Reporting with Abila MIP Fund
Accounting
Diocese of La Crosse Managers Training

September 2014

Training Topics:

1. Report Manager
List Reports
Transaction Reports
Analysis Reports
Financial Statements
Basic Report Writing
Advanced Report Writing
Tool Bar Buttons
Favorites
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Acceunting Setup
Basic Transachions

The Report Manager navigator is a way to organize all the reports within Abila MIP Fund

Hetpand Support |

LISTS
Use this tyne of rapoert 1o print a fist of vandars, cuslomers. charge cadss,
sliotation coges, address codes, chart of account codes, and olhes iterms
whiich svere set up using the systern wide Maintain forms.

TRANSACTION REFORTS

tlge this lype of reportto print posted and unposted General Ledger,
Budgel, Encumbrance and Recuming transactions.

ANALYS1S REPORTS

Use this type of repor to Ant module-gpacifc analjiical reparis such ag

the comparative trial balance, AP/AR aging. charge redister, budget compranson,
purchasing zegister, and more.

FEINANCIAL STATEMENTS

Use this type of report o print financial stalersent reports such as Statement

of Financia! Position, Slatament of Ravenues and Expenditures, Dalance Sheat
and Statemestt af Cash Flow.

FINAMCIAL STATEMENT FORMATS

Create, edit and delete financtal statement formats fram within this form. The
fermate are rapott iype driven and serva s the sackbone of all fnance kassd
reporting within the systam. Be sure tn add ali new genera! ledger codes to
eristing slatermant formaly se that the codes display on the reports accuraiely.

ASSIGN REPORT GROQUPS

Craate. edll and deiets reporting aroups which hisle b suramarize account
patances on the repors. From within this form vou can alse assign mulliple
accaunt eodes to a designalion codelgroup code, as well assign 996 Lins
HNumbef Uodas to applicatle seament codes using group sais

i

2t

| Procass Manhsdger -

B ‘;‘;‘{"Favcrilexj RE;:DHS Fﬁ’”‘oﬂn; .

. Report Marager |Mar|agé Recur..

FHelp Links

v Qensratiedger Reporls Help System
s Generaliedger Checklists
s Generstiadgar FAQR

Accounting. As you go down the category of reports, the reports become more complex and
have more options to set.

Reports can also generally be accessed through the grey lady in the “Reports” heading, or

through the Process Manager, Reports tab.

Reports used frequently can be saved to the “Favorites” tab in the Process Manager for easy

access.
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List Reports

i AN Vanidor Infarination
Acconiing Setpp : . 1
e  CheckNouthir Registar Vanutor 1079 Adjustiments Y hecowl Code Combinatonms
Basie Transactons o : T
e e + Journels ® Chart of Actounts Atachments
 Actounts Payable { Transaction Reports B! Disuibution Codes Ched of Accousts
L : ffect A s N #3} Ulosing Acoount Assipninnitg
L151 Eril edgér Angdysls N3 * cooun '?“mms [T Sistebution Codes
| aep ey s Cloting Ascount Assignments Erat Templates
Useli e . : Axcount Code Combinations Funontied Stetement Fomat
aiieeat : Benk Reconclfietion Anafysis 3 - .
e PR - T , Fifssiciat Staternent Format GASE Fravciad Stetemend Foomst
R i BESA Financish Statevent Fomat . Oftsat Azccard fslgnmants
TRA! | uick Fingnein) 58 Y : B Repot Groups
- e Y R NN . Repart Groops - Verdor 1088 Adusmers
etp and Sappart RS pugge Tinancisl Statements e Spechmens Yandor sfomtion
PR . Gt Repotting b Agachnin
ANAL 303 Votcheet : Ernail Templotes -
é; ] Vet oo RIS
£ mecor S ReP_W‘ G - Bregistar, budgel companson,
g -
: Farme Detigner

FINAHGIAL STATEMENTS
Uee this iype af report fo print finarclal slalsrent reports such a5 Staterment

of Fimancial Position, Statement of Revenues and Expendilures, Dalance Shaed
and Statement of Cash Flow,

FINANCIAL STATEMENT FORMATS

Creale, salt and delate financial statement tormats fiom withia g fsim. The
tormiale are reporttype drtven and serve as the backbone of all finance based
repetig within the systam. Be suie to a4d all nsw genéral ledger codes i
sxisling skatemend formats so thal the codes dispiay on the repors sccurately.

