFomenabed [ Mlowperodasinput [ oo i verences o )

Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selectad button

Column Position Column Name Data Entry Type BudgetlD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [[] BackgroundColor Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec Yo GLCode Value O
2 2024 Actual ReadOnly 2024 Actual Value O
3 23 vs 24 Actual VarianceValue Value O (Col-NA - Col-NA)
4 % isasaaiiank Value | (Col-NA - Col-NA) / Col-NA
» |5 Enter Comments Herd v Value O
6 Name Value O
7 ‘F:?adO ":_ value O
8 VariancePent Value |
] Remaining to Spe Value O
10 :Ewlun&lc Value O
11 e story Value |
12 Value O
13 Value O
14 Value |
15 Value |
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J) On row 6, under Column Name, type Comments History.

# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - [l X
[SiFile §|Budgets Jl-uuancs mlhpods iy Tools §O System Management g Allocations $9w G Users Management
(2] B v x|
CompanyDB™ Report
\DB3147_two18 v|  23vs24Actual v
d i I
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
23vs 24 Actua | | v|  [Aromensbed [ Alowperiodasinout [] oot vaenees o
Column Layout Row Layout Accounts Search Filter
_y To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Cale Factor 2nd Cale Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec YD GLCode Value O
2 2024 Actual ReadOnly 2024 Actual Value |
3 23 vs 24 Actual Variancevalue Value (] (Col-NA - Col-NA)
4 % ariancePent Value O (Col-NA - Col-NA&) / Col-NA
5 Comments Value |
y |6 Comments History Value O
7 Value ]
8 Value |
9 Value |
10 Value O
11 Value ]
12 Value |
13 Value |
14 Value ]
15 Value O
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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.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets

[§iFie § | Budets ‘l-\hnanos mmp«u

(2]

CompanyDB™

Report

- o x
4 Tools {0 System Management g | Allocations spaywl GF Users Management
B v x

‘m“;_mm v| ‘BWHM V|

23vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23 vs 24 Actual | | v| [ FormEnabled [ Allow period as input Dmmﬁ::’r‘:?vsmm
Column Layout Row Layout Accounts Search Filter
x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [[] BackgroundColor Text Color FormulaResolved Threshaold

1 2023 Actual ReadOnly 2023 Actual Dec YD GLCode Value O
2 2024 Actual ReadOnly 2024 Actual Value O
3 23 vs 24 Actual VarianceValue Value ] (Col-NA - Col-NA)
4 % VariancePent Value | (Col-NA - Col-N&) [ Col-NA
5 Enter Comments Herepmminaaiass Value O

y & Comments History | v Value O
7 Name value |
8 Rﬁdo"h Value |
3 VariancePent Value |
10 Remaining to Spe Value ]
11 gua‘htrﬁilc Value |
12 s Ty Value O
13 Value ]
14 Value |
15 Value |
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J) 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).
# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - ] *
[SiFie [ § |Budgets Hrvarionces || Reports g Tools {0} System Management “§ | Alocations & Payroll ) Users Management

CompanyDg* Report
|DB3147_two18 v |23vs24Actal |
= | = : | - I
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | v| O Fomendied [ Alowperiodasinput [ oo o0 o
Column Layout Row Layout Accounts Search Filter
_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID i st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color F laResolved Threshold
p 1 2023 Actual ReadOnly 2023 Actual Dec YD m Value a

2 2024 Actual ReadOnly 2024 Actual . value O
3 23 vs 24 Actual VarianceValue Value O (Col-NA - Col-NA)
4 % VariancePent Value a (Col-NA - Col-NA) { Col-NA
5 Enter Ci Here | C Value a
1] Comments History CommentsHistory Value |:|
7 Value O
8 Value a
E Value a
10 Value a
11 Value O
12 Value a
13 Value a
14 Value a
15 Value a
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Now shift, down arrow to row 6.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - O *
ﬁ File Budgets ‘l-\iemm:s @ Reports E‘Tools @Sysmm Management mmlocnﬁans s Payroll aUsersMamgement

