
 

 

 
Objective 

This session demonstrates how to run several of the monthly reports in the General 
Ledger application. 
 

This session presents the following topics: 

• Report Preferences – Filters & Options 
• Detail Ledger Report 
• Statement of Financial Position Report 
• Statement of Activities Report 
• Budgeted Financial Statement Report 
• Designated Fund Summary Report 
• Financial Spreadsheet Report 

The Detail Ledger report displays detailed activity that has been posted to 
accounts. 

 
The Statement of Financial Position (Balance Sheet) displays the balances for assets, 
liabilities, and net asset accounts (balance sheet accounts). 

 
The Statement of Activities (Income & Expense Statement) displays the actual 
income and expenses within a specified period of time. 

 
The Budgeted Financial Statement displays actual and budgeted income and 
expenses within a specified period of time. 
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The Designated Fund Summary displays the balances and/or activity for liability and 
net asset accounts. 
 
The Financial Spreadsheet displays balance sheet and/or income & expense 
account totals in a month-by-month format, using either actual or budget figures, or 
a combination of both. 

 

REPORT PREFERENCES - FILTERS & OPTIONS 
The Report Preferences contains two tabs:  Filters and Options. 
 

 
 

FILTERS TAB 
The Filters tab contains the following filters to narrow the results of your report: 
Account Structure, Account Number, and Account Type. 
 
 

The Account Structure 
filter allows you to 
select specific levels to 
display on your report. 

 
 

The Account Number 
filter allows you to 
select a specific account 
or a range of accounts 
to display on your 
report. 

 



 

The Account Type filter 
is available on the 
Budgeted Financial 
Statement and the 
Designated Fund 
Summary reports. 

Budgeted Financial Statement: 

 
Designated Fund Summary: 

 
  

OPTIONS TAB 
The Options tab allows you to further customize each report. These options vary 
depending on the report. 
 

Field 

 

Check Boxes 

 

Radio Buttons 

 

Drop-down list 

 



Selection boxes 

 

DETAIL LEDGER REPORT 
The Detail Ledger report lists the detail transactions for a specified accounting period 
or date range. This report is especially useful before closing a period or before running 
the year-end closing to review transactions and ensure they are recorded in the correct 
account. The Filters and Options tabs allow you to further customize each report. To 
run the Detail Ledger report, go to General Ledger – then choose Reports / Detail 
Ledger. 
 

 
FILTERS 
Select the levels (i.e., Funds & Departments) using the Account Structure filter. Click 
the “All” check box to alternate between selecting and deselecting all levels.  
 
After selecting the levels, you can also select a range of accounts or a specific account 
using the Account Number filter. 



 
OPTIONS 
You can change the appearance (select font type & size), select either the period or date radio 
buttons and then select the period or date range by using the from and to drop-down lists. (For 
example, if you want a complete year-to-date report, then select the Period radio button and 
specify the first and last period of your fiscal year in the from and to drop-down boxes.)   
 
Review the other options available and select the ones that are appropriate for your reporting 
needs. After making your selections, click the Run Report button to generate a preview of your 
report. 
 



 
  



REPORT PREVIEW 
After the preview displays, you can navigate the report pages, print or export the 
report, and make changes or close the report. (Press the F11 key on your keyboard to 
alternate between full screen views of your browser.) 

• Use the navigation options to move quickly from page to page in your report. 

 
 

• Click the Print  icon to print a copy of your report. 
 

• Select a format from the drop-down list and then click the Export link to export an 
electronic copy of your report. 

 
 

• Click the Report Preferences bar to change your filter settings. 

 
 

• Click the Close Report button to leave the report and return to the General Ledger 
dashboard. 

 

 
 



Practice: Filter by Fund 1 (Church), Department 10 (Genl Income), and Range (40110-
41200). Click the Options tab. Set the period from July to July. Click the Run Report 
button. 

STATEMENT OF FINANCIAL POSITION 
The Statement of Financial Position report (Balance Sheet) displays the balances for 
Asset, Liability, and Net Asset (Capital) accounts. To run the Statement of Financial 
Position report, go to General Ledger – then choose Reports / Statement of Financial 
Position. 
 

