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

Using the Financial Statement
Designer (template)

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 a template

Step 3: Explore the statement title cells

Step 4: Explore the columns

Step 5: Explore the Amounts rows

Step 6: Explore the Total rows

Step 7: Explore global properties on the Workbook Properties sheet
Step 8: Explore 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 uses a template
to describe the components of a design.
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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:

Genaal|ﬂelcmpa-ylsamlhdmagelﬁnjedslﬂmmts

Description |.P~ccuurrting |

View employes cost
View my projects only
View company information on dashboard

Manage custom reports and inguinies
- 1

Mzanage financial stateme

On the General tab, select this
check box to give this security
group permission to manage
financial statements.




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

Step 2: Open a template

1. Click Reports > Manage Financial Statements > Designs.
2. Click the Open button.

3. Select Template - Profit and Loss Statement and click the Select button.
The profit and loss template appears.

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

Design Preview 9

Microsoft Sans Serf + 18 = General - ==l
=, : S| || G
B (B)[z)(w (A (2] ) 000 |
\ a1 | [Companyhiame] | .
n = T 5 T - o . T — 13 The worksheet is where you
. [CompanyName] chang_e a de5|g_n. You begin by
3 Profiand Loss Satement P selecting cells in the worksheet.
3 [ForNMonthsEnded] [PrintDate]
4
5 |ColumnSetwp |[AccountDescripiion] [ThisMonth] ~ =B5/SBSS  gefThisMonth] =B5-F5 [YTDI
'  column This Month Percent Budget Variance Yearto Date
7 Income
2 Amounts [AccountDescription] [ThisManth] =B8/SBSY  getThisMenth] =B8-F& [YTD]
9 | Total Total Income =SUM(EB:B8) =B9/SBSY =SUM(F&Fg) =B9-F9 =SUM(JE:8)
10
11 Billable Costs
12 | Amounts [AccountDescription] [ThisMonth] =B12/sBgB  getThisMonth] =B12-F12 7O}
13 |Total Total Billable Costs SUM(B1ZB12) | =B135BS3 SUM(FI1ZF12) =B13-F13 =SUMUTZ012) 4]
Properties
area
Company Address q =
‘ Month Stur Date H The options that appear in the
Manth End Date =
| For N Months Ended MonthEndDate properties area depend on what you
Forthe N Quarter Ended QuarterEndDate H
o e et select in the worksheet.
\ Fiscal Year End Date -
Here, a cell is selected in the
[ Close |[ wWew |[ Open [ Save |[ Saveds || mpot || Bt |[  Put  |[ Help |

worksheet, and options for changing
the contents of the cell appear in the
properties area.

When you select a row or a column,

different options for changing the
row or column appear.
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Step 3: Explore the statement title cells

A financial statement consists mostly of rows and columns. Typically, All other information in a statement, such as the title, is defined at the
the rows display accounts for which you want financial information (for cell level. The Financial Statement Designer contains Company content
example, Income accounts); the columns filter the information by options to define cells. If the correct property is not available, you can
limiting it to a time period or time (for example, year-to-date or budget create your own definition by manually entering text into the cell.

amount). The Financial Statement Designer contains properties to
define many types of rows and columns found in financial statements.

Company content options

1. To view the Company content options, click a cell in the worksheet. The Company content options appear. reference the Ajera
database for non-financial

information commonly
Company Name ~
:IomgasnyAgdress Fiscal Year StantDate ~ ' found in financial
onth Start Date HlFiscal Year End Date |
| Manth End Date : Reporting Entity Description statements.
For N Months Ended MonthEndDate || Department Description
| Forthe N Quarter Ended QuarterEndDate . Report Basis
Fiscal Year Start Date . Print Date
Fiscal Year End Date e '|Company Loga

2. In the worksheet, click [CompanyName]. The brackets indicate that this is a property, The toolbar indicates that the font is
not a manually entered definition. Microsoft Sans Serif, the style is bold, the
e (EEEEECCEEECEEE e E e EEEEEEE, SEEEELE LR L L EE s S L CEEEEE L FEES size is 18 point, and the text is horizontally
; Microsoft Sans Serif ~ 18~ -- — and vertically aligned to the center.
i l (®)() () (AT (I &) (] () () Dl

! ComparyTiome] This large cell in the worksheet indicates

that cells A1 to |1 were selected and merged

1 [CompanyName] ' '
' with the merge __ button.

3. In the worksheet, click Profit and Loss Statement. There are no brackets,
which means that this is a manually entered definition.

i MlcrosoﬂSans Serf » 12 | ”_”_]m [q[q| |Genera\
| ILIEEIBIE]J e .

| [¥] | [Profit and Loss Statemsnt

A B

A =l N

The toolbar indicates that the formatting
is identical to the [CompanyName],
except the size is 12 point.

: A | B lc| b
1 [CompanyName]
|2 Profit and Loss Statement

[El

4. Click other parts of the title to explore how they were created.
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Step 4: Explore the columns

1. The template contains Column Setup rows, which filter rows of financial information
in the same way. A Column Setup row defines the contents of entire columns that

you want to appear in the statement.