ASSIGN AEPORT GROUPS

Create. edil and datale raporting grougss which hefip to summarlze account
palances on the reponts, From within Bs form you can also assign mudiple
‘atcount codes (o 8 deshonation cogefgrour coda, as well assigh 994 Line
Huinber Cates to applicssle segment codes using group seds.

i e [
K Favettes EoIReports | R Forms ¢

Help Links'

» Gemeral Ledger Reparts Help Syatem
General Ledper Checkists

General Ledger FAGE

" Reepst Marisger | Mamge Fecusr

Use this type of report to print a list of vendors, customers, charge codes, allocation codes,
address codes, chart of account codes, and other items which were set up using the system
wide Maintain Forms. This basically answers the guestion; did [ set it up right? Lists contain the
following information, and can be accessed through the grey lady (Classic menu) or Process

Manager. List reports include:

* Vendor Information

* Chart of Accounts
o Account Code Combinations
o Closing Account Assignments
o Offset Account Assignments

* Distribution Codes

* Financial Statement Formats

* Reports Groups

* Attachments

+  Email tempiates

m
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Transaction Reports

Accounting Sstup

Basic Transactions

Accounts Payahlie
Budgeting

Session Mennger

GASE Hoparting

Charting

Lists

- Cheek/Youchei Register

¢ General Ledger Amalysts ’

LIST  p e
Useth ng}y?. L .
akocal . Bank Recéniilisticn: Aralysis
WA Eodger Amalysts
TRA  Quickbinanciat Statements
Usg It S ’
Budge Fiagricial Sl.a{emenu

H GASE Repeiting
ANA 993 Workshest
Usa L -
he caf Assign Repart froups
purchy

Farers Dezigner

<Checks - This Konthy
<Chacks - Thia Year>

Jnpasted General Ledger Transactions

. Ppsted General Ledger Transactions

:_Uppqs_ied Sq_dge’t Transadiqm

i Posted B:udg_e't'_ig'ahsdmom :

Veador Total Paynents - This Yearz
Theck Regiser This Year
Checks -Custom Feriod
- 5,.i Soip Checks Processed
Jeumats
Cash doumal
Expendure Joural

Memiciiza/Recuning Transactiong

Genaral Ledger.

tical repars such as

registar, budget comparisen.

FINANGIAL STATEMENTS

Usa this lype ol report 1o pAnt Hnanclal statement reparts such as Slalemant
of Flnancial Position, Statement of Revenues and Exgendibures, Balancs Sheet

and Statetnent of Cash Flow.

FINANCIAL STATEMENT FORMATS

Creale. edit and delele financtal statemenl fonmals from within this fom. The
formats a8 repomt type driven and sarve as the backbane of sil finance basad
reqorttng within the systen. Be sure to agd all new gengral ledger codea to
exisling statamant Ioimats 2o dhat e codes display on the reports accurately.

AS23IGN REFORT GROUP S

Create, editand delotd reporting grouss which help lo summarize accouht
salanees o tha £s ports. Frem within ks form you can aksn assign multiple
acount coaes bt a designation tedeigroup code, as well assign 990 Line
Mumber Codes lv applicable segment codes using group sets

Ravenue Joumat
- - iy 1

Posted Budget Trensactions

Posied Geanaral Ledgar Troneattions
Lpasted Budgat Transactions

w0 I Urposted Ganasal Letper Transattons

W Fawaites ;3 E?G\EI “g‘?’omsw’

EHelyLinke

. Fiepord Managar lHanase Recur.

