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OVERVIEW

To use ODBC, you must install the BASIS ODBC Drivers on a Microsoft Windows 95, Windows 98,
Windows NT, or Windows 2000 machine.

If your OSAS datais stored on aUNIX or LINUX drive, you will need software to map those drives
as DOS drives or use a data server to access the OSAS data.

After you install the ODBC drivers under Windows, you can use it to access your OSAS data,
produce reports, and import OSA S data into other applications.

This course covers using ODBC with Excel. You will walk through examples of using Microsoft
Query and creating PivotTables and spreadsheets in Microsoft Excel.

Before you can access the OSA S data using Microsoft Excel, you must set up any custom files, fields,
and indexes using the OSAS ODBC Kit. You must a so create a configuration file using the Edit
CONFIGTPM function or atext editor and install the BASIS ODBC Driversin Windows.
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OVERVIEW

Set up in OSAS

Files?!

Use the Files function to set up and maintain data dictionary information about the datafilesused in
OSAS programs, to construct views of the OSAS datafiles, and to delete unnecessary file definitions

from the data dictionary

Dictionary Tools Menu - Files

i, TOODO - OPEN SYSTEMS®E Accounting Software

File Modes Tools Favorices Other Help

mL e ? @@ BN

I H Builders Supply

/QDAS

WENSMAMH-M&M

Main Menu

ODEBEC Kit

Dictionary Tools

Accounts Papable
Accounts Receivable
Bill of F atenal AK.itting
Bank Reconciliation
Fized Assets

General Ledger
lwentany

Job Cost

0545 web BE2E
Favrall

Purchasze Order

Sales Order
GEMERAL Feport Writer

Fiezource Manager

Dictionary Reports

Copy File[=] ta Dictionary

Files

Fields

Indexes

Add/Change Reserved wiords
Tables

Comparny

H | Terminal TOOO | 072352000 |11:41 AM

1.For detail information on the Files function see the ODBC Kit Training Guide
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OVERVIEW Set up in OSAS

Fields?

Use the Fields function to define and edit the fields in the data dictionary files.

Dictionary Tools Menu

i, TOODO - OPEN SYSTEMS®E Accounting Software

File Modes Tools Favorices Other Help

" OSAS

WENSMAMHIMSEM
Main Menu ODEBEC Kit
Accounts Papable Edit COMFIG. TP
Accounts Receivable
Bill of F atenal AK.itting
Bank Reconciliation
Fized Assets

Add/Change Reserved wiords
General Ledger Tables

I H Builders Supply

Dictionary Tools

Cup_l,l File[=] ta Dictionary
Files

chtlonaw Reports

Indexes

lwentany

Job Cost

0545 web BE2E

Favrall

Purchasze Order

Sales Order

GEMERAL Feport Writer

Fiezource Manager

Comparny H | Terminal TOOO | O7A23/2000 |11:50 Ak

2.For detail information on the Fields function see the ODBC Kit Training Guide
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OVERVIEW Set up in OSAS

Indexes?3

Use the Indexes function to define the keys used in OSAS Mkeyed datafiles.

Dictionary Tools Menu - Indexes

i, TOODO - OPEN SYSTEMS®E Accounting Software

File Modes Tools Favorices Other Help

" OSAS

WENSMAMH-M&M

I H Builders Supply

Main Menu ODBLC Kit Dictionary Tools
Accounts Papable Edit COMFIG. TP Cup_l,l File[=] ta Dictionary
Accounts Receivable Files
Bill of F atenal AK.itting chtlonaw Reports Fields

Bank Reconciliation
Fized Assets

General Ledger
lwentany

Job Cost

0545 web BE2E

Favrall

Purchasze Order

Sales Order

GEMERAL Feport Writer

Add, hange Feserved wiords
Tables

Fiezource Manager

Company H | Terminal TOOO | O7/23/2000 |11:58 Ak

3.For detail information on the Indexes function see the ODBC Kit Training Guide
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OVERVIEW Set up in OSAS

Copy File(s) To Dictionary*

Use the Copy File(s) To Dictionary function to copy file, field, and index definitions from one set of

data dictionaries to another; to create a copy of a data dictionary file name; and to rebuild the base
tables.

Dictionary Tools Menu - Copy File(s) To Dictionary

i, TODO - OPEN SYSTEMS® Accounting Software

File Modes Tools Favorites Other  Help

fal 2 60 ? B B B 8 <

OSAS-

OPEN SFSTEMS® docowmling Saftrare

[H  Buiders Supply =

Vi Mens TN | Dicionay ol
Accounts Payable Edit COMNFIG. TFR (Copy File(s) to Dictionany
Accounts Feceivable Files

Bill of Material/Kitting Dictionar: Reports Fields

Bank Reconciliation Indexes

Fixed Assets Add{/Change Reserved YWords
General Ledger Tahbles

Ireverntor

Job Cost

DOSAS Web B2B

Favrall

Purchase Order

Sales Order

GEMNERAL Repart \Writer

Fesource Manager

Company H [Terminal TO0O [11/28/2001 [2:25 PM

4.For detail information on the Copy File(s) To Dictionary function see the ODBC Kit
Training Guide
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OVERVIEW Set up in OSAS

Edit CONFIG.TPM

Use the Edit CONFIG.TPM function to create and edit database configuration files for use with the
BASIS ODBC Driver.

ODBC Kit Main Menu — Edit CONFIG.TPM

i, TOODO - OPEN SYSTEMS®E Accounting Software

File Modes Tools Favorices Other Help

e 2 @0 EsEC

~OSAS-

OPEN SYSTEMS® Accounting Saftware

I H Builders Supply

Main Menu | DDBC Kit [
Accounts Papable Edit COMFIG. TP
Accounts Receivable Drictionarm Toolz

Bill of F atenal AK.itting
Bank Reconciliation
Fized Assets

General Ledger
lwentany

Job Cost

0545 web BE2E
Favrall

Purchasze Order
Sales Order
GEMERAL Feport Writer
ODEBEC Kit

Dictionary Reports

Fiezource Manager

|Compan_l,l H | Termninal TOOO | O7/23/20070 |11:23 Ak

Select Edit CONFIG.TPM from the ODBC Kit menu.
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Set up in OSAS OVERVIEW

Edit CONFIG.TPM Selection Screen

& Edit CONFIG.TPM =]
Commands  Edit Modes Other  Scroll Commands  Help
ARtz @ =28l 2 OK__|_Abandon |
Path and Marne of COMFIG.TPM File
[C: AwINDOWS /CONFGH. TPM
“Yariable Data
I
i, Yerification j
File does not exist. Do pou wish to create? J
Mo
Line Mo [ of 1

| Enter = edit | Gola Append line wite | | Ehanoe BANFIG TRM Name | |

[ |Company H [07/23/2000 | Terminal TOOD [OvR

To create a configuration file make the following selections:

Selection Description

Path and Name of Enter the path and TPM file name to create.

CONFIGTPM File The path defaults to the C:/WINDOWS. You can accept this path and
enter in the configuration file name! or you can type in your own path
and configuration file name.

Filedoesnot exist. Do Select Yesto create the configuration file in the selected path.

i ? : . L
you with to create Select No if you do not want to create the configuration file entered.

1. The configuration file does not have to have the name CONFIGTPM. Thefileisan 8.3 Dosfile
and is only required to have the TPM extension, but can have any name you want.
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OVERVIEW

Setup in OSAS

Edit CONFIG.TPM Selection Screen

%, Edit CONFIG.TPM [_ O =]
Cornmands  Edit Modes Other  Scroll Commands  Help
2Rz |mE | Eal e OK_ | Abandon |
Path and Marne of COMFIG.TPM File
JC: A INDIOWS ACONFGH. TPM
“Yariable Data
" =
- z|
CID H =]
STEFIL C:/0SASET 2 sl
=
=
E
Line Mo [ 000001 of 000004 )

| Enter = edit I

Gola Append line wiite | Change CONFIG.TPM Name | |

|F'reparing Scratch File.

|Company H [07/23/2000 | Terminal TOOD [OvR

Variable

DICTIONARY!

DATA!

CID

SYsFiL!

Data

The path to the ODBC data dictionaries.

The default path is the RWdata directory setup with the Directories
function in Resource Manager.

The path to the OSAS data.

The default path isthe Datal directory setup with the Directories
function in Resource Manager.

The company ID.
The company you are in defaults as the company 1D

The path to the OSAS systemsfiles.

The default path isthe SY SFIL directory setup with the Dictionary
function in Resource Manager.

1. The path entered must contain a drive letter and colon for the BASIS ODBC Drivers to access
the OSAS data properly, unless you are using a data server. If you are using a UNIX or
LINUX system and not using a data server, do not create aconfiguration file here (See Appen-

dix C).

You can edit the configuration file by selecting the following:

Command
Enter = edit

Append Line

Action

Enter to edit the line next to the cursor.

Select A to add aline to the configuration file.

Note I

You must create a separate database configuration file for each company you want to access with the

ODBC driver.
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Set up in OSAS OVERVIEW

Adding Variables®

If you have OSAS data stored in the DATA2 or DATA3 paths, or you would like to access General
Ledger datafrom previous years or last years Payroll data, use the Append option to add variablesto
the configuration file for those options.

Adding DATA 2 Variable

.. Edit CONFIG.TPM = o =]

Commands  Edit Modes Other  Scroll Commands  Help

%XE§||E|?® ok | #bandon |

Path and Marne of COMFIG.TPM File

JC: A INDIOWS ACONFGH. TPM

YYanahle Mata

_D i, Append Field Information M= B3 EI

E Commands  Edit Modes Other Help 3'

C > x| B Ema| P Ok | Abandon | |2

g/

. W ariable DATAZ

— D ata C:/0SA5E12/DATAZ!
=
=
=

Line Mo [ 000004 of 000004 |

| Enter = edit | Gola Append line wiite | Change CONFIG.TPM Name | |
[ |Company H [07/23/2000 | Terminal TOOD [ INS

Field Description

Variable Enter the name of the variable you want to add to the configuration file.
Add the variable name to the ODBC path in the Files function.

Data Enter any line data you need to associate with the current variable. If the
variable represents a directory, make sure to end the path with a“/”.

Use the Proceed command, PgDn or Esc P, to save the variable.

5.For more information on adding variables see the ODBC Kit Training Guide.
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OVERVIEW Set up in OSAS

In 6.1 and higher the variables for previous year General Ledger filesand Last Year Payroll file are
aready added to the data dictionary files. To access those data files you must add the variables to the
configuration fil€’.

Current Year GLY Variable

& Edit CONFIG.TPM =]
Commands  Edit Modes Other  Scroll Commands  Help
A AR 0F__|_Abandon |
Path and Marne of COMFIG.TPM File
JC: A INDIOWS ACONFGH. TPM
YYanahle Mata
_D i, Append Field Information M= B3 EI
E Commands  Edit Modes Other Help 3'
C 2>z e @mal ? e 0K |_abandon | |2
g/
W ariable GLY
— D ata
=
=
E
Line Mo [ 000005 of 000005 )

Enter = edit | Gola Append line wiite | Change CONFIG.TPM Name | |

|Company H [07/23/2000 | Terminal TOOD [ INS

For complete details on the GLY and PLY variables see Appendix D

Current Year PLY Variable

& Edit CONFIG.TPM =]
Commands  Edit Modes Other  Scroll Commands  Help
A AETREEE 0F | ébandon |
Path and Mame of COMFIG.TPM File
|E A INDOWS ACOMFGH.T PR
Waniahle [iata
_D i, Append Field Information M= B3 EI
E Commands  Edit Modes Other Help 3'
C > x| B Ema| P Ok | Abandon | |2
5.
EE) \f ariable PLY
D ata
=
=
=
Line Mo [ ODD0O06 of 000006 |
| Enter = edit | Gola Append line wiite | Change CONFIG.TPM Name | |
[ |Company H [07/23/2000 | Terminal TOOD [ INS

6. If you are using a version before 6.1 you will have to add the variables to the configuration file AND to
the data dictionary files through the Files function.
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Edit CONFIG.TPM Selection Screen

%, Edit CONFIG.TPM [_ O =]
Commands  Edit Modes Other Scroll Commands  Help
%XE§||E|?® 0k |_Mbandon |
Path and Marne of COMFIG.TPM File
JC: A INDIOWS ACONFGH. TPM
“Yariable Data
DICTIONARY C:/05A5E12/RwW/ datal EI
DAaTA /0545612 datal 3'
CID H ﬂ
STEFIL C:/0SASET 2 sl
DATAZ C./0SA5E12/DATARS
GLY
L EEEE—————————
=
=
E
Line Mo [ 000007 of 000007 )

| Enter = edit | Gola Append line wiite | Change CONFIG.TPM Name | |

[ |Company H [07/23/2000 | Terminal TOOD [ INS

Command Action

Write Select W to write the configuration file.
Select Y, for Yes, to save the changes made to the configuration file.

Select N, for No, if you do not want to save the changes made or the
configuration file.

CONFIGTPM Name  Select C to enter the path and file name for a new configuration file.

Note I

If you are using the 1.1 BASIS ODBC Drivers you must aso run the Build Shadow Dictionary
function (See Appendix A).




Setup In Windows

To use ODBC, you must install and register the BASIS ODBC Drivers on a system with Microsoft
Windows 95, Windows 98, Windows NT, or Windows 2000.

See ODBC Kit users guide for installation instructions.
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Using ODBC w/Excel
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Microsoft Query

This section walks you through creating a query using the ODBC Kit and Microsoft Query 2000.

Microsoft Excel uses Microsoft Query in the background to select and import data with the BASIS
ODBC Driver.
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Microsoft Query Using ODBC w/Excel

Creating a Query
Normally a short cut for Microsoft Query is not created on the Start Menu or the desktop.

To start Query, Click the Start Button and select Run. Browse to the Msqry32.exe program. The
default path is“ Program Files\Microsoft Office\Office\M sqry32.exe”.

You can use Find from the Start Menu to search for Msgry32.exe

osoft Query

[ i e T ] I

Create & new query

Select New from the File menu.

Choose Data Source Screen

Choose Data Source

Databases | Queries | OLAP Cubes | oK
<Mew Data Sources

Encel Files® Eaec]
M5

M5 Access 97 Databaze” Brawse...
M5 Access Databaze”

Test Files® Options...

[elete

[

@l W Use the Quemn Wizard to creatededit quernies

The Choose Data Source screen is displayed.

Select the data source you want to use for this query or choose <New Data Source> if the one you
want to useis not listed.

For this query highlight <New Data Source> and select the OK button.

26



Using ODBC w/Excel Microsoft Query

Create New Data Source Screen - Step 1
Create New Data Source ﬂ E

What hame da pou want to give pour data source’?
1. |DSAS £.12 DATA

Select a driver for the type of database pou want to access:

2 | ]

[Click Eonnect and enter any information requested by the driver:

3 | Connect.. |

Select 2 default bable for poun data source [opticmal)
' =

I Save my user Dl and password in e data source defirition

@ 8 Cancel |

The Create New Data Source screen is displayed.
There are four stepsin creating a data source.
1. Enter aname for the data source you are creating. You can use any hame for your data source.

Create New Data Source Screen - Step 2
Create New Data Source ﬂ E

What hame da pou want to give pour data source’?
1. |DSAS £.12 DATA

Select a driver for the type of database pou want to access:

Click Connect and enter any information requested by the driver:

3 Conrect... |

Select 2 default bable for poun data source [opticmal)
' =

I Save my user Dl and password in e data source defirition

@ 8 Cancel |

2. Select the driver for the database you want to access.

For the OSAS data files, select the BASIS ODBC Drivers.

3. If you are using the 1.1 version of the ODBC Drivers, select BASIS ODBC Driver 32-Bit.
27



Microsoft Query Using ODBC w/Excel

Create New Data Source Screen - Step 3
Create New Data Source ﬂ E

What hame da pou want to give pour data source’?
1. |DSAS £.12 DATA

Select a driver for the type of database pou want to access:

Click Connect and enter any information requested by the driver:

3 Conrect... |

Select 2 default bable for poun data source [opticmal)
' =

I Save my user Dl and password in e data source defirition

@ 8 Cancel |

3. Connect to the data source configuration file.

Click the Connect button.
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Using ODBC w/Excel Microsoft Query

BASIS ODBC Driver Data Source Configuration Screen

Drata Source Mame: | ak. |
Description: | Cancel |
Database Help |
|C:‘\WINDDWS\EDNFGH.TPM Browse... I About |
UsslD: [ Authentication...|  Resd Timeout |
r— Options

[ Fead Only Sccess [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor ™ Allow Multiple Feads in a Record
[~ Enable Floating Network Lock Byte [~ 14 Digit Business Math

[™ Mo Stict Kep Checking on CREATE TAELE ™ Do Mot Automatically Feorder Tables

[™ Pack rumerics over 14 digits lang [" Pad variable length columns with spaces

— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Queny Dptimization

Log File Location: I

~ Dates

Colurnt Suffisfes]: | OEM Type: I vI

r Character Set Translation

Translate |

The BASIS ODBC Driver Data Source Configuration screen is displayed.

1. Enter the path to the configuration file created in OSAS with the EDIT CONFIGTPM

function.

The Browse buttons is available to find the configuration file.

29



Microsoft Query Using ODBC w/Excel

BASIS ODBC Driver Data Source Configuration Screen

BASIS ODBC Driver Data Source Configuration E

Data Source Mame: | Ok I
Description: | Cancel |
Databage Help |
|C:‘\WINDDWS\EDNFGH.TPM Browse... | About |
UsslD: [ Authentication...|  Resd Timeout |

r— Options
[ Fead Only Sccess [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor ™ Allow Multiple Feads in a Record

[~ Enable Floating Network Lock Byte [~ 14 Digit Business Math

[™ Mo Stict Kep Checking on CREATE TAELE ™ Do Mot Automatically Feorder Tables
[™ Pack rumerics over 14 digits lang

¥ Pad variable length columns with spaces

— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Queny Dptimization

Log File Location: I

~ Dates

Colurnt Suffisfes]: | OEM Type: I vI

r Character Set Translation

Translate |

2. Under Options, make sure to place a check next to Pad variable length columns with

spaces®,

4. Thisoption isused if you have the Read/Write version of the BASIS ODBC Driver. Microsoft Query can
write back to the OSAS data files, but Excel cannot.
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Using ODBC w/Excel Microsoft Query

BASIS ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Configuration E

Drata Source Mame: |

ak. I
Description: | Cancel |
Database Help |
|C:‘\WINDDWS\EDNFGH.TPM Browse... | About |
UsslD: [ Authentication...|  Resd Timeout |
r— Options

[ Fead Only Sccess [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor ™ Allow Multiple Feads in a Record
[~ Enable Floating Network Lock Byte [~ 14 Digit Business Math

[™ Mo Stict Kep Checking on CREATE TAELE ™ Do Mot Automatically Feorder Tables

[™ Pack rumerics over 14 digits lang ¥ Pad variable length columns with spaces

— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Queny Dptimization

Log File Location: I

~ Dates

Column Suffisfes]: |DATE| OEM Type: I vI

r Character Set Translation

Translate |

3. Under Dates in the Column Suffix(es) field, type in the word your OSAS Julian datafields end
with. Thiswill convert the OSAS Julian Date fields to display asregular dates.

For standard OSAS data files enter DAT, DATE.®

Note I

If you are using Data Server you must also enter avalid user in the Network User ID field.
Root, Administrator, Admin and Supervisor are not acceptable to use with ODBC.

Click the OK button after the options have been checked, and if necessary, the Network User ID has
been entered.

See Appendix E for detail information on the BASIS ODBC Driver Data Source Setup.

5.Most Julian Date fields in OSAS end with the word DATE but in some installations the fields end with
DAT.
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Microsoft Query Using ODBC w/Excel

Create New Data Source — Step 4
Create New Data Source ﬂ E

What hame da pou want to give pour data source’?
1. |DSAS £.12 DATA

Select a driver for the type of database pou want to access:
2 |BASIS ODBC Driver =

Click Connect and enter any information requested by the driver:

3 | Connect...

Select a default table for paur data source [optional)
' ]

[T Save my user 1D and password in the data source definition

@ 0K | Cancel |

The Create New Data Screen is re-displayed.

4. Select an optional table (file) for your data source. Thistable is selected by default when you use
this data source, but you can always select any table available.

You can also save your user ID and Password with this data source.
Click OK when finished.

Choose Data Source Screen

Choose Data Source

Databazes | Queriesl OLAR Eubesl Uk
<Mew Data Sources Beree]
Encel Files®

MO15*

M5 Access 97 Databaze® Browse...
M5 Access Databaze”

05SAS 612 DATA

Options. ..

Text Files®

Delete

I

@l W Use the Quemn Wizard to creatededit quernies

The Choose Data Source screen is re-displayed.

Place a check in the Use the Query Wizard to create/edit queries field, highlight the data source
created and click OK.
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Using ODBC w/Excel

Microsoft Query

Query Wizard — Choose Columns Screen
Query Wizard - Choose Columns E2

What columnz of data do pou want to include in pour queny’?

Available tablez and columns: Caluming in your queny:
] -] CUSTOMER_ID N
CUSTOMER_MAME .
ADDRESS.LINE._3 Ll ADDRESS_LINE_1 [

COUNTRY_CODE

COMTACT Ty

FHOME_MUMBER STATE

Fiss_MUMEER ZIP_CODE

STATFMENT CANF hd ATTENTION _ hd

Preview of data in zelected column:

<. | |ADDRESS_LINE_2

2 |-

@ Fresiew Hiow

Options... < Back I et > . Cancel

The Query Wizard — Choose Columns screen is displayed.

Select the tables and columns (files and fields) you want to use in your query.

Field

Available tables
and columns

Columnsin your
query

Preview of datain
sdlected column?

Options

Description

Displays alist of available tables and columnsin the selected data source.
Select the files and the fields to include in the query.

Click the + next to the file name to expand the file and display all the
fields within that file.

To add afield to the query, highlight the field name and Click >. To add
al the fields highlight the file name and Click >1

For this query select the ARCU table.

Displays the fields select for this query.

To remove afield, highlight the field and Click <. To remove dl the
fields, Click <<

To change the order of the fields, highlight afield and select the up or
down arrows to move the field.

Select the CUSTOMER_ID, CUSTOMER_ANME,

ADDRESS LINE_1, ADDRESS LINE_2, CITY, STATE,
ZIPA_CODE, ATTENTION, GROUP_CODE, CUSTOMER_LEVEL,
SALES REP_ID_1,SALES PTD, SALES QTD and SALES YTD
fields from the ARCU table.

Displays the datain the highlighted field under Columns in your query or
Available tables and columns when you Click the Preview Now button.

Select if you want to choose from Tables, Views, System Tables and
Synonyms in the Available tables field. You can also select to sort the
column and table names in & phabetical order.

1. You can aso double click the field names or the file name to add them to your query.
2. Thisoption does not work with the 2.3 and 3.0 BASIS ODBC Drivers.
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34

Query Wizard — Choose Columns Screen

Query Wizard - Choose Columns

What columnz of data do pou want to include in pour queny’?

Available tablez and columns:

Caluming in your queny:

] =] > | [CUsTOMER D N
ADDRESS_LINE_3 | CUSTOMER_MAME
. _ —l < ADDRESS_LIME_1 j
COUNTRY_CODE I hE—
- ADDRESS_LIME_2
CONTACT LI o7y
PHOME_MWUMEBER STATE
Fit4_NIUMBER ZIF_CODE
STATFMFNT FANF d ATTENTION =l
Preview of data in zelected column:
@ Bresien o Options... Cancel

¢ Back I Mext > .

Command Action

Preview Now?!

Back
Next

Cancel

Click to preview the data, of any highlighted field in Columns in your

guery or Available tables and columns, in the Preview of datain selected
column field.

Not available in the Choose columns step.

Click to proceed to the next step of the query wizard.

Click to exit the query wizard.

1. Thisoption does not work with the 2.3 or 3.0 BASIS ODBC Drivers.

Click the Next button to continue creating the query.



Using ODBC w/Excel

Microsoft Query

Query Wizard — Filter Data Screen
Query Wizard - Filter Data

Filter the data to specify which rows to include in your queny.

If wou don't want ta filker the data, click Mest.

Column to filker: Only include rows where:

CUSTOMER |D i)

| 11 =
ADDRESS_LIME_2 O and 0 O

STATE | | =]
o, el

EEEE%P_T:E%%[_)FDJ " = [
SALES PTD v Cind €0

@ < Back I Ne:-:t>; I Cancel |

The Query Wizard — Filter Data screen is displayed.

Select the fields on which you want to impose criteria.

Field

Column to filter

Only include rows
where—box 1

Only include rows
where — box 2%

Description

Select the fields on which you want to impose criteria.

Select the operator for the criteria.

Use the combo button to select from alist of available operators.

Enter the expression to compare against the field.

You can use the combo button to select from the data stored in the OSAS
files.

1. Withthe 2.3 and 3.0 BASIS ODBC Driversyou must manually typein the valueto filter
the data with.

You can create filters for any of the fields selected for your query.

Filter datais an optional function.

Command
Back
Next

Cancel

Action

Select to return to the previous step of the query wizard.

Click to proceed to the next step of the query wizard.

Click to exit the query wizard.

Click the Next button.
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Query Wizard — Sort Order Screen
Query Wizard - Sort Order E2

Specify how you want pour data sorted.
|f wou don't want ta sort the data, click Mext.

Sart by

I | :I
) Descending

Then by

I ﬂ ) fizcending
) Descending

Themn by
I ﬂ = hecending
) Dezcending

'I

@ ¢ Back I Finish; I Cancel |

h

The Query Wizard — Sort Order screen is displayed.

Select the fields by which you want to sort the query and the sort order.

Field Description
Sort by Select thefirst field to sort by.
Then by Select additional fields to sort by.

Thiswill create sorts within sorts on your query.
Ascending If asort is selected, select the sort order.
Descending

Ascending order is A to Z, lowest to highest. Descending order isZ to A,
highest to lowest.

You can sort by any of the selected fields for your query.

Sort Order isan optional function.

Command Action

Back Select to return to the previous step of the query wizard.
Finish Click to exit the query wizard and create the query.
Cancel Click to exit the query wizard.

Click Finish.
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Query 1 - ARCU Table

Microsoft Query - [Query from OSAS 6.12 DATA] [_ |
O File Edit View Format Table cCriteria Records Window Help _ 1= x|
E=E =] [EzY ¥
ACCOUNT_TYPE
ADDRESS_LINE_1
ADDRESS_LINE_2
ADDRESS_LINE_3
ALLOW_PART_SHIP
CITY [STATE ZIP_CODE | ATTENTION
b [ACEODT ACE BUILDERS 1688 SE 3151 STREET PADUCAH (53 286557865 ACCOUNTS PATABI
CASHCA CaSH SALES-OAKLANL
CASHMD CaSH SALES-BALTIMO
CASHMM CASH SALES-MINNEAF
CASHPS CASH SALES-DALLAS,
CASHTX CASH SALES-DALLAS,
DisL001 DALLAS-FT WORTH D1 1025 37TH AWE SE DALLAS TH FEIIT L4P
GREOD1 GREATER NEW YORK 1001 AVE OF THE AME NEW YORK CITY | MY 10012-4335 MARTY D
KANDOT KANSAS CITY GEODES 2382 WEST 53RD AVE KANSAS CITY (0] EEEEE BLAIR P
LOS001 LOS ANGELES COWST 98042 VENTURA BOUL ENCIND [ 99993-9584 ACCOUNTS PATABI
SUNO0T SUMSHIME HOMES, IN 1000 OCEAN BOULEWS LA FL 33333-4323 RaMDT SULMARN
TENOOT TENNESSEE SHELTEF 1001 COUNTRY ROAD NASHYILLE ™ 54327-4383 AP
ViS00 ViISA 2347 WEST VIRGINIA ¢ SUITE 1025 DOVER DE 14003-2347 REPAYMENT PROC
H[4[Record]1 I3 0 I | [
Select Yiew Criteria bo show/edit criteria limiting records shown | CAPS [HUM

The query is displayed.

The top section of the query displays the tables (files) used to create the query.

The bottom section shows the data contained in the columns (fields) of the query.
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Deleting Columns

Query 1 — Deleting Columns

== Microsoft Query - [Query from DSAS 6.12 DATA]

Window  Help

O File | Edit

Redo (u) Delete Column

cut
Copy

Copy Special ..

Paste

View  Format

Table Criteria Records

Cerl 45
Chrl+C

Cerl 4

ACE BUILDERS

CaSH SalES-DAKLANT
CaSH SALES-BALTIMO
CASH SALES-MINMEAF
CASH SALES-DALLAS,
CaSH SALES-DALLAS,
DALLAS-FT WORTH D1 1025 37TH AWE SE
GREATER NEW YORK 1001 AVE OF THE AME
FANSAS CITY GEODES 2382 WEST 63R0 &WVE
LOS AMGELES COMNST 98042 WVENTURA BOLL
SUMSHIME HOMES, IN 1000 OCEAN BOULEW2|
TENNESSEE SHELTEF 1001 COUNTRY ROAD
WS 2347 WEST VIRGIMIA ¢

1688 5E 315T STREET

HI[AFecod]1 I3 0 I |

— =] x]
CITY. [STATH ZIP_CODE | ATTENTION
PaDUCAH kY 2BEE5-7BEE ACCOUNTS PaTABI
DALLAS T 77T AP
NEW vOREK CITY MY 1001 2-4335 MARTY D
FANSAS CITY MO BBEEE BLAIR P

ENCIND

LA

NASHYILLE
DOVER

CA, 99999-9584
FL 33333-4323
TN 54327-4383
DE 14003-2347

ACCOUNTS PavYaB|
RaMDT SULMARN

AP
REPAYMENT PROC

Dielete selection without copying ante the Clipboard

To delete a column, from the query, perform the following.

Select the column to delete.

Select Delete from the Edit menu or press the Delete key.

Query 1 — Deleting Columns

== Microsoft Query - [Query from DSAS 6.12 DATA]

Table

Om File  Edit

View  Format

Criteria Records  WWindow  Help

= =] [ZHE]

ACCOUNT_TYPE
ADDRESS_LINE_1
ADDRAESS_LINE_2
ADDRAESS_LINE_3

CH=]]

5
[T WM

IS

ALLOW_PART_SHIF =
CITY [STATE| ZIP_CODE | _ATTENTION GROUP_CO[CUS

b [ACEODT ACE BUILDERS 1688 SE 3151 STREET PADLCAH [S3 286657865 ACCOUNTS PAYABLE | O ACED
CASHCA CASH SALES-DAKLANL 0 RET2
CASHMD CASH SALES-BALTIMO 0 RETZ
CASHMN C&SH SALES-MINNEAF il RETZ
CASHPS CASH SALES DALLAS, i RET2
CASHTX CASH GALES-DALLAS, i RET2
DALO0T DALLAS-FT WORTH Di 1025 37TH AYE SE | DALLAS T 7T AP 1 wHS
GREOD1 GREATER NEW YDRK 1001 AVE OF THE AME NEW YORK CITY  NY  10012-4335 MA&RTY D 1 wHS
KANDOT KANSAS CITY GEDDES 2382 WEST B3RD AVE | KANSAS CITY MO 5EEEE BLAIR P 0 wiHS
LOSO001 LOS ANGELES COMST 98042 WENTURA BOUL ENCINO [ 999999584 ACCOUNTS PAYABLE |1 JOBE
SUNOOT SUMSHIME HOMES, IN 1000 QCEAN BOULEYA MLAMI FL 333334323 RANDY SULIVAN 1 JOBE
TENOOT TENNESSEE SHELTEF 1001 COUNTRY ROAD | H&ASHVILLE ™ 54327-4383 AP 1 wHS
VIS001 VIS4 2347 WEST VIRGINIA ¢ DOVER DE 140032347 REP&TMENT PROCES| 0 RET2
HI[AFecod]1 I3 0 I | >

Select Yiew Criteria to showedit criteria limiting records shawn | HUM

The Column is del eted.
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Adding Columns

Query 1 - Adding Columns

== Microsoft Query - [Query from OSAS 6.12 DATA] [_ |

O File Edit View Format Table Criteria Records Window Help

EEE= =] [EzY

CH=]]

IS

I ARCU

ADDRESS _LINE 1 B
ADDRESS_LINE_3 ==
ALLOW_PART_SHIP

ATTENTION

AUTO_CREDIT_HOLD N

CUSTOMER | CUSTOMER_NAME | ADDRESS_LINE_T | CITY [STATE| ZIP_CODE | _ATTENTION GROUP_CO[CUS
b [ACEODT ACE BUILDERS 1688 SE 3151 STREET PADLCAH [S3 286657865 ACCOUNTS PAYABLE | O ACED
CASHCA CASH SALES-DAKLANL 0 RET2
CASHMD CASH SALES-BALTIMO 0 RETZ
CASHMN C&SH SALES-MINNEAF il RETZ
CASHPS CASH SALES DALLAS, i RET2
CASHTX CASH GALES-DALLAS, i RET2
DALO0T DALLAS-FT WORTH Di 1025 37TH AYE SE | DALLAS T 7T AP 1 wHS
GREOD1 GREATER NEW YDRK 1001 AVE OF THE AME NEW YORK CITY  NY  10012-4335 MA&RTY D 1 wHS
KANDOT KANSAS CITY GEDDES 2382 WEST B3RD AVE | KANSAS CITY MO 5EEEE BLAIR P 0 wiHS
LOSO001 LOS ANGELES COMST 98042 WENTURA BOUL ENCINO [ 999999584 ACCOUNTS PAYABLE |1 JOBE
SUNOOT SUMSHIME HOMES, IN 1000 QCEAN BOULEYA MLAMI FL 333334323 RANDY SULIVAN 1 JOBE
TENOOT TENNESSEE SHELTEF 1001 COUNTRY ROAD | H&ASHVILLE ™ 54327-4383 AP 1 wHS
VIS001 VIS4 2347 WEST VIRGINIA ¢ DOVER DE 140032347 REP&TMENT PROCES| 0 RET2
HI[AFecod]1 I3 0 I | >
Select Yiew Criteria to showedit criteria limiting records shawn | HUM

To add a column, to the query, perform the following.

Select the column you want to add from the table.

Drag and drop the select column in the position you want it to appear in on the query or double click

to add it to the end of the query.

Query 1 - Adding Columns

== Microsoft Query - [Query from OSAS 6.12 DATA] [_ |
O File Edit View Format Table cCriteria Records Window Help _ 1= x|
E===] = =] [2E] (1=l
ACCOUNT_TYPE
ADDRESS_LINE_1
ADDRESS_LINE_2
ADDRESS_LINE_3
ALLOW_PART_SHIP
CITY [STATE ZIP_CODE | ATTENTION
b [ACEODT ACE BUILDERS 1688 SE 3151 STREET PADUCAH (53 286557865 ACCOUNTS PATABI
CASHCA CaSH SALES-OAKLANL
CASHMD CaSH SALES-BALTIMO
CASHMM CASH SALES-MINNEAF
CASHPS CASH SALES-DALLAS,
CASHTX CASH SALES-DALLAS,
DisL001 DALLAS-FT WORTH D1 1025 37TH AWE SE DALLAS TH FEIIT L4P
GREOD1 GREATER NEW YORK 1001 AVE OF THE AME NEW YORK CITY | MY 10012-4335 MARTY D
KANDOT KANSAS CITY GEODES 2382 WEST 53RD AVE KANSAS CITY MO | GEEEE BLAIR P
LOS001 LOS ANGELES COWST 98042 VENTURA BOUL ENCIND [ 99993-9584 ACCOUNTS PATABI
SUNO0T SUMSHIME HOMES, IN 1000 OCEAN BOULEWS LA FL 33333-4323 RaMDT SULMARN
TENOOT TENNESSEE SHELTEF 1001 COUNTRY ROAD NASHYILLE ™ 54327-4383 AP
ViS00 ViISA 2347 WEST VIRGINIA ¢ SUITE 1025 DOVER DE 14003-2347 REPAYMENT PROC
H[4[Record]1 I3 0 I | [
Select Yiew Criteria bo show/edit criteria limiting records shown | CAPS [HUM

The Column is added.
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Adding Criteria

Query 1

— Adding Criteria

= Microsoft Query - [Query from DSAS 6.12 DATA] (=]

O File  Edit  View Format  Table | Criteria  Records  Window  Help

) () (7]
|

Remave All Criteria

ACCOUNT_TYPE

ADDRESS_LINE_1
ADDRAESS_LINE_2
ADDRAESS_LINE_3
ALLOW_PART_SHIP

IS

CITY [STATEH ZIP_CODE | _ATTENTION

b [ACEODT ACE BUILDERS 1688 SE 3151 STREET PADUCAH kY 28655 7965 ACCOUNTS Pata]

CASHCA CASH SALES-DAKLANL

CASHMD CASH SALES-BALTIMO

CASHMN C&SH SALES-MINNEAF

CASHPS CASH SALES DALLAS,

CASHTX CASH GALES-DALLAS,

DALO0T DALLAS-FT WORTH Di 1025 37TH AVE SE DALLAS T FIFIT AP

GREOD1 GREATER NEW YORK 1001 AVE OF THE AME NEW YORK CITY | N¥ | 10012-4335 MARTY D

KANDOT KANSAS CITY GEDDES 2382 WEST 53RD AVE KANSAS CITY MO | 5BEEE BLAIR P

LOSO001 LOS ANGELES COMST 98042 VENTURA BOUL ENCIND Cca. 99999.9584 ACCOUNTS PavraB|

SUNOOT SUMSHIME HOMES, IN 1000 OCEAN BOULEY FIAMI FL 333334323 RANDY SULIVAN

TENOOT TENNESSEE SHELTEF 1001 COUNTRY ROAD NASHYILLE ™ 54327-4383 AP

VIS001 VIS4 2347 WEST VIRGINIA ¢ SUITE 1025 DOVER DE 140032347 REPAYMENT PROC
HI[AFecod]1 I3 0 I | >

Add criteria to limit the records in the result set | CAPS [NUM

To filter the data in the query, select Add Criteria from the Criteria menu.

Add Criteria

Add Criteria EHEd

% fnd| £ O

Total:

Field:

! [

Add

Cloze

|EUSTDMEH_ID

[

Operatar: Iis qreater than or equal to

W alue:

[

|acEDm

Walues... |

The Add Criteria box is displayed. Enter the following:

Field

And/Or

Total
Field

Operator

Description

If you are adding multiple criteriafields, select how thefilters are connected.

These fields are not available on thefirst criteriafield.

Select the type of subtotal, if any, you want on the field.

Select the field to establish criteriaon

Select how you want to compare the Field to the Value
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Add Criteria

& fnd €0 Add
Tatal | j Claze
Field  |CUSTOMER_ID |

Operatar: Iis qreater than or equal to j

Walue: I.&EEDD'I Walues... |

Field Description

Value Select the values to limit the field with.
Add Click to add criteriato the query

Close Click to close the Add Criteria box
Values Click to select the Value field from alist.

Select Value(s) Box

Select ¥alue(s) K E3 |

ok,

Walues:

CASHPS -
CASHTH [
GREODT J
KANODT

LOS 001 |

Cancel

The OSAS data stored in the select field is displayed when you click the Val ues button.

Select the value you want to use in the criteriaand click the OK button.
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Add Criteria

Add Criteria EHEd |

* pnd € Or

Add

Total: I j

Field  |CUSTOMER_ID |

Operatar: Iis lezs than or equal to j

Walue: ID.&LDD'I Walues... |

Cloze

The selection is added to the Value field.

Query 1

[ (=] =]

== Microsoft Query - [Query from DSAS 6.12 DATA]
O File Edit View Format Table cCriteria Records Window Help

EZIEIE F=[=] [EE (2]

IS

ARCU

ACCOUNT_TYPE

ADDRESS_LINE_1
#DDRESS_LINE_2
ADDRESS_LINE_3

ALLOW _PART_SHIP N
T T T T =
Criteria Field: [CUSTOMER_ID [EUSTOMER_ID |
Walue: [>="ACEOOT" <='DasL 001

Ll

ADDRESS LINE 1| ADDRESS LINE 2] CIIY [STATE ZIF CODE | _ATTENTION
ACEDOT ACE BUILDERS 1588 5E 3151 STREET, PADUCAH KY | 28655-7055 ACCOUNTS Pavas]
CASHCA CASH SALES-DAKLANI
CASHMD CASH SALES-BALTIMO
CASHMN CASH SALES-MINNEAF
CASHPS CASH SALES-DALLAS.
CASHTR CASH SALES-DALLAS,
DALOOT DALL4S-FT WORTH DI 1025 37TH AWE SE DALLAS T |7Feer AP
H[«[Record]l Pl <] | [
Fieady | CAPS [MUM

The added criteria are displayed in the middle area of the query and the data is filtered.
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Adding Tables - Automatic Join

Query 1 - Add Tables

== Microsol ft Query - [Query from OSAS 6.12 DATA]

O File Edit Uiew Format | Tsble Criteria Records iWindow  Help ===
] =3 =T T Em [EHzY (21] 2=
Remove Tabl
ARCU

ACCOUNT_TYPE

ADDRESS_LINE_1
ADDRAESS_LINE_2
ADDRAESS_LINE_3

ALLOW _PART_SHIP N
i T T T i —_
Criteria Field: [ CUSTOMER_ID [CUSTOMER_ID! |
Walue: |>="ACEDOT c="DAL001
o -
4 b

ADDRESS LINE 1 [ ADDRESS LINE 2| CITY |STATE| ZIP_CODE | ATTENTION

ACE BUILDERS 1588 5E 315T STREET ‘0 CAH 2B655-7865 ACCOUNTS PavaB]
E‘ASHE‘A CASH SaLES-OAKLANT
CASHMD CaSH SalES-BaLTIMO

CASHMM Ca5H SALES-MINMEAF

CASHPS CASH SALES-DALLAS.

CASHT= CASH SALES-DALLAS,

DaLO01 DALLAS-FT WwWORTH DI 1025 37TH AVE SE DALLAS T FEEIT AP

HI[AFecod]1 I3 0 I | >
Inchude new tables in the curent quen: | CAPS [NUM

To add atable to the query select Add Table from the Table menu.

Add Tables

Add Tables H

Table: Add

ARHI - oy
Cloze

ARHI_Z

ARHI_3

ARHI_4

ARHI_E
ARHI_COMTROL
ARHI_FIN_CHARGE

ARHI_LIME_ITER ;I Options. .. |
[Hwrern: I j

[N atabase; I j

The Add Tables box is displayed.

Field Description

Table Displays the list of available tables (files) in your data source. Select the table(s)
you wan to add to the query.

Owner If you want the Tables box to only display tables created by a specific owner, select
the name here. Thisfield is available depending on the data source used to create
the query.
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Add Tables.

Add Tables H

Table: Add

ARHI - oy
Cloze

ARHI_Z

ARHI_3

ARHI_4

ARHI_E
ARHI_COMTROL
ARHI_FIN_CHARGE

ARHI_LIME_[TEM ;I Options |

[Hwrern: I j
[N atabase; I j
Field Description

Database  Select the database or location where the tables you want are stored. Thisfield is
available depending on the data source used to create the query.

Add Select to add the highlighted table to the query.
Close Select to close the Add Tables box after all the tables have been added to the query.

Options Select if you want to choose from Tables, Views, System Tables and Synonymsin
the Availabletablesfield. You can aso select to sort the column and table namesin
alphabetica order.

Select the ARHI_1 table and click the Add button.
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Query 1 - Table Added

I+ Microsoft Query - [Query from OSAS 6.12 DATA] [_1=]
O File  Edit  View Format Table Criteria Records  Window  Help — =] =1
EEIEIE] ==[=] [24]z4] (2 ]en] (w2
ARCU ARHI_1
CURRENT_AMT_DUE - BANK_ACCOUNT_ID -
CUST_HIGH_BAL e BASE_UNITS —
CUSTOMER_CLASS CATEGORY
CUSTOMER_ID —
CUSTOMER_LEVEL CUSTOMER_PO
CUSTOMER_MNAME = DEFOSIT_NUMEER =
T T T T T T
Criteria Field: | C0STOMER_ID [CUSTOMER_IDY | | =
“alug: [>=ACEDNT" <=DALO0T"
oI =
‘ _>l_I
__[CUSTOMER [CUSTOMER_NAME | ADDRESS_LINE_1 | ADDRESS LINE 2 CITY [STATEH ZIP CODE | ATTENTIOI=|
TR [ACEDDT ACE BUILDERS 1588 SE 315T STREET) PADUCAH kY 28655-7965 ACCOUNTS Pavs_|
T |AcEom ACE BUILDERS 1588 SE 315T STREET PADUCAH kY 286557865 ACCOUNTS Pades
__|ACEDM ACE BUILDERS 1588 SE 15T STREET PADUCAH kY 286557865 ACCOUNTS Pars
T |ACE0D ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS P,
T |AcEoo ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS Pérs
T |AcEom ACE BUILDERS 1588 SE 315T STREET PADUCAH kY 286557865 ACCOUNTS Pétrs
__|ACEDM ACE BUILDERS 1588 SE 15T STREET PADUCAH kY 286557865 ACCOUNTS Pars
T |ACE0D ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS P,
T |AcEoo ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS Pérs
T |AcEom ACE BUILDERS 1588 SE 315T STREET PADUCAH kY 286557865 ACCOUNTS Pétrs
__|ACEDM ACE BUILDERS 1588 SE 15T STREET PADUCAH kY 286557865 ACCOUNTS Pars
T |ACE0D ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS P,
T |AcEoo ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS Pérs
T |AcEom ACE BUILDERS 1588 SE 315T STREET PADUCAH kY 286557865 ACCOUNTS Pétrs
__|ACEDM ACE BUILDERS 1588 SE 15T STREET PADUCAH kY 286557865 ACCOUNTS Pars
T |ACE0D ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS P,
T |AcEoo ACE BUILDERS 1588 SE 315T STREET PADUCAH KY 28655-7865 ACCOUNTS Pérs
T |AcEom ACE BUILDERS 1588 SE 315T STREET PADUCAH kY 286557865 ACCOUNTS Pétrs
__|ACEDM ACE BUILDERS 1588 SE 15T STREET PADUCAH kY 286557865 ACCOUNTS Pars
FRS 1RaA CF MCT STRFFET PanlIrsH ['d PARFR.TARE ACCOL IR TS Pas, T
A4 | Record]l Eifi KN 3
Feady | CAPS [NUM

The table is added to the query.

If the tables have afield in common, Microsoft Query will create alink or join between the tables
automatically.

The query creates arow for every record in the second table, per record in the first table.

In thisexample thereisarow for every record in the ARHI _1 file per customer from the ARCU
file, even though the data on the query is only from the ARCU file.

Joins

o |

Left: Operataor: Right: Add I

:RHI_1.CUSTOMERA ~| |arcu.cusToMER_ ¥ |
Close D!
—dJoin Includes

& OMLY records from ARHI_T" and ‘ARCU" where ARHI_1.CUSTOMER_ID
© =ARCU.CUSTOMER_ID

2 ALL values from '@RHI_1" and OMLY records from WRCU" where
© ARHI_1.CUSTOMER_ID = ARCI.CUSTOMER_ID

o ALL values from 'BRCU" and OMLY records from @RHI_1" where
" ARHI_1.CUSTOMER_ID = ARCU.CUSTOMER_ID

Joinz in Glueny: Remaowve |

ARHIL 1 INMNER JOIN ARCU OM ARHI 1.CUSTOMER 1D = ARCU.CUSTOMER 0
<End of lizt>

L« | ]

Select Joins from the Table menu or double click on the join between the tables to see how the tables
are linked together.
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Joins

o |

Left:

:RHI_1.CUSTOMERA ~| |arcu.cusToMER_ ¥ | o
[k =) D!

Operataor: Right: Add I

—Join Includes

& OMLY records from ARHI_T" and ‘ARCU" where ARHI_1.CUSTOMER_ID
© =ARCU.CUSTOMER_ID

2 ALL values from '@RHI_1" and OMLY records from WRCU" where
© ARHI_1.CUSTOMER_ID = ARCI.CUSTOMER_ID

o ALL values from 'BRCU" and OMLY records from @RHI_1" where
" ARHI_1.CUSTOMER_ID = ARCU.CUSTOMER_ID

Joinz in Glueny:

<End of lizt>

1]

ARHL 1 INMER JOIM ARCU ON ARHI 1.CUSTOMER 1D = ARCLL.CUSTOMER |

Remowve |

| ]

Field

Left

Operator
Right

Join Includes

Joinsin Query

Add

Cancel/Close

Remove

Description

Select the table and field you want on the left side of the join line. If thejoinis
created automatically, Microsoft Query will select the table and field for this
side.

Select the comparison operator for the valuesin the Left and Right fields.

Select the table and field you want on the right side of thejoinline. If thejoinis
created automatically, Microsoft Query will select the table and field for this
side.

Select the join option that specifies which records you want to retrieve and
under what condition, based on the operator. The option you select determines
if you have an inner or outer join type. An inner join returns related records
from both tables. An outer join returns all records from one table and related
records from the other table.

Displays statements defining the existing join types in the active query. If you
have more than one join, Microsoft Query displays a separate statement for
each.

Adds the join line between two tablesin query. The Joins dialog box remains
open so you can add more joins, if necessary.

The Cancel button closes this dialog box without applying any changes you
have made. The Close button closes thisdial og box and retains the changes you
made.

Removesthe join statement you've selected in the Joinsin query box.
Removing the join also removes the join line between the two tables in the

query.
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Query 1- Adding Columns from Table 2

Microsoft Query - [Query from O5AS 6.12 DATA]
O File Edit View Format Table Criteria Records Window  Hel

_ --.&I_Iulg

[ [=]x]
NEIET|

CH=]]

ARCU [ ARHI_1
CURRENT_AMT_DUE B GL_PERIOD B
CUST_HIGH_BAL i) |NYOICE DATE
CUSTOMER_CLASS
CUSTOMER_ID ITEM_NO_JOB_ID
CUSTOMER_LEVEL JOB_ITEM_FLAG
CUSTOMER_MNAME N LEVEL_1_Tax N
T ; T T T ;
Criteria Field: | C0STOMER_ID [CUSTOMER_IDY | =
Walue: [>="ACEOOT" <="DaL001’

ar =
4 >

ATTENTION EHDUP €Ol SALES REP ID] _SALES PTD | SALES OTD | SALES YTD  [INVDICE DANINVOICE «

TP |ACCOUNTS PATABLE Z6650.83 216751 42 T665331.24 1995-07-14 12670001 _|
| ACCOUNTS PairaBLE n EF'D 26650.83 21676142 1665331.24 1999.07-14 12670001
| ACCOUNTS PawaBLE O GPD 26650.89 216751.42 1665331 24 1999.07-14 12670001
| ACCOUNTS PATABLE |0 GFD 26650.89 216751.42 1665331.24 1999-07-14 12670001
| ACCOUNTS PawaBLE |0 GPD 26650.83 216751.42 1665331.24 1999-07-14 12670001
| ACCOUNTS ParéBLE |0 GFD 26650.83 21676142 1665331.24 1999.07-14 12670001
| ACCOUNTS PawaBLE O GPD 26650.89 216751.42 1665331 24 1999.07-14 12670001
| ACCOUNTS PATABLE |0 GFD 26650.89 216751.42 1665331.24 1999-07-14 12670001
| ACCOUNTS PawaBLE |0 GPD 26650.83 216751.42 1665331.24 1999-07-14 12670001
| ACCOUNTS ParéBLE |0 GFD 26650.83 21676142 1665331.24 1999.07-14 12670001
| ACCOUNTS PawaBLE O GPD 26650.89 216751.42 1665331 24 1999.07-14 12670001
| ACCOUNTS PATABLE |0 GFD 26650.89 216751.42 1665331.24 1999-07-14 12670001
| ACCOUNTS PawaBLE |0 GPD 26650.83 216751.42 1665331.24 1999-08-27 12670001
| ACCOUNTS ParéBLE |0 GFD 26650.83 21676142 1665331.24 1999.08-17 12670010
| ACCOUNTS PawaBLE O GPD 26650.89 216751.42 1665331 24 1999.08-17 12670010
| ACCOUNTS PATABLE |0 GFD 26650.89 216751.42 1665331.24 19990817 12670010
| ACCOUNTS PawaBLE |0 GPD 26650.83 216751.42 1665331.24 1999-08-17 12670010
| ACCOUNTS ParéBLE |0 GFD 26650.83 21676142 1665331.24 1999.08-17 12670010
ACCOUNTS PAYABLE | D GPD 26650.89 216751.42 1665331 24 1999.09-27 12670010

[=l="n} PRERRN 09 TIRTEL A ARRRAAT 24 1999.09.07 17eFnn 2 T
K4 [Fecord 1 ili] 4 3

Feady | CAPS [NUM

To add columns from the additional table(s), drag the fields from the table and drop in the desired

position in the query or double click the fieldsto add them to the end of the query.

Add the Invoice Date and I nvoice Number fields to the query.

