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FINANCIAL REPORTING
In this session we will demonstrate some tips and tricks for creating financial reports including combination fields, batch reports and exporting to Excel. This handout also leads you through setting up some commonly requested reports and includes frequently asked questions (with the answers).

Financial Management > Account Management > Reporting
[image: image1.png]®ckose

= 3 Reporing-RE
3 Revenue/Erpense -FE
Summay-SU
Detsi-OE
Ledger-LE
53 Bl Shast -85
Summry-SU
Detsi- €
53 Tersoton ity - TH
VendorCheck Histoy V€
GenerlInput Hit I
3 OlerRepots- OR
Tl Beance g T8
€2 ViewSaved Repots 5
X Batchepons -8R

‘Account Management Report Options.

1

K





Types of Reports
Revenue/Expense


Summary

Detail

Ledger

Balance Sheet


Summary

Detail

Transaction History


Vendor Check History


General Inputs History

Other Reports


Trial Balance Report
Batch Reports


Create your own “batch” of standard reports that can be printed as a group as needed.

View Saved Reports


This feature allows you to create folders to organize your reports and to save different types of files from every part of the PaC™ application for future printing or viewing.  This feature can save you literally tons of paper within a short time.  When creating reports you have the option to allow or not allow others to Read or Modify your report.  

Explanation of Fields
Parameters
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Consolidate Funds – This field allows you to decide how you want your accounts to be listed.  Most of the time, you will have this set as “No”.  Below are examples of how 6 account numbers would be sorted.

	Yes
	No

	199-11-6112
	199-11-6112

	199-11-6119
	199-11-6119

	211-11-6119
	199-12-6112

	199-12-6112
	199-12-6119

	199-12-6119
	211-11-6119

	211-23-6119
	211-23-6119


Budget Status – This option allows you to print with these options: 

Over Budget Only - Unexpended Balance

Over Budget Only - Unencumbered Balance

Under Budget Only – Unexpended Balance

Under Budget Only – Unencumbered Balance

All Accounts

Print Detail – You can designate whether or not you would like to have individual account numbers printed on your report.  You will almost always say “Yes”.

Detail Spacing – This option only appears if you select “yes” to print detail.  This allows you to change the spacing between the lines on your report (single, double, and triple).  Double-spacing the detail like items can sometimes make your report less dense and easier to read.

Print Totals – This field allows you to either print a total at the end of the report or leave it off altogether.

Suppress Zero Amounts – This field gives you the option of printing a “0” every time there is a zero or to leave the field blank if equals a zero.  Most times you will want this option set to “yes”.

Exclude Account if it has – There are different selections available depending on the report you are running.  These can be very helpful in preventing unnecessary accounts from printing on your reports (such as accounts that have no activity).

Read Only – Checking this box will allow others to view and run the report, but they cannot change your report.  To view the report, they would click on the box that says “View all Reports” and then double click on the user who built the report.

Modify – Checking this box will allow others to make changes to your report.  Be careful when using this option as any user could make changes without your knowledge or consent.

Breaks
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Think of breaks as where would you like totals to be inserted.

Sequence –   The report sequence determines the sorting order of the account numbers and each sequence will give you different report results. The majority of the time you will not change the sequence and it will remain “Regular Account Sequence”.  If you want a report to use a different sequence, contact Skyward for assistance setting up a new sequence.  (Discussed further in Advanced session.)
Check boxes – When these boxes are checked, you will receive an account number sub-total.  Popular selections include the 3rd box under FUND (so that you get a sub-total by fund) and the 2nd box under OBJECT (so that you get a sub-total by 6100’s, 6200’s, etc.)
Break – when you select a sub-total you can choose to have the report either single or double spaced after the sub-total.

Heading – The default is no and this is what you will normally choose.  However you can change it to YES to have the dimension description print in the heading of the report.

Filters
Filters are used to select the accounts on which to report.
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Account Types – Depending on the accounts you want to base your report on you will have several account types to choose from. 

Revenue/Expense Check Boxes – These boxes allow for easy selection of only revenues or only expenses.  The same goal can be achieved by using the low and high account ranges to select either 5000 accounts or 6000 accounts, if you do not want to include the 7000 or 8000 object codes.