 
 

FILTERS 
Select the Fund (or Funds) using the Account Structure filter. 

 
 

OPTIONS 
Customize the report by selecting the check boxes listed and changing the Report name, if 
desired.  The format of the report can be changed to one of the following options: 

• Columnar by Period: Consolidates the Statement of Financial Position by period for the 
different levels of your account structure. 



• Columnar by Fund: Displays a column for each selected fund (on the Filters tab) and 
displays totals for each balance sheet account across all funds. 

• Pre-defined formats: This format is only available when neither the Columnar by Period 
nor Columnar by Fund formats are selected. Select a format from the Pre-defined 
formats drop-down list and then further customize using the selection boxes. Drag and 
drop options to and from the Selected Options box and then move them up and down 
to reorder. 

After making your selections, click the Run Report button to generate a preview of your 
report. 
 



 
  



REPORT PREVIEW 
After the preview displays, move from page to page using the navigation options. Click 
the Report Preferences bar to change any of the Filters or Options and rerun the 
report. You can press the F11 key on your keyboard to alternate between full screen 
views of your browser. After the report is generated to your desired specifications, you 
can always print it by clicking the Print  icon or save it in an electronic format such as 
a PDF using the export link. 
 
One of the features of the Statement of Financial Position report is that it has an 
Interactive Drill Down. To use this feature, click any of the totals on the report. After 
clicking a total, the Posted Journals page appears, and it lists the journals that make up 
the total on which you just clicked. 
 
NOTE: The Interactive Drill Down functionality is limited to “actual” columns and does 
not apply to the Capital accounts. Liability accounts that are used as closing accounts 
have the Drill Down function, but the Posted Journals page only displays amounts 
posted directly to those accounts. 
 

 
 
 



Practice: Filter by Fund 1 – Church.  Click the Options tab. Select “Current & prior 
month” from the Pre-defined formats drop-down. Click the Run Report button. When 
the report appears, click on $870,773.58 for ACB operating checking. 
 
 
 
 
 
Now you should see all the journals that make up the total $870,773.58. To see all 
entries on one page, increase your page size. 
 

 
 

STATEMENT OF ACTIVITIES 
The Statement of Activities report (Income & Expense report) allows you to print a 
statement of the net amount posted to your income and expense accounts for a 
specified period. To run the Statement of Activities report, go to General Ledger – 
then choose Reports / Statement of Activities. 
 



 
  



FILTERS 
The filters tab has choices similar to those for the Detail Ledger. Select the levels using 
the Account Structure filter. After selecting the levels, you can also select a range of 
accounts or a specific account using the Account Number filter. You can also choose a 
specific Project. 

 
Some reports use the Current Financial Settings to determine which period to print. 
This is one of those reports. Click the change link in the upper right-hand corner and 
select the period. For example, if you want to run the report as of May, change the 
period from June to May. 
 

 
 
 
 
 
 
 



 
 
 
 
 
 
 

OPTIONS 
Review the options available and select the ones that are appropriate for your 
reporting needs.  Select a format from the Report Type drop-down list. Notice the 
Selection Options box changes according to which Report Type you select. Drag and 
drop options to and from the Selected Options box and then move them up and down 
to reorder. After making your selections, click the Run Report button to generate a 
preview of your report. 
 



 
  



REPORT PREVIEW 
After the preview displays, you can navigate the pages, change your report 
preferences and rerun, print, export or close the report. 
 
Click on a total to use the Interactive Drill Down feature. The Interactive Drill Down 
functionality does not apply to the percentage-based columns. 
 

 
 
Practice: Filter by Fund 1 – Church, Dept 30-Genl Operations and Account Range 
60130-60410.  Set your Current Financial Settings to the period of February. Click the 
Options tab.  Check the following boxes: Suppress Zero Balances, Print Account 
Numbers, and Show Totals for Each Level.  Select the “Current & Year-to-Date” from 
the Report Type drop-down list. 
 
  



BUDGETED FINANCIAL STATEMENT 
The Budgeted Financial Statement report allows you to view a side-by-side comparison 
of the budget for each account and the actual activity for each account. To run the 
Budgeted Financial Statement report, go to General Ledger – then choose Reports / 
Budgeted Financial Statement. 
 

