Generating Reports with BudgetPak

Overview

This guide contains instructions on how to run BudgetPak canned reports for adopted budget,
adjusted budget, and actuals on an annual, quarterly, and monthly basis.

Financial information has been imported to BudgetPak for the previous two fiscal years and is
updated daily for the current fiscal year. Access to financial information is restricted to
units/organizations specified on your Banner Access Authorization Form.
What are canned reports?
Canned reports are pre-defined reports available for users. Canned reports may be generated to
view information on a day-to-day, monthly, quarterly, and annual basis.
What are some of the canned reports available?

e Summary Reports e Monthly

e Budget vs. Actual e Year-over-Year

What to expect: By Sections

e How to run summary reports

How to run budget vs. actual reports

How to run year-over-year reports

How to run monthly reports
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How to save reports
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Accessing BudgetPak

Step 1: Go to: https://westernu.mybudgetpak.com

Step 2: Enter username and password. Click ‘Log In’.

BudgetPak-

Budget. Forecast. Report.

Browser setfings tips

Note: For all Log In issues, please contact the Budget Office at Budget@westernu.edu.

Step 3: This completes section: Accessing BudgetPak


https://westernu.mybudgetpak.com/

Section I: Summary Reports

Step 1: Click ‘Reports’.

BUdgetPakm Versions Status Reports About

Budget. Forecast. Report. ‘
What would you like to dogBO?

The last company you were working with

nit A (Training)".

The last unit you were working with was:
ase Unit A (Training)
The last version you were working with was

Open up '2016 Actuals' for viewing.

|_D Open different

fferent budget for ‘Base

v editing.

ifferent unit or version

~OR- Just take an ovaral ook st the
budgets youire working an.

. Review status

Take an overall look at the status of
the units you're responsible for.

Run reports

W O print various rej S,
a copy of them to Excel.

Step 2: Select desired ‘Unit’ and ‘Version’ from
Note: Only one unit can be selected

BUdgetPakm Home Versions Status

Budget. Forecast. Report.

Select a report to preview:

Unit; 10012: Base Unit A (Training)
Version: 2016 Actuals
2014 Actuals

drop down lists.

My budg 2014 Adijusted Budget
2015 Actuals

Run a sumr 2015 Adjusted Budget Run a summary P& report for ‘Base Unit A

(Training), 2016 Actuals (Training), comparing version 2016 Actuals'
2016 Adopted\5u

2017 Reguested Budget
2017 Operating Budgst
2017 Adopted Budget
2017 Adijusted Budget
2017 Actuals

2018 Reguested Budget

My budget decisions

version ‘2016 Actuals’

detailed report listing the decisicns that
went into et for ‘Base Unit A (Training),

Welcome BO Training!

Welcome BO Training!

Log Out

Log Out




Section I: Summary Reports

Step 3: Click ‘View’ under my budget summary.

BudgetPak“‘ Versions Status Welcome BO Training! [Log Out

Budget. Forecast. Report.

Select a report to preview:

it 10012: Base Unit & (Training)

2016 Actuals

My budget decisions

Step 4: A new window will open with the report.
(1) You may send report to Adobe PDF or Excel by clicking any of the following options: ‘Send to
PDF’, ‘Send to Excel’, or ‘Send to Excel (data only)’.
(2) A file download window will appear at the bottom of the screen. Click to view/save report in
specified format (PDF or Excel).
(3) To return to the Reports menu, click on the ‘BudgetPakWeb’ browser/tab.

@ Intranet — Western University of I X X BudgetPakWeb x X' BudgetPak - Report viewer
3\
& 8 westernu.mybudgetpak.com/BudgetPakb ser_pages/ReportViewer.aspx

BudgetPak™ Reporting

Budget. Forecast. Report.

Send to Excel (data only): For advanced users. Nof]
Send to PFDF Send to Excel Send to Excel (data only) available for all reports. May include blank columns

that are not used with current report selections.

