
 

 

 

 

 

 



 

 

 

 

 



 



 

 

 

 

 

 



 

 



 

 

 

 

 



 

 

 

 

 



 

 

 



 

 

 



 

 

 



 

 


	Navigate to the workspace (Non-Sponsored - YTD Transactional Detail)
	Input the variables in the Prompt screen
	Workspace
	Report layout - The three sections
	Add free characteristics using the Auto Update button
	Changing the display of G/L Account from Key to Key : Text 
	Sort G/L Account by Key
	Filter for Supplies Only (G/L code 63xxxx)
	Adding Grand Totals to the rows
	Adding Grand Totals to the columns

	Save the workspace to your Favorites and/or export to Excel
	Exit the workspace and log off

