Quick lesson For more information, see Help > Contents > Financial Statement Designer.

Using the Financial Statement
Designer (blank worksheet)

Goal: To understand the basics in designing a financial statement in the
Financial Statement Designer.

In this quick lesson

Step 1: Set security

Step 2: Open the Financial Statement Designer

Step 3: Provide a title for the statement

Step 4: Set up the columns (optional)

Step 5: Set up an Amounts row

Step 6: Set up a Total row

Step 7: Select global properties on the Workbook Properties sheet
Step 8: Review the Design tab and the Preview tab
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With the Financial Statement Designer, you can create and print balance sheets,
profit and loss statements, and other financial statements needed by your firm.

In the Financial Statement Designer, which is based on a spreadsheet, the basic
actions are select, define, and view. You select cells in the worksheet, define
the contents and appearance of the selection, and view the results and change
the definitions, as needed.

You can use properties in the Financial Statement Designer to define common
elements found in financial statements. Properties make your design more
reusable because they reference the Ajera database.

If what you want is not available, you can manually enter text into the worksheet
to define it (for example, a formula or a title for the statement).

You can begin with a blank worksheet and create your own design, or start with a
template and make changes to fit your needs. This quick lesson shows how to
begin with a blank worksheet.
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Step 1: Set security

1. Click Company > Security.

2. Select a security group, click Edit and select the following check box:

W
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Description |P~ccuurrting |

View employee cost

View my projects only

View company information on dashboard

Manage custom reports and inguinies
—

Manage financial statements

On the General tab, select this
check box to give this security

group permission to manage
financial statements.
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Step 2: Open the Financial Statement Designer

1. Click Reports > Manage Financial Statements > Designs.

2. On the Design tab is a worksheet with a properties area below it.

Microsoft Sans Serif = 825 « ... .. General - =l
ey . PRl E EEEE] [BE w o) & The worksheet is where you create

or change a design. You begin by
selecting cells in the worksheet.

Properties

Company Name area
W ErFie Company Address The options that appear in the
Manth Start Date = .
[pccount |[Budge | |Month End Dste properties area depend on what
For N Months Ended MonthEndDate =
Activit Cash Fl | Forthe N Quarter Ended QuanerEndDate you select in the worksheet (see
—_— Fiscal Year Start Date
Custom Fiscal Year End Date - examples belOW).
| Close || Mew [[ oOpen || sSave || Saveds || Impot || Expot || Prnt || Help

3. When you select a cell, row, or column, specific options appear in the properties area to define the selection.
Each type of option is described later in this quick lesson.

———————————————————————————

When you select an
empty cell, the Company
contents options appear.

If you have
M 4 b M| Sheetl ajeraComplete or
Column Fiter the Departments
Bermmet add-on, when you
| select an empty
Reporting entity
column, the
Column Filter

When you select
an empty row, the

4 4 b »i| Sheet!  Workbook Properties
Content List

Company Name
Company Address
Month Start Date
|-« unt HBLCES‘ | Month End Date
For N Months Ended MonthEndDate

Cash Flow | Forthe N Quarter Ended QuarterEndDate
Fiscal Year Start Date

Fiscal Year End Date

Row Type buttons
appear.

fields appear.




Quick lesson: Using the Financial Statement Designer (blank worksheet) For more information, see Help > Contents > Financial Statement Designer.

Step 3: Provide a title for the statement

1. In the worksheet, click a cell and use the Company contents options to define the contents.

You can double-click an option in the properties area, such as Company Name, or
enter text directly into the cell to define it, such as Profit and Loss Statement.
Properties are enclosed in brackets when they appear in the worksheet. Profit and Loss Statement is not
an option in the properties area,
so you must enter it directly in
the selected cell.

[ & | [ICompanyhame] Double-clicking an
—t B | C option in the properties

i [Companyh . . - i

: ; area inserts it into the |

s selected cell in the !

| a worksheet. |

i[4 4 > »i| Sheett 1[4 4 » ] Sheett  Workbook Properties
—_———— l : =

! Content List ! Contert List

i ! Company Name -~
i W Balance Company Address ' w Balance Company Address

! Manth Start Date I Month Start Date =
i |.i~:::-l-rt | Budgef | Month End Date i | | Account | Budge | Month End Date 1
| For M Manths Ended MonthEndDate i Far N Months Ended MonthEndD ate

i |-i~tti'-'if}' ||Cas|- Flow | Forthe N Quarter Ended QuarterEndDate i | Cash Flow | Farthe N Quarter Ended QuarerEndDate

! Fiscal Year Start Date i | ————= Fiscal Year Start Date

ke Fiscal Year End Date T Fiscal Year End Date

| Al | [ICompanyName] Following is an example of how to use the toolbar.
A | 8 | ¢ | b | To produce the results in row 1:
1 _ [CompanyName] 1. Click cell A1 and Shift-click cell E1.
Z Profit and Loss Siﬂlemerl\ . |
3 [MonthEndDate] . Click the merge | button in the toolbar.
Hd‘ > bi| Shect! 4 Workbook Properties 1/ AN . Click the horizontal center-align E button.