1 of 1 B Pl @ Find | Next a:l,v %

Annual Report

Company: ‘Western University of Health Sciences
Version: 2018 Actuals

Unit: 10012: Base Unit A (Training})

Budget holder: Training, BO (botraining)

Account Description 2016 Actuals Notes for 2016 Actuals
5001 Student Tuition 13,412,838

Student Tuition 13,412,838
5010 Application Fees 1089 561
5030 Graduation Fees 15,113

Student Fees 127,673

b,




Section II: Adjusted Budget vs. Actual Reports

Step 1: From the BudgetPak ‘Home’ screen. Click ‘Reports’.

BUdgetPakw Versions Status Reports About Welcome BO Training! |Log Out

Budget. Forecast. Report.

What would you like to do)gO?

The last company you were working with

o Open last Open different
The last unit you were working with was:

5 - ersion of a budget for Open up 2016 Actuals' for v

1001 se Unit & (Trai
1 se Unit - = eviev
R G different unit or version
The last version you were working with was: - ct take an overall look at the
2016 Actuals budgets you're warking on.

Take an overall lock at the status of Pre or print various reports
the units you're responsible for. send a copy of them to Excel.

Step 2: Click ‘View’ under advanced reporting.

BudgetPakW Versions Status Welcome BO Training!  |Log Out

Budget. Forecast. Report.

Select a report to preview:

Or make different report selections:




Section II: Adjusted Budget vs. Actual Reports

Step 3: ‘Select’ or ‘Click’ the following ‘Parameters’ for each of the six steps shown under the

advanced reporting window:
Parameters

Action

Select a report

Search reports...

4 P&l reports
Year-to-Date Report
Quarterly Report
Monthly Report
Summary by Rollup Unit Report
Consolidating Report
ActionPak Consolidating Report
Category Conselidating Report
P&L Tag Consolidating Report
Enterprise Subtotals Report
Budget Remaining Report

spun 18jes  sucsian i8S INEEEIREEL CE]

Click ‘Annual Report’ under the ‘Select a
report’ tab.

Select the following report options:
Row detail:

@ Display detail and summary rows
O Display summary rows only

Level of detail:
@ Standard report detail only
O Include extended detail on report
(Files, categories, drivers, line item details)
Chart of accounts:
@ Company accounts
O Enterprise accounts
Additional report settings:
Suppress rows with all zeros
D Exclude variance columns
Exclude account notes
Currency option:
USD ()

Click ‘Display detail and summary rows’
Click ‘Standard report detail only’

Click ‘Company accounts’

Click ‘Suppress rows with all zeroes’
Click ‘Exclude account notes,’ if desired

@ Select versions
m
n =
Al Version to report on:
§ 2016 Adjusted Budget (Reference) v
(=]
Versions to compare against:
v
2 2016 Actuals (Reference) v
2
® (None) v
g.
2 (None) ¥

Click ‘Select versions’ Tab

Under ‘Version to report on,’

Select from drop-down ‘20XX Adjusted Budget
(Reference)’

Under ‘Versions to compare against,’

Select from drop-down ‘20XX Actuals
(Reference)’

Select units

Units to report on:

Expand all Collapse all Base units only Rollup units only Filter units by tags
=

Search units...

D Select/unselect all units
4 D 11WUHS: Western University of Health Sciences
> |:| WUHS: University Operating Fund
4 1001: Rollup Unit (Training)
D 10012: Base Unit A (Training)
D 10013: Base Unit B (Training)

BYVUEREET suoisianyosas | Juodal e 18)as

Click ‘Select units’ Tab
Click ‘Expand All
Check the desired unit(s)/organization(s)

Group accounts by

Select how you want to group your accounts:

@ Group accounts by subtotals  (0) Group accounts by sections  (O) Group accounts by ActionPaks only

Jodai e 38|25

Click ‘Group accounts by’ Tab
Click ‘Group accounts by subtotals’




Section II: Adjusted Budget vs. Actual Reports

Annual Report

Display detail and summary rows
Standard report detail only
Company accounts

Suppress rows with all zeros
Currency: USD (%)

Version to report on:
2016 Adjusted Budget (Reference)

Comparison version:
2016 Actuals (Reference)2016

1 unit(s) selected
1001: Rollup Unit (Training)

Mo tags selected.
Group by: Subtotals

View the report

Your report will appear in a new tab or a new
browser window depending on how your browser is
configured.

