
Forecasting Financial Data by
Account, Scenario, and Cost
Center

This document outlines how to use the Forecasting tab to create and adjust financial forecasts
by account, scenario, and cost center. It covers selecting forecast periods, applying quick actions
such as growth rates, using advanced forecasting features, adding vendors, and configuring
drivers for more sophisticated forecasting.

Step 1: Navigate to the Forecasting Tab and Choose
Forecasting Basis
Navigate to the Forecasting tab to begin building your forecast. You can choose to forecast:

By account,

By scenario, and

By cost center (optional).

Step 2: Select the Months to Forecast
Select the months you want to forecast into; for example, choose February through July as
your forecast period.



In the forecast grid, note that months that already have actual results cannot be forecasted.
Only months without results are available for forecasting.

Step 3: Use Quick Actions to Apply Growth and Spreading
For upcoming months that do not yet have results, use Quick Actions to rapidly populate
forecast values. With Quick Actions you can:

Apply growth rates,

Spread total amounts across selected months,

Identify and apply seasonality, and

Spread values evenly or weighted by current values.



For example, apply a 10% growth rate to a selected account and vendor. Start with 4,000 in
your first forecast month, then apply the growth rate to subsequent months. You will see the
next month increase by 10% based on your initial value.

Step 4: Use Advanced Forecasting and Export Options
Use Advanced Forecasting for more detailed scenario management. From here you can:

Copy Base to Best or Base to Worst scenarios,

Compare different scenarios side by side,

Load variances to see how your forecasts differ from actuals, and

Export your forecast data for further analysis.

Add new Vendors to forecast by vendor

Add driver scenarios such as growth drivers or pricing drivers



Step 5: Create and Configure Forecast Drivers
Select New Driver to create a forecasting driver. Give the driver a clear name, then configure it
by:

Applying a growth rate, or

Using a price × volume approach,

and applying that logic across all open forecast months.

At the top of the screen, you can see a summary forecasting view where all forecasting by all
accounts is consolidated. Use this summary to review your overall forecast and export it for
advanced analysis or reporting.