CompanyDB™ Report
|DB3147_two18 v |23vs24Achal v
=] i | : |
23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23vs 24 Actual | | v| O Fomendied [ Alowperiodasinput [ oo o0 o
Column Layout Row Layout Accounts Search Filter
_X To delete a row, dick the row header to select the entire row {one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color Fi laResolved Th
1 2023 Actual ReadOnly 2023 Actual | Dec vy GLCode Value O
2 2024 Actual ReadOnly 2024 Actual ~ Value I:I
3 23 vs 24 Actual VarianceValue Value a (Col-NA - Col-NA)
4 % VariancePent Value O (Col-NA - Col-NA) / Col-NA
s Enter C Here G Value O
P | 6 Comments History CommentsHistory w Value |:|
7 Value a
8 Value a
E Value a
10 Value a
11 Value O
12 Value a
13 Value a
14 Value a
15 Value O
Jan 25,2019
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Control V (to paste).

% DynamicBudgets - PHUBERTVP. Hubert - 184.172.185.139,25000 - DB3147_dynamicbudgets - o X
[SFie [§ Budgets S variances @Rapom iy Tools {0 System Management " Allocations s Payroll ) Users Management
CompanyDB* Report
DB3147_two18 v |23vs24Actal v

23 vs 24 Actual # 6 Primary BudgetID for Accounts List =

[23vs 24 Actual ] | ~| [ FomEnabled [] Alow period es input Dgg‘mﬂmm]

Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetiD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFarmat Hidden [] Background Color Text Color FormulaResolved Threshold

1 2023 Actual ReadOnly 2023 Actual Dec YTD GLCode Value D
2 2024 Actual ReadOnly 2024 Actual Dec  ~: YTD GLCode value O
3 23 vs 24 Actual VarianceValue Dec YD GLCode Value O (Col-NA - Col-NA)
4 % VariancePent Dec YTD GLCode Value O (Col-NA - Col-NA) / Col-NA
5 | Enter Comments Here | Comments Dec YTD GLCode value O

(S Comments History CommentsHistory Dec ~i YD GLCode Value O
7 Value O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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On row 3, click on the st Calc Factor dropdown list. Make a selection. For this example, we
will select 2. Note: The Ist Calc Factor menu lists the row # for the data source to create a
formula. 2 in this example represents 2024 Actual.

DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - a x
i#

[SiFie g Budgets I variances m Reports Cigy Tools 00 System Management g Allocations $ Payroll ) Users Management

23 vs 24 Actual # 6 Primary BudgetiD for Accounts List =
[23vs 24 Actual ] | v| [ Fomenabled [ Alow period as input Dm&"g“m’umm]

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 | 2023 Actual { Readonly | 2023 Actual Dec ¥To GLCode Value 0

T P E— Prvywermm— R“do.-.h, B s ae - - i e =

» 3 23 vs 24 Actual VarianceValue Dec YTD GLCode | w Value O (Col-NA - Col-NA)

4 L% VariancePent Dec Y10 GLCode Colun ~ Value O (Col-NA - Col-NA) / Col-NA
5 Enter Comments Here | Comments Dec ¥TD GLCode 1 Value O
[ Comments History CommentsHistory Dec YD GLCode 2 Value O
7 i 3 Value O
8 4 Value O
g : Value O
10 7 v Value O
1 < = Value O
12 Value O
13 Value O
PR - i =
15 value O
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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. 1in this example represents 2023 Actual.

|# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - a x

[SiFie g Budgets I variances @ Reports “igy Tools {0 System Management g Allocations s Payroll ) Users Management

23 vs 24 Actual # 6 Primary BudgetiD for Accounts List =
[23vs 24 Actua ] | v|  EAromenabed [] Mlowperodasimut [ oot 200 o e

