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About this Guide

This SedonaOfficé&inancial ReportingrainingGuide is for use bpedonaOffice customers only. This
guide is to be used in conjunction with an approved training class provided by Sedona@fficenat
meant to serve as an operatimmg setupmanual.

This training and setup guide is for experienced SedonaOffice wherbave knowledge of the general
ledger setup. While this guide will review some of the basic setup necessary, this guide is not intended
to teach financial reporting basics and assumes the user has knowledge of financial reports and of the
SedonaOfficapplication.

SedonaOffice reserves the rightnoodify theSedonaOffice product described in tigisideat any time

and without notice. Information in thisguideis subject to change without notic&Companies, names

and data used in examples herein are fictitious unless otherwise ndtedo event shall SedonaOffice

be held liable for any incidental, indirect, special, or consequential damages arising out of or related to
this guideor the informaton contained herein. The information contained in this document is the
property of SedonaOffice.

This guide will be updated periodically, be sure to check our websitevat.sedonaoffice.confor the
most currentversion.

Copyright 2010
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Financial Reporting Overview
Creating financial statements vary company by company. This guide is intended to teach you how to
create any type of financial report using the general ledger data from SedonaOffice.

Most companies will create a variety of financial reports. Finanitdraents can be used for many
different purposes both internally and externally for an organization. While this guide will review a
variety of different formats, it is impractical to detail each and every type of report that can be created.

Reporting P eriods

The reports created using these tools are period end reports. Reports can be run for a complete year,
yearto-date, quarterly or monthly periods. This reporting tool is hot meant formaahth, weekly or

daily financial reports.

Microsoft Excel

All the reports as reviewed within this guide are created using Microsoft Excel. For purposes of this

guide Microsoft Excel 2007 has been used. Our recommendation is to use Excel 2007 as it has expanded
capabilities to handle over one million rows of daalthough nost other recent versions of Excel should

work fine.
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SedonaOffice General Ledger Structure
Before we beginf S Qa4 NBGZASE (GKS {SR2YyIFhFFAOS DSySNIf [ SR3
how transactions are created in SedonaOfficesseatial to create useful financial reports.

[ SGQa adlF NI 2FF o0& t221Ay3 G GKS ONBFrGA2Yy 2F | 3
different ways a general ledger transaction is created in SedonaOffice, but each has the same
characteristicaipon completion.

Invoice Example
This is a simple miscellaneous invoice.

Custamer 1D Cateqgory AJR Account Tax Group
| |:I [ Installation/Sales =] [11o00 ] Q [ Michigan ]
q Invoice Date Auging Dake
Irvoice #1099 — -
[12f30¢2007 1 |1zpa0fz007 J
— Flintsone, Fred h b
55 Bedrock Dr Brand B.O. Humber
Chagrin Falls, OH 44022 | chio | |4s34534534
‘Warghouse Term
Site Flintsone, Fred | Main M1 | = [Due onReceipt =]
Address: 547 East Washington St. )
Bainbridge Township Invaice Type Job #
@ Chagrin Falls, OH 44022 [ Miscellaneous | [
Salesperson
~1b

Items $1,500.00 | Parts $U.UU]
[ Shawe Custorn Fields

Ikem Lisk -
Ikerm Descripkion by Rake Amount | Memo 1
Install Installation of Security System| 1.00 1500 1,500.00 |_

R

Below is the journal informatiofor the invoice created.

LI Journal Information

Branch |Chia
Date |12I|'3E|||'2|j|jj.-' w
Brimary [11000
Acccount
Accounts fecenahie

Reference |1ggg

[ Show Job Costing |w Show Branches
General Ledger
Account E Description Drebit Credit [emo Branch Category
11000 fccounts 1,590,00 Installation [ Chio
[ 40010 | | revenue, 1,500.00 Ohio Installation/Sales
P 24030 Skate Tax 90,00 hio
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General Ledger Account Code
The first segment of each transaction is the GL Account. These are known as the CtaotinfsAwith
SedonaOffice.