· Checking the Revenue Box only automatically selects the 5000 and 7000 objects

· Checking the Expenses Box only automatically selects the 6000 and 8000 objects.

Low Account/High Account – Clicking anywhere in either of these fields will take you to the Account Range Selection screen where you can designate specific account ranges for your report.

Group – If you use group codes and want to report on just a certain group or range of groups, then enter the range by either inputting the group codes in the low and high fields or by clicking on the Group Codes button and entering the values.

Category – If you use category codes and want to report on just a certain category or a range of categories, then enter the low and high ranges in this field.

Status – This field can be used to designate that you want to print only active accounts, only inactive accounts or both (default).

Include/Exclude Filters – You can set up a range of accounts to include and/or exclude for your report.  For example, if you want to print an expense report for all of your 6100 accounts, but want to exclude 6132, you would add an Exclude Filter for the Object Range of 6132 to 6132.

Suggestion:  Setup your entire range of accounts, then exclude any accounts within that range.
Fields
All fields have 4 common settings:

Description – This is a description of the field.  This can not be changed.

Heading 1 – This is the 1st line of the column label that will be put on the report to identify the field.  This can be changed or edited once the column has been moved into the “Selected Fields” area.

Heading 2 – This is the 2nd line of the column label that will be put on the report to identify the field.

Length – This is the length of the field.  Once added to the report, this number can be edited.  You might want to make this number larger to add room between columns on your report, or you might want to make this number smaller to give you more room on the report for additional fields.
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Every numeric field, such as Beginning Balance, also has 6 other settings.

Single/Combination – Combination allows you to generate a comparison between 2 fields and do some minor calculations between those fields.   (Discussed further in Advanced session.)
Format – This is an unchangeable field, which lets you know how the data for the field is formatted (number of decimal place, maximum digits in number, etc.)  Sign, Edited and Whole modify the format.
Sign – This setting allows to you choose how you would like negative signs to print out on the report.  The choices are to the left of the number, to the right of the number, or use a “CR” instead of a negative sign.

Edited – Choose whether or not you want commas to display.

Whole – This setting allows you to either print cents or round amount to whole dollars.

Year – Choose which year the given field is pulling data from.  For example, you could pull the fields Account Number, Original Budget (with the Year as “Current”) and also pull Original Budget (with the Year as “Next Year 1” to pull in whatever budgeted amounts you have keyed for next year).  This field is most helpful during the budgeting time of year.

Month to Use – 

· Report – report run month

· Ranges – give you the fiscal year months to choose from

· Auto-generate – will create Month columns for all months from the beginning of fiscal year through the Report Month.

Some of the fields have 3 display options, such as Account Number

Number – This is the default setting for most fields and most often applicable.

Description – Selecting this option prints out a description of the each dimension of the account number rather than just a number.  This is most helpful when the target audience for your report is unfamiliar with account numbers being used.  This description is a combination of the long description for the Fund and Object Code that have been entered in the Chart of Account/ Codes/ Account Descriptions.
Short Description – This is the same option as Description, but it will only use the short descriptions instead of the long descriptions.

Report Samples

Sample Report 1 - Summary Account Year-End Balance Report

Navigate to Financial Management/Account Management\Reporting\Balance Sheet\Summary

Title:
SUMMARY ACCOUNT YEAR END BALANCE REPORT

The options for this report are:
	Button
	Setting/Field
	Action to Take

	Parameters
	Print Detail
	Change to “NO”

	
	Report Access to Others
	Check the box “READ ONLY”

	
	Exclude Account If It Has
	Check the box, and select “No Beginning Balance and No Fiscal Year Activity”

	Breaks
	Third Check Box under FUND
	

	Filter
	Low Account/High Account
	Change the OBJECT range to be either 3601 to 3601 or 3602 to 3602

	Fields
	Account Number
	Select the field and then change the # of Digits to 4.  (Optional:  Highlight over the default Heading 2 and type in “Fund”)

	
	Beginning Balance
	Select field

	
	Fiscal Year Activity
	Select field

	
	Ending Balance
	Select field


Sample Report 2 – Summary Revenue/Expense Report

Navigate to Financial Management>Account Management>Reporting>Revenue/Expense> Summary

