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About this Guide  
This SedonaOffice Financial Reporting Training Guide is for use by SedonaOffice customers only.  This 

guide is to be used in conjunction with an approved training class provided by SedonaOffice, and is not 

meant to serve as an operating or setup manual. 

This training and setup guide is for experienced SedonaOffice users who have 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 

SedonaOffice application.   

SedonaOffice reserves the right to modify the SedonaOffice product described in this guide at any time 

and without notice.  Information in this guide is subject to change without notice.  Companies, names 

and data used in examples herein are fictitious unless otherwise noted.  In no event shall SedonaOffice 

be held liable for any incidental, indirect, special, or consequential damages arising out of or related to 

this guide or the information contained herein.  The information contained in this document is the 

property of SedonaOffice.  

This guide will be updated periodically, be sure to check our website at www.sedonaoffice.com for the 

most current version. 

Copyright 2010 

  

http://www.sedonaoffice.com/
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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.  Financial statements 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, 

year-to-date, quarterly or monthly periods.  This reporting tool is not meant for mid-month, 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 data, although most other recent versions of Excel should 

work fine. 
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SedonaOffice General Ledger Structure  
Before we begin, ƭŜǘΩǎ ǊŜǾƛŜǿ ǘƘŜ {ŜŘƻƴŀhŦŦƛŎŜ DŜƴŜǊŀƭ [ŜŘƎŜǊ {ǘǊǳŎǘǳǊŜΦ  ¦ƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘƛǎ ŀƴŘ 

how transactions are created in SedonaOffice is essential to create useful financial reports. 

[ŜǘΩǎ ǎǘŀǊǘ ƻŦŦ ōȅ ƭƻƻƪƛƴƎ ŀǘ ǘƘŜ ŎǊŜŀǘƛƻƴ ƻŦ ŀ ƎŜƴŜǊŀƭ ƭŜŘƎŜǊ ǘǊŀƴǎŀŎǘƛƻƴΦ  wŜƳŜƳōŜǊ ǘƘŜǊŜ ŀǊŜ Ƴŀƴȅ 

different ways a general ledger transaction is created in SedonaOffice, but each has the same 

characteristics upon completion. 

Invoice Example  
This is a simple miscellaneous invoice.   

 

Below is the journal information for the invoice created. 
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General Ledger Account Code 
The first segment of each transaction is the GL Account.  These are known as the Chart of Accounts with 

SedonaOffice. 

 

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). 

 

Category Code 
The third segment is the Category GL Code.  This code is setup in the Category setup in SedonaOffice.  

Each Category requires a unique GL Code (including any inactive Branches). 

 

Fiscal Year 
The fourth element of each transaction is the fiscal year.  This is automatically 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 Summarized ɀ Ȱ', -ÁÓËȱ 
In the example previous example we have three lines of GL Data.  Following is the complete GL Code for 

each line of data.  

1) Debit to Accounts Receivable  11000-20-000-2007-12 

2) Credit to Income   40010-20-101-2007-12 

3) Credit to Sales Tax Liability  24030-20-000-2007-12 

bh¢9Υ ¢ƘŜ /ŀǘŜƎƻǊȅ D[ /ƻŘŜ ŦƻǊ ōŀƭŀƴŎŜ ǎƘŜŜǘ ŀŎŎƻǳƴǘǎ ƛǎ ŀƭǿŀȅǎ ŀƭƭ ȊŜǊƻǎΦ  Lƴ ǘƘƛǎ ŎŀǎŜ ƛǘ ƛǎ ΨлллΩΦ 

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

GL Code ς Branch ς Category ς Fiscal Year ς Period 

The sŜǇŀǊŀǘƻǊ ǳǎŜŘ ōȅ {ŜŘƻƴŀhŦŦƛŎŜ ƛǎ ŀ Ψ-Ψ όŘŀǎƘύΦ  ¢ƘŜǊŜŦƻǊŜ ƛǘ ƛǎ ƘƛƎƘƭȅ ǊŜŎƻƳƳŜƴŘŜŘ ȅƻǳ Řƻ ƴƻǘ ǳǎŜ ŀ 

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 
Using this repoǊǘƛƴƎ ǘƻƻƭ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŜȄǘǊŀŎǘ ǘƘŜ {ŜŘƻƴŀhŦŦƛŎŜ D[ 5ŀǘŀ ƛƴǘƻ 9ȄŎŜƭΦ  .ǳǘ ŘƻƴΩǘ worry; 

we have made this a very easy process. 