Adding Criteria
Add Criteria

Add

* pnd € Or

Tatal: | Cloze

[

I.fl'-.FIHI_'I .RECORD_TYPE

Field:

-
[

Operatar: quuals

Walue: IL

Walues... |

When you have more than one table in the query the criteriais added by table and field ID

Select And to add the new criteria and leave Total blank
In Field select the ARHI_1.RECORD_TYPE.
In Operator select equals

In Value select L and click the Add button.

Close the criteria box.
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Removing Tables

Query 1 - Remove Table

O File  Edit  View Format | Table Criteria Records  Window Help

E=E] [0 [E

ARCU

CUST_HIGH_BAL
CUSTOMER_CLASS

CURRENT_AMT_DUE i

Add Tables

NEIET|

ARHI_1

ACTUAL SHIP_DATE
BANK_ACCOUNT_|ID

CUSTOMER_ID BASE_UNITS
CUSTOMER_LEVEL CATEGORY
CUSTOMER_MNAME N CUSTOMER_ID N
. : : : . :
Criteria Field: [CUSTOMER_ID [CUSTOMER_IDT [RECORD_TvPE I =
Walue: [>="ACEOOT" <="DaL001’ Lt

or:
Ll

N

GROUP_CO[SALES REP _ID] SALES PTD |  SALES @TD | SALES Y1D [INVOICE DAIINVOICE NUME =

0 GPD ZE650.63 Z16751.42 166533124 1995-07-14 12670001 ]
"o GFD 26650.83 216761.42 166533124 1999.07-14 12670001
o GPD 26650.89 216751.42 166533124 1999.07-14 12670001
o GPD 2665089 216751.42 166533124 1999-07-14 12670001
o GPD 26650.63 216751.42 166533124 1999-07-14 12670001
o GFD 26650.83 216761.42 166533124 1999.07-14 12670001
o GPD 26650.89 216751.42 166533124 1999.07-14 12670001
o GPD 2665089 216751.42 166533124 1999-07-14 12670001
o GPD 26650.63 216751.42 166533124 1999-07-14 12670001
o GFD 26650.83 216761.42 166533124 1999.07-14 12670001
o GPD 26650.89 216751.42 166533124 1999.07-14 12670001
o GPD 2665089 216751.42 166533124 1999-08-17 12670010
o GPD 26650.63 216751.42 166533124 1999-08-17 12670010
o GFD 26650.83 216761.42 166533124 1999.08-17 12670010
o GPD 26650.89 216751.42 166533124 1999.08-17 12670010
o GPD 2665089 216751.42 166533124 1999-09-02 12670013
o GPD 26650.63 216751.42 166533124 1999-09-02 12670013
o GFD 26650.83 216761.42 166533124 1999.09-02 12670013
o GPD 26650.89 216751.42 166533124 1999.09-02 12670013

PRREN 99 PIRTAE1 A2 AREE T 24 1994.09.07 12R7N01 3 N

R4 [Fecardli 3| LI_I

Fiemave the selected table from the current query | CAPS [NUM

To remove atable from the query, highlight any field within the table you want to remove and select
Remove Table from the Table menu.

Query 1
I+ Microsoft Query - [Query from OSAS 6.12 DATA]

Window  Help

O File  Edit  View Format

Table

Criteria  Records

ARCU

ACCOUNT_TYPE
ADDRESS_LINE_1
ADDRAESS_LINE_2
ADDRAESS_LINE_3
ALLOW_PART_SHIP hd

NEIET|

CUSTOMER_ID

i
[CUSTOMER_ID!

Criteria Field:
Waluy >="ACEOOT"
or:

Ll

—
ATTENTION

ADDRESS_LINE_1[ ADDRESS_LINE_ 2] CITY [STATE ZIP CODE |
» [ACEOOT ACE BUILDERS 1588 5E 315T STREET Pa&DUCAH kXY 2B655-7865 ACCOUNTS PavABL
CASHCA CASH SaLES-OAKLANT
CASHMD CaSH SalES-BaLTIMO
CASHMN CASH SALES-MINNEAF
CASHPS CASH SALES-DALLAS.
CASHT= CASH SALES-DALLAS,
DaLO01 DALLAS-FT WwWORTH DI 1025 37TH AVE SE DALLAS T FEEIT AP
H[4[Fecord]1 Pl <] | |
Feady | CAPS [NUM

The table is removed, along with any field and criteriafrom the table.
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Adding Tables - No Automatic Join

Sometimes when you add atable the join is not created automatically because Microsoft Query does
not find the same field namein both of the tables. In those cases you will have to manually create the
link between the tables.

Query 1 - Add Table

== Microsol ft Query - [Query from OSAS 6.12 DATA]

O File Edit Uiew Format | Tsble Criteria Records iWindow  Help ===
] =3 =T T Em [EHzY (21] 2=
Remove Tabl
ARCU

ACCOUNT_TYPE

ADDRESS_LINE_1
#DDRESS_LINE_2
ADDRESS_LINE_3
ALLOW_PART_SHIF =

: : : . :
Criteria Field: [CUSTOMER_ID \EUSTDMEH 5] =
Walue: [>="ACEOOT"

ar hd
4 >

ADDRESS LINE 1 [ ADDRESS LINE 2| CITY |STATE| ZIP_CODE | ATTENTION

ACE BUILDERS 1588 5E 315T STREET ‘0 CAH 2B655-7865 ACCOUNTS PavaB]
E‘ASHE‘A CASH SaLES-OAKLANT
CASHMD CaSH SalES-BaLTIMO

CASHMM Ca5H SALES-MINMEAF
CASHPS CASH SALES-DALLAS.
CASHT= CASH SALES-DALLAS,
DaLO01 DALLAS-FT WwWORTH DI 1025 37TH AVE SE DALLAS T FEEIT AP

HI[AFecod]1 I3 0 I | >
Inchude new tables in the curent quen: | CAPS [NUM

To add atable to the query select Add Table from the Table menu.

Add Tables
Add Tables HE|

Table: Add

|£\HSH ¢|
Cloze

ARTE -

ARTH
EK_MASTER_DETAIL
EKH|

BEHSRT ;I Options. .. |
[Hwrern: I j

[N atabase; I j

The Add Tables box is displayed. Select the table you want to add to the query and click the Add
button. After adding the table(s) click the Close button.

Select the ARSR table and click the Add button.
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Query 1- ARSR Table Added

I+ Microsoft Query - [Query from OSAS 6.12 DATA] [_1=]
O File Edit View Format Table cCriteria Records Window Help _ =] x|
EEl=Te] (ol (B[ Pl =] [EED
ARCU
ALLOW_PART_SHIP -
ATTENTION —
#UTO_CREDIT_HOLD
BALANCE_31_G0
BALAMCE_E1_90
EALAMCE_S1_120 x
T T T —
Criteria Field: [ CUSTOMER_ID [CUSTOMER_ID! | |
Walue: [>="ACEOOT" <=DALO0T
or: =
< »
__[STATH =ZIP_CODE ATTENTION EHDUP 5] SALES REP_ID] SALES PTD [ SALES QTD [ SALES ¥TD [=]
kY 28655-7665 ACCOUNTS PATASLE 26650.63 216761.42 T665331.24
T kv 286557865 ACCOUNTS PATABLE n GF'D 26650.83 216761.42 1E66331.24
kv 286557865 ACCOUNTS P&VABLE O GPD 26650.89 216761.42 1665331.24
__|EY 28655-7865 ACCOUNTS PAYABLE 0O GPD 26650.89 216761.42 1665331.24
1 1] 134067 43654.63 E6467.23
| 1] 1340.87 49654.63 EE487.23
| 1] 1940.87 49654.63 £6487.23
1 o 1940.87 49654.63 BE457.23
1 1] 763.29 3411339 108136.59
| 1] 763.29 3411339 102136.59
| 1] 763.29 3411339 108136.59
1 o 7E3.29 3411333 10813653
1 1] 1710.72 15300 138196.6
| 1] 1710.72 15300 1381966
| 1] 1710.72 15900 1381966
1 o 1710.72 15900 138196.6
1 1] 1719.64 3770074 522768014
| 1] 1719.64 3770014 52278014
1] 1719.64 3770014 52278014
n 1718 FRA ATTONAA E2o7an 14 -
H[4[Record]l L3 1 K| 1 3
Diag field from ene table to related field in another | CAPS [HUM

Thetableis added to the query, but since the two tables do not have afield name in common, the join
is not created automatically.

The query creates arow for every record in the second table, per record in the first table.

In thisexample thereisarow for every record in the ARSR file per customer from the ARCU file,
even though the data on the query is only from the ARCU file.

Query 1 - Adding Fields from ARSR Table

O File Edit View Format Table Criteria Records Window Help

=== =[=] 24z (2]

NEIET|

ARCU ARSH
ALLOW_PART_SHIP - RESERVED_OSD2
ATTENTION — RUM_CODE
AUTO_CREDIT_HOLD SALES_MTD
BALANCE_31_60 SALES_REP_ID
BALANCE_E1_90 SALES_REP_MAME
BALAMCE_91_120 B SalES _YTD

. : : . :
Critesia Field: [EUSTOMER_ID [CUSTOMER_IDT I —=
Walue: [>="ACEOOT" <="DaL001’

or:
Ll

CITY

[ ATTENTION GROUP_CO[SALES REP_ID[SALES REP NAME

[STATE ZIP CODE
KY

¥ [FADUCEH 286557565 ACCOUNTS PAYABLE | O G |
| PADUCAEH Ky 28655 7865 ACCOUNTS PAYABLE | O GFD Gany P. Deacon 2EE50.89
| PADUCAH Ky 286557965 ACCOUNTS PAYABLE | O GPD James A Hovland 26650.89
| PADUCAEH Ky 286557965 ACCOUNTS PAYABLE | O GFD Patrick. B Thomassen  26550.83
] 0 Donna M Mendslsohn  1340.87
1 0 Gamy P. Deacon 1340.87
_ 0 James A Hovland 1940.87
1 0 Patrick, i Thomassen 194087
] 0 Donna M Mendslsohn | 763.29
1 0 Gamy P. Deacon 763.23
_ 0 James A Hovland 763.29
1 0 Patrick. i Thomassen | 762.29
] 0 Donna M Mendslsohn  1710.72
1 0 Gamy P. Deacon 1710.72
_ 0 James A Hovland 1710.72
1 0 Patrick, i Thomassen  1710.72
] 0 Donna M Mendslsohn 171964
1 0 Gamy P. Deacon 1719.64

0 James A Hovland 1719.64

n Patricl P Thermassan 1718 R4 -
H[4[Record]l 4 1 3

Diag field from one table to related field in another | CAPS [NUM

Add the SALES REP_NAME field from the ARSR table. Add it after the SALES REP_ID_1field.

Since the query did not create the join automatically the Sales Rep Name does not necessarily
correspond to the Sales Rep ID.
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Query 1 - Creating A Join

O File  Edit View Format Table Criteria Records  Window Help MRS
EIEE == [2aEd) (2] w2
I AREL ARSH

SALES_PTD - RUN_CODE =
SALES_MTD

SALES_REFLID
SALES_REFNAME

SaLES OTD

S4LES_REP_ID_2

SALES ¥TD — SALES_YTD |
SHIP_ZOMNE N STATE =
T ; T T T ;
Criteria Field: [CUSTOMER_ID [CUSTOMER_ID [ =
Walue: |>="ACEDOT <="DaL001’
or: =
‘ _>l_I
CITY [STATE[ ZIP CODE [ ATTENTION GROUP _CO[SALES REP ID[SALES REP NAME| SALES PTD =
_P|PADUCAH KY 2B655-7865 ACCOUNTS PAYABLE | O GPD Donna M Mendelsohn  26650.89 _I
___|PADUCSH KY 2BEH5-7BES ACCOUNTS PAYABLE O GPD Garry P. Deacon 2BEG0.83
__|PADUCAH KY 2BE55-7865 ACCOUNTS PAYABLE O GPD James & Havland 2BE50.85
| PADUCAH KY 286557655 ACCOUNTS PAYABLE | O GPD Patrick. i Thamassen | 25650.83
| o Donna M Mendelsohn 194087
| 0 Gany P. Deacan 194087
| 0 James A Hovland 1940.87
] i Patrick. i Thamassen | 1940.87
| 0 Dionna M Mendelsohn | 76329
| 0 Gany P. Deacan 76329
| 0 James A Hovland 762.29
] i Patrick. i Thamassen | 763.23
| o Donna M Mendelsohn 171072
| 0 Gany P. Deacan 171072
| 0 James A Hovland 1710.72
] i Patrick. i Thamassen | 1710.72
| o Donna M Mendelsohn 171364
| 0 Gany P. Deacan 1719.64
| 0 James A Hovland 1719.64
n Patricl P Thermassan 1718 R4 -

H[4[Record]1 31 KN | Tl 3

Dirag field from one table to related field in another [T [ [EarsNOM[ [

To create ajoin, select the field from the first table, drag and drop it on the field in the second table or

select Joins from the Table menu to create the link with the Joins box.

For the link between the ARCU and ARSR files, drag the SALES REP_I D_16 field from the

ARCU table and drop it on the SALES REP_ID field in the ARSR table.

Warning Message

Microsoftquery |
2 Columns SALES_REP_ID_1 and SALES_REP_ID

that wvou are about to join are of different types.
Create the join anyway?

Yes No I Help

Because the fields have different names, Microsoft Query warns that the fields are different types and

ask if you want to create the join anyway.

Select Yesto create thejoin.

6.in this example you can also select the SALES REP_ID_2 field from the ARCU file.

51



Microsoft Query Using ODBC w/Excel

52

Query 1 - Join between ARCU and ARSR

I+ Microsoft Query - [Query from OSAS 6.12 DATA] [_1=]
O File Edit Wiew Format Table cCriteria Records Window Help —l=] =1
EEIEIE] [=[=] 23]z [21en] w2
I ARCU ARSH
SALES_PTD - RUN_CODE =
SalES OTD SALES_MTD
L JSALES REP.ID
SALES_REP_ID_2 SALES_REF_NAME
SALES YTD = SALES_YTD 1
SHIF_ZOME = STATE =
T T T T T ——
Criteria Field: | C0STOMER_ID [CUSTOMER_IDY [ |
“alug: [>=ACEDNT" <=DALO0T"
oI =
4 _'l—l
I CITY [STATE| ZIP CODE | ATTENTION GROUP_CO[SALES REP_ID[SALES REP _NAME] SALES PTD
¥ [FADUCAH (S 286557565 ACCOUNTS PAYABLE | O GFD Garmy P. Deacon 26650.83 Z1E
DALLAS T 7T 1 Dk Donna b Mendslsohn | 8391.26 258
M4 [Fecod]1 [IC3 1 | | |
Feady | CAPS [NUM

Thejoinis created and the query updated to reflect the changes.

Only records where the ARCU SALES REP_ID_1 field matches the ARSR SALES REP_ID field
are displayed, which was not the desired result. We were trying to get the join to keep all the records
from the ARCU file but display the correct Sales Rep Name from the ARSR file

We need to edit the join to include all records from the ARCU file but only the records that match in
the ARSR file.

Double click thejoin or select Joins from the Table menu.

Joins Box
Joins E E |
Left: Operataor: Right: Add

[4RCU.SALES_REP_¥] |- | |#RSR.SALES_REP_ ¥ |
Close |

—Join Includes

9 OMLY records from ARCU" and 'ARSR" where ARCU. SALES_REF_ID_1 =
© ARSR.SALES_REP_ID

& 2 ALL values from 'BRCU" and OMLY records from ARSR where
© ARCU SALES_REP_ID_1=ARSR.SALES _REP_ID

o ALL walues from '@RSRE' and OMLY recordz from AR CU" where
" ARCU.SALES_REFP_ID_1=ARSR.SALES_REP_ID

Joinz in Glueny: Remaowve |

ARCU INMNER JOIN ARSE OM ARCU.SALES REP ID 1 = AR
<End of lizt>

1] |+

In the Joins Include area, change the join type from 1 to 2 and click the Add button. This changes the
join from an inner to and outer join.
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Warning Message

Microsoft Query B I

Columns SALES_REP_ID_1 and SALES_REP_ID
& that wvou are about to join are of different types.
Create the join anyway?

Yes No I Help

The warning message reappears. Click Yesto create the join.

Query 1

I+ Microsoft Query - [Query from OSAS 6.12 DATA] [_1=]
O File Edit Uiew Format Table Criteria Records iWindow  Help T
EEIEIE] E=l=] Bz [2 ) w2
ARCU ARSH
SALES_PTD - RUN_CODE =
SALES_QTD SALES_MTD
SALES_REF_ID_1 t————|SALES_REP_ID
SALES_REF_ID_2 SALES_REF_NAME
SALES ¥TD —
SHIF_ZOME = STATE =
T T T T T ——
Criteria Field: | C0STOMER_ID [COSTOMER_ID: [ | I
Walue: [>=ACEOOT" <=DALO0T
or: =
4 _'l—l
CITY [STATE| ZIP CODE | ATTENTION GROUP_CO[SALES REP_ID|SALES REP NAME| GSALES PTD
¥ [FADUCEH (53 286557565 ACCOUNTS PAYABLE | O GFD any F. Deacon 26650.83 Z1E
1 0 1340.87 45¢
_ 0 763.29 341
1 0 1710.72 15¢
] 0 1719.64 Erd
1 0 0 il
__|paLLas TH heeerd AP 1 Db Donna M Mendslsohn | 8991.26 25¢
M4 [Fecod]1 [IC3 1 | | |
Feady | CAPS [NUM

The query is now updated to display all the records from the Customer File (ARCU) and the
matching records from the Sales Rep File (ARSR).

53



Microsoft Query

Using ODBC w/Excel

Read/Write ODBC

Query 1 - Allow Editing

L= Microsoft Query - [Query from DSAS 6.12 DATA] [_[=]

O File  Edit View Format Table Criteria | Records  Window  Help

NEIET|

ESIEL] F ek W
Edit Columti...
SALES_PTD
SALES 07D sort...
Go To...
S4LES_REP_ID_2
SaLES_YTD
SHIF_ZOMNE P
' Automatic Query
. : : :
Criteria Field: [CUSTOMER_ID [CUSTOMER I i =
Walue: [>="ACEOOT" <="DaL001’
oI =
4 _'l—l
- —
CUSTOMER | CUSTOMER_NAME | ADDRESS_LINE_1] ADDREGS LINE 2] CITY [STATH =ZIP_CODE | __ATTENTION
ACEDO ACE BUILDERS 1588 5E 315T STREET Pa&DUCAH kXY 2B655-7865 ACCOUNTS PavABL
CASHCA CASH SaLES-OAKLANT
CASHMD CaSH SalES-BaLTIMO
CASHMN CASH SALES-MINNEAF
CASHPS CASH SALES-DALLAS.
CASHT= CASH SALES-DALLAS,
DaLO01 DALLAS-FT WwWORTH DI 1025 37TH AVE SE DALLAS T FEEIT

M4 [Fecod]1 I3 0 I |

Enable or disable editing of data in the data grid

i}
[T T eapsfwuml[ [

If you have the Read/Write version of the BASIS ODBC Drivers you can change fields or add

records in Microsoft Query and automatically change the field in OSAS.

To edit or add fields through Microsoft Query select Allow Editing from the Records menu.

Note I

Use this option with extreme caution. Changing afield in Microsoft Query will automatically
change thefield in OSAS. There are no warning messages or prompts for the change. Once you

leave the changed field, the OSASfield is updated.

Save Query

Microsoft Query E3 |

@ Save changes to "Query from O5AS 6.12 DATA'?

"r'te%i No | Cancell Helpl

&

When you Exit query, you are prompted to save the query
Click Yesto save the query changes.

Click No if you do not want to save the changes.

Click Cancel if you do not want to exit the query

Click Help to display help about Microsoft Query.
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This section walks you through creating PivotTables and Worksheets using the ODBC Kit and
Microsoft Excel 2000.
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PivotTables

The following example will walk you through all the steps necessary to set up a pivot table using the
Accounts Receivable/Sales Order Customer File

Start Excel with ablank sheet. Select PivotTable and PivotChart Report from the Data menu.

Microsoft Excel — PivotTable and PivotChart Report

A4 Microsoft Excel - Book 1 [_ =]
E] Fle Edt View Insert Farmat Tools | Data Analyst Window Help == %]
DEEs SR Y| 8 Sl b @ oo - ).

il -w - B 7 validation. .. g | o= - >-A- ‘|

Al = = Group and Outline >
i L Il E [l ErceTable and Frvotchar: Report... Y S I S~
2 Gek External Data 3

== % RerreshData

5 MS iccess Form...
] v
7

=}
2

10
11
12

13

14
15
18
17
18
19
20
21
22
23
24
25 ﬁ

[« 4[> [pil\Sheet1 ( Sheetz £ Shests 7 K| mLU_I
Ready 0 B

There are 3 stepsin creating a PivotTable Report. The PivotTable and PivotChart Wizard — Step 1 of
3isdisplayed’.

PivotTable and PivotChart Wizard — Step 1 of 3
PivotTable and PivotChart Wizard - Step 1 of 3 HE

“Where is the data that you want to analyze?
€ Microsoft Excel list or database

o
(""Multiple gonsnlidation.ranges

" another PivotTable or PivobChart

‘“what kind of report do wou want to create?
¥ PivokTable
~ PivobChart {with PivotTable)

Cancel | < Back I Mexk = I

]

inish

Step 1 prompts for the location of your data source.
The OSAS datawill always be an External Data Source.

Select External Data Source and click Next.

7. In Microsoft Excel 97 there are 4 steps to create a pivot table.
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PivotTable and PivotChart Wizard — Step 2 of 3, No data fields selected

PivotTable and PivotChart Wizard - Step 2 of 3 EHE

Where is vour external data stored?

Mo data fields have been retrieved,

Cancel < Back Mext = Finish

Step 2 of 3isdisplayed.

You are prompted for the location of the external data.

No data fields have been retrieved is displayed next to the Get Data button.
The Next button is unavailable because data fields have not been selected.
Click the Get Data button to select the files and fields for the pivot table.

Choose Data Source Screen

Choose Data Source

Databases | Queriesl oLaP Eubesl Ok,
<Mew Data Sources Beree]
Encel Files®

MO15*

M5 Access 97 Databaze® Browse...
M5 Access Databaze”

OS5AS 6.02 DATA Options...

054 2DATA
Text Files® Delete

I

@l W Use the Quemn Wizard to creatededit quernies

The Choose Data Sour ce screen is displayed. Choose the data source to use for the pivot table.
If you have not created a data source select <New Data Source> (See Appendix E)
Click OK to proceed.

For this pivot table choose the data source created earlier.
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The Query Wizard — Choose Columns screen is displayed.

Query Wizard — Choose Columns
Query Wizard - Choose Columns E2

What columnz of data do pou want to include in pour queny’?

Available tablez and columns: Caluming in your queny:

= e =] [ [cosTomERTD 2] -
CUSTOMER_NAME STATE -
ADDRESS_LINE_1 ~ ¢ | |erour_coce -

—-INE_ <o | |STATEMENT CODE

ADDRESS_LINE_2 _| DISTRIEUTE CODE
ADDRESS_LINE_3 TERMS_CODE
CITY SALES REP_ID_1
ZIP [NDF hd TERRITORY hd

Preview of data in zelected column:

@ PreviewNle Options... | < Back | et > Cancel

Select the tables and columns (files and fields) you want to access and use with in your query.

Field Description
Available tables and Select the files and the fields to include in the query.
columns

Click the + next to the file name to expand the file and display all
the fields within that file.

To add afield to the query, highlight the field name and click >.
To add all thefields highlight the file name and click >1

Select the ARCU table. From the ARCU table, select the
CUSTOMER_ID, STATE, GROUP_CODE,
STATEMENT_CODE, DISTRIBUTE_CODE,

TERMS CODE, SALES REP_ID 1, TERRITORY,
CURRENT_AMT_DUE, BALANCE_31_60,
BALANCE_61 90, BALANCE_91 120,
BALANCE_OVER_120, UNAPPLIED_CREDIT,
NEW_FINANCE_CHARGE, and UNPAID_FIN_CHARGE
fields.

Columnsin your query Displays the fields select for this query.

To remove afield, highlight the field and click <. To remove all
thefields, click <<

1. You can aso double click the field names or the file name to add them to your query.

Click the Next button.
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Microsoft Excel

The Query Wizard — Filter Data screen is displayed.

Query Wizard — Filter
Query Wizard - Filter Data

Filter the data to specify which rows to include in your queny.

If wou don't want ta filker the data, click Mest.

Column to filker: Only include rows where:

CUSTOMER D fa

EIT:E%TUEF'_EDDE I j I j
STATEMENT_CODE Cand

Tehvs cobE | | | =]
e o el

S 11 =
CURRENT_AMT_DUE - Dénd 20

@ < Back I Pext > I Cancel |

Select the fields you want to impose criteria on.

Field Description

Column to filter

Select the fields in your query to setup criteriafor.

Only includerows  Select the operator for the criteria. Use the combo button to select from alist

where —box 1

Only include rows
where — box 2

You can create filters for any of the selected fields in your query.

of available operators.

Enter the expression to compare the field to. You can use the combo button to

select from the data stored in the OSAS files.

Filter datais an optional function.

Leave blank for this PivotTable

Click the Next button.
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The Query Wizard — Sort Order screen is displayed.
Query Wizard — Sort Order
Query Wizard - Sort Order E2

Specify how you want pour data sorted.
|f wou don't want ta sort the data, click Mext.

Sart by

I | :I
) Descending

Then by

I ﬂ ) fizcending
) Descending

Themn by
I ﬂ = hecending
) Dezcending

'I

@ < Back I Mext > I Cancel |

Select the fields by which you want to sort the query with and the sort order

Field Description

Sort by Select thefirst field to sort the query with. Sorts are optional.

Then by Select additional fields to sort the query with. Thiswill create sorts within
Sorts on your query.

Ascending If asort isselected, select the sort order. Ascending order isA to Z, lowest to

Descending highest. Descending order isZ to A, highest to lowest.

You can sort by any of the selected fields for your query.
Sort Order isan optional function.
Leave blank for this PivotTable

Click the Next button.
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The Finish screen is displayed

Query Wizard — Finish
Query Wizard - Finish E

— What wiould you like to do next?

" Feturn Data to Microsoft Excet Save Query... |

" Wiew data or edit query in Microsaft Query

" Create an OLAP Cube from this quesny

@ < Back I Finizh I Cancel

Select where you would like to display the data.

Field Description

Return Data To Microsoft Excel Select to view the data on an Excel spreadsheet or PivotTable
Report

View data or edit query in Select to start Microsoft Query to view or edit the data
Microsoft Query

Create an OLAP Cube fromthis  Select to create an OL AP data cube for this query.
query.

Save Query Click to save the query for future use.

Select Return data to Microsoft Excel

Click the Finish button.
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The PivotTable and PivotChart Wizard — Step 2 of 3 screen is re-displayed.

PivotTable and PivotChart Wizard — Step 2 of 3, fields selected

PivotTable and PivotChart Wizard - Step 2 of 3 EHE

Where is vour external data stored?

Get Data, .. | Data fields have been retrieved.
Cancel | < Back

Datafields have been selected now.
Click on the Next button.
The PivotTable and PivotChart Wizard — Step 3 of 3 screenis dis:played.8

PivotTable and PivotChart Wizard — Step 3 of 3
PivotTable and PivotChart Wizard - Step 3 of 3 EE

‘Where do you want ko put the PivotTable?

' Mew worksheet
&+ Existing workshest

Click Finish ko create your PivotTable.

Layout... | Options. .. | Cancel | < Back | Mext = | Finish I

3

In Microsoft Excel 2000 and 2002 Step 3 asks where you want the pivot table.
Before selecting where to place the PivotTable, choose where to place the fields.

Click the Layout button to choose where you want the fields on the pivot table.

8.If you are using Microsoft Excel 97 thisis Step 4 of 4 of the PivotTable Wizard.
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The PivotTable and Pivot Chart Wizard Layout screen is displayed.”

PivotTable and PivotChart Wizard — Layout Screen
PivotTable and PivotChart Wizard - Layout

Construck your PivotTable by dragging
the field buttons on the right to the
diagrarn on the left,

| pace |

COLUMR

ECUSTOMEE SP.LES_R! BP.LP.NCEI

DATA

STATE I TERRITO! BP.LP.NCEI
GROUF‘_g NEW_FINI BP.LP.NCEI
STP.TEIVIEI UNF‘P.ID_! UNRPPLIE

Choose where you want your data to display within the pivot table.

There are four different areas of a pivot table.

Area Description

Page Thefields listed here control the data for the entire pivot table

Row Displays datafields in rows going down

Column Displays data fields in columns going across

Data Displays the value for the fields selected in the Row and Column area

9. If you are using Microsoft Excel 97, thisis Step 3 of 4.
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PivotTable and PivotChart Wizard — Layout Screen
PivotTable and PivotChart Wizard - Layout

Lo (O] I~oivon |2 |

=

Construct your PivotTable by dragging
the Field buttans on the right ko the
diagram on the left,

Ll gonrm STATE I (CURREM I
(GROUP_J [CUSTOM B PR E L
STATEME| Sum DF UNPA_ID F_I GROUP_J) [BALAMNCE,
1 ol
CISTRIGL =
e Surmn of CLURREMT_A STATEMEI [BALAMCE
SALES _RE Sum of BALANCE 3 CISTRIBLY [BALAMCE,
= R Sum of BALANCE_&ITA
Sum of BALANCE_9 - -
saum of UNAPPLIED_ TERRITOH
Ew_FIN

Help Cancel

For this pivot table place the CUSTOMER_ID field in the ROW Area

Place the STATE, GROUP_CODE, STATEMENT_CODE, DISTRIBUTE_CODE,
TERMS _CODE, SALES REP_1 and TERRITORY fields in the PAGE Area

Placethe NEW_FIN_CHARGES, UNPAID_FIN_CHARGES,CURRENT_AMT_DUE,
BALANCE_31_60, BALANCE_61 90, BALANCE_91 120, BALANCE_OVER_120 and
UNAPPLIED_CREDIT in the Data Area

PivotTable and PivotChart Wizard — Layout Screen

PivotTable and PivotChart Wizard - Layout EHE
oa mmpma
Tt Lz % Construck your PivotTable by dragging
Tarh the Field buttans on the right ko the
diagram on the left,
Customer. UNPAID_I
2B SOLUMN State I (CURREM I
Group Col [Cuskormer P
Staternen m e“fd:: c:rges BALANCE
npaid Fin Charges
Distribuks
I_Is_ — Currrent Due (LS
EINs
Eales Rep Sl [bistribute]] [aLancE]
Territary ROW 9611-;3200 T BaLANCE
121+ Gales Repl [UMNAPPLIE
Credits
Ew_FIN
Help Cancel |

You can change the name of the fields by double clicking on the field and typing in adifferent name.
The name you enter will display on the pivot table, but the Query will use the original field names.

You cannot change the field namesto a name that is already in the Query or on the pivot table.

Once the fields have been placed on the pivot table, click OK 10

10. If you are using Microsoft Excel 97, click the Next button.
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The PivotTable and PivotChart Wizard — Step 3 of 3 screenisre-displ ayed.l-'L

PivotTable and PivotChart Wizard — Step 3 of 3
PivotTable and PivotChart Wizard - Step 3 of 3 EE

‘Where do you want ko put the PivotTable?

' Mew worksheet
&+ Existing workshest

Click Finish ko create your PivotTable.

Layout... | Options. .. | Cancel | < Back | Mext = | Finish I

Select where you would like to put the PivotTable.
Click the Finish button.

Customer Balance PivotTable

A4 Microsoft Excel - Book 1 [_ =]
@F\Ia Edit View Insert Format Tools Daka Anakyst Window Help == x|
EHE SRy (LB T o - & A 8l Alluaim B2
frial -1 - B 7 U|EE=EE B %, WN|EL
A9 =l =
A B c [ b T E TF [T TR TV T KT

1 |STATE AN -

2 |Group Cod Al -

3 |Statement|(All) ~

4 Distribute {40 x

5 |Terms Ay -

6 |Sales Rep|iAll) -

7 TERRITOR AN x

=}

9 |Custom w |Data > |Total
| 10 |ACEDOT  |Mew Fin Charges a
|11 Unpaid Fin Charges a
[ 12 ] Currrent Due 136738 44
[13] 31-60 [1}
[14] 51-90 i]
|15 | 91-120 i]
[16 ] 121+ i]

17 Credits u]
| 18 |CASHCA |Mew Fin Charges a
|19 Unpaid Fin Charges a
| 20 | Currrent Due 1840 67
[21] 31-60 [1}
|22 | 61-90 32858.76

23 21-120 a
[24] 121+ 16657 .6

25 Credits u] i
14 Eq r\p ..”\“%EEE“H‘“’ gheergzM £ sheets J o I« mjj_l
Ry L ]

The pivot table is displayed.

The fields added to the Page area are displayed in Column A with a dropdown box for each in
Column B.

The Customers are displayed in the Row area with balances for each in the Data area.
The Customer Balances are shown in rows for each customer, in the data section.

Click the DATA heading and drag and drop it on the Total column.

11. If you are using Microsoft Excel 97 thisis Step 4 of 4 of the pivot table Wizard.
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Customer Balance PivotTable

E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (LBl T oo |@ = & 85 Mmdoe -5
frial -1 - T a-A-
=] = =| Data
B C [ 5] [TE T F | J [ 3
1 |STATE A0 =
2 [Group Code (A -
3 |Staterment Code |(AI) -
4 [Distribute Code |20 =
5 [Terms (Al ~
B |Sales Rep A -
7 TERRITORY [el)] -
=}
a Data -
10 |Customer ~[few Fin Charges Unpaid Fin Charges |Gurrrent Due [31-60 [61-80 G1-120 121+ Credits
| 11 | ACEDDT u} u} 136738.44 u} a u} u} u}
[ 12 |[CASHCA, [u} [u} 1940.87 0 328558.76 0 16687 .6 a
[13 |CASHMD 0 0 763.29 [1} 14855 0 1} 1}
| 14 | CASHMM u} u} 171072 0 5708.28 u} u} u}
[ 156 |CASHPS [u} [u} 1786.43 0 5624213 [u} 18701 a
| 18 |CASHTX u} u} u} u} a u} u} u}
| 17 |DALOO1 o o 25934.82 o a o a a
[ 18 |GREOOT 0 0 844946 0 1169344 0 [u} [u}
| 19 | KANDDT u} 0 80B876.73 u} a u} u} u}
[ 20 |Los001 [u} [u} 79096.22 a a [u} a a
[ 21 |sUNOO1 0 0 8246.32 [1} 1] 0 1} 1}
| 22 | TEMDD1 u} u} 19791717 u} a u} u} u}
23 w5001 a a 11155.84 a a a a a
24 |Grand Total a 0 980818.31 0 74057 61 0 353886 u]
[25 |
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 K| mLU—I
Ready ) | I ] e | e

Select different drop down boxes in the Page areato display specific data.
Example: Select CA in the State dropdown box and Click OK.

STATE Dropdown Box
(Al -

-
- DE
~FL
Y
.y _—
= TN -

| oK | Caniel

Customer Balance PivotTable

A4 Microsoft Excel - Book 1 [_ |
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (LBl T oo |@ = & 85 Mmdoe -5
frial -1 - B 7 U T a-A-
=] = =| Data
A B C |D|E|F|G\H\I\J\K\§
1 |STATE CA -
2 [Group Code 2] =
3 |Staterment Code |(AI) -
4 [Distribute Code |20 =
5 [Terms Ay =
B Sales Rep i)} -
7 TERRITORY [el)] -
=}
] Data ~|
0 |Customer ~|Mew Fin Charges Unpaid Fin Charges Currrent Due 31-60 61-80 91-120 121+ Credits
1 |Los001 a a 79096.22 i} i} u] a ]
2 |Grand Total a a 79096.22 a a a a a
E]
14
|15
|1 |
17
|18 |
12
|20
=21
[22 |
|22
=
[25 |
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 K| mLU_I
Ready ) | I ] e | e

Only Customers and data for California are displayed.
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Customer Balance PivotTable

7 File Edit View Insert Format Tools Data Analyst Window Help - =%
DEEe | SRY (Bl T oo @ = & 285 Mmdoe -5

frial - -|B 7 U= T - A -

c2 =] =]
A B C |D|E|F\G|H|I|J|§

1 STATE (Al —

2 [Group Code 0 - 1

3 |Staterment Code |(AI) -

4 |Distribute Code [(AIN —

5 [Terms (A =

B |Sales Rep A -

7 TERRITORY A -

=]

& Data -

10 | Custormner =|Mew Fin Charges Unpaid Fin Charges |Currrent Due |31-60 [61-90 91-120 121+ | Credits
| 11 | ACEDDT o o 1367358.44 o a o a a
[ 12 |[CASHCA, o o 1840.87 0 3285876 0 16687 .6 a
[13 [CASHMD 0 0 763.29 0 14855 0 ] ]
| 14 | CASHMM o o 171072 0 5708.28 o a a
[ 156 |CASHPS o o 1786.43 0 894213 o 18701 a
| 18 |CASHTX o o o o a o a a
| A7 | KAMNDD1 o o 50B876.73 a a o a a

18 |1S001 0 0 1115584 i o 0 ] ]

19 |Grand Total ) ) BE0S74.32 0 B2384.17 0 353886 a

20
Bl
[22 |
23]
=
[25 | i
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 K| mLU—I
Ready 0 B

Select All in the State drop down box and select O for the Group Code Drop down box.

Customer Balance PivotTable

=7 File Edt View | [nsert Format Tools Data Analyst Window Help =1 |
I=R=2-1= rlo - @ = A ) )M B - B
vl Bons E | ® % 5 9|
] o = columns
Worksheet
A — © I D FET F T 6 [ H [+ T 3 T —
1 |STATE il chare... =
2 [Group Code Page Bresk
3 Statement Co £ rincrion...
4 |Distribute Cod o
Name »
5 [Temms a5
6 [Sales Rep ot
; TERRTORY — .
] Ohject...
10 [Customer W Hyperink.. cHlHK [oid Fin Gharges [Currrent Due [31-60 (6190 G1-120 121+ Credits
11 [ACEDOT [ 0] 13673844 0 ] [ oL ]|
12 |CASHCA, i i 1940.87 0 3285876 0 16687 6 il
13 |CASHMD 5 5 763.29 0 14855 5 ] ]
14 |CASHMN [ [ 1710.72 0 5708.28 [ 0 ]
15 |CASHPS i i 1788.43 0 894213 o 18701 ]
1B |CASHTX [ [ [ 0 a [ ] ]
17 |DALOOT [ 0 2593482 i i] [ ] ]
18 | GREDD1 o o 5449.45 0 11693.44 o ] ]
19 [ KAMDO1 [ 0 508876.73 0 a [ ] ]
20 |Losool i 0 7909622 o i] i ] ]
21 |SUNO01 5 5 5245.32 i i] 5 ] ]
22 | TEMOO1 [ 0 19791717 1] a [ ] ]
23 vIS001 i 0 1115584 i i] i ] ]
24 [Grand Total 5 0 5a0818.31 0] 74057 B1 0] 353956 0
25
[T 4]p [bil\Sheett ( Shestz £ Shests 7 K| mLU—I
Ready 0 B

The next step is to add a column that cal culates the total due amount for each customer.

Place the cursor on any field in the pivot table. Select Calculated Field from the Insert menu or right

click and select Formulafollowed by Calculated Field.

Note

The Cursor must bein aafield in the Data section to insert the calculated field.
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The Insert Calculated Field box is displayed.

Insert Calculated Field

Insert Calculated Field [ 7]
Name: hd
Formula: |= 1] Delete |
Fields:

STATE
Graup Code

Statement Code

Distribute Code

Terms

Sales Rep

TERRITORY hd

Insert Field |

(0] lose

Select the Field name, Formula and Fields to use for the calculated field.

Field Description

Name Enter the name of the field you are creating or accept the default name.

If you want to edit or modify an existing field, use the drop down box to select
the field name.

Formula Enter or edit the formulafor thefield.

Fields Displays the fields available to use in the calculated field

Insert Field Click to add the selected field to the formula

Add/Modify Click to add anew calculated field to the pivot table or update an existing
calculated field.

Delete Click to remove acalcul ated field from the pivot table

OK Click to exit Insert Calculated field and save the changes entered.

Close Click to exit Insert Calculated field.
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Insert Calculated Field

Insert Calculated Field [ 7]
Mame: |T|:|I:al ;l Add I

Formula: |= MEW_FIN_CHARGE+ UNPAID_FIN_CHG+ CLRRE] B |

Fields:

MEWY FIMN_CHARIGE -]
UMFAID_FIM_CHG
CIRRENT_AMT_DUE

BALANCE_31_60

BALAMNCE_61_90

BALAMCE_21_120

BALANCE OVER 120

Insert Field

(0] lose

For thiscalculation enter Total for the Name.

In the Formulafield enter

=NEW_FIN_CHARGES+UNPAID_FIN_CHARGES+CURRENT_AMT_ DUE+BALANCE_31
60+BALANCE_61 90+BALANCE_91 120+BALANCE_OVER 120+UNAPPLIED_CREDITS
Click Add and OK.

Customer Balance PivotTable

B3 Microsoft Excel - Book1 =
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEASGRY [y B@dT o - \ng"lallﬂﬂiﬂﬂ/ - 3.

s o9 =
4 5% | i= 1=

J5
S [E] F [ &6 [ H [ T ] J
1 |STATE (1) =
2 [Group Code (Al =
3 |Staterment Code |(AI) -
4 |Distribute Code |(Al) =
5 |Terms A -
B |Sales Rep A -
7 [TERRITORY [el)] -
8 I
& Data -
10 Customer > |Mew Fin Charges Unpaid Fin Charges Currrent Due 31-60 651-90 91-120 121+ Credits | Sum of Total
| 11 | ACEDDT u} u} 136738.44 u} a u} u} u} 136738.44
[ 12 |[CASHCA, [u} [u} 1940.87 0 328558.76 0 16687 .6 a 51467.23
| 13 |[CASHMD o o 7BE3.29 o 14855 o a a 15618.29
| 14 | CASHMM u} u} 171072 0 5708.28 u} u} u} 7419
[ 156 |CASHPS [u} [u} 1786.43 0 5624213 [u} 18701 a 29431.56
| 18 |CASHTX u} u} u} u} a u} u} u} u}
| 17 |DALOO1 o o 25934.82 o a o a a 2593462
18 |GREOO1 o o 5449 46 0 11693 44 o a a 201429
| 19 | KANDDT u} 0 80B876.73 u} a u} u} 0 S0ES7E.73
[ 20 |Los001 [u} [u} 79096.22 a a [u} a a 79096.22
| 21 | SUnNDO1 o o 824632 o a o a a 524632
| 22 | TEMDD1 u} u} 19791717 u} a u} u} u} 19791717
23 w5001 a a 11155.84 a a a a a 11155.684
24 |Grand Total a 0 980818.31 0 74057 61 0 353886 0 10900&64.52
25 2
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 K| mLU—I
Ready ) | I ] e | e

The Tota column is added to the PivotTable. The field label displays Sum of Total.
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B3 Microsoft Excel - Book1 =
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (el T oo @ = & 8 % Mmdoe -5

Arial - -|B 7 U= BH s %,

J10 = =| Sum of Tatal
B © [ D [E] F [ &6 [ H [ T ] J =

1 |STATE X! - —
2 [Group Code Al -

3 |Staterment Code |(AI) -

4 [Distribute Code (A1 -

5 [Terms AT =

B |Sales Rep A -

7 [TERRITORY (AN -

g

& Data - |
|10 [Customer =|Mew Fin Charges Unpaid Fin Charges |Currrent Due |31-60 [61-90 S1-120 121+ [Credits I5um of Tntalll
[11 [ACEDDT 0 0 136735.44 ] 0 ] Eormat Cells. .
[12 |CASHCA i i 1940.87 0| 3265676 0| 16667 6 #5 Formak Repork..
[13 [CASHMD 0 0 763.29 0 14855 0 PivorChart
[ 14 |CASHMN 0 0 1710.72 0 5708.28 0 o _—
[ 15 [caSHPS i i 1788.43 0 594213 a 18701 Hide
[ 18 |CASHTX ] ] 0 1] 1} ] B wead,
17 |DALDON ] 0 2593482 ] i} ] ] Ih weizard.
| 18 |GREDO ] ] 8449.46 0 11693.44 ] ] ! RefreshData
[ 19 [kanoo ] 0 S0BS7E.73 1] 1} ] il oot .
[ 20 |Los0o01 i 0 79095.22 i] a i o - outie
[21 |suMO01 0 0 8245.32 0 [1} 0 ] IS CInel (eTeli2
[ 22 [TEMDOT 0 0 19791717 1] [1} 0 ] el b *
23 [WIS001 i 0 11155.84 i a i ] Order D
gg Grand Total 0 0 950818.31 0] 74057 61 U 5FEE o ;
=l Table Options. ..
(44> [l Sheet1 (Sheetz [ Sheets 7 I« S B
Ready | —

Change the Total field label.
Right click on the Sum of Total field and select Field Properties

PivotTable Field

PivotTable Field E E3 |

Source Field: Takal

Ik

Marme: ITDtal Due
Cancel

Summarize by
Er—— | e
Counk

Average Mumber. ..
Max
Min Dpkions ==
Product

Count Mums ;I

Change the Name to Total Due and click OK.
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Customer Balance PivotTable

£ Microsoft Exc Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

REES|

DEEe | SRY (LBl T oo |@ = & 85 Mmdoe -5

frial SRR H % % ., %8| - A -
J10 = =| Total Due
A C 5] [ F [ & [ H J

1 |STATE (A0 =

2 [Group Code 2] =

3 |Staterment Code |(AI) -

4 [Distribute Code |20 =

5 [Terms (Al =

B |Sales Rep A -

7 TERRITORY [el)] -

=}

& Data -
ﬂlCusmmer ~|Mew Fin Charges Unpaid Fin Charges Currrent Due | 31-60 651-80 91-120 121+ Credits [Total Due
| 11 | ACEDDT u} 0 135738.44 u} a u} u} 0 1367338.44
[ 12 |[CASHCA, [u} [u} 1940.87 0 328558.76 0 16687 .6 a 51467 .23
| 13 |[CASHMD o o 7BE3.29 o 14855 o a a 15613.29
| 14 | CASHMM u} u} 171072 0 5708.28 u} u} u} 749
[ 156 |CASHPS [u} [u} 1786.43 0 5624213 [u} 18701 a 29431.56
| 18 |CASHTX u} u} u} u} a u} u} u} u}
| 17 |DALOO1 o o 25934.82 o a o a a 2593462
| 18 |[GREDO1 o o 5449 46 0 11693 44 o a a 201429
| 19 | KANDDT u} 0 80B876.73 u} a u} u} 0 S0BE7E.73
[ 20 |Los001 [u} [u} 79096.22 a a [u} a a 790965.22
| 21 | SUnNDO1 o o 824632 o a o a a 5246 .32
| 22 | TEMDD1 u} o 19791717 u} a u} u} 0 19777
23 w5001 a a 11155.84 a a a a a 11155.84
24 |Grand Total a 0 980818.31 0 74057 61 0 353886 0 1090084.52
25

[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 K| mLU—I

Ready

The new label isdisplayed.

Customer Balance PivotTable

) | I ] e | e

£ Microsoft Exc Book 1

Window  Help

st Tools Daka Anakyst

REES|

|- |@& = & 8l 3l |id B oo - 3|
i o Eow EIEE - A -
4 E Column
= ot D[ E[ F [ € w [ 1T [ 3 ]

1 STATE [l AutoFormat. ..

2 |Group Code Al Conditional Formatting. ..

3 Statement Code [(A) Style. ..

4 [Distribute Cade | (Ally -

5 [Terms 2] ~

B |Sales Rep A -

7 TERRITORY [el)] -

=}

& Data -

10 [Customer ~|rew Fin Charges Unpaid Fin Charges [Currrent Due [31-60 [61-90 G1-120 121+ Credits [Total Due
|11 |ACEDDT 8] o 136738.44 o [5) o [u] 0 136738.44
[ 12 |CASHTA, o o 194087 0 3285876 0 16687 .6 u] 51467 .23
[13|casHMD [u} [u} 763.29 1} 14855 [u} 2} 0 15518.29
|14 |CASHMMN o o 1710.72 0 5708.28 o u} u} 7419
|15 |CASHPS o o 1786.43 0 524213 o 18701 u] 28431 56
|16 |CASHTX o o o o a o u} u} (u]
|17 |DALOO1 o o 25934.82 o a o (u] (u] 25934 .62
[18 |GREOOT 1} 1} 844946 0 1169344 1} e} e} 201428
|19 |KaAmMD0T o 0 50B876.73 o a o u} 0  S0BB7E.73
[ 20 |Los001 o o 78096.22 u} a o u] u] 790965.22
[(21|suUno01 [u} [u} 824632 1} o [u} 2} 2} 524632
| 22 |TEMDOT o o 197917 .17 o a o u} 0o 19791717

w3001 a a 11155.684 a a a a a 11155.684
Grand Total a 0_ 980618.31 0 _74057 B1 0 5 0 _1090064.52
|25 | =
14 Eq » [bi["Sheetl ( Sheetz f Sheets 7 I« mjj_l
Ready | Bum=4360255.08 ] Uk I

Highlight and select all the amounts in the data section.

Select Cells from the Format menu or right click and select Format followed by Cells.
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Format Cells

Format Cells EH

Murnber |.ﬁ.lignment | Fomt | Border | Patterns | F‘ru:uteu:tiu:unl

Decimal places: |2 5‘

Cateqory: —Sample
General | $136,735.44
Mumber
CLFrency
Accounting
Date Symbaol:

Time $

Percgntage Megative numbers:
Fractian

Scientific -$1,234.10

Text $1,234.10
Special

_uskom LI

iﬁl 234.1I:Ii
-

Currency Formats are used For general monetary walues, Use Accounting

formats to align decimal points in a column,

[
-

Zancel

o« |

Select the Number tab.

Select Currency; accept the default Decimal places and Symbol. Choose how you want negative

number to display and click OK.

Customer Balance PivotTable

£ Microsoft Excel - Book 1
] Fle Edt View Insert Farmat Tools Data Analyst Window Help

NedS SRy (RS - &= &

2l 54| B oo - )

arial - - B s u|l=E==H8 %, W%
c3 =] =]
A B C | D e F [ G T H T J [

1 |STATE [N -

2 [Group Code ] -

3 |Staterment Code |(AI) -

4 [Distribute Code (A1 -

5 [Terms A =

B |Sales Rep A -

7 [TERRITORY 2] -

8 1

E] Data -

10 | Custormner ~|Mew Fin Charges Unpaid Fin | Currrent Due 31-60_61-90 91-120 121+ Credits | Total Due
[ 11 [AacEDD $0.00 §0.00 | §136,/735.44  §0.00 $0.00 | $0.00 §0.00 | §0.00 | §135,/30.44
[12 |CASHCA $0.00 $0.00 | $1,94057 $0.00 $32,858.76 | $0.00 $16687.60 | $0.00 $51,467.23
[13 [CASHMD $0.00 $0.00 $763.29 §0.00  $14,855.00 | $0.00 $0.00 | $0.00 §15 518.29
[ 14 |CASHMN $0.00 $0.00 | $1,71072 $0.00  %5,708.28  $0.00 $0.00 | §0.00 §7,419.00
[ 15 [caSHPS $0.00 $0.00 | $1,788.43 $0.00  $8,942.13  $0.00 $18701.00  $0.00 $29,431.56
[ 18 |CASHTX $0.00 $0.00 $0.00 §0.00 $0.00 | $0.00 §0.00 | §0.00 §0.00
[ 17 |DALoD $0.00 $0.00 | $2593482 $0.00 $0.00 | $0.00 $0.00 | $0.00 $25 934.82
| 18 |GREDO $0.00 $0.00 | $8,449.46 $0.00  $11,693.44  $0.00 $0.00 | $0.00 $20,142.90
[ 19 [kanoo $0.00 §0.00 | %505 ,576.73 §0.00 $0.00 | $0.00 §0.00 | $0.00  §506,576.73
[ 20 |Los0o01 $0.00 $0.00 | $79,096.22 $0.00 $0.00 | $0.00 $0.00 | $0.00 $79,096.22
[21 |suMO01 $0.00 $0.00 | $8,246.32 §0.00 $0.00 | $0.00 $0.00 | $0.00 $8,245.32
[ 22 [TEMDDY $0.00 $0.00 |$197 91717 §0.00 $0.00 | $0.00 $0.00 | §0.00 §197 917.17

23 [WIS001 $0.00 $0.00 | $11,155.84 $0.00 $0.00 | $0.00 $0.00 | $0.00 §11,155.84

24 [Grand Total $0.00 §0.00 | $950,618.51  $0.00 | §74,057.61 | $0.00 §35 30560 | §0.00 | §1,000,054.52

25

S
14| 4[» [p]Sheet1 ( sheetz { Sheets 7
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Next, add a new customer in OSAS

Accounts Receivable — File Maintenance

i, TOOO - OPEN SYSTEM Accounting Software

File Modes Tools Favorices Other Help

Ope ? @0 BEC

IH Builders Supply ;I ﬂAS

OPEN SYSTEMS® Accounting Saftware

Main Menu || Accounts Receivable

Accounts Papable Infarmation Inguiry

le Craily wiork, Addresses
Bill of F atenal AK.itting Tranzachion Beports Sales Reps
Bank Feconciliation Open Invoices Flecurring Entries
Fixed Azsets Hiztom Reportz Tables
General Ledger Froductivity Reports Build Open Invoice File
lwentany riodic Processing Change Fields
Job Cost
0545 web BE2E
Favrall Faster File Lists
Purchasze Order
Sales Order
GEMERAL Feport Writer
ODBC Kit

Fiezource Manager

| |Company H | Temminal TOOO [07/24/2001 [11:28 AM

In the Sample Company select Accounts Receivable or Sales Order from the OSAS Main menu.
Choose File Maintenance followed by Customers.