Title:   SUMMARY EXPENSE REPORT
The options for this report are:

	Button
	Setting/Field
	Action to Take

	Parameters
	Print Detail
	Change to “NO”

	
	Report Access to Others
	Check the box “READ ONLY”

	
	Exclude Account If It Has
	Check the box, and select “No Amount in All Detail Amount Columns”

	Breaks
	Third Check Box under FUND
	

	Filter
	Revenue/Expense Check Boxes
	Check the EXPENSE box only,

	Fields
	Account Number
	Select the field and then change the # of Digits to 4.  (Optional:  Highlight over the default Heading 2 and type in “Fund”)

	
	FYTD Activity
	Select field


Sample Report 3 – Summary Revenue/Expense Report with Combination Fields
Navigate to Financial Management>Account Management>Reporting>Revenue/Expense> Summary

Title:   SUMMARY GRANT REVENUE & EXPENSE REPORT
The options for this report are:

	Button
	Setting/Field
	Action to Take

	Parameters
	Print Detail
	Change to “YES”

	
	Report Access to Others
	Check the box “READ ONLY”

	
	Exclude Account If It Has
	Check the box, and select “No Amount in All Detail Amount Columns”

	Breaks
	Third Check Box under FUND
	Set to double space

	
	Second Check Box under FN
	Set to double space

	
	Second Check Box under OBJ
	Set to double space

	Filter
	Low Account/High Account
	Set the fund low and high limits to the fund for which you want to run the report.

	Fields
	Account Number
	Select the field and then highlight over the default Heading 2 and type in “ACCOUNT”)

	
	Object
	Select the field and change the Display to Short Description

	
	Revised Budget
	Select the field. Click on combination. Highlight Revised Budget, click Select & change the Year to “Prev Year 1”.

	
	FYTD Activity
	Select the field. Click on combination. Highlight Fiscal Year Activity, click Select & change the Year to “Prev Year 1”.

	
	Encumbered Amount
	Select field

	
	Unencumbered Balance
	Select field


Board Reports
It is difficult to suggest a specific board report given the varying preferences among school boards.  However, we have chosen to present 2 types of reports that you may find helpful.  You may consider modifying some of the settings and fields to tailor the reports to your particular needs.  The guiding principle used in developing this session was the need for summarized reporting that presents the information in an easy to read format.

Report 1 – Summary Report by Function & Object

Navigate to Financial Management>Account Management/Reporting/Revenue/Expense>Summary

Title:  SUMMARY REPORT BY FUNCTION & OBJECT

The options for this report are:

	Button
	Setting/Field
	Action to Take

	Parameters
	Print Detail
	Change to “NO”

	
	Report Access to Others
	Check the box “READ ONLY”

	
	Exclude Account If It Has
	Check the box, and select “No YTD Activity”

	Breaks
	Third Check Box under FUND
	Check this box.  Click on the field that says “Single” and change to “Page”

	
	Check box under Type
	Check this box.  Click on the field that says “Single” and change it to “Double”

	
	Second check box under FUNCTION
	Check this box.

	
	Second check box under OBJECT
	Check this box.

	Filter
	Revenue/Expense Check Boxes
	Make sure that both Revenue & Expense are checked.  Make no other changes to the filters.

	Fields
	Comment
	Select field and then change the length to 8.  Delete the heading.

	
	OBJECT
	Select field and then change the display to “Description”.

	
	REVISED BUDGET
	Select field.

	
	FYTD Activity
	Select field

	
	Encumbered Amount
	Select field.

	
	Unencumbered Balance
	Select field.


Sample Report 2 – Summary Report  by Object
Navigate to Financial Management>Account Management/Reporting/Revenue/Expense>Summary

Title:  SUMMARY REPORT BY OBJECT

I
The options for this report are:

	Button
	Setting/Field
	Action to Take

	Parameters
	Print Detail
	Change to “NO”

	
	Report Access to Others
	Check the box “READ ONLY”

	Breaks
	Sequence
	Change the sequence to “O” (for object)

	
	Third Check Box under FUND
	Check this box.  Click on the field that says “Single” and change to “Page”

	
	Second check box under OBJECT
	Check this box.