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 for properly configured servers. 

SedonaOffice Client Tools 

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

 

#ÈÏÏÓÅ ÔÈÅ /ÐÔÉÏÎ Ȱ', 3ÕÍÍÁÒÙ 5ÐÄÁÔÅ 7ÉÚÁÒÄȱ 

Select the GL Summary Update Wizard option then press Open. 
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Select the Database to Process 

Choose the SedonaOffice database to update then press Next. 

 

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

press Finish. 

 

 

NOTE: This process must be run each time you modify 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 
[ŜǘΩǎ ƴƻǿ ǊŜǾƛŜǿ Ƙƻǿ ǘƻ ƛƳǇƻǊǘ ǘƘŜ D[ 5ŀǘŀ ƛƴǘƻ aƛŎǊƻǎƻŦǘ 9ȄŎŜƭΦ  Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜ ǿŜ ŀǊŜ ƎƻƛƴƎ ǘƻ ǳǎŜ 

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

most recent versions of Excel. 

 

If you have not already done so, you will need to create a Data Source connection to your SedonaOffice 

database. 
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To create the new Data Source: 

1) Name the data source appropriately 

2) {ŜƭŜŎǘ Ψ{v[ {ŜǊǾŜǊΩ ŀǎ ǘƘŜ ŘǊƛǾŜǊ ǘƻ ŎƻƴƴŜŎǘ ǘƻ the database 

3) Press the Connect button 

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

b. ¦ǎŜ ά{ŜŘƻƴŀwŜǇƻǊǘǎέ ŀǎ ǘƘŜ [ƻƎƛƴ L5Σ ƴƻ ǇŀǎǎǿƻǊŘ ƛǎ ƴŜŜŘŜŘ 

c. Select the Options tab and select the name of your production SedonaOffice database 

4) Press OK 

 

{ŜƭŜŎǘ ǘƘŜ Řŀǘŀ ǎƻǳǊŎŜ ȅƻǳ Ƨǳǎǘ ŎǊŜŀǘŜŘ ǘƻ ŎǊŜŀǘŜ ǘƘŜ vǳŜǊȅΦ  ¦ƴŎƘŜŎƪ ǘƘŜ Ψ¦ǎŜ ǘƘŜ vǳŜǊȅ ²ƛȊŀǊŘΦΦΦέ ǘƘƛǎ 

will take you directly to Microsoft Query to create the Query. 
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To begin with you need to select the Table file to use in the Query.  Select the 

ά{hψ/ƻƳǇƭŜǘŜψD[ψ¢ƻǘŀƭψ¸¢5έ ǘŀōƭŜΦ  ¢ƘŜƴ ŎƭƛŎƪ /ƭƻǎŜΦ 
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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 

ŜƭŜƳŜƴǘǎ ƛƴ ǘƘŜ ¢ŀōƭŜΦ  ²ƘƛƭŜ ƛǘ ŘƻŜǎƴΩǘ ǊŜŀƭƭȅ ƳŀǘǘŜǊ ǿƘŀǘ ƻǊŘŜǊ ǘƻ display the data fields, using the 

order as shown below will be more logical when viewed with Excel. 

 

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 Selections: 

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

2) Fiscal Year >= 2006 ς In this case only years 2006 and 2007 are needed so limit the data to only 

these fiscal years. 

3) Fiscal Year < 2008 ς In this case since 2008 has been created we can remove these entries since 

were still reporting on 2007. 

4) Net_Amount <>$0 ς ¢Ƙƛǎ ƛǎ ƛƴŎƭǳŘŜŘ ŀǎ ŀƴ ΨhwΩ ǎŜƭŜŎǘƛƻƴΦ  ¢Ƙƛǎ ƛǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ǊŜǘǳǊƴ ǘƘŜ 

Retained Earnings account (more on this later). 
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Now that we have completed the Query, click the Return Data icon, and the GL Data will be returned to 

Excel. 

 

 

  








