On the right-hand side of the window,
Click ‘View the Report’




Section II: Adjusted Budget vs. Actual Reports

Step 4: A new window will open with the report.
(1) You may send the report to Adobe PDF or Excel by clicking any of the following: ‘Send to PDF’,
‘Send to Excel’, or ‘Send to Excel (data only)’.
(2) Afile download window will appear at the bottom of the screen. Click ‘Open’ or ‘Save’ to
view/save report in specified format (PDF or Excel).
(3) To return to the Reports menu, click on the ‘BudgetPakWeb’ browser/tab.

" BudgetPakWeb * X BudgetPak - Report viewer ® +
c & west€rnu.mybudgetpak.com/BudgetPakWeb/User_pages/ReportViewer.aspx

BudgetPak @ University Financial...

BudgetPak™ Reporting

Budget. Forecast. Report.
Send to PDF Send to Excel
of 1 [ [l @

4 4 ;1

Send to Bxcel (data only): For §
available for all reports. May i
that are not used with current

‘Send to Excel (data only)

Find | Mext

Annual Report

Company: Western University of Health Sciences

Version: 2016 Adjusted Budget

Comparison version: 2018 Actuals

Unit: 1001: Rollup Unit (Training)

Budget holder: Training, BO (bofraining)

Variance

2016 Adjusted Variance

Account Description

5001 Student Tuition
Student Tuition

5010 Application Fees

5030 Graduation Fees
Student Fees

5661 Revenue Exiernal

5699 Revenue-Cther

5705 Sales-non taxable
Patient Care Services Revenue

5825 Patient Discounts

56250 Product Discounts

Discounts and Allowances

Total Revenue

CPL_by_Subtotal_b....pdf

Budget

Clinics

o o o o o o o o o o o O

w3
=

2016 Actuals
13.412,838
13,412,838

109,581
18,113
127,673
222 287
540,711
414 555
1,177,553
-320.710
74,144
403,855
§14,314,210

amount
-13,412,.838
13,412,838
-109,561
-18,113
427,673
-222 287
-540,711
-414 555
-1,177,553
320710
74,144
403,855
($14,314,210)

%




Section lll: Year-over-Year Reports

Step 1: From the BudgetPak ‘Home’ screen. Click ‘Reports’.

BUdgetPakw Versions Status Reports About Welcome BO Training!

Budget. Forecast. Report.

What would you like to do,

The last company you were working with
was:

Open up ‘2016 Actuals' for viewing. * Open up a different budget for "Base

The last unit you were working with was:
(T g Uit ng)’ for review or sditing.

10012 I a
Base Unit A (Training)". = different unit or version
. . to budae

The last version you were working with was: s -OR- Justtake an overall look at the
. . budgets youire warking on.

Review staktus Run reports

Take an overall lock at the status of Pre or print various repor
the units you're responsible for. send a copy of them to Excel.

Step 2: Click ‘View’ under advanced reporting.

BUdgetPakw Home Versions Status Welcome BO Training! |Log Out

Budget. Forecast. Report.
Select a report to preview:

Unit: 10012: Base Unit A (Training)

Version: | 2016 Actuals

My budgek summary

Run a summary P&L report of . ary ort for 'Base Unit A 3 s isions that
(Training ion "2016 Actuals’ {Trainin npa rsion 2016 Actuals' Base Unit A (Training),
against... jon "2016 Actuals'

Or make different report selections:

Save port selections

a different report, or choose different ways Run cne of my sa reports,
he above reports.




Section lll: Year-over-Year Reports

Step 3: ‘Select’ or ‘Click’ the following ‘Parameters’ for each of the six steps shown under the

advanced reporting window:

Select a report

Search reports...

