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REPORTS WE WILL BE COVERING 

• INCOME STATEMENT 

• BALANCE SHEET 

• TRIAL BALANCE 

• SCHEDULE F 

• CHECK REGISTER/RECONCILIATION 

• A/P CASH REQUIREMENTS AND AGING 

• 1099’S 



INCOME STATEMENT 
• INCOME AND EXPENSE FOR TIME PERIOD 

SELECTED 

• CUSTOMIZE BY SETTING UP A DEFINITION 

• CASH OR ACCRUAL 

• RUN BY OR COMPARE CASH TAX, FINANCIAL, 

MANAGEMENT OR MARKET  

• COMPARE PERIODS SELECTED 

• RUN IT ACROSS COMPANIES WITH 

INTERCOMPANY REPORTING 

• COMPARE TO YOUR LIFE CYCLE BUDGET 



BALANCE SHEET 
• VERY SIMILAR OPTIONS TO INCOME 

STATEMENT 

• IF YOU ARE RUNNING FOR A LARGE 

AMOUNT OF DATA SELECT TO NOT 

INCLUDE DRILL DOWN FOR FASTER 

REPORTING 

• OPTIONAL NET CHANGE LINE TO SHOW 

QUICKLY IF YOU ARE OUT OF BALANCE 

• YOU CAN SETUP A DEFINITION TO MAKE 

REPORT MATCH NECESSARY FORMAT AND 

MAKE MORE CONCISE 



SETTING UP A DEFINITION/TEMPLATE FOR BALANCE 
SHEET AND INCOME STATEMENT 

• START WITH ALL LEDGER ACCOUNTS OR 

NONE 

• ADD IN HEADINGS-WHICH WILL CREATE 

SUBTOTALS UNDER THOSE HEADINGS 

• COMBINE LEDGERS TO CONDENSE CHART 

OF ACCOUNTS AND MAKE MORE READABLE 

• COPY DEFINITIONS ACROSS COMPANIES 



TIPS AND TRICKS 

• IF USING A DEFINITION AND REPORT LOOKS INCORRECT RUN WITHOUT DEFINITION TO HELP 

DETERMINE IF THE DEFINITION IS AT FAULT 

• IF RUNNING DATE CASH EXCHANGE OPTION #2 OR #3 AND HAVE ERRORS RUN AP AND AR 

DETAIL REPORTS BY OPTION 7 AND RECOVER BAD DATA 

• NARROW DOWN ISSUES TO A SPECIFIC DATE 

• USE THE USER DEFINED REPORT WITH THE BOX CHECKED TO FIND UNDEFINED ENTRIES 

 

 



TRIAL BALANCE 

• COMBINES THE BALANCE SHEET AND INCOME STATEMENT SO YOU HAVE ALL LEDGERS 

VIEWABLE AT ONCE 

• HELPS FIND ERRORS IN BALANCE SHEET.   

• IT ALSO COMPARES DATA FROM PREVIOUS YEAR TO RULE OUT ISSUES WITH BEGINNING 

BALANCES AND RETAINED EARNING CALCULATIONS 

 



SCHEDULE F 
USES A DEFINITION 

USE PRIOR YEAR SCHEDULE F TO SET IT UP 
ABILITY TO ADD IN MISC. DESCRIPTIONS 

 



CHECK REGISTER/RECONCILIATION 
SAME REPORT DIFFERENT FUNCTIONS 

CHECK REGISTER 

HAVE THE BOX UNCHECKED TO RUN BY 

CHECK DATE 

WILL THEN RUN BY DATE CLEARED 

RECONCILES TO BANK STATEMENTS 

 

** IF YOU RUN THE 2 REPORTS FOR THE 

SAME DATE RANGE AND THE CLEARED 

BALANCE DOESN’T MATCH CHECK YOUR 

DATES CLEARED ON THE CHECK REGISTER 

 

 

 

 

 

CHECK RECONCILIATION 
HAVE THE BOX CHECKED 
TO RUN BY CHECK DATE 

SHOW BY DATE OF 
CHECK 

RUNS LIKE A PAPER 
REGISTER WITH YOUR 

CHECK BOOK 

 



AP CASH REQUIREMENT  

Will show what you have coming due in time period selected.   

 

Can drill down into any line to edit 

 

Can see total due and any payments made against invoice 



AP AND AR AGING REPORTS 



1099’S 

• VENDORS MUST BE FLAGGED IN VENDOR 

SETUP 

• SELECT LEDGER ACCOUNTS THAT YOU 

WANT TO PULL AMOUNTS FROM SUCH AS 

SERVICE LEDGERS 

• CAN VERIFY AMOUNTS WITH USER DEFINED 

REPORT 

• CAN PRINT OUT OR FILE ELECTRONICALLY 


