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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
< epons DYNAMIC
Custom Reports allows you to BUDGETS
create custom columns and
rows designed by users to
include user-specified data Deﬁne Custom R
leveraging the tags for
manage objects, orgunits, and
the master chart of accounts.
Purpose: Custom Reports allows you
and rows designed by users to include
levering the tags for manage objects,
chart of accounts.
.-5}-. Note: This is an example of the “ Diiph}" Level 4 -~ Row Format <MNo Format>

custom report we are about to
create named 23 vs 24 Actual. )
It compares 2023 Actual to Za " Al
2024 Actual, calculates the | :

variance amount and % with
the ability to view comments

AccountMum AccountDescr

it Aeiyiasiiding | 000-4110-02 US Sales - Finished Goods

fiscal period.
" T
e s et o
| 000-4112-01 | AustralAsian Sales - Retail/Pa
T —
- o e resen
o0o411402 | Germany Sales - Finished Gox
| 000-4115-01 | United Kingdom Sales - Retail
7 P —

| 000-4116-01 | South Africa - Retail /Parts
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5 Budgets - PHUBERT\P. Hubert - 184.172.195.139,25000 - DE3147_dynamicbu

O Click on Reports Budgets Jl-‘u"ariancs

Click on Custom Reports, then » ¢
; ' ustormn Reports
O Define Custom Reports Eﬂ ad

Eﬁ Custom Reports (with budget line items)

O Click on the CompanyDB
dropdown list. Select a
company.

For this example, we will select
DB3147_twol8.

O Click on Add New Report

Primary BudgetID for Accounts Add New Report |

| | v| [ FormEnabled

Jan 25, 2019 30ofl16
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O Click on Add New

9
O Click in the Report Name box.
Type a report name. DB3147 twoll
For this example, we will enter
23 vs 24 Actual.
u
10

O On row 1, click on the
Budget|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.

n
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O On row 2, click on the
BudgetID dropdown list.
Make a selection.

For this example, we will
select 2024 Actual.

12

O Copy the selected BudgetID
forrows 1and 2.

Click in the row 1 cell under
BudgetlD, shift, down arrow
to row 2, then control C (to

copy).

13

t

Accounts Search Filter

the row header to select theantice o

then hit the Delete Se

mn Name Data Entry Tyg

BudgetID

2023 Actual

scal Period Month / YTD

2024 Actual

O Paste the selected BudgetID
for rows 1and 2 to Column
Name for row 1and 2.

Click in the row 1 cell under

14

Column Layout Row Layout

J To delete a rg

Accounts Search Filter

er to select the entire row {one o

Column Position

Column Name [fta Entry Type BudgetID

p 1 w i 2023 Actual
Column Name, then control
3
4
5
Jan 25, 2019 5of 16
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For this example, we will
select Dec.

15
O On row 1, click on the Data To delete a row, dick the re
Entry Type dropdown list. 1 Position Column Na
Make a selecthn. For this 1 20723 Actusl
example, we will select
ReadOnly. 2 2024 Actual
. | ReadOnly {
Note: The Data Entry Type { VarianceValue .
menu lists the different types 4 VariancePernt |
of spu rce data options . ] m
available. —_
e CustomCalc
{ Comments :
’ { CommentsHistc;
i < >
]
[ LSy ) . -l
16
O On row 1, copy the Data Entry
Type for row 1to row 2. n Layout Row Layout Accounts Search Filter
Click in the cell under Data To delete a row, dick the tire row (one or multiple) anc
Entry Type, Control C (to n Position Column Na Data Entry Type BudgetlD Fisci
copy). 1 2023 Actuall| TEEEER (v fpo23 Actual |
2 2024 Actual s b 2024 Actual
3
4
L= el U Layul ALLOUNGE S>Sal U rern
17
O Then click in row 2. Now To delete a row, didk the row header to select the entire row (one or multiple) anc
Control V (to paste). " ,
n Position Column Mame Data Entry Type BudgetID Fisci
1 2023 Actual | ReadOnl | 2023 Actual '
2 2024 Actual Ty |~ §2024 Actual
3
4
5
R
18 search Filter
On row 1, click on the Fiscal
O Period dropdown list. Make a Ioct S e Fow (one or Dot Sfected bution
selection (fiscal period/last y Type BudgetID Fiscal Pericd lonth f YTD Report Level 1st C
month). ’ 2023 Actual '
" 2024 Actual

Jan 25, 2019

6 of 16



iorad

Comments

zgidwani

UG-Define Custom Reports-Actual, Variance,

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.