+ General Ladger Reports Kelp Systam
» Qeneral Ledge: Chisekliste
r Gensal Ladger FALS

Transaction reports allow the user to print information about accounting transactions entered
into the system. They do not include beginning and ending balances, and only list transactions
between specified dates on the report setup screen. Transaction reports basically answer the
guestion did | do it right? As with all reports, transaction reports can be accessed through the
grey lady or the Process Manager. Below is a listing of Transaction reports:

*  Check/Voucher Register

* Journais

o Cash Journals
o Expenditure Journals
o Revenue Journals
*» Transaction Reports
o Unposted General Ledger Reports
Posted General Ledger Reports

Posted Budget Transactions
Memorized Transactions

o
o Unposted Budget Transactions
O
o)
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Analysis Reports

CheckiVodeher Register
Jeumsls ’

Transaction Reporls 3

General kedger Anabais _

Standerd Gansral Ledger. 0 i

Working Trial Balance

AP Arabysls

Aged Payables

| Dietail /7 Ledgar

wgices Selected fur Fayment
Surmary 8P Ladger

Nerdor Aoty

L181 Expanded Generdl Ll
tisetn "pandedbeneEly
allocal Bank Reconciliation Analysis : :
wileh Bydget Analyis R
TRA Quick Financial Statements  * - b
Useth I, :
Buags. Financial Statements - -
GASE Reporting o
ANA. 0 Warksheet i
Uza i : ; lleal rapors such as
e gof ssigh Repoit Graups registar. budget comparizan,
purche T -
: Fotrins Designer

FINANCIAL STATEMENTS
Use e ype of teper b o prinl ingncial slalgpsenliepuls such as Stalemat

of Financtal Pasilion, Statement ol Revenuas and Expendilures, Balance Sheel
and Btatement of Cash Flow

FIMANC!AL STAYEMENT FORMATS

Crsale, #til and delele francial statemaent farmats from within this fom., The
formats are reporttype ibven and serve as the backbone of all inance tased
repong wittin the system Ba sure toadd ail new ganeral ladger codes 1o
existmg stalemant formats o that five codas disptay oh ke repors acourately.

ASSIGN REPORT GROUPS

Cregte, gdit and deltete reporting grotps which nalp ta summarize secount
balances on the repons. From within ths farm you can also assign multiple
aceolit codes 1o 3 designatlon codeigroup code, as wel assign 920 Ling
Hurbel Codes to applicadle segment cades uging group st

ik Bank Racenciation Anabegs
s Checks:Voushers
Combined Reconclistian
Degosts
Cther Cagh Rems

=k Suspense fems

i1 Y Detsl Budgat /sl Transactions
) Susmary Budget Companson

1l S ravortes. [t [lorouns

helplinks . oo

¢ {Ganeraltedger Repords Help Systsm
@ General Ledger Checkists
3 GeneralLedger FAGS

Rewt Mananer | Mansoa Feeur. ]

Analysis Reports include general ledger analysis and additional analysis reports depending upon
which modules are installed. They include opening balances and details of transactions
between specified dates and ending balances for account combinations. Analysis reports are a
combination of did | do it right, and am | doing the right thing? They include the following

reports:

*  General Ledger

* Bank Reconciliation Analysis

o Trial Balance

o Expanded General Ledger

o Standard General Ledger
* Accounts Payable Analysis

o Aged Payables

o Vendor Activity .

