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Case study 17: How to add a year to date comment column in the ledger analysis screen and save 

it as a private subset. 

By Diana Boxall and Lynn Hutton 

 

The default screen on Ledger Analysis has a column for comments on the full year forecast, but does 

not have a separate column for the ytd. 

 

 

 

A column for YTD can be added using the subset editor to add a column. 

Click on the down arrow beside the “version” box in the column area and you will see the current 

selection. 

 

The objective is to add another column 

Just one column 
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Move the cursor into the lefthand side of the subset editor, slide the sidebar down to see the items 

at the bottom of the list. 

 

 

Select YTD Comment and slide it across into the righthand portion of the subset editor and click ok 
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The newly added column will then appear on the ledger analysis screen 

 

In order to input into the comment column the planner will need to take ownership but remember 

that, unlike the other input screens ownership will open up comments here at any level of the cost 

centre hierarchy (e.g. at departmental level). 

 

 

 

You can save this screen layout for yourself by clicking on the down arrow by the version (as before) 

and then saving it. Call it something that will be meaningful when you return to it. It is not possible 

for you to “Save Public”. The subset will be available to you next time you log on and for subsequent 

forecasting exercises, but will not be visible to other users 

 

 

Note that the new name now appears in the column section 
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With a new exercise or if the view gets reset you can find it again by clicking down on the column 

box, and you will see the subset under the name you gave it 

 

 