19

row (one or multiple) and then

st[D Fiscal Peri

Actual Dec

Actual

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.

20

ultiple) and then hit the Delete

Fiscal Period Month /
| Dec '

On row 3, under Column
Name, type 23 vs 24 Actual.

21

Column Position Column Name
1 2023 Actual

024 Actual

ReadOnly

" 8 To delete a row, chck the row header to select the entre row (one or
Data Entry Type BudgetlD

L<d

2023 Actual
2024 Actual

Jan 25, 2019
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22

0 On row 3, click on the Data
Entry Type dropdown
list. Make a selection.

For this example, we will :

select VarianceValue. | VanianceValue
VariancePent
 Remaining to 5
| CustomCalc

.| Comments

| CommentsHiste

23

On row 4, under Column
Name, type %.

2 | 2024 Actual | ReadOnly | 2024 Actual

3 | 23 vs Actual | VarianceValue

O On row 4, click on the Data
Entry Type dropdown list.
Make a selection.

For this example, we will | ReadOnly
select VariancePcnt. { Variance\/alue
| VariancePent
| Remaining to Spe |
| CustomCalc
-{ Comments

| CommentsHistory |

Jan 25, 2019 8 of 16
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Entry Type dropdown list.
Make a selection.

For this example, we will
select CoommentsHistory.

iorad
Comments
zgidwani
25 : i
On row 5, under Column | 2 2024 Actual | ReadOnly 2024
Name, type Enter Comments 5 3 23 vs 24 Actual 5 VarianceValue
Here N P — | — F—
| 4 8 | VariancePent
' 26

On row 5, click on the Data
Entry Type dropdown
list. Make a selection.
For this example, we will ReadOnly
select Comments. Variancelzlue

| VaniancePcnt

Remaining to Spe
‘| CustomCalc
Comments
.| CommentsHistory |
27 : -
On row 6, under Column | 3 23 vs 24 Actual | VarianceValue
Name, type Comments 4 """""""""" % """""""""""""" 1 "u'ri """" Pc """""""""
History. ; | VariancePent
b
9
] 28

On row 6, click on the Data

Jan 25, 2019
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29
O Copy the selected Fiscal
Period, Month/End, Report
Level on row 1. Je) and then hit the Delete Selected button
HID i i st Calc Factor 2n
Click in the row 2 cell under |
Fiscal Period, shift, right fictual pec o GLCode "E ________________
arrow, to Report Level, then A ctual
control C (to copy).
DuugeLny ri=Lal 1'1.TI1LE|I.JE Iy vy E!"i.'.'.'l.i".lll.l.'l.'.l"l:l I.E:rl. |
30
O Now shift, down arrow to row 2023 Actual . Dec : YTD GLCode
6. 2024 Actual :
¥
I TTSEal FelNud FTOTET [ T REPUTE EEVET IS ol | GekeT LT
31 : - |
O Control V (to paste). —E"“a' - Dec 1D _ GLCode
ctual ‘Dec |~ YD - GLCode
Dec YD GLCode
Dec YTD GLCode
Dec YD GLCode
..................... — o e
| 2 'rm ........... GLEude ..................................................................
O Onrow 3, clickon thelst Calc  b—uwo & ™ e —
Factor dropdown list. Make a ¥TD | GLCode
selection. For this example, :
we will select 2. Yo - GLCode
YD - GLCode
Note: The 1st Calc Factor RO SR ............... o [ U [ O S
menu lists the row # for the ¥io - GLCode
data source to create a
formula. 2 in this example
represents 2024 Actual.

Jan 25, 2019 10 of 16
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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.

33

| GLCode

; GLCode

| GLCode

...........

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.

34

o)

Note: The 3rd Calc Factor
menu is also used for the
formula calculation for the
"remaining to spend" data
entry type option.

35

O o0

Jan 25, 2019
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O Now Control V (to paste).

