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The objective today is to make you aware of often-overlooked reporting capabilities in the 
system.  These can be powerful tools to have at your disposal.

We will also examine some ways in which inquiries can make your life easier by helping 
you locate key information quickly.

At the end of this session, you will have a better understanding of some reporting and 
inquiries techniques that can be very helpful.

Reports and Inquiries 



Inquiries

Dynamic Reports

G/L Reporting Codes

ACFR Statement 
Builder Export

REPORTS AND INQUIRIES



Dynamic Reporting is a version of four reports already in the system, that allows flexibility 
in their presentation.

1. What is Dynamic Reporting 



Dynamic Budget 
Performance 

Report 

Dynamic 
Accumulated 

Transaction Report

Dynamic Trial 
Balance Listing

Dynamic Budget 
Worksheet

What are the Four Dynamic Reports?



If licensed to Dynamic Reports, you 
will find it located under Financial 
Management > Reports





Functions

Revenue Types

Budget Control 
Groups

Additional Search Tools Are Available



Note that if you have Use Budget Control Groups enabled in Company Suite Settings, you will be 
required to select one.



After selecting criteria 
for the report, we will 
click on <Report 
Layout>.



Clicking Report Layout gives us this page

Columns

Groups

Calculated Columns.

The Report Layout 
Editor is available to 
allow you to modify 
your report based on:

If using the Dynamic 
Budget or 
Accumulated 
Transactions reports, 
there will be 
additional columns 
for Detail.



Columns can be 
dragged up or 
down to change 
their order on the 
report



Click the checkbox 
under Visible for the 
column you want 
represented in your 
report.

Click the checkbox 
under Total for the 
column’s total you 
want displayed.

Columns



In  this case, we will 
show that the Adopted 
Budget Column  will 
show totals



Column Total is Displayed
This screenshot 
shows the total 
being displayed.



Groups
Allows you to 
select the level 
at which you 
want to show 
the g/l 
accounts.  In 
this case, the 
g/l accounts will 
display beneath 
the Division 
code ( Org 3)



Groups

New group columns 
can be added by 
clicking the + and 
selecting a category 
to group by.

Group columns can 
be removed by 
clicking the 



Calculated Columns

Similar to the Budget 
Worksheet Report, this 
allows you to create up 
to three calculated 
columns using the three 
formulas displayed.



Print  Options

Allows for the selection of 
page type and orientation



When you have completed the setup in the Report Layout Editor, click <Save>.  This 
will take you back to the report page where you can now generate the report.





Recall that we told the g/l 
account numbers to 
appear below the Division 
level in the Layout Editor



Note the shortcut to Report Layout and the ability to Re-Render without 
recreating the report.



To modify the report layout, click <Report Layout>.

This ist he dynamic part of dynamic reports.  Changes can be made to a layout on the 
fly and the report immediately re- rendered.



The Report Layout 
Editor will overlay 
the report and allow 
the changes to be 
made.  Simply 
<Save> the changes 
and click <Re 
Render>



If you want to wipe out 
changes and start fresh, 
click Load System 
Defaults at the bottom 
of the screen.



Page Viewer

Lastly, the page viewer 
allows a variety of 
report formats.  These 
can be selected and Re-
Rendered to see the 
resulting report.



Only the PDF format can be 
sent to My Reports



There are some additional options in Report Layout Editor for the Dynamic Budget 
Report and the Dynamic Accumulated Transaction reports.

These reports allow for the addition of detail columns to be included in the report.

These details can be selected 
based on the subledger(s) 
selected in creating the report.

Let’s take a look at the Dynamic 
Accumulated Transactions 
Report



- Report From/To date 
range.

- Organizations
- Accounts
- Sub Ledgers
- Account 

Classifications
- Functions
- Revenue Type
- Budget Control 

Groups.

 Dynamic Accumulated Transaction Report



The Organization tab allows you to select the 
organization that you want to report on. 

 The filter field next to it lets you specify the 
name of the organization you want to report 
on.
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Report Layout

Select the Columns, 
Groups, Calculated 
Columns, Print 
Options and Detail 
columns.



By default, the 
Transactions 
column will be 
selected under 
Detail Columns.

If reporting sub 
ledger detail, the 
subledgers can be 
selected also.

Click on the 
Transactions 
Detail for 
additional 
information 
related to 
Transactions.



   Transactions Detail





   Dynamic Trial Balance 

Is similar to the Trial Balance Listing report found in NWERP but with the added ability to configure the 
report.



   Dynamic Trial Balance

No Summary/Detail Report Detail field.  All account types available here.



Select Fund(s) and click <Report Layout>

  Dynamic Trial Balance Report Page



This is the view of the Columns layout selection





Then we select our Groups and click <Save>.



This is the result of the layout we selected.







  Dynamic Budget Worksheet







It is a convenient way to create an export of your GL Accounts with full GL 
account numbers, accounts descriptions, budget and actual amounts for year 
end audits.

No additional license is needed to use this feature.

2. What is ACFR Statement Builder Export? 



Getting Started
Navigate to:



1- Select reporting year 
start and end

2- Select your 
Reporting Company 

3- Select Any 
Reclass Journal 
Types you want 
included in the 
report. (optional)

4- <Create Export>



Select the report.  It will download as a .txt 
file.

For best results, open in Excel for viewing.



