BR - Travel Expense Report (Aroma, Novecare, Soda Ash)

Domain: Country Accounting
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1. Objective and Scope

1.1. Objective of this Operation

The purpose of this activity is to extract reports
that indicate the evolution of travel expenses
recorded at cost centers.

Responsibility area: N/A

Scope

?  Unknown Attachrment

ERP
WP1
Frequency

?  Unknown Attachrment

References

Forms

Attachments

<< BR - Travel Expense Report
(Aroma, Novecare, Soda Ash) >>



1.2. Scope

This procedure applies to company 7523

2. Definitions

See Finance Glossary:

® Cost Center
* WP1

3. Tasks description

This activity is performed every D+5 of each month, for the GBU's:
* Novecare

® Soda Ash
®* Aroma

3.1. | do the extraction of the
monthly report

In SAP, WP1 system, go to the transaction FBL3N

G/L Account Line Item Display
@ % )8 [ oata sources

G/L account selection

6/L account t B =]
Company code o =]
Selaction using search help
Search help ID
Search string
=a Search help
Line item selection
Status
*)Open items
Open at key date 03.09.2020]

Cleared items o
Clearing date o (=]
Open at key date

Alltems
Posting date ) (=]

Type
¥|Normal items
[INoted tems
[ IParked items
.
=
Click on the icon to select the variant

Use the following variant

Variant

DESPVIA_NOVECA

&

Run the transaction


https://wiki.solvay.com/display/CostOP/Finance+-+Glossary

{D Warning!

Always Check if the variant is pulling the previous month.

Extract to excel:

=2 List | Edit Goto Extras Environment  Settings  System

[ Print Ctrl+p « ece 26 £

Refresh

Export » Word processing... Shift+F5
| Send... Shift+F8 Spreadsheet... Shift+F4

Exit Shift+F3 Local file... Fa

Delete the first line

1 |

F 3
[Amountn — [Loca|
local I

Cur
Jency

I B
[Posting Date.
lcurency

D¢ T Gl i
[Posting Key _[Posiing iE3 [Cast Center
[Period

At this point you should open the nain file G upo
Drive T > MERCOSUR TEAM > RCS > Rel atorios de
Despesas de Viagens and Unhi de 'base dinanmica' sheet:

Unhide sheet:

Responsaveis
Intrucdes

Copy and past all the extracted file on the base dinamica sheet, in a
cumulative way. (last line)

After, pull all the formulas from column J - N until the last line filled with
the new informations.

0 T« ] L M N
7592 7592-5671 RMU Agro Leopoldo Orto 2017
7592 7592-5683 Product Managing Novecare Neil Barrientos 2017
8287  8287-2014 Administragio do Site Edson ALMEIDA 2017
7592 7592-5673 RMU Industrial Katia Braga 2017
8227 8227-2403 Gestdo da Qualidade Ricardo Costa 2017
| 7se2 75925670 RMU Coatings Katia Braga 2017]

Now you have to update all the sheets with names:

Udane Kt Mita 4

Enter in each one and click inside of the pivot table, click in Options in
PivotTable Tools, then Change Data Souce:



dode] - Microsoft Excel PivotTable Tools
Interactive Guide Acrobat Analysis Options Design
i R - o= o=
|
3 B,
Refresh |(Change Data Clear Select Move Summarize Show F
= Source = = < PivotTable | Walues By = Values As =
Data Actions Calculations
Update the information filling the last line
Change PivotTable Data Seurce B[]

Choose the data that you want to analyze
(@ Select a table or range

Connection name:

[ ok ][ Ccanel
P
Then click Refresh:
ode] - Microsoft Excel PivotTable Tools
Interactive Guide Acrobat Analysis Options Design
Iy 7 - == o=
]
3 B =
Refresh Change Data Clear Select Maove Summarize Show
2 Source * = = PivotTable | Values By = Values As =
Data Actions Calculatior

You have to do this in all the sheets.

After update all, go to sheet 'Evolucéo dos gastos YYYY', where YYYY
means the current year:

Evolucdo dos gastos 2017

Here we have all the informations compiled. This data must be updated
too.

Create a new table for the month you are reporting as below:

Change the month in the top:

Make sure that any cell is without errors.

jul/17 Variagdo
Francisco RS 6.660,46 | 7,69% 'y
Gonzalo R$2.917,43 | 3,37% v
Alessandra | R$3.823,00 | 4,41% v
Leopoldo Orto| RS 11.904,04 | 13,74% v
Edson RS 17.480,60 | 20,18% v
Neil RS 10.468,71 | 12,09% v
Mirna RS 2.330,63 | 2,69% v
Katia RS 19.659,43 | 22,70% v
Alessandro | R$5.026,98 | 5,80% hd
Lidiane R54.717,39 | 5,45% v
Ale Ferreira | R$1.630,88 | 1,88% v
Ana Teresa RS 0,00 0,00% v
Total RS 86.619,55 | 100,00% \ J




Look if the table below is summing all the cells correctly:

Gastos 2017
Francisco RS579.499,64 | 8,53%
Gonzalo R592.035,53 | 9,87%
Alessandra | R551.991,60 | 5,58%
Leopoldo Orto|RS 107.287,49 | 11,51%
Edson RS 157.086,25| 16,85%

Neil RS 66.275,61 | 7,11%
Mirna RS 16.689,24 | 1,79%
Katia RS 103.917,93| 11,15%

Alessandro |RS101.178,06| 10,86%
Lidiane  |R$113.879,78| 12,22%
Ale Ferreira | R$21.588,98 | 2,32%
AnaTeresa | RS20.645,52 | 2,22%
Total RS 932.075,63 | 100,00%

In the right of the main chart, there are the total values hidden in white
collor:

RS 150.786,38 ‘

K

RS 8661955

jun/17 iulf17

abr/17 Variagio
R$25.378,89 | 14,68% A
R$10.956,97 | 6,34% A
dra_| R$8.252,54 | 477% | A
Leopoldo Orto| R$17.668,18 | 1022% | A
Edson R$20.721,75 | 11,99%
Neil RS6.43347 | 3,72%
Mirna R$2457,73 | 1,42%
Katia RS19ASI0R | 1127% | A

Here you can fill the total of the month reported, as same the other are.
These informations will feed the main chart.

After finished, you can send the report to Eduardo Conigero
Do not forget to hide the unnecessary sheets 'instrucéo’, 'responsaveis'

e 'base dinamica’

End of document.
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