o Detail AP Ledger

o Cheeks/Vouchers

o Combined Reconciliation
o Deposits

o Other Cash ltems

o Suspense ltems

Budget Analysis

o Budget Worksheet
o Detail Budget Transactions
o Summary Budget Comparisons

m
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Financial Statements

. ChackeVoucher Register
Joumals

N 5+ Batance Sheel
g, (B D [E5 Combining Balance Sheet

LA (0 [ Combining Stelement of Cash Rows

Py [ Combining Ratement of Revenuss and Expendtures

Tranzaction Reports

i Gefurak Letiges Analysi v © s 5] Staiemans of Activites
[‘Jl S!: : AP fnalysis y b o B Stetemant of Cash Flows
58 i HBis, CNETge CoEs, s )
allocal Bank Recencilistion finalysiz » ades. and other temg {17 Statement of Financiat Poztion
which: X Sorms. i# Ratemont of Revenues and Expendiiune
: Budget :n.nfﬂ.ys.u. o .’. i Stalemart of Rsvanuae and Expandiures by Period
TRA% Quick Financial Statements 3 L it GASH Repating
gj;gt‘ff . Fnaricial Statementy S Create Statestient Farmats o
| BesBRepoing © 7 Statement of Finsncial Rusition
ANA L 50 Vorksheet Staternent of Activities
Useth . e
the cof Aasigh Report Groups Balanca Shest
pureh? o T 7 -
i * Ferms Basigner Cambining Balance S_hzel
FINANGIAL STATEMENTS Staternent of Reverises and Bqpenditures
Lise ihls ypo of rapon 10 pnt Snantial siatement L " L -
alFinancial Fositien, Slatament of Revenues and ¢ S_L“E"’E"m{ IS Repohs
and Statement of Cash Flow:, Statervient of Revenyés dnd Expenditures by Period  ©
FINAMGCIAL STATEMENT FORK Staternenl of Cash Frogs . © .
Craale, 908 and delele inancial 2laterent forma Combining Statamsnt of Cach Flows -

lormats are raport typs diven and servs a5 the 5
repeding withli the syster. Ba sura 1o arfa all new general ledger codas to
existing stalement formats so thal ihe cotfas display on the reports accuralely,

ASSIGN REPORT GROUPS 5
Crealz, edit and delete reporting groups which help to summarize account H
tralances or the repars. Frasn within this fonnm you can also assign muliphe
zctount codas o a dasignation codeloroup code, as well assign 860 Ling
MNumger Codas lo applicasle sagment codes using group sels

it Favarites EREP"“EJ v%*mes H

{{ el ioks :

+ GengralLedgar Repords Help System
i+ Ganeralledger Checkiste
e cenerailedger Fa0s

b R&Wf‘ Manager | Manage Regir...

Financial Reports allow users to summarize results, balances and activities for internal and
external reporting. Financial Reports include an additional section on the Setup tab requiring
the user to select a format for the report. The defauit financial statement formats included
with the system come from the designations assigned to GL accounts in the Chart of Accounts
maintenance. And of course, our financial statements are trying to do the right thing, and

answer any compliance, grantee or board concerns.
There are five primary types of Financial Reports

* Balance Sheet

* Statement of Cash Flow

* Statement of Revenues and Expenditures
* Statement of Activities

« Statement of Financial Position

There are also 990 worksheets that capture the financial information of the 990 statement
when set up properly.

e N s T
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Basic Report Writing

Setup Tab: Contains at a minimum the report name, an option to print the report name in the
Header, Footer, or Do Not Print, and an option to include a Page Footer which contains the date

and time of the report.

| 3/21/2002 10:31:00 AM

~ . Page Footer -
[ Induded

i) Brint:

@ Header Do Mot Print

Content Tab: Allows the definition of page breaks which are optional, and the definition of the
report body. Here the columns can be ordered, sorted in ascending, descending or no order,
the width of the column is set in inches, column title wrapping is determined and in some cases
a unique column heading is assigned. Columns are chosen by moving an item from the left to
the right, then with the mover buttons, moving the selected column up or down in whatever
order is desired.

memm ; G

Cho U A Ress ol L || Shecleddems . | - - san. [ e

i [ Seqment Sequence T | Segment Nams li&sr; ESegmem kame . Segment Sequence
. ildesignation Code

H 200F Form 588 Line Hurabsr
i Form BE0EL Line Mumber

© | Form 980 Line Humber

| Last Check Humber

. Report Body {Total Width: 5.60) [}

Akaitable Columng

i Selected Columng
'f Segmant Sequencs &

$od £
0 [ Account Shord Tile : Aceount Tl Accaunt Tite
Ceslgnation Code : 1 Status Asc _iStatus :
1 Designation Descripfion 1 Account Type AT | Account Type :

* 4 2007 Form 890 Line Mumber
 Form §80EZ Line Mumiper

Form 820 Line Numier

Last Chack Humber

. Required Account Assignments

b L e ————— e noo T e T e
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Filter Tab: setting this tab is optional. You can limit the view of your data by setting filters; one
or more. Itis possible not only to choose the subject of the filter, but also how the filter is to

E'Se_h)p }_-‘{,‘nnter{t . Fiter ;L_ayaut }; S:u:zt\j]