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetiD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [[] Background Color Text Color FormulaResolved Threshold
i1 | 2023 Actual { Readonly | 2023 Actual Dec ¥To GLCode Value 0
_ PEE— D H a“do.-.h. ................ PPy E— e - e e =
» 3 23 vs 24 Actual VarianceValue Dec ¥TD GLCode 2 ~ Value O (Col2 - Col-NA)
4 L% VariancePent Dec Y10 GLCode Colum A Value O (Col-NA - Col-NA) / Col-NA
5 Enter Comments Here | Comments Dec ¥TD GLCode : i Value O
6 Comments History CommentsHistory Dec YD GLCode 2 Value O
7 3 Value O
8 4 Value O
g : Value O
10 7 v Value O
1 < = Value O
12 Value O
13 Value O
I RS ............... . e =
15 value O
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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.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - ml x

[SiFie (g Budgets I variances @Repms Sl Tools {0 System Management g Allocations $ Payroll ) Users Management

23 vs 24 Actual # 6 Primary BudgetiD for Accounts List =
[23vs 24 Actual ] | v| [ FomEnabled [ Alow period as input Dmmem)

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetiD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFarmat Hidden [T] Background Color Text Color FormulaResolved Threshold
1 | 2023 Actual ReadOnly | 2023 Actual Dec ¥To GLCode Value 0

—H P ryerE— R“donh .......... e ou . s e =

P i3 23 vs 24 Actual VarianceValue Dec ¥TD GLCode 2 1 ~ | Halue O (Col2 - Col1)

4 L% VariancePent Dec Y10 GLCode Colur ~ | Ralue O (Col-NA - Col-NA) / Col-NA
H Enter Comments Here | Comments Dec ¥TD GLCode 1 alue O
6 Comments History CommentsHistory | Dec YD GLCode 2 alue O
7 3 alue O
8 4 alue O
g : alue O
10 7 v | falue O
1 i< = alue O
12 Value O
13 Value O
14 Value O
15 value O
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o) Note: The 3rd Calc Factor menu is also used for the formula calculation for the "remaining
to spend" data entry type option.

|¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - [m! >
lSiFile [§|Budgets K Veriances | ) Reports i Tools {0 System Management g Allocations &5 Payroll &R Users Manegement
C DB* Report
DB3147_two18 v |23vs24Achal v|

23 vs 24 Actual # 6 Primary BudgetID for Accounts List =
[23vs 24 Acha | | v| [ Fomensbed (] Mlowperod ssirout (] 0o aaryiorse o o vs R Acct)
Coumnlayout  Rowlayout  Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Pasition Column Name Data Entry Type BudgetiD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 | 2023 Actual ReadOnly | 2023 Actual Dec Yo GLCode Value O

T P i Preoyera— Rgad()nhr ......... P -~ - i - =

p 3 23 vs 24 Actual VarianceValue Dec YD GLCode 2 1 v i falue O (Col2 - Col1)

4 % VariancePent Dec YD GLCode Colur A | lralue | (Col-NA - Col-NA} / Col-NA
5 Enter Comments Here | Comments Dec YD GLCode 1 alue O
6 : Comments History CommentsHistory  : Dec YD GLCode 2 alue O
7 2 alue O
8 4 alue O
E : alue O
10 7 v | ffalue O
1 ~ - alue O
12 Value O
13 Value O
14 Value O
15 Value O
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Copy the cells under Ist Calc Factor, 2nd Calc Factor, 3rd Calc Factor on row 3. Then Control

C (to copy).