Accounts Receivable — Customers

Cornmands  Edit Modes Other  Help

2K @ @28 2 0K | Abandon |
Cust ID HLwW001
Mame Michael “illiams

Address 1 1157 VWalley Park Dr.

Address 2 Suite 105 Group Code o

Address 3 Strtlny Code Eath 'I
City/State Shakopee _ M 4 Cust Level [FETAIL =]
Zip/Couny  [55379 [T et Type [Bper o =]
Slip 2 o Distrib Code GmE]

it Partial Ship? &

Phore: [952]496-2465

Fax [952)496-2455

Contact Tax Group IMN—E

Class Minnesota

Sales Fiep Dritd =) Donna M Mendelsohn Taxable 7 I

Territany W_ Exempt |D |

Terms Code 2PCT al 2410.n/30 Reg

2.0% 10 DAYS MET 30
E-Mail Address  [michashwi@osas com
*web Site |www.usas.con1
| Company H |07/24/2001 | Terminal TOOO | 0WR

Enter the new customer’s information
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Accounts Receivable — Customers

Commands Edit Modes Other Help

2K @ @28 2 0K | Abandon |
| Cusgtomer 1D MLw 001 Michael Williams Open Invoice |
— Credit Infarmnatiorn

Fumt b ethod IEHK 4a| Check

Fin Charge? —

Fin. Charge Code E

Credit Lirnit 1]

Credit Hold —

B alance Information

Mew Finance Charges I oo
Unpaid Finance Charges I .oo

Current Due 151615

Balance 31-60 days ]
£1-90 days [ od
91-120 days .00
121+ days

Unapplied Credits

Tatal Due 151515

| Company H |07/24/2001 | Terminal TOOD | O%F

Enter balances for the customer.

Customer Balance PivotTable

A4 Microsoft Excel - Book 1 [_ |
=] Fle Edit View Insert Formab Tools | pata Anakyst Window Help -z
DEES SR Y| ¢ e 2. || o 3 oo
Arial - 10 - ‘ B 7 Valdation. . b |
ATl = =[ ACEOO1 Group and Outline »
—]|
I A AN B PivotTable and PivatChart Repert. .. i = hi - 2 =
2 [Group Code 2]
3 |Staterment Code |(AI)
4 |Distribute Code | (A1)
5 [Terms Ay
B |Sales Rep A
7 TERRITORY [el)]
=}
a Data ~|
| 10 Customer ~|Mew Fin Charges Unpaid Fin Currrent Due 31-60 |51-90 91-120 121+ Credits Total Due
a1 JACEODT $0.00 $0.00  $136,738.44 $0.00 $0.00 | $0.00 $0.00  $0.00 $136,738.44
[ 12 [CASHTA, $0.00 $0.00 $1,240 67 $0.00 $32,856.76 $0.00 $16687.60 @ $0.00 $51,467.23
| 13 |[CASHMD $0.00 $0.00 $763.29 §0.00  $14,855.00  $0.00 $0.00  $0.00 $15618.29
| 14 | CASHMM $0.00 $0.00 $1,71072 $0.00  §5,708.28 %$0.00 $0.00  $0.00 $7.419.00
[ 156 |CASHPS $0.00 $0.00 $1,7688.43 $0.00  §5,942.13 $0.00 $16701.00 @ $0.00 $29,431.56
| 18 |CASHTX $0.00 $0.00 $0.00  §0.00 $0.00 | $0.00 $0.00  $0.00 $0.00
| 17 |DALOO1 $0.00 §0.00  $25.934.82 §0.00 $0.00  $0.00 $0.00  §0.00 $25,934.82
| 18 |[GREDO1 $0.00 $0.00 $5,445 46 F0.00  $11,693.44  $0.00 $0.00 | $0.00 $20,142.890
| 19 | KANDDT $0.00 $0.00  $506,576.73  $0.00 $0.00 | $0.00 $0.00  $0.00 $506 876.73
[ 20 |Los001 $0.00 $0.00 | $79,0965.22 §0.00 $0.00  $0.00 $0.00  §0.00 $79,096.22
| 21 | SUnNDO1 $0.00 $0.00 $5,246 32 §0.00 $0.00 | $0.00 $0.00  $0.00 $5,246.32
| 22 | TEMDD1 $0.00 $0.00  $197 21717 $0.00 $0.00 | $0.00 $0.00  $0.00 $197 91717
23 w5001 $0.00 $0.00  $11,15584 $0.00 $0.00  $0.00 $0.00  §0.00 $11,165.84
24 |Grand Total $0.00 $0.00 $980,6518.31 $0.00 | $74057.61  $0.00 §35385.60  $0.00  $1,0090054.52
25
14 Eq » [bi["Sheetl ( Sheetz f Sheets 7 I« mjj_l
Ready ) | I ] e | e

From the Data menu in Excel, select Refresh Data.

The cursor must be in an imported field to activate the Refresh Data option.
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Refresh Data

Microsoft Excel

The Refresh Data operation changed the PivotTable report,

When new data is added to the pivot table you are given a prompt telling you the PivotTable has
changed.

Click OK

Customer Balance PivotTable

£ Microsoft Exc

- Book1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (LBl T oo |@ = & 85 Mmdoe -5

arial vIU-‘BIQ % &-g-,|
Al = =| ACEOD1
A C [ D [ E T F G ] H [ T J [
1 [STATE AN =
2 [Group Code (AN -
3 |Staterment Code |(AI) -
4 [Distribute Cada_|(All) =
5 [Terms 2] ~
B |Sales Rep A -
7 TERRITORY [el)] -
=}
& Data -
[ 10 Customer ~|new Fin Charges Unpaid Fin (Currrent Due 31-60 61-90 91-120 121+ Credits Total Due
a1 JACEODT $0.00 $0.00  §136 738.44 | $0.00 $0.00 | $0.00 $0.00  $0.00 $136,738.44
[ 12 [CASHTA, $0.00 $0.00 $194087 $0.00 $32856.76 %0.00 $16,687.60 $0.00 $51 487 .23
[13 |CASHMD $0.00 $0.00 $763.29 | $0.00 §$14,855.00 | $0.00 $0.00  §0.00 $155158.29
| 14 | CASHMM $0.00 $0.00 $1,710.72 $0.00 $5708.28 50.00 $0.00  $0.00 $7,419.00
[ 156 |CASHPS $0.00 $0.00 $1766.43 $0.00 $594213 %0.00 $15,701.00 $0.00 $29 431.56
| 18 |CASHTX $0.00 $0.00 $0.00  $0.00 $0.00 | $0.00 $0.00  $0.00 $0.00
| 17 |DALOO1 $0.00 $0.00  §25934.82 | $0.00 §0.00  §0.00 $0.00  $0.00 $25 934 .62
[ 18 |GREOOT $0.00 $0.00 | %5,449.46 | $0.00 §11,693.44 | $0.00 $0.00  $0.00 $20,142.90
| 19 | KANDDT $0.00 $0.00 | $508 876.73 | $0.00 $0.00 | $0.00 $0.00  $0.00 $506 576.73
[ 20 |Los001 $0.00 $0.00  §79,096.22 | %0.00 §0.00  $0.00 $0.00  $0.00 $79 096,22
[ 21 |sUNOO1 $0.00 $0.00 | $3,245.32 $0.00 $0.00 | §0.00 $0.00  §0.00 $5,246.32
| 22 | TEMDD1 $0.00 $0.00  $197 91717 | $0.00 $0.00 | $0.00 $0.00  $0.00 $197 217 .17
[ 23 |v13001 $0.00 $0.00  §11,155.84 | %0.00 $0.00 | $0.00 $0.00  $0.00 $11,155.64
24 mMLAD0T $0.00 $0.00 $1515.15 $0.00 $0.00  $0.00 $0.00  $0.00 $1.515.15
25 |Grand Total $0.00 $0.00 §952 133.46 | $0.00 $74 057 61  S$0.00 | $35,358.60 $0.00 %51 ,091,579.67 =
14 Eq » [bi["Sheetl ( Sheetz f Sheets 7 I« mjj_l
Ready ) | I ] e | e

The new customer is added to the PivotTable.
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Customer Drop Down

Cancel

With Excel 2000 and 2002 you get drop down boxes for the fields in the ROW, COLUMN and
DATA areas'?.

You can limit the information returned on the PivotTable by selecting and deselecting items in the
drop down boxes.

After making your choices click OK

Customer Balance PivotTable
== x]

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

NEEa SRy Lmrdo-

e s A gl Rl B e - )

frial - - B s Uu|=E==H8 %, W% - A -
Al0 = =| Customer
A E C [ D E F G H [ J 3
1 [STATE (A0 =
2 [Group Code (A -
3 |Staterment Code |(AI) -
4 [Distribute Cada_|(All) =
5 [Terms (Al ~
B |Sales Rep A -
7 TERRITORY [el)] -
=}
& Data -
10 [Customer ~|hew Fin Charges Unpaid Fin [Currrent Due 31-60 61-90 91-120 121+ Credits Total Due
|11 [CASHCA, 0.00 $0.00 $1940.87 $0.00 §$32858.76 $0.00 $16E87.60 $0.00 §$51,487.23
[ 12 |CASHMD $0.00 $0.00 §763.29 |$0.00 $14,855.00  $0.00 $0.00 %000 §156158.29
[13 |CASHMR $0.00 $0.00 | §1,710.72 $0.00 $5708.28 | $0.00 $0.00  $0.00  §7,419.00
| 14 |CASHPS $0.00 $0.00 $1788.43 $0.00 $894213 $0.00 $18,701.00 $0.00  $29 431.56
| 156 |CASHTH $0.00 $0.00 $0.00 | §0.00 $0.00 | $0.00 $0.00  $0.00 $0.00
| 18 | GREDO1 $0.00 $0.00 $5. 44945 $0.00 §11,693.44  $0.00 $0.00  $0.00  §20.142.90
| A7 | KAMNDD1 $0.00 $0.00 | $506 876.73 | $0.00 §0.00  §0.00 $0.00 $0.00 $506576.73
[ 18 |Los0o01 $0.00 $0.00 | $79,095.22  $0.00 $0.00 | $0.00 $0.00  $0.00  §79,095.22
| 19 | SUmMD01 $0.00 $0.00 $8 246,32 $0.00 $0.00 | $0.00 $0.00  $0.00 $8 246.32
20 | TEMOO1 $0.00 $0.00  §187 91717 | $0.00 §0.00  $0.00 $0.00  $0.00 §187 91717
[ 21 |visoot $0.00 $0.00 | $11,155.84  $0.00 $0.00 | $0.00 $0.00  $0.00  §11,155.84
22 MLAD0T $0.00 $0.00 $1515.15 $0.00 $0.00  $0.00 $0.00  $0.00 $1515.15
23 |Grand Total $0.00 $0.00  §519 46020 $000 §74 057 A1 | $0.00 $35.3858 60 %000 F926 906 41
24
[25 | i
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 K| mLU—I

Ready

) | I ] e | e

Move the Data column to display the totals for each customer in column B instead of rows. Click the
Customer drop down and add all the customers to the pivot table.
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Customer Balance PivotTable

Ed Microsoft Excel - Book1.:ls == x|
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help —|= 5||
DS SRY|(tmRT o (& = &~ 2l Z i oo - 3

arial w0 - B 7 U[E= BH s %, -&-g-,|
AR = =
A C | D [ E T F [ & ] H T J 3
1 [STATE (A0 =
2 [Sales Rep (Al =
3 Group Code Al -
4 |Statement Code | (A1) -
5 [Distribute Code | (Al =
B |Terms i)} -
7 [TERRITORY [el)] -
8
9 Custormer > [Data > |Tatal
| 10 | ACEDD1 Mew Fin Charges $0.00
[ 11 Unpaid Fin Charges $0.00
[ 12 | =Current Due $136,7368.44
3] 31-60 $0.00
14 5190 $0.00
115 | 91-120 $0.00
|16 | 121+ $0.00
|17 | Cradits $0.00
18 Total Due $136 735 44
| 19 |[CASHCA, Mew Fin Charges $0.00
[ 20 | Unpaid Fin Charges $0.00
[21] Current Due $1,540.67
|22 3160 $0.00
[ 23 | 61-20 $32,858.76
|24 91-120 $0.00
[ 25 | 121+ $16 687.60
[« 4[> [P\ Sheet1 { Seots £ shests 7 e <] mLU—I
Ready ) | I I o | —

With pivot tables you can highlight one field under Data and automatically highlight al the matching
fields.

Place your cursor on afield label until you see adark arrow™3, With the arrow displayed, click the
field you want to highlight.14

Customer Balance PivotTable - Enabled Selection

Ed Microsoft Excel - Book1.:ls == x|

E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == 5||
DEEe | SRY (B d oo @ = a8 % Mmdoe -5
arial -10-‘31g|§__‘$%,
B12 | =| Current Due
B C D [ E T F [ & ] H T
9 Custormer > |Data > |Tatal
| 10 | ACEDD1 Mew Fin Charges $0.00
[ 11 Unpaid Fin Charges $0.00
12 Current Due $136,738.44
13| 31-60 $0.00
14 5190 $0.00
15 91-120 $0.00
|16 | 121+ $0.00
|17 | Cradits $0.00
18 Total Due $136 735 44
| 19 |[CASHCA, Mew Fin Charges $0.00
[ 20 | Unpaid Fin Charges $0.00
21 Current Due §1.840 87
(22 3160 $0.00
23 61-20 $32,858.76
|24 91-120 $0.00
[ 25 | 121+ $16 687.60
| 25 | Credits $0.00
27 Total Due $51 . 457.23
| 28 | CASHMD MNew Fin Charges $0.00
29| Unpaid Fin Charges $0.00
30 Current Due $763.29
EN 3160 $0.00
| 32 | 51-90 $14,855.00
33 91-120 $0.00
A 172 4 L uNulsl -
141 4[> [#i]\Sheet1 { Sheetz [ Sheets 7 <] mLU—I
Ready | Bum=12961236 62 ] Uk I

Click thefield and all corresponding matching records are highlighted.

13.1f you are using Excel 97 click the field you want.
14.You may have to enable thefield. To do this, right click on the field label or Data label. From the pop up
menu, choose Select and click the Enable Selection option.
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Spreadsheets
Creating spreadsheetsin Microsoft Excel using ODBC consist of 3 parts.
1. Planning the spreadsheet
2. Linking to the data through ODBC and selecting the columns.

3. Formatting the columns on the spreadsheet.
AR Collections Spreadsheet

Step 1: Planning the Spreadsheet
»  First step in planning the spreadsheet isto decide what fields, or columns, you want on the
report. After you select the columns for the spreadsheet, decide the order of the columns.
»  Decide which columnsif any will have criteria, or filtering.
»  Decidethesort order for the fields.

» Decideif therewill be any added fields not associated with the OSAS data, such as calculated
fields.

Determining thisinformation will help in deciding which file(s) to use for the report.
Thisreport will be an AR Collections Report based on the customer file. The report will contain all

amounts due for the customer and a column will be calculated for the total anount due. Sorted by
Sales Rep.

Thefields for this spreadsheet will be Sales Rep ID 1, Customer ID, Customer Name, New Finance

Charge, Unpaid Finance Charge, Current Amount Due, Balance 31-60, 61-90, 91-120, over 120 and
Unapplied Credits.
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Step 2: Linking to the data and selecting the Columns
Start Microsoft Excel with a blank spreadsheet

Microsoft Excel - Blank Spreadsheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help —|= 5||
DEEe | SRY [ $Eado- - @ = & 28 5 Mmdoe -5
il - -8 7 uU= B $ % . W8

Al = rl

A [ B c [ o T E T[T F T 6 [ H T 1 T[T J T K T L —

‘w‘m|w‘m‘m A‘L\J|M =

o

(¥)

w

N

m

)

=i

@

@

[« 4[> [pil\Sheet1 ( Sheetz £ Shests 7 (KN mmﬂ
Ready 8 Bl B B

PESINITSIRIIN]
th &[0 =0

Next link to the OSAS data using the ODBC drivers.
Select Get External Datafollowed by New Database Query from the Data menu.®.

Microsoft Excel — Create New Query
7 File Edit View Insert Format Tools | Data Analyst Window Help ;Iiléll
DEEs SR Y| 8 Sl = 7~ £} Z | pm 4 100
frial -1 - B 7 ST, O za s T
X = =] Text to Columns. ..

A T B [ T [ Group and Outline  *

!

B=fresh Bata

=
Get External Data E e D
=

"  SFedeouen..
M5 fccess Form,.. Dats Range Propertiss

‘w‘m w‘m‘m|&‘w|m =

o

mm‘

N

m

)

=i

@

@

n
o

IR0 R
| & ||k =

{474 ]p [bil\Sheett ( Shestz £ Shests / K| mLU_I
Ready | CAPS [HUM |

15.With Excel 97 select Get External Datafollowed by Create New query. With Excel 2002 select Import
Externa Datafollowed by New Database Query.
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80

Choose Data Source

Choose Data Source

Databazes | Queriesl OLAR Eubesl Uk
<Mew Data Sources Cancel
Encel Files®

M5

M5 Access 97 Database® EBRE.

M5 Access Databaze”

Options. ..

Delete

At

@l W Use the Quemn Wizard to creatededit quernies

The Choose Data Sour ce screen is displayed. If you have adata source created, chooseit here. If you
do not have a data source created select <New Data Source> to create a data source. (See Appendix
E)

For this spreadsheet select the data source created earlier

Query Wizard — Choose Columns
Query Wizard - Choose Columns m

What columns of data do you want to include in your guery?

Available tables and columns: Columns in your gueny:

CUSTOMER_CLASS
TERMS_CODE
CUSTOMER_LEVEL
SALES_REFR_ID_2
TERRITORY
ZALES_FTD
SALES_QTD ﬂ

Preview of data in selected colurnn:

@ | Preview Now | < Heek | MNext > | Cancel

The Query Wizard — Choose Columns screen displays. Select the columns, or fields, you want on
the spreadsheet.

For this spreadsheet from the ARCU table select SALES REP_ID_1, CUSTOMER__ID,
CUSTOMER_NAME, NEW_FIN_CHARGE, UNPAID_FIN_CHARGE,
CURRENT_AMT_DUE, BALANCE_31_60, BALANCE_61_90, BALANCE_91_120
BALANCE_OVER 120, and UNAPPLIED_CREDIT.

Select the Next button.
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The Filter Data screen displays. Select the fields you want to impose criteriaon.

Query Wizard — Filter Data
Query Wizard - Filter Data m

Filter the data to specify which rows to include inyour queny.
Ifywou clon'twant to filter the data, click Next.

Column to filter; Only include raws where;

SALES BEP D1

CUSTOMER_ID - -
CUSTOMER_NAME I J I J
MEW_FIN_CHARGE £ Andl IO

UNPAID_FIN_CHG

CIURRENT_AMT_DUE | =l | =l
BALANCE_31_60 Coand oo

BALANCE_G1_90

BALANCE_91_120 - -
BALANCE_OVER_120 I J I J
UNAPPLIED_CREDIT 1 And 0

@) | <Back | et > | Cancel |

Leave blank for this spreadsheet.

Select the Next button.

The Sort Order screen displays. You can sort the spreadsheet by any of the fields selected for the

spreadsheet
Query Wizard — Sort Order
Query Wizard - Sort Order ﬂm

Specify how you want your data sorted.
Ifyou con'twantto sortthe data, click Next.

Sort by

SALES REP D 1 « Ascendmg
" Descending

Then by
I j 1 Aeeending
! [Deseending

ek
I = 1 Aeeending
! [Deseending

(2) | <Back | et > | Cancel

For this spreadsheet select SALES REP_ID_1field and sort in Ascending order.

Select the Next button.
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The Finish screen displays.

Query Wizard - Finish
Query Wizard - Finish E

— What wiould you like to do next?

" Feturn Data to Microsoft Excet Save Query... |

" Wiew data or edit query in Microsaft Query

" Create an OLAP Cube from this quesny

@ < Back I Finizh I Cancel

Select where you would like to display the data.

Select Return Data to Microsoft Excel and click the Finish button.

The Returning External Data To Microsoft Excel screen displays. Select where you would like to
place the data.

Returning External Data to Microsoft Excel

Returning External Data to Microsoft Excel ﬂm

Where do you want 1o put the data? Ok
& Existing worksheet:
Cancel
O Mew workshest Properties...
" PivotTable Repart
Parameters...

Select Existing Worksheet. Placein cell Al

Click the OK button.
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The spreadsheet displays with the selected data.

ARCU Spreadsheet - Total Due Column

™ Microsoft Excel - Bookl

[ T ete Edit wiew Insert Format Tooks Data Wirdow Hep

'NEW_FIN_CHARGE

DE@sn smed(- A€ =L HHBED oo
.|Ar|al B0 EE=EHs %, A |(EE|L-0-4-
al ;I : = | o
.—|A = | L

1 [SALES_REP_ID_1lCUSTOMER_ID CUSTOMER_NAME

e CASHCA CASH SALES-OAKLAND, CA

3 CASHMD CASH SALES-BALTIMORE, MD

4 CASHMM CASH SALES-MINNEAPOLIS

= CASHPS CASH SALES-DALLAS, TX

5 CASHTX CASH SALES-DALLAS, T

[ VIS001 VISA,

8 |Drm DALOOT DALLAS-FT WORTH DOME HOMES
9 | D TEMOO1 TENNESSEE SHELTERS, INC
(10 |GPD ACEDD1 ACE BUILDERS

11 |GPD LOS001 LOS ANGELES COMSTRUCTION CO
12 | JaH KAMNOD 1T KANSAS CITY GEODESIC HOMES
(15 |FRT GREOO1 GREATER MNEW YORK DOMES, IMC
(14 |FRT SUNOD1 SUNSHINE HOMES, INC

15

16

17
14 4[> [0\ Sheet1 /Sheetz £ Sheets / |

Ready

Step 3: Formatting the Columns

The next step is to create a column that calcul ates the total amount due.

0

Select thefirst cell in the first blank column (Cell L1 in this example), type Total Due and make it

bold.

You can change the column heading for the OSASfields also.

ARCU Spreadsheet - Total Due Column

[% Jede Edr View Imsert Format Took Data wrdow Help ==
DR SERY ibe < v- &% = L45 FS 100> 3
= s~ p s U | E®EEE® %, W FEFE DA
L1 | =| Total Due

I [ i [ [ L ] N
| 1 |BALANCE_91_120 BALANCE_OVER_120 UMPPLIED_CREDIT |
F o 15657 6 0
El o 0 E
4 0 0 o
5 o 18701 0
6 o 0 0
7 o 0 0
8 0 0 o
9 0 0 0
10 o 0 0
11 o 0 0
12| 0 0 o
e 0 0 0
14 o 0 0
15
18 | |
17
15 —
1 4B b}y Sheety /Sheetz J shests /- 4] o1
Ready [ UM |
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ARCU Spreadsheet - Total Due Column

™ Microsoft Excel - Bookl

% )Ede Edit view Insert Format Iooks Data Wirdow el _ =] x|
Pl &mEE (S| o- - (A= & 55| P P 0oy
_|¢«'n 10 =|m 5 U |= = -.{| H b 77| = = e
SUM |=[% v =| =sum(D2:K2)
I | J | K L [ M [ N =

1 BALANCE _91_120 BALANCE OVER_120 UNAPPLIED_CREDIT Total Due Hl
. | e, e Tt £} =TT - - )

3 0 0 o

4 0 s} u]

5 o] 18701 0
[ 0 0 0
| 7 | 0 o] ]

8 0 0 0
EX 0 0 0

10 0 0 0
EEE 0 0 0

i 0 0 0
| 13 | 0 0 0

14 0 0 0
| 15 |

16 | |
| 17 |

18 =
1€ 4[» b\ Sheet1 ( Sheets / Shestd / 14 e
Point T oM

Select the cell below the Total Due heading (cell L2 in this example). Create a math formulato total
the New Fin Charges through Unapplied Credit fields.

You can use the AutoSum function to total the cells or type in the formula

Enter the following formula =SUM(D2:K2).

ARCU Spreadsheet - Total Due Column

™ Microsoft Excel - Bookl
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[ Jete Edit view insert Format Tools Data Widow Help == x|
DR SRy | dme | o - (A& = & 27| ® S| 0@
|| arial s - B U EE=% %, WM EE DA
L2 ~| = | =SUM(DZK2)
J | K L Mo [ N [ O =

1 |BALANCE_OVER_120 UNAPPLIED_CREDIT Total Due |
2 | 16687 6 s} 5148723

3 o 0

4 0 0

& 18701 8]

5 0 i}
| 7 | 0 0

8 0 0
| 9 | 0 0

10 0 0
| 11 | 0 0

12 0 0
| 13 | 0 0

14 0 0
| 15 |

16 =
17

18 -
14 "4 » T Sheet1 / Sheeta 7 Sheetd / T4l i
Ready — Nura T

Press Enter to display the total for the calculation
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ARCU Spreadsheet - Total Due Column

™ Microsoft Excel - Bookl

[ Jete Edit view insert Format Tools Data Widow Help == x|
NEE SRY| & EmeT - B&| = A~ 2% 8B 0o
|| arial s - B U EE=% %, WM EE DA
L2 ~| = | =SUM(DZK2)
J | K L Mo [ N [ O =

1 |BALANCE_OVER_120 UNAPPLIED_CREDIT Total Due I~
2 | 16687 6
3 | 0
4 | o
' 5 | 18701
6 | 0
| 7 | 0
8 | 0
9 | 0
10| 0
11 | 0
12 ) 0
13 | 0
| 14 | 0
| 15 |

16 -
| 17 |

18 -
14 "4 » T Sheet1 / Sheeta 7 Sheetd / J4] N3
Ready [ Bum=1090064.52 NUM

Next, calculate the total due amount for the remaining cellsin the Total Due column. There are
severd optionsto create the total. Enter the formulain each cell below L 2 or use the AutoSum
function for each cell.

You can let Excel create the formulain the remaining cells. Select cell L2. Move the cursor to the
lower right corner of the cell, until the cursor changes into a bold plus. Double click the corner to fill
the remaining cells, or click and drag the bold plus down until the necessary cells are filled.

ARCU Spreadsheet — Total for each Column

™ Microsoft Excel - Bookl

|[® ) ee Edit View insert Format Tools Data Widow Help = |
[C el SEY| SR | o [ R®[E A 2G| P S| 00
_|-«n w10 »|m r © || T %% o, W EEE e O ) -
SUM |=[% v =| =sum(D2:D14)
= D E | F_ =

1 |CUSTOMER_NAME NEW_FIN_CHARGE_UNMPAID_FIN_CHG CURRENT_AMT |
2 |CASH SALES-OAKLAND, CA i’"'""""""""u‘: 0 1

3 |CASH SALES-BALTIMORE, MD ' 0i 0

4 | CASH SALES-MINNEAPOLIS : i} o 1

51| CASH SALES-DALLAS. TX ; i} ] 1

B | CASH SALES-DALLAS, TX i 0 0
| 7 |VISA : ('i 0 11

8 |DALLAS-FT WORTH DOME HOMES 0 0 16°
| 2 |TENNESSEE SHELTERS, INC 0 0o 1486
10| ACE BUILDERS 0 0 62
| 11 |LOS ANGELES CONSTRUCTION CO 0j 0 61t
12 | KANSAS CITY GEODESIC HOMES 0 0 50°
| 12 | GREATER NEWY YORK DOMES, INC 0 0o B
14| SUNSHINE HOMES. INC. o 0 8:
16 |

16 o
| 17 |

18 -
W4 [P\ Sheet /Sheetz 7 Sheeta 7 |4 | 3 | [
Point | NuM

Next, create atotal for each of the balance amounts and agrand Total Due.

Select the first blank cell in the New Fin Charge column, cell D15 in this example. Use the AutoSum
function to total cells D2 through D14 or enter aformulato total these cells.

Enter the following formula =SUM (D2:D14)

85



Microsoft Excel Using ODBC w/Excel

86

ARCU Spreadsheet — NEW_FIN_CHARGE Total

™ Microsoft Excel - Bookl

[ Jete Edit view insert Format Tools Data Widow Help == x|
DR SRy | dme | o - (A& = & 27| ® S| 0@
|| arial s - B U EE=% %, WM EE DA
o15 ~| = | =SUMDZ D14)
< o | B [ F =
1 |CUSTOMER_NAME NEW_FIN_CHARGE UMNPAID_FIN_CHG CURRENT_AMT |
2 |CASH SALES-OAKLAND, CA 0 0 1
3 |CASH SALES-BALTIMORE, MD 0 o
4 |CASH SALES-MINNEAPOLIS 0 0 1
5 |CASH SALES-DALLAS. TX 0 ] 1
B |CASH SALES-DALLAS, TX 0 0
| 7 |visa 0 0 1
8| DALLAS-FT WORTH DOWE HOMES 0 0 16
| 8 |TENNESSEE SHELTERS, INC il 0 148¢
10 |ACE BUILDERS 0 0 G2
| 11 |LOS ANGELES CONSTRIUCTION CO 0 0 61
12 |KANSAS CITY GEDDESIC HOMES 0 0 50
| 13 | GREATER NEW YORK DOMES, INC il 0 8
14 | SUNSHINE HOMES, INC. i 0 8:
15 | [:0!
16 =
| 17 |
18
AN - t
M 4]k M sheetl JSheet2 [/ Sheetd J [EX | [
Ready I numl

Press Enter to display the total for the calculation.

ARCU Spreadsheet — Total for all Columns

™ Microsoft Excel - Bookl

[ Jete Edit view insert Format Tools Data Widow Help == x|
DR SRy | dme | o - (A& = & 27| ® S| 0@
|| arial s - B U EE=% %, WM EE DA
o15 = = | =SUMDZ D14)
J | K [ L [ wm ] M | O =i

1 |[BALANCE_OVER_120 UNAPPLIED_CREDIT Total Due I~
2 16687 6 i} 51487.23

3 0 0 1561820

4 0 0 7419

5 18701 0 28451 .56

5 0 i} 0
| 7 0 0 1115584

8 0 0 25934 .82
| 9 | 0 0 197917 .17

10 0 0 136736 44
| 11 | 0 0 79096, 22

12 0 0 S06876.73
| 13 | 0 0 20142 .9

14 0 0 §246.32

15 T L i

16 |
| 17 |

18 -
14 "4 » T Sheet1 / Sheeta 7 Sheetd / T4l i
Ready [ Bum=2180129.04 NUM

Fill the remaining columnswith thetotal. You can use the AutoSum function for each column or enter
the formulafor each column.

You can also move the cursor to the lower right corner of D15 until the cursor changesto a bold plus.
Click and drag the cell across until you are at cell L 15 to fill the remaining cells with the total.
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You can format the cells to show the information in different ways.

ARCU Spreadsheet — Balance Fields Selected

% JEle Edit Wew Insert Format Tools Data Window Hel

MM &SEY L ERET o & T AT & 0o

arial 0 x| B F U EE=H %%, WM EE DA
o1 - = | NEW_FIN_CHARGE

Ready Sum=4360258 08

_90 BALANCE_81_120 BALANCE_OWVE UMAFFLIED_CREDIT

— =] x|

Highlight all the balance columns and the Total Due column or highlight cells D2 through L 15.

ARCU Spreadsheet — Format Cells

™ Microsoft Excel - Bookl !ﬂ
== x|

| Ele Edit Wew Insert|Format Iools Data Window Hel

M el S S [ £ & 213l |ih @ & 0%~ [

arial =10 5 Eow B % , Wi EE - DA
Column

Sheat

Conditianal Formatting...
Style, ..

I;ﬂi k| M Sheetl J Sheet2
Ready Sum=4360258 08

AUmFormat,., . | UMAFFLIED_CREDIT

Select Cells from the Format menu or right click and select Format followed by Cells.
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Format Cells

Format Cells E

Mumber |A|ignment | Font | Border | Patterns | Protection |

Cateqory: ample

General ;| MEW FIN_CHARGE
Mumber

Currency Decimal places: |2 5“

Arcounting
Date Syrnbal;

Time |$ j
Percentage
Fraction
Scientific
Text
Special

Custom ;I

Currency formats are used for general monetary values, Use Accounting
formats to align decimal points in & colurmn,

(04 I Cancel

The Format Cells dialog box is displayed.
Select the Number tab.

Select Currency; accept the default Decimal places and Symbol. Choose how you want negative
number to display and click OK.

ARCU Spreadsheet — Currency Display

™ Microsoft Excel - Bookl

[% JEne Edit wiew Insert Format Tools Data wWindow Help = |
D SR | LER T o (A& & 33|k B 0o~
| 0B U EESEHS %, BN EFE -4

E16 ;I =
G H 1 J [ Ko

1 |BALANCE_31_60 BALANCE_61_80 BALANCE_91_120 BALANCE_OVER_120 UNAPPLIED_CF |

B $0.00 $32,858.76 $0.00 $16.687.60

3 $0.00 $14,855.00 $0.00 F0.00

4 $0.00 $5,708.28 $0.00 $0.00

5 $0.00 $8,942.13 $0.00 $15.701 00

5 $0.00 $0.00 $0.00 $0.00
E] $0.00 $0.00 $0.00 $0.00

8 $9,739 64 $0.00 $0.00 $0.00
ER $49,288.20 $0.00 $0.00 $0.00

10 $0.00 §74,619.56 $0.00 $0.00
[EE $17,118.76 $0.00 $0.00 $0.00

12 $4,960.03 $0.00 $0.00 $0.00
2] $0.00 £11,603 44 $0.00 $0.00

14 $0.00 $0.00 $0.00 $0.00
15 $31,106 63 $143 67717 $0.00 §35,388 B0
16 | | |
[l

18 -
14 "4 T» T Sheet1 / Shesta 7 Sheetd / J4] | Bl
Ready | o NuM

Select the OK button to display amounts as currency in the spreadsheet.
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ARCU Spreadsheet — Data Menu - Subtotals

™ Microsoft Excel - Bookl

[ 1 ee Edit view insert Format Tooks [psta Widow el

D= H SR Y| L6 |8 ot

L% i ® B 2005 =
O h-

| erial -0 = B £ U Ellter Pla o =
) E16 ;I = Form...
£ L E walicstion, c
1 |SALES_REP_ID_1 CUSTOME - RME
2 CASHCA Tasle... l8HLAND, CA
= CASHMD Tt to Columns... IBLTIMORE, MD
4 CASHMN Template Wizard..  JINNEAPOLIS
5 CASHPS Consolidate. . 1AL LS, T
5 CASHTX Group andSutline b |S8LLAS, T
T VIS001 D o
EE DALOOT EIVBETSBE BSpert |- ) GoME HOMES
R TENOO1 GetExternalDats P IELTERS, INC
10 | GPD ACEDD1 | # Beresbi=ts
| 11 |cPD LOS001 LOS ANGELES CONSTRUCTION CO
12 | JaH KANOD KANSAS CITY GEODESIC HOMES
| 13 |PRT GREDO1 GREATER NEW YORK DOMES, INC
14 |PRT SUMOD1 SUNSHINE HOMES, INC
| 15 |
16 |
| 17 |
18
14 "4 » T Sheet1 / Sheeta 7 Sheetd / |4] |
Ready

Next calculate a subtotal for each Sales Rep.

Select Subtotals from the Data menu.

Subtotals Dialog box

e 71~

&t each change in:

Lise function:

SALES_REP_ID_1

Sum

Add subtotal to

(]9
-
Cancel
b Eemaove All

¥ BALAMCE 91120

¥ BALANCE_COWER_120

IV UM&PPLIED_CREDIT

IV Total Due

7]
-]

W Replace current subtotals

™ Page break between groups

W Summary below data

The Subtotal dialog box displays. Enter the following information:

Field

At each changein:

Use Function:

Description

NEW_FIN_CHARGE |

F0.00
F0.00
F0.00
F0 00
F0.00
F0.00
F0.00
E£0 .00
$0.00
F0.00
F0.00
E£0 .00
$0.00
F0.00

Select the field you want to create the subtotals for. You can select any field

on the spreadsheet

Select SALES REP_ID_1 for this spreadsheet.

Select how you want to total thefields.

Select SUM for this spreadsheet
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Subtotals Dialog Box

REEE ER

&t each change in:
SalES REP_ID 1 -

Ik

Cancel
Lise function:

Sum - Bermove All

Add subtotal to:

IV BALANCE_91_120 ﬂ
¥ BALANCE_OWVER_120

¥ UNAPPLIED CREDIT

IV Tatal Due j

W Replace current subtotals
™ Page break between groups

W Summary below data

Field Description

Add subtotal to: Place a check next to the fields you want to create subtotalsfor.

Select all the balance fields and the Total Due field.

Replace current subtotals Check if you want to replace any subtotals with the new onesyou are

creating.

Place a check here for this spreadsheet.

Page break between groups  Check if you want each group and subtotal on a separate page.

Leave blank for this spreadsheet.

Summary below data Check if you want to subtotal below the data.

Place a check here for this spreadsheet.

OK Select the OK button to exit subtotals and save the changes
Cancel Select the Cancel button to exit subtotals without saving the changes.
Remove All Select the Remove All button to remove any subtotals.

Select the OK button to return to the spreadsheet.
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ARCU Spreadsheet — Subtotals by Sales Rep

™. Microsoft Excel - Bookl

% ek Edit Wiew Insert Format Tools Deta Wirdow Heb == x|
DsH SRY|iBRT o~ - BE[= & 23|83 0w~ O
erial rn-B Uy sE==s%, 448 =F -5-A-
E16 :l = |
1z]3] o | B | C | B
| 1 SALES_REP_|ID_1 CUSTOMER_ID CUSTOMER_NAME NEW_FIN_CH |
[ [E=25| CASHCA CASH SALES-OAKLAND, CA
- 3] CASHMD CASH SALES-BALTIMORE, MD
- |a ] CASHMM CASH SALES-MINNEAPOLIS
|5 | CASHPS CASH SALES-DALLAS, Tx
| & | CASHTH CASH SALES-DALLAS, TX
- 7] VIS001 VISA
SR EY DALO0T DALLAS-FT WORTH DOME HOMES
[ - | 8 D TENOO1 TENNESSEE SHELTERS, INC
=| | 10 DMM Total
|’ - 11 cPD ACEO01 ACE BUILDERS
3 GrD LOS001 LOS ANGELES CONSTRUCTION CO.
=| | 13 GPD Total
[ - 4] san FANDO1 KAMSAS CITY GEODESIC HOMES
=| |15 JAH Total
- 16 |FRT GREOOD1 GREATER NEW YORK DOMES, INC. B
[ - A7 |PRT SUNDO1 SUNSHINE HOMES, INC
=| | 18 |PRT Total =
140 4] bil\Sheet1 /Srests [ Shests / {[EN [ mfe
Ready [ Nura T

Scroll to the right to see the fields selected for subtotals.

ARCU Spreadsheet — Subtotals by Sales Rep

™. Microsoft Excel - Bookl

% ek Edit Wiew Insert Format Tools Deta Wirdow Heb == x|
DsH SRY|iBRT o~ - BE[= & 23|83 0w~ O
erial rn-B Uy sE==s%, 448 =F -5-A-
E16 :l -|

1lz|3] I | J [ K [ L [ M

- 4] $0.00 $0 00 $0.00 $7.419.00

| 5 | $0.00 $18.701.00 $0.00 $29,431.56

- | & | $0.00 $0.00 $0.00 $0.00

-7 $0.00 $0.00 $0.00 $11,155.84

- |8 | $0.00 $0 00 $0.00 $25,934 .82

[ - e $0.00 $0.00 $0.00  §197.917.17

= [19] $0.00 $0.00 $0.00  $223,851.99

S EL $0.00 $0.00 $0.00 $136,738.44

[ - [12] $0.00 $0.00 $0.00 $79,005.22

= [13 $0.00 $0.00 $0.00  $215834 66

[ 4] $0.00 $0.00 $0.00  §506,876.73

= |15 $0.00 $0.00 $0.00  $506,876.73

- 16| $0.00 $0.00 $0.00 $20,142.90

[ - |17 $0.00 $0.00 $0.00 $6.246.32

= [18] $0.00 $0.00 $0.00 $28,389.22

- 19 $0.00 $35,388 60 $0.00 $2,0236,627 .90

- |20] $0.00 $70.777.20 $0.00  $3,126,692.42
=1 21 -
14 4] b\Sheet1 /Shests [ Shests / (3] [ |
Ready [ Nura T
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Step 1 - Planning the Spreadsheet

First step in planning the spreadsheet is to decide what fields, or columns, you want on the report.
Then decide what order you want the fieldsin, if there will be any added fields not associated with
the OSAS data such as calcul ated fields, how the fields should be sorted, if criteria should be used.
Thiswill also help in deciding which file(s) to use for the report.

This spreadsheet will be a GL Balance Sheet using the GLMA based on the BALA/BAL1 statement
in OSAS. It will be created for period 1.

The fields on the spreadsheet will be the Account Number, Description, Debit/Credit/Memo Switch,

Actua Beginning Balance, Actua Balance Period 1, Budget Beginning Balance, and Budget Balance
Period 1. We will create calculated fields for the ending balance for period 1.

In the sample data:

Accounts 100000 through 199999 are asset accounts and accounts 200000 through 999700 are
liability accounts.

Accounts 100000 through 109999 are Current Assets
Accounts 150000 through 159999 are Long Term Assets
Accounts 180000 through 189999 are Other Assets
Accounts 200000 through 219999 are Current Liabilities
Accounts 250000 through 259999 are Long Term Liabilities

Accounts 300000 and higher are Equity Accounts.
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Step 2 — Linking to the data and selecting the Columns

Thefirst step isto link to the data and select the columns for the spreadsheet; however we will add
some text to the spreadsheet before we add the fields.

Microsoft Excel — Blank Sheet
E3 Microsoft Excel - Book 1 HE
@F\Ia Edit View Insert Format Tools Data Analyst Window Help =121l
SEE SERY| 8 -ﬁQ‘nvrx &= 5 A],A],|g.g1nnzg - 3. ‘
Al -1 - B 7 U|EE=EE B %, W%
Al =] —I

A [ B ¢ [ b [ E [ F [ G [ H [ 1 T 4 T K [ L
1

[*]

o af~mlulw ]

o

(¥)

w

N

m

)

=i

‘mm

n
o

IR0 R
|t | £ 1K) =

14| 4[» [p]Sheet1 ( Sheetz { Sheets 7 | KX mﬂjﬂ
= [ | NUM [

Start Microsoft Excel with a blank spreadsheet

General Ledger Balance Sheet

] File Edit Yiew Insert Format Tools Data Analyst Window Help — =] x|
E’:E‘é@v"lé@.ﬁ@" ‘ng,ﬂ,allg.@mn/g-@‘

arial - -|lm 7 U= BH s %, 940

A3 = =| Assets
A [ B [ ¢ | D

Q
I
i
Z
i
i
I

‘ED‘UJ|'\I‘UT‘U‘!|A w V\J‘—‘
@

o

(¥)

w

N

m

)

=i

@

@

n
o

14| 4[» [p]Sheet1 ( Sheetz { Sheets 7 | KX mﬂjﬂ
= [ | NUM [

BRI BD DN
ﬂ‘m‘h|m‘l\l‘d|

Type Assetsin Cell A3 and make it bold.
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E3 Microsoft Excel - Book 1 HE

7 File Edit View Insert Format Tools Data Analyst Window Help - =%
- @
[ w [T © 3
7 =
[2 |
3 |Assets I
4 & cut
[5 ] Copy
L& | B paste
e Paste Special)..,
L& T
[ 2 Insert...
10 Delete...
(11 Clear Coptents
12
[13] 3 Insert Comment
s, = ETTE TR
18 Pick From List...
[17 | &, typerlink...
[ 18|
Bl Create Dril Down Sheet
20 Madify Calumn Definition. ..
= Maodify Row Definition. ..
% Insert Column...
Foa | Insert Row Groug...
Ed B
[« 4[> [pil\Sheet1 ( Sheetz £ Shests 7 K| mLU_I

Ready

) | I ] e | e

Select Cells A3 through C3. Right mouse click and select Format Cells.

Format Cells

Format Cells EH

Mumber  Alignment | Faonk | Border | Patterns | F‘ru:uteu:tiu:unl

Text alignment

Horizontal; Indent:
IGeneraI j I':' ﬂ
Yertical:

IBn:ntI:n:nm j

Texk conkrol

| Wirap text
[ shrink ba Fit

—orientation

+* .

Ll e (I |

IIZI 5‘ Degrees

o« |

Zancel

The Format Cellsbox is displayed. Select the Alignment tab and under Text control check the Merge

cells box.

Click OK
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General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
vl w0 -|n 7 u|E==E|% % . W= E a-A-
AT = =| Assets
A [ B [ € [ ©o [ E [ F [ & [ H ] 1 [ T T L

Assets 1

‘w‘m|w‘m‘m|¢~ w M‘—‘

o

(¥)

w

) m‘):.

=i

@

@

n
o

IR0 R
| & ||k =

[« 4[> [pil\Sheet1 ( Sheetz £ Shests 7 (KN mmﬂ
Ready e Bl B R

The cells are now merged into one cell.
Center the word Assets

General Ledger Balance Sheet
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DS SRY|(tmR T o (& = &~ 2}zl i oo - 3.

arial -10-“?1 g|§ &-g-,|
ES = =| Current Assets

A B [ ¢ T o [ E T[T F [ & [ H | | |

Assets

ICurrenl Assets _I =]

o] el

o

(¥)

w

) m‘):.

=i

@

@

n
o

IR0 R
| & ||k =

[« 4[> [pil\Sheet1 ( Sheetz £ Sheets 7 (KN mmﬂ
Ready e Bl B R

Two rows below Assetsin Column B (cell B5 in this example) type Current Assets and make the
words bold.
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£ Microsoft Excel - Book 1

E] Fle Edt View Insert Farmat Tools | Data Analyst Window Help — =] x|
DS SEY| % 2o, = ) 2| b oo - 3

arial SRR P, WaBEEL- oA

A7 =] =] walidation. ..
A B [ [ [ [ [ [ S =

L1 =
L2
[ 3] Assets

4

5 Current Assets
& | !

7 1 MS Access Form... Daba Range Propertiss
[ & 3
=N

10
11
|12
|13
|14
|15
[ 18]
{17
|18
{19
|20
[21]
(22|
23]

24
B m
{474 1p [bil\Sheett ( Shestz £ Sheets 7 K| mLU_I

Ready

) | I ] e | e

Now we are ready to add the fields for the spreadsheet.

Click the cell two rows below Current Assets in Column A (cell A7 inthis example). Select Get
Externa Datafollowed by New Database Query from the Data menu.16.

Choose Data Source

Choose Data Source

Databases | Queries | OLAP Cubes | Ok

3
<Mew Data Saurces Cancel
Ewcel Files®
MLIS*
MS Access 97 Database® Browse...
M5 Access Databaze®
05AS 612 ACCESS DATA SOURCE® Options...
0545 612 DATA _—
Test Files® Delete

@ W Use the Query \Wizard to create/edit queries

The Choose Data Source box is displayed.

Select the data source you want to use to connect to the OSA S data and click ok. If you do not have a
data source create, select <New Data Source> and click ok.

Select the OSAS 612 DATA source created earlier

Check the box for Use the Query Wizard to create/edit queries.
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Externa Datafollowed by New Database Query.
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Query Wizard — Choose Columns
Query Wizard - Choose Columns E2

What columnz of data do pou want to include in pour queny’?

Available tablez and columns: Caluming in your queny:

= e =] > | [GLACCOUNT NOM B
COMPANY ID DESCRIFTION j

= < | DB_MEMO_CR_SWITC

CLEAR_TO_aACCOUNT = | ACTUAL BEGIF BAL
CLEARING_STEP < | facr UsL_BAL_PD_1
COMSOLIDATE_TO BUDGET_BEGIM_BAL
COMSOLIDATE_STEP BUDGET_BAL_PD_1
ACTIHAL Ral POO2 LI

Preview of data in zelected column:

@ Bresien o Options... < Back I et > t! Cancel |

The Query Wizard — Choose Columns box is displayed. Select the table (file) and columns (fields)
for the query.

For this spreadsheet, select the GLM A table in the Available tables and columns field. Choose the
GL_ACCOUNT_NUM, DESCRIPTION, DB_MEMO_CR_SWITC, ACTUAL_BEGIN_BAL,
ACTUAL_BAL_PD 1, BUDGET_BEGIN_BAL, and BUDGET_BAL_PD_1 columns.

Click the Next button.

Query Wizard — Filter Data
Query Wizard - Filter Data E2

Filter the data to specify which rows to include in your queny.
If wou don't want ta filker the data, click Mest.

Colurnt ta filter: Only include rows where:
GL ACCOUNT NUM —GL_ACCOUMT_MUM
DESCRIFTION iz greater than or equal to = | (100000 -
DB_MEMO_CR_SWITC I 2 i J I J
ACTUAL_BEGIN_BaAL & and O O
ACTUAL BAL PD_1
BUDGET_BEGIN Bl Iis less than or equal bo ﬂ I'IUE‘SE‘E‘ j
BUDGET_BaAL_PD_1 & and O O

C hnd T

@ < Back I MNest » EI Cancel |

The Query Wizard — Filter Data box is displayed.Select which fields (if any) on which to establish
criteria.

Select the GL_ACCOUNT_NUM field. In the Only include rows where section. Select is greater
than or equal to in the first box on the first row and enter 100000 in the second box on the first row.
Click And. In thefirst box on the second row select islessthan or equal to and enter 109999 in the
second box on the second row. Click the Next button.
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Query Wizard — Sort Order
Query Wizard - Sort Order E2

Specify how you want pour data sorted.
|f wou don't want ta sort the data, click Mext.

Sart by
[
) Descending
Then by
I ﬂ ) fizcending
) Descending
Themn by
I ﬂ = hecending
) Dezcending |

@ < Back I MNest » I Cancel |

The Query Wizard — Sort Order box is displayed.

Select the order to sort the rows by.
Do not sort this spreadsheet.
Click the Next button.

Query Wizard — Finish
Query Wizard - Finish E

— What wiould you like to do next?

" Feturn Data to Microsoft Excet Save Query... |

" Wiew data or edit query in Microsaft Query

" Create an OLAP Cube from this quesny

@ < Back I Finizh I Cancel

The Query Wizard — Finish box is displayed.

Select where you want to put the data.

Select Return Data to Microsoft Excel and click the Finish button.

98



Using ODBC w/Excel Microsoft Excel

Returning External Data to Microsoft Excel

Returning External Data to Microsoft Excel EE3 |

Where do vou want to put the daka? O

¥ Existing worksheet:

T
™ Mews workshest —lPr_Dperties. ' &_

" PivotTable report Parameters, ..

Zancel

The Returning External Datato Microsoft Excel box is displayed.
Select where to place the datain Excel.
For this spreadsheet, click the Properties button.

External Data Range Properties
External Data Range Properties E

Mame:  |Query from OSAS 612 DATA

Query definition

W Save guery definition

v Save password
Refresh contral

W Enable background refresh

[™ Refrash every IEU E‘ rminukes

[ Refresh data on file open

I Remove external data from worksheet befare saving

Data Formatting and layout
i 5|
[ Include row numbers ¥ Preserve cell Formatting
v adjust column width

¥ Preserve column sortffilker flayout

If the number of rows in the daka range changes upon refresh:
% Insert cells For new data, delste unused cells

" Insert entire rows For new data, clear unused cells
™ Cverwrite existing cells with new data, clear unused cells

[ Eill down Farmulas in columns adjacent ta data

Ok & I Cancel

The External Data Range Properties box is displayed.

You can change the options for the Query definition section; the Refresh control section, the Data
formatting and layout section, and how to fill in the data.