4 P&l reports
ear-to-Date Report
Quarterly Report
Monthly Report
Summary by Rollup Unit Report
Consolidating Report
ActionPak Consolidating Report
Category Consolidating Report
P&L Tag Consolidating Report
Enterprise Subtotals Report
Budget Remaining Report

spunppajE@s  suoisian 108e5 RIGKENCEREIET

Click ‘Annual Report’ under the ‘Select a
report’ tab.

Select the following report options:

Row detail:

@ Display detail and summary rows

O Display summary rows only

Level of detail:

@ Standard report detail only

O Include extended detail on report
(Files, categories, drivers, line item details)

Chart of accounts:

@ Company accounts

C) Enterprise accounts

Additional report settings:

Suppress rows with all zeros

I:‘ Exclude variance columns

Exclude account notes

Currency option:

Click ‘Display detail and summary rows’
Click ‘Standard report detail only’

Click ‘Company accounts’

Click ‘Suppress rows with all zeroes’
Click ‘Exclude account notes,’ if desired

UsD (%) v
, Click ‘Select versions’ Tab

e ] elect ,

g ] Under ‘Version to report on,

= Version to report on: ‘
3 2015 Actuals (Reference) v Select from drop-down ‘20XX Actuals
E (Reference)’

" Versions to compare against: P . A ,
Y 2016 Actuals (Reference) v Under ‘Versions to compare against,
2 Select from drop-down ‘20XX Actuals
& (None) ¥

o (Reference)’

2 (None) v

You may select up to three versions to
compare against.

Select units

Units to report on:

Expand all Collapse all Base units only Rollup units only Filter units by tags

Search units...

D Select/unselect all units
4 D 11WUHS: Western University of Health Sciences
» ] WUHS: University Operating Fund
4 D 1001: Rollup Unit (Training)
10012: Base Unit A (Training)
D 10013: Base Unit B (Training)

EYTEELLER cUolsian 1335 | odal e ajag

Click ‘Select units’ Tab
Click ‘Expand All’
Check the desired unit(s)/organization(s)

Group accounts by

Select how you want to group your accounts:

@ Group accounts by subtotals  (O) Group accounts by sections  (O) Group accounts by ActionPaks only

Jodai e oaRs

Click ‘Group accounts by’ Tab
Click ‘Group accounts by subtotals’




Section lll: Year-over-Year Reports

Annual Report
« Display detail and summary rows
= Standard report detail only
« Company accounts
« Suppress rows with all zeros
« Currency: USD (5)

+ \ersion to report on:
2015 Actuals (Reference)2015

« Comparison version:
2016 Actuals (Reference)2016

+ 1 unit(s) selected
10012: Base Unit A (Training)

» Mo tags selected.
» Group by: Subtotals

View the report

Your report will appear in a new tab or a new
browser window depending on how your browser is
configured.

On the right-hand side of the window,
Click ‘View the Report’

-10 -




Section lll: Year-over-Year Reports

Step 4: A new window will open with the report.
(1) You may send report to Adobe PDF or Excel by clicking any of the following: ‘Send to PDF’,
‘Send to Excel’, or ‘Send to Excel (data only)’.
(2) Afile download window will appear at the bottom of the screen. Click ‘Open’ or ‘Save’ to
view/save report in specified format (PDF or Excel).
(3) To return to the Reports menu, click on the ‘BudgetPakWeb’ browser/tab.

%" BudgetPakWeb X X BudgetPak - Report viewer b +
C [} .mybudgetpak.com/BudgetPakWeb/User_pages/ReportViewer.aspx
BudgetPak University Financial...

BudgetPak™ Reporting

Budget. Forecast, Report.

send to Excel (data only): Fer advanced users. Not
Send to PDF Send to Excel Send to Excel (data only) available for all reports. May include blank columns

that are not used with current report selections.