% OynamicBudgets - PHUBERTVP. Hubert - 184.172.185.139,25000 - DB3147_dynamicbudgets - o x
[SiFile §|Budgets pVeriances |7 Reports g Tools {0} System Management g Allocations &y Payroll G Users Manegement
[« DB* Report
DB3147_two18 v |23vs24Achal vl

23vs 24 Actual # 6 Primary BudgetID for Accounts List *
(355 24 hcka | | v 2 Fomenabed (] Mowperodas oot (1 G2ad o G ve 8 et
Column Layout Row Layout Accounts Search Filter
_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec YO GLCode Value O
2 2024 Actual ReadOnly 2024 Actual Dec YD GLCode alue O
» 3 23 vs 24 Actual VarianceValue Dec YD GLCode 2 wil 1 w | Walue O (Col2 - Col1)
4 % VariancePcnt Dec Y Gllods T— *Value O (Col-Na - Col-NA) f Col-NA
5 Enter Comments Here | Comments Dec YD GLCode Value O
[ Comments History CommentsHistory Dec ¥TD GLCode Value O
7 Value O
8 Value O
3 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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M  Paste the selected cells. Click in the cell under Ist Calc Factor from row 4. Then shift, down
arrow to row 6.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets

[SiFile [§|Budgets K Veriances | ) Reports

C

DB*

Report

DB3147_two18

v |23vs24achal

[ ps

g Tools {0} System Management g Allocations &y Payroll &R Users Manzgement

23 vs 24 Actual # 6

|23 vs 24 Actual

v]

Column Layout Row Layout Accounts Search Filter

_x To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position

[ Form Enabled [] Allow period as input [

Flip sign for Variances
(Better\Worse for CR vs DR Accts)

1

Column Name

| 2023 Actual

Data Entry Type
ReadOnly

BudgetiD
2023 Actual

Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved

Dec

GLCode

Value

Threshold

| 2024 Actual

ReadOnly

2024 Actual

Dec

GLCode

Value

i 23 vs 24 Actual

VarianceValue

Dec

GLCode

Value

(Col2 - Col1)

%

VariancePent

Dec

GLCode

Value

(Col-NA - Col-NA) / Col-NA

| Enter Comments Here

Comments

Dec

333333

GLCode

Value

| Comments History

CommentsHistory

Dec

GLCode

Value

Value

wl e | w| e | b oW e

Value

Value

Value

Value

Value

Value

Value

Value

Oodooooooooooooo

Jan 25,2019

37 of 51



iorad

UG-Define Custom Reports-Actual, Variance, Comments

zgidwani

J) Now Control V (to paste).

| DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets

I§iFie [§ Budgets -ll-\fariancs @Rapons

CompanyDB* Report

DB3147_two18 v |23vs24Actal

= |

23 vs 24 Actual # 6 Primary BudgetiD for Accounts List *
|23 vs 24 Actual | |

- |

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Form Enabled [] Allow period asinput  [] m\?x’g&.mumm}

] X

iy Tools {0 System Management g Allocations SPW & Users Management

Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [[] Background Color Text Color FormulaResolved Threshold

1 2023 Actual ReadOnly 2023 Actual Dec YD GLCode Value D
2 2024 Actual ReadOnly 2024 Actual Dec Yo GLCode Value O
3 23 vs 24 Actual VarianceValue Dec YD GLCode alue O (Col2 - Col1)
4 % VariancePent Dec YD GLCode alue O (Col-NA - Cal-NA) / Col-NA
5 Enter Comments Here | Comments Dec YD GLCode alue O

» 6 Comments History CommentsHistory Dec YTD GLCode alue O
7 alue O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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J) Double-Click in the cell under background color for row 3.

\# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets
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[SFie § Budgets -ll-v.riancs mnqmns

CompanyDB™ Report

D83147_two18 v |23vs24Achal

o |

23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
|23 vs 24 Actual | |

- |

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position

Form Enabled ] Allow period as input Dm\&gf«mumm)

] X

iy Tools {0 System Management g Allocations $P»yml & Users Management

Column Name

| 2023 Actual

Data Entry Type
ReadOnly

BudgetID
2023 Actual

Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [[] Background Color Text Color FarmulaResolved

GLCode

Value

Threshold

| 2024 Actual

ReadOnly

2024 Actual

GLCode

Value

23 vs 24 Actual

VarianceValue

GLCode

Value

%

VariancePent

GLCode

Value

]

(Col2 - Col1)

(Col-NA - Col-NA) / Col-NA

| Enter Comments Here

Comments

333333

GLCode

Value

| Comments History

CommentsHistory

GLCode

Value

Value

Value

Value

Value

Value

Value

Value

Value

Value

ooooooooooooooo
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)  Selectacolor. Inthisexample, we will select yellow.