Uncheck the Include field names option under Data formatting and layout and click OK We will add
our own field names.
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Returning External Data to Microsoft Excel

Returning External Data to Microsoft Excel EE3 |
Where do vou want to put the daka? O E

¥ Existing worksheet:

| = T = |
™ Mews workshest Properties. ..
™ PivotTable report

Zancel

Parameters. .,

The Returning External Datato Microsoft Excel box is re-displayed.

The cell selected when we chose Get External Data should be displayed in the Existing worksheet

field. Click OK.
General Ledger Balance Sheet
A4 Microsoft Excel - Book 1 [_ =]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
NEES SRy |EBmrg o o ‘ng'”’allﬂ‘@mm -@‘
frial -1 - B 7 U|EE=EHES %, WSEE
A7 = =]
A | E =] D [ E ] F 6 [ R’ 1 |
T =]
L2
3 Assels
N
=) Current Assets
E
7 [O0000_ JCASH IM BAMNK - 1at MATIONAL 45146 35112 45145 1156 da
§ 100100 CASH IN BANK - 2nd NATIONAL o 0 0 i}
5 100500 PETTY CASH 100 15 100 A5
10 101000 ACCOUNTS RECEMNABLE 1218955 4075.9 1215855 10111.75
11102000 ALLOWANCE FOR BAD DEET 243.1 81.59 2431 20223

(¥)

104000 INVENTORY - RAW MATERIALS 998335.14 117561 998335.14 12211.5
1035227 71 18621.15 1035227 71 20007 78

85834562 24401.4) B58345.62 2534.7
a

a
56145526 95874.56) 561455.268 4195377

w

104200 INWVENTORY - WORK-IN-PROCESS
104400 INVENTORY - FINISHED GOODS
105000 PREPAID EXPEMSES

108000 MARKETABLE SECURITIES

N

m

)

=i

@

@

PESINITSIRIIN]
f|th| & ||| = (a3

4|4 M|\ Sheetl { Sheetz £ Sheetd / I‘I
Beady I CAPS LM

=
1 Sem

The datais returned from OSA S without column headings.
Column A displays GL Account

Column B displays Description,

Column C displays Debit/Credit Switch,

Column D displays Actual Beginning Balance,

Column E displays Actual Balance for Period 1

Column F displays Budget Beginning Balance

Column G displays Budget Balance for Period 1
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Step 3 — Formatting the Columns and adding Excel features
Next we will create atotal for the Actual and Budget Ending balances for Period 1

General Ledger Balance Sheet

£ Microsoft Excel - Book 1

E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DwEHS | SRy | tERs|-- | = = 2l 2l [ @ o - 3]

srial e cu===F® %, B c|f-2- 4

CHOOSE [ ~| X o =] =SUM(D7:E7)"C7
A B [cT D [ E F [ &6 [ _H_ ] 1 [ =

] =
2

3 Assets

4

5 Current Assets

B

7 _|100000 CASH IM BANK - 15t NATIONAL ;:1_. 4514.5 351.12 4514.5 115.5|=8UM(D7 E7)*C7

8 100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u]

2 100500 PETTY CASH 1 100 15 100 -45 B

10 101000 ACCOUNTS RECENABLE 1 121556 40769 121585.5) 10111.75

11 [102000 ALLOWANCE FOR BAD DEBT 1 2431 581.58 2431 202.23

12 |104000 INVEMTORY - RAWY MATERIALS 1] 99833514 117561 998335.14 122115

13 | 104200 INVEMTORY - WORK-IN-PROCESS | 1| 1035227.71 18621.15 103522771 2000776

14 |104400 INWVEMTORY - FINISHED GOODS 1| 85834562 24401.4) B58345.62 20047

15 | 105000 PREPAID EXPEMZES 1 [u} a

16 | 108000 MARKETAELE SECURITIES 1| SB1455.268 S874.56 SE61455.26 4195377

17

18

19

20

21

22

23

24

25 &
Z] Eq b [bi]'Sheet1 {Sheetz [ Sheets / (KX} E J_I
Faint I CAPS [NUM

In OSAS debit balances in debit accounts and credit balances in credit accounts are stored and
displayed as positive numbers. Debit balancesin credit accounts and credit balances in debit accounts
are stored and displayed as negatives. If you create subtotals for assets and liability accounts using
those numbers, you can end up with the wrong total.

In OSAS statements we use the Debit/Credit/Memo switch and the Reverse Sign to print function to
determine the way numbers are displayed and cal cul ated. In Asset accounts we want debit balancesin
debit account to display as positive numbers and credit balances in credit accounts to display as
negative numbers.

In the Debit/Credit/Memo Switch field, a1 meansthe account is a debit account and normally carries
a debit balance, a -1 meansthe account is a credit account and normally carries a credit balance, and
a 0 means the account is a memo account and carries no financial balance.

In Excel we will use the Debit/Credit/Memo Switch field to calculate our ending balances and create
the subtotals correctly.

Use the Debit/Memo/Credit Switch, Actual Beginning Balance and Actual Balance Period 1 fieldsto
create acalculated field adding the balances together and displaying them as debit or credit totals
based on the type of account.

Select the first blank column (Column H in thisexample cell H7)

=SUM(D7:E7)*C7
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General Ledger Balance Sheet

£ Microsoft Excel - Book 1
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial -1 - B 7 U T a-A-
H7 =] =[ =sUM(D7 E7°CT
A | B [cT D [ E F [ &6 [ _H_ ] 1 |

5 =)
L2
[ 3] Assets
L4

5 Current Assets

&

7 |100000 CASH IN BANK - 151 NATIONAL 1 45145 35112 4514 5 115.5 _dme5 621

§ (100100 CASH IN BANK - 2nd NATIONAL 1 ] i [ 0

9 [100500 FETTY CASH 1 100 15 100 -45

10101000 | ACCOUNTS RECENWABLE 1 121555 4078.9 121555 10111.75 )

11102000 ALLOWANCE FOR BAD DEBT -1 243.1 81.58 2431 202,23

12 /104000 INVENTORY - RAW MATERIALS 1| 99833514, 117561 89833614, 122115

13 104200 INVENTORY - WORK-IN-PROCESS | 1) 1035227 71| 1862115 1035227 71| 20007 76

14 /104400 INVEMTORY - FINISHED GOODS 1| B58345.62) 24401.4| 85634562 26347

15 /105000 FREPAID EXPENSES 1 o 0 i ]

16 | 108000 MARKETABLE SECURITIES 1| EB1455.26 9874.55 EG1455.28 4195377

17

18

19

20

21

2

23

24
[25 L
4 E{ » M|\ Sheetl { Sheetz [ Sheets J I‘I E LIJ_I
Ready | CAPS [NUM

Press Enter to display the total for the calculation.

General Ledger Balance Sheet

£ Microsoft Excel - Book 1
] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

ariel EEEE ] >-a-
H7 =SUM(D7 E7F)"C7
A B [cT D [ E F [ &6 [ _H_ ] 1 |

5 =)
L2
[ 3] Assels
L4
5| Current Assets

&

7 | 100000 CASH IN BANK - 151 NATIONAL 1 45145 35112 4514 5 115.5] 4666 62 )

8 100100 CASH IN BANK - 2nd NATIONAL 1 ] i [ 0

9 |100500 FETTY CASH 1 100 15 100 -45 115

10 101000 ACCOUNTS RECEMNABLE 1 1218955 4075.9 1215855 10111.75 16234 4

11102000 ALLOWANCE FOR BAD DEBT -1 243.1 81.58 243.1|  202.23| W 324168

12 104000 INVENTORY - RAW MATERIALS 1| 99833514, 117561 99833514 122115 9665108

13 |104200 INVENTORY - WORK-IN-PROCESS 1103522771 1862115 103522771 20007 78| 1053849

14 104400 INVEMTORY - FINISHED GOODS 1| ©5A345.62) 24401.4| 856345.62) 2534.7|BE2747|

15 | 105000 FREPAID EXPENSES 1 o

16 | 108000 MARKETABLE SECURITIES 1| SB1455.26 9874.585 E61455.26) 41953.77| 571329.8)

17

18

19

20

=l

2

23

24
[25 L
4 E{ » [ p [\ Sheetl { Sheetz f Sheet3 / I‘I E LIJ_I
Ready | Bum=3528326.70 CAPS MUM

Fill the remaining cellsin column H with the calculated total for actua ending balance.
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The next step is to create a column to cal cul ate the budget ending balance for period 1.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ =]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
Nwdse Sk (iR o- - (@ = 20%|@dw: -0

srial DR = a8 4% |

CHOOSE [ ~| X o =] =SUM(F7:G7)"C7
B [T D [ E ] F [ T H 7 [ 0 [ KT

i =
L2
[ 3] Assets
L4

5 |Current Assets

5

7 |CASH IN BAMK - 15t NATIONAL [N 45145  351.12 4514.5 1165 4865.62[=SUMFT:G7y7C7|

B |CASH IN BANK - Znd MATIONAL 1 [1} 1] 1] ] ]

9 |PETTY CASH 1 100 15 100 -45 115

10 |ACCOUNTS RECEIVABLE 1 121565  4078.9 12155.5 10111.75  16234.4

11 |ALLOWANCE FOR BAD DEBT -1 243.1 81.58 2431 20223 -324.58

12 [INVENTORY - RAWY MATERIALS 1 99833514 117561 998335.14 12211.5 999510.8 =

13 [INVENTORY - WORK-IN-PROCESS | 1 1035227.71 18621.15| 1035227.71| 20007.78 1053849

14 [INVENTORY - FINISHED GOODS 1 B5B345.62  24401.4 8568345620 25347 082747

15 |PREPAID EXPENSES 1 1] ]

16 |MARKETABLE SECURITIES 1 56145526 9574.56 S561455.26 41953.77 571329.8

17
|18 |
12
|20
=21
[22 |
23]

24
[25] -
14 Eq » [pi["Sheetl ( Sheetz f Sheets 7 N\« ] >||_I
Paint | CAPS [NUM

Use the Debit/Memo/Credit Switch, Budget Beginning Balance and Budget Balance Period 1 fields
to create a calculated field adding the balances together and displaying them as debit or credit totals
based on the type of account.

Select the next blank column (Column [, cell 7 in this example).

=SUM(F7:G7)*C7

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ [=]x<]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
arial -10-‘31g|§ -&-g-,|

17 = =[ =SUM(F7:G7)"C7
B [T D [ E ] F [ T H 7 [ 0 [ KT
i =

L2
3 Assets

L4
5 |Current Assets
B
7 |CASH IN BAMK - 15t NATIOMAL 4514.5 351.12 4514.5 116.5| 486562 46301
8 [CASH IM BAMK - 2nd NATIOMAL a u} u} u} u}

2 PETTY CASH 100 15 100 -45 115

10 |ACCOUNTS RECEIVABLE 121565  4078.9 12155.5 10111.75  16234.4

11 |ALLOWWAMNCE FOR BAD DEBET 2431 81.58 2431 20223 -324.68 L)

(¥)

INVENTORY - RAWY MATERIALS
INWENTORY - WORK-IN-PROCESS
INWVENTORY - FINISHED GOODS
PRERPAID EXPENSES
MARKETABLE SECURITIES

998335.14 117561 998335.14 12211.5 9995108
10358227 71 18621.15 1035227 71 2000773 1053849
85834562 24401.4) 895834562 25347 882747
a a a a a
SB61455.26 987456 SE61455.26 41953.77 571329.8

w

N

m

)

=i

@

@

n
o

IR0 R
| & ||k =

L
14 Eq » [pi["Sheetl ( Sheetz f Sheets 7 N\« ] >||_I
Ready | T lcaps imom [

Press Enter to display the total.
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General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial - - B 7 U T a-A-
17 = =[ =SUM(F7:G7)"C7
e T TTE [ F e [ H [ 1 [ J K=

] =
L2
[ 3] Assets
L4

5 |Current Assets

B

7 |CASH IMN BAMK - 15t NATIOMAL 1 4514.5 351.12 4514.5 116.5| 486562 4630

8 |CASH IM BANK - 2nd NATIOMAL 1 a u} u} u} u} ]

9 |PETTY CASH 1 100 15 100 -45 115 55

10 | ACCOUNTS RECENVABLE 1 121555 4078.9 121555 10111.75]  16234.4| 22267.25

1 |ALLOYWANCE FOR BAD DEBET -1 2431 81.58 2431 20223 -324.68 -445 33

12 |INVENTORY - RAWY MATERIALS 1 899833514 117561 99533514 12211.5 999510.8[ 1010547

13 |INVENTORY - WORK-IN-PROCESS | 1 103522771 18621.15 1035227.71 20007.78 1053849| 1055235

a4 |INVYEMTORY - FINISHED GOODS 1 85834562  24401.4) B58345.62 25347 882747 || BE0880.3

15 |FREPAID EXPENSES 1 a a a [u} [u} 0

16 |MARKETAELE SECURITIES 1 5SB1455268 OB74.56 SB1455.26 4195377 5713298 BD3409 =]

17

18

19

20

21

22

23

24
[25] -
14 Eq » [pi["Sheetl ( Sheetz f Sheets 7 N\« ] >||_I
Ready | Bum=3556578.4 CAPS MUM

Fill the remaining cellsin column | with the calculated total for budget ending balance.

General Ledger Balance Sheet

£ Microsoft Excel - Book 1
] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial -1 - B 7 U T a-A-
15 = =]
B E | F [ & ] H 1 | =
1 Current Year Budget I—
2
Assets I E _l

4

5 |Current Assets

B

7 CASH IMN BAMK - 15t NATIOMAL 1 4514.5 351.12 4514.5 1156.5 4865.62 4630

8 [CASH IM BAMK - 2nd NATIOMAL 1 a u} u} u} u} u}

2 PETTY CASH 1 100 15 100 -45 115 55

10 |ACCOUNTS RECENVABLE 1 121555 4078.9 12155.5| 10111.75 16234.4|  22067.25

11 |ALLOWWAMNCE FOR BAD DEBET -1 2431 81.58 2431 20223 -324.88 -445.33

12 |INVENTORY - RAWY MATERIALS 1 899833514 117561 995335.14 122115 999510.75| 1010546.64

13 [INVENTORY - WORK-IN-PROCESS | 1 1035227.71 18621.15 103522771 20007.78 1053845.86 1055235.49

14 |INVEMTORY - FINISHED GOODS 1 85834562  24401.4) B58345.62 25347 882747.02) B860880.32

15 |PREPAID EXPENSES 1 a [u} [u} [u}

16 |MARKETAELE SECURITIES 1 5SB145526 957456 SB1455.26 4195377 571320.82| 603409.03

17

18

19

20

21

22

23

24

25 &
14 Eq » [pi["Sheetl ( Sheetz f Sheets 7 N\« ] >||_I
Ready e ] p v~

In cellsH1 and 11 create column headings for the subtotals.

For the Actual Ending Balance create a heading of Current Year and for the Budget Ending Balance

create a heading of Budget. Format the cells any way you want.
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General Ledger Balance Sheet

E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U T a-A-
A2 = =]
A | B [cT D [ E F [ & ] H [ 1 =
1 Acct No Description Current Year Budget™ |
2
3] Assets
L4
5 Current Assets
B
7100000 CASH IM BANK - 15t NATIONAL 1 4514.5 351.12 4514.5 115.5 4865 .62 4630
8 100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u} a a
2 100500 PETTY CASH 1 100 15 100 -45 115 55
10 101000 ACCOUNTS RECEMNABLE 1 12155 6 40769 121855 10111.75 16234 4 22267 25
11 [102000 ALLOWANCE FOR BAD DEBT -1 2431 581.58 2431 202.23 -324.68 -445.33
12 |104000 INVEMTORY - RAWY MATERIALS 1] 99833514 117561 998335.14 122115 99951075 1010546.64
13 104200 INWVENTORY - WORK-IN-PROCESS | 1 1035227 .71 18621.15 1035227 .71 20007 78 1053845 86 1055235 49
14 |104400 INWVEMTORY - FINISHED GOODS 1| 85834562 24401.4) B58345.62 20047 882747 .02 860850.32
15 | 105000 PREPAID EXPEMZES 1 a [u} [u} a a a
16 | 108000 MARKETAELE SECURITIES 1| SB1455.268 S874.56 SE61455.26 4195377 £71329.82 EB03405.03
17
18
19
20
21
(2] >
23
24
25 &
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN E LlJ_I
Ready e ] el B~ v~

In cells Al and B1 create column headings for the Account Number and Description fields. Format
the fields any way you want.

Columns C through G will eventually be hidden so do not create column heading for those columns.
Next create subtotals for the Current Asset accounts.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
Arial -10-‘51g % &-g-,|
BE18 = =| Total Current Assets
A [ B [cT D [ E T F & T H [ 1 =
Acct No Description Current Year Budget™ |
Assets
Current Assets
100000 CASH IM BANK - 15t NATIONAL 1 4514.5 351.12 4514.5 115.5 4865 .62 4630
100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u} a a
100500 PETTY CASH 1 100 15 100 -45 115 55
101000 ACCOUNTS RECEMNABLE 1 12155 6 40769 121855 10111.75 16234 4 22267 25
102000 ALLOWANCE FOR BAD DEBT -1 2431 581.58 2431 202.23 -324.68 -445.33
104000 INVEMTORY - RAWY MATERIALS 1] 99833514 117561 998335.14 122115 99951075 1010546.64
104200 INWVENTORY - WORK-IN-PROCESS | 1 1035227 .71 18621.15 1035227 .71 20007 78 1053845 86 1055235 49
104400 INWVEMTORY - FINISHED GOODS 1| 85834562 24401.4) B58345.62 20047 882747 .02 860850.32
105000 PREPAID EXPEMZES 1 a [u} [u} a a a
108000 MARKETAELE SECURITIES 1| SB1455.268 S874.56 SE61455.26 4195377 £71329.82 EB03405.03
[Total Current Assets 1
[25] Gt -
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN LIJ_I
Ready e ] el B~ v~

In column B, leave one row blank and enter Total Current Assets (Cell B18 in this example).

Format the cell any way you want.

105



Microsoft Excel Using ODBC w/Excel

106

General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

Nwdse Sk (iR o- - (@ = 20%|@dw: -0

Arial - 10 - ‘$%, &-g-,|
CHOOSE [~ X o =] =SUM{H7 H17}
B [T D E F [ & ] H | 1 | T
Description Current Year Budget I—
Assets
Current Assets
CAZH IN BAMNK - 15t NATIOMAL 1 4514.5 351.12 4514.5 116.5} 4630
CASH IN BANK - 2nd MATIOMNAL 1 a u} u} 1 u}
PETTY CASH 1 100 15 100 -45) 55
ACCOUNTS RECEVABLE 1 121565  4078.9 12155.5) 10111.75, 22267.25
ALLOWWAMNCE FOR BAD DEBET -1 2431 81.58 2431 202,234 -445.33
INYENTORY - RAWY MATERIALS 1 99833514 117561 99533514 12211 55 010546.64
INVENTORY - WORK-IN-PROCESS | 1 1035227 71 18621.15 1035227 71| 2000778} 055235.49
INYENTORY - FIMISHED GOODS 1 85834562  24401.4) B58345.62 2534.7) B8E60880.32
PREPAID EXPENSES 1 a a a o} [u}
MARKETAELE SECURITIES 1 5B1455268 957456 SB1455.26 41953.77) . B03409.03
i
|
Total Current Assets im
o
14 Eq » [pi["Sheetl ( Sheetz f Sheets 7 N\« ] >||_I
Paint [ B T

Next to Total Current Assetsin column H (cell H18 in this example) use the AutoSum function to
create the Actual Current Assets total.

General Ledger Balance Sheet

£ Microsoft Excel - Book 1
] Fle Edt View Insert Farmat Tools Data Analyst Window Help

Nwdse Sk (iR o- - (@ = 20%|@dw: -0

awrial -10-‘31g &-g-,|
CHOOSE [ ~| X o = =SUM(7:117)
B [cT D T E [ F T & 7] H [ 1 =
Description Current Year Budget I—
Assets
Current Assets
CASH N BAMK - 15t NATIONAL 45145 35112 45145 1165 ABRS 525“““4‘535:
CASH IN BANK - 2nd NATIONAL [1} ] 1] 0 [ 0}
PETTY CASH 100 15 100 -45 153 551
ACCOUNTS RECENVABLE 121555  4078.9 121555 10111.75 16234.4}  22767.25,
ALLCWANCE FOR BAD DEBT - 2431 51.58 2431 20223 -32488)  -445.33!

INVENTORY - RAWY MATERIALS
INWENTORY - WORK-IN-PROCESS
INWVENTORY - FINISHED GOODS

9958335.14 117561 998335.14) 122115 999510.75) 1010546 EAE
10358227 71 18621.15 1035227 71 2000778 1053848.86) 1055235 E=H
85834562 24401.4) 895834562 25347 GE2747.02) B60880.32)
PRERPAID EXPENSES a a DE a;
MARKETABLE SECURITIES S5B61455.26 9874.56) S61455.26 41953.77 571329.82) BDE‘AUB.UEE

'

Total Current Assets 352832679 =S U ()

o
25 L
14 Eq » [pi["Sheetl ( Sheetz f Sheets 7 N\« ] >||_I
Paint [ B T

Repeat the process to get the Budget Current Assetstotalsin column | (cell 118).
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General Ledger Balance Sheet

£ Microsoft Excel - Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
SEHE SR | BRRS o = A 8|S e - B
frial -1 - B 7 U T a-A-
Alg =] =]
A B [cT D [ E ] F [ H [ 1 =

1 |Acct No Description Current Year Budget™ |

2
[ 3] Assets
L4

5 Current Assets

B

7100000 CASH IM BANK - 15t NATIONAL 1 4514.5 351.12 4514.5 115.5 4865 .62 4630

8 100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u} a a

2 100500 PETTY CASH 1 100 15 100 -45 115 55
10 101000 ACCOUNTS RECENVABLE 1 12155.5|  4078.9 12155.5) 10111.75 16234.4 2226725
11 [102000 ALLOWANCE FOR BAD DEBT 1 2431 581.58 2431 202.23 -324.68 -445.33
12 |104000 INVEMTORY - RAWY MATERIALS 1] 99833514 117561 998335.14 122115 99951075 1010546.64
13 104200 INVENMTORY - WORK-IN-PROCESS | 1| 1035227.71| 18621.15| 103522771 20007 78 10538548.86 1055235.49
14 |104400 INWVEMTORY - FINISHED GOODS 1| 85834562 24401.4) B58345.62 20047 882747 .02 860850.32
15 | 105000 PREPAID EXPEMZES 1 a [u} [u} a a a
16 | 108000 MARKETAELE SECURITIES 1| SB1455.268 S874.56 SE61455.26 4195377 £71329.82 EB03405.03
17

18 ITotal Current Assets 3528326.79  3556578.4
19

20

21

22

23

24

25 o
[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 1«1 JJ_I
Ready e ] el B~ v~
Format the totals.

Add aGL Account in OSAS to verify the totals will update correctly.

OSAS General Ledger — File Maintenance

TODO - OPEN SYSTEMS®E Accounting Software

File Modes Tools Favorices Other Help

Ope ? @0 BEC

I H Builders Supply Q ! S

WENSMAMH-M&M

Main Menu General Ledger - 2000
Accounts Papable Joumal Transactionz Account bdazk
Accounts Receivable Fiepartz Account Segments
Bill of F atenal AK.itting Froductivity Reports Account Types
Bank Feconciliation Periodic Processing

Fized Assets

Account Budgets

Statement Maintenance Copy Chart of Accounts
lwentany b aster File Lists Allocations
Job Cost Flecurring Entries
0545 web BE2E Tables
Favrall Copy Account Balances
Purchaze Order Asszign Account Types
Sales Order Change Fields
GEMERAL Feport Writer
ODBC Kit

Fiezource Manager

| |Company H | Teminal TOOO [07/16/2001 |3:06 PM

In Sample Data select General Ledger, File Maintenance, and GL Accountsto add a new account.
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General Ledger — File Maintenance - GL Accounts

=, GL Accounts !El m

Commands  Edit Modes Other  Help

2N R | Ema| e OK | Abandon |
Account Wﬂ_ Type WE Cash On Deposit
Crescription Cioes the Refresh work? DE. CR. or Memo D ehit vl
Clear To Account 3] Step [0 Alternate Budgst m
Consal To Account 3] Step I—D Entry Method Bty =

Period Aictual Cv Budget Lazt vear Forecast

Beain 1500.00 1000.00 [ .00
1 555.00 444.00 .00 .00
2 .00 .ao .00 .ao
3 .00 .00 .00 .00
4 un] on un] on
5 .00 .00 .00 .00
B .00 .00 .00 .00
7 .00 .00 .00 .00
8 .00 .00 .00 .00
3 oo on oo on
10 .00 .00 .00 .00
11 .00 .00 .00 .00
12 .00 .00 .00 .00
13 .00 .oo .00 0o

End 205500 1444 00 -00 {111}

|Company H [07/16/2001 [T eminal TO0O [0VR

Add anew GL Account within the range of Current Asset accounts for the spreadsheet and page
down to save.

Note

Remember the added account so it can be removed | ater.

General Ledger Balance Sheet

£ Microsoft Excel - Book 1

E] Fle Edt View Insert Farmat Tools | Data Analyst Window Help

DS SRy 24 sort...
Avial -0 -|B 7 E'ter
orm...
A7 1=l =] walidation. ..
A | B

| 1 |Acct No Description Text to Columns...
L2 Group and Outline
[3 | Assets

4 et External Data
5| Current Assets 3

5

7 [100000__1CASH IN BANK - 1st (3 2= [Eiiboo
[ & 100100 CASH IN BANK - Znd 2
| @ 100500 PETTY CASH 1
[ 10 101000 ACCOUNTS RECENABLE 1
[ 11 102000 ALLOWANCE FOR BAD DEBT -1
[ 12 104000 INVENTORY - RAW MATERIALS 1
[13 104200 INVENTORY - WORK-IN-PROCESS | 1
[ 14 104400 INVENTORY - FINISHED GOODS 1
[ 15 105000 PREPAID EXPENSES 1
[ 18 105000 MARKETABLE SECURITIES 1
17
[ 18| Total Current Assets
12
|20
=21
[22 |
23]
=
[25 |

L] E4 » pl['Sheetl { Sheetz { Sheet3

Ready

[ (=] =]
_ =]
= 5 gl 5| B e - 3
% 5 8 4% oA
D [ E [ F [ G H [ [l —
Current Year Budget™ |
S
»
45145 351.12 4514.5 115.5 4865.62 4530
] [ [ ] a a
100 15 100 -45 115 55
121555 4078.9 12155.5 10111.75 16234.4 2226725
243.1 81.58 2431 20223 324,68 445,33
99633514 117561 998335.14 122115 99951075 101054664
103522771 18621.15 1035227.71 20007.78  1053548.86 1055235 49
85834562 24401.4 85934562 25347  882747.02 8608890.32
] i 0
SB1455.26 59574.58 561455.28 4195377 57132982 603409.03
3528326.79  3956578.4
oY -

) | I ] e | e

Go back to Excel and click on one of the OSAS imported fields.

Select Data from the menu and choose Refresh Data
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General Ledger Balance Sheet

Ed Microsoft Excel - Book 1 HE
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U= B s %, W% - A -

A7 ;I =
A | B [e] ] [ E T F = H [ 1 =
1 |Acct No Description Current Year Budget™ |
2

[ 3] Assets

L4
5 Current Assets
B
7 _[1o0oo0 ICASH IN BANK - 15t NATIONAL 1 4514.5 351.12 4514.5 115.5 4865 .62 4630
8 100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u} a a
2 100500 PETTY CASH 1 100 15 100 -45 115 55
10 101000 ACCOUNTS RECEMNABLE 1 12155 6 40769 121855 10111.75 16234 4 22267 25
11 (101011 Does the Refresh work? 1 1500 555 1000 444 2055 1444
12 |102000 ALLOWWANCE FOR BAD DEBT -1 243.1 51.58 2431 202.23 -324 68 -445 33
13 104000 INWVENTORY - RAW MATERIALS 1 998335.14 117561 99333514 12211.5 999510.75 1010546 64
14 [104200 INWVENTORY - WORK-IN-PROCESS | 1 1035227.71 18621.15 1030227.71| 20007.78  1053848.86 105523549
15 | 104400 INWVEMTORY - FINISHED GOODS 1| 85634562 24401.4) 85834562 25347 682747 .02 860850.32
16 | 105000 PREPAID EXPEMSES 1 u} u} u} u} £71329.82 EB03405.03
17 [106000 MARKETAELE SECURITIES 1| BB1455.26 987456 56145526 4195377
18 3530381.79  3558022.4
19 Total Current Assets
20
21
22 o
23
24

= Z

14 Eq b [bi]'Sheet1 {Sheetz [ Sheets / (KX} E L[J_I
Ready [ T

The spreadsheet is refreshed and the data is added, but the last account line does not have the
calculated period 1 balances. The Current Year and Budget totals did not move down with the added
data and do not reflect the correct amount.

Thetotalsfields are not part of our original query so the refresh data option cannot affect those fields.
We need to modify the query properties to update the totals correctly.

Click Undo to remove the account added through the refresh data function.

General Ledger Balance Sheet

Ed Microsoft Excel - Book 1 HE
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U= B s %, W% - A -

A7 | =| 100000
A | B [cT D [ E F [ & ] H [ 1 =
1 |Acct No Description Current Year Budget™ |
2

[ 3] Assets

L4
5 Current Assets
B
7 _[1o0ooc I ASH I PARLE 1ot NATIONAL 1 4514.5 351.12 4514.5 115.5 4865 .62 4630
5 100100 & Cut PNATIONAL 1 u} u} u} u} a a
2 100500 Copy 1 100 15 100 -45 115 55
10 | 101000 B2, paste lABLE 1 121556 40769 121585.5) 10111.75 16234.4 22267 .25
11102000 pie special AD DEBT -1 2431 81.58 2431 20223 324 58 445 33
12 104000 ——————— ATERIALS 1] 99833514 117561 998335.14 122115 99951075 1010546.64
13 104200  Insert... CIN-PROCESS | 1) 103522771 18621.15 103522771 20007.76  1053848.86 105523549
14 | 104400 Delete... ED GOODS 1| 85834562 24401.4) B58345.62 20047 882747 .02 860850.32
15 | 105000 Clear Contents & 1 a [u} [u} a a a
16 10000 ——— LRITIES 1| SB1455.268 S874.56 SE61455.26 4195377 £71329.82 EB03405.03
17 {3 Insert Comment
18 = 3528326.79  3556576.4

e Farmat Cels...

|20 = Edit Query...

=

=== Bl Parameters. .

23

= % Refresh Data

=

El B

[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN E LIJ_I
Ready e ] B ma— v~

To update the query properties, select an OSAS imported field, right mouse click and choose Data
Range Properties or select the Datamenu followed by Get External Data and then choose Data Range
Properties.
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External Data Range Properties Box
External Data Range Properties E

Mame:  |Query from OSAS 612 DATA

Query definition

W Save guery definition

v Save password
Refresh contral

¥ Enable background refresh

[~ Refresh every IEU E‘ rhinutes

™ Refresh data on file open

I Remove external data from worksheet befare saving

Data Formatting and layout
[ Include figld names ¥ Preserve column sortyfilker/layout

[ Include row numbers ¥ Preserve cell Formatting
[~ adjust column width

If the number of rows in the daka range changes upon refresh:
% Insert cells For new data, delste unused cells

" Insert entire rows For new data, clear unused cells
™ Cverwrite existing cells with new data, clear unused cells

Iv Eill down Formulas in columns adjacent ta data

Cancel |

To have Excel and Query update the calcul ated totals correctly, check the Fill down formulasin
columns adjacent to data. Also uncheck the Adjust column width field and click OK.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ =]
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U= B s %, W% a-A-

A7 =] =
A | B [cT D [ E F [ & ] H [ 1 =
1 |Acct No Description Current Year Budget™ |
2

[ 3] Assets

L4
5 Current Assets
B
7 _[1o0oo0 ICASH IN BANK - 15t NATIONAL o 4514.5 351.12 4514.5 115.5 4865 .62 4630
8 100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u} a a
2 100500 PETTY CASH 1 100 15 100 -45 115 55
10 101000 ACCOUNTS RECEMNABLE 1 12155 6 40769 121855 10111.75 16234 4 22267 25
11 (101011 Does the Refresh work? 1 1500 555 1000 444 2055 1444
12 |102000 ALLOWWANCE FOR BAD DEBT -1 243.1 51.58 2431 202.23 -324 68 -445 33
13 104000 INWVENTORY - RAW MATERIALS 1 998335.14 117561 99333514 12211.5 999510.75 1010546 64
14 [104200 INWENTORY - WORK-IN-PROCESES | 1 1035227.71 18621.15 1030227.71| 20007.78 1053848.86 105523549
15 | 104400 INWVEMTORY - FINISHED GOODS 1| 85634562 24401.4) 85834562 25347 682747 .02 860850.32
16 | 105000 PREPAID EXPEMSES 1 u} a a
17 [106000 MARKETAELE SECURITIES 1| BB1455.26 987456 56145526 4195377 57132962 G0O3409.03
18
19 Total Current Assets 3530381.79 3558022.4
20
21
22
23
24

= Z

[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN LIJ_I
Ready e ] B ma— v~

Refresh the data.

All rows should now have the correct calculated total and Totals Current Assets should now update
and shift correctly.

Undo the refresh data to get the spreadsheet back to the original accounts.
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Next, change the format of columnsH and I.

General Ledger Balance Sheet

1

x|

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial -1 -|m 7 U % 5 8 4% | a-A-
H1 = =| Current ¥ear
[cT o T E [T F ]
Description Current Year
Assets

Current Assets

CASH IN BAMNK - 15t NATIONAL 4514.5 351.12 4514.5 115.5
CASH M BANK - 2nd MATIOMNAL o o o [u]
PETTY CASH 100 15 100 -45
ACCOUNTS RECENVABLE 121555 4078.9 121855 10111.75

ALLOWWANCE FOR BAD DEBT -
INVENTORY - RAWY MATERIALS
INWENTORY - WORK-IN-PROCESS
INWVENTORY - FINISHED GOODS
PRERPAID EXPENSES

MARKETABLE SECURITIES

2431 81.58 2431 202.23
9958335.14 117561 998335.14) 122115
10358227 71 18621.15 1035227 71 2000778
85834562 24401.4) 895834562 25347

a
S5B61455.26 9874.56) S61455.26 41953.77

Total Current Assets

el i e

n
=]

o ra [

UMY [N

e

=]

(2l
4[4 [» [p]Sheet1 ( Sheetz { Sheets 7
Ready | Bum=iaieosiozs [ [ ®WoW[ [ [

Highlight columnsH and |

General Ledger Balance Sheet
£ Microsoft Exc
(= Ele Edt view mnsert [Farmat Tools Data &nalyst window Help

Dzas cEDNNEET - (2 = ~ 8 2| 8o - @)
* & - A

Book 1.xls

arial - ic  Bew % s © -|

L Column »
Lall — Sheet >
B — = F [

| 1 |Description AutoFormat. .. Current Year Budget]
[z Congtional Fermatting. .. e
% Assets Style. . B
N B
|8 |Current Assets B
|6 | B
[[7 |CASH IN BAMK - 15t MATIONAL 1 451456 35112 4514 & 5| 4as5B2 4630
[8 |CASH IN BAMK - 2nd MATIONAL 1 [a] o off a0
[[9 |PETTY CASH 1 100 15 100 Aas0 11s &5
[10]ACCOUNTS RECENVABLE 1 121565 40789 121555 10111.75) 162344 22267 25|
(11 |ALLOWANCE FOR BAD DEET -1 2431 51.58 2431 20223 32488 44533
[2|INVENTORY - RAW MATERIALS 1 99833614 117661 99533514 12211.5| 998961075 1010545 64|
[13 INWENTORY - WORK-IN-PROCESS | 1 103522771 18621.15| 1035227.71 20007.78| 105384886 105523545
[[14 |INWENTORY - FIMISHED GOODS 1 BEB34562 244014 858934562 25347 88274702 SEDEE0.32
[15 |PREFPAID EXPENSES 1 o] 1] 1] off a0
[[16 |MARKETAELE SECURITIES 1 5B1455.26 9587456 £SB1455.26 4195377 57132082 E03409.03)
[z | B
|18 [ Total Current Assets | 3528326.79  3556578.4)
9] B
(20| B
[z1] B
[22] B
[23] B
[24] [
[ 25 |

\:':4 » pl['Sheetl { Sheetz { Sheet3

Ready | Bum=i4ieseiozs [ [ WOWM[ [ [

Right mouse click and select Format Cells or select Format from the menu and choose Cells.
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Format Cells
Format Cells EH

Murnber |.ﬁ.lignment | Fomt | Border | Patterns | F‘ru:uteu:tiu:unl

Cateqory: —Sample

zeneral ;I Current Year

Mumber

CLrrency Decirmal places: |2 5‘
Accounting

Date Symbaol:

Time § j
Percgntage Megative numbers:

Fractian

scientific -$1,234.10 A
Text $1,234.10

Special 1,234.10
Custom = M

Currency Formats are used For general monetary walues, Use Accounting
formats to align decimal points in a column,

Ik i I Zancel

The Format Cells box is displayed. Click the Number tab and choose Currency. Accept the default
number of decimal places and select how you want negative numbers to display. Click OK to save.

Next, add the accounts for the Long Term Assets section to the sheet.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ =]
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
Nwdse Sk (iR o-o- @ =+ 2% @dw: -5
e slv cBz U|===F|® % . W|ee >-a-

B20 =] % =] Long Term Assets
A | B e D [ E F [ & ] H [ =
1 |Acct No Description Current Year Bud |
2

3] Assets

L4
5 Current Assets
B
7100000 CASH IM BANK - 15t NATIONAL 1 4514.5 351.12 4514.5 1156 §4 865 62 4 B3C
8 100100 CASH IM BANK - 2nd NATIONAL 1 u} u} u} u} $0.00 $C
2 100500 PETTY CASH 1 100 15 100 -45 $115.00 52
10 101000 ACCOUNTS RECEMNABLE 1 12155 6 40769 121855 10111.75 $16,234. 40 $22 267
11 [102000 ALLOWANCE FOR BAD DEBT -1 2431 581.58 2431 202.23 ($324.68) (Fa4E
12 |104000 INVEMTORY - RAWY MATERIALS 1] 99833514 117561 99533514 122115 $999510.75 §1,.01054E
13 104200 INWVENTORY - WORK-IN-PROCESS | 1 1035227 .71 18621.15 1035227 .71 20007 78 §1,053 245 86 %1055 23%
14 |104400 INWVEMTORY - FINISHED GOODS 1| 85834562 24401.4) B58345.62 20047 §882 747 .02 $860,880
15 | 105000 PREPAID EXPEMZES 1 [u} $0.00 §C
16 | 108000 MARKETAELE SECURITIES 1| SE1455.26 957456 SE61455.26 4195377 $571,329.82 $603 .40
17
18 Total Current Assets $3,528,326.79 | $3,556,578
19
20 |Long Term Assets 1
21
22
23 =
24
25

[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN LlJ_I
Entter ) | I ] e | e

Two rows below the Total Current Assets add a heading of Long Term Assetsin column B (cell B20
in this example). Format the cell.
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A4 Microsoft Excel - Book 1 [_ =]
E] File Edit Yiew Insert Format Tools |pata Analyst Window Help =1= =]
E==EIEEY A |4y B oo - )
arial -0 = ‘ B 7 Elter v - A - _|

orm...
A22 1=l = walidation. ..
A | E — = [ D E [ F [ G [ I~
1 |Acct No Description Text to Columns... Current Year Bud |
2 Group and Outline  k
3 Assets —

L4
g Current Assets [ ——

7 100000 CASH IN BANK - 15t M5 Access Form... DabaiRange Propertiss [14.5 1155 §4 565 62 $4 530
8 100100 CASH IM BANK - 2nd ¥ ¥ u} u} $0.00 $C
2 100500 PETTY CASH 1 100 15 100 -45 $115.00 52

10 101000 ACCOUNTS RECENABLE 1 121556 40769 121585.5) 10111.75 $16,234.40 $22 267
11 [102000 ALLOWANCE FOR BAD DEBT 1 2431 581.58 2431 202.23 ($324.68) (Fa4E
12 |104000 INVEMTORY - RAWY MATERIALS 1] 99833514 117561 99533514 122115 $999510.75 §1,.01054E
13 | 104200 INVEMTORY - WORK-IN-PROCESS | 1| 1035227.71 18621.15 103522771 20007.78 §1,053 848,86  §1,055.23¢
14 |104400 INWVEMTORY - FINISHED GOODS 1| 85834562 24401.4) B58345.62 20047 §882 747 .02 $860,880
15 | 105000 PREPAID EXPEMZES 1 a [u} [u} u] $0.00 §C
16 | 108000 MARKETAELE SECURITIES 1| SE1455.26 957456 SE61455.26 4195377 $571,329.82 $603 .40
17
18 Total Current Assets $3,528,326.79 | 3,556,578
19
20 Long Term Assets
21
22 1
23

=

[25 |

[« 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN L

Ready

|
] | I ] e )

Two rows below the Long Term Assets heading, click in Column A (Cell A22 in this example). Then

select Data from the menu followed by Get External Data and New Database Query.

Choose Data Source

Choose Data Source

Databazes | Queriesl OLAP Eubesl

<Mew Data Sources
Encel Files®

MO15*

M5 Access 97 Database®
M5 Access Databaze”
0545 B12 ACCESS DATA SOURCE*
[ 20ATA

Text Files®

)

W Usze the Quen *Wizard to createfedit queries

ok,
Cancel
Browse...
Options. ..

Delete

R

The Choose Data Source box is displayed.

Select the same data source used in the first query.

Select the OSAS 612 DATA source created earlier

Check the box for Use the Query Wizard to create/edit queries.
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Query Wizard — Choose Columns

Query Wizard - Choose Columns

What columnz of data do pou want to include in pour queny’?

Available tablez and columns: Caluming in your queny:
] =] > | [SLACCOUNT NUM
COMPANY ID DESCRIFTION
= < | DB_MEMO_CR_SWITC
CLEAR_TO_aACCOUNT = ACTUAL BEGIF BAL
CLEARING_STEP | ACTUAL_BAL_PD_1
COMSOLIDATE_TO BUDGET_BEGIM_BAL
COMSOLIDATE_STER BUDGET_BAL_PD_1

ACTIIAL RAl PD

> [

Preview of data in zelected column:

KH

@ Fresiew Hiow

Options... < Back I et > t!

Cancel

The Query Wizard — Choose Columns box is displayed.

Select the same fields used in the first query.

For this spreadsheet, select the GLM A table in the Available tables and columns field. Choose the
GL_ACCOUNT_NUM, DESCRIPTION, DB_ MEMO_CR_SWITC, ACTUAL_BEGIN_BAL,
ACTUAL_BAL_PD 1, BUDGET_BEGIN_BAL, and BUDGET_BAL_PD_1 columns.

Click the Next button.

Query Wizard — Filter Data
Query Wizard - Filter Data

Filter the data to specify which rows to include in your queny.
If wou don't want ta filker the data, click Mest.

Column to filker: Only include rows where:
GL ACCOUNT MM - GL_ACCOUNT_NUM
DESCRIFTION iz greater than or equal to = | 150000 -
DB_MEMO_CR_SWITC I 2 i J I J
ACTUAL_BEGIN_BaAL & and O O
ACTUAL BAL PD_1
BUDGET_BEGIN Bl Iis less than or equal bo ﬂ |159993 j
BUDGET_BaAL_PD_1 & and O O

C hnd T
@ Cancel |

¢ Back I Mext > rhl
k]

The Query Wizard — Filter Data box is displayed.

Select the GL Account field again, but this time for the is greater than or equal to account enter
150000 and for the isless than or equal to enter 159999

Click the Next button
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Query Wizard — Sort Order
Query Wizard - Sort Order E2

Specify how you want pour data sorted.
|f wou don't want ta sort the data, click Mext.

Sart by
[
) Descending
Then by
I ﬂ ) fizcending
) Descending
Themn by
I ﬂ = hecending
) Dezcending |

@ < Back I MNest » I Cancel |

The Query Wizard — Sort Order box is displayed.

Do not sort this spreadsheet.
Click the Next button.

Query Wizard — Finish
Query Wizard - Finish E

— What wiould you like to do next?

" Feturn Data to Microsoft Excet Save Query... |

" Wiew data or edit query in Microsaft Query

" Create an OLAP Cube from this quesny

@ < Back I Finizh I Cancel

The Query Wizard — Finish box is displayed.

Select where you want to put the data.

Select Return Data to Microsoft Excel and click the Finish button.
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External Data Range Properties

External Data Range Properties

Mame:  |Query from OSAS 612 DATA_2

Query definition

W Save guery definition
v Save password

Refresh contral
W Enable background refresh
[™ Refrash every IEU E‘ rminukes
[ Refresh data on file open
I Remove external data from worksheet befare saving

Data Formatting and layout
[ Include figld names ¥ Preserve column sortyfilker/layout
[ Include row numbers ¥ Preserve cell Formatting
[~ adjust column width

If the number of rows in the daka range changes upon refresh:
% Insert cells For new data, delste unused cells

" Insert entire rows For new data, clear unused cells
™ Cverwrite existing cells with new data, clear unused cells

v Eill down Formulas in columns adjacent to data’

Ok t ! Cancel

The Returning External Datato Microsoft Excel box is displayed.

Select where to place the datain Excel.

Click the Properties button. Uncheck the Include field names and Adjust column with fields, and
check the Fill down formulas in columns adjacent to data.

Click OK and place the datain the select cell in Excel.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ =]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY [ $Eado- - @ = & 28 5 Mmdoe -5

Arial

A2 ;I =
A E [c] D [E F [ & | H [

5 Current Assets

=]

7100000 CASH IM BANK - 1t NATIONAL 1 45145 351.12 4514.5 115.5 $4.885 62

& 100100 CASH IM BANK - 2nd NATIONAL 1 a [u} [u} a $0.00

9 |100s00 PETTY CASH 1 100 15 100 -45 $115.00

10 (101000 ACCOUNMTS RECEMNABLE 1 121855 4078.9 121555 10111.75 $16,234.40

11 |102000 ALLOWWANCE FOR BAD DEBT -1 2431 51.58 2431 20223 (5324 68) (h44E
12 [104000 INVENTORY - RAWY MATERIALS 1] 998335.14 117561 998335.14 12211.5 $999510.75  $1 010 54€
13 [104200 INWEMTORY - WORK-IN-PROCESS | 1 1035227 .71 18621.15 1035227 .71 20007.78 §1,053 584866 | 51 05523%
14 104400 INVEMNTORY - FINISHED GOODS 1 B58345.62 24407 .4 855834562 25347 $882 747 02 $E60 550
15 [10s000 PREPAID EXPEMSES 1 u} $0.00 $C
16 | 106000 MARKETAELE SECURITIES 1| BE1455.26 987456 6BGR1455.26 4195377 $571329.62 603,405
17

18 Total Current Assets $3,528,326.79  $3,556,574
19

20 Long Term Assets

21

22 151000 ILanD 1 450000 o 450000 57250 <h

23 152000 MACHINERY & EQUIPMENT 1] 1387674.92 40000 1387674.92) 1599578

24 152500 ACCUM DEPR-MACHINERY & EQUIF -1 530121.1| 11897.29 530121.1) 12030.58

25 | 153000 OFFICE MACHINES 1 493241 67 0 493241 67 a

26 153500 ACCUM DEPR-OFFICE MACHINES | -1 259661.27  4110.35 259661.27 4133.35

27 154000 AUTOMOBILES 1 548965.32 [u} 54996.32 a

28 154500 ACCUM DEPR-AUTOMOBILES 1 32749.31) 2361.01 32748.31) 2361.01

29 —
14 4[> [P\ Sheet1 ¢ Sheetz A Sheets / (RN E 31
Ready e ] B ma— v~

The Long Term Asset accounts are displayed on the spreadsheet.
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Next create the Actual and Budget Period 1 totals

You can enter the formulafor columns H and | the same as the Current Assets or you can copy the
formulafrom the Current Assets area to save some time and steps.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
B File [ Edit View Insert Farmat Tools Data Analyst Window Help == %]
O & =2 cantlnds  corlde |g@"n-rxv‘ng,glgug.@mn% -@_‘

== EEE ] -a-A-

H: m MID7 E7)°C7
B pact= Cerlsty B T D [ E ] F = H |

Arial & cu Chrl+x% £ 0

5| Paste Speciall..
= -
7 [1og A * |- 1=t NATIONAL 1 45145 351.12 4514.5 115.5 §a 55562 |
[B 100 clear F |- 2nd NATIONAL 1 o i i ] $0.00
[ 8 [100  Celste... 1 100 15 100 -45 §715.00 52
[ 10101 Delste Sheet EMNABLE 1 121555 4078.3 121555 10111.75  $16,234.40 §22 267
[11]102 .~ [ORBADDEEBT -1 243.1 81.58 2431 20223 ($324 68) (54E
[ 12 104 @4 End. . CubtF Ly MATERIALS 1) 998335.14) 117581 995335.14) 122115 $999,510.75 | §1,010,54E
[130104 — =7 VORKIN-PROCESS | 1) 1035227.71  18621.15) 1035227.71 20007 78 $1,053,848.85 | 51055232
[ 14 104 = NISHED GOODS 1) B5834562 2440714 ©5834562 25347 $882,747.02 | 860,880
[(18fwoe___ ¥ | 1 0 $0.00 $C
[ 16 106000 MARKETABLE SECURITIES 1| 56145526 967456 656145526 4196377  $571,329.82 | $503.408
17
[18] Total Current Assets $3,528,326.79 | 3,556,578
18
E Long Term Assets
21
[ 22 151000 LanD 1 450000 ] 450000 57250
| 23 152000 MACHINERY & EQUIPMENT 1) 1387674.92 40000 1357674.92 1599578
[ 24 152500 ACCUM DEPR-MACHINERY & EQUIF -1, 530121.1| 11897.28  530121.1 12030.59
[ 25 153000 OFFICE MACHINES 1) 493241 67 0 49324167 ]
| 25 153500 ACCUM DEPR-OFFICE MACHINES | -1 289661.27 | 4110.35 258661.27  4133.35
| 27 154000 AUTOMOBILES 1) B54996.32 0 B84995.32 o
| 28 154500 ACCUM DEPR-AUTOMOEILES S 3274831 2361.01 3274931 2381.01
29 =
4 ﬂ( » pl['Sheetl { Sheetz { Sheets I‘I LIJ_
Ready I mom T

Click any of the Current Year total fields in the Current Assets area. Right click and select Copy or
select the Edit menu and choose Copy.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
B File [ Edit View Insert Farmat Tools Data Analyst Window Help == x|

O & =2 cantlnds  corlde B2 @<t o - - @ = & 8 El M P oo -@_‘
aral % cue Chrl+ ‘ B % 5, W% | D - A - .|
- H2 B2 copy Chrl+c
B2 past= Cerl+v B T D [ E [ F [ G [
5
L& —
7 100 Al | st NATIONAL 1 45145 35112 4514.5 15.51
& 100 Clear bl 2nd NATIONAL 1 a [u} [u} a
9 100 Delete... 1 100 15 100 -45 $115.00 $aE
10 101 Delete Sheet EMNABLE 1 121855 4078.9 121555 10111.75 $16,234.40 $22 267
1102~ DRBADDEBT -1 2431 51.58 2431 202.23 (5324 68) (fd4E
12 104 @4 EBnd... ChrHE (A MATERIALE 1] 998335.14 117561 998335.14 12211.5 $999510.75  $1 010 54€
13 [104 s ORK-IN-PROCESS | 1 1035227 71| 18621.15 1035227.71| 20007 .75 §1 053,545 .86 1,055,235
14 104 s NISHED GOODS 1 B58345.62 24407 .4 855834562 25347 $882 747 02 $E60 550
gos ¥ 00 | 1 u} $0.00 $C
16 | 106000 MARKETAELE SECURITIES 1| BE1455.26 987456 6BGR1455.26 4195377 $571329.62 603,405
17
18 Total Current Assets $3,528,326.79  $3,556,574
19
20 Long Term Assets
21
22 |151000 LAND 1 450000 o 450000 5725D| -I
23 152000 MACHINERY & EQUIPMENT 1] 1387674.92 40000 1387674.92) 1599578
24 152500 ACCUM DEPR-MACHINERY & EQUIF -1 530121.1| 11897.29 530121.1) 12030.58
25 | 153000 OFFICE MACHINES 1 493241 67 0 493241 67 a
26 153500 ACCUM DEPR-OFFICE MACHINES | -1 259661.27  4110.35 259661.27 4133.35
27 154000 AUTOMOBILES 1 548965.32 [u} 54996.32 a
28 154500 ACCUM DEPR-AUTOMOBILES -1 32749.31) 2361.01 32748.31) 2361.01
29 —
14 4[> [P\ Sheet1 ¢ Sheetz A Sheets 7 (RN 31
Select destination and press ENTER or choose Paste | MM

Click in thefirst row in column H for the Long Term Assets section. Right click and select Paste
Special or select the Edit menu and choose Paste Special.
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Paste Special

Paste Special

Paste

™ Yalues
™ Formats

(. Comments

™ Yalidation

" all except borders
= Column widths

Operation
0 Mone
" add
™ Subtract

= Mulkiply
" Divide

[~ Skip blanks

r Transpose.