	
	Fourth check box under OBJECT
	Check this box.

	Filter
	Revenue/Expense Check Boxes
	Make sure that both Revenue & Expense are checked.  Make no other changes to the filters.

	Fields
	Comment
	Select field and then change the length to 8.  Delete the heading.

	
	OBJECT
	Select field.

	
	OBJECT
	Select field and then change the display to “Description”.

	
	REVISED BUDGET
	Select field.

	
	FYTD Activity
	Select field

	
	Encumbered Amount
	Select field.

	
	Unencumbered Balance
	Select field.


Batch Reports
Navigate to Financial Management>Account Management>Reporting>Batch Reports
Title:   CASH RECONCILIATION
Choose reports from the list and move to the right by clicking Add. You may put different types of reports in one batch. For this example we will choose a balance sheet summary report, a balance sheet detail report and a general input history report. These reports were already setup to give me the balances in cash accounts, the detail activity in cash accounts and the cash receipts journal.

By clicking Run and choosing the dates, I can run all the reports I need to reconcile my cash accounts.

Exporting Reports to Excel
Any report can be exported to Excel in two ways.

One way is on the Output Destination screen place a check in the Create Export File check box and choose Excel. After the report runs it will drop the data into an Excel spreadsheet.
The other way is to select Output to Screen. Then click on the Export icon drop-down arrow and select Excel.

Frequently Asked Questions
Q    I know that we built a specific report before, but now it doesn’t show up on the list.  We have tried checking the ‘View All Reports” filed, but it still isn’t there.  Where did our report go?

A   The answer likely has to do with the way the report was setup when it was first built.  If you add a report, and don’t check either of the fields that say “Read Only” or “Modify” on the Parameters button, it will not be available to other users.  You have two options in this situation.  

Note:  In order to make these changes, you must be logged in as the user who originally built the report.  

1. Clone the report to other users.

To do this you would click on the report and then click the Clone button over to the right.  A screen will pop up giving you the opportunity to name it as well as designate who you would like it cloned to (on the bottom line).

2. Change the options on the Parameters button.

Go into the Parameters button and check either the “Read Only” or “Modify” options.  Select “Modify” only if you are OK with allowing any user on the system the ability to modify the original report.

Q    I’ve noticed a new setting on the Fields button that says “Combination”.  What does this do?

A   The combination setting is helpful when you would like to see a column that reflects the sum of two figures, the difference between two figures, or the percentage that one figure is of another. 
For example:  If you want a report for 2003-2004 that showed your Original Budget and Revised Budget, you would simply select both of these fields.  However if you were interested in red flagging the amounts that were vastly over or under budget for the board, you could use a combination field.  

Here are the steps you would take to create this column on the report.

· Select the fields Original Budget and Revised Budget, just like you did previously

· Select the field Original Budget again and change the radio button to “Combination”.  A list of fields will come up for you to select from.

· Select Revised Budget as the other field you would like to compare against.

· Select the “Amount Difference” setting in the lower right of the screen.

Q    I’ve noticed a new setting on the Fields button that says “Print Budget Detail” when I pullover my Original Budget.  What is this for?
A   This allows you to pull in any Detail Budget Entry items you have keyed for an account number in the Chart of Accounts.  Many users are not aware of the ability to key in detail budget line items for an account in this area.  The button can be found in the Chart of Accounts on the Budget tab.

Q    What is the difference between the fields called “FYTD Activity” and “Fiscal Year Activity”?
A    FYTD Activity will show only the activity as of the date on which you run the report.  For example:  If you run a report for September 2003, the system would only display the activity as of September 2003, even if there was activity in October.

Fiscal Year Activity will display all fiscal year activity, regardless of when you ran the report.  For example:  If you ran the report as of September 2003, the system would display the activity from July 2003 through June 2004 (assuming your fiscal year runs July through June).  It would disregard the date you used when running the report and pull in activity for the year selected.










Click on the INFO button to get a definition of UNEXPENDED and UNENCUMBERED
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