/\Jq 1 of1 b Pl 4 Find | next B+ %

Annual Report

Company: Western University of Health Sciences
Version: 2015 Actuals

Comparison version: 2016 Actuals

Unit: 10012: Baze Unit A (Training)
Budget holder: Training, BO (bofraining)

Variance Variance
Account Description 2015 Actuals 2016 Actuals amount % Notes for

5001 Student Tuition 12,662,825 13,412,838 -750,013
Student Tuition 12,662,825 13,412,838 750,013
5010 Application Fees 95158 108,561 14,402
5030 Graduation Fees 19177 18,113 1,064
Student Fees 114,335 127,673 13,338
Total Revenue $12,777,160 $13,540,512 (§763,351)

6000 Salaries - Faculty Full Time 3423378 3641838 -218 461
6001 Salaries - Faculty Part Time 792,589 554,869 107,721
Faculty Expenses 4,215,967 4,326,707 110,740

6200 Salaries - Administration Full 1,005,826 1,017,098 -11,272
Time

Exempt Administrative Expenses 1,005,826 1,017,098 11,272
6600 Wages Admin Staff-Full time 326,170 293176 32,994

"L CPL_by Subtotal_b...pdf

-11-



Section IV: Monthly Reports

Step 1: From the BudgetPak ‘Home’ screen. Click ‘Reports’.

BUdgetPakm Versions Status Reports About Welcome BO Training!

Budget. Forecast. Report.

What would you like to do\@0?

The last company you were working with
was:

O Open last Open different

ion of a budget for Open up 2016 Actuals' for vi
nit A (Training)'.

~OR- Just take an aversll lock st the
budgets youirs working on.

' Review status Run reports

Take an overall lock at the status of e or print various reports, or
the units you're responsible for. a copy of them to

Step 2: Click ‘View’ under advanced reporting.

BUdgetPakw Home Versions Status Welcome BO Training!  |Leg Out

Budget. Forecast. Report.
Select a report to preview:

Unit: 10012: Base Unit A (Training) -
Version: | 2016 Actuals ~

My budget summary My budg

dget versus...
Run a sum X ! ! Run a summeary P&L report for ‘Base Unit A Run a det: i isions that
(Training)’, E 3 (Training), comparing version 20 als' went into th for 'Base Unit A (Training)’,
against... version 2016 Actuals’

Or make different report selections:

Sa ctions

nt report, or choose different ways Run one of my saved reports.
e above reports.

-12 -



Section IV: Monthly Reports

Step 3: Select or click the following ‘Parameters’ for each of the six steps shown under the advanced

reporting window:

Select a report

Search reports...

Bl P&l reporis
Annual Report
Year-to-Date Report
Quarterly Report
Summary by Rollup Unit Report
Consolidating Report
ActionPak Consolidating Repert
Category Consolidating Report
P&L Tag Consolidating Report
Enterprise Subtotals Report:
Budget Remaining Report

spun ajes | suosianieees IEEEEREEE

Click ‘Monthly Report’ under the ‘Select a
report’ tab.

Select the following report options:
Date range:

|:| Select all months |:| July Jan
D Aug Feb
D Sep Mar
[] ot [ ] apr
D Mowv D May
D Dac D June

Row detail:

@ Display detail and summary rows

O Display summary rows only

Level of detail:

@ Standard report detail only

O Indude extended detail on report

(Files, categories, drivers, line item details)

Chart of accounts:

@ Company accounts

O Enterprise accounts

Additional report settings:

Suppress rows with all zeros

I:‘ Exclude variance columns

Exclude account notes

Currency option:

Select the months

Click ‘Display detail and summary rows’
Click ‘Standard report detail only’

Click ‘Company accounts’

Click ‘Suppress rows with all zeroes’
Click ‘Exclude account notes,’ if desired

UsD (%) >
4 Select versions Click ‘Select versions’ Tab
o | Version to report on: Under ‘Version to report on,’
] 2018 Actuals (Ref:
2 e — Select from drop-down ‘20XX Actuals

Version to compare against:
(None)

v
m
m
n
5
i
i
(=}
3
W

(Reference)’

Under ‘Versions to compare against,” click
‘(None)’ for this example. You may compare up
to one version.