Zancel

Paste Link, | (a]4

The Paste Specia box is displayed.

Under Paste sdlect Formulas and click OK.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DRSSy smad o &=~ 8l 0Wa o -0
arial vIU-‘BIQ % &-g-,|

H22 =] =[ =SUM{D22: E22j"C22
A | E [T D [ E [ F [ G [

5 Current Assets

=]

7100000 CASH IM BANK - 1t NATIONAL 1 45145 351.12 4514.5 115.5{::

& 100100 CASH IM BANK - 2nd NATIONAL 1 a [u} [u} a

9 |100s00 PETTY CASH 1 100 15 100 -45 $115.00 $aE
10 (101000 ACCOUNMTS RECEMNABLE 1 121855 4078.9 121555 10111.75 $16,234.40 $22 267
11 |102000 ALLOWWANCE FOR BAD DEBT -1 2431 51.58 2431 202.23 (5324 68) (fd4E
12 [104000 INVENTORY - RAWY MATERIALS 1] 998335.14 117561 998335.14 12211.5 $999510.75  $1 010 54€
13 [104200 INWEMTORY - WORK-IN-PROCESS | 1 1035227 .71 18621.15 1035227 .71 20007.78 §1,053 584866 | 51 05523%
14 104400 INVEMNTORY - FINISHED GOODS 1 B58345.62 24407 .4 855834562 25347 $882 747 02 $E60 550
15 [10s000 PREPAID EXPEMSES 1 u} u} u} u} $0.00 $C
16 | 106000 MARKETAELE SECURITIES 1| BE1455.26 987456 6BGR1455.26 4195377 $571329.62 603,405
17

18 Total Current Assets $3,528,326.79  $3,556,574
19

20 Long Term Assets

21

22 |151000 LAND 1 450000 ] 450000 5725D| 450,000 .00 -I

23 152000 MACHINERY & EQUIPMENT 1] 1387674.92 AQROD | 1387674.92) 1599578

24 152500 ACCUM DEPR-MACHINERY & EQUIF -1 530121.1) 118 =] 530121.1) 12030.58

25 | 153000 OFFICE MACHINES 493241 B7 0 493241 67 a

26 153500 ACCUM DEPR-OFFICE MACHINES | -1 259661.27  4110.35 259661.27 4133.35

27 154000 AUTOMOBILES 1 548965.32 [u} 54996.32 a

28 154500 ACCUM DEPR-AUTOMOBILES -1 32749.31) 2361.01 32748.31) 2361.01

29 —
14 4[> [P\ Sheet1 ¢ Sheetz A Sheets 7 (RN 31

| NI [

Select destination and press ENTER or choose Paste

The calculated total is displayed
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£ Microsoft Exc Book 1

E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5

ariel 5% % 5 %848 oA

H29
A B [cT D [ E F [ G | H |

5 Current Assets

=]

7100000 CASH IM BANK - 1t NATIONAL 1 45145 351.12 4514.5 115.5 $4.885 62

& 100100 CASH IM BANK - 2nd NATIONAL 1 a [u} [u} a $0.00

9 |100s00 PETTY CASH 1 100 15 100 -45 $115.00 $aE
10 (101000 ACCOUNMTS RECEMNABLE 1 121855 4078.9 121555 10111.75 $16,234.40 $22 267
11 |102000 ALLOWWANCE FOR BAD DEBT -1 2431 51.58 2431 202.23 (5324 68) (fd4E
12 [104000 INVENTORY - RAWY MATERIALS 1] 998335.14 117561 998335.14 12211.5 $999510.75  $1 010 54€
13 [104200 INWEMTORY - WORK-IN-PROCESS | 1 1035227 .71 18621.15 1035227 .71 20007.78 §1,053 584866 | 51 05523%
14 104400 INVEMNTORY - FINISHED GOODS 1 B58345.62 24407 .4 855834562 25347 $882 747 02 $E60 550
15 [10s000 PREPAID EXPEMSES 1 u} u} u} u} $0.00 $C
16 | 106000 MARKETAELE SECURITIES 1| BE1455.26 987456 6BGR1455.26 4195377 $571329.62 603,405
17

18 Total Current Assets $3,528,326.79  $3,556,574
19

20 Long Term Assets

21

22 |151000 LAND 1 450000 ] 450000 57250 450 ,000.00

23 152000 MACHINERY & EQUIPMENT 1] 1387674.92 40000 1387674.92) 1899578 §1 427 £74.92

24 152500 ACCUM DEPR-MACHINERY & EQUIF -1 530121.1| 11897.29 530121.1) 12030.68  (F542 015 39)

25 | 153000 OFFICE MACHINES 1 493241 67 0 493241 67 a $493 241 67

26 153500 ACCUM DEPR-OFFICE MACHINES | -1 259661.27 | 4110.35 259661.27| 413335 ($263,771.62)

27 154000 AUTOMOBILES 1 548965.32 [u} 54996.32 u] 54 99632

8 154500 ACCUM DEPR-AUTOMOBILES -1 32749.31) 2361.01 32748.31) 2361.01 35,110 32

29 1 -
14 4[> [pil\Sheet1 { Sheetz £ Shests 7 (RN Dy 31
Ready i ] pa B~ v~

Fill the remaining cellsfor column H i

General Ledger Balance Sheet

n the Long Term Assets section.

£ Microsoft Exc Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

NEEHS SRy | EBr g v o

@ > &gl 5B - 3

Al -0 H % % ., %8| oA
129 Jia|
B [ieT D [ E ] F [ 6 ] H [ 1 [J

5 | Current Assets

=]

7 CASH IM BAMK - 15t NATIOMAL 1 4514.5 351.12 45145 115.5 $4 865.62 $4 B30.00

B [CASH IN BAMK - 2nd NATIOMNAL 1 a a a [u} $0.00 $0.00

9 |[PETTY CASH 1 100 15 100 -45 $115.00 $55.00

10 |ACCOUNTS RECENVABLE 1 12155.5 4078.9 121555 10111.75 $16 234.40 $22 26725

11 |ALLOVWANCE FOR BAD DEBT -1 2431 G1.58 2431 202.23 ($324.68) (F445.33)

12 |INWENTORY - RAWY MATERIALS 1 99833514 117561 998335.14 122115 $999.510.75  $1,010 546,64

13 |INWVENTORY - WORK-IN-PROCESS | 1 1035227 71 18621.15 1035227 71| 20007.758 %1053 84586 1,055 23549

14 |INWENTORY - FIMISHED GOODS 1 85834562 24401 4| 855834562 25347 $EE2 747 .02 $860 660.32

15 |PREPAID EXPEMSES 1 u} $0.00 $0.00

16 |MARKETABLE SECURITIES 1 66145526 987456 56146526 4195377 $571329.62 $603,409.03

17

18 | Total Current Assets $3,528,326.79  $3,556,578.40

19

20 |[Long Term Assets

21

22 |LAMD 1 450000 o 450000 57250 $450,000.00 507 25000

23 MACHINERY & EQUIPMENT 1 138767492 40000 1387674.92) 18995.78 $1 427 B74.92 | §1,403 B70.70

24 | ACCUM DEPR-MACHIMERY & EQUIF -1 530121.1 11857.29 530121.1) 12030.58| ($542,015.39) ($642 151.69)

25 |OFFICE MACHINES 1 49324167 0 493241 67 o $493 241 67 $493 241 657

26 | ACCUM DEPR-OFFICE MACHINES | -1 259861.27 411035 289661.27 4133.35 (5263 771.62) ($263 794.62)

27 | AUTOMOEBILES 1 5499632 a 84986.32 u] §54 996.32 54 ,996.32

ACCUM DEPR-AUTOMOBILES -1 32749.31 23611 32749.31) 2361.01 ($35.110.32) $35.110.32
& =

[E] ﬂq » [»[\Sheet1  Sheetz f Sheets / 4 IR
Ready e ] pa ma— v~

Repeat the process for Column 1.
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E3 Microsoft Excel - Book 1 HE

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial - -|B 7 U= T - A -

D30 =1 =

| B [e_Db [ E [ F [ & ] H [ [

9 100500 PETTY CASH 1 100 15 100 -45 $115.00 $5:
10 | 101000 ACCOUNTS RECENVABLE 1 121555 4076.9 121555 1011175 $16,234.40 §22 26
11 102000 ALLOWANCE FOR BAD DEET -1 243.1 81.58 2431 202.23 ($324 B8] 544:
12 104000 INVENTORY - RAWY MATERIALS 1 99833514 1176561 89833614 122116 $889 51075  §1,01054
13 | 104200 INVENTORY - WORK-IN-PROCESS | 1| 10356227 71| 1862115 1035227 71| 20007 76 $1,053848 66 | §1 055 23;
14 104400 INVENTORY - FINISHED GOODS 1) 85834562 24401.4 585834562 2534.7  $882,747.02 $860 550
16 106000 PREFPAID EXFEMSES 1 u] u] 1] $0.00 $C
16 | 108000 MARKETAELE SECURITIES 1 SB1455.26 9574.56 56145526 4195377 $571,329.82 $603 .40
17
18 Total Current Assets $3,528,326.79 | $3,556,578
19
20 Long Term Assets

151000 LAND

152000 MACHINERY & EQUIPMENT
152500 ACCUM DEPR-MACHINERY & EQUIF -
153000 OFFICE MACHINES

153500 ACCUM DEFPR-OFFICE MACHINES
154000 AUTOMOEILES

154500 ACCUM DEFR-AUTOMOEILES

450000 o 450000 57250 $450,000.00 $507 250
1387674.92 40000 1367674 92| 16895 76 §1.427 674 92 | §1 403 B7C
530121.1 11897.29 530121.1) 12030.58  ($542018.359) ($542,151
493241 .67 0| 493241 67 0 5493241 67 $493 241
259661.27 411035 259661.27 | 4133.35 (5263771 62 ($2635 794
5499532 o 84998.32 o] $84 996,32 $54 ,99¢
32749.31 2361.01 3274831 2361.01 (535,110 .32) ($35,11C

Total Long Term Assets I _l $1.615,012.58 $1,648,102

00| L | R R | [ R [ M R
00K =|S | 0| d| |6 |th & ||k =

14 A{ » [»[\Sheeti  Sheetz f Sheets / I« LlJ*
Ready | —r  _r r mmMl

In column B create a Total Long Term Assets label and use the AutoSum function in Columns H and
| to create the Long Term Assets subtotals.

Next, add the accounts for Other Assets.

Two rows below Total Long Term Assets enter a head of Other Assetsin column B (cell B32 in this
example) and format the cell any way you want.

To get the Other Asset accounts and total's, you can select the cell to start in, choose Get External
Data and go through the Query Wizard as with the other queries or use the Copy/Paste functions and
edit the query to get the same results.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ =]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial - -|B 7 U= T - A -
A2 | =| 151000
A | & o [ [T D [ E T E | | H [ =
14 [104400 I mlos 1 ©5834562 244014 65034562 25347 $082747.02 | $8650,8
15 | 105000 PRIE prete 1 ] ] $0.00 §
16 | 108000 Ma 1) SE1455.26 9574.55 56145526 4195377 $571329.82 | $603.40
i aste Special..
18 | Tol  msert... $3.528,326.79 | $3,556,57;
[19] Delete...
20 Lol

Clear Contents

151000 154 3 Insert Comment

21

22 7 450000 0 450000 67250  $45000000  $507 25
23 152000 e — 1 136767492 40000 1367674.92 1599578 $1.427 57492 1,403 570
24 152500 AC B Format Cells. . EQUIF-1 5301211 11897.23  530121.1 12030.59 ($542018.39) ($542,151
25 153000 OF 53, ;e 1 493241 67 0 49324167 0 $49324167  $493 241
76 |153500 AC P Bt Query... INES -1 25988127 4110.35 259661.27 4133.35 ($26377162) (263,794
27 154000 AU B PataRangs Properties 1 8499632 0  £4396.32 0 $84996.32 84 99€
28 154500 AC ;?1 Parameterst, E 1 3274931 236101 3274931 236101 ($35.11032)  (§35.110
29 Refresh Data

30 Total Long Term Assets $1,615,012.58 _$1,648,102
Ell

32 Other Assets

33

34

35

36

37

[ 38 Ll
4 U‘ » M|\ Sheetl { Sheetz [ Sheets J I‘I LIJ_
Ready | Eum=13155258.64 | o el e

Click thefirst account in column A in the Long Term Assets section, hold the shift down and select
the total for Budget Long Term Assetsin column I.

Right click and select Copy or select Copy from the Edit menu.
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General Ledger Balance Sheet

£ Microsoft Excel - Book 1
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY (Bl T oo @ = & 285 Mmdoe -5

frial -1 - B 7 U T a-A-
A3 =] =]
A ! = 1 [T E [ F [ H
[ 14 104400 2 U GOODS 1 958345562 244014 65834562 25347  $882,747.02
| 15 |105000 52 Cepr 1 ] ] ] ] $0.00
[ 18 | 105000 63| ES 1) S61455.26 O574.55 SE145526 41953.77  $571,.329.82
|17 Paste Speci
18 e $3,528,326.79
EER Insert Copied Cells. ..
|20 | Delete...
[21] Clear Contents
zpsiood, - | AT 450000 0450000 572500 45000000 | $507 25
| 23 1152000 L3 Insert Comment EnT 1| 1367674.92 40000 1387674.92 1599578 §1,427 67492 | §1,403 B7C
[ 24 1152500 s et e, RY & EQUIF-1  530121.1) 11897.23  530121.1| 1203058 ($542018.33) ($542,151
|25 153000 O S 1) 493241 67 0 49324167 0 $493241.67  $493 241
26 }153500 = IACHINES | -1 250861.27| 411035 259B61.27| 413335 ($263,77162) ($263,794
| 27 }154000 B tiyperink... 1) 8499632 0 8489632 [u} $54 996,32 $84 S9E
[ 28 M54500  Coate Dril Down Sheat BILES -1 3274831 2361.01 3274831 2361.01  ($35,110.32)  ($35,11C
29 S —
ET HMadify, Column Definition. .
|31 Modify Row Definitian, ..
[32] Insert Column...
3 Insert Row Group...
34
35
|36
57
[ 38 =
4 u‘ » M|\ Sheetl { Sheetz £ Sheetd / I‘I E LIJ_
Select destination and press ENTER or choose Paste | |l L R

Select the cell where you want to start the Other Assets section, right click and select Paste or select
Paste from the Edit menu.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (Bl T oo @ = & 285 Mmdoe -5
arial -0 -|B £ U &-g-,|

- A3: $h Cut

Copy [T D [ E | F [ & 1 H

20 B paste

(21 Paste gpecial., |
208 i 450000 5] 150000 £7250  $450,000.00 ;

23 1530 Insert.. UIPMENT 1| 1367674.92 40000 1367674.92) 15995 768 §1.427 574.92 | §1 403 57
24 11525 Delete... CHINERY & EQUIF -1 5301211 1189723 5301211 1203059  ($542 018 39)

25 11530 Clear Contents 5 1] 49324167 0| 49324167 0 $493241.67
261535~ FICE MACHINES | -1| 259661.27 411035 2596A1.27 413335 ($263,77162)

37 11547 L3 Insert comment 1| 5499832 0 8489632 0 $34996.32
gg T — TOMOBILES S| A2749.31 236101 3274931 236101 ($35,110.32)

[S0:_ . & i hameaimeaimeeammdemma oo $1615.012.58

31 Data Range Properties

|32 |Fia parameters. .
3a[Ei} Befechoate | 450000 0 450000 57250  $450000.00 | $507 250

1
35 152000 MACHINERY & EQUIPMENT 1) 138767492 40000 1387VE7F4.92) 1599578 §1.427 57492 | §1 403 57C
36 152500 ACCUM DEPR-MACHINERY & EQUIF -1 530121.1 11897 29 530121.1) 12030.58 (5542 018 35 (5542151

37 153000 OFFICE MACHINES 1 493241 .67 0 493241 67 a $493 241 67 $493 241
38 153500 ACCUM DEPR-OFFICE MACHINES -1 2696861.27 | 4110.35  259661.27| 413335 ($263.771.62) (263794
38 154000 AUTOMOBILES 1 548965.32 [u} 54996.32 a $54 29632 5§54 59
40 154500 ACCUM DEPR-AUTOMOBILES -1 3274931 2361.01 3274931 2381.01 $35,110.32) ($35,11C
a4

42 Total Long Term Assets $1,615,012.58  $1,648,102
43

44 —
14 T4 > [Pl Sheet1 ¢ Sheetz A Sheets 7 1«1 .

Select destination and press EMTER or choose Paste | UM

The datafrom the Long Term Assets section is copied into the Other Assets section. We must edit the
guery to get theinformation for the Other Asset accounts. Click in any OSASfield.

Right mouse click and select Edit Query or Select Data from the menu then choose Get External
Data, followed by Edit Query.
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Query Wizard Warning
Microsoft Query

& This query cannot be edited by the Query YWizard.

ﬂ

With the 2.3x and 3.0x versions of the BASIS ODBC Driver and Excel 2000 or higher, you will get a
prompt saying “This query cannot be edited by the Query Wizard.” 1’

Click the OK button.

Microsoft Query

=+ Microsoft Query - [Query from DSAS 612 DATA_3] (=]
O File Edit View Formst Table criteria Records Window Help _l=] x|
Cell=] = ] ==[=] [24]z4] (2 ]en] (w2

GLMA,

ACCOUNT T
ACTUSL_BAL_
ACTUSL_BAL. Dy
ACTUAL_BAL
ACTUAL_Bal ¥

: T
Criteria Field: [GL_ACCOUNT MU | =
Walue: [>="150000"And <="159

1 450000 a
MACHINERY & ECQLIPK 1 138767492 40000 1387E74.92 16396 78
ACCUM DEPR-MACHIN -1 5301211 1185729 5301211 12030 55

OFFICE MACHIMES 1 493241.67 a 493241.67 0
ACCUM DEPR-OFFICE | -1 253661 27 4110.35 253661.27 413335
AUTOMOBILES 1 84936 32 a 84336 32

ACCUM DEPR-AUTOMI 1 327491 2361.071 3274931 2361.01

HI[AFecod]1 I3 0 I | >
Select File Retun Data to Microsoft Excel to retuin data to client application | HUM

This brings you into Microsoft Query, where you can edit the query and return the data to Excel.

17.With Excel 97 you are taken through the Query Wizard
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Microsoft Excel

Microsoft Query

O File Edit View Format Table Criteria Records Window Help

1 =2 = e s P e = A

GLMA

ACCOUNT_TY
ACTUSL_BAL_
ACTUSL_BAL_
ACTUAL BAL_
ACTUSL Bl

CH=]]

IS

Z
%

T ; T T ;
Criteria Field: =
slue:
oI =
Ll 3
GL_ACCOUNT | _DESCRIPTION |DB_MEMO_CH _SYACTUAL BEGIN BAACTUAL BAL PD_1[BUDGET BEGIN B BUDGET BAL~
3 CASH N BANK - 15t NE 1 45145 35112 4514.5
~_|1omon CASH IN BANK - 2nd Ny 1 0 a 0 oo
__|1o00s00 PETTY CASH 1 100 15 100 -45
—|1otoon ACCOUNTS RECENVAE 1 121555 4078.9 121555 10111.75
oo Does the Refresh work?| 1 1500 555 1000 444
102000 ALLOVWANCE FOR BAC -1 2431 81.58 2431 20223
| 104000 INVENTORY - R&W M2 1 99833514 117561 998335.14 122115
—|1o4zo0 INVENTDRY - WORK-! 1 1035227, 71 18621.15 1035227.71 20007.78
| 104400 INVENTORY - FINISHE | 1 658345.62 244014 858345.62 2534.7
105000 FREPAID EXFENSES |1 i o 0 0
| 108000 MARKETABLE SECURI 1 56145525 9574.55 56145525 41953.77
—|1sioo0 1 450000 i 450000 57250
| 152000 MACHINER'Y & EQUIPK 1 1387674.92 40000 1387674.92 15335.78
152500 ACCUM DEFR-MACHIN -1 530121.1 11857.23 530121.1 12030.59
15300 OFFICE MACHINES |1 19324167 a 493241.67 0
153500 ACCUM DEPR-OFFICE -1 259651.27 4110.35 25366127 413335
| 154000 AUTOMOBILES 1 84335.32 i 84996.32 0
154500 ACCUM DEFR-AUTOMI -1 32743.31 2361.01 3274831 2361.01
| 10000 GOODWILL 1 25000 o 25000 i
AMOBRTIZATIO A [ ht LT (=l F R N
HI4[Fecord]T 3G e [
Select File Fietum Data to Micrasaft Excel to retun data to client application | HUM

Select Remove All Criteriafrom the Criteria menu.

Thiswill bring all of the recordsinto the query.

Add Criteria
Add Criteria

% fnd| £ O

Total:

Field:

j Cloze

[GL_ACCOUNT_NUM |

Operatar: Iis qreater than or equal to j

W alue:

150000

Add Q

Walues... |

Select Criteriafrom the menu and choose Add Criteria.

Leave Tota blank

In Field select the GL_ACCOUNT_NUM column.

For Operator select “is greater than or equal to”.

For Value enter 180000 or click the Values button and select the value from allist.

Click the Add button.
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Add Criteria
Add Criteria EHEd
& And O O Add

BN

Total I j ﬂ

Field  |GL_ACCOUNT_NUM |

Operatar: Iis lezs than or equal to j

Yalue: |1E'E|'E|E|E| Yaluyes... |

After entering the first criteriafield, select “isless than or equal to” in the Operator field.
In Value enter 189999 or click the Values button to select from alist.
Click the Add button.

Click the Close button to exit Add Criteria.18

Microsoft Query

== Microsol ft Query - [Query from DSAS 612 DATA_3]

Om File Edit View Format Table criteria Records Window Help _ 1= x|
G = =] =[=] [Edz4) [L 0] w2

GLMA

ACCOUNT_TY
ACTUAL_BAL_ 3
ACTUSL_BAL_
ACTUAL BAL_
ACTUSL Bl

i
Criteria Field: [GL_ACCOUNT_MU _ [GL
Walue: |>="180000" <="1

or:

_>l_I
GL_ACCOUNT_| DESCRIPTION DB _MEMO _CRHR_SYACTUAL BEGIN_BA[ACTUAL BAL PD_1/BUDGET_BEGIM_B/BUDGET_BAL_F
GOODYWILL 1 25000 o 25000 [i]

» [ 180000
181000 ACCUM AMORTIZATION 1 B250 f.68 EB260 568

Ll

HI[AFecod]1 I3 0 I | >
Select File Retun Data to Microsoft Excel to retuin data to client application | HUM

The query is updated with the new criteria
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18.With the Query Wizard in Excel 97, go to the Filter Data screen and change the account number for the
first line to 180000 and change the second line to 189999.
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Microsoft Query

=+ Microsoft Query - [Query from DSAS 612 DATA_3] (=]
On File Edit Uiew Format Table Criteria Records iWindow  Help TS|
[ BAEN

= open...

Close
Save
Save As..

Execute SOL..

&
‘

¢ Table Definition. ..

i

£ Create OLAP Cube...

Cancel and Return ko Microsoft Excel T T T T
Return Data ko Microsoft Excel

or:

GL_ACCOUNT | DESCRIPTION DB _MEMO CR SYACTUAL BEGIN BAJACTUAL BAL PD 1/BUDGET BEGIN B/ BUDGET BAL F
» [ 180000 GOODWLL 1 25000 a 25000 [}
181000 ACCUM AMORTIZATION 1 B250 f.68 EB260 568

1) e ) .
Exit Microsoft Query 0o 0 [ [ [mwd [

Select Return Data to Microsoft Excel from the File menu.t®
You can save the query before returning the data to Excel if you would like.

General Ledger Balance Sheet

E3 Microsoft Excel - Book 1 HE

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DS SRY|(tmR T o (& = &~ 2}zl i oo - 3.
arial - -|lm 7 U= B s %, W% >-a-
B37 = =| Total Other Assets
A [ B [T D [ E T F & ] H I 1
20 Long Term Assets
21
22 151000 LanD 1 450000 0 450000 57250 $450000.00 $507 25
23 152000 MACHINERY & EQUIPMENT 1) 1387674.92 40000 1387674.92 1599578 §1,427 674.92 | $1 403 67
24 152500 ACCUM DEPR-MACHINERY & EQUIF -1 5301211 11897.28  530121.1 1203053 ($542,018.39) ($542,15
25 153000 OFFICE MACHINES 1) 49324167 0 493241.67 0 $493241.67 $49324
26 |153500 ACCUM DEPR-OFFICE MACHINES | -1 289661.27 411035 259661.27 4133.35 ($263,77162) ($263.79
27 154000 AUTOMOBILES 1] B4998.32 0 B545995.32 0 $34998.32 §54 .59
28 154500 ACCUM DEPR-AUTOMOBILES 1) 3274931 2361.01 3274331 2361.01  ($35,11032) (335,11
29
30 Total Long Term Assets $1,615,012.58 %1,648.10;
31
32 Other Assets
33
34 180000 GOODWILL 1 25000 i 25000 0 $25000.00 $25,00C
35 151000 ACCUM AMORTIZATION -1 5250 5.58 6250 5.58 (85,255 58] (§6 258
36
37 [Tatal Gther &ssets 1 $18,744.42 $18,744
38
39 )
40
41
42
[43 ]
[ 44| =
MA 4 » M|\ Sheetl { Sheetz [ Sheets /f I‘I LIJ_
Ready e ] B ma— v~

The spreadsheet is updated to show accounts 180000-189999.

Change the Tota Long Term Assets|abel to Total Other Assets.

19.With the Query Wizard in Excel 97, click the Next button to move to the Sort screen. Click the Next
button on the Sort screen to move to the Finish screen. On the Finish screen select Return Datato Microsoft
Excel. When the Returning External Data box is displayed, check the Properties to make sure they have not
changed (See Page 110).
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General Ledger Balance Sheet

E3 Microsoft Excel - Book 1 HE

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
Arial -0 -m 7 U= H % % . % -a-A-

B43 = =| Current Liabilities

A | B e D [ E ] F [ G ] H [ |
152000 MACHINERY & EQUIPMENT 1/ 1367674.92) 40000 13587674.92 1599575 §1 427 674.92 | §1 403 670
152500 ACCUNM DEPR-MACHINERY & EQUIF-1| 5301211 11897.23)  530121.1 1203059 ($542,018.39) ($542,151
1
1
1
1

)
th]

9
&

153000 QFFICE MACHINES 493241 .67 0 49324167 0 $493 211 67 $493 241
1563500 ACCUM DEPR-OFFICE MACHINES 269661.27 411035 289661.27  4133.36 (26377162 ($263 7
154000 AUTOMOEBILES 8499532 ] 54896.32 a $384 99632 $54 991
154500 ACCUM DEPR-AUTOMOBILES 32749311 2361.01 3274931 2361.01 ($35,110.32) ($35,110
Total Long Term Assets $1.615,012.58 | $1.648,102
Other Assets

180000 GOODWILL 1 25000 u] 25000 u] $25,000.00 $26 000
181000 ACCUM AMORTIZATION -1 B250 553 6250 558 ($B,255 58) (36,255

Total Other Assets $18,744.42 $18,744

Liahilities and Equity

£ e e e 00 G 00 G 00 | 9 | L0 | 8 R R
3| | B |6|f3| = | 5| @] 0|~ 5| 07| & | 0|R)| = |5 d1| ~| 6 |k

Liabilities
ICurrEnI Liahilities !
L]
A
14| 4[» (i} Sheet1  Sheetz { Sheets / (KX} 23|
Ready N e Bl v Il B

The next section of the spreadsheet will be the Liabilities and Equity.

Two rows below the Total Other Assets enter Liabilities and Equity in column A (cell A39 in this
example).

Select the Liabilities and Equity cell, cellsB and C. Merge and center Liabilities and Equity in all 3
cells. Make Bold or format any way you want.

Two rows below Liabilities and Equity in column B (cell B41 in this example) enter Liabilities and
format any way you want.

Two rows below Liabilitiesin column B (cell B43in this example) enter Current Liabilities and
format any way you want.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ =]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (Bl T oo @ = & 285 Mmdoe -5
Arial SRS N B8 %, %843 '5"&'-|

AdE | =| 180000
A E [T D E [ F [ H [l

153500 ACCUM DEPR-OFFICE MACHINES | -1, 259661.27 411035 259651.27 413335 ($263,77162) ($263,794

154000 AUTOMOBILES 1 B4996.32 0 B84995.32 0 $84996.32 $54 996

154500 ACCUM DEPR-AUTOMOEILES 1) 3274831 2361.01 3274831 2381.01  ($35,110.32)  (§35,110
Total Long Term Assets $1,615,012.58 | $1,648,102
Other Assets

MB0000 T GOo0DWALL T T T T TR T T T eERAa [ Z5000] 00 T §2500000 | §25000

181000 ACCUM AMORTIZATION -1 5250 5.58 6250 5.58 ($6,255 58] (46,255

emmemm—JotalOtherAssets $18,744.42 | $18.7.

Liahilities and Equity
Liabhilities

Current Liahilities

042 | e | o 00 0 | 00 0 | 0 ) G| N B2
00| & |; & | L= |5 oo~ | & 0| R) = 5| o) d| =] o

180000 g !GOODWILL 1 25000 [u} 25000 a $25,000.00 §25 00C
181000 ACCUM AMORTIZATION -1 B250 553 6250 558 ($B,255 58) (36,255
Total Other Assets $18,744.42 $18,744
~ =
14 4[> [p]Sheet1  Sheetz f Sheets / (RN 31
Select destination and press ENTER or choose Paste | MM

Copy the Other Assets account section, including the totals and Paste the cellsin the Current
Liabilities section.

Using ODBC w/Excel
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Microsoft Excel

Microsoft Query

O File Edit View Format Table Criteria Records Window Help

EIEEEIES =[=] EUzY L (<]

GLMA

ACCOUNT_TY
ACTUSL_BAL_
ACTUSL_BAL_
ACTUAL BAL_
ACTUSL Bl

IS

3

Criteria Field: | GL_ACCOUNT_MU
alue: | >="200000"

or:
Ll

. :
[GL_ACCOUNT_HO | =
='213339'

GL_ACCOUNT | DESCRIPTION DB _MEMO CR SYACTUAL BEGIN BAJACTUAL BAL PD 1/BUDGET BEGIN B/ BUDGET BAL F

¥ [ 200000 ACCOUNTS PAABLE - -1 235166.41 23175.48 235166.41 SE631.67

~ | 201000 ACCOUNTS ParABLE |1 37751.37 -21488.21 37751.37 -9842.61

| 202000 PAYROLL CLEARING A -1 0 ] 0 i

| 203000 FEDERAL wITHHOLDI -1 0 44199.75 [1] 43526.01

| 203200 FICA %I THHOLDING P, -1 il 15466.41 0 15234.1

| 202400 STATE WITHHOLDING -1 i 17675.9 0 174104

| 203600 FUTA PAVABLE 1 0 4639.92 0 4570.23

| z203700 SUI PAYABLE - 0 i] [1] 0

| z203800 SALES Tex PAYABLE | -1 il 1571318 0 9387.65

| 204000 UNITED WwAY PATABLI 1 i il 0 i

| 205000 EMP PENSION FUND F -1 0 il 0 0

| 206000 FEDERAL IMCOME TA5 -1 0 i} [1] 0

| 207000 STATE INCOME TAX% P, -1 il i} 0 il

| 208000 DEFERRED INCOME T, -1 i i} 0 i

| 210000 CURRENT PORTION O/ 1 i il [i] i

HI[AFecod]1 I3 0 I | >
Select File Retun Data to Microsoft Excel to retuin data to client application | HUM

Edit the query using Microsoft Query or the Query Wizard. Add the criteria for accounts 200000-

219999.

Return the data to Excel

General Ledger Balance Sheet

£ Microsoft Excel - Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

REES|

===

SRy LB I o- o

e s A 8l B e - )

Arial - -|B 7 U= EE R
A5 =] =
A | B [c] D [ E G | H

139 Liabilities and Equity
(40|
[41] Liabilities
42
[43] Current Liabilities

44
| 45 200000 !ACCOUNTS PAYABLE - TRADE -1 235166.41 ) 23176.48  235166.41 56631.687  (F258 344 650
| 48 201000 ACCOUNTS PAYABLE - AFFILIATES -1 3F7E1.37 | -2148B8.2 I7FE1.37) 984261 ($16 263 18]
| 47 | 202000 PAYROLL CLEARING ACCOUNT -1 a o o a $0.00
| 48 |203000 FEDERAL WITHHOLDING PAYABLE -1 0/ 44189.75 0 4352601 ($44,189 75)
| 49 203200 FICA WITHHOLDING PAYAEBLE -1 0 15466.41 0 152341 (515 AEE.41)
| B0 | 203400 STATE WITHHOLDING PAYABLE -1 0 176758 0 17410.4 F17 B75.890)
[ 51 |203800 FUTA PAYABLE -1 0/ 4639.92 0 457023 ($4539.92)
| 52 203700 SUI PAYABLE -1 u} u} u} u} $0.00
| 63 | 203800 SALES TAX PAYABLE -1 0 15713.18 0 5358765 (f15,713.18)
| 54 204000 URITED YWAY PAYABLE -1 u} u} u} u} $0.00
| 55 205000 EMP PENSION FUND PAYABLE -1 a o o a $0.00
| 56 | 208000 FEDERAL INCOME TAX PAYABLE | -1 i] 0 0 ] $0.00
| &7 207000 STATE INCOME TAX PAYABLE -1 u} u} u} u} $0.00
| B8 | 208000 DEFERRED INCOME TAX -1 a [u} [u} a $0.00
| 58 [210000 CURRENT PORTION OF LTD -1 i] ] ] ] $0.00
[ 50|

61
[ 82|

(=%}

Total Other Assets

Ready

=
4[4 [» [pi]Sheet1 ( sheetz { Sheets 7

1«1

($372,293.21)  ($409,835

e

| NI [

The spreadsheet is updated with the Current Liabilities accounts.

The Actual and Budget totals are displayed with the wrong sign.

Liability accountsare normally credit accounts and carry acredit balance. In OSASwe store
credit balances in credit accounts as a positive number. The formula used for the ending

balance totals worked for Asset accounts because we wanted debit balancesin debit accounts
to print as positive numbers and credit balances in credit accounts to print as negatives. For Liability
accounts we want the opposite to be true. In the OSAS statements function this was accomplished by
using the Reverse Sign to Print function. We must modify the formulain Excel to do the same thing.
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General Ledger Balance Sheet

E] File Edit Yiew Insert Format Tools Daka Analyst iWindow Help == x|
EHle SR | tRRS | vo-c-a = &~ 82| Ee e -3
awrial -10-‘31g = -&-g-,|
CHOOSE | ~| ¢ =] =(SUM(DA45 E457C45)™1]
A | B [c] D [ E F [ G | H | |
=) Liahilities and Equity
40
a4 Liabilities
42
43 Current Liahilities
44
45 | 200000 ACCOUMNTS PAYAEBLE - TRADE -1 235166.41 ) 23176.48  235166.41 56631.67) 45i*045 -1 | (p281.7
48 | 201000 ACCOUNTS PAYABLE - AFFILIATES -1 3F7E1.57 —21{?8.2 I7FE1.37) 984261 ($16 263 18) ($27 S
47 | 202000 PAYROLL CLEARING ACCOUNT -1 a o a $0.00
48 | 203000 FEDERAL WITHHOLDING PAYASLE| -1 0 4418875 0 43526.01 (44,189 75) ($43 5
49 | 203200 FICA WITHHOLDING PAYAEBLE -1 0 15466.41 0 152341 (515 AEE.41) ($15 .2
50 | 203400 STATE WITHHOLDING PAYABLE -1 0 176758 0 17410.4 F17 B75.890) ($17 4
51 | 203600 FUTA PAYABLE -1 0 463892 0 457023 ($4 F38.92) (54 .5
52 | 203700 SUI PAYABLE -1 u} u} u} u} $0.00
53 | 203800 SALES TAX PAYABLE -1 0 15713.18 0 5358765 (f15,713.18) (52 3
54 | 204000 URITED YWAY PAYABLE -1 u} u} u} u} $0.00
55 | 205000 EMP PENSION FUND PAYABLE -1 a o o a $0.00
56 | 206000 FEDERAL INCOME TAX PAYABLE | -1 a ] o a $0.00
&7 | 207000 STATE INCOME TAX PAYABLE -1 u} u} u} u} $0.00
58 | 208000 DEFERRED INCOME TAX -1 a [u} [u} a $0.00
58 | 210000 CURRENT PORTION OF LTD -1 a ] o a $0.00
60
61 Total Other Assets ($372,293.21)  ($409,835
B2
(=%} =
\qmq » [»[\Sheeti  Sheetz f Sheets / 1«1 JJ_I
Edit | [ e Bl B ¥ | p—" w—"—

In the Asset account section we used the formula=SUM (Dn:En)*Cn for the Actual amounts and
=SUM(Fn:Gn)*Cn for the Budget amounts with n representing the row number.

For the Liability accounts we could use the IF function and enter the formula
=IF(Cn=1,SUM(Dn:En)*-1,SUM(Dn:En)) for the Actual amounts and =IF(Cn=1,SUM(Fn:Gn)*-
1,SUM(Fn:Gn)) for the Budget amounts.

To remain consistent with the formula for the Asset accounts multiply thetotal by a-1 to get the same
results as the IF formula. The formulafor the Actual amounts would be: =(SUM(Dn:En)*Cn)*-1

For the first account under the Current Year column in the Current Liabilities section the formula
would be =(SUM (D45:E45)* C45)*-1

General Ledger Balance Sheet

B3 Microsoft Excel - Book1 =
@F\Ia Edit View Insert Format Tools Data  Anakest Window Help == x|

SHE SRY (LB R T v-o- @& 5 85|l -5

aial - - B 7 U [E= |68 22 o 0 o e oA
HE0 =] =
A | B [c] D [ E F [ G | H |
=) Liahilities and Equity
40
a4 Liabilities
42
43 Current Liahilities
44
45 | 200000 ACCOUMNTS PAYAEBLE - TRADE -1 235166.41 23176.48 235166.41 56631.687  §258 344 69
48 | 201000 ACCOUNTS PAYABLE - AFFILIATES -1 3F7E1.37 | -2148B8.2 I7FE1.37) 984261 $16 26316
47 | 202000 PAYROLL CLEARING ACCOUNT -1 a o o a $0.00
48 | 203000 FEDERAL WITHHOLDING PAYASLE| -1 0 4418875 0 43526.01 $a4,189.75
49 | 203200 FICA WITHHOLDING PAYAEBLE -1 0 15466.41 0 152341 $15 466 41
50 | 203400 STATE WITHHOLDING PAYABLE -1 0 176758 0 17410.4 $17 575.890
51 | 203600 FUTA PAYABLE -1 0 463892 0 457023 $4 F38.92
52 | 203700 SUI PAYABLE -1 u} u} u} u} $0.00
53 | 203800 SALES TAX PAYABLE -1 0 15713.18 0 5358765 $15713.18
54 | 204000 URITED YWAY PAYABLE -1 u} u} u} u} $0.00
55 | 205000 EMP PENSION FUND PAYABLE -1 a o o a $0.00
56 | 206000 FEDERAL INCOME TAX PAYABLE | -1 a ] o a $0.00
&7 | 207000 STATE INCOME TAX PAYABLE -1 u} u} u} u} $0.00
58 | 208000 DEFERRED INCOME TAX -1 a [u} [u} a $0.00
58 | 210000 CURRENT PORTION OF LTD -1 a ] o a $0.00
60
61 Total Other Assets $372,293.21 T ($409.835
B2 LH]
(=%} =
\qmq » [»[\Sheeti  Sheetz f Sheets / 1«1 JJ_I
Ready I mom T

After getting the correct total in the first row, fill the remaining cellsin the Actual column with
the correct formula. The total should also change to reflect the correct sign.
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General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

REES|

D56 %R oo @& = A g 2|

il -jie -|B £ O ]
CHOOSE | ~| 3¢ o =] =(SUM(F45 G457 C45)™1]
B [C] D [ F [ G [ H 1 J

|33 | Liabilities and Equity
(40|

41 |Lia ies
Lz =
[ 43 |Current Liabilities
[44
|45 |[ACCOUNTS PAYABLE - TRADE -1 23516641 23178.48 235166.41 GB631.67  $258,344.89 [457C45"1 |
[4B [ACCOUNTS PAYABLE - AFFILIATES -1 37751.37 -21488.2| 37751.37 -9842.61 §16,263.16 | (627 905.76)
[ 47 |PATROLL CLEARING ACCOUNT -1 a i i 0 $0.00 $0.00
| 48 |[FEDERAL WITHHOLDING PAYABLE -1 0 44189.75 0 43526.01 §44,189.75 | (543 526.01)
[ 45 [FICA WITHHOLDING PAYABLE -1 0 15466.41 0 152341 §15 466.41 (§15 234.10)
[ 60 |STATE WITHHOLDING PAYVABLE -1 a0 176759 0 174104, $176765.90 | [$17 410.40)
[51 [FUTA PAYABLE -1 0 4539.92 0 457023 §4 539.92 (54 570.23)
| 52 |5UI PATABLE -1 [1} ] ] 0 $0.00 $0.00
[ 53 |SALES Tax PAYABLE -1 0 15713.18 0 938765  §$15713.18 (59 367 .65
[ 54 [UNITED WAY PAYABLE -1 1} 1] 1] ] $0.00 §0.00
| 55 |[EMP PENSION FUND PAYABLE -1 a i i 0 $0.00 $0.00
| 56 |[FEDERAL INCOME TAX PAYABLE | -1 i} i] i] [ $0.00 $0.00
| 57 |STATE INCOME TAX PAYABLE -1 1} 1] 1] ] $0.00 $0.00
| 58 |DEFERRED INCOME T -1 a i] i] i $0.00 $0.00
[ 58 |CURRENT PORTION OF LTD -1 [1} 0 0 [ $0.00 $0.00

=
| 61 |Total Other Assets $372,293.21 | ($409,835.43)

5
= -
1[4 1> [bil\Sheett ( Shestz £ Sheets 7 IEl i3
Edit I T —

The formulafor the Budget amounts would be: =(SUM(Dn:En)*Cn)*-1

For thefirst account under the Budget column in the Current Liabilities section the formulawould be

=(SUM (F45:G45)* C45)*-1

General Ledger Balance Sheet

£ Microsoft Excel - Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

[ |
REES|

DEeEHS SR (S mET o &= A g | M@ o

I>I|LI

-1 -[B 7 U T
=]
B [ F [ G [ H 1 J
es and Equity

[ 43 |Current Liabilities
[ 44|
| 45 | ACCOUNTS PAYABLE - TRADE -1 235166 .41 23178.48 235166.41) 56631.687  §258,344.89 $281 796.26
| 48 | ACCOUNTES PAYABLE - AFFILIATES -1 377E1.537 214882 37FE1.37 | 984261 $16 263.16 $27 908.76
| 47 |PAYROLL CLEARING ACCOUNT -1 a o o o $0.00 $0.00
| 48 [FEDERAL WITHHOLDING PAYABLE -1 0 44189.75 0| 43526.01 §d44,189.75 $43 526.01
| 49 | FICA WITHHOLDIMG PAYABLE -1 0 15468.41 0 152341 $15 466,41 $15,234.10
| B0 |STATE WWITHHOLDING PAYABLE -1 0o 176759 0 174104 $17 675.90 $17 410,40
[ 51 [FUTA PAYABLE -1 0 4539.92 0 457023 $4,539.92 $4,570.23
| 52 |SUI PAYABLE -1 a u} u} u} $0.00 $0.00
| 63 | SALES TAX PAYABLE -1 0 15713.18 0 =387.65 $15713.18 $9 367 .65
| 54 |UNITED WAY PAYABLE -1 a u} u} u} $0.00 $0.00
| 55 [EMP PENSION FUND PAYABLE -1 a o o o $0.00 $0.00
| 56 [FEDERAL INCOME TA% PAYABLE | -1 [i} ] i} ] $0.00 $0.00
| 57 |STATE INCOME TAX PAYABLE -1 a u} u} u} $0.00 $0.00
| 68 | DEFERRED INCORME TAX -1 a a a [u} $0.00 $0.00
55 |CURRENMT PORTION OF LTD -1 [i} o [1} ] $0.00 $0.00
|60 ?!
| 61 |Total Other Assets $372,293.21 9,835.43
[ 82|
|63 |

Mmi » [»[\Sheet1  Sheetz f Sheets / Kl

Ready I mom 1

After getting the correct total in the first row, fill the remaining cellsin the Budget column with the
correct formula. The total should also change to reflect the correct sign.
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General Ledger Balance Sheet

£ Microsoft Exc Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

REES|

DS GRY (EmET v [@= &~

2l 54| B oo - )

frial - -|m 7 o H % % ., %8| - A -
EB1 = =| Total Current Liabilities
A | B IcT D E_ F [ & ] H
139 Liabilities and Equity
(40|
[41] Liabilities
42
[43] Current Liabilities
[ 44|
| 45 |200000 ACCOUNTS PAYABLE - TRADE -1 235166.41 23175.48 235166.41| 56631.87  $258,344.59
| 45 |201000 ACCOUNTS PAYABLE - AFFILIATES -1 37751.37 | -21488.2)  37751.37 -9842.61 $16,253.16
| 47 |202000 PAYROLL CLEARING ACCOUNT -1 ] ] ] ] $0.00
| 48 |203000 FEDERAL WITHHOLDING PAYABLE -1 0/ 44189.75 0| 43526.01 $44,189.75
| 48 |203200 FICA WITHHOLDING PAYABLE -1 0| 15466.41 0 152341 $15 458,41
| 50 |203400 STATE WITHHOLDING PAYABLE | -1 0/ 17675.9 0 174104 $17 57580
[ 51 |203800 FUTA PAYABLE -1 0/ 4639.92 0 457023 $4 539,92
| 52 |203700 SUI PAYABLE -1 ] ] ] 0 $0.00
| 53 |203800 SALES TAX PAYABLE -1 0/ 15713.18 0 938765  §15713.16
[ 54 |204000 UNITED WAY PAYABLE -1 1] ] ] 1] $0.00
| 55 | 205000 EMP PENSION FUND PAYABLE -1 ] ] ] ] $0.00
| 56 | 208000 FEDERAL INCOME TAX PAYABLE | -1 i] ] 0 a $0.00
| 57 |207000 STATE INCOME TAX PAYAELE -1 1] ] ] 1] $0.00
| 58 |208000 DEFERRED INCOME TAX -1 ] ] ] ] $0.00
| 58 [210000 CURRENT PORTION OF LTD -1 i] 0 ] ] $0.00
50
[ 61] [Total Current Liabilities 1 $372,293.21  $409,835
52
[ B3 dn =
ca
4|4 M|\ Sheetl { Sheetz £ Sheetd / I‘I LIJ_I
Ready [ T

Change the Total Other Assets label to Total Current Liabilities

General Ledger Balance Sheet

£ Microsoft Exc Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

REES|

NEEHS SRy | EBr g v o

2l 54| B oo - )

frial -1 -|[m 7 U %8 5% | - A -
BE3 = =| Long Term Liabilities
A | B [T D E_ F [ & H
Current Liahilities

| 45 | 200000 ACCOUNTS PAYABLE - TRADE 1| 235166.41) 23176.48) 23516641 56631.67  $250,344.69
201000 ACCOUNTS PAYABLE - AFFILIATES 1| 37751.37| 21488.2) 37751.37 G24261  $16263.16
202000 PAYROLL CLEARING ACCOUNT | -1 o 0 0 o $0.00
203000 FEDERAL WITHHOLDING PAYABLE 1 0 44189.75 0 43526.01  $44,189.75
203200 FICA WITHHOLDING PAYABLE -1 0 154B6.41 0 152341 $15466.41
203400 STATE WITHHOLDING PAYABLE | -1 0 176759 0 174104 $17 67590
203600 FUTA PAYABLE -1 0/ 4639.92 0| 4570.23 §4,639.92
203700 SUI PAYABLE -1 ] 0 0 ] $0.00
203800 SALES TAX PAYABLE 1 0/ 15713.18 0 938765 $15713.18
204000 UNITED WAY PAYABLE -1 ] [ 0 a $0.00
205000 EMP PENSION FUND PAYABLE -1 o 0 0 o $0.00
206000 FEDERAL INCOME TAX PAYABLE | 1 ] a ] a $0.00
207000 STATE INCOME TAX PAYABLE -1 ] 0 0 ] $0.00
208000 DEFERRED INCOME TAX -1 ] a a ] $0.00
210000 CURRENT PORTION OF LTD -1 ] [ 0 a $0.00 O

Total Current Liabilities $372,293.21 | $409,835

[Lony Term Liabilities 1
L]

=
14| 4[» [p]\Sheet1 ( sheetz { Sheets 7
Ready

1«1 ﬂJLI

| NI [

130

Two rows below Total Current Liabilities in Column B (cell B53 in this example) enter Long Term

Liabilities and format the cell any way you want.
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General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY (Bl T oo @ = & 285 Mmdoe -5

frial -1 - B 7 U T a-A-
ABS =] =]
A | E D [ E | F [ & 1 H

[42 |
[ 43 | Current Liabilities
paa B < e T T
|45 1200 o E - TRADE 77 235766.41 T 23176.48 23516641 6b631.67 | $268,344 65
[ 48 1201 = Sop E- AFFILIATES -1| 37751.37 -21488.2| 37751.37 -084261 $16,263.16
| 47 ;200 m ACCOUNT -1 il ] 0 o $0.00
| 4820z  Paste Speci ING PAYABLE -1 0 44189.75 0| 43526.01 $44,189.75

45ie0: — —— — —  |PAYABLE -1 0| 15466.41 0 15234.1 $15 485,41
|50 jonz  InsertCopied Celis... IG PAYABLE | -1 0 176753 0 174104 $17675.90
[51 )20z  Delete... -1 0 4639.92 0 457023 $4 539 92
[52 12 Clear Contents -1 ] 0 0 ] $0.00
| 63 1202 P — E -1 0 15713.18 0 536765  $15713.18
[ 54 120: o LE -1 ] 0 0 o $0.00
| 55 1202 b5 Earmat Calis... PAYABLE -1 il 0 0 il $0.00
[ 56 1206 D From List... AKX PAYABLE | -1 o i i ] $0.00
[57 1200 @ ik, PAYABLE -1 il ] ] il $0.00
[5giz0e =2 | TAx -1 o 0 0 o $0.00
[ 59210 Create Dril Down Sheet OF LTD -1 u} u} u} u} $0.00

60 —_—
[B1 b Modify. Column Definition. ., ties $372,293.21
[82[  ModiyRowDefinition.. [ | [ TTTTTrTTTTTTTToTTTTTTToTTermemerTTTTTTTT
| B3 | Insert Column... s

64 Insert Row Groug. ..
|63 | I
|66 | =
1€/ 415 [bil\Sheet1 ( Shestz £ Shests 7 K| E 13|
Select destination and press ENTER or choose Paste | | B YT 1 B B

Copy the Current Liabilities account section, including the totals and Paste the cellsin theLong Term
Liabilities section.

Microsoft Query

== Microsoft Query - [Query from OSAS 612 DATA_5] [_ |
Om File Edit View Format Table criteria Records Window Help _ 1= x|

EEFERE =] EE [ ]|

GLME.
ACCOUNT_TY P
ACTUSL_BAL
ACTUML_BL
ACTUAL_BAL
ACTUAL_Bal ¥

: : : : : :
Criteria Field: [GL_ACCOUNT_NU | GL_ACCOONT_NO [ =1 =
Walue: [>="250000" «="269333"
oI =
. 0

DESCRIPTION B/

BOND P&YABLE - 748562 53 748562.93 -12476.05

251000 MOTE PATABLE - OME | -1 B14822 2 -10247 .04 B14822 2 -10247 04

252000 MOTE PATYABLE - T'wid -1 510850 7 -8514.18 510850.7 -851418
0 a o 0

253000 LESS CURRENT PORT 1

HI[AFecod]1 I3 0 I | >
Select File Retun Data to Microsoft Excel to retuin data to client application | HUM

Edit the query using Microsoft Query or the Query Wizard. Add the criteria for accounts 250000-
259999.