Click the bold E button.

Content List
T v
i% I Bslance Company Address i 2 i
Morh Start Dae . Select 12 in the font size box.
Account | Budget ‘ Month End Date
For N Months Ended MonthEndDate
Activity Cash Flow ‘ Forthe M Quarter Ended QuarterEndDate

Fiscal Year Start Date
Fiscal Year End Date
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Step 4: Set up the columns (optional)

Select a cell in the Column Setup
row. The properties area displays
options for defining the contents of
the column.

1. To filter rows of financial information in the same way, create a Column Setup row.
A Column Setup row defines the contents of entire columns that you want to appear
in the statement.

2. In the worksheet, follow these steps:

Click a button and double-click an

i a | 8 | ¢c || | option in the area to the right.

i 4

|5 | | |

i s

e

a4 > ] Sheetl Select a_n empty r_ow. The

: properties area displays To display the account description in

options for defining the
row type.

this column:

AccountD .

Account Group . Click cell A5.

Account Type .

AccountMormal Debit Bala Click the Account button.
AccountAllows Journal Ent . Double-click Account Description

in the area to the right.

Click the Column
Setup button.

After defining the columns, you can:

If you have ajeraComplete or the
e Drag the column borders to resize Departments add-on, you can apply a

the columns. filter to a defined column so that

Click a column heading in row 6 and information for only a specific
rename it. = department or reporting entity appears.

Use the toolbar to change the font
type, font size, alignment, and other

styles of the column headings or i - Column Fiter
—— This Year
Department

contents. Company . Last Year
For example, to display the Two Years Ago [Architactural

: e . ThreeY A - ;
Architectural department’s financial our Yeors Ago Reparting entty

information for this month: Five Years Ago |

Click cell B5.

Click the Activity button.

Click This Month and double-click
This Year in the areas to the right.
Select Architectural in the
Debartment field.
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Step 5: Set up an Amounts row

1. To specify the accounts for which you want financial information, create an Amounts row.
An Amounts row defines the accounts that you want to appear in the statement.

The Account Filter buttons
2. In the worksheet, follow these steps: appear to the right.

You can select accounts by | suams
account or ID range,
account group, or account

type.

W e~ M

4 4 b b| Sheetl 4 Workbook Prop
Row Type ;AccourrtFlher

Column Setup | lﬁmrﬂﬂa’igel

I:l'm'.:ru it I

Select an empty row. The
properties area displays
options for defining the
Amounts ] row type.

Row Type

Column Setup

Click the Account Type button. In
the area to the right, select the
account type.

IR M| Sheet! 4 \workbook Prc

Amounts button.

If you have ajeraComplete or the
Departments add-on, you can apply a
filter to an Amounts row so that
""""""""""""" A|B|C|D|E|F| information for only a specific
 column headings Account De This Month department or reporting entity appears.

After defining this
row, you can set up

as many Amounts
rows as you need.

[ﬁDDDuntDcfl'lis Ml:nﬂ'l]|

Row Type Account Fitter Account Type | Riow Filter

| Column Setup | [ﬁmnt Range l 3 |Deparh'nent
Architectural

I."ﬁ\n'.:unta I ID Range Reporting entity

|T°‘E' | [‘“"’W“Gm l You can also select to itemize or Reversesion | |

summarize the row, or reverse the
sign (that is, negative values in
the statement will appear as

positive, and positive values will
appear as negative). 6
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Step 6: Set up a Total row

1. To add up the values in your Amounts row, create a Total row. A Total row
applies a formula to the row that sums the values of all amount cells between the
current row and the preceding Total or Column Setup row for each defined column.

2. In the worksheet, follow these steps:

| A | B | ¢ D E F G H —
1 2 |Amounts [AccountDie[ThisMonth]
Amounts [AccountDe[ThisMonth]

Select an empty row below the
Amounts rows. The properties
area displays options for
defining the row type.

Click the
Total button.

! A | B | @€ D E F G H 4k After defining this row, you

| & |Amounts [hecountDe [ThisMonth] can set up more Column

15:1 KIEE [AcoountDe) [ThisMonth] Setup, Amounts, and Total
1 Trom FUM| rows below this, if you want.
EM 4 b »l| Sheetl 4 Workbook Properties 4 F%

i Row Type -

|
! Column Setup
|

The SUM formula appears
in the worksheet for each
applicable column.

If you need, you can click a
cell in the Total row and
enter a different formula.




Quick lesson: Using the Financial Statement Designer (blank worksheet)

For more information, see Help > Contents > Financial Statement Designer.