| Chart Of Accounts List

Account Cription Account Type
10000 Petby Cash BAMNE
10010 Prirmary Checking Account BME,
10020 Payroll Checking Account B MK,
10050 IUndeposited Funds (alaf)
11000 Accounts Receivable AR
12000 Inventary DA
12010 Makerials-'WIP DA
12020 Cther Job WIP QA
12030 Labar 'WIP OCA,
12040 Carmmissions WIP OiZh,

Branch Code
The next segment to a transaction is the Branch GL Code. This code is setup in the Branch setup in
SedonaOffice. Each Branch requires a unique GL Code (including any inactive Branches).

| Branches
Branch | Description Atternate Address GL Code
Michigan Michigan Sandbox Alarm Co. 5349 Maple St Northwille, M 4. 10
Ohic Ohio Sandbox Alarm Co. 255 Washington Ave Chagrin ... 20
Category Code

The third segment is the Category GL Code. This code is setup in the Category setup in SedonaOffice.
EachCategoryrequires a unique GL Code (including any inactive Branches).

C | Categories
Code Descripkion Gl Code
InstallationySales Installation & Sales 101
Central Skation Central Skation 201
Service/Inspections Service & Inspections 301
Adrminiskraion Adminiskration & Corporate 401
Fiscal Year

The fourth element of each transaction is the fiscal year. iSt@atomatically set based on the posting
period for the entry.

Monthly Period
The last element of the general ledger transaction is the monthly period. This is automatically set based
on the posting period for the entry.
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GL Data SummarizedzO' , - AOES®
In the examplgrevious exampleve have thee lines of GL Datarollowing is the complete GL Code for
each line of data.

1) Debit to Accounts Receivable 1100620-000-200712
2) Credit to Income 4001020-101-2007-12
3) Credit to Sales Tax Liability 2403020-000-200712

(@
O«
No

bhe¢oyY ¢KS /FGiS832NE D[ /2RSS FT2NJolflyOS aksSSa

GL Mask
The GL Mask is the complete set of GL Data. The GL Mask is made up of 5 parts:

GL Code Branchg Categoryc Fiscal Yeag Period

The S LI NI G2N) dZASR 09 (BREMOINPTTAOSNER2NBWAG Aa KAIKE
dash in any of your GL Codes. (More on this later when we build the financial reports)
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Extracting the GL Data from SedonaOffice to Excel
Usingthisrepblli A y3 (22t @&2dz gAff ySSR (2 SEGNI @airy;i KS {
we have made this a very easy process.

R

w»

We have created special SQL database Views for reporting on the GL Data. These Views are already on
your database.

Updating t he GL Summary Table

Each time you want to update the GL Data in SedonaOffice you will need to update the GL Summary
Table. Based on the size of your database and the speed of your server this process can take up to 20
minutes, but should be much less famoperly configured servers.

SedonaOffice Client Tools
Select the SedonaOffice Client Tools to begin the process of updating the GL Data.

J SedonaOffice
a SedonaOffice Client
f}% SedonaOffice Client Tools

1 Back

e ———
w SR EESmeSE,;

#ET1T OA OEA / POEIT O, 30ii AOU 5PAAOA 7EUAOA®G
Select the GL Summary Update Wizard option then press Open.

% SedonaOffice Client Tools ==

Options SedonaOffice

Select an option and click Open to continue.

Please select one of the following utilities:

" Start Live Assist " Check For Updates

(o 5L Summary Update Wizard: " Configure Auto Updates
" Werfy SedonaOffice Installation " Re-Run Last Update

" Repair Active Reports " Repair Sheridan Controls
" Reset Tools requires code) " Fix Cryptography

" Manitou Integration Wizard
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Selectthe Database to Process
Choose the SedonaOffice database to update then press Next.

B SedonaOffice GL Summary Table Update - Creation (=34

Company Selection SedonaOffice

Select the options you want and click Next to continue.