Return the data to Excel
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General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -0 - B 7 U|EE=EHES %, &-g-,|
BEY = =]
A | B e D [ E F [ & ] H [ =
Total Current Liabilities $372,293.21

Long Term Liahilities

250000 BOMND PAYABLE -1 F488E2.93) 124761 74856253 124761 $736 086 .88
251000 MOTE PAYABLE - ONME -1 6148222 -10247 614822.2 -10247  $604575.16
252000 NOTE PAYABLE - TWO -1 510850.7 -8514.18 5108507 -B514.16  $502 336.52
253000 LESS CURRENT PORTION OF LTD 1 o] o o o] $0.00

[
Total Long Term Liabilities $1,842,998.56

0000|009 00| @ |~ | =4 |~ o m @ m o m @ o
0 B |0 R3| = | 50| 0|~ 0| 01| 4= | L |h| = | O |8 a1 | =1\ 03 (| B |0 R | =

L]
[« 4[> [pil\Sheet1 ( Shestz £ Shests 7 K| LIJLI
R ady | NUM |

Change the Total Current Liabilities |abel to Total Long Term Liabilities

General Ledger Balance Sheet

Ed Microsoft Excel - Book1 =]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
Nwdse Sk (iR o- - (@ = 20%|@dw: -0

srial e -|B fu|=E==H8 %, @5 a-A-

CHOOSE [ ~] X o =] =SUM{H70,HET)
A E =] D [ E ] F [

57 207000 STATE INCOME TAX PATABLE -1 ] i i

58 208000 DEFERRED INCOME TAX -1 ] ] ]

55 210000 CURRENT PORTION OF LTD 1 il ] ]

60

&1 Total Current Liabilities

52

63 Long Term Liabilities

54

65 | 250000 BOND PAYABLE 1| 748562.93 -12476.1 74856293 -12476.1 $736,086.88

66 | 251000 NOTE PAYABLE - ONE 1 6148222 -10247 6148222 -10247 $604,575.16

67 |252000 NOTE PAYABLE - TWO -1 8108807 -8514.18) 5108507 -B514.18  $502 336.52

68 | 253000 LESS CURRENT PORTION OF LTD | 1 o i i o $0.00

69

70 Total Long Term Liabilities 1 §1,842,998 56 | $1,842,99
71

72 Total Liabilities =SUM(H70 HE1)

73

74

75

76

77

78
|78 Ce]

80

81

14/ 4[p [\ Sheetl { Sheetz { Sheet3 I‘I LIJ_I
Paint | NI

Next, create a subtotal for al Liability accounts.

Two rows below Total Long Term Liabilitiesin column B (Cell B72 in this example) enter Total
Liabilities and format the cell.

In column H (cell H72 in this example) create asubtotal for al Current Year Liabilities by adding the
Total Current Liabilitiesand Total Long Term Liabilities.

Enter the formula=SUM (H70,H61)

Press Enter to display the total and format the cell.
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Microsoft Excel

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
== x]

E] Fle Edt View Insert Farmat Tools

Data Analyst Window Help

DEeEHS SR (S mET o &= A g | M@ o

firial -0 -|B 7 T

G72 =] =]

B © D I E | F [ 6 T H [ 1 J

57 |STATE INCOME TAX PAYASLE -1 a i i a $0.00 $0.00
58 | DEFERRED INCOME TAX -1 i o i [ $0.00 $0.00
£3 | CURRENT PORTION OF LTD -1 [1} 1 1 0 $0.00 $0.00
&0
&1 | Total Current Liabilities $372,293.21 | $409,835.43
62
&3 |Long Term Liabilities
54
65 |BOND PAYABLE -1 74856293 -12476.1 74856293 -12476.1| $735086.88  §736,086.88
66 |MOTE PAYABLE - ONE -1 6148222 10247 B14822.2 10247 $604575.16 | $604,575.16
£7 |MOTE PAYABLE - TW0O -1 5108807 -8514.18) 5108507 -8514.18 $502336.52 §502,336.52
68 |LESS CURRENT FORTION OF LTD | 1 a i i a $0.00 $0.00

70 |Total Long Term Lia

72 | Total Liabilities

77

0| =
S|w | a

&1

44> [#\Sheetl
Ready

Sheetz f{ Sheets

Kl

| NI [

$1,842,998.56
I _I $2,215,291.77
>

$1,842,998.56

$2,252,833.99

(I

To get the Total Liabilities for the Budget column, repeat the steps for Column H in column | or click
and drag the formulafromH to |.

General Ledger Balance Sheet

£ Microsoft Excel - Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

arial -10-‘51g &-g-,|
B39 = =]
A B [ef b5 [ E [ F T @& ] H [ I
Total Long Term Assets $1,615,012.568 | $1,648,10.
Other Assets
180000 GOODWILL 1 25000 u} 25000 u} $25,000.00 $25,000
181000 ACCUM AMORTIZATION -1 6250 5.58 6250 5.56 (6,255 58] ($6 25
Total Other Assets $18,744.42 $18,74.
I 1
EE]
Liahilities and Equity
Liabilities
44
45 Current Liabilities
46
47 | 200000 ACCOUNTS PAYAEBLE - TRADE -1 2351BE.41 23178.48  235166.41 56B31.87  $258,34489
48 | 201000 ACCOUMNTS PAYABLE - AFFILIATES -1 37751.37 | -21486.2 37751.37| 984261 $16,263.16
48 | 202000 PAYROLL CLEARING ACCOUNT -1 a ] o a $0.00
50 | 203000 FEDERAL WITHHOLDING PAYABLE -1 0 44189.75 0 43526.01 $44,189.75
51 | 203200 FICAWITHHOLDING PAYABLE -1 0 15466.41 0 152341 $15 466 .41
52 | 203400 STATE WITHHOLDING PAYABLE -1 0 176759 0 1704 $17 B75.90
53 | 203600 FUTA PAYABLE -1 0 4639.92 0 4570.23 §4 63292
A araron =, g1 1 o n n o nn
(414 [» [m]'5heet1  Sheetz { Sheets / Ta1

Ready

| NI [

After adding the Total Liabilities row, we realize we did not add arow for the Total Assets.

Insert two rows below the Total Other Assets
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General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
Do ESEY|$BRS o - @ A 22| Hmwe -7
srial - -[nr o ] a-A-
CHOOSE | ~| 3 o/ =] =SUM{H37 H30,H18)
A | B [cT D [ E F [ G | H
15 [105000 PREPAID EXPEMSES 1 a o o a $0.00
16 | 106000 MARKETABLE SECURITIES 1) 56145526 9874.56 56145526 41953.77  $571.329.82

Total Current Assets

Long Term Assets

I

L2t

| 22 151000 LAND 1 450000 ] 450000 57250 $450,000.00 $507 250
23 152000 MACHINERY & EQUIPMENT 1 138767492 40000 1387674 .92 1599578 §1 427 57492 §1 403 67C

24 152500 ACCUM DEPR-MACHINERY & EQIUIF -1 5301211 11897.29 530121.1 12030.59  ($542,018.39) ($542,151

25 153000 QFFICE MACHINES 1] 49324167 0 49324167 0 $493 211 67 $493 241
26 | 153500 ACCUM DEPR-OFFICE MACHINES | -1 26966127 411035 259661.27| 4133356 (K263 77162) ($263794
27 |154000 AUTOMOEBILES 1 54996 32 o 54896.32 u} $384 99632 $54 991

28 154500 ACCUM DEPR-AUTOMOBILES -1 32749311 2361.01 3274931 2361.01 ($35,110.32) ($35,11

29

30 Total Long Term Assets !

3t

32 Other Assets

33

34 180000 GOODWILL 1 op 25000 [u} 25000 a $25,000.00 $25 001
35 [181000 ACCUM AMORTIZATION -1 B250 553 6250 558 ($B,255 58) (36,25

Total Other Assets '

] i
Total Assets =SUM H37,H3l]_,H1ﬂ'|
umq » [»[\Sheeti  Sheetz f Sheets / 1«1 E L[J_I
Point I r momr

In column B (cell B39 in this example) enter Total Assets and format the cell.

In Column H (cell H39) enter aformulato add the Total Current Assets, Total Long Term Assets and

Total Other Assets.
Enter the following formula: =SUM (H37,H30,H18)
Press Enter to display the total.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
B File Edit View Insert Format Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U B % 5 8% a-A-

G349 = =]
El = D e H I

16 |MARKETABLE SECURITIES 1 56145526 987456 56145526 4195377 $571329.62 $603,409.03
17
18 | Total Current Assets $3,528,326.79 $3,556,578.40

g
20 |Long Term Assets
21
2 |LAMD 1 450000 a 450000 57250  $450,000.00 $507 250.00
23 MACHINERY & EQUIPMENT 1 138767492 40000 1387E74.92) 19995.78 $1 427 B74.92 | §1,403 670.70
24 | ACCUM DEPR-MACHIMERY & EQUIF -1 530121.1 11897.29 530121.1) 1203059 ($542,015.39) ($542 151.69)
25 |OFFICE MACHINES 1 49324167 0 49324167 0 $493241.67  §493,241.67
268 |ACCUM DEPR-OFFICE MACHINES | -1 289861.27 411035 289661.27 4133.35 ($263 771.62) ($263 794.682)

7 | AUTOMOBILES 1 56499632 a 84986.32 [u} §54 996.32 54 ,996.32

28 | ACCUM DEPR-AUTOMOEILES -1 3274931 23B1.01 3274931 2361.01 ($35,110.32)  ($35,110.32)
29
30 |Total Long Term Assets $1,615,012.58  $1,648,102.06
31
32 |Other Assets
33
34 | GOODYYILL 1 25000 u} 25000 u} $25,000.00 $25,000.00
35 | ACCUM AMORTIZATION -1 6250 5.68 6250 5.58 (36 ,255.58) ['H6 266.58)
ES
37 |Total Other Assets $18,744.42 $18,744.42
38
39 | Total Assets I _I $5,162,083.79  $5,223,424.88
40 &

A1 L iahilitine apd Eauit

(414 [» [m]5heet1 Sheetz { Sheets / IEl

Ready e ] pa ma— v~

Repeat the process for Column | (cell 139) or click and drag the formulafrom column H to Column I.

Using ODBC w/Excel
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Microsoft Excel

General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
arial - -|lm 7 U= B8 %, %843
HES = =| =SUM{H47 HEZ)
A | B [cT D [ E F [ G | H |

Liabilities and Equity

Liahilities

Current Liahilities

200000 ACCOUNTS PAYABLE - TRADE
201000 ACCOUNTS PAYABLE - AFFILIATES -

235166.41 23175.48| 235166.41 56631.87  $258,344.89
37751.37 -21488.2 37751.37 -9842 61 $16,263.16

[ 40|

L41

42

[43]

[44]

[45

|46
[47] -
45 1
| 49 202000 FPAYROLL CLEARING ACCOUNT -1 a o o u} $0.00
| 50 203000 FEDERAL WITHHOLDING PAYABLE -1 0 44189.75 0 43526.01 $44,189.75
| 61 |203200 FICAWITHHOLDING PAYABLE -1 0 15466.41 0 152341 $15 466 .41
| 52 203400 STATE WITHHOLDING PAYABLE -1 a 176758 0 174104 $17 B575.80
| 53 | 203600 FUTA PAYABLE -1 0 4539.92 0 4570.23 $4 639,92
| 64 |203700 SUI PAYABLE -1 a [u} [u} u] $0.00
| 55 203800 SALES TAX PAYABLE -1 0 15713.18 0 o9387.65 $15.713.18
| 56 | 204000 UMNITED WWAY PAYABLE -1 a o o a $0.00
| 57 205000 EMP PEMSION FUND PAYASLE -1 a o o u} $0.00
| 58 | 205000 FEDERAL INCOME TAX PAYABLER -1 u} u} u} u} $0.00
| B9 | 207000 STATE INCOME TAX PAYAEBLE -1 a [u} [u} a $0.00
| B0 | 208000 DEFERRED INCOME TAX -1 a o o u} $0.00
| 61 210000 CURREMNT PORTION OF LTD -1 u} u} u} u} $0.00
62

63 Total Current Liabilities I $3?2;293.21 _l
[64"

ME EIRA] \sheetll" sheTetz yd IShEEt3 i 1«1

Ready [ T

We added 2 rows to the spreadsheet. If we check any of the totals below the added rows, we should

see that the formula has changed to reflect the changes made above.

General Ledger Balance Sheet

510850.7 -8514.18 51068607 -B514.16  $502 336 62

A4 Microsoft Excel - Book 1 [_ =]
=] File Edit T o pats Anslyst window Help == x]
D= o~ o ®2 A A G .
arial L= b H B % 5 W%

5 Paste Special.

A Insert... [l D [ E T F [ 6 T H I

58 | 206000 Delete. . PAYABLE -1 ] 0 0 ] $0.00

59 | 207000 P A ABLE 1 i] 0 ] ] $0.00
208000 - [AX 1 u} u} u} u} $0.00
210000 {°Q Insert Comment F LTD 1 a [u} [u} a $0.00

Bt Gl es $372,293.21
5 Edit Query...
Data Range Properties
EoO00 e Paremeters. .. 1 740562.93 12476.1 74056293 -124r6.1  $796,006.00
2510007 $ Refresh Data E -1 6148222 -10247 B14522.2 -10247  $B804 57516
252000 MNOTE PAYABLE - TWO -1
1

253000 LESS CURRENT PORTION OF LTD o ) ) u] $0.00
Total Long Term Liabilities $1,842,998.56
Total Liabilities $2,215,291.77

Stockholders Equity

00| @ | ||| [~ g e o @ m (om0 @
R = | 5|40 0d |~ 0| 07| = | 03 | h) | = | S B &8 |~ | 3| 01| & |0 R | = 2

14| 4 » (b Sheetl { Sheetz £ Sheets 7 K| E 13|
Ready | Bum=7371992.24 T WM

The last section of this balance sheet is the Stockholders Equity. The accounts for this range are
300000-999997. For accounts 300000-399999 we want to show all the detail and for accounts
400000-999997 we only want to see the subtotal labeled as Net Profit.

First, two rows below the Total Liabilitiesin column B (Cell B76 in this example), enter
Stockholders Equity and format the cells.

Copy the Long Term Liabilities section, but do not include the totals. Paste the section two rows
below the Stockholders Equity in column A (Cell A78).
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Microsoft Query

== Microsoft Query - [Query from OSAS 612 DATA_6] [_ |
— =] x]

O File Edit View Format Table Criteria  Records

Window  Help

G = =]

GLMA,
ACCOUNT_TY
ACTUSL_BAL_
ACTUSL_BAL_
ACTUAL BAL_
ACTUSL Bl

= =] [ZHE]

CH=]]

T ;
Criteria Field: [GL_ACCOONT MU | GL_ACCOUNT_HU || IEX|
3 ='303333'

‘alue: | »="300000°
or:

DESCRIPTION

COMMON STOCK 1376643.55 0 1376843.55 0
301000 PREFERRED STOCK | 1 19742556 i} 19742556 i
302000 ADDITIONAL PAIDAN €| 1 492399.01 il 492399.01 0
303000 DIVIDENDS 1 19935.58 i} 19935.58 0
304000 RETAINED EARMNINGS -1 888135.71 i} 888135.71 il
H[«[Record]l el < | [
Select File Retun Data to Microsoft Excel to retuin data to client application | HUM

Edit the query using Microsoft Query or the Query Wizard. Change the criteriato “greater than or
equal to” 3000000 and “less than or equal to” 399999.

Return the data to Excel

General Ledger Balance Sheet

£ Microsoft Excel - Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

x|

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

vl -0 -|B 7 U ] »-A -
|t X e |
ATE = =| 300000
A | B [c] E [ F G [ H
[ B9 [2=2000 NOTE PAYABLE - TWO -1 5108807 -8514.18] 5108507 -B514.18  $502 336.52
| 70 | 253000 LESS CURRENT PORTION OF LTD | 1 $0.00
71
[72 Total Long Term Liabilities $1,842,998.56
73
[74] Total Liabilities $2.215,291.77
75
|76 | Stockholders Equity
77
78 [500000___JCOMMON STOCK -1 1376843.55 0 1376843.55 0 §1,376,843.55
[75 301000 PREFERRED STOCK -1 19742556 0 19742558 0 $197 42556
| B0 |302000 ADDITIOMNAL PAID-IN CAPITAL -1 492399.01 0 492399.01 0 $492.393.01
[ B1 303000 DIVIDENDS 1 1993558 0 19935.58 0 ($1993558)
[ 52 |304000 RETAINEREARNINGS -1 888138.71 0 E588135.71 0 $388,135.71
83
|54
|85
|88
187 |
|88
[
[20 |
21
az ~
4[4[ p [p[\Sheet1  Sheetz f Sheets / 1«1 L[J_I

Ready

e ] B [ ] B
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General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

REES|

DEEda SRy |[smed o

e s A 8l B e - )

arial -10-‘31g|§§ |§_§§- &-g-,|
Gt X e ]

B&3 = =| Net Profit

A | B [c] 5] E [ F G [ H [l

[ 89 252000 NOTE PAYAELE - TWO -1 5108507 -9514.18, 5108507 -8514.18 $502336.52 $502,33
| 70 | 253000 LESS CURRENT PORTION OF LTD | 1 $0.00
71
[72] Tatal Long Term Liabilities $1,842,998.56 | $1,842,99
73
[74] Total Liabilities $2,215,291.77 | $2,252.83
75
|76 | Stockholders Equity
77
| 78 300000 COMMORN STOCK 1| 1376843.55 0| 1376843.55 0 §1,376,843.55 5137684
[ 79 |301000 PREFERRED STOCK 1 19742556 0 19742556 0 §197 42656 | $197 42
| 80 302000 ADDITIOMNAL PAID-IN CAPITAL -1 492399.01 0 492399.01 0 $492,399.01  $492 39
[ 51 303000 DIVIDENDS 1) 1993558 0 1933558 0 ($1993568) ($19.93
[ 82 304000 RETAINED EARMNGS 1 8988135.71 0 888135.71 0 $398,135.71 $388.13
83 [Met Prafit 1
|54
|85
86
a7 =
|82
[
[ 20|
{21
oz =
4[4 p [pifSheet1 {Sheetz £ Sheets 7 K| 1|

Ready

) | I ] e | e

Select thefirst blank cell in Column B (cell B83 in this example) and enter Net Profit.

General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help
DS SRY | tmad e = o~ gl B o - )

- -|B 7 U= B8 %, %843

‘n.

Arial

W0 s

|£§ i=

A [ B

5]

D

o af~mlulw ]

o

(¥)

w

N

m

)

=i

@

@

n
o

IR0 R
| & ||k =

S
14 4 p [#[} Sheetl 3 Sheet2 ( Sheets /
Ready

1«1 mgﬁ'
) | I ] e | e

Accounts 400000-999997 make up the Net Profit section but on the balance sheet we only want to
display the subtotal for that account range, and not al the details. To do thiswe will create aquery for
that range on a different sheet and link to the total from the balance sheet.

Click the Sheet?2 tab.
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£ Microsoft Excel - Book 1
7 File Edit View Insert Format Tools | Data Analyst Window Help =l |
DRSS SERY| 8 e 2l = A 2 g2 e - 7).
Aial -w - B 7 E':‘: P, WaBEEL- oA
A1 = =] T

B [ B

o
&
[x

Yalidation. ..
r ———  [F [ G| H [ 1 [ J [ KT L

I Text ta Columns. ..

Group and Sutline b

ata v e

= " Erediouen.,
MS Access Form... Daba Range Propertiss

Eefresh Data

o af~mlulw ]
o]

o

mm‘

) m‘):.

=i

@

@

n
o

IR0 R
| & ||k =

14 T4 > [PII Shestl Y sheetz ¢ Sheets 7 K| 4|
Ready | UM

From the Data menu select Get External Data followed by New Database Query?°.

Choose Data Source

Choose Data Source

E12 ACCESS DATA SOUURCE® Options...
AS 12 DATA
Text Files® Delete

EHE
Databases | Queriesl oLaP Eubesl
<Mew Data Sources Beree] ; |
Encel Files®
MO15*
M5 Access 97 Databaze® Browse... |
M5 Access Databaze”
035 |

@l W Use the Quemn Wizard to creatededit quernies

The Choose Data Source box is displayed.
Select the OSAS 612 DATA source created earlier

Check the box for Use the Query Wizard to create/edit queries.

20.With Excel 97 select Get External Datafollowed by Create New query. With Excel 2002 select | mport
Externa Datafollowed by New Database Query.
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Query Wizard — Choose Columns

Query Wizard - Choose Columns

What columnz of data do pou want to include in pour queny’?

Available tablez and columns:

B
COMPANY_ID
CLEAR_TO_ACCOUNT
CLEARING_STEP
COMSOLIDATE_TO
COMSOLIDATE_STER
ACTIIAlL RAI PO 2

Preview of data in zelected column:

=

=l |
_ e
=

Caluming in your queny:

GL_ACCOUNT_MNUM
DESCRIPTION
DE_MEMO_CR_SWTC
ACTUAL_BEGIN_BAL
ACTUAL_BAL_PD 1
BUDGET_EEGIN_BAL
BUDGET_BAL_FD_1

KH

@ Fresiew Hiow

Options...

¢ Back I Mext > t!

Cancel

The Query Wizard — Choose Columns box is displayed.

Select the tables (files) and columns (fields) for the query.

Select the same fields from the GLMA table. Choose the GL_ACCOUNT_NUM,

DESCRIPTION, DB_LMEMO_CR_SWITC, ACTUAL_BEGIN_BAL, ACTUAL BAL_PD_1,
BUDGET_BEGIN_BAL, and BUDGET_BAL_PD_1 columns.

Click the Next button.

Query Wizard — Filter Data
Query Wizard - Filter Data

Filter the data to specify which rows to include in your queny.
If wou don't want ta filker the data, click Mest.

Colurnt ta filter:

DESCRIFTION
DE_MEMO_CR_SWwITC
ACTUAL_BEGIN_BAL
ACTUAL_BAL_FD_1
BUDGET_BEGIM BAL
BUDGET_BAL_FD_1

Only include rows where:
—GL_ACCOUMT_MUM

Iis greater than or equal toj I4DEIEIEID j
* and O O

Iis lezs than or equal to ﬂ 5
@ and OO

| =l [

C hnd T

)

The Query Wizard — Filter Data box is displayed.

For thisfilter select “is greater than or equal to” 400000 And “isless than or equal to” 999700.

Click the Next button
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Query Wizard — Sort Order
Query Wizard - Sort Order E2

Specify how you want pour data sorted.
|f wou don't want ta sort the data, click Mext.

Sart by
[
) Descending
Then by
I ﬂ ) fizcending
) Descending
Themn by
I ﬂ = hecending
) Dezcending |

@ < Back I MNest » I Cancel |

The Query Wizard — Sort Order box is displayed.

Select the order to sort the rows by.
Do not sort this spreadsheet.
Click the Next button.

Query Wizard — Finish
Query Wizard - Finish E

— What wiould you like to do next?

" Feturn Data to Microsoft Excet Save Query... |

" Wiew data or edit query in Microsaft Query

" Create an OLAP Cube from this quesny

@ < Back I Finizh I Cancel

The Query Wizard — Finish box is displayed.

Select where you want to put the data.

Select Return Datato Microsoft Excel and click the Finish button.
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Returning External Data to Microsoft Excel

Returning External Data to Microsoft Excel EE3 |

Where do vou want to put the daka? O

¥ Existing worksheet:

Eingr 9
™ Mews workshest m_

" PivotTable report Parameters, ..

Zancel

The Returning External Datato Microsoft Excel box is displayed.
Select where to place the datain Excel.
For this spreadsheet, click the Properties button.

External Data Range Properties
External Data Range Properties E

Mame:  |Query from OSAS 612 DATA

Query definition
W Save guery definition
v Save password

Refresh contral
W Enable background refresh
[™ Refrash every IEU E‘ rminukes

[ Refresh data on file open
I Remove external data from worksheet befare saving

Data Formatting and layout
v Include Figld names ¥ Preserve column sortyfilker/layout
[ Include row numbers ¥ Preserve cell Formatting
v adjust column width

If the number of rows in the daka range changes upon refresh:
% Insert cells For new data, delste unused cells

" Insert entire rows For new data, clear unused cells
™ Cverwrite existing cells with new data, clear unused cells

v Eill down Formulas in columns adjacent to data’

Ok : I Cancel

The External Data Range Properties box is displayed.

Check Fill down formulasin columns adjacent to data. Click the OK button.
The Returning External Datato Microsoft Excel box is re-displayed.

The cell selected when we chose Get External Data should be displayed in the Existing worksheet
field. Click OK.
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General Ledger Balance Sheet

Ed Microsoft Excel - Book1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

Nwdse Sk (iR o- - (@ = 20%|@dw: -0
g

arial -jie -|B £ O = 5 ;08 - A - _|
LookUP  [~[3¢ o =] =(SUM{D2E2y"C21
E F G [ H | I I |
| 1 |[ACTUAL_BAL_PD_1 BUDGET_BEGIN_BAL BUDGET_BAL_PD_1 Cument Year
Lz] 271941.57 o 244362.9[=[3UM(D2: E2]"C2]~1| |
(=] 429473.862 ] £53998.09
| 4| i ] i
|5 | i ] 5
| & | £982.73 ] 7168.07
|7 | o ] i
=R 135739.9 ] 113520.78
ER 232344 55 ] 321663.17
|10 25957 46 ] 27985.78
[11] 0 ] [
12 ] o ] i
[13] 35605.06 ] 4392423
| 14] 5280.68 ] 5856.56
|15 7921.01 ] 8764.85
[ 18] 0 ] [
|17 ] 169.59 ] 162.45
|18 2261 ] 21.66
[19] 33.92 ] 32.43
| =0 i ] i
[ 21] 1255.48 ] 1117.52
|22 167.4 ] 149
| 23] 251.09 ] 22351
[24] 0 ] [
| 25| 1001.87 ] 740,02
S i 57 o a0
4|4 » M| Sheeti 3 Sheet2 [ Sheets /

Edit

1
[ B =72~ ) ]

The datais imported with column headings.

Create the Current Year column heading and enter aformulafor the Actual End Balance for Period 1
using the Actual Beginning Balance, Actual Balance Period 1 and Debit/Memo/Credit Switch Fields.

The formula should be =(SUM (Dn:En)* Cn)*-1, just like the other Liability accounts.
In cell H2 enter =(SUM (D2:E2)*C2)*-1
Press Enter to display the total.

General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

arial - -|lm 7 U= = 6 % 5 ‘W8 4%|< ]
H1 = =| Current ¥ear
E [ F I © I H [0 T 0 T K ]

1 [ACTUAL BAL_PD_1 BUDGET_BEGIN_BAL BUDGET_BAL_PD_1 [Current Year]
[ 2 271941.57 a 2443629 271941.87
3| 429473.62 o 583098.09 42947362

4 il o 0 il
5 | 0 ] 0 0
|6 | £662.73 o 7168.07 -6882.73
7| il o 0 il
8| 135739.9 o 113520.78)  135739.9
9| 232344.55 i 321663.17|  -232344.55
[ 10| 25957 .46 a 27985.78 -25957 .46
11| il o 0 il
12 | il o 0 il
[ 13 39605.06 a 4392423 -39605.06 L]
|14 | 528069 o 5856.56 -5280.68
|15 | 7921.01 o B8784.65 7921.01
16 | i o 0 i
117 | 169.59 i 162.45 -169.59
[ 18 | 2261 a 21.66 -22.61
19| 33.92 o 32,49 -33.92
|20 i o i
[ 21 1255.48 a 1117.52 -12585.48
|22 | 167.4 o 149 167.4
23] 251.09 o 22351 -251.09
24| il o 0 il
|25 | 1001.67 i 740.02 -1001.67

o 0o

Ready

S 10t A7
144 p [#[5 Sheetl 3 Sheet2 ( Sheets /

1
[ Essmmr

Fill the remaining cellsin column H with the total.
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General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

Nwdse Sk (iR o- - (@ = 20%|@dw: -0

rial e r u[E==E]% % . W0 oA
LookP  [~[ 3¢ o =] =(SUM[F2:G2)" C2™1
F [ G [ H [ 1 J [ kK [ L T ®™ | N

| 1 |BUDGET_BEGIN_BAL BUDGET BAL_PD_1 Current Year Budget
Lz] o 244362.3 271941 57[=(SUM(F2, GZ1"C2)™1

3 [ 553995.09 42947362
N H o H o 1R x 2c |
|5 | 5 i] i]
| & | [ 7168.07 -5882.73
|7 | i i] i]
=R [ 11352078 -135739.9
ER [ 321686317 -23234455
|10 o 27985.78 25987 46
[11] [ a a
12 ] i i] i]
[13] 5 43924 23 -39605 05
| 14] [ 5856.56 -5280.628
|15 i 5754.65 75921.01
[ 18] [ a a
|17 ] [ 162.45 -169.59
|18 o 21.66 2261
[19] [ 32,43 33.92
| =0 i i] i]
[ 21] 5 1117 52 1255 48
|22 [ 149 -167.4
| 23] i 22351 251.09
[24] [ a a
| 25| [ 740.02 1001 867

S n an o 1nn1
14 4 p [ Sheetl 3 Sheet2 ( Sheets / K

Enter

[ Essmmr

Next, in Column |, enter aBudget heading and create the formulafor the Budget Balance for Period 1
using the Budget Beginning Balance, Budget Balance Period 1 and Debit\Memo\Credit Switch.

Incell 12 enter =(SUM (F2:G2)*C2)*-1
Press Enter to display the total.

General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help = 5||
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial - -|B 7 U= %8 5% | - A -
J2 _:J =|
F [ G [ H [ 1 [ 0 [ w [ L [ ™ [ ®
| 1 BUDGET BEGIN_BAL BUDGET BAL_PD_1 Current Year Budget
LI ] 2443629 271941.57 2443629 L)
= i 58399808 429473.62 5539981 5
|4 0 i i i
|5 | 5 i] i] i]
5 | i 71608.07 6EE2.73 -7168.07
71 0 i il i
s | i 11352078 1357399 -113521
1o | 0 32166317 23234455  -321663
[ 10| ] 27985.78 -25957 46 279858
1] i il il il
12| 0 il il il
[ 13 ] 43924 23 -396E05.06  -43524 2
|14 i 5856.56 528068 -5858 56
115 | 0 B704 65 7921.01 6784685
16 | i 0 i 0
17| 0 16245 959 -162.45
[ 18 | ] 21.66 -22.61 -21.66
19| i 32.48 3392 3249
|20 0 i 0 i
[ 21 ] 1117.52 -1255.48  -1117.52
|22 | i 149 167.4 143
|23 0 223 51 25108 22351
24 i i 0 i
|25 0 74002 00167 74002
= n preie: Fremh preie:
|44 » b Sheeti 3 Sheetz { Sheetd / 4

Ready

[ Essmmr

Fill the remaining cellsin column | with the total.
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General Ledger Balance Sheet

2]

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

rosoft Excel - Book 1

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

-1 -|[[m 7 U

| ® % ,

€0 .og
W0 s

=[ DE_MEMO_CR_SWITC

| I
ACTUA & cut
. B copy

R Paste

Faste Special...

Insert
Delete
Clear Contents

Eormat Cells., ..
Colurnn Wwidth,

Next, we will hide columnsC, D, E, Fand G.

Click and highlight Columns C through G,

>-a-

H [ I [ =
'Current Year Budget =

271841 .57 2443629

42947362 583998.09

[u} [u}

o o

-6882.73 -7168.07

[u} [u}

-135739.9 -113520.78

-232344 .55 -321663.17

-25987 46 -27985.78

u} u}

[u} [u}

-39605.06 -43924 23

-5280.68 -585E6.56

-7821.01 -8764.85

u} u}

-169.59 -162.45

-22.61 -21.66

-33.92 -32.49

[u} [u}

-1255.48 -1117.52

-167.4 -149

-251.08 -223.51

u} u}

-1001.87 -740.02

10Nt a7

7an
I>I|_I

4
[ Eum=aataEazase [ [ WMl [ [

Right click and select Hide or select Window from the menu and choose Hide.

General Ledger Balance Sheet

£ Microsoft Excel - Book 1.xls

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

1

x|

NedS SRy (RS - &= &

24 2} | @ oo - 7).

frial -1 - B 7 U s %8| a-A-
AB4 =] =]
A [ B | H 1 I |

| 41 532001 PROFESSIOMNAL SERVICES - MPLS -3939.25 -7473.49
[ 42 |53z002 PROFESSIONAL SERVICES - DALL 393926 -7473.48
| 43 532003 PROFESSIONAL SERVICES - OAKL -3939.26 -FA73.48
| 44 633000 TELEFHOME EXFENSE a a
| 45 [533001 TELEPHONE EXPENSE - MPLS 252378 -2318.57
| 48 533002 TELEPHOME EX¥PEMNSE - DALL -B74.6 -772.86
| 47 633003 TELEPHOMNE EXPENSE - OAKL -B746 77286
| 48 534000 UTILITIES EXPEMSE a a
| 49 534001 UTILITIES EXPEMSE - MPLS -1470.99 -1174.7
| 50 |534002 UTILITIES EXPENSE - DALL 24517 -195.78
| 51 534003 UTILITIES EXPEMSE - Q&KL -735.49 -587.36
| 62 |635000 INSURANCE EXPENSE a a
| 53 [s35001 INSURAMNCE EXPENSE - MPLS 412405 412425
| 54 535002 INSURANCE EXFEMSE - DALL -515.53 -515.53
| 65 |635003 INSURANCE EXPENSE - OAKL -515.53 -515.53
| 58 801000 OTHER IMCOME 203.98 505.54
| 57 802000 FINANCE CHARGES ASSESSED a a
| 58 504000 DISCOUNTS TAKEN ] ]
| 89 805000 INTEREST EXFPEMNSE -13883.23| -13883.23
| B0 |B0B000 OTHER EXPENSES -1301.43 -1402.43
[ 51 351000 FEDERAL INCOME TAX EXPENSE ] ]
| B2 852000 STATE INCOME TAX EXPENSE a a

[=%)

64 lIMet Profit 11923.77 3572264
[ 5] =
1414 [» [PII Shestl S sheetz ¢ Shests 7 K| mL”_I
Ready 0 B

Next, create a subtotal using the Sum or AutoSum functions, for the Net Profit amount for the
Current Year and Budget columns. You can also create a Net Profit |abel.
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£ Microsoft Excel - Book 1

] Fle Edt View | [nsert Format Tools Data Analyst Window Help

[ (=]]
=l |

Ready

0= S| Bows flo-o (&= 2l 2|30 -G

il Columns = : >-A - ‘|
e Workshest

| o) i B | T I T I |

| 46 |533002 Fags Bresk PENSE - DaLL ETAG 77286
| 47 |533003 nction... PENSE - OAkKL 5746 772.86
| 48 534000 v o o
| 43 534001 = % 147099 11747
| 50 534002 Picture > Er’eata -245.17 -195.78
[ 51 534003 W Hyperlink...  Cri+k = -735.49 -587.36
| 52 535000 M apply... il i
[ 53 535001 ——msuRATCE A Lebel 412425 -2124.25
| 54 535002 INSURANGCE EXPENSE - DALL 1553 51553
| 55 535003 INSURAMNCE EXPEMNSE - OAkKL -515.53 -515.53
| 88 [501000 OTHER INCOME 203.95 505.54
| &7 502000 FINANCE CHARGES ASSESSED i il
| 58 804000 DISCOUNTS TAKEM a a
| 55 505000 INTEREST EXPENSE -13663.23 -13883.23

&0 | G050 OTHER EXPENSES 130143 1402 43
[ B1 551000 FEDERAL INCOME TAX EXPENSE o o
| B2 552000 STATE INCOME Tax EXPENSE i i

B3

64 Mt Proiit [C1oz=z7] ss72ze4
[E5
56
|7

)

EE)

70 -
141 41p [ W[, Shesti Sheet ( Shests 7 (KN mL”_I

Optionally, create arange name for the Current Year and Budget totals.

) | I ] e | e

Click the Current Year total and select Insert from the menu followed by Name and choose Define.

Define Range Name

Define Name

Mames in workbook;

Actual_Met_Profit

]
-~

Refers ko

Query_from_05A5_612_DATA

Shestz? ;|

Close

Delete

J [kl

Enter a name without spaces and click the Add button.

Repeat the same steps for the Budget total

After both names are entered, click Close.
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General Ledger Balance Sheet

7 File Edit View Insert Format Tools Data Analyst Window Help —l=] x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U T a-A-
H33 | =]

A B Te] ] E | F I I =
63 | 252000 NOTE PAYABLE - TWO -1 510850.7 | -8514.18 5106850.7| -B514.18  $502,336.52 $502 33
70 253000 LESS CURRENT PORTION OF LTD | 1 ] ] ] o $0.00 §
71
72 Total Long Term Liahilities $1,842,998.56  $1,842,998
73
74 Total Liabilities $2,215,291.77  $2,252 .83
75
7B Stockholders Equity
77
78 300000 COMMON STOCK -1 1376843.55 0 1376843.55 0 §1,376,843.55  $1 37684
79 3031000 PREFERRED STOCK -1 19742586 0 19742556 0 $197 42556 $197 42
B0 | 302000 ADDITIOMAL PAID-IN CAPITAL -1 49238901 0 482398.01 0 $452.395.01 $492 39
81 303000 DIVIDENDS 1 1993558 0 1993558 0 (31993558 ($1993
82 304000 RETAINED EARMIMNGS -1 88813571 0 88813571 0 $888,135.71 $288,12:
83 Net Profit 1
B84
85 o
86
87
&3
89
o0
al
a2
23
14 4[> [pil\Sheet1 ( Sheetz £ Sheets 7 K| E LlJ_I
Ready | UM

Next, link the Current Year and Budget Net Profit totals from the Balance sheet to the Net Profit

fields on Sheet2.

Go back to the balance sheet. Select the cell in Column H next to the Net Profit |abel (cell H83 in this

example).

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |

B File Edit View Insert Format Tools Data Analyst Window Help == x|
Nwdse Sk (iR o- - (@ = 20%|@dw: -0
srial - -|B 7 U B % 5 % a-A-

LOOKLP [~Ix v ==
= | T D E | F [ H S|

63 | 252000 NOTE PAYABLE - TWO -1 510850.7 | -8514.18 5106850.7| -B514.18  $502,336.52 $502 33
70 253000 LESS CURRENT PORTION OF LTD 1 ] o a $0.00 ki
71

72 Total Long Term Liahilities $1,842,998.56  $1,842.9:

73

74 Total Lial ies $2,215,291.77  $2,252 .83
75

7B Stockholders Equity

77

78 300000 COMMOMN STOCK -1 1376843.55 0 137684355 0 $1,376,843.55  $1 376,84
79 3031000 PREFERRED STOCK -1 19742586 0 19742556 0 $197 42556 $197 42
B0 | 302000 ADDITIOMAL PAID-IN CAPITAL -1 49238901 0 482398.01 0 $452.395.01 $492 39

81 303000 OrIDENDS 1 19935 .58 ] 1983558 a ($19 935 58) ($19 53
82 304000 RETAINED EARMIMNGS -1 88813571 0 88813571 0 $888,135.71 $288,12:
83 Net Profit 1

[ 84

L85 |

|86 |

[&7 |

|88

|89

[20

21

[92 |

93

144 [ [pi}Sheet1 Sheyez [ Sheets / (K] LlJ_I
Enter 0 B

Type=inthecell.
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] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

Nwdse Sk (iR o- - (@ = 20%|@dw: -0

srial - -|B 7 U ] a-A-
LookUP [ =] 3¢ o =| =Actual_Met_Profit
A | E | H [ [l [ J [ K [ L [

45 533002 TELEPHOME EXPENSE - DALL 6746 77286

47 |533003 TELEFHOMNE EXPENSE - OAKL -B74 6 -772.86

43 534000 UTILITIES EXPENSE [ 0

45 534001 UTILITIES EXPENSE - MPLS 147095 11747

50 |534002 UTILITIES EXPEMSE - DALL -245.17 -195.78

51 534003 UTILITIES EXPENSE - DAKL 73549 567.36

52 535000 INSURANCE EXPENSE [ o

53 535001 INSURANCE EXPENSE - MPLS 412425 412425

54 535002 INSURANCE EXPENSE - DALL 51553 51553

55 |535003 INSURANCE EXFEMNSE - OAKL -615.583 -615.583

56 (501000 OTHER IMCOME 205.98 505.54

57 802000 FINANCE CHARGES ASSESSED i i

53 |804000 DISCOUNTS TAKEM a a

59 805000 INTEREST EXPENSE -13883.23  -13883.23

50 506000 OTHER EXPENSES 1301.43 -1402.43

B1 851000 FEDERAL INCOME TAX EXPENSE ] ]

62 852000 STATE INCOME TAX EXPENSE o o

B3

B4 Met Profit 3572264

£5

[=i5)

&7

Es )

S

70
141415 [P, Sheeti s Sheetz ¢ Sheets 7 K| mL”_I
Paint ) | I ] e | e
Click the Sheet2 tab and select the Current Year Net Profit total.

Press Enter
General Ledger Balance Sheet
A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial -1 - B 7 U B % 5 8% a-A-

HE3 ;I =| =Actual_Met_Profit
A B [ B [ E [ F [ H
63 | 252000 NOTE PAYABLE - TWO -1 510850.7 | -8514.18 5106850.7| -B514.18  $502,336.52
70 | 253000 LESS CURREMNT FORTION OF LTD 1 a ] o a $0.00
71
72 Total Long Term Liabilities $1,842,998.56
73
Total Lial ies $2,215,291.77
Stockholders Equity
300000 COMMOM STOCK -1| 1376643 .55 0 137684355 0 §1,376,843 65
301000 PREFERRED STOCK -1 19742586 0 19742556 0 $197 42556
302000 ADDITIOMAL PAID-IN CAPITAL -1 49238901 0 482398.01 0 $452.395.01
303000 DVIDENDS 1 19935 58 ] 1983558 a ($19 935 58)
304000 RETAINED EARMIMNGS -1 88813571 0 88813571 0 $888,135.71
Met Profit 1152377 1
89
o0
al
a2 =
23
144 ]» [bil\Sheet1 { Shestz A Shests 7 (K] LlJ_I
Ready | UM

The Current Year Net Profit amount should display on the Balance sheet.
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Repeat the steps to get the Net Profit Budget amount on the Balance sheet.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial -1 - B 7 B % 5 8% a-A-
133 =] =]
B [ieT D [ E ] F [ 6 ] H [ 1 [J
B8 |MOTE PAYABLE - WO -1 510850.7 -8514.18 510850.7 -8514.18 $502 336.52 §502 336.52
70 |LESS CURRENT FORTION OF LTD | 1 i} i] i] [ $0.00 $0.00
Fal
72 |Total Long Term Lia $1,842,998.56  $1,842,998.56
73
74 |Total Liahilities $2,215,291.77 | $2,252,833.99
75
7B |Stockholders Equity
77
78 |COMMON STOCK -1 1376843.55 0 1376843.55 0 $1,376,843.55  §1,376 843.55
79 |PREFERRED STOCK -1 19742556 0 19742556 o $197 425.56 $197 42556
B0 |ADDITIOMNAL PAID-IN CARITAL -1 49239901 0 492399.01 o $492399.01 $482 399.01
DNVIDEMDS 1 1993558 0 1993558 0| ($19935.58) ($19.935.58)
RETAINED EARMINGS -1 8813571 0 88813571 o $888,135.71 $868,135.71
Met Profit §11 52377 1
a3
14 4[> [pil\Sheet1 ( Shestz £ Sheets 7 = Inl
Ready | UM 5

Select the cell in Column | next to the Net Profit label (cell 183 in this example).

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

Nwdse Sk (iR o- - (@ = 20%|@dw: -0

srial - -|B 7 U B % 5 % a-A-
LOOKUP [~Ix v ==
B TET D E F [ & ] H [ 1 T J
B3 |MOTE PAYABLE - TWWO -1 510850.7 -8514.18 5108507 -8514.18) $502,336.52 §502 336.52
70 |LESS CURRENT PORTION OF LTD 1 a o o o $0.00 $0.00
71
72 |Total Long Term Lial $1,842,998.56  $1,842,998.56
73
74 |Total Liabilities $2,215,291.77 | $2,252,833.99
Stockholders Equity
7
CORMON STOCK -1 1376643 55 0 1376843 .55 0 $1376,843.55  $1,376 543,55
PREFERRED STOCK -1 197425 56 0 19742556 0 $197 42556 $197 42556
ADDITIOMNAL PAID-IN CAPITAL -1 48238501 0 492399.01 0 $482 399.01 $482 399.01
DWIDEMDS 1 19935 58 o 19935 58 o ($19 935.58) (519 935.58)
RETAIMED EARMINGS -1 8BB135.71 0 8833571 0 $88s135.71 $868,135.71
Met Profit §1152377 |= 1]
# ~
144 [» M Sheet1 Sheets i K (3]

Entter ) | I ] e | e

Type=inthecell.
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] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
Do ESEY|$BRS o - @ > A 22 M@ Hmwe -0
arial -10-‘31 ‘$%, &-g-,|
LOOKUP |~ 3 «# =] =Budget_Met_Profit
A | E | H [ [l [ J [ K [ L [
45 533002 TELEPHONE EXPENSE - DALL ETAG 772 EG
47 533003 TELEPHONE EXRENSE - DAKL BFAG  -772EG
48 534000 UTILITIES EXPENSE o o
45 534001 UTILITIES EXPENSE - MPLS 147099 11747
&0 534002 UTILITIES EXPENSE - DALL 24517 19578
51 534003 UTILITIES EXPENSE - QAkL 73540 -5BT.36
52 535000 INSURANCE EXPENSE il i
53 535001 INSURANGE EXPENSE - MPLS 412425 -4124.25
54 535002 INSURANCE EXPENSE - DALL 1553 51553
55 535003 INSURANGE EXPENSE - OAkL AIRE3 -B15A3
58 501000 OTHER INCOME 203.95 505.54
57 _|&n20nn FINANCE CHARGES ASSESSED i il
&8 |E04000 DISCOUNTS TAKEN il il
59 505000 INTEREST EXPENSE -13663.23 -13883.23
&0 | G050 OTHER EXPENSES 130143 1402 43
B1 551000 FEDERAL INCOME TAX EXPENSE o o
52 |E52000 STATE INCOME Tax EXPENSE i i
63
64 Met Profit 1192377, _
&5
E3
&7
) W
EE)
70
141 415 bl Sheeti Sheetz ( Shests 7 (KN mL”_I
Point 0 B

Click the Sheet2 tab and select the Budget Net Profit total.
Press Enter

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
E7 Fle Edt View Insert Format Tools Dats Anslyst Window Help - =%
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
frial -1 - B 7 U B % 5 8% a-A-

E] =] =[ =Budget_Net_Prafit
= D e F [ A [ 1 | ]

B8 |MOTE PAYABLE - WO -1 510850.7 -8514.18 510850.7 -8514.18 $502 336.52 $502 336.52
70 LESS CURRENT PORTION OF LTD 1 o o o o $0.00 $0.00
Fal
72 |Total Long Term Lia $1,842,998.56 | $1,842,998.56
73
74 |Total Liahilities $2,215,291.77 | $2,252,833.99
75
7B |Stockholders Equity
77
78 |COMMON STOCK -1 137684355 0 1376643.55 0 $1376,843.55  $1,376 543,55
79 |PREFERRED STOCK -1 19742556 0 19742556 o $197 425.56 $197 42556
B0 |ADDITIOMNAL PAID-IN CARITAL -1 49239901 0 492399.01 o $492 399.01 $492 399.01

DIWIDENDS 1 19935 .58 o 19935.58 o ($19 935.58) (519 935.58)

RETAINED EARMINGS -1 8813571 0 88813571 o $888,135.71 $2888 135.71

Met Profit §11 52377 53572264 |
on

89
90
a1
92
a3

14 4[> [pil\Sheet1 ( Shestz £ Sheets 7 = I+
Ready 0 B

The Budget Net Profit amount should display on the Balance sheet.
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General Ledger Balance Sheet

E7 Fle Edt View Insert Format Tools Dats Anslyst Window Help - =%

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial -1 -|m 7 U T a-A-

Hes | = [ =SUM{H75 HE4)
B I D [ E ] F [ e 1 H I [

B8 |MOTE PAYABLE - WO -1 510850.7 -8514.18 510850.7 -8514.18 $502 336.52 $502 336.52

70 |LESS CURRENT PORTION OF LTD | 1 i] o i [ $0.00 $0.00

Fal

72 |Total Long Term Liabilities $1,842,998.56 | $1,842,998.56

73

74 |Total Liahilities $2,215,291.77 | $2,252,833.99

75

7B |Stockholders Equity

77

78 |COMMON STOCK -1 1376843.55 0 13766843.55 0 $1,376,843.55  §1,376 843.55

79 |PREFERRED STOCK -1 19742556 0 19742556 o $197 425.56 $197 42556

B0 |ADDITIOMNAL PAID-IN CARITAL -1 49239901 0 492399.01 o $492 399.01 $492 399.01

&1 |DMVIDENDS 1 1993558 0 1993558 0 ($19935.58) (519 ,935.58)

B2 |RETAINED EARMINGS -1 8813571 0 88813571 o $888,135.71 $888,135.71

83 |Met Profit $11,5923.77 $35 722,64

84

85 | Total Stockholders Equity I $2,946,792.02 ! $2,970,590.89

86
|57 EE]

=)

EEl

90

a1

92

a3

14 4[> [pil\Sheet1 ( Shestz £ Sheets 7 = I+
Ready 0 B

Create alabel and totals for the Current Year and Budget columnsin the Stockholders Equity section.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|
Nwdse Sk (iR o- - (@ = 20%|@dw: -0
srial - -|B 7 ] a-A-

LookUP [~ o =] =SUM(HE5 H74)
B D E | F [ 6 T H 1 J

89 |MOTE PATABLE - TWQ 510850.7 -B514.18  510850.7| -8514.18) $502,33652 $502,336.52
70 |LESS CURRENT FORTION OF LTD | 1 i} i] i] 0 $0.00 $0.00
71
72 |Total Long Term Liabilities $1,842,998.56  $1,842,998.56
73
74 | Total Liabilities %22 71 $2,252,833.99
75
7B |Stockholders Equity
77
78 |COMMON STOCK -1 1376843.55 0 1376843.55 0 $1,376843.55  $1,376,843.55
79 |PREFERRED STOCK -1 19742556 0 137425.56 0 $197 42556 §197 425.56
B0 |ADDITIOMAL PAID-IN CAPITAL -1 492399.01 0 492389.01 0 $452399.01 $482 399.01
81 |DIWIDENDS 1 1993558 0 1993558 0| ($19935.58) ($19.935.58)

82 |RETAINED EARNINGS -1 88813571 0 B888135.71 0 $888,135.71  $888,135.71
B3 |Met Profit §11,923.77 $35,722.64
54
85 |Total Stackholders Equity 1 $2,970,590.89
86
87 |Total Liabilities and Equity =SUMHES H7 1)

88
89
a0 on
a1
7]

o3

144 1> [Wil\ Sheett ( Shestz { Shests 7 IEl ||
Pairit 0 B

Create atotal for Current Year Liabilities and Equity by adding the Total Liability to the Total
Stockholders Equity OR by adding the Total Current Liabilities, Total Long Term Liahilitiesand

Total Stockholders Equity subtotals together.

Using ODBC w/Excel
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Microsoft Excel

General Ledger Balance Sheet

] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

ariel 5% % 5 %848 [m-o-a-
HE7
[ F [ 6 T H | [
B3 |MOTE PAYABLE - TWWO -1 510850.7 -8514.18 5108507 -8514.18) $502,336.52 §502 336.52
70 |LESS CURRENT PORTION OF LTD 1 a o o o $0.00 $0.00
71
72 |Total Long Term Liab| $1,842,998.56  $1,842,998.56
73
Total Liab $2,215,291.77 | $2,252,833.99
Stockholders Equity
7
CORMON STOCK -1 1376643 55 0 1376843 .55 0 $1376,843.55  $1,376 543,55
PREFERRED STOCK -1 197425 56 0 19742556 0 $197 42556 $197 42556
ADDITIOMNAL PAID-IN CAPITAL -1 48238501 0 492399.01 0 $482 399.01 $482 399.01
DWIDEMDS 1 19935 58 o 19935 58 o ($19 935.58) (519 935.58)
RETAIMED EARMINGS -1 8BB135.71 0 8833571 0 $88s135.71 $B868,135.71
Met Profit §11 52377 $35,722.64
Total Stockholders Equity $2,946,792.02  $2,970,590.89
Total Liah es and Equity o |$5 162 083.79 _l
14 4[> [pil\Sheet1 ( Shestz £ Sheets 7 = I+

) | I ] e | e

Ready

Repeat the steps for the Budget Column and format the cells to match the other totals.

