
Balance Sheet 
The Balance Sheet is an equation, Total