Avtlabie Fler 1 gr; | Gompares To : Crieria 2

- 1 Bagment Name
pAccount Type

I5ialus

Besignaticn Cade

- 12007 Fores 386 Lina Nomber
Forn 39052 Line Mumber
Form 550 Line Humber

Warious ftems Hot Equai Te 391, 111, 210 {Criteria 1}

Below are the filter operators.
- -

e

P "~ Lees Than (Criteria 1}

Between in Range {Criteria 1 and Criteria 2}
Not Bebween Mot in Range {Criteria 1 and Criteria 2)

i

Varisus tems Equal Te 122, 458, 301 {Criteria 1}
Mot In Waripus tems Mot Egual To 381, 111, 210 (Criteria 1}
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Layout Tab: Determines the font style and size for the report, as well as the report orientation
and margin settings.

’ Content

 Filter

Juaeblaey |

Fom san.p

. Paga Sacfione

P

Page ,Erﬁtus:r
Gurrent Seltanas

..lee Letter, Giigrtatlon: Porgait
Fargir: Top Margin: 6, 50, Battom Margin: 7,50, LeﬂNargm .75, R.lghtMasgen 850"

4]
:

Dbdgue R
Bold Gbhgue. | |

Sample

£l
£
AaBbYyZy . %
- Orentation - . Mafgins Frches) - - g
' Fomrat . Lef  BFE Right: 85 :

Seript: . - ;
Wastem - 5 Landscape Sotam:  BET g
L

m
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Securty Tab: This tab allows the user to lock this report so that no one else can make
changes to it. If another user would like to modify this report and save it, they would have
to copy it and rename it before changes can be saved.

SR LRI Y

These basic instructions are good for List reports primarily, and some transaction reports. In
the next section we will be introduced to some more complicated settings, especially around

dates.
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Advanced Report Writing

Dates are the most important setting in MIP report writing. Without a thorough understanding
of how dates are set, it is almost certain that reports will not run correctly. Dates are set on the
Setup tab. Date settings become important as we get to Analysis Reports and Financial
Statements, :

ERRa

Sewp | Content |

‘Repiort Mame

PrintfameIn -~ s

Header

-Balances Dates

Actount Ba'iamfes
Begiri:

" Current Reperting Year:
Begins: L

Understanding report dates:

The Account Balances Begin date is the date when beginning balances were entered into your
system OR the first day following the last fiscal year that was closed in the system. The month
and day is always the beginning of the fiscal year. Only the year should vary.

The Current Reporting Year Begins date is the first day of the fiscal year or grant period that is
represented by the report. The Current Year Reporting date will be the same or a later date
than the Account Balances Begin date. It will either be the month and day of the fiscal year, or
the month and day of the grant year for the report.

Current Transaction Dates represent the date range for the detail data inciuded in the report.
The Opening Balance date (From) will be the same as or later than the Current Reporting Year
Begins date and the Ending Balance date (To) wil! be the same as or later than the Opening
Balance date.

Another way to look at this is to think about what date range you want for your report, then
work backwards:
* Current Transaction Ending Balance later than or =

m
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» Current Transaction Opening Balance later than or =

* Current Reporting Year Begins later than or = Account Balances Begin

*  The account balances begins date is ALWAYS the fiscal beginning month and day, the
year may vary depending on how many years you have closed.

* The current reporting year begins date can be your fiscal year, or your grant year,
depending on what kind of report you are building.

* NOTE: You can never vicolate the order of the dates, but you MAY have to push your
account balances begins date back into a CLOSED fiscal year, if you are tryingto run a
report BEFORE your current open year.

If you want reports with dynamic dates, you can use the “Date Items” setting for your Current

Transaction Dates.

setup, | Gentint ] Fer .

- Printiame In .+ Page Fogter

CErFooter 0 DeNGtPiRt 0 Included
. ‘Balances Dateg - engiranbaction Dates -

© hecoirit Balances -
¢ Begim: ’

| This Honth

. Current Rap:.ﬁfb_r;g Year 1 his Guatter

Begins:

o L Last Quarter
ety

Always check the “Options” tab for report settings. Different reports have different options
that can totally change the results of your reports.