General Ledger Balance Sheet

£ Microsoft Exc Book 1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help
DEEe | SRY (BT oo @ = & 285 Mmdoe -5

Arial -0 - H % % ., %8| | '5"&'-|

c1 =
L I B [ [ [ I
|1 |Acct No Description & cut Current Year
ER Copy
3| Assets R Paste
|4 Paste Specia,..,
5| Current Assets
6 | Insert
|7 |100000 CASH IM BANK - 15t NATIONAL 1 45145 351.12 Delete $4 865 62 4 B30
[C8 |100100 CASH IN BANK - 2nd NATIONAL 1 0 il Clear Contents $0.00
| 9 |100500 PETTY CASH 1 100 15 $115.00
|10 | 101000 ACCOUNTS RECEMNABLE 1 12155 6 40769 Eormat Cells... $16,234. 40 $22 26
|11 | 102000 ALLOWANCE FOR BAD DEBT -1 2431 581.58 Colurnn width. .. ($324.68) 544:
|12 104000 INVEMTORY - RAWY MATERIALS 1 89833514 117561 & $999,510.75  §1,010.54
|13 | 104200 INWVENTORY - WORK-IN-PROCESS |[[1 1035227 71 18621.15 1C Unhide 1,053,848 86 | $1,055 25
|14 |104400 INWVEMTORY - FINISHED GOODS 1 B5B345.62  24401.4 =0 5 $982,747.02 260,50
|15 | 105000 PREPAID EXPEMZES 1 o $0.00
|16 | 105000 MARKETAELE SECURITIES 1 SB1455.26 987456 56145526 4195377 $o71.3529.82 $603 40
17
[18 | Total Current Assets $3,528,326.79 | $3,556,57
19
| 20 | Long Term Assets
21
| 22 1151000 LAND 1 450000 o 450000 S7250(  $450,000.00 $507 25
| 23 |152000 MACHINERY & EQUIPMENT 1 1387674.92 40000 1387674 92 16885 78( §1 427 674 92 | §1 403 B7)
|24 |152500 ACCUM DEPR-MACHINERY & ECGUIN=T 5301211 11897.29 530121.1 1203088 ($542,018.39) ($542,15
| 25 | 153000 OFFICE MACHINES 1 493241 67 0 49324167 $493 241 67 $493 24
26 1153500 ACCLIM DEDD O na SEoEet 97 aama Al e 7 G et
{4 Th R sneet Tl v

| Bum=zaiesszasi [ [ WOWM[ [

Ready

Click and highlight columns C through G.

Right click and select Hide or select Window from the menu followed by Hide.
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General Ledger Balance Sheet
E3 Microsoft Excel - Book 1 HE
] Fle Edt View Insert Farmat Tools Data Analyst Window Help == x|

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

frial - -|B 7 U= T - A -
B2 = =
A B | A I 1 [0 T W [ L T ™ ]

| 1 Acct No Description Current Year Budget
12| [ 1
[ 3] Assets
L4
[5 ] Current Assets

5
| 7 100000 CASH IN BANK - 151 NATIONAL 4 5965.62 $4530.00
[ & 100100 CASH IN BANK - Znd NATIONAL $0.00 §0.00
| @ 100500 PETTY CASH $115.00 $55.00
[ 10 101000 ACCOUNTS RECENABLE $16,234.40 $22 267.25
[ 11 102000 ALLOWANCE FOR BAD DEBT (5324.68) ($445.33)
[ 12 104000 INVENTORY - RAW MATERIALS $999,510.75 | $1,010 546.64
[13 104200 INVENTORY - WORI-IN-PROCESS | §1 053,848.86 | $1,055 23549
[ 14 104400 INVENTORY - FINISHED GOODS $882,747.02 | §860,860.32
[ 15 105000 PREPAID EXPENSES $0.00 $0.00
[ 18 105000 MARKETABLE SECURITIES $571,329.82 | $603,409.03

17
[ 18| Total Current Assets $3,528,326.79 | $3,556,576.40

19
[ 20| Long Term Assets

21
| 22 151000 LAND $450,000.00 | 507 250.00
[ 23 152000 MACHINERY & EQUIPMENT §1,427 574.92 | §1,403 570.70 L]
[ 24 152500 ACCUM DEPR-MACHINERY & EQUIF ($542,018.33) (§542,151.69)
| 25 153000 OFFICE MACHINES $493 24167 | 453 24167 -

= h NESE O = 4362 704 £

EIERIS 14l @jJ_I
Resdy | | NOM [

Only the Acct No, Description, Current Year, and Budget columns should display.

The next step is to test the Refresh option by adding afew accountsin OSAS GL to verify the
subtotal s and rows are updated correctly.

GL Accounts

Commands Edit Modes Other Help
X m BE 28 oK | _Abandon |

Account  [TST0T1 = Type [100 %] Land
Crescription Hope this works alzo DE. CR. or Memo D ehit vl
Clear To Account g Step I ul Alternate Budget Forecast vI

Consol To Account al Step I 0 Entry Method Auctivity =~ l

Period Aictual Cv Budget Lazt vear Forecast
Eegin 1000.00 1000.00 .00 00
1 1515.25 2500.00 .00 .00
2 .00 .on . .00 .00
3 .00 .00 L .00 .00
4 oo oo oo oo
1 .00 .00 .00 .00
-1 .00 .00 .00 .00
7 .00 .00 .00 00
g .00 .00 .00 .00
| [iN] [i[1] [iN] oo
10 .00 .00 .00 .00
11 .00 .00 .00 .00
12 .00 .00 .00 00
13 .00 .on .00 it}
End 251525 3500.00 -00 .00

[ |Company H [07/16/2001 [T eminal TO0O [0VR

We already added an account to the 100000-109999 range.

Add an account to the 150000-159999 range.
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GL Accounts

=, GL Accounts !El m

Commands Edit Modes Other Help

X R @Al e

0K | Abandon |

Account Wﬂ_ Type WE Intangible Assets
Crescription [Another Test DE. CR. or Memo D ehit vl
Clear To Account —g Step I—EI Alternate Budget Forecast vI
Conszol To Account 3] Step I—D Entry Method m
Period Aictual Cv Budget Lazt vear Forecast
Eegin 117515 167515 .00
1 .00 .00 .00 .00
2 .00 .on .00 .00
3 .00 .00 .00 .00
4 oo oo oo oo
1 .00 .00 .00 .00
-1 .00 .00 .00 .00
7 .00 .00 .00 00
g .00 .00 .00 .00
| [iN] [i[1] [iN] oo
10 .00 .00 .00 .00
11 .00 .00 .00 .00
12 .00 .00 .00 00
13 .00 .on .00 it}
End 1175159 157515 -00 .00
| Company H |07/A16420070 | Terminal TOO0O

OvR

Add an account to the 180000-189999 range.

GL Accounts

=, GL Accounts !El m

Commands  Edit Modes Other  Help

2N R | Ema| e OK | Abandon |
Account Wﬂ_ Type WE Common Stock
Crescription Stockholders Test DE. CR. or Memo Credit vl
Clear To Account —g Step I—EI Alternate Budget Forecast vI
Conszol To Account 3] Step I—D Entry Method m

Period Aictual Cv Budget Lazt vear Forecast

Eegin 1500.00 1500.00 .00 00
1 500.00 300.00 - .00 .00
2 .00 .on L .00 .00
3 .00 .00 .00 .00
4 oo oo oo oo
1 .00 .00 .00 .00
-1 .00 .00 .00 .00
7 .00 .00 .00 00
g .00 .00 .00 .00
| [iN] [i[1] [iN] oo
10 .00 .00 .00 .00
11 .00 .00 .00 .00
12 .00 .00 .00 00
13 .00 .on .00 it}

End 200000 1800.00 -00 .00

| Company H |07/A16420070 | Terminal TOOO | OWHE

Add an account to the 3000000-399999 range.
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Commands  Edit Modes Other  Help

2N R | Ema| e OK | Abandon |
Account IWJQ_ Type WE Gross Revenues
Crescription Last Test DE. CR. or Memo Credit vl
Clear To Account % g Step |—2 Alternate Budget Forecast = I
Conszol To Account 3] Step I—D Entry Method Bty =

Period Aictual Cv Budget Lazt vear Forecast

Eegin 171716 1700.00 T 00
1 1533.00 1500.00 Jul] .00
2 oo .ao oo .ao
3 Jul] .00 Jul] .00
4 un] on un] on
1 [i]] .00 [i]] .00
-1 Jul] .00 Jul] .00
7 [i] .00 [i] 00
g Jul] .00 Jul] .00
3 oo on oo on
10 [i]] .00 [i]] .00
11 Jul] .00 Jul] .00
12 [i] .00 [i] 00
13 .00 .on Juli] it}

End 325016 3200.00 -00 .00

[ |Company H [07/16/2001 [ Teminal TOOD [OWR

Add an account to the 400000-999700 range, which is on Sheet2 in the workbook

General Ledger Balance Sheet

EA Microsoft Excel - Book 1 [_1=]
] Fle Edt View Insert Farmat Tools Data Analyst Window Help ;lglﬂl
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
rial -0 - B 7 U(E==EE8 %, 98|

A7 _:J =|
A B | H I I [T ™M o
1 |Acct No Description Current Year Budget
2
3 Assets

|4

| 5 | Current Assets
B
7 _[1o0oo0 ICASH IN BANK - 15t NATIONAL §4 865.62 $4 630.00
8 100100 CASH IM BANK - 2nd NATIONAL $0.00 $0.00
2 100500 PETTY CASH $115.00 $55.00
10 101000 ACCOUNTS RECEMNABLE $16,234 40 $22 267 25
11 (101011 Does the Refresh work? $2,055.00 $1.444.00
12 |102000 ALLOWWANCE FOR BAD DEBT (5324 68) ($114§ 33)

13 104000 INWVENTORY - RAW MATERIALS $998 51075 | $1,0105 4
14 [104200 INVENTORY - WORK-IN-PROCESES | $1,053848.86  $1,055 23549
15 | 104400 INWVEMTORY - FINISHED GOODS $862,747.02 $860,680.32
16 | 105000 PREPAID EXPEMSES $0.00 $0.00
17 [106000 MARKETAELE SECURITIES $571,329.62 $603,409.03
18
19 Total Current Assets $3,530,381.79  $3,558,022.40
20
21 Long Term Assets
22
23 151000 LMD $450,000.00 $507 250.00
24 152000 MACHINERY & EQUIPMENT $1.427 B74.92 | §$1,403 670,70
25 152500 ACCUM DEPR-MACHINERY & EQUIF (5542 018.39) (5542 151.69)
=L {ulnln} MFEEICE b8 CHIME LT EE = TAQ 1 BT -
14| 4[» [pi[',Sheet1  sheetz { Sheets / iqf @L[J_I

Ready

| NI |

Go back to the Balance sheet in Excel select an OSAS field in the Current Assets section and Refresh

the Data.

The account added to the Current Assets range is added to the sheet and the totals are updated
accordingly, but the accounts added to the other ranges are not added to the sheet. The Net Profit

amount on Sheet2 is not update as well.

The Refresh Data option only refreshes data in the selected query.

This balance sheet has atotal of 7 queriesincluding the Net Profit query on Sheet2.

To refresh each query we could select each one and use the Refresh Data option, but that can be time

consuming.
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General Ledger Balance Sheet

B Fle Edit | yiew Insert Farmat Tools Dats Analyst Window Help =1=] 5||
_Dﬁ:glguormal E@"n-rxv‘ng,%lgllggmn%-@_‘
Tara | [ psge Break Preview IH T® % 5 W | >-A - ‘|
A7 [ standard
A | v Formatting H [ | [ J [ K [ L [ [ =
1 |Acct No 3 ) R Chart rent Year Budget =
2 Custom Views. .. Clipboard
3 M Contral Toolbox
—g G { Assets Drawing
urren e
&
7_[T00000 lCcASH IN BANK - 15t Farms 4 565,62 $4,630.00
§ 100100 CASH IM BANK - 2ng  Ficturs $0.00 §0.00
8 100500 PETTY CASH PivatTable $115.00 $55.00
10 101000 ACCOUNTS RECER,  Reviewing 6,234.40 §22 267,25
11 101011 Does the Refresh worl WVisual Basic 2,055.00 $1.444.00
12 102000 ALLOWANCE FORE  wep (5324.68) ($445.33)
13 104000 INVENTORY - RAM k b9 510.75 | $1,010 545.64
Rl wordart - o B
14 104200 INVENTORY - WORK A:a'lys; F3,848.96 | $1,055235.49
15 104400 INVENTORY - FINISH h2747.02 | $660,660.32
16 105000 PREPAID EXPENSES  Auther $0.00 §0.00
17 | 105000 MARKETABLE SECL ~ FPR48 F1329.82 | §603409.03
18 Seagate
12 g Total Current Assets B0,381.79 | $3,558,022.40
21 Long Term Assets
2
23 151000 LAND $450,000.00 | $507 250.00
24 | 152000 MACHINERY & EQUIPMENT §1,427 B74.2 | $1,403570.70
25 | 152500 ACCUM DEPR-MACHINERY & EQUIF  (§542 018.39) (5542 151 69)
£ Eannn FEEICE hig CHIBIE: £a9= 241 & EYEEErEN=— J_I
4|4 p [ p]'Sheetl { Sheetz £ Sheets / i‘i: @L‘
Ready | | ] E m— v

To refresh several queries at onetime in Excel use the Refresh All option on the External Data
Source Toolbar.

From the View menu, select Toolbars followed by External.

General Ledger Balance Sheet

B3 Microsoft Excel
] Fle Edt View Insert Farmat Tools Data Analyst Window Help

DEEe | SRY (BT oo @ = & 285 Mmdoe -5

Book1

Arial -1 -[B 7 U T &-g-,|
A7 =] =]
A E | H I 1 [0 T W [ L T ™ |
1 |Acct No Description Current Year Budget
2
= Fr— = eF | ¢ x@e
|4 Refresh Al
5 Current Assets Q
B
7 _[1o0oo0 ICASH IN BANK - 15t NATIONAL §4 865.62 $4 630.00
8 100100 CASH IM BANK - 2nd NATIONAL $0.00 $0.00
2 100500 PETTY CASH $115.00 $55.00
10 101000 ACCOUNTS RECEMNABLE $16,234 40 $22 267 25
11 (101011 Does the Refresh work? $2,055.00 $1.444.00
12 |102000 ALLOWWANCE FOR BAD DEBT (5324 68) (F445.33)
13 104000 INWVENTORY - RAW MATERIALS $999.,510.75 | $1,010 545 64
14 [104200 INVENTORY - WORK-IN-PROCESES | $1,053848.86  $1,055 23549
15 | 104400 INWVEMTORY - FINISHED GOODS $862,747.02 $860,680.32
16 | 105000 PREPAID EXPEMSES $0.00 $0.00
17 [106000 MARKETAELE SECURITIES $571,329.62 $603,409.03
18
19 Total Current Assets $3,530,381.79  $3,558,022.40
20
21 Long Term Assets
22
23 151000 LMD $450,000.00 $507 250.00
24 152000 MACHINERY & EQUIPMENT $1.427 B74.92 | §$1,403 670,70
25 152500 ACCUM DEPR-MACHINERY & EQUIF (5542 018.39) (5542 151.69)
=L {ulnln} MFEEICE b8 CHIME LT EE = TAQ 1 BT -
14| 4[» [pi[',Sheet1  sheetz { Sheets / iqf @L[J_I

Ready

| NI |

The External Data Source tool bar is displayed.

Make sure the cursor isin afield brought in with a query and select Refresh All from the tool bar.
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General Ledger Balance Sheet

Ed Microsoft Exc Book1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help ;lglﬂl
DEEe | SRY (BT oo @ = & 285 Mmdoe -5
Arial -1 - B 7 U H % % ., %8| | '5"&'-|
A7 | =| 100000
A | B | H 1 T 4 [ K T L T ®™ ]
B9
70 | 250000 BOND PAYABLE $736,086.88 | $736,056.58 -
71 251000 NOTE PAYAELE - ONE $604 575,16 $604 57516 i (] | txHe
72 | 252000 MOTE PAYABLE - TWO $502 ,336.52 $502 336.52
73 | 253000 LESS CURRENT PORTION OF LTD $0.00 $0.00
74
75 Total Long Term Liah $1,842,998.56  $1,842,998.56
7B
77 Total Liab es $2,215,291.77  $2,252,833.99
78
79 Stockholders Equity
&0
81 |300000 COMMON STOCK %1,376,843.55  §1,376 84355
82 1300111 Stockholders Test $2,000.00 $1.800.00
B3 301000 PREFERRED STOCK $197 425.56 §197 42556
84 |302000 ADDITIOMNAL PAID-IN CAPITAL $492,399.01 $492399.01
B85 303000 DWIDENDS ($12,935.58) (519 935.58)
66 | 304000 RETAINED EARNINGS $888,135.71 | §868,135.71
87 MNet Profit $15,173.93 $38,922.684
&3
EE] Total Stockholders Equity $2,952,042.18 | $2,975,590.89
o0
al Total Liab es and Equity $5,167,333.95  $5,228,424.88
a2
23
14 4[> [pil\Sheet1 ( Sheetz £ Sheets 7 I« WLIJ'%
Ready | | ] E m— v

All queries in the workbook are refreshed at one time.

General Ledger Balance Sheet

Ed Microsoft Exc Book1

] Fle Edt View Insert Farmat Tools Data Analyst Window Help

NEEHS SR | bR - (@ = s

2l 54| B oo - )

Arial - 10 H % % ., %8| | '5"&'-|
154 =
A H [ 1 | J [k T L

| 1 [GL_ACCOUNT_HUM DESCRIPTION Current Year Budget

2 400011 Last Test 3250.16 3200 P
| 3 401000 RETAIL SALES o415 oadse2ae L bt x e
| 4 402000 INC. FROM COMPLETED CONTRACTS 42947362 583995.09
| & 402200 UNCOLLECTAELE ACCOUNTS o ]
| & 403000 RETURNS & ALLOWANCES 0 ]
| 7 404000 DISCOUNTS ALLOWED 686273 -7168.07
| & 405000 FREIGHT OUT ] 0
| & |s01000 COST OF GOODS SOLD - RETAIL -135739.9 -113520.768
| 10 |s0z000 COST OF GOODS SOLD - CONTRACTS 232344.55 32166317

11 503000 FREIGHT IN 25987 .46 -27985.78
| 12 |504000 INVENTORY WARIANCE ] ]
|13 |s10000 SALARIES EXPENSE ] ] >
| 14 |510001 SALARIES EXPEMSE - MPLS -39505.05) -43924.23
| 15 |510002 SALARIES EXPENMSE - DALL 5280665 -5556.56
| 16 |510003 SALARIES EXPEMSE - OAKL 7921.01, 878485
| 17 |511000 TRAVEL AMD ENTERTAINMENT EXP ] ]
| 18 511001 TRAVEL AND ENTERTAINMENT-MPLS -169.59 -162.45

19 511002 TRAVEL AMD ENTERTAINMENT-DALL 22,61 -21.66
| 20 511003 TRAVEL AMD ENTERTAIMMENT-OAKL -33.92 -32.49
| 21 |s12000 AUTO EXPENSE o ]
| 22 [51200 AUTO EXPEMSE - MPLS 125548 111752
| 23 512002 AUTO EXPENSE - DALL 1674 148
| 24 |512003 AUTD EXPEMSE - OAKL -251.09 223.51
| 25 |513000 ADVERTISING EXPENSE ] -
1474 1> MK Shestt Y sheetz ' Sheets 7 = M Sl ki f T @jJ_I
Ready | — o mmMr
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The last step is to print the Balance Sheet.

General Ledger Balance Sheet

B3 Microsoft Excel

Book1

Mext | Brevious | Print... | Setup... | Marglnsl Page Break Preview | Close | Help |
AcctNo Description Current ¥ear Budget
Assets

Current Assets

100000 CASH IM BAMK - 15t NATIOMAL $4 BE5.62 $4 530.00
100100 CASH IM BAMK - 2nd NATIOMAL $0.00 $0.00
100500 PETTY CASH §115.00 $55.00
101000 ACCOUNTS RECEIWABLE $16 234.40 $22 267 25
101011 Does the Refresh work? $2 055.00 $1 44400
102000 ALLOWANCE FOR BAD DEBT ($324.68) ($445.33)
104000 INVEMTORY - RAW MATERIALS $O99 51075 $1 01054664
104200 INVEMTORY - WORKIN-PROCESS 5105354866 §1 056523548
104400 INVENTORY - FINISHED GOODS $882 747 02 $860,8680.32
105000 PREPAID EXPENSES $0.00 $0.00
108000 MARKETABLE SECURITIES $571 329.82 $603.409.03

Total Current Assets $3,530 381.79 $3558022.40

Long Term Assets

151000 LAaNMD $450 pO0.00 $507 250.00
15101 Hope this works also $2515.25 $3500.00
152000 MACHIMER Y & EQUIPMENT $1,427 67492 §1 40357070
152500 ACCUMDEPR-MACHINERY & EQUIF  ($542 018.38) (5542 ,151.69)

$493 241

N

| NI [

Preview: Page 1 of 2

Select Print Preview from the File menu.

General Ledger Balance Sheet

Ed Microsoft Exc Book1

=t | Zoom Prlnt;..‘l Setup... | Margins | Page Bresk Preyiew | Close Help |

203000 FEDERAL WITHHOLDING PAYABLE 44 189.75 $43526.01
203200 FICAWITHHOLDING PAYABLE 515 466 41 $15234.10
203400 STATE WITHHOLDING PAYABLE $17 75590 $17 41040
203600 FUTA PAYABLE 4 F39.92 $4 57023
203700 SUl PAYABLE f0.00 s0.00
203300 SALES T AX PAYABLE $15713.18 $9 387.65
204000 UNITED WWAY PAYABLE $0.00 $0.00
205000 EMP PEMSION FUND PAYABLE $0.00 $0.00
206000 FEDERAL INCOME TAX PAYABLE $0.00 $0.00
207000 STATE INCOME TAX PAYABLE $0.00 $0.00
208000 DEFERRED INCOME TAX $0.00 $0.00
210000 CURRENT PORTION OF LTD $0.00 $0.00

Total Current Liabilities $372 293.21 $409,835.43

Long Term Lial

250000 BOMND PAYABLE $738 D56.58 $736,086.58
251000 MNOTE PAYABLE - ONE $604 57516 $604 57516
252000 NOTE PAYABLE - TWO $a02 336.52 $502 336.52
253000 LESS CURREMNT PORTION OF LTD f0.00 s0.00

| NI [

Preview: Page 2 of 2

The second page does not have the column headings displayed and the page break is not after the
Total Assetsrow, so the Current Liabilities are split on two pages.
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General Ledger Balance Sheet

EA Microsoft Excel - Book 1 [_1=]
|EY Eile Edit View Insert Format Tools Data Analyst Window Help ;|g|5||
|1 O mew CErl+N B2 i <o - - @ = & 8 Zl M P oo -@_‘

A Save A B I O

e . 3 8
T

‘5"&'-|

 mer—
B | H I I [ K LM ]

1 & prine... Sl Current Year Budget i

2 1 Bookz.xs
|2 zeookza.s d
% 3 Bockl s 7.4 ‘| ¥ X WO
| 5 4Training\200ttrain.xls

7 hd - Tst NATIONAL §4 865.62 $4 630.00

8 100100 CASH IM BANK - 2nd NATIONAL $0.00 $0.00

2 100500 PETTY CASH $115.00 $55.00

10 101000 ACCOUNTS RECEMNABLE $16,234 40 $22 267 25

11 (101011 Does the Refresh work? $2,055.00 $1.444.00

12 |102000 ALLOWWANCE FOR BAD DEBT (5324 68) (F445.33)

13 104000 INVENTORY - RAMY MATERIALS $999.,510.75 | $1,010 545 64

14 [104200 INVENTORY - WORK-IN-PROCESES | $1,053848.86  $1,055 23549

15 | 104400 INWVEMTORY - FINISHED GOODS $862,747.02 $860,680.32

16 | 105000 PREPAID EXPEMSES $0.00 $0.00

17 [106000 MARKETAELE SECURITIES $571,329.62 $603,409.03

18

19 Total Current Assets $3,530,381.79  $3,558,022.40

20

21 Long Term Assets

22

23 151000 LMD $450,000.00 $507 250.00

24 [151011 Hope this works also $3 500.00

25 152000 MACHINERY & EQUIPMENT $1,403 670.70

= DD haaCHIn P VRSN =
EIEN 1 (BN @jJ_I
Ready [ UM

To make the column headings print on all pages, from the File menu select Page Setup.

Page Setup

Page Setup

Page I Margins I Header/Fooker

Prink area: I =|"_l Prink... I
Prink titles 5 5
Prink Prewvizsw I
Rows ko repeat at top: I %
Colurnns to repeat at left: | =1
Prink
™ Gridines ™ Row and column headings

I Black and white Comrnents: I(None}
™ Draft guality

Kl

Page order

i+ Diown, then over EE IE E-.-_EE
-
7 ower, then down SEE EREE

=] 4 I Cancel I

Click the Sheet tab.

In the Rows to repeat at top field enter row 1 or click the graphic button at the end of the field.
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Microsoft Excel

Page Setup

ge Setup

Page I Margins I Header/Fooker

Sheet |

Prink area: I

=] Erint... |

=l

Cptions, ..

=3

Prink kitles
Rows ko repeat ak bop: |$1 11
Columns to repeat at left: I

Prink
™ Gridines

™ Black and white

™ Row and column headings

™ Draft guality

Page order

Comments: I(None}

= 3

i+ Down, then over
" ower, then down

Prink Prewvizsw I

[ ox 1]

Cancel

Click the row you want to repeat and Excel will fill in the field for you.

General Ledger Balance Sheet

Ed Microsoft Exc Book1
Mext | Brevious | | Setup... | Margins | Page Break Preview | Close | Help |
AcctNo Description Current ¥ear Budget
Assets
Current Assets
100000 CASH IM BAMK - 15t NATIOMAL $4 BE5.62 $4 530.00
100100 CASH IM BAMK - 2nd NATIOMAL $0.00 $0.00
100500 PETTY CASH §115.00 §55.00
101000 ACCOUNTS RECEIWABLE $16 234.40 $22 267 25
101011 Does the Refresh work? $2 055.00 $1 44400
102000 ALLOWANCE FOR BAD DEBT ($324.68) ($445.33)
104000 INVEMTORY - RAW MATERIALS $O99 51075 $1 01054664
104200 INVEMTORY - WORKIN-PROCESS 5105354866 §1 056523548
104400 INVENTORY - FINISHED GOODS $882 747 02 $860,8680.32
105000 PREPAID EXPENSES
108000 MARKETABLE SECURITIES $571 329.82 $603.409.03
Total Current Assets $3,530 381.79 $3558022.40
Long Term Assets
151000 LAaNMD $450 pO0.00 $507 250.00
15101 Hope this works also $2515.25 $3500.00
152000 MACHIMER Y & EQUIPMENT $1,427 67492 §1 40357070
152500 ACCUMDEPR-MACHINERY & EQUIF  ($542 018.38) (5542 ,151.69)

153000

Preview: Page 1 of 2

OFFICE MACHINES

$493 241 67

$493 241 B

-

o3

| NI [
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General Ledger Balance Sheet

B Micro: Book1

=t | Zoom | Print, I;etup”. Margins | Page Break Preview | Close Help |

AcctNo Description Current ¥ear Budget
203000 FEDERAL WITHHOLDIMG PAYABLE 44 189 75 $43526.01
203200 FICAWITHHOLDING PAYABLE $15 466 .41 $15234.10
203400 STATE WITHHOLDING PAYABLE w17 ,EW a0 $17.410.40
203600 FUTA PAYABLE 4 F39.92 $4 57023
203700 SUI PAYABLE $0.00 $0.00
203800 SALES TAX PAYABLE $15713.18 $9 387.65
204000 UNITED WWAY PAYABLE $0.00 $0.00
205000 EMP PEMSION FUND PAYABLE $0.00 $0.00
208000 FEDERAL INCOME TAX PAYABLE $0.00 $0.00
207000 STATE INCOME TAX PAYABLE $0.00 $0.00
208000 DEFERRED IMCOME TAX $0.00 $0.00
210000 CURREMT PORTIONM OF LTD $0.00 $0.00

Total Current Lial

$372 293.21 $409,835.43

Long Term Lial
250000 BOMND PAYABLE $736 056 66 $7 36 086.66

251000 NOTE PAYABLE - OME $E04 57516 $E04 57516
252000 MNOTE PAYABLE - TWO $a02 336.52 $502 336.52

= [ [ mom [

Preview: Page 2 of 2

The column headings now print on all pages.
Next, edit the sheet to print Assets on one page and Liabilities on the next page.

General Ledger Balance Sheet

A4 Microsoft Excel - Book 1 [_ |
] Fle Edt View | [nsert Format Tools Data Analyst Window Help == x|
D 3

Columns
workshest

) A43 ~ |
Chart...
A | Dewin |

Rows Plo - @ = &~ 2 3 |im @ oo - 3.
E

I H | 1 [0 [ K L[ ™
28 (153500 Aw CHINES | ($26377162) (5263794 B2)
29 154000 A Fe Eunction... §54,996.32 $54,996.32
30 154500 A Mame » [LES (§35.110.32)|  (§35.110.32)
31 —_ o o
£ T picture » $1,617,527.83  $1,651,602.06 = bt EHS
33 W Hyperlink...  Cri+k
34 [s} g
35
36 180000 GOODWILL $25,000.00 §25,000.00
37 180011 Another Test §1,175.15 §1,575.15
38 151000 ACCUM AMORTIZATION (§6,255.58) (%5 ,255.58)
39
40 Total Other Assets $19.919.57 $20,319.57
41
42 Total Assets $5,167,829.19 | $5,229,944.03
44 Liahilities and Equity
45
48 Liabilities
47
43 Current Liabilities
[49 |
50 | 200000 ACCOUNTS PAYABLE - TRADE $258,344.89 | §291 796.28
51 201000 ACCOUNTS PAYABLE - AFFILIATES  §16263.16 §27 908.76
52 | 202000 PAYROLL CLEARING ACCOUNT $0.00 $0.00
(MS] TAA A =01 N
ENiaL Ee (el @jJ_I
Ready | UM

Select the row below Total Assets.

From the Insert menu, select Page Break

Using ODBC w/Excel
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General Ledger Balance Sheet

Ed Microsoft Exc Book1
et | |

Preview: Page 1 of 2

| setup...| Margine| PageEreskpreview | glse | el |
AcctNo Description Current ¥ear Budget
Assets

Current Assets
100000 CASH IM BAMK - 15t NATIOMAL $4 BE5.62 $4 530.00
100100 CASH IM BAMK - 2nd NATIOMAL $0.00 $0.00
100500 PETTY CASH §115.00 §55.00
101000 ACCOUNTS RECEIWABLE $16 234.40 $22 267 25
101011 Does the Refresh work? $2 055.00 $1 44400
102000 ALLOWANCE FOR BAD DEBT ($324.68) ($445.33)
104000 INVEMTORY - RAW MATERIALS $O99 51075 $1 01054664
104200 INVEMTORY - WORKIN-PROCESS 5105354866 §1 056523548
104400 INVENTORY - FINISHED GOODS $882 747 02 $860,8680.32
105000 PREPAID EXPENSES $0.00 $0.00
108000 MARKETABLE SECURITIES $571 329.82 $603.409.03

Total Current Assets $3,530 381.79 $3558022.40

Long Term Assets
151000 LAaNMD $450 pO0.00 $507 250.00
15101 Hope this works also $2515.25 $3500.00
152000 MACHIMER Y & EQUIPMENT $1,427 67492 §1 40357070
152500 ACCUMDEPR-MACHINERY & EQUIF  ($542 018.38) (5542 ,151.69)
153000 OFFICE MACHINES $493 241 67 $493 241 B

N

| NI [

Now the Assets print on page 1 and the Liabilities print on page 2.

General Ledger Balance Sheet

=t |

Book1

Zoom | Print, I;etup”. Margins | Page Break Preview | Close Help |

200000
201000
202000
203000
203200
203400
203600
203700
2033800
204000
205000
206000
207000

Preview: Page 2 of 2

Description

Liabilities and Equity
Liabilities
Current Liabilities

ACCOUNTS PAVABLE - TRADE
ACCOUNTS PAYABLE - AFFILIATES
PAYROLL CLEARING ACCOUNT
FEDERAL YWATHHOLDING PAYABLE
FICAMITHHOLDING PAYABLE
STATE WITHHOLDING PAYABLE
FUTA PAYABLE

SUI PAYABLE

SALES TAX PAYABLE

UNITED WAY PAYABLE

EMP PEMSION FUND PAYABLE
FEDERAL INCOME TAX PAYABLE
STATE INCOME TAX PAYABLE

Current ¥ear

$258 534468
$16 263.16
$0.00

44 ,189.75
$15 466.41
$17 G75.90
%4 f339.92

$0.00
$15 71318

[ | ] ] e ] e

Budget

$281 78528
$27 80876
$0.00
$43526.01
$15234.10
$17 41040
4 570.23

s0.00 -~
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The last step for this spreadsheet isto create a Header for all the pages.

General Ledger Balance Sheet

B3 Microsoft Excel - Book 1 [_[=]
=1 File Edit [ yiew Insert Format Tools Data Anakest Window Help ;Iiléll
0 = | 8 nomal B @ = s g @ e - B

[ page Break Preview

Arial

u |= I

A43 Toolbars »

A I H 1 [ v T w [ & [ m
28 | 153500 MACHINES | (5265 771 B2) (5263704 B2) ;
29 (154000 cuskom Views. . $84.996.32 | 58499632 ]
30 154500 CEILES (535,110.32)| ($35,110.32)
3t g1 o
£ Total Long Term Assets $1,617,527 83 $1,651,602.06 5 ! xHe
33
34 Other Assets
35
36 180000 | SOODWALL §2500000 | §25000.00
a7 180011 Anather Test §1.176.15 1 575 15
35151000 ACCUM AMORTIZATION [38,255.58)  ($B,255.55)
ES)
an Total Other Assets $19.919.57 $20,319.57
41
42 Total Assets $5,167,829,19_| $5,229.944.03
44 Liahilities and Equity
45
48 Liabilities
47
a8 Current Liabilities
45
B0 200000 | ACCOUNTS PAYABLE - TRADE $268344.80 | §291,798.28
51201000 AGCOUNTS PAYABLE - AFFILATES  $1B283.18 | 27 S08.78
52 202000 PAYROLL CLEARING ACCOLNT $0.00 000

Sheeti | Sheett f Sheets 4 R T 1

Resdy 8 Bl B B

From the View menu sel ect Header and Footer or from the File menu sel ect Page Setup and select the

Header/Footer tab.

Page Setup
Pagesetwp  ®EH|

| Sheet I

Prink... I
Prink Prewvizsw I

Header:
Cptions. ..
I(none} LI =
“ustom Header ... I Zuskormn Footer. .. I
Footer:

I(none} ;I

=] 4 I Cancel I

To create a header, click the Customer Header button.

Using ODBC w/Excel
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Custom Header

Header

To format text: select the text, then choose the font button,
To insert a page number, date, time, filename, or tab name: position the insettion paink
in the edit bax, then chonse the appropriate button,

Al 818 gle] 8|9

0K Dl
Cancel |

Left section: enter seckion: Right section;
4{Date] 4| Builders Supply |2 Page lPage] -
&{Time] Balance Sheet with Budget

Comparision

Enter the header information you want. You can enter information in th
Sections and use some of the predefined headers from Excel.

For this sheet, click the Date and Time fields for the Left section. In the

e Left, Center and Right

Center section enter Builders

Supply on one line and Balance Sheet with Budget Comparison on the next line. In the Right section,

enter Page and click the Page Number field.
Click OK to save the header.

Page Setup
Page Setup

Page I Margins ~ HeaderjFooter I Sheet I

THE2001 Builders Supphy Fage 1 Print... |
22 P Balance Sheet with Budget Comparision
Print Preview I
Header:

B

Supply CEalance sheet with

|
-~

Cuskam Header. .. Cuskom Fooker. ..

Fooker:

I(none)

j Options. .. |

Concel_|

The Page Setup is re-displayed, showing the customized header.

Click OK to save the Page Setup
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General Ledger Balance Sheet

Ed Microsoft Exc Book1
et | Erevious Frint. | Setup... | Margins | Page Bresk Preyiew | Close Help |

762001 Builders Supply
4:29 PM Balance Sheetwith Budget Cormparision

AcctNo Description Current ¥ear Budget
Assets
Current Assets

100000 CASH IN BAMK - 15t NATIOMNAL $4 BE5.62 $4 530.00
100100 CASH IN BAMK - Znd NATIOMNAL $0.00 $0.00
100500 PETTY CASH $115.00 $55.00
101000 ACCOUNTS RECEIWABLE $16 234.40 $22 267 25
101011 Does the Refresh work? $2 055.00 $1 44400
102000 ALLOWANCE FOR BAD DEBT ($324.68) ($445.33)
104000 INVENTORY - RAW MATERIALS $999 51075 §1 010 54664
104200 INVEMTORY - WORKIN-PROCESS 5105354866 §1 056523548
104400 INVENTORY - FINISHED GOODS $652 747.02 $860,8680.32
105000 PREPAID EXPENSES $0.00 $0.00
108000 MARKETABLE SECURITIES $571 329.82 $603,409.03

Total Current Assets $3,530 381.79 $3558022.40

Long Term Assets

Preview: Page 1 of 2

Reprint the spreadsheet.

General Ledger Balance Sheet

Zoom | Print, I;etup”. Margins | Page Break Preview | Close Help |

762001 Builders Supply
4:29 PM Balance Sheetwith Budget Cormparision

AcctNo Description Current ¥ear Budget
Liabilities and Equity
Liabilities
Current Liabilities

200000 ACCOUNTS PAYABLE - TRADE $258 534468 $281 78528
201000 ACCOUNTS PAYABLE - AFFILIATES $16 263.16 $27 80876
202000 PAYROLL CLEARING ACCOUNT $0.00 $0.00
203000 FEDERAL YWITHHOLDING PAYABLE 44 ,189.75 $43526.01
203200 FICAWITHHOLDING PAYABLE $15 466.41 $15234.10
203400 STATE WITHHOLDING PAYABLE $17 7580 $17 41040
203600 FUTA PAYABLE 54 f38. 82 4 570.23
203700 SUI PAYABLE $0.00

2033800 SALES TAX PAYABLE $15 71318

204000 UNITED WAY PAYABLE

205000 EMP PEMSION FUND PAYABLE

206000 FEDERAL INCOME TAX PAYABLE

207000 STATE INCOME TAX PAYABLE f0.00 s0.00

Preview: Page 2 of 2 ' [ " mWom[ [




Build Shadow Dictionary A

If you are using version 1.1 of the Basis ODBC Drivers, (OSAS version 6.02 or earlier) you must run
the Build Shadow Dictionary function to access the OSAS data.

A shadow dictionary is a streamlined copy of the main data dictionary that is used by the ODBC
driver to access the data in the data files. The shadow dictionary is used because it is more efficient
for dataretrieval than the main dictionary.

Creating a shadow dictionary allows faster access to your data when you use the driver. Once you
have created the shadow dictionary, you can check the “ Fast Connect” and “No Shadow
Dictionary Consistency Check” optionsin the ODBC driver setup to alow the faster access.

Use the Build Shadow Dictionary function to create the shadow dictionary, and to update the shadow
dictionary after changes are made to the main data dictionary

Dictionary Tools Menu

5] OSAS TooD

Sefings Edit
SARMPLE DATR PATH
0B/05,1995 Company H - Builders Supply 2:18 PM

— Main Menu
CDBC Kit
Dictionary Tools

Build Shadow Dictiocnary
Copy File(s) to Dictionary
Files
ODBC Fields
Reso Indexes
Add/Change Reserved Words
— Tables

TOO00————————— OPEN SYSTEMS (R) Accounting Software
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Build Shadow Dictionary

Build Shadow Dictionary Screen

B8 03AS Tooo

Semings Edit

Build Shadow Dictionary

This function will build & Shadow Dictionary based on your current
Data Dicticnary.

Makes sure your options for 'Fast Connect® and "No Shadow Dictionarcy
Consistency Check® are checked in the Advanced settings of your BASIS
CDBEC Drilver.

Verification e
’7 Press <Pghn> to proceed

To create the shadow dictionaries perform the following:
Select Build Shadow Dictionary from the Dictionary Tools menu.

Thefirst time you run the Build Shadow Dictionary function, the Proceed command, PgDn or Esc P,
is displayed to create the shadow dictionaries.

Thereisalso areminder —Make sure you options for ‘Fast Connect’ and ‘No Shadow Dictionary
Consistency Check’ are checked in the Advanced settings of your BASIS ODBC Driver.18

The system creates a shadow dictionary for all OSAS data dictionariesinstalled, and for any files,
fields or indexes added through those functions.

18. The Fast Connect and No Shadow Dictionary Consistency Check options are selected when you create a
data source using the BASIS ODBC Driver version 1.1. This function is not done through OSAS.
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Re-create Shadow Dictionary Screen

(i OSAS ToOD

Build Shadow Dictionary

This function will build & Shadow Dictionary based on your current
Data Dicticnary.

Makes sure your options for 'Fast Connect® and "No Shadow Dictionarcy
Consistency Check® are checked in the Advanced settings of your BASIS
CDBEC Drilver.

Shadow dictionary already exist=. Do wou want to re-create it?
L Company H

Verify —

If the shadow dictionaries have aready been created you are prompted, “ Shadow dictionary already
exists. Do you want to re-create it?”

Select, Y, for Yes, if you want to overwrite the old set of shadow dictionaries and create a new set.

Select N, for No, if you do not want to rebuild the shadow dictionaries

Note I

You only need to run the Build Shadow Dictionary function once, unless an application isinstalled
after the shadow dictionaries have been created™or if you create or edit files, fields or indexes after
the shadow dictionaries have been created.

19. Inversion 5.2 the ODBC Kit must also bereinstalled if you add an application after the shadow dictio-
naries have been built.
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Unix/LINUX CONFIG.TPM File B

If your OSAS datais stored on a UNIX or LINUX system, you cannot use the Edit CONFIGTPM
function in OSASto create a configuration file, unless you are using a data server.

UNIX and LINUX do not use drive letters or colons for paths but the BASIS ODBC Driver needs a
drive letter and colon for the DICTIONARY, DATA and SY SFIL paths.

Edit CONFIG.TPM Selection Screen UNIX System

Sco_ste - TNVTPlus

Ses: Edit “iew Commands Help
= SR EE R = E = =)
Edit CONFIG.TPH =l

Fath and Mame of COMFIG.TPM File
/suppartl/apps/osas605/ rudata/ CONFGH . TPH

Variable Data

> DICTIONARY /suppertl/apps/esas685/ nadata/
DATA /supportl/apps/esas685/data/
(w0 H
SYSFIL /suppeortl/apps/0saséB5/ sysfil/

Line (060601 of BOOG04)

Enter = edit, Append Line, Write. Change CONFIG.TFM Mame
— Company H

Werify —

[ (=Y T M

This configuration file can cause errors when trying to link to the OSASfiles.
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Unix/LINUX CONFIG.TPM File

To prevent this problem you must first use NFS software on the Windows machineswherethe BASIS
ODBC Driversareinstalled. NFS software allows you to map the UNIX or LINUX volume asa
regular Windows/Dos drive.

Once the drives are mapped use any text edit to create the configuration fil e?.

The file should have a minimum of four lines.

Line one should contain the DICTIONARY variable and the path using the NFS mapped drive to
point the directory containing the data dictionaries.

Line two should contain the DATA variable and the path using the NFS mapped drive to point to the
directory containing the OSA S data you want to access with this configuration file.

Line three should contain the CID variable and the company ID for the data files you want to
21
access.

Line four should contain the SY SFIL variable and the path using the NFS mapped drive to point to
the sysfil directory in OSAS. The sysfil directory contains some Resource Manager datafiles.

The following example uses N as the NFS mapped drive. The configuration file should look like this:
DICTIONARY=N:/OSAS'RWDATA/

DATA=N:/OSAS/DATA/

CID=H

SYSFIL=N:/OSAS/SY SFIL

Savethefile and store it anywhere on the Windows machine

Note I

If you use DATAZ2 or DATA 3 or have any other variables, such aslast year PA or GL files, add those
to the configuration file also.

20. The configuration file does not have to have the name CONFIGTPM. Thefileisan 8.3 Dosfileand is
only required to have the TPM extension, but can have any hame you want.
21. If you have multiple companies, you must create a configuration file for each company.
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There are some security issues with ODBC because there are no options in OSASto prevent someone
from having access to certain files. All the data dictionaries are installed in the same files and you
cannot limit the access to those data dictionaries by application. So, if you have someone locked out
of an application in OSAS, like Payroll or General Ledger, they will be able to access those datafiles
in athird party product, such as Excel or Access using the ODBC Drivers and with the Read/Writer
driversthey could even change the data files.

To prevent unauthorized people from accessing certain datafiles you have to create a second set of
datadictionaries, and store the second set in a secure directory network that has limited access on the
network or store the second set of data dictionariesto your local drive.

In the original set of data dictionaries, only include the files you want everyone to access. In the
second set of data dictionary files, only include the files you want secured.

To create a secure set of data dictionary files perform the following steps:

This example uses the Payroll files but the steps will be the same for any application you want
secured.

1. At the operating system level copy the *.OSI files from the SY SFIL? directory to the RWdata
directory.

2. ErasetheDD_*.0OSl filesthat were copied to the RWdata directory.

3. Rename the remaining copied *.0Sl filesto a different extension other then OSI.

Note I

The extension used in the rename does not matter because the files have to be renamed to have a .1
extension when you move them to the secure directory?3.

Note I

DO NOT renamethefilesto.1whilethey arein the RWdata directory or you risk overwriting
theoriginal .1 data dictionary files

Example: Rename the copied *.OS files to *.PA if you are creating Payroll data dictionary files.

22.In5.2the*.0OSl files arein the progRM directory.
23. The ODBC Driverswill only work with data dictionary files that have a.1 extension.
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C-172

Copy File(s) To Dict

w4, Copy File[s] to Dictionary
LCommandz Edit Modez Other Help

ionary

2 XrrE 2R | mn | 2e

OK_p.]_#banden |

From Dictionary

To Dictionary P,

i~ Specific File

Copy:
= Al Application File
{~ Baze Dictionary T ables

Application 1D

Pa (2]

|OK (PaDn)

|Company H [10/09/2000 | Terminal TOOD | INS

4. In OSAS, Select Copy File(s) to Dictionary from the Dictionary Tools menu. This will allow
you to copy the data dictionary files from the main dictionary to the new dictionary.

5. Enter the following:

Field

From Dictionary

To Dictionary

Copy:

Application ID

Description

Enter the extension of the source data dictionary files. Thisis usually 1 to
copy the .1 data dictionary files.

The Inquiry command, F2 or Esc W, isavailable to select the source files.
Enter the extension of the destination data dictionary files. Thiswill be the
extension you used to rename the copied *.0Sl files.

The Inquiry command, F2 or Esc W, isavailable to select the destination
files.

PA in this example.

Select 1, for All Application File, to copy the data dictionary files for a
specific application.
Enter the id for the application whose data dictionary files you want to copy.

Thelnquiry command, F2 or Esc W, is available to sel ect the application to
copy.
PA in this example

Thiswill copy &l the selected application files, fields and indexesfrom the *.1 data dictionary filesto
the *.PA (or to the extension you used for the copied files).

If you are using the 2.3 or 3.0 version of the ODBC drivers (OSAS 6.05 or higher) skip to step 8.

If you are using the 1.1 version of the ODBC drivers (OSAS 5.2 or 6.02) proceed to step 6.
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Data Dictionary Select Screen

5, TOOD - OPEM SYS5TEM

File  Modez Toolz Fawvorites Other Help

— =]

[ L e 2 @

@ O

I H Builders Supply

O5AS-

Main Menu

T —

Dictionary Tools

Accounts Papable
Accounts Receivable
Bank Reconciliation
Billz of b aterials Kitting
Fized Assets

General Ledger
lwentany

Job Caost

Faprall

Purchase Order
Salez Order

ODELC Eit
Resource Manager

GEMERAL Feport "wWriter

&, Data Dictionary Selection

Copy File[=] to Dictionary

Files
Figlds
Indexes

Add/Change Reserved wiords
T ahlas

Commands Edit Modes Other

Help

s e @@l 2@

0K | Abandon |

Dictionary E =tenzions

[Fe 3l

|Company H | Terminal TO0O [10/09/2000 [3:21 PM

6. Once thefiles have been copied, use the F9 from any ODBC menu to switch the copied data
dictionary files.

You can use the Inquiry command, F2 or Esc W, to select the data dictionary files you want to

access.

You can check in Files or Fields to verify that you have switched to the correct set of data dictionary

files.

Field Description

Dictionary =~ Displays the current set of data dictionary filesin use on the current terminal.

PA Data Dictionary Files Screen

= o]
Commandsz  Edif Modes Other Scroll Commands  Help
2 ¥ r= | B BB & 0r | _#bandon |
‘ Dictionary  =.PA
File Marne Dezcription Tupe Reclen Recs Eey
PaCE P4, Checks Eamings File MEeped 128 a a gl
PACH P2 Checks File MKeped 256 u] u] ﬂ
PACO P2 Codes File MKeped 7B u] u]
PAChw P Checks withholdings b Keped 128 a a
PADD P Deductions File b Keped E4 a a
FPADE P4, Employee D eductions b Eepead 192 a a
FPaDP P4, Department File MEepead 128 a a
FaDP_1 P4, Department File - Hours Rec MEeped 128 a a
FaDP_2 P4, Department File - Pieces Re MEeped 128 a a
PaDP_3 P4, Department File - Earmings MEeped 128 u] u]
PaDP_4 P4, Department File - withholdi MEeped 128 a a
PADP_5 P& Department File - Deduction hMKeped 128 a a zl
PADP_DEDUCTION Wiew Indexed 0 u] u] g
PADP_EARMINGS Wiew Indexed 0 u] u] EI
Line Mo [ D00DD1 of OOOO89 |——
| Enter = edit I Append I Goto j

| Compary H [10/09/2000 | Terminal TOOD | M5
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7. Once you have switched to the new data dictionary files run the Build Shadow Dictionary

functions from the Dictionary Tools menu.

Thiswill build filesfor the current set of data dictionary filesin use on the current terminal.You
may be prompted: Shadow dictionary already exist. Do you want to re-createit? Select Y, for

Yes.

8. At the operating system level move the 13-copied data dictionary files?* (*.PA inthisexample)

from the RWdata directory to the secured subdirectory or your loca drive.

Note I

If you use adirectory on the network, DO NOT use any directorieslisted in the Directories function
in Resource Manager or any directories listed in Application Information in Resource Manager.
Anyone will be able to access this new set of data dictionary filesthrough OSAS, if they are moved

to either of those locations.

You can create a different subdirectory under your OSAS directory for the second set of data
dictionary files, such as Rwdata2. This will not be listed in the Directories function or
Application Information so no one will have accessto the data dictionary files through OSAS.

9. Inthe secured subdirectory, rename the 13 new data dictionary filesto have a.1 extens on®®

Edit CONFIG.TPM Screen

4, Edit CONFIG.TPM ===
LCommands Edif Modes Other Scroll Command:  Help
%Xt§| |ﬂ@|?® ] I.t’-\bandonl
Fath and Mame of COMFIG. TP File
[C AW TNDOWS /SECOREH TR
"W ariable Crata
=|
: =
CiD H =]
STEFIL C:/O5A5 syl
=l
|
=
Line Mo [ 000001 of 000004 |
| Enter = edit | Goio | | Appendline | wiite | Change CONFIG.TPM Name | |
|Preparing Serateh File. |Company H [10/09/2000 | Terminal 70D | INS

10. Select Edit CONFIGTPM from the ODBC Kit menu to create a new configuration file.

Edit the Dictionary variable to point to the drive and directory where you copied the new data

dictionaries.