2. In the worksheet, click a defined cell in row 5, which is a Column Setup row, and

explore the details revealed in the worksheet.

Microsoft Sans Serif » & -

(A =]y

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

All text in that column is in
Microsoft Sans Serif, 8 point,
vertically aligned to the top of
the cell, and horizontally aligned
to the right.

[Budget ThisMonth]

1 [CompanyName]
2 Profitand Loss Statement |ReportBasis]
3 [ForNMonthsEnded] [FrintDate]
4 f_w
5 Column Setup [AccountDescription] [ThisMenthl =B5/$BSY ETHsMudh]I —
6 - column headi Percent Budget
7 Income
- - [ThisMonth] =BA/sBs8 | getThisMonth] =B3-F8 [¥7D]
=SUM[BE:B8) =BB/SEES | =SUMI[FE:FE) =B3-F9 =SUM{J8:J8)
Definitions not enclosed by
brackets, such as this formula,
hisManth] =B12/ T hisManth] =B12-F12 (y)
were manually entered. (Thishontr] $859]  petstonti (rrol
=SUM(B12:B12) =B13/5B%9 SUM(F12:F12) =B13-F13 =SUM(J12:012)
ies 4 Bl [E] i
Content List Column Fitter
|C:n'|:-5r',' | Balance Department

Budget Last Month
Budget 2 Months Ago
Budget 3 Months Ago
Budget4 Months Ago

» " lonths Ago

LastYear
Two Years Ago
Three Years Ago
Four Years Ago
Five Years Ago

The properties area displays the

options selected for the cell:
Budget This Month, This Year.

3. Click other defined cells in this and other Column Setup rows and explore the details.

The brackets here indicate that
this is a property, which
references the Ajera database.

This column was defined by
selecting this cell, clicking the
Budget button in the properties
area, and double-clicking This
Month in the area to the right.

The Department and Reporting
Entity fields are blank, which
means that the information in the
column represents the entire firm
and is not filtered to limit the
information to a specific
department or reporting entity.
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For more information, see Help > Contents > Financial Statement Designer.

Step 5: Explore the Amounts rows

1. The template contains Amounts rows, which specify the accounts for which you want financial
information. An Amounts row defines the accounts that you want to appear in the statement.

2. In the worksheet, click an Amounts row and explore the details revealed in the worksheet.

Microsoft Sans Serf » & -

Al ()7 &

As in column F in the
previous step, all text in
this row is in Microsoft

Sans Serif and 8 point.

Jimounts I ID Range

is not filtered to limit the

Total

Page Break

[focouni Tioe |

The properties area shows that row 8 was
defined by clicking the Amounts button,
clicking the Account Type button, and
selecting Income in the area to the right.

A —

3. Click other Amount rows and explore their details.

N // —

(ErTiDEy information to a specific

i Account Descripti o s :
: [AccountDescrpton] However, it is horizontally
! aligned to the left.
: [CompanyName]
i 2 Profitand Loss Statement [ReportBasis]
|3 [ForNMonthsEnded] [PrintDate]
i| 4
[ 5 [Column Sotup [AccountDescription] [ThisMonth] ~ =BS/SBSS  gefThisMonth] =B5-F5 Y70
il = - column headi This Month Percent Budget Variance Yearto Date
l i 2 Amounts [AccountDescription] I [ThisMonth] =B&/SBES ﬂist‘Ih]| | =BBrF8| ‘
i| 9 [Total Total Income =SUM(BE:BE) =BB/SESS  =SUM(FBFg) —Bo-F9
i 10
i1 Billable Costs
[ 12 | amounts [AccountDescription] [ThisMonth] ~ =B12/SBS3  gefThisMonth] =B12-F12 [YTO] The Department and Reporting
i 13 |(Total Total Billable Costs =SUM(B12:B12) =B13/5Bs9  SUM(F1ZF12) =B13-F13 =SUMJ12:12) Entlty flelds are blank Whlch
1[4 4 » b Profitand Loss that the inf ‘ tion in th
E — = means tha ein orma! IOIT In the
i Coumn Setp | I ] eome v Department row represents the entire firm and

department or reporting entity.

The information in the row is
itemized, and the sign is reversed
(that is, negative values in the
statement appear as positive, and
positive values appear as
negative).




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

Step 6: Explore the Total rows

1. The template contains Total rows, which add up the values in preceding Amounts 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, click a Total row and explore the details revealed in the worksheet.