-13-




Section IV: Monthly Reports

Units to report on:
Expand all Collapse all Base units only Rollup units only Filter units by tags

Search units...

D Select/unselect all units
4 I:‘ 11WUHS: Western University of Health Sciences
» [ | WUHS: University Operating Fund
4 D 1001: Rollup Unit (Training)
10012: Base Unit A (Training)
[ 10013: Base Unit B (Training)

MIEELLEl cuoisian1paEs  liodal 10885

| sk aps |

Select units

Click ‘Select units’ Tab
Click ‘Expand All’
Check the desired unit(s)/organization(s)

Group accounts by

Select how you want to group your accounts:

@ Group accounts by subtotals  (O) Group accounts by sections  (O) Group accounts by ActionPaks only

Jodai e oaRs

Click ‘Group accounts by’ Tab
Click ‘Group accounts by subtotals’

Monthly Report

3 month(s) selected.

» Display detail and summary rows
+ Standard report detail only
Company accounts

Suppress rows with all zeros
Exclude account notes

Currency: USD (5)

Version to report on:
2018 Actuals (Reference)

1 unit(s) selected
10012: Base Unit A (Training)

Mo tags selected.
Group by: Subtotals

View the report

Your report will appear in a new tab or a new
browser window depending on how your browser is
configured.

On the right-hand side of the window,
Click ‘View the Report’

-14 -




Section IV: Monthly Reports

Step 4: A new window will open with the report.
(1) You may send report to Adobe PDF or Excel by clicking any of the following: ‘Send to PDF’,
‘Send to Excel’, or ‘Send to Excel (data only)’.
(2) A file download window will appear at the bottom of the screen. Click to view/save report in
specified format (PDF or Excel).
(3) To return to the Reports menu, click on the ‘BudgetPakWeb’ browser/tab.

@ Intranet — Western University of I X %" BudgetPakWeb x X BudgetPak - Report viewer
Cc 8 westernu.mybudgetpak.com/BudgetPak\¥ pages/ReportViewer.aspx

BudgetPak™ Reporting

Budget. Forecast. Report.

Send to Excel (data only): For advanced users. Not
Send to PDF Send to Excel Send to Excel (data only) available for all reports. May include blank columns

that are not used with current report selections.

\JuJ 4 1 of2 b Pl @ Find | Next - (%)

Monthly Report

Company: Western University of Health Sciences
Version: 2018 Actuals

Unit: 10012 Base Unit A (Training)

Budget holder: Training, BO (botraining)

Account Description
70280 Telephone
Communications
70915 Coniracted Services
70970 Repairs and Maintenance Coniracts
70980 General Maintenance & Repairs
Contracts and Consulting Services
71505 Computer Supplies 153
71530 Event Supplies 536
71560 Office Supplies 330
71575 Postage 61
71580 Reprographics 525
71580 Student Supplies 306
Supplies 1,911
79200 Equipment-Computers 5,202
79201 Equipment-Telephone 230
Equipment 5,432
7925 Furniture 7,038
Furniture 7,038
Total Expense $17,609

e CPL_by_Subtotal_b...pdf

-15-



Section V: Saving and Retrieving Saved Reports

Step 1: To save a report, click ‘Reports’ then click ‘View’ under ‘Advanced reporting’ section. Fill out
the desired parameters and click the ‘Save current selections as new report’ button.

Advanced reporting

Select a report and detailed options for it. You may also retrieve previously saved selections.