Open Excel and select Data

Get Data

From File

From Text/CSV



Select your file and open it.
Click <Transform Data>



File will open 
in Power 
Query Editor.

Click Close & Load to finish the report.



This report will display 



Alternatively, you can just change the extension and save.  The output will look like 
this:



However you save the file, you will want to add the column headers.

Simply go back to the ACFR Statement Builder page and click the help icon.

Scrolling down to Layout Specifications will give you the header titles.  These will have to be 
manually entered for each column.





The output will look like this.



G/L Reporting Codes



?     What are G/L Reporting Codes   ?

It allows users to create report profiles that have a relationship to general ledger 
accounts but are not directly related to g/l account or summary code structures.

These profiles will be selected for use in a Business Analytics pivot table.

This is often used for organization-specific financial reporting purposes.



Creating Reporting Codes

Navigate to G/L Analytics Reporting Codes under Chart of Accounts 



The List page will 
show all Reporting 
Codes in the system.

Click <New> to begin 
creating a reporting 
code.



Select a category, enter a 
Report code and Description.

Click <Save>





You will see this page, where you will enter the section titles you want to enter your g/l 
accounts under.
Click <Add> on the left to enter each section title.



Having entered the two 
section titles on the left I 
can start populating the 
row and column titles I 
the right pane.

Select the Row tab and 
click <Add>





Highlight the section title and 
click <Add> to begin adding 
row title.  
In this case I entered base 
accounts.



Follow the same 
process under the 
Columns tab.
In this case I entered 
Fund Types.

G/L accounts will be 
added at the 
intersection of these 
rows and columns.



When the Section, Row and Column titles are complete you will return to 
this page.
To view the table you have constructed, click <Preview>.

In our example we will just focus on the revenue accounts.





Click the x at the intersection to bring up this search page for g/l accounts to add.



The search fields allow you to select from the accounts on the left for inclusion to that 
intersection of accounts and fund types.



The preview pane 
will show all the 
intersections that 
have been 
populated with g/l 
account numbers 
with a 



Now that I’ve created a Reporting Code, how do I use it?



The Reporting Codes will be used in Business Analytics and will be available after the cubes are 
refreshed.

Select the General Ledger Cube.



Select the GL Reporting measure group from the Show 
Fields dropdown.



From the   GL Reporting measure group, check the box to add 
Amount measure to the pivot table.



At this point there are different ways to use the reporting codes. 
1- They can be added to the Rows area to build a report with directly.

2- They can be added to the Filters list to build a report around.

We will take a look at both approaches in turn.

The Report Code(s) created in NWERP can be accessed in the 
dimensions list under Reporting Header.

The columns and Rows can be 
accessed under Reporting 
Code Column and Reporting 
Code Rows.



Select Report Category, Report Description and Section Description under Reporting Header. 
These will default to the Rows area.

Then select Reporting Code Column and Reporting Code Row and move them to their respective 
areas.



The result will reflect the layout created in NWERP and can be modified with filters and 
additional information as needed.

Report 
Category

Report 
Description

Section 
Description



Alternatively, we can move the Report Category and Section Description(s) to filters and 
can create a report with them.



Inquiries



4 Different ways to make the most of Inquiries

1- G/L Organization

 2- Cross Fund Account inquiry

  3- Payments Inquiry

   4- Vendor Audit Inquiry

    5- Item Service



     G/L Organization Inquiry



     G/L Organization Inquiry

A better overview of 
departmental 
transactions and 
budget than g/l inquiry.

Can view expense, 
revenue or balance 
sheet accounts by org 
level.

Can drill into g/l 
accounts from here and 
see activity over fiscal 
year.



     G/L Organization Inquiry

Overview of activity 
and balances

Historical budget 
activity

Print screen option



This is the Print Screen output.



     G/L Organization Inquiry



     G/L Organization Inquiry

From the Organization 
page, you can view the 
balances by 
Classification, 
Organization or 
Account. 



2- Cross Fund Account inquiry



Cross Fund Account Inquiry



Selected 1010-Cash Outgoing



A quick, convenient 
way to see an 
account’s activity 
across funds.

Can view cash during 
reconciliation for 
current balances.

Cross Fund Account Inquiry



3- Payments Inquiry



Payments Inquiry



Can easily look up 
payments using any 
search criteria associated 
with a payment.

Can look at payments 
based on Payee Type.



Can look up payments made to one-time payees for 1099 inquiry or verification of payment.



Vender Audit Inquiry





Vendor Audit Inquiry is a great way to track 
changes made against a vendor file.



When enabled, will show changes made within the Vendor file in Vendor Service.

Vendor Change Requests will not show up here unless approved.  The Vendor Change 
Request page should be used to monitor requested or pending changes.



    Item Service
  What is Item Service and how can it help me?

• Item Service can show purchasing trends and history of procurement items.

• This can drive the level of specificity needed for creating or amending an item listing.



       Item Service



• Clicking an item gives a summary view of associated AP invoices, Receipts of Goods, 
• Can use the Analyze tool.



Select the 
Procurement 
Analysis view. 





Clicking into Invoices shows vendors with whom the items have been used for 
purchases.  
Can be expanded to list the associated invoices.





This inquiry tool, along with the 
Item Transaction and Item 
Analysis reports can help you 
determine how detailed to be 
with your list of items.  

You will have quick access to a 
variety of item related profiles.



QUESTIONS