ﬂ‘ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets

[SiFie g Budgets S variances @Rapms

CompanyD5=

DB3147_two18

I

iy Tools {0 System Management g Allocations $Payml 3 Users Management

Color X
Bwmian ) | ] remesd IR T MR

oot | rories | rers e EEEEEEEN

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button = = = = = = = =

Column Position Column Name Data Type BudgetID Fiscal Period Month / Y1 or 3rd Calc Factor NumberFormat Hidden [ ] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadE::: " 20:3Aclnal Dec YD ! - - - - - . - I_ I Value D > :
2 { 2024 Actual ReadOnly 2024 Actual Dec yip | Custom colors: Value O

p 3 23 vs 24 Actual VarianceValue Dec YD I_ I_ I_ I_ I_ l_ I_ I_ 1 Value O (Col2 - Col1)
4 % VariancePent Dec YD I_ I_ I_ I_ I_ l_ I_ I_ 1 Value O (Col-NA - Col-NA) / Col-NA
5 Enter Comments Here = Comments Dec ¥TD | Define Custom Colors >> | 1 Value O
6 Comments History CommentsHistory Dec YTD | 0K | Cancel 1 Value O
7 Value O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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A  Clickon OK

D DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets

[SiFie g Budgets S variances mhpoﬂs

o *

iy Tools {0 System Management g Allocations SPW  Users Management

[2] @ - x
CompanyDB™ Report
DB3147_two18 v |23vs24Achal |
smeChanges Colo x
st s ek e
Variances

|23v=24m | | v| [ Form Enabled W N e RvsOR Act)

To delete a row, dick the row to entire row or hit . . . . . - - -
Column Position _Column Name Data Entry Type BudgetiD Fiscal Period Month / YT - - - - - . - |_ actor 3rd Calc Factor Numberformat Hidden [[] Background Color Text Color FarmulaResolved Threshold
1 | 2023 Actual ReadOnly 2023 Actual Dec YD Value D
2 2024 Actual Readonly 2024 Actual Dec Y Q-I:""I:*‘I"_ P — Value O
P 3 23 vs 24 Actual VarianceValue Dec YD 1 Value O (Col2 - Col1)

4 % VariancePent Dec YTD I_ I_ I_ I_ I_ '_ I_ I_ 1 Value O (Col-NA - Col-NA) / Col-NA
5 | Enter Comments Here | Comments Dec YTD | mmm» | 1 value O
] | Comments History CommentsHistary Dec YTD 0K || Cancel 1 Value O
7 Value O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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Double-Click in the cell under background color for row 4.

% DynamicBudgets - PHUBERTVP. Hubert - 184.172.185.13,25000 - DB3147_dynamicbudgets - o x
[§iFile g Budgets S variances mhpoﬂs iy Tools {0 System Management g Allocations SPW S Users Management
CompanyDB™ Report
DB3147_two18 v |23vs24Actal ~|
23vs 24 Actual 2 6 Primary BudgetID for Accounts List *
[23vs 24 Actual ] | ~| [ FomEnabled [] Alow period es input Dgg‘m“mm]

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetiD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [[] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec YD GLCode Value D
2 2024 Actual ReadOnly 2024 Actual Dec YO GLCode Value O
3 23 vs 24 Actual VarianceValue Dec YD GLCode 2 1 1 Value O FFFF80 (Col2 - Col1)
P 4 % VariancePent Dec YTD GLCode 2 1 1 Value O -l (Col-NA - Col-NA) / Col-NA
5 Enter Comments Here | Comments Dec YD GLCode 2 1 1 Value O
[ Comments History CommentsHistory Dec YD GLCode 2 1 1 Value O
7 Value O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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)  Select acolor. Inthisexample, we will select green.

’ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.135,25000 - DB3147_dynamicbudgets

[SiFie [§ Budgets S veriances mnqms

I

Cigy Tools {0 System Management g Allocations spayml G Users Management

(2] @ - x
CompanyDB™ Report
D83147_two18 v |23vs24Achal
Colar X
n . Basic :
vs 24 Actual # 6 Primary BudgatiD for Accounts List = = rEEE
|J.1v324.|\|:t.|d | ] v| [ Form Enabled [~ N W R for CRysOR Acct)
_XTodde‘lz diick the row header to select the entire row (one or multiple) and then hit the Delete Selected button EEE...-.-
2o o el ok EEEEEENEN
Column Position _Column Name Data Entry Type BudgetID Fiscal Period Month f YT - - - - - - - |_ actor 3rd Calc Factor Numberformat Hidden [[] Background Color Text Color FarmulaResolved Threshold
1 © 2023 Actual ReadOnly 2023 Actual Dec YD Value O
2 | 2024 Actual ReadOnly 2024 Actusl Dec yp | Custom colors: Value |
3 23 vs 24 Actual VarianceValue Dec YD I': I': I': I': I': ll: I': I': 1 Value O FFFF80 (Col2 - Col1)
p 4 % VariancePent Dec YTD 1 Value O (Col-NA - Col-NA) / Col-NA
5 Enter Comments Here | Comments Dec YD | Define Custom Colors >> | 1 Value O
] | Comments History CommentsHistary Dec YTD 0K Cancel 1 Value 0O
7 Value O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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O Click on OK.

’ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.135,25000 - DB3147_dynamicbudgets

[SiFie [§ Budgets S veriances mnqms

I

*

Cigy Tools {0 System Management g Allocations spayml G Users Management

(2] 9 ¥ x
CompanyDE™ Report
D83147_two18 v |23vs24Achal |
Colar X
B Basic colors:
23 vs 24 Actual # 6 Brimary BudgetiD for Accounts List :
|"’ Actual || "| id E"“".r.....- se for CR vs DR Accts)
? To delete dhick the row header to select the entire multiple) and then hit the Delete Selected button EEE...-.-
Coll Po: .m‘cl Nm D, TM(““BU D Fiscal Pe dMI’lﬁ'lY'I.-...--- 3rd Calc Fi NumberFi dd Back dColor Text Color F laResolved Threshold
iti ati et i ct rmat Hi et
olumn Position : olumn Name a Entry Type udg scal Period Month | EEEENETE actor 3rd Calc Factor NumberFo idden [] Background Color olor FormulaResolv resho
1 © 2023 Actual ReadOnly 2023 Actual Dec YD Value O
1 Custom colors
2 i 2024 Actual ReadOnly 2024 Actual Dec Yo Value O
3 23 vs 24 Actual VarianceValue Dec YD I': I': I': I': I': ll: I': I': 1 Value O FFFF80 (Col2 - Col1)
p 4 % VariancePent Dec YTD 1 Value O (Col-NA - Col-NA) / Col-NA
5 | Enter Comments Here | Comments Dec YTD Define Custom Colars >> | 1 value O
] | Comments History CommentsHistary Dec YTD 0K Cancel 1 Value 0O
7 Value O
8 Value O
9 value O
10 Value O
1 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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o) Note: These are the colors we selected. Sometimes you will not see the colors selected until
you save changes.

# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - ] x
ﬁ File Budgets ‘l-'hriances m Reports e%‘l‘r:u:nls @Syﬂem Management Allocations $ Payroll % Users Management
a 2R
CompanyDB™ Report
|DB3147_two18 v |23vs 24 Actual v

23 vs 24 Actual # 6 Primary BudgetID for Accounts List *
[23s 29 | | v| B romenaied [ Mowperodesimt 1] GRET LR veom Acc)
Column Layout Row Layout Accounts Search Filter
_x To delete a row, didk the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetID Fiscal Period Manth / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec YO GLCode Value O
2 2024 Actual ReadOnly 2024 Actual Dec Y10 GLCode Value O
3 23 vs 24 Actual VarianceValue Dec YTD GLCode 2 1 1 Value O (Col2 - Col1)
b4 % VariancePent Dec YTD GLCode 2 1 1 Value O (Col2- Cal1) / Coll
5 Enter Comments Here | Comments Dec YO GLCode 2 1 1 Value O
6 Comments History CommentsHistory Dec ¥TD GLCode 2 1 1 Value O
7 Value O
8 Value O
3 Value O
10 Value O
11 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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o) 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 %.

# DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - ] x
ﬁ File m Budgets ‘l-\n'nriances m Reports ef\‘l‘mk @Syﬂ:m Management mﬂxm $ Payroll %Usasmmgemml
CompanyDB™ Report
|DB3147_two18 v|  |23vs 24 Actual v

23 vs 24 Actual # 6 Primary BudgetID for Accounts List =

[23vs 24 Actual | | ~| [ FormeEnabled [] Allow period asinput Dfﬁ‘:&ﬂwﬁrgﬁﬁ‘nmm

Column Layout Row Layout Accounts Search Filter

_X To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved Threshaold
1 2023 Actual ReadOnly 2023 Actual Dec YO GLCode Value O
2 2024 Actual ReadOnly 2024 Actual Dec Y10 GLCode Value O

p 3 23 vs 24 Actual VarianceValue Dec ¥TD GLCode 2 1 1 Value O FFFF80 (Col2 - Col1)

4 LY VariancePont Dec YTD GLCode 2 1 1 Value O BOFFB0 (Col2 - Col1) / Col1
5 Enter Comments Here | Comments Dec YO GLCode 2 1 1 Value O
6 Comments History CommentsHistory Dec ¥TD GLCode 2 1 1 Value O
7 Value O
8 Value O
] Value O
10 Value O
11 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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Click on Save Changes.

¥ DynamicBudgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets - a *
ISiFile "8 |Budgets Jr\.rariancs [ﬂ Reports £ Tools @ System Management "§; | Allocations s Payroll G} Users Management

CompanyDE* Report

|B3147_two1s v|  [23vs 24 Actual |

23 vs 24 Actual # 6 Primary BudgetID for Accounts List *

(23vs 24 Actal J | v| D romensbed [ Mowperiodesimput (] G258 eege or Gt v OR Acct)

Columnlayout  Rowlayout  Accounts Search Filter
j To delete a row, dick the row header to select the entire row (one or multiple) and then hit the Delete Selected button
Column Position Column Name Data Entry Type BudgetiD Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Cale Factor 3rd Calc Factor NumberFormat Hidden [ Background Color Text Color F laResolved Threshold
1 2023 Actual ReadOnly 2023 Actual Dec YO GLCode Value a
2 2024 Actual ReadOnly 2024 Actual Dec YTD GLCode Value D
3 23 vs Actual VarianceValue Dec YO GLCode 2 1 1 Value O FFFF80 (Col2- Cal1)
4 % VariancePent Dec YD GLCode 2 1 1 Value O (Col2 - Col1) / Col1
[ ] Enter Comments Here | Comments Dec YO GLCode 2 1 1 Value O

6 Comments History CommentsHistory Dec YO GLCode 2 1 1 Value D
7 Value O
8 Value O
9 value a
10 Value O
11 Value O
12 Value O
13 Value O
14 Value O
15 Value O
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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.

