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CUSTOMISED LEDGER REPORTS

Sometimes the system’s Profit and Loss report and Balance Sheet report are not what the entity requires.  Many businesses need more detailed reported information.  The program has a built-in report writer.

These reports can take quite a while to set up and test, but by allowing spaces between your lines, allows you to add extra lines if necessary, by clicking the ‘Insert Prior’ or ‘Insert After’ buttons.
Click ‘Ledger’ then ‘Set Up Customised’ and click ‘Add’.
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Enter a Report Code of your choice, choose either P/L or Balance Sheet, tick the box to exclude zero lines, and enter in a Title.
In our example we have used PL as a code, selected P/L Account, and called it REVENUE STATEMENT.
When the above 4 items have been completed, click on any line under ‘Line No’ and the following question box will appear:
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Click ‘No’.   A similar question box will appear asking  ‘Create B/S Lines’.  Click ‘No’.
If you click ‘Yes’, the report will populate using every G/L Code in the General Ledger Tree.

It produces many excellent reports, but for this exercise we only want to use a portion of the G/L Codes.  In fact we are creating an ‘Enterprise Report’ for part of the business.
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The first Line Number box pops up (Line No 10).  The first thing to do is set up several ‘Accumulators’.  This is achieved by selecting ‘Start Sub Total’ in the 2nd box.  The third box shows the accumulator number.  Then click ‘Save and Next’.
In our example we will set up 4 accumulators, numbers 1 to 4 on line 10, 20, 30 and 40.
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The next Line number that pops up, we have changed to Line No 100 and will be the start of our section for SALES.  Select ‘Print Heading’ as the type.

The first account in each section should be a heading, in this case we have entered in the name SALES.  We have ticked the boxes for Bold printing, Underlining the name, and putting a space below the name.  We have unticked ‘Exclude Line if Zero’ because we always want this heading to print.
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The next Line, Line No 110 is the first line which uses a Detail or Posting account.

The usual information you want to get from an account is the ‘Ledger Period Total’ but there are other options in this selection box.
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The Analysis Code is the Number of the Detail Account you wish to retrieve and have its values displayed at the part of the report.

The description from the Analysis Code is displayed.  A different Description may be entered in if you wish.

The tick in ‘Exclude Line if Zero’ is automatic and is usually left as it is.
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Lastly, at the end of each section, you need ‘Totalling Accounts’ to give a total for that section and also for progressive totals for the report so far.

We have changed the Line No to 190 which will be at the end of the Sales section.

Select ‘Print Sub Total’ from the selection box.

In the third box you enter the accumulator you want to be printed.

In the Debit/Credit box select whichever you think the total should be.  Use the following as a guide:


If the total is adding income accounts – choose Credit.


If the total is adding expense accounts – choose Debit.

If the total should normally be in profit – choose Credit.
If the total is adding asset accounts – choose Debit

If the total is adding liability accounts – choose Credit.
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We have ticked the boxes to put in a space before this line is printed, and put lines above and below the amounts to be printed.

Untick the box that will ‘Exclude Line if Zero’.  We would usually want a total to print even it is zero.
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As the total of each accumulator is printed its contents are returned to zero and it ceases to accumulate any further.  Therefore, on Line 195 we have to restart accumulator No 1.  It will be needed to print the total of the next section which will be ‘Cost of Sales’.

After Accumulator 1 has been printed at the end of Cost of Sales, accumulator 2 will be printed to show the ‘Gross Profit’.

The next few printouts show the full list of lines we have set up for our REVENUE STATEMENT.
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General Procedure for creating Custom G/L Reports:

1 Add a new Report by giving it a Cade and a Title

2 Select P&L or Balance Sheet as a Report type.

3 Create ‘Start Sub Total’ for subsequent lines in the section – accumulator 1
4 Create ‘Start Sub Total’ for Gross Profit – accumulator 2
5 Enter the Line No, Type ‘Ledger Period Total’, Analysis Code and description for each code
6 ‘Print Sub Total’ for the section.

7 Then ‘Start Sub Total’ for the next section

8 ‘Print Sub Total’ as before

9 At the end of the report ‘Print Sub Total’ again which will give the Nett Profit Sub Total.

The Output format determines what columns go across the report:

	Format
	Month

Last Year


	Year to Date

Last Year
	Month Actual
	Month Budget
	Year to Date

Actual
	Year to Date

Budget
	12 Month Budget

	PL with Budgets
	Y
	Y
	Y
	Y
	Y
	Y
	Y

	PL No Budgets
	Y
	Y
	Y
	
	Y
	
	

	Budgets Variance
	Y
	Y
	Y
	y
	
	
	


The Budgets and Variance also shows the Variance and Percentage Variance.

The 4 Month Comparison reports show Month Last Year and Year to Date Last Year, Month Actual and the 3 previous months actual

The Balance Sheet report shows Month Last Year, Month Actual, Last Month and Difference between Month Actual and Last Month.

You may also wish to start with and opening Balance and subtract any cogs or purchases to give a closing balance.
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