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UG-Monthly Actuals - Trx Review

O Dynamic Budgets User Guide
for Monthly Actuals-Trx Review

l DYNAMIC &-p

BUDGETS __,

User Guide

for

Monthly Actuals-Trx

O Click on Reports.

G,25000 - DBE3147_dynamicby

O Click on Monthly.

AUBERT\P. Hubert - 184.172.195.139,25000 - DB3147_dynamicbudgets

Monthly &

_@ Monthly ¢
Iﬂ Comparative 3 ﬁ Manthly F

O Click on Monthly Actuals-Trx
Review.

Iﬂ Capex / Currency 3 ﬁ Monthly -
|J>I Custom Reports . =
F nthly 3Ummary = LIMensions ACTOUnT

Monthly P/L - Company

Monthly - Consolidated P/L
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UG-Monthly Actuals - Trx Review
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0 Select the CompanyDB. In this
example, DB3147_twol8.

O Select an OrgUnit. In this
example, select 100-
Administration.

O Select an OrgUnit Rollup. In
this example, select GRA.

O Select a Year. In this example,
select 2024.

DF AutoSize Columns
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UG-Monthly Actuals - Trx Review

0 Click on Generate.

O A message will appear that
reads, Please stand by while
we populate your search
options from your entire
transaction history..

%" Please stand by while we populate your search options from your

fi= Export to Excel % Printto PDF 5] AutoSize Columns

O You can change the display
level. Select 2.

n

100-5150-00

100-5150-00

Employee Benefits -

100-5150-00

Employee Benefits -

100-5150-00

Employees Benefits -

100-5150-00

Emplayae Benafits -

100-5150-00

Employee Benafits -

100-5150-00

Emplayee Benefits -
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UG-Monthly Actuals - Trx Review

Now you see transactions
displayed for the OrgRollup,
OrgUnit, Year and Period
selected.

prag a column header here to group by that column.

Let's drag the Vendor/Cust ID
column header and drop it in
the gray area.

Now see the transactions are
displayed by Vend/Cust ID for
all periods.

(= ACKEDDO1

£ Account

TRADATE

RowiD Account
p i1 100-5150-00 Employee Benefits - Administratio
2 100-5150-00 Employee Benefits - Administratio
3 100-5150-00 Employee Benefits - Administratio
4 100-5150-00 Employee Benefits - Administratio
5 100-5150-00 Employee Benefits - Administratio
] 100-5150-00 Employee Bensfits - Administratio
7 | 100-5150-00 Employee Benefits - Administratio
e 7 100-515000 Employee Benefits - Administratio
8 100-5150-00 Employee Benefits - Administratio
o | 100-5150-00 Employee Benefits - Administratio
11 100-5150-00 Employee Benefits - Administratio
12 100-5150-00 Employee Benefits - Administratio
13 100-5150-00 Employee Benefits - Administratio
14 100-5150-00 Employee Benefits - Administratio
15 100-5150-00 Employee Benefits - Administratio
s Print [T Exportto Excel % Printto PDF [[]] AutoSize Columns
Display Level 2 =

Date

Drop

13b

Lhispla

Level 2 -

wiD

s Print ¥ Exportto Excel “% Printto PDF [[] AutoSize Columns

= ACKEDDO1

PE.T. T T
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UG-Monthly Actuals - Trx Review

"I" Drag the TRXDATE column
header and drop it in the
gray area.

Now see the transactions are
displayed by Vend/Cust ID &
Trx Date for all periods.

Click on the + sign to expand
the months to review those
transactions.

14

k= Print [T Exportto Excel ™% Printto PDF  [7] AutoSize Columns

2

 Display Level

RowlD Account DatePosted

al- |- =

14b
o Drop yort to Excel % Printto PDF  [7]] AutoSize Columns
]
Account DatePaostad Amount Curre
=l [ E =] o
52,968.45
15 &= Y = |
O Click on the + sign to expand -
or collapse transaction
review. ACKEDOO1

100-5170-00 | 01/31/2028

5 03/01/2024
+ 04/01/2024
| Il | 1 =1 H ] H H
) 16
O Note: If there is an error 52,
present, you can copy this - ACKE0001
information & email it to the
accountant for correction. = 01/01/2024
Click on and Highlight the Ll s 100-5170-00 | 0/31/2028
data. It will turn gray. @
5 03/01/2024
+ 04/01/2024
e finvi I 3inA
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UG-Monthly Actuals - Trx Review

O Transaction information from
Dynamic Budgets is now in
the email.

17 fo1/2024 7.25
O Right-Click. Click on Copy N T =
with headers.. _ Select Al CtrleA
fo1/2024 60.35
fo1/2024 61.61
j01/2024 _ 61.61
fo1/2024
Check All —
joi/anae Uncheck All .76
';nl"w I i | e ) 51'5
18 |
Alt + Tab to compose your ¥ C
email.
Right-Click, paste.
A Font.
= Paragraph..
“er
19 Send ‘

Subject

wiD Account DatePosted
415 100-5170-00 Payroll Taxes - Administration 01/31/2028

hmu (] DAL TEED
20
O Type correction message in —
the body of the email or = | Ta.. |
subject line, add recipient -
and send.
nd
Subject | 54 Please make Carrection to the Entry. It should hawve hit .ﬁ.l:l:uurrt|
aw|D Account DatePosted Amo!
[5  100-3170-00 Payroll Taxes - Administration 01/31/2028 7.25
Jan 29,2019 6 of 7
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UG-Monthly Actuals - Trx Review

O That's It. You're Done.

27 Orglnit 100 - Administration ~  Object
O Helpful Screen Tools:
1) Print Year ® 2024 w Period *
2) Print to PDF.
3) Export to excel.
4) AutoSize the Columns . _ - — ]
5) See # of rows 6) &= Print [i5 Exportto Excel |*% Printto PDF | AutoSize Columns
Increase or decrease the .
O Display Level |2 -
magnification of the screen Print to PDF
Wlth (A+ OI’ A') ‘I’Eﬂd ': cust ID s
TRXDATE -
D aaaa T Acrmunt MataDaekad
22

‘ DYNAMIC Qsﬂhj:m%

BUDGETS

That’s It. You’re Done.
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