11. Copy the configuration file to the secure directory or your local hard drive.

24. 1f you are using the 1.1 ODBC drivers move the DD_* .DAT files aswell.
25. The ODBC Drivers will only work with files that have a .1 extension. DO NOT rename the DD_* .DAT

files.
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Data Dictionary Select Screen

5, TOOO - OPEN SYSTEM :oun ===
File Modes Toolz Favorites Other Help

m o 2 @OEERO

I H Builders Supply

O5AS-

Main Menu

T —

E dit COMFIG. TP ‘

Accounts Papable
Accounts Receivable
Bank Reconciliation
Billz of b aterials Kitting
Fized Assets

General Ledger

Dictionary Tools
Dictionary Reports

lwentany

Jahb Cost &, Data Dictionary 5election

Faprall Commands  Edit Modes Other Help

Furchase Order - — . —

Salez Order 2 A s | &= | ] | 7 & Ok, I Aertreteln I

GEMERAL Report Writer

Crictionary Extensions I‘I 3

Resource Manager

|Company H | Terminal TO0O [10/09/2000 | 3:29 PM

12. Usethe F9 and switch back to the .1 Data Dictionaries.

Main Data Dictionary Files Screen — Deleting Files

e e
Cormands  Edit Modes Other  Scroll Commands  Help
3 ¥ = | Bl B | 7 g ] I Abandon I
‘ Dictionary =1
File Mame Description Type Feclen Recs Key
- ductions File ve 0 =|
PaCE P4, Checks Eamings File MEeped 128 a a gl
F&CH P, Checks File b Keyped 286 1] 1] ﬂ
FaCO P&, Codes File b Keyped FES 1] 1]
PAChw P Checks withholdings b Keped 128 a a
PADD P Deductions File b Keped E4 a a
FPADE P4, Employee D eductions b Eepead 192 a a
FPaDP P4, Department File MEepead 128 a a
FaDP_1 P4, Department File - Hours Rec MEeped 128 0 a
FADP_2 (w28 5, Delete o] 1]
PADP_3 P& L 0 o
= Fress 'F3' to delete
PabP_4 P, [ Line number 233, 0 a
PADP_5 P, [ o o =]
FaDP_DEDUCTION Wiew e Ma | 0 1] g
PADP_EARMINGS Wiew 0 1] El
I

Cine Mo [ 000233 of 000380

Enter = edit I Append I Goto I

| Compary H [10/09/2000 | Terminal TOOD | M5

13. Select Filesfrom the Dictionary Tools menu and delete the data dictionary files that you do not

want to give everyone access, using the Delete command, F3 or Esc D.
In this example, delete the Payroll data dictionary files.
If you are using the 2.3 or 3.0 ODBC drivers, you are done?.

If you are using the 1.1 ODBC drivers, proceed to step 14.

26. To edit these data dictionary files you will have to copy or move them back to the RWdata, ProgRm or
ProgOD directories.
These data dictionary files have the same name and extension as the main data dictionary files, so you must

rename them before you copy them to insure you do not overwrite your main data dictionary files.

Use the F9 to switch between the data dictionaries.
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Build Shadow Dictionary Screen

B8 0SAS TooD

Semings  Edit

Build Shadow Dictionary

This function will build & Shadow Dictionary based on your current
Data Dicticnary.

Makes sure your options for 'Fast Connect® and "No Shadow Dictionarcy
Consistency Check® are checked in the Advanced settings of your BASIS
CDBEC Drilver.

Shadow dictionary already exist=. Do wou want to re-create it?

'~ Company H Verify —

14. Select the Build Shadow Dictionary function from the Dictionary Tools menu, to re-create the

shadow dictionary files for the edited set of main dictionary files?’

27. To edit these data dictionary files you will have to copy or move them back to the RWdata, ProgRm or
ProgOD directories.

Since these data dictionaries have the same file name and extension as the main data dictionaries, rename
them before you copy them to insure you do not overwrite your main data dictionaries.

Use the F9 to switch between the data dictionaries. If you make any changes you will haveto re run the

Build Shadow Dictionary function and copy the new DD_* .DAT files and the second set of data dictionaries
back to the secured directory. Rename them back to *.1. Use the F9 to switch back to the original*.1 dictio-
naries and run the Build Shadow Dictionary function again.
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Use the following steps to access last year Payroll or previous year General Ledger datawith ODBC.
These steps will work with the 3.0, 2.3 or the 1.1 Basis ODBC Drivers.

You will need to create a separate configuration file for last year Payroll and current year Payroll and
a separate configuration file for each GL Year you want to access.

Create a configuration file with the Edit CONFIGTPM function in ODBC Kit.

Edit CONFIG.TPM

4, Edit CONFIG.TPM =)=
LCommands Edit Modes Other Scroll Commands: Help
%XE§| |ﬂ@|?® Ik I.ﬂ«bandonl
Fath and Mame of COMFIG. TP File
[C A/ INDDWS /CONFGHL Y. TFH
"W ariable Data
DATA, C: /0545 Azamples 3'
CID H =]
STEFIL C: /D SAS Sspsfil
=l
|
=
Line Mo [ 000001 of 000004 |
| Enter = edit | Gola Append line wiite |  Change CONFIG.TPM Name | |
|Preparing Scratch File. | Company H [12/06/2000 | Terminal TOO0D [OvR
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Payroll Variable for Last Year Files

D-178

Use the Append function to add Variables for last year Payroll.

Append Field Information — PLY Variable

4. Append Field Information o]
Commands Edit Modes Dther Help
rxrE R BE| 78 0K | Abandon |
Yariable FLY
Data LY
Field Description
Variable Enter the name of the variable you want to add. The variable name can be

anything you want.

Thisvariable will be added to the ODBC Path field in Files, which will
allow you to access the data you want.

If you are using 6.1x the variable for last year payroll has already been
added to the data dictionary file. Add that variable to the configuration file
to access last year’s payroll with ODBC. The variable used is PLY, but
you can use any variable name you want. If you use adifferent variable
name, you will have to change each file to match the new variable name.

If you are using 6.05 or lower, you must add the variable name used to
each file with the Files function on the Dictionary Tools menu. You can
use the same PLY variable name or create a different one.

Data Enter the extension of the data file in OSAS that you want to access with
the ODBC drivers.

For Last Year Payroll filesenter “.LY” (without the quotes)

Thisvariable will access Payroll files that have aLY extension

Use the Proceed command, PgDn or Esc P, to save the variable.
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General Ledger Variable for Previous Year Files

You can add the General Ledger Variable for pervious years to the same configuration file as the
Payroll Variable or you can create a new configuration file for the GL variable.

Use the Append function to add Variables for the General Ledger year you want to access.

Append Field Information — GLY Variable

4. Append Field Information o]
Commands Edit Modes Dther Help
rxrE R BE| 78 0K | Abandon |
Yariable Gy
Data 93
Field Description
Variable Enter the name of the variable you want to add. The variable name can be

Data

anything you want.

Thisvariable will be added to the ODBC Path field in Files, which will
allow you to access the data you want.

If you are using 6.1x, the variable for pervious year general ledger files
has already been added to the data dictionary file. Add that variable to the
configuration file to access last year’s payroll with ODBC. The variable
used is GLY, but you can use any variable name you want. If you use a
different variable name, you will have to change each file to match the
new variable name.

If you are using 6.05 or lower, you must add the variable name used to
each file with the Files function on the Dictionary Tools menu. You can
use the same GLY variable name or create a different one.

Enter the extension of the data filein OSAS that you want to access with
the ODBC drivers.

For Previous Year GL filesenter “.Yxx” (without the quotes), where xx
represents the GL Year you want to access.

Thisexample uses Y 99.

28

Thisvariable will access Genera Ledger filesthat have a'Y 99 extension<®.

Use the Proceed command, PgDn or Esc P, to save the variable.

28. Each GL Year will require a separate configuration file.
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The TPM file should ook something like the following.

TPM File
4. Edit CONFIG.TPM | [==]
LCommands Edif Modes Other Scroll Command:  Help
%Xt§| |ﬂ@|?® ] I.t’-\bandonl
Fath and Mame of COMFIG. TP File
[C AW TND OW/S /CONFGHLY. T PR
"W ariable Crata
=|
DATA, CA0SAS Asamples 3'
CiD H =]
STEFIL C:/O5A5 syl
FLY L
GLY rag
=l
|
=
Line Mo [ 000001 of OODO006 |
| Enter = edit | Goio | | Appendline | wiite | Change CONFIG.TPM Name | |
[ |Company H [12/06/2000 | Terminal 700D | INS

Select Write to save the changes to the configuration file.
Next, create a configuration file to access current year data.

Create a configuration file with the Edit CONFIGTPM function in ODBC Kit.
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Payroll Variable for Current Year Files
Use the Append function to add Variables for current year Payroll.

Append Field Information — PLY Variable

4, Append Field Information _[Of x|
Commands Edit Modes Dther Help
DX E BB EA 7€ 0F. |.ﬂ.bandnn|
Wariable FLY
Data
Field Description
Variable Enter the same name you used for the last year Payroll variable.

If you are using 6.1x the variable for last year payroll has aready been added to
the data dictionary file. Add that variable to the configuration file to access last
year’s payroll with ODBC. The variable used isPLY, but you can use any variable
name you want. If you use a different variable name, you will have to change each
file to match the new variable name.

If you are using 6.05 or lower, you must add the variable name used to each file
with the Files function on the Dictionary Tools menu. You can use the same PLY
variable name or create a different one.

Datal Leave thisfield blank.
OSAS stores the current year Payroll files without an extension.

1.The configuration file for last year data contained a.LY in the datafield. This means
ODBC will look for afilewith aLY extension, after the variableis added end of thefilein
Dictionary Tools. The last year configuration file will only access the last year files. If the
filesare not available, you will get Fserr=13 in Excel (same asand error 12, missing or dupli-
cate file) or you will get an error message in Access * Query must have at |east one destina-
tion field”.

You MUST create another configuration file to access current year data, using the same vari-
able name but leaving the data field blank. ODBC will ook for afile without an extension. If

the files are not available you will get Fserr=13 in Excel, or and error message in Access
“Query must have at least one destination field”

This variable will access Payroll files that do not have an extension, which is how OSAS stores the
current year files.

Use the Proceed command, PgDn or Esc P, to save the variable.
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General Ledger Variable for Current Year Files

You can add the General Ledger Variable for current year to the same configuration file as the Payroll
Variable or you can create a new configuration file for the GL variable.

Use the Append function to add Variables for the General Ledger year you want to access.

Append Field Information — GLY Variable

4, Append Field Information o]
Commands Edit Modes Dther Help
rxrE R BE| 78 0K | Abandon |
Wariable GLY
Data
Field Description
Variable Enter the same name you used for the previous year Genera Ledger variable.
If you are using 6.1x, the variable for previous year general ledger files has
already been added to the data dictionary file. Add that variable to the
configuration file to access last year’s payroll with ODBC. The variable used is
GLY, but you can use any variable name you want. If you use a different
variable name, you will have to change each file to match the new variable
name.
If you are using 6.05 or lower, you must add the variable name used to each file
with the Files function on the Dictionary Tools menu. You can use the same
GLY variable name or create a different one.
Data'® Leave this field blank.

OSAS stores the current year GL files without an extension.

1.3 The confi gurationfilefor previous year data contained a.Y xx (xx representsthe GL year)
in the datafield. This means ODBC will look for afile with a'Y xx extension, after the vari-
ableis added end of thefilein Dictionary Tools. The previous year configuration file will
only access the files for the year entered in the data field. If the files are not available, you
will get Fserr=13 in Excel (same as and error 12, missing or duplicate file) or you will get an
error message in Access “Query must have at least one destination field”.

You MUST create another configuration file to access current year data, using the same vari-
able name but leaving the data field blank. ODBC will ook for afile without an extension. If
the files are not available you will get Fserr=13 in Excel, or and error message in Access
“Query must have at least one destination field”

Thisvariable will access Genera Ledger filesthat do not have an extension, which is how OSAS
stores the current year files.

Use the Proceed command, PgDn or Esc P, to save the variable.

D-182



Accessing Previous Year Data

The TPM file should look something like the following.

TPM File
LCommands Edif Modes Other Scroll Command:  Help
%Xt§| |ﬂ@|?® [k I.t’-\bandonl

Path and Marme of COMFIG.TPM File
JC: AWAIND DS ACONFGH. TPM

“Yariable Drata

DICTIONARY C:/0545 /Rwdata’ EI
DATA, CA0SAS Asamples 3'
CID H ﬂ
STEFIL C:/O5AS fsysfhils

FLY

gl ¢

Line Mo [ 000006 of 000006 |

| Enter = edit | Goio | | Appendline | wiite | Change CONFIG.TPM Name | |

[ |Company H [12/06/2000 | Terminal 700D [OvA

Select Write to save the changes.
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Adding the Variables to Dictionary Files

If youareusing 6.1x the PLY and GLY variables have already been added to the data dictionary files.
If you are using 6.05 or earlier you will have to add the variables to each data dictionary file.

Select Files from the Dictionary Tools menu in the ODBC Kit.

Dictionary Tools Menu - Files

%, Edit CONFIG.TPM [ [C]=]
Commands  Edit  Modes Other  Scroll Commands  Help
ARiE | ® @@ 2@ 0 |_bandon |
Path and Marme of COMFIG.TPM File
JC: AwAIND O S ACONFGH. TPM
“Yariable Drata
=
DAaTA C:/05A4561 2/datar gl
CID H ﬂ
STEFIL Ci/O0SASE] 2/ spsfils
=
=
=
Line No [ 000001 of 000004 )
| Enter = edit | Goio | | Appendline | wiite | Change CONFIG.TPM Name | |
|Preparing Serateh File. [Company H [07/23/2001 [Teminal 700D [OvR
Select the file you want to add the variable to and press Enter to edit the file.
Files
Commandsz  Edif Modes Other Scroll Commands  Help
ool o t§| Bl B | 7 g ] I Abandonl
‘ Dictionary =1
File Mame Description Type Feclen Recs Key
ploy: i oy 0=
FAER P Emplovee Personnel File b Keped 360 a B ﬂ
FPAES P& Emp. Tax Setup File b Keped 128 a a
FPAES 1 P& Emp. Tax Setup File - Fed. b Keped 128 a a
FPAES_2 P Emp. Tax Setup Fils - State b Keped 128 a a
FAES 3 P4, Emp. Tax Setup File - Local b Eepead 128 a a
PAES_FED_IMFO g Indexed 1] 1] 1]
PAES_LOCAL_INFO i Indexed 1] 1] 1]
PAES_STATE_IMFO i Indexed 1] 1] 1]
PAET P4, Earning Twpes File MEeped B4 u] 1
PaEw P4, Emp. History “wWithholding Fi MEeped 384 a a
PAER P& Emplovees Exclusions File hMKeped 128 a a zl
PAFRMHDR P Formula Header File b Keped 192 a a g
PAFRLIMN P Formula Detail File b Keped 128 a a EI
Line Mo [ 000259 of 000380 | ——
| Enter = edit I Append I Goto
[ | Compary H [12/06/2000 | Terminal TOOD | M5
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Edit Files

4, Edit File ]

Commands Edit Modes Other Help

RAXte|m

B EH 7€

oKk | Abandon |

Dictionamny =1

File Mame [PEEG |
Dezcription |F'.i‘-. Erployes General Information
Yiew Defintion? [T

Type MF.eved 'l
Fecord Lenagth 7B

Mo, of Records 0

Fep Size I 0

File Index 13

R Topic 400

Lang File PAEG us

ODEC Path [DATAJPAEG[CID)PLYT
Application (D PA 4]

Add the Payroll variable within parentheses to the ODBC Path field.

You will have to add this variable to each Payroll file that you want to access last year or thisyear

data

Repeat the same steps for the General Ledger files.

Files
=, Files = =]
Commandsz  Edif Modes Other Scroll Commands  Help
2 ¥ = | By =@ e 0k | a&bandon |
‘ Dictionary =1
File Mame Description Type Key
i =l
GLJA_WIEW "Wigw Indexed 1] u] 0=
GLbkA GL h aster File b Keped 1344 a 15 ﬂ
GLbkA WIEW Wiew Indexed 1] 1] 1]
GLME GL M aster Altemnative Keys Fil b Keped 256 a a
GLMSE Account b azk File b Keped E4 a 3
GLRE Fecuring Entries File b Eepead 128 a a
GLSCF Statemnent Contents Generic: Fil MEepead 128 a 10
GLSCF_1 Statement Content Line Record MEeped 128 a 10
GLSCF_2 Statemnent Content Mask Record MEeped 128 a 10
GLSCF_LINE_IMFO Wigw Indexed 1] o o
GLSCF_MASE_INFO Wiew Indexed 1] u] u]
GLSE Account Segments File hMKeped 64 a a8 zl
GLSLF Statement Lapout File b Keped 320 a g g
GLSLF_1 Statement Lapout Title Record b Keped 320 a g EI
Line Mo [ 000146 of 000380 | ——
| Enter = edit I Append I Goto j

| Compary H [12/06/2000 | Terminal TOOD | M5
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Edit Files
4, Edit File

Commands Edit Modes Other Help

rxrtE R BE 7@ DK | Abandon |
Dictionamny =1

File Mame [GLR Bl
Dezcription |Journal File

Yiew Defintion? [T

Type MF.eved 'l
Fecord Lenagth 192

Mo, of Records 0

Fep Size I 0

File Index 4

R Topic 101

Lang File GLJRuss

ODEC Path [DATAIGLIRICIDNGLY)
Application (D GL 4

Add the General Ledger variable to all the GL files you want to access pervious year information.

You will have to add this variable to each General Ledger file that you want to access previous year

or thisyear data.

If you are using 6.05 or higher, you are now ready to access last year or current year datawith ODBC

If you are using 5.22%%- 6.02, you will have to run the Build Shadow Dictionary function to recreate
the shadow dictionary to access last year or current year datawith ODBC.

You will need to create a separate data source file, for each configuration file, using the Basis ODBC

Driver.

One data source will access last year Payroll and previous year Genera Ledger files. The other data

source will access current year Payroll and General Ledger files.

If you have more GL years you want to access, you must create a configuration file for each year and
data source for each year..

29.For 5.22 you MUST have the latest 5.21A installed.
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Basis ODBC 3.0 and 2.3 Drivers

Using Excel/Query to create the data source

Get External Data — New Database Query Screen

Ed Microsoft Excel - Book1
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| & ||k =

[« T4 1> [P\ Sheet1 ¢ Sheetz £ Sheets 7 (BN MLU_I
Ready | CAPS [NUM |

Start Excel. From the Data menu select Get External Data followed by New Database Query=C.

30. With Excel 97 select Get External Datafollowed by Create New query. With Excel 2002 select |mport
External Data followed by New Database Query.
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Choose Data Source Screen

Choose Data Source

Databases | Queries | OLAP Cubes | oK
<Mew Data Sournces

Encel Files* e
MAIS*

M5 Accesz 97 Databaze® Browse...
M5 Access Databaze”

Text Files™ Options...

[elete

[

@l W Uze the Quer Wizard to create/edit quenies

The Choose Data Source screen is displayed.

Select the data source you want to use for this query or choose <New Data Source> if the one you
want to useis not listed.

Highlight <New Data Source> and select the OK button.

Create New Data Source Screen - Step 1
Create New Data Source ﬂ E

YWwhat name do pou want to gree your data source?
1. |IZISﬁ'«S E.12 DATA

Select a driver for the bwpe of databaze pou want to access:
2 | =

[Elick Cannest and enter any mformation regquested| by the diver:

3 [Cannect... |

Select a default table for your, data source [aptianall;
. | [~

™ Save my uzen| D and pazsword in the data source definition

@I ] I Canhcel |

The Create New Data Source screen is displayed.
There are four stepsin creating a data source.

1. Enter aname for the data source you are creating. The data source name can be anything you
like.

Note I

Enter a name that is easy for you to identify which company’s information you are accessing.
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Create New Data Source Screen - Step 2 and 3
Create New Data Source ﬂ E

YWwhat name do pou want to gree your data source?
1. |IZISﬁ'«S E.12 DATA

Select a driver for the bwpe of databaze pou want to access:

2 | ODEBC Driver

Click Connect and enter any information requested by the driver:

3 Connect... |

Select a default table for your, data source [aptianall;
. | [~

™ Save my uzen| D and pazsword in the data source definition

@I ] I Canhcel |

2. Select the driver for the database you want to access.
For the OSAS data files, select the BASIS ODBC Drivers.
3. Connect to the data source configuration file.

Click the Connect button.

31. If you are using the 1.1 version of the ODBC Drivers, select BASIS ODBC Driver 32-Bit.
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BASIS ODBC Driver Data Source Configuration Screen

Drata Source Mame: | ak |
Description: | Cancel |

Database Help |
|C:‘\WINDDWS\CDNFGH.TF’M Browuse... I Abaout |
|Jzer ID: I Authentication... | Fead Timeout: I

r— Options

[ Fead Only Access [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor [~ &llow Multiple Feads in a Record

[~ Enable Floating Netwark Lock Byte [~ 14 Digit Business Math

™ Mo Shict Kep Checking on CREATE TAELE ™ Do Mot Automatically Frearder T ables

™ Pack numerics over 14 digits long ™ Pad wariable length columns with spaces

— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Query Optimization

Log File Location: I

~ Dates

Colurin Suffisles): | OEM Type: I vI
r Character Set Translation
Translate |

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter the following:

Field Description

Data Source Name Thisfield isunavailable with Excel and Query data sources.
Description Thisfield is unavail able with Excel and Query data sources.
Database Enter the path and filename of the configuration file you created with

the Edit CONFIG.TPM function.

Use the Browse button to search for the file. The default location isthe
RWdata directory in OSAS.

User ID If you are using a data server with OSAS, you must enter avalid
network user 1D to use with this data sourcefile. If you do not enter a
valid user 1D, you will not be able to access your OSA'S data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.

Authentication Click this button for secure data servers that require user
authentication. You can enter a User ID, Password and Domain, to
authenticate the user logging in, or an Authentication String.

Read Timeout Enter anumber between 0 and 255 to indicate the number of secondsto
wait for alocked record to become available. The default is 10.
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BASIS ODBC Driver Data Source Configuration Screen

Drata Source Mame: | ak I
Description: | Cancel |
Database Help |
|C:‘\WINDDWS\CDNFGH.TF’M Browuse... | Abaout |
|Jzer ID: I Authentication... | Fead Timeout: I
r— Options
[ Fead Only Access [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor [~ &llow Multiple Feads in a Record
[~ Enable Floating Netwark Lock Byte [~ 14 Digit Business Math
™ Mo Shict Kep Checking on CREATE TAELE ™ Do Mot Automatically Frearder T ables
™ Pack numerics over 14 digits long V¥ Pad variable length columns with spaces
— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Query Optimization

Log File Location: I

~ Dates

Colurin Suffisles): | OEM Type: I vI

r Character Set Translation

I Translate |

Option Description

Read Only Access Check thisbox if you are using the Read/Write version of the ODBC
Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Disable Use of Math Check thisbox, if you want to disable the use of the math
Coprocessor COProcessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Enable Floating Network  Check this box to enable the older, slower file-locking scheme, which
Lock Byte allows for standard access across the network.

No Strict Key Checking ~ Check this box, if no primary key has been specified in the datafiles,

on CREATE TABLE creates a primary key using as many columns (fields) as can fit into
the 120 character maximum key length. If this option is not select,
then a primary key must be setup in each datafile or errorswill occur.

Pack numerics over 14 Check thisbox, if you have numeric values that are more then 14
digitslong digitsto allow compression of these valuesinto a pseudo-binary form
to preserve disk space.
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BASIS ODBC Driver Data Source Setup Screen

Drata Source Mame: | ak I
Description: | Cancel |
Database Help |
|C:‘\WINDDWS\CDNFGH.TF’M Browuse... | Abaout |
|Jzer ID: I Authentication... | Fead Timeout: I
r— Options
[ Fead Only Access [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor [~ &llow Multiple Feads in a Record
[~ Enable Floating Netwark Lock Byte [~ 14 Digit Business Math
™ Mo Shict Kep Checking on CREATE TAELE ™ Do Mot Automatically Frearder T ables
™ Pack numerics over 14 digits long V¥ Pad variable length columns with spaces
— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Query Optimization

Log File Location: I

~ Dates

Colurin Suffisles): | OEM Type: I vI

r Character Set Translation

Translate |

Option Description

ForceFile Length Update  Check this box to force MS-DOS to update the length of adynamicfile
on Fat Systems after any changes are made to thefile.

Allow Multiple Readsin  Check thisbox to alow multiple read processes to access the key of a
aRecord keyed file.

14 Digit Business Math Check this box to put the ODBC Driversin a 14 digit Business Math
mode. This forces keys and templates to use 14 digit Business Math
precision.

Do Not Automatically The ODBC drivers may attempt to reorder the table if you are using a
Reorder Tables Select statement against multiple files, for optimization. Check this
box, if you do not want the ODBC driversto try to reorder the table.

Pad variable length Check thisoptionif you are using the Read/Write version of the ODBC
columns with spaces Drivers, so that any updates you make to the OSAS files will be
padded correctly.
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BASIS ODBC Driver Data Source Setup Screen

Drata Source Mame: | ak I
Description: | Cancel |
Database Help |
|C:‘\WINDDWS\CDNFGH.TF’M Browuse... | Abaout |
|Jzer ID: I Authentication... | Fead Timeout: I
r— Options
[ Fead Only Access [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor [~ &llow Multiple Feads in a Record
[~ Enable Floating Netwark Lock Byte [~ 14 Digit Business Math
™ Mo Shict Kep Checking on CREATE TAELE ™ Do Mot Automatically Frearder T ables
™ Pack numerics over 14 digits long V¥ Pad variable length columns with spaces
— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Query Optimization

Log File Location: I

~ Dates

Colurin Suffisles): | OEM Type: I vI
r Character Set Translation
Translate |

Logging Field Description

Log Error Messages Check this option to write any error messages generated by the ODBC
Drivers to the log file entered in the Log File Location field.

Log Function Calls Check this optionlto write each ODBC API function call to thelogfile
entered in the Log File Location field.

Log File Access for Check this option to write each file system read to the log file entered

Query Optimization in the Log File Location field.

Log FileLocation Enter the path and filename for the log file. Thisfileisused by the Log

Error Messages, Log Function Calls, and Log File Access for Query
Optimization options.
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BASIS ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Configuration

Drata Source Mame: |

Ok

Description: |

Caticel

D atabaze

Help

|E:‘\WINDDWS\EDNFGH.TPM

zer ID: I f—‘«uthenticatinn...l Read Timeout: I

il

Browse. .. | About

™ Log Emor Messages
™ Log Function Calls

— Options

[ Read Only &ccess [" Force File Length Update on FAT Spstems
™ Disable Use of Math Coprocessor ™ Allow Multiple Feads in a Record

[” Enable Floating Metwark Lack Byte ™ 14 Digit Business Math

[~ Mo Shict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables

[ Pack numerics over 14 digits long ¥ Pad vaiiable length columns with spaces
— Logging

™ Log File Access for Query Optimization

Log File Location: |

D atez

Column Suffisfes): [DATE]

DEM Type: I vI

r Character Set Tranglation

Translate |

Dates Field

Column Suffix(es)

OEM Types

Trandlation

Character Set Trandation

Description

Enter the suffix(es) of the columnsthat areto be converted to the OEM
date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is entered
separate each with a comma.

By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbersfor the
data format, select one of the OEM data types listed in the combo box

to indicate your OEM date preference for columns ending in the Date

Column Suffix.

Click this button to select the Microsoft Code Page Translator or other
ODBC character translator.

The trandlator selected, if any, with the translation button is displayed.

Select the OK button to save the data source setup.
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Create New Data Source — Step 4
Create New Data Source ﬂ E

what hame da yau want ta give your data source?
1. |IIISAS £12 DATA

Select a driver for the type of database you want to access:
2 [BASIS ODBC Driver M

Click Connect and enter any information requested by the driver:

3 | Connect...

Select a default table for vaur data saurce [optional):

‘| 5

[T Save my user |0 and password in the data source definition

@ K | Cancel |

The Create New Data Screen is re-displayed.

4. Select an optional table for your data source. Thistableis selected by default, whenever you use
this data source, but you can always select any table available.

You can also save your user ID and password with this data source.
Click OK when finished.

Choose Data Source Screen

Choose Data Source

Databases | Dueriesl OLapP Eubesl Ok,
<Mew Data Sournce: el
Encel Files*

Ma15"

M5 Access 97 Databaze® Browse...
M5 Access Databaze”

S B2 DATA

O ptions. ..

Text Files®

I

Delete

@l W Uze the Quer Wizard to create/edit quenies

The Choose Data Source screen is re-displayed.

Place a check in the Use the Query Wizard to create/edit queries field, highlight the data source
created and click OK.
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Using the ODBC Administrator to create the data source

ODBC Data Source Administrator

&M 0ODBC Data Source Administrator [ 2 ] <]

Uzer DSH I Suztemn DSM File DSH I Drivelsl Trac:ingl Connection F'Dolingl About I

Loak in: IData Sources

=] add. |

Hemowve |
[Corfigure... |

Set Directary |

A ODBC File data source allows pou to connect to a data provider. File
DSHMz can be zhared by uzers whao have the same drivers installed.

Ok I Cancel I Apply I Help I

Create a Data Source with the 32-bit ODBC Administrator in the control panel.

Option

User DSN

System DSN

File DSN

Drivers

Tracing

Connection Pooling

Description

Creates a data source for this machine that only the user creating it can
access.

Creates a data source for this machine that anyone who uses this machine
can access.

Creates a data source that can be shared by users who have the same
driversinstalled.

Displays the list of installed ODBC Drivers.

Creates alog file of calls made to the ODBC Drivers. This can be used to
aid support and debug your applications.

Allows applications to reuse open connection handles, which saves round-
trips to the server.

Select File DSN for use with Excel and Query

Click the Add button to create the new data source.
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Create New Data Source

Create Mew Data Source

Select a driver for which wou want to zet up a data source.

Mame | -
2 ODEBLC Driver 3
BASIS ODBEC Diriver 32-BIT 1.
Diriver da Microgoft para arquivos testo [kt *cav] 4
Drriver do Microsoft Access [*.mdb]
Diriver do Microsoft dB aze [*.dbf]
Ciriver do Microgoft Excell* xlz]
Diriver do Microgoft Parados [*.db ]
Ciriver para o Microzoft Visual FoxPra

Microzoft Access Diiver [*.mdb]
bdirrmnnft ommmes T raiber 1% eedb1
il

Advanced...

|L=|-_.4=-m.4=-.4=~.4=-.4=~|
| q

< Back I Mexst > I Cancel I

The Create New Data Source screen is displayed select the Basis ODBC Driver.
Select the Next button.

Create New Data Source
Create Mew Data Source
Type the name of the file data source pou want o zave

thiz connection ta. Or, find the location to save to by
clicking Browse.

IDS.-'-\S E.12 DATA Browse... |

< Back I Mexst > I Cancel

Enter a name for the data source or browse to an existing data source.

Click the Next button.
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Create New Data Source

Create Mew Data Source

Wwhen wou click Finish, you will create the data source
which wou have just configured. The driver may prompt you
far more information.

File Data Source

Filename: 0545 BE.12 DATa _I
Diriver: BASIS ODEC Driver

L o

< Back I Firish I Cancel I

The last screen displays summary information about the type of data source, name and driver used to
create the data source.
Click the Finished button if everything is correct.

Click the Back button if you need to edit any of the displayed information.
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BASIS ODBC Driver Data Source Configuration Screen

BASIS ODBC Driver Data Source Configuration

Drata Source Mame: | ak I
Description: | Cancel |

Database Help |
|C:‘\WINDDWS\CDNFGH.TF’M Browuse... | Abaout |
|Jzer ID: I Authentication... | Fead Timeout: I

r— Options

[ Fead Only Access [™ Force File Length Update on FAT Systems
" Disable Use of Math Coprocessor [~ &llow Multiple Feads in a Record

[~ Enable Floating Netwark Lock Byte [~ 14 Digit Business Math

™ Mo Shict Kep Checking on CREATE TAELE ™ Do Mot Automatically Frearder T ables

™ Pack numerics over 14 digits long V¥ Pad variable length columns with spaces

— Logging

[™ Log Enor Messages
[™ Log Function Calls
™ Log File Aczcess for Query Optimization

Log File Location: I

~ Dates

Colurin Suffisles): | OEM Type: I vI
r Character Set Translation
Translate |

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter information for the following fields:

Field Description

Data Source Name Thisfield isunavailable with Excel and Query data sources.
Description Thisfield is unavailable with Excel and Query data sources.
Database Enter the path and filename of the configuration file you created with

the Edit CONFIG.TPM function.

Use the Browse button to search for the file. The default location isthe
RWdata directory in OSAS.

User ID If you are using a data server with OSAS, you must enter avalid
network user 1D to use with this data sourcefile. If you do not enter a
valid user 1D, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.

Authentication Click this button for secure data servers that require user
authentication. You can enter a User ID, Password and Domain, to
authenticate the user logging in, or an Authentication String.

Read Timeout Enter anumber between 0 and 255 to indicate the number of secondsto
wait for alocked record to become available. The default is 10.
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Option

Read Only Access

Disable Use of Math
Coprocessor

Enable Floating Network
Lock Byte

No Strict Key Checking
on CREATE TABLE

Pack numerics over 14
digitslong

Force File Length Update

on Fat Systems

Allow Multiple Readsin
a Record

14 Digit Business Math

Do Not Automatically
Reorder Tables

Pad variable length
columns with spaces

Log Error Messages
Log Function Calls
Log File Access for

Query Optimization

Log FileLocation

Description

Check thisbox if you are using the Read/Write version of the ODBC
Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Check this box, if you want to disable the use of the math coprocessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Check this box to enable the older, slower file-locking scheme, which
alows for standard access across the network.

Check thisbox, if no primary key has been specified in the data files,
creates aprimary key using as many columns (fields) as can fit into the
120 character maximum key length. If this option is not select, then a
primary key must be setup in each datafile or errors will occur.

Check this box, if you have numeric valuesthat are more then 14 digits
to allow compression of these valuesinto a pseudo-binary form to
preserve disk space.

Check this box to force MS-DOS to update the length of adynamicfile
after any changes are made to thefile.

Check thisbox to allow multiple read processes to access the key of a
keyed file.

Check this box to put the ODBC Driversin a 14 digit Business Math
mode. This forces keys and templates to use 14 digit Business Math
precision.

The ODBC drivers may attempt to reorder the table if you are using a
Select statement against multiple files, for optimization. Check this
box, if you do not want the ODBC driversto try to reorder the table.

Check thisoption if you are using the Read/Write version of the ODBC
Drivers, so that any updates you make to the OSAS files will be
padded correctly.

Check this option to write any error messages generated by the ODBC
Drivers to the log file entered in the Log File Location field.

Check this optionlto write each ODBC API function call to thelogfile
entered in the Log File Location field.

Check this option to write each file system read to the log file entered
in the Log File Location field.

Enter the path and filename for thelog file. Thisfileisused by the Log
Error Messages, Log Function Calls, and Log File Access for Query
Optimization options.
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BASIS ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Configuration

Drata Source Mame: |

Ok

Description: |

Caticel

D atabaze

Help

|E:‘\WINDDWS\EDNFGH.TPM

zer ID: I f—‘«uthenticatinn...l Read Timeout: I

il

Browse. .. | About

™ Log Emor Messages
™ Log Function Calls

— Options

[ Read Only &ccess [" Force File Length Update on FAT Spstems
™ Disable Use of Math Coprocessor ™ Allow Multiple Feads in a Record

[” Enable Floating Metwark Lack Byte ™ 14 Digit Business Math

[~ Mo Shict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables

[ Pack numerics over 14 digits long ¥ Pad vaiiable length columns with spaces
— Logging

™ Log File Access for Query Optimization

Log File Location: |

D atez

Column Suffisfes): [DATE]

DEM Type: I vI

r Character Set Tranglation

Translate |

Dates Field

Column Suffix(es)

OEM Types

Trandlation

Character Set Trandation

Description

Enter the suffix(es) of the columnsthat areto be converted to the OEM
date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is entered
separate each with a comma.

By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbersfor the
data format, select one of the OEM data types listed in the combo box

to indicate your OEM date preference for columns ending in the Date

Column Suffix.

Click this button to select the Microsoft Code Page Translator or other
ODBC character translator.

The trandlator selected, if any, with the translation button is displayed.

Select the OK button to save the data source setup.
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ODBC Data Source Administrator

&M 0ODBC Data Source Administrator [ 2 ] <]

Uzer DSH I Suztemn DSM File DSH I Drivelsl Trac:ingl Connection F'Dolingl About I

Lok in: IData Sources LI |
g s Remowve |
Configure... |

Set Directary |

A ODBC File data source allows pou to connect to a data provider. File
DSHMz can be zhared by uzers whao have the same drivers installed.

Ok I Cancel I Apply I Help I

The data sourceis listed in the ODBC Administrator Box. Click OK to exit.
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Basis ODBC 1.1 Drivers

Using Excel/Query to create the data source

Get External Data — New Database Query Screen

4 Microsoft Excel - Book1

o
&
[x

[E] File Edit View Insert Format Tools | Data Analyst Window Help == %]

DS SERY| % 2o = £ ) &M B oo - B

frial -0 - [m g Ve b e L - & A

AT = = Text to Columns.,.
A_ T B | © | Group and Outline ¥ [F | I J [ KT L o

1 1 e I—|
> Get External Data e e
= Refresh Daty
=l !7_2 e B Edit Query.,

g MS Access Form. ., Data Range Froperties
g | i ¥
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10

11

12
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17
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19

20

21

22

23
[24]
[25 |

14 Eq » (b1 Sheet1  Sheetz £ Sheets / |4 mjj_l
Ready | CAPS [NUM

Start Excel. From the Data menu select Get External Data followed by New Database Query®.

Choose Data Source Screen

Choose Data Source

HE

Databases | Dueriesl OLapP Eubesl
<Mew Data Sournces |
Encel Files* el
Ma15"
M5 Accesz 97 Databaze® Browse... |
M5 Access Databaze”
0545 B12 DATA Optiohs... |
Text Files®

[elete |

@l W Uze the Quer Wizard to create/edit quenies

The Choose Data Source screen is displayed.

Select the data source you want to use for this query or choose <New Data Source> if the one you
want to useis not listed.

Highlight <New Data Source> and select the OK button.

32. With Excel 97 select Get External Data followed by Create New query. With Excel 2002 select Import
Externa Datafollowed by New Database Query.
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Create New Data Source Screen - Step 1

Create New Data Source ﬂ E

what hame da yau want ta give your data source?
1. |IIISAS £.02 DATA

Select a driver for the type of database you want to access:
2 | ]
[lick Eonnect and enter any infarmatian requested B the driver:

3 Connest. |

Select a default table fon vaur data souce [aptinnal];
' 5

™ Save my user |0 and passwordlin the data source definition

@ (K Cancel |

The Create New Data Source screen is displayed.

1. Enter aname for the data source you are creating. The data source name can be anything you

like.

Create New Data Source Screen - Step 2
Create New Data Source 7]

‘what name da you want o give your data source?
1. IIIISﬁS £.02 DATA

Select a diver far the type of database you want to access:

Click Connect and enter any information requested by the driver;

3 Connect... |

Selest & default table far yaur data sovrce (optionall:
y 5

™ Saye myuser |0 and password in the data source defirtion

@ [k Cancel

2. Select the driver for the database you want to access.

For the OSAS data files, select the BASIS ODBC Driver 32 Bit33

33. If you are using the 2.3 or 3.0 version of the ODBC Drivers, select BASIS ODBC Driver.
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Create New Data Source Screen - Step 3

Create Mew Data Source

‘what name da you want o give your data source?

HE

1. IIIISﬁS E.02DATA

Select a diver far the type of database you want to access:

Click Connect and enter any information requested by the driver;

3 Connect... |

Selest & default table far yaur

data souree [aptianall;

N

™ Saye myuser |0 and password in the data source defirtion

o)

]

K Cancel |

3. Connect to the data source configuration file.

Click the Connect button.

BASIS ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Setup E

Enter Diata Source Specification:

0k

[iata Source Mame; I

Description: I

Cancel

D atabase Configuration

Help

D:M0SASEO AW datahCONFGH. TRM Browse.., I

Advanced »»

s

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter information for the fol

Field

Data Source Name
Description

Database

Select the Advanced button.

lowing fields:

Description

Thisfield isunavailable with Excel and Query data sources.
Thisfield isunavailable with Excel and Query data sources.

Enter the path and filename of the configuration file you created with
the Edit CONFIGTPM function.

Use the Browse button to search for the file. The default location isthe
RWdata directory in OSAS.
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Basis ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Setup E

Enter Data Source Specification:

Ok

Data Source Mame: I

Descriptiarn: |

Canicel

Help

ID:'\D SASE02RWHata\COMNFGH. TPM

|' [atabaze Configuration

Browsze... |

Advanced »>

s

— Options

™ Read Only &ccess

[™ Dizable Use of Math Coprocessor
™ Do Mot Bead or Wiite a File With a Mon-Zern Access Count in Header
™ Enable Floating Metwork, Lock Byte

[” Fomee File Length Update on FAT [DOS] File Svstems

¥ Mo Shadow Dictionary Consistency Check

¥ Fast Connect
[ &llow Multiple Reads in a Record

[ 14 Digit Business Math

Log File Location: I

Metwork User ID:I

—OEM Dates

Fead Timeout:

Date Column Suffis: I

Date Tope:

'

r— Tranzlation

Translate |

The Options section is displayed.

Enter information for the following options:

Option

Read Only Access

Disable Use of Math
Coprocessor

Do Not Read or Write a
File With Non-Zero
Access Count in Header

Enable Floating Network
Lock Byte

Force File Length Update
on Fat (DOS) File
Systems

Description

Check thisbox if you are using the Read/Write version of the ODBC
Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Check thisbox, if you want to disable the use of the math
COProcessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Check thisbox if you want to prevent the access of afile that has a
non-zero access count stored in the header of thefile.

A non-zero count may indicate a damaged file.

Check this box to enable the older, slower file-locking scheme, which
alows for standard access across the network.

Check this box to force MS-DOS to update the length of a dynamic
file after any changes are made to thefile.
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Basis ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Setup E

Enter Data Source Specification:

Data Source Mame: I
Descriptiarn: | Cancel |
[atabaze Configuration Help |
ID:'\DSASBD2\HWdata\EDNFGH.TF’M Browsze. . | Advanced >>|
— Options
™ Read Only &ccess ¥ Fast Connect
[™ Dizable Use of Math Coprocessor [ &llow Multiple Reads in a Record

™ Do Mot Bead or Wiite a File With a Mon-Zern Access Count in Header

™ Enable Floating Metwork, Lock Byte

[” Fomee File Length Update on FAT [DOS] File Svstems

¥ Mo Shadow Dictionary Consistency Check [ 14 Digit Business Math

Log File Location: I

Metwork User ID:I Fead Timeout:

'

— OEM Dates
Date Column Suffis: I Date Tope:
— Translation
Tranzlate |
Option Description
No Shadow Dictionary Check thisbox to prevent a Shadow Consistency check at connection
Consistency Check time.
This option will allow you to make faster connections to your OSAS
data
Fast Connect Check this box to allow for the fastest connection to the OSAS data.

Thisoptionisrequired if you are using the 1.1 version of the ODBC
Drivers.

Allow Multiple Readsin  Check thisbox to alow multiple read processes to access the key of a
aRecord keyed file.
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Basis ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Setup E

Enter Data Source Specification:

Data Source Mame: I
Descriptiarn: | Cancel |
[atabaze Configuration Help |
ID:'\DSASBD2\HWdata\EDNFGH.TF’M Browsze. . | Advanced >>|
— Options
™ Read Only &ccess ¥ Fast Connect
[™ Dizable Use of Math Coprocessor [ &llow Multiple Reads in a Record

™ Do Mot Bead or Wiite a File With a Mon-Zern Access Count in Header

™ Enable Floating Metwork, Lock Byte

[” Fomee File Length Update on FAT [DOS] File Svstems

¥ Mo Shadow Dictionary Consistency Check [ 14 Digit Business Math

Log File Location: I

Metwork User ID:I Fead Timeout: I

—OEM Dates
Date Column Suffis: I Date Tope:
r— Tranzlation
Translate |

Field Description

Log FileLocation Enter the path and filename for thelog file. Thisfileisused by the Log
Error Messages, Log Function Calls, and Log File Access for Query
Optimization options.

Network User ID If you are using a data server with OSAS, you must enter avalid
network user 1D to use with this data sourcefile. If you do not enter a
valid user 1D, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.
Read Timeout Enter anumber between 0 and 255 to indicate the number of secondsto

wait for alocked record to become available. The default is 10.
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Basis ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Setup E

Enter Data Source Specification:

Data Source Mame: I
Descriptiarn: | Cancel |
Database Configuration Help |
|7ID:'\DSASBD2\HWdata\EDNFGH.TF’M Browsze. . |
Advanced >>|

— Options

™ Read Only &ccess

[™ Dizable Use of Math Coprocessor [ &llow Multiple Reads in a Record
™ Do Mot Bead or Wiite a File With a Mon-Zern Access Count in Header

™ Enable Floating Metwork, Lock Byte

[” Fomee File Length Update on FAT [DOS] File Svstems

¥ Mo Shadow Dictionary Consistency Check [ 14 Digit Business Math

¥ Fast Connect

Log File Location: I

Metwork User ID:I Fead Timeout:

—OEM Dates

Date Column Suffis: I

Date Tope:

'

r— Tranzlation

Translate |

Field

Date Column Suffix

Date Types

Translate

Translation

Description
Enter the suffix(es) of the columnsthat areto be converted to the OEM
date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is entered
separate each with a comma.

By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbersfor the
data format, select one of the OEM data types listed in the combo box

to indicate your OEM date preference for columns ending in the Date

Column Suffix.

Click this button to select the Microsoft Code Page Translator or other
ODBC character translator.

The tranglator selected, if any, with the translate button is displayed.
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Create New Data Source — Step 4

Create New Data Source

what hame da yau want ta give your data source?

1. |IIISAS E.02DATA

Select a driver for the type of database you want to access:

2 IE.&SIS ODBC Driver 32817

Click Connect and enter any information requested by the driver:

3 | Connect...

Select a default table for vaur data saurce [optional):

[

‘|

[T Save my user |0 and password in the data source definition

-

@ K | Cancel |

The Create New Data Screen is re-displayed.

4. Select an optional table for your data source. Thistableis selected by default, whenever you use
this data source, but you can always select any table available.

You can also save your user Id and Password with this data source.

Click OK when finished.

Choose Data Source Screen

Choose Data Source

Databazes | Dueriesl OLAP Eubesl

<Mew Data Sournce:
Encel Files*

Ma15"

M5 Access 97 Databaze®
M5 Access Databaze”

0545 B.02 DATA

0SAS 612 DATA
Text Files™

@l W Uze the Quer Wizard to create/edit quenies

]9
Cancel
Browse...
O ptions. ..

Delete

I

The Choose Data Source screen is re-displayed.

Place a check in the Use the Query Wizard to create/edit queries field, highlight the data source

created and click OK.
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Using the ODBC Administrator to create the data source

ODBC Data Source Administrator
&10DBC Data Source Administrator EHE

Uzer DSH I Suztemn DSM File DSH I Drivelsl Trac:ingl Connection F'Dolingl About I

Lok in: IData Sources LI |
W5 612 DATA dzn Remowve |
Configure... |

Set Directary |

A ODBC File data source allows pou to connect to a data provider. File
DSHMz can be zhared by uzers whao have the same drivers installed.

Ok I Cancel I Apply I Help I

Create a Data Source with the 32-bit ODBC Administrator in the control panel.

Option Description

User DSN Creates a data source for this machine that only the user creating it can
access.

System DSN Creates a data source for this machine that anyone who uses this machine
can access.

File DSN Creates a data source that can be shared by users who have the same
driversinstalled.

Drivers Displays the list of installed ODBC Drivers.

Tracing Creates alog file of calls made to the ODBC Drivers. This can be used to

aid support and debug your applications.

Connection Pooling Allows applications to reuse open connection handles, which saves round-
trips to the server.

Select File DSN for usewith Excel and Query

Click the Add button to create the new data source.
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Create New Data Source

Create Mew Data Source

Select a driver for which wou want to zet up a data source.

Mame | -
BASIS ODBC Diriver 3
1.
Diriver da Microgoft para arquivos testo [kt *cav] 4
Drriver do Microsoft Access [*.mdb]
Diriver do Microsoft dB aze [*.dbf]
Ciriver do Microgoft Excell* xlz]
Diriver do Microgoft Parados [*.db ]
Ciriver para o Microzoft Visual FoxPra

Microzoft Access Diiver [*.mdb]
bdirrmnnft ommmes T raiber 1% eedb1
il

Advanced...

'=-.4=-m.4=-.4=~.4=-.4=~|
| K

< Back I Mexst > I Cancel I

The Create New Data Source screen is displayed select the Basis ODBC Driver.
Select the Next button.

Create New Data Source
Create Mew Data Source
Type the name of the file data source pou want o zave

thiz connection ta. Or, find the location to save to by
clicking Browse.

IDS.-'-\S .02 DT Browse... |

< Back I Mexst > I Cancel

Enter a name for the data source or browse to an existing data source.

Click the Next button.

E-212



Creating a Data Source

Create New Data Source

Create Mew Data Source

Wwhen wou click Finish, you will create the data source
which wou have just configured. The driver may prompt you
far more information.

File Data Source
Filename: O5A5 BE.02 DATa
Diriver: BASIS ODEC Driver 32-BIT

L]

E
s

< Back I Firish I Cancel I

The last screen displays summary information about the type of data source, name and driver used to

create the data source.

Click the Finished button if everything is correct or click the Back button if you need to edit any of

the displayed information.

BASIS ODBC Driver Data Source Setup Screen

Enter Diata Source Specification:

0k

[iata Source Mame; I

Description: I

D atabase Configuration

Cancel

Help

D:M0SASEO AW datahCONFGH. TRM Browse.., I

Advanced »»

s

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter information for the following fields:

Field

Data Source Name
Description

Database

Select the Advanced button.

Description

Thisfield isunavailable with Excel and Query data sources.
Thisfield isunavailable with Excel and Query data sources.

Enter the path and filename of the configuration file you created with
the Edit CONFIGTPM function.

Use the Browse button to search for the file. The default location isthe
RWdata directory in OSAS.
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Basis ODBC Driver Data Source Setup Screen

BASIS ODBC Driver Data Source Setup E

Enter Data Source Specification:

-DK

Data Source Mame: I -

Descriptiarn: | Cancel |

[atabaze Configuration Help |

|7|D:\DSASED2\F|Wdata\EDNFGH.TF'M Browsze. . | Advanced >>|

— Options

™ Read Only &ccess ¥ Fast Connect

[™ Dizable Use of Math Coprocessor [ &llow Multiple Reads in a Record

™ Do Mot Bead or Wiite a File With a Mon-Zern Access Count in Header

™ Enable Floating Metwork, Lock Byte

[” Fomee File Length Update on FAT [DOS] File Svstems

¥ Mo Shadow Dictionary Consistency Check [ 14 Digit Business Math

Log File Location: I

Metwork User ID:I Fead Timeout:

'

—OEM Dates
Date Column Suffis: I Date Tope:
r— Tranzlation
Translate |

The Options section is displayed.

Enter information for the following options:

Option Description

Read Only Access Check thisbox if you are using the Read/Write version of the ODBC
Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Disable Use of Math Check this box, if you want to disable the use of the math coprocessor.

Coprocessor On machines with math coprocessors, the ODBC Drivers may be able

to use the coprocessor to enhance the speed and accuracy of the
functions.

Do Not Read or Writea ~ Check this box if you want to prevent the access of afile that has a
File With Non-Zero non-zero access count stored in the header of thefile.

Access Count in Header A 1150 zero count may indicate a damaged file.

Enable Floating Network  Check this box to enable the older, slower file-locking scheme, which
Lock Byte allows for standard access across the network.
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Option

Force File Length Update
on Fat (DOS) File
Systems

Fast Connect

Allow Multiple Readsin
a Record

Log FileLocation

Network User ID

Read Timeout

Date Column Suffix

Date Types

Translate

Trandlation

Description

Check this box to force MS-DOS to update the length of adynamic file
after any changes are made to thefile.

Check this box to allow for the fastest connection to the OSAS data.

Thisoption isrequired if you areusing the 1.1 version of the
ODBC Drivers.

Check this box to allow multiple read processes to access the key of a
keyed file.

Enter the path and filename for thelog file. Thisfileisused by the Log
Error Messages, Log Function Calls, and Log File Access for Query
Optimization options.

If you are using a data server with OSAS, you must enter avalid
network user 1D to use with this data sourcefile. If you do not enter a
valid user 1D, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.

Enter anumber between 0 and 255 to indicate the number of secondsto
wait for alocked record to become available. The default is 10.

Enter the suffix(es) of the columnsthat areto be converted to the OEM
date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is entered
separate each with a comma.

By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbersfor the
data format, select one of the OEM data types listed in the combo box

to indicate your OEM date preference for columns ending in the Date

Column Suffix.

Click this button to select the Microsoft Code Page Translator or other
ODBC character trandlator.

The tranglator selected, if any, with the translate button is displayed.

Select the OK button to save the data source setup.
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ODBC Data Source Administrator

&M 0ODBC Data Source Administrator [ 2 ] <]

Uzer DSH I Suztemn DSM File DSH I Drivelsl Trac:ingl Connection F'Dolingl About I

Lok in: IData Sources LI |
T ds Remowve |

Rl 0SAS 512 DATA dsn -
Configure... |

Set Directary |

A ODBC File data source allows pou to connect to a data provider. File
DSHMz can be zhared by uzers whao have the same drivers installed.

Ok I Cancel I Apply I Help

The data sourceis listed in the ODBC Administrator Box. Click OK to exit
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