Source Company to update or create GL Summary Tables from:

[select from st below -

Select from list below
MasterSetupCompa

ot

N

Mext > Cancel ‘

Wait for the process to finish; it can take up to 20 minutes based on the size of your database. Then
press Finish.

aSedoﬂaOf‘ﬂce GL Summary Table Update - Creation =] GSedonaofﬁce GL Summary Table Update - Creation [&=]

Working n ﬂ:l 2

Please wat.. SedonaOffice Q¢ Table update completed
Ot

el . GL S Tables Updated and R to U

Please watt while GL Summary information is created. S (_; ummary Tables Updated and Ready to Use
3
Updating Data O ]
Performing actions... CU 2
NN NN NN NN NN NN NN NN NN c:
o
Os
rol
=
Q:
B
nN:
£

NOTE: Thiprocessmust be run each time you motl the GL Data in SedonaOffice, so it is

best to run this script once you have closed your accounting period and are ready to run your
financial statements.If you make any changes to your accounting data, you will need to re
run this process.
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Importing the SedonaOffice GL Data into Excel
26 NBOASSH

[ 8 Qa y

K2g (2 AYLRNI GK$S DI

51 41

Ay 2

the feature in Excel to Query an External Data Source using Microsoft Query. This feature is available in
most recen versions of Excel.

M) Dd9 - SEA& -
w55
Home Insert Page Layout Formulas Data Review View
3 5 > o o | Connections | 4
. A AlZ
—[_.r:' _ﬂ == =l =15 \Q 1 Properties ZL £
From From From |From Other Existing Refresh - il Sort
Access Web  Text | Sources~ || Connections A= =2 Edit Links
Get Ext ﬁ From SQL Server B
Al =z Create a connection to a 5L Server table. Import data m
- into Excel as a Table or PivotTable report. L
A B 3 From Analysis Services 1
1 |:I |‘ Create a connection to a SQL Server Analysis Services cube, |
H — Import data into Excel as a Table or PivotTable report.
2 »  From XML Data Import
3 ﬁ Open or map a XML file into Excel.
- iy From Data Connection Wizard
5 j Import data for an unlisted format by using the Data
6 — Connection Wizard and OLEDE.
7 ﬁ From Microsoft Query
= Import data for an unlisted format by using the Microsoft
) — Cluery Wizard and ODBC,

If you have not alreadgione soyou will need to create a Data Source connection to your SedonaOffice

database.

Choose Data Source

Databases l I]ueries] OLAP I:ul:lesl Ok

TestSedona
test®
TestSedona

M5 Access Datab

Yizio Databaze Samples®

M le e e T el oL o - 441 Cx

Cancel
Browse...

Optionz...

[

54

&)

[ Use the Quen Wizard to createsedit queries
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To create the new Data Source:

1) Name the data source appropriately
2) { St SO0 WwW{v]
3) Press the Connect button

{ SNIJS NDtheldatabais&€ S RNRA GSNJ (0 2

a. Onthe SQL Server Login Screen select the name of the SQL Server for SedonaOffice

b. | 48

4) Press OK

What name do you want ta give your data source?
1. |Sedonallffice GL Data

Select a driver for the twpe of databaze pou want to access:

2 |SE!L Server j
Click Connect and enter any information requested by the diver:

3 Flyrnauthlarm
Select a default table for vour data zource [optional];

‘| =l

[ Save myuser ID and password in the data source definition

@ IZIK|

Cancel |

G{ SR2y I wSLR2NIia¢ I a
c. Select the Options tab and select the name of your production SedonaOffaigade

Create New Data Source E| SQL Server Login

iKS

[23AY

Server |[Icu:al]

™ Use Trusted Connection

Login 1D:

|Sed0naHepolts

Password: [

Optiong

Databasze:
Language:
Application Mame:

*wiorkStation 1D

Plyrmouthélarm

| [Defaul] |

|2DEI?" ticrozaoft Office spstem

[HMKMLAPTOP

{St SO0 GUKS RFEGIF &a2daNDS

82dz 2dza i

will take you directly to Microsoft Query to create the Query.