36
O Copy the cells under 1st Calc Report Level 1st Calc Factor 2nd Calc Factor 3rd Calc Factor NumberFormat
Factor, 2nd Calc Factor, 3rd | GLCode | | Value
Calc Factor on row 3. Then LI S S S
Control C (to copy). GLCode
GLCode
- GLCode
. GLCode
GLCode Value
T e 1,_LL.
' 37 S S TS CI OIS CI I, SUUUCI RO, ST E Y
O Paste the selected cells. Click YTD : GLCode
in the cell under Ist Calc . YTD | GLCode )
Factor from row 4. Then shift, i
down arrow to row 6. YTD . GLCode
YD | GLCode
YTD i GLCode
38 ...................................................................................................
Value

O Double-Click in the cell under
background color for row 3.

39

(Col2 - Col1)

(Col-NA - Col-NA

Jan 25, 2019
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40 !
O Select a color.
In this example, we will select ‘Cnlor X ‘
yellow. TR —
M ENENE
W EE N et
EENENR
EEEEN
EEEEN
4] e d " M MM rM—r—r— L.
O Click on OK I_I_I_I_I_
|_ |_ |_ |_ |_ .......
e Custom e H
Cancel |
s e ——————— ————
42 ;
O Double-Click in the cell under Value O
background color for row 4. ‘u’alu: .................. D ..................................................................
Value : ] | FFFFa0 (ColZ - Col1)
Value O : (Col-NA - Col-MA]
Value O
value .................. D ........................................................................................
Value ]
Walua —1
43
O Select a color.
Clone Report
In this example, we will select } 1[:'3"5” X I
green. - .

Jan 25, 2019 13 of 16
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O Click on OK. VAV R D“ .......... m. I— I— I_ I_ I_ I_ I_ I_ _______
-~ . Frrrrrrr -
Dec YTD Define Custom Colors >>

Note: These are the colors we

45 jor NumberFormat Hidden [_] Background Color Text Color FormulaResclved

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
%.

®  selected. Value U
Value N
Sometimes you will not see
the colors selected until you Value O (Col2 - Col1)
save changes. Value ] (Col2 - Col1)/ Co
Value ]
Value ]
Value ]
46 packground Color Text Color FormulaResolved Threshald
6 Note: These are the formulas

FFFFB0 (Col2 - Col1)

(Col2 - Col1)/ Col1

O Click on Save Changes.

x
47

CompanyDB* Report
DB3147_two18 v |23vs 24 Actual

X Delete Report u

23 vs 24 Actual # 6 Primary Budget]
|23v524.ﬁ:‘n.ml |

el cna | mecns i - M i & PR A_mmahs
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48 [Column Name DataEntry Type  BudgetlD Fiscal Period Monthf
-é- To Recap: We have created a 2023 Actual ReadOnly 2023 Ac | Dec " )
custom report named 23 vs | 5 |
24 Actual. It compares 2023 2024 Actual | ReadOnly 2024 Act | Dec | YD
ACtua| tO 2024 ACtua|, ............................. e e
calculates the variance Dredthnd | Vorancevale | | e | w
amount and variance %. You £ | VariancePent | Dec YTD
will also be able to view any T T
comments entered monthly Enter Comments Hera § Comments Dac YD
or all comments for the fiscal Comments History | CommentsHistor | Dec YTD
period‘ ........................................................................ e ——————
o 49 | .
— Note: This is the custom - Dis Level 4 * Row Format <No Format>» *
® report we created named 23 a o A 0
VS 24 Actual. It compares ceeun Ium :fnu“ =se
2023 Actual to 2024 Actual, i Eli E[i
calculates the variance '
amount and % with the
ability to view comments -
entered monthly or for the 000-4110-02 IUS Sales - Finished Goods
fiscal period.
000-4111-01 Canadian Sales - Retall/Parts
000-4111-02 Canadian Sales - Finished Goof
000-4112-01 | Australasian Sales - Retail /Par]
000-4112-02 AustralAsian Sales - Finished ¢
000-4114-01 Germany Sales - Retail/Parts
000-4114-02 Germany Sales - Finished Goo
000-4115-01 United Kingdom Sales - Rttail1
000-4115-02 United Kingdom Sales - Finish

J

Click on the X to close.

50

m——
Management m.ﬁllmaﬁuﬂs g Payroll @Umh‘lumgunem

Jan 25, 2019

15 of 16



iorad

Comments

zgidwani

UG-Define Custom Reports-Actual, Variance,

O That's It. You're Done.

51

Ressss

BUDGETS LA

[<DYNAMIC 55

That’s It. You’re Done.
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