4l Select units

Units to report on:

Expand all Collapse all Base units only Rollup units only Filter units by tags

Annual Report
» Display detail and summary rows

» Standard report detail only

suOSan JDaPs | jodal e 308

= Suppress rows with all zeros

D Select/unselect all units

4 D 11WUHS: Western University of Health Sciences

> I:‘ WUHS: University Operating Fund
4 1001: Rollup Unit (Training)
["] 10012: Base unit A (Training)

Exclude account notes

= Currency: USD ()
= Version to report on:

2020 Actuals (Reference)2020

= Comparison version:

2019 Actuals (Reference)
I:‘ 10013: Base Unit B (Training) Comparison version:
2018 Actuals (Reference)
Comparison version:
2017 Actuals (Reference)
= 1 unit(s) selected
1001: Rollup Unit (Training)

* No tags selected.
» Group by: Subtotals

View the report

Your report will appear in a new tab or a new
browser window depending on how your browser is
configured.

v
=
)
fal
—
3
=
7
&
5
o
=

=
@
=
=
o
E
=
=
o
=g

=

Start from scratch View/edit saved reports Update saved report with current selections Save current selections as new repur*‘

Step 2: A new window will pop up. Enter the ‘Name’ for the report to be saved. Click ‘OK’ to save.

Save report selections

Please enter a name for this new set of report selections:

YOY Actuals| %

Cancel

-16 -



Section V: Saving and Retrieving Saved Reports

Step 3: The following window will appear showing all saved reports. Click ‘Close’.

Saved report selections

This is a list of the report selections that you have p

Please note that the DATA from the reports are not saved, but only your selections. You will get the current data as pe

My report description

YOY Actuals CPL by Subtotal by Year

Version View report

ously saved. You may re-run any of these reports with the same selections.

Edit
selections

r selections each time you run the report.

Rename

Rename

Step 4: To retrieve a saved report. Click ‘Reports’ then click ‘View’ under ‘Advanced reporting’
section. Click the ‘View/edit saved reports’ button.

Advanced reporting

Select a report and detailed options for it. You may also retrieve previously saved selections.

Select a report

Search reports...

4 P&L reports

Year-to-Date Report
Quarterly Report
Monthly Report
Summary by Rellup Unit Report
Consolidating Report
ActionPak Consolidating Report
Category Consolidating Report
P&L Tag Consolidating Report
Enterprise Subtotals Report
Budget Remaining Report

Consolidating reports
Consolidating Report
ActionPak Consolidating Report
Category Consolidating Report
P&L Tag Consolidating Report

Summary reports
Summary by Rellup Unit Report
Account Totals Across Units Report
Calculation Detail Report

Moda B 30Res

SUDISIBA JDB|aS

5}IUN 28|35

A spunonne dnodn

Select the following report options:

Row detail:

@ Display detail and summary rows

O Display summary rows only

Level of detail:

@ Standard report detail anly

O Include extended detail on report
(Files, categories, drivers, line item details)

Chart of accounts:

@ Company accounts

O Enterprise accounts

Additional report settings:

Suppress rows with all zeros

D Exclude variance columns

Exclude account notes

Currency option:
usD ()

Annual Report
YOY Actuals

Display detail and summary rows
Standard report detail only
Company accounts

Suppress rows with all zeros
Exclude account notes

Currency: USD (8)

Version to report on:
2020 Actuals (Reference)

2019 Actuals

[ompansnn version:

2018 Actuals (Reference)
rersion:

2017 Actuals (Reference)

1 unit(s) selected

1001: Rollup Unit (Training)

Mo tags selected.

Group by: Subtotals

View the report

o i Your report will appear in a new tab or a new
Line Ttem Details Monthly Report browser window depending on how your browser is

ActionPak reports configured.
ActionPak Consaolidating Report
ActionPaks by Accounts Report
ActionPaks by Units Report
User Files by ActionPak
Headcount reports
Headcount Report
Headcount by Month Report
Headcount Comparison Report
Headcount Detail Report

Start Ffrom scratch View/edit saved reports Update saved report with current selections Save current selections as new report

Step 5: The following window will appear. Click ‘View’. A new window will appear with the saved
report.

Saved report selections
This is a list of the report selections that you have previously saved. You may re-run any of these reports with the same selections.

Please note that the DATA from the reports are not saved, but only your selections. You will get the current data as per your selections each time you run the report.

Delete Copy Rename

Edit
selections

My report description Report name Version View report

YOY Actuals CPL by Subtotal by Year 2020 Actuals
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