Choose Data Source

D atabases ] Dueries] OLaP I:ul:ues]

<Mew Data Sourcer
dBASE Files®

Excel Files®
MEMLAFTOP

M5 Access Databaze®

Sedonalffice GL Data

test”

TestSedona

Wizio Databaze Samples®

L N [ R, [ o Y N SR e N =

v Uze the Quemny Wizard to creatededit queries

ONB I G SR
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To begin with you need to select the Table file to use in therQuSelect the

G{hy/2YLX SGSyYyD[ pe¢2il Y, ¢5¢

“m Query from SedonaOffice GL Data

Add Tables

T able:

ilFlof So

== Microsoft Query

File Edit Wiew Format Table Criteria Records  Window  Help

¢KSy Of A 0]

Sh_UserDef_2
Sh_UzerDef_3
Sh_UserDef_4
S0_Complete_GL_Summary
S0 _Complete GL_Total

S0 Complete GL Total YTD
S55_Account_Tupe
S5_Audit_T able
55_Comparny

e R
S oo |

Dwrier: I <l

[atabaze: I Plyrmouthdlarmm

El
el
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The next step is to select the data fields and criteria for the data to be returned. Select all the data
St SySyita Ay GKS ¢l ofSo 2 K A fdB8play the dRt2 figldsyuSitig the B | £ £ & Y
order as shown below will be more logical when viewed with Excel.

== Microsoft Query

Fiiz Edt \View Format Table Criteris Records Window Help

[ @[W [ [FlF) Fa) [==[=] [EE] (L)

*= Query from SedonaOffice GL Data

50_Cormplete_GL_Taotal ¥TD

BCCourt
dcoourt_Cast
Balance_Fuls
Crascit_AmaLint
(Dhesbat_A e
Fiscal Yo
Met_Amourt
Period_Mumbser
TD_Credt
D _Debat
TO_Het

T T T T T T T T T T
Crteria Fiekd [YTD_Het [Fiecal Vear [Fiscal Year | | | | | =
Wae: [ 580 w2006 <2008
o e
¢ »

Account Cast | Debit Amount | Credit Amount |  Met Amount | YID Debit | YTD Credt | YTD_Het [Balance_Rule| | Fizcal ‘Year | Period M -
|1 10000-10-000-2007-8  1000.0000 0000 10000000 1000, 0000 0000 1000, 0000 1 100001 (K000 2007 []
|1 10000-10-000-2007.9 0000 0000 0000 10000000 0000 10000000 1 1000010000 2007 9 =
|| 10000-10-000-2007-10 0000 0000 0000 1000, 0000 0000 10000000 1 10000104000 2007 0
|| 10000-10-000- 200711 0000 0000 0000 1000, 0000 0000 1000, 0000 1 100001 0000 2007 1
|| 10000-10-000-2007-12 0000 0000 0000 1000, 0000 0000 1000, 0000 1 100001 0H000 2007 12
|1 10010-90-000-2006-0  S0000.0000 25000000 475000000 S0000.0000 Z500.0000 47500.0000 1 100701 0:000 2006 0
|1 10010-10-000-2006-1 0000 0000 0000 S0000 0000 25000000 A7E00 0000 1 1001 01 K000 2006 1
|1 10010-10-000- 20062 0000 0000 0000 S0000.0000 25000000 475000000 1 1000010000 2006 2

Since this table can contain thousands (hundreds of thousands of records) it is best to use some criteria
to limit the data that returns.

Criteria Seledbns:

1) YTD_Net>$0 ¢ By selecting this option only data with values will be returned.

2) Fiscal Year >= 20@8n this case only years 2006 and 2007 are needed so limit the data to only
these fiscal years.

3) Fiscal Year < 20@8n this case since 2008 hasdmecreated we can remove these entries since
were still reporting on 2007.

4) Net Amount<$0c¢ KA a Aad AyOfdzZRSR Fa Fy WhwQ aSftSOGAz2yc
Retained Earnings account (more on this later).

T T T
Criteria Field: [YTD_Met [Fizcal vear | Met_amaourt
Walue: | <»$0 »=2006
or: | $0 »=2008 x40
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Now that we have completed the Queryick the Return Data icon, and the GL Data will be returned to
Excel.
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