fColumn Name Data Entry Type  BudgetID Fiscal Period Month / YTD Report Level 1st Calc Factor 2nd Cale Factor 3rd Calc Factor NumberFormat Hidden [] Background Color Text Color FormulaResolved
2023 Actual ReadOnly 2023 Act | Dec YTD GLCode Value O :

2024 Actual ReadOnly 2024 Act | Dec YTD GLCode | Value O

23 vs 24 Actual VarianceValue | | Dec |y | GLCode | 2 1 1 | Value O | rrrFe0 L | (Col2-Colt)
.. - - - Leaie , . Lvalue|:|nnFFnu[Cnlzt.‘nln,fc.:u
Enter Comments Here - Comments - | Dec ' YTD ' GLCode - 2 - 1 - 1 Value O b E

Comments History CommentsHistor Dec ¥YTD GLCode 2 1 1 . Value O
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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.

a

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

¢ = Print fi= Exportto Excel % Printto PDF [1]] AutoSize Columns

i Display Level 4 » Row Format <Mo Format> » Hide Extended Colurmn Header -
AccountNum AccountDeser 2023 Actual 2024 Actual 23 vs 24 Actual %  Enter Comments Here Comments History
[03/06/2018
12:48]
000-4110-02 US Sales - Finished Goods 85,643.34 79,604.49 (6,038.85) " mﬁ?;:i]
Jan - Comments
Test
000-4111-01 Canadian Sales - Retail/Parts 45,208.55 45,208.55 I
000-4111-02 Canadian Sales - Finished Goods Iy
000-4112-01 AustralAsian Sales - Retail/Parts '96,936.57 96,936.57 -
000-4112-02 AustralAsian Sales - Finished Goods 6,290.65 6,290.65 =
000-4114-01 Germany Sales - Retail/Parts 5,114.74 - (5,114.74) B
000-4114-02 Germany Sales - Finished Goods -
000-4115-01 United Kingdom Sales - Retail/Parts 894,12 894.12 &
000-4115-02 United Kingdom Sales - Finished Go 6,542.12 6,542.12 w
A e i e -
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Click on the X to close.

& LYNdnmiceuayels = FRUDERILWE, AUDETL = 15 10 12D 1 35,0000 - LBS 14/ _UYTdimicouuge s - e
Hﬁle Budgm ‘r\hriancu @hpom i%'l‘aols @Syﬂemlﬂamganml Nlncﬂions SPaymll al.herstagemem

C DB* Report
|DB3147_two18 v |23ve24achal v|

ddsaeChanges | |

23 vs 24 Actual # 6 Primary BudgetlD for Accounts List =

[23vs 24 Actual | | v [ FormEnabled [] Alow period as input Dwﬂ‘zmmﬁmm

Column Layout Row Layout Accounts Search Filter

% To delete a row, dick the row hesder to select the entire row (one or multiple) and then hit the Delete Selected button

Column Position Column Name Data Entry Type BudgetID Fiscal Period Manth / YTD Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor berFormat Hidden [] Back iColor Text Color Fi laResaolved Th

P il 2023 Actual ReadOnly 2023 Actual Dec YTD GLCode Value a
2 2024 Actual ReadOnly 2024 Actual Dec Yo GLCode Value a
3 23 vs 24 Actual VarianceValue Dec YTD GLCode 2 1 1 Value a FFFFBO0 (Col2 - Col1)
4 %% VariancePent Dec YTD GLCode 2 Value a _ (Col2 - Col1) f Coll
5 Enter Comments Here | Comments Dec Yo GLCode 2 Value a
6 Comments History CommentsHistory Dec YTD GLCode 2 Value a
7 Value a
] Value O
L] Value a
10 Value a
11 Value a
12 Value a
13 Value a
14 Value a
15 Value a
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J) That's It. You're Done.

l DYNAMIC |

BUDGETS

That’s It. You’re Done.
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