 
 

FILTERS 
Select the Account Type to display certain accounts on the report: All Income and 
Expense Accounts, Fixed Budget Accounts Only, or Variable Budget Accounts Only. In 
the Account Structure filter, select the levels you want to include on the report. The 
Account Number filter allows you to narrow down further which accounts you want to 
display on the report. 



 
OPTIONS 
Review the options available and select the ones that are appropriate for your 
reporting needs.  The Report Template drop-down has standard templates available 
from which to choose. You can also create your own templates by selecting the Modify 
/ Budgeted Financial Formats option from the General Ledger menu. After making 
your selections, click the Run Report button to generate a preview of your report. 
 



 
  



 

REPORT PREVIEW 
After the preview displays, you can navigate the pages, change your report 
preferences and rerun, print, export or close the report. 
 
Click on a total to use the Interactive Drill Down features. The Interactive Drill Down 
functionality only applies to Actual columns. 
 

 
 
Practice: Filter by Fund 1-Church, Account Type: All Income and Expense Accounts, 
Account Number: Show All.  Set your Current Financial Settings to the period of June. 
Click the Options tab.  Select “Standard ACTUAL” for the Report Template. Select the 
following check boxes:  Suppress Zero Balances, Print Percent of Year Completed in 
Heading, Print in Landscape, and Include Opening and Ending Balance for Each 
Department. Click the Run Report button. 
 
  



DESIGNATED FUND SUMMARY 
The Designated Fund Summary report displays the receipts, disbursements, and net 
monthly balances for accounts in the specified period. The Designated Fund Summary 
is a unique financial report that can show summary activity for closing accounts (Liability 
accounts used as closing accounts or Net Asset (Capital) accounts). To run the  
Designated Fund Summary report, go to General Ledger – then choose Reports / 
Designated Fund Summary. 
 

 
 

FILTERS 
Select the levels using the Account Structure filter. After selecting the levels, you can 
also select the Account Types to display on the report. The Account Number filter 
allows you to narrow down further which accounts you want to display on the report. 
  



 
OPTIONS 
Select to show your column headers as either Receipts/Disbursements or 
Credits/Debits by selecting the radio buttons next to the Show Column Header as 
option. Review the other options available and select the ones that are appropriate for 
your reporting needs. After making your selections, click the Run Report button to 
generate a preview of your report. 
 



 
 
 



REPORT PREVIEW 
After the preview displays, you can navigate the pages, change your report 
preferences and rerun, print, export, or close the report. 
 

 
 
Practice: Filter by Fund 1-Church, Account Types: Capital, Account Number: Show All. 
Click the Options tab. Select “Show Column Header as Receipts/Disbursements”. 
Check the following check boxes: Suppress Zero Balances and Print Account Number. 
Select the Report Type “Regular”. Click the Run Report button.  
 
 
  



FINANCIAL SPREADSHEET 
The Financial Spreadsheet report shows a year’s worth of activity in a columnar format. 
Fund Summary report displays the receipts, disbursements, and net monthly balances 
for accounts in the specified period. To run the Financial Spreadsheet report, go to 
General Ledger – then choose Reports / Financial Spreadsheet. 
 

 
 

FILTERS 
Select the levels using the Account Structure filter. After selecting the levels, you can 
also select the Accounts to Print (Balance Sheet or Income/Expense). The Account 
Number filter allows you to narrow down further which accounts you want to display on 
the report. 
 



 
OPTIONS 
Select Report Type: Actual, Budget, or Revised Budget (if you select Budget, you can 
then choose to Use Actuals for Closed Periods. Review the other options available and 
select the ones that are appropriate for your reporting needs. After making your 
selections, click the Run Report button to generate a preview of your report. 
 



 
 

  



REPORT PREVIEW 
After the preview displays, you can navigate the pages, change your report 
preferences and rerun, print, export, or close the report. 
 

 
 
Practice: Filter by Fund 1-Church, Accounts to Print: Income/Expense, Account 
Number: Show All. Click the Options tab.  Select Ending Period: Audit, Report Type: 
Budget. Check the following check boxes: Suppress Zero Balances and Use Reverse 
Signs. Click the Run Report button.  
 
 
 
 
 
 
 
 