Expanded General Ledger report options tab:
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| ¥ vear End Adjustments

-l opening Entries.in Detai
Y Uﬁpﬂﬁted Transactons

. Miscellaheous

rize Ameumts

Supme_s_s'_ Lmes with Al Zeros

Trial Balance report options tab:

it | Fiter | Groups apons | Lavout | &

Year End Adjustments

' Date

- Periods

& Due Date 4 Invoice Date

o Miscellancous

E@Suppressuﬁes with &l Zeros

Detail Budget/Actual transaction options tab:

L Nl e —————— e T e
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ps Qpﬁafns § Lavout i Seolrity

mdude '
, Q}’f&ar End Adiustmernts

Tool Bar Buttons

Different reports have different tool bar buttons available to them, to further customize a
report. Below is an explanation of the buttons.

L ]
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Report? Setup Butlons

If available, click the Gutton For more infermation about 1t form or process.

CopyiSave AsiRename: Use this bulton to copy all parameters from an existing report
o a new report, make changes to an existing report and save it as a new narme, of
rename an existing repo.

: Ise thzs buﬂon 1o printthe settmgb mr the u:urraﬁa‘.iy se%med
: W3 whlr:h :items are selecteﬁjfor ali_taéss ' o

Print Setup: Use this button o select a printer and set up printer information for this
repon.

: fat to Ecr%ﬂ Uae fhis button m view the report Eaefufe n is formattsct for: prmtmg
> the data eas;sf o rwﬂew but does nm pfrmﬂda an exact regreseatatmn t:rf :

Print Preview: Use this button fo view the report as it will actually pring,

: V'_E]t::__U_SE this button to print the report,

Export: Use this stton (o export the report to one of seversl popular file formats. This
putton is awallzble only if the Data lmportExport mordule (s installed,

U Ex;mrt i& Emei* Use this buttos to EX;}DI‘E ;four al,twe report ciata o 3 Tﬁ;cmsnﬁ Extal@
% [spreadsheetin 2 new or existing workbook. This button s only ayallabie ifthe Data
L '|mpmthx;anr! mm%ule ia Installed. {itis not available on Bvery feport)

m
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P‘r‘im 13 Pﬁﬁi H?zs&“ iise m%& ﬁu&zm to save e repon 55 g POF or aftach mulﬁpéé
repods 1o an axisting PLF Sle. This procsss crestes o 0is that con e emailed

 Emai Report as POF File: Use 1his bulton to ermail fhe raport as a POF fife. The file is
“sentinan 2mail dnddoes NOT save to 2 direclory. This bulton is avaliable MNhere is
5 gonfigured 32-5i MAPI comphiant emall profilé instalied.

Scheduler: Use this button o scheduls 16555 15 nun stdnmatically of dasipnsted
Brnes. This butfon ks available only if the Scheduler moddule s installedg,

Dl Down: Use this button to drill down from report Balances {o individual debits and
credits that make up the balance. This bution is not avallabte for evaryreport,

frﬁmmp' 5 I
HCiek Namg

Custom Colamn Creation; Use this button to generate custom columns in the repor,
This button is not available for every report.

.e'tt"tiis bt.:‘rton to open the Rapcnstinant:al
: _ el rmais farem w*here you'can- setup financial
S;a_’[améﬁi ¥ atz; Eam'ﬁme this button is-seletted 2 new i::reaie Staternent
Formats farmis operied. This button is not available for every report,
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Favorites

Favorites can only be found in the Process Manager tab in the Navigator view. The Favorites
tab groups reports, charts, custom links, and forms into customizable folders and subfolders for
quick access. You can add items from the Reports, Charts, or Forms tab, by right-clicking on the
item, then adding to favorites. You can then create sub-folders to organize the items. Add
items to the folders and sub-folders by dragging them to the appropriate folder.

By right-clicking on the Favorites folder, you can create new folders, create a custom link,
import a public folder {one created by another user), or delete a public folder.

Expand

Create NEWF&EQEF

Crote Cimtong L
: Impf.'}l"ﬁ F’ubzig.:l:
Delete Public Fol

M%wmmmmwmﬁnwmwmmwwwwsﬂmmﬁw%

Create a custom link allows you to create a shortcut to other applications, documents,
websites, etc. that you might want handy while you are in MIP.
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