OSAS

GENERAL LEDGER

PRINTING BUDGET REPORTS

Once all the GL account budget figures have been entered you can run a report to make sure they are correct.  There are two ways to run the report.

#1
1. Go to General Ledger.
2. Go to Reports.
3. Go to Trial Balance.
4. Period-Enter the period you would like to print the account budget figures for.  This report can only print month by month.  Each month will have a YTD but only period 12 will have a full YTD.

5. Print by Account Types-The default is NO, hit enter.

6. Account Number Sort-The default is M1, hit enter.

7. Print-Enter 2 for Current year budget amounts.

8. Headings-You can customize each report by typing a heading.

9. Page down.

10. Repeat for each month needed.

#2

1. Go to General Ledger.
2. Go to Reports.
3. Go to Statements.
4. Batch ID-For your company ID enter your batch ID if you have one already made up.  Otherwise hit enter to skip this field.
5. Stmt Layout/Content-If you did not enter a batch ID you will have to enter a layout and content.  Good layouts are BALC and INCC. 
6. Period-Enter 12 for a yearly budget report or the correct GL period if the report needs to be run by month.

7. Beginning Date-If you entered 12 the beginning date will be 12/01/??.  Change this to read 01/01/?? (??=year).  If you enter a monthly GL period do not change.

8. Ending Date-Hit enter.

9. Company ID-Enter the company ID for the company the report should be run for.  The cursor will move one field to the right.  Enter another company ID if needed or hit enter again to move to the next field.

10. Print segment detail?-YES

11. Print accounts with zero balances?-YES

12. Print workstation date and time?-YES

13. P to print and select a printer.