As in row 8 in step 5 and
column F in step 4, all text in
this row is in Microsoft Sans
Serif. However, to make it

f
. Microsoft Sans Serif = 10« = S
(®)(2)(y) (Al () ) )l (] (&) 000

[ % |[Tonoome | stand out more, it is in 10
| A [ B Jc] o Je[ F Je[ H [ 1] J [ K= point and bold style.
Il [CompanyName]

2 Profitand Loss Statement [ReportBasis] L

3 [ForNMonthsEnded] [PrintDate]

| 4

i 5 Ermem [AccountDescription] [ThisMonth] =B5/5B83  getThisMonth] =B5-F5 YTD]

H - column headi This Month Percent Budget Variance Yearto Date

i 7 Income

| [AccountDescription] hisMonth] =Ba/! T his Month =BE-F& 8]

i 8 [Tosl Total Income _/ =SUM(ESEE) | -E9isEs8  =SUM(FEFE) FF8 [ =SUMUJE)

i

' 12 | Amounts cription] [ThisMonth] =B12/5Bs3 =B12-F12

i ‘able Costs -SUM[B1Z.E12) =B13/8B%9 I =B13-F13

y \Workbook Properties . B 4 il
> % The SUM formula appears in the
Here, the contents are not worksheet for each column defined
enclosed in brackets, by a property.
which indicates that this For columns defined by @
row heading was manually manually entered formulas, the
entered. Total row applies the column Here, the formula is SUM(J8:J8).
formula to all amount cells This range references only one cell
between the current row and the worksheet (J8), but the SUM
the preceding Total or Column formula applies to all the Income
Setup row. accounts. As step 8 shows, there are
- 11 Income accounts in all.

3. Click other Total rows and explore their details.
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Step 7: Explore 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. On the Design tab, click the Workbook Properties subtab. You can select and change properties for individual
worksheets or for the entire workbook.

3. 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

A | B | ¢ properties
1 |ver.l
( 2 Display zerosas 0.00 0.00

=R Remove rows with no values Mo E| No - . . .

i Display negative numbersin red Ho B = These determine print settlngs,_

5 Display o [<]No - such as footers and page margins,

I Non-currency negative format (122.10) [x]02310) |5 Worksheet print for a statement.

7] Currency negative format ($123.10) [v] (5123.10) [+ properties

8 Currency symbol s
9 Percentage symbol % %
T Displaysymbols  Always IEINWB}'S - .
~— If you have ajeraComplete or
7 1 Footer text Departments add-on, these

13 | Printing orientation Portrait E Fortrait [+ determine whether the information

ETH Top print margin  1.00 L= Worksheet contents in a statement represents the entire

15 | Bottom print margin 1.00 100 properties firm or a department or reporting

16 | Left print margin  1.00 =100 = entity.

\__ 17 Right print margin 1.00 100 L
18
s T Deertment e = —
Gl Reporting enfity fiter ] - Workbook contents These determine general
21 properties properties for all statements in the
) \Workbook name  New Report workbook, such as accounting
23 | Month end date  8/31/2011 [~] basis and month-end date.
24 Date format  January 1, 2010 -

"5 | Report basis Accrual B The month-end date is particularly
significant because properties that
define a time period reference this
date.
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Step 8: Explore the Design tab and the Preview tab

The Design tab displays the settings that define the contents and appearance of the statement.
The Preview tab shows you what the statement will look like with values from the Ajera database.
When you change a statement design, you move constantly between these two tabs.

The Design tab displays labels
1. Click the Design tab to view the design settings. 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 .8 Jc[ o JE[ F &6 W [ 1]

P [CompanyName]

g Profitand Loss Statement [ReportBasis]

L3 [ForNMonthsEnded] [FrintDate] . .

4 This allows you to easily analyze your
| 5 |Column Setup [AccountDescription] R =ERORR) Rl =IEED design and change it, if needed.

"B - column headings This Month Percent Budget Variance Yearto Date

7 Income - _ _ Also to help your analysis, if you select
' 8 |Amounts [AccountDescription] [ThisManth] =B8/5B%9  gefThisMenth] =BE-F2& A t | in th

o Trom Total Income SOMEE TS oS SUMTEED = an Amounts row or a column in the

_ worksheet, the properties area displays
the options selected for the row or

2. Click the Preview tab to view the results. column.

Below is a preview of that same section of the Profit and Loss Statement.

A | B Jc] o [e] F Ja] nH [ ] J i
1 Accutera Architects
2 Profit and Loss Statement Basis : Accrual
3 For 8 Months Ended August 31, 2011 Printed : 3/22/2011 The Preview tab displays
4 .
6 | ThisMonth  Percent Budget Variance Year to Date the statement with actual
7 Income values from the database.
B Professional Fees Billed £0.00 £0.00 £0.00 £0.00
g Expenses Billed £0.00 £0.00 £0.00 £0.00
10 Consultants Billed 50.00 $0.00 50.00 50.00
11 Finance Charges Billed £0.00 £0.00 £0.00 £0.00
12 Unbilled Professional Fees £0.00 £0.00 £0.00 £0.00
13 | Unbilled Expenses $0.00 $0.00 $0.00 $0.00 Summary
14 | Unbilled Consultants Fees $0.00 $0.00 $0.00 $0.00 If interested, you can view the companion quick
15 | Miscellanecus Revenue $0.00 $000 $000 $000 lesson, Using the Financial Statement Designer
16 Professional Fees \Write-off £0.00 $0.00 £0.00 £0.00 (blank Worksheet)
17 |  Expenses Wirite-off 50.00 50.00 $0.00 50.00 .
18 | Consultants Write-off £0.00 $0.00 $0.00 £0.00 You can also print one of the other templates
19 |Total Income 000 000 000 i 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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