Step 7: Select global properties on the Workbook Properties sheet

1. To view and change the global properties for the worksheet and for the workbook, use the Workbook Properties sheet.

You cannot rename or delete the Workbook Properties sheet.

2. Before viewing the Workbook Properties sheet, first double-click the worksheet’s subtab on the Design tab and rename it. Then, click the Insert

Worksheet m subtab.

3. Now, click the Workbook Properties subtab. Notice that each worksheet can have different global properties.

4. Select options that define the following:
o Worksheet display properties
o Worksheet print properties
o Worksheet contents properties
e Workbook contents properties

These determine how certain
information, such as commas in
currency, display in a statement.

Worksheet display

properties

A | B | ¢
1 |verl Profit and Loss Statement  Sheet]
(Z Display zerosas U.0U ooy
5 Remave rows with no values Mo [=|Mo
4 | Display negative numbersinred Mo [v Mo
T Display commas Mo IZ| No
6 Non-currency negative format (123.10) (123.10) [+]
7 Currency negative format ($123.10) [v] (12310 [+ ]
I3 Currency symbol $ s
9 | Percentage symbol % %

These determine print settings,
such as footers and page margins,
for a statement.

Worksheet print
properties

v o]

Display symbols  Always

Worksheet contents
properties

If you have ajeraComplete or
Departments add-on, these
determine whether the information
in a statement represents the entire
firm or a department or reporting
entity.

Workbook contents
properties

These determine general
properties for all statements in the
workbook, such as accounting

4 = Footer text
13 Printing crientation Portrait Portrait n
T4 | Top print margin 1.0 21100 L2
i Bottom print margin  1.00 %1.1}0 %
l Left print margin  1.00 %1.1}0 %
\__ 17 Right print margin 1.00 21100 L2
18
19 Diepartment filter -
N Reporting entity filter =l
21
8 = Workbook name  Mew Report
3| Month end date  8/31/2011 =
T Date format  January 1, 2010 T
? Report basis  Accrual =

basis and month-end date.

The month-end date is particularly
significant because properties that
define a time period reference this 8

date.
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Step 8: Review the Design tab and the Preview tab

When you design a financial statement, you move constantly between the Design tab and the Preview tab.
You create the design on the Design tab, view the results on the Preview tab, return to the Design tab
to make changes based on the preview, view the results on the Preview tab, and repeat as needed.

The Design tab displays labels
1. To view the design settings, click the Design tab. of the contents properties, not

As an example, below is a section of the Profit and Loss Statement template. the actual values from the Ajera
(] database.

A | B leloo Je] F  |g] H
1 [CompanyName]
2 Profit and Loss Statement [ReportBasis]
3 [ForNMonthsEnded] [PrintDate] o )
4 Seeing the labels helps you easily analyze
5 |ColumnSetup |[AccountDescription] BT ESER L] £ [YTo] the design and change it, if needed.
7 - column headi This Month Percent Budget Variance Yearto Date
7 Income T
2 | Amounts [AccountDescription] [ThisMenth] =B8/SBSY  getThisMonth] =BE8-F8 [YTD! A|SO to hEIp your analySIS‘ if you selecta
5 Fe Total Income TSUMESEI  EokEEss  SUMIFEFD) oS defined cell or column or an Amounts row

in the worksheet, the properties area
displays the options chosen for that
selection.

2. To view the results, click the Preview tab.
Below is a preview of that same section of the Profit and Loss Statement.

! A .8 Jc] o el F Je[ W 1] :

P Accutera Architects

2 Profit and Loss Statement Basis : Accrual

P 3 For 8 Months Ended August 31, 2011 Printed : 9/22/2011 The Preview tab displays

;4 .

s This Month Percent Budget Variance YeartoDate the statement with actual

. 7 |Income values from the database.

] Professional Fees Billed £0.00 £0.00 £0.00 £0.00

] Expenses Billed $0.00 $0.00 $0.00 $0.00

10 | Consultanis Billed 50.00 50.00 50.00 50.00

C11 Finance Charges Billed $0.00 $0.00 $0.00 $0.00

V12 Unbilled Professional Fees $0.00 $0.00 $0.00 $0.00

'3 Unbilled Expenses $0.00 $0.00 $0.00 $0.00

'4 Unbilled Consultants Fees $0.00 $0.00 $0.00 $0.00 s':lmmary . . .
45 | Miscellaneous Revenue 0,00 <0.00 0,00 $0.00 If interested, you can view the companion quick
i 16 | Professional Fees Wirite-off $0.00 $0.00 $0.00 $0.00 lesson, Using the Financial Statement Designer
V17 Expenses \Write-off £0.00 £0.00 £0.00 £0.00 (template)

V18 Consultants \write-off £0.00 £0.00 £0.00 £0.00

! 13 Total Income 5000 50,00 5000 5000 You can also print one of the other templates

and try to re-create the design using a blank
worksheet. If needed, click the Design tab and
view the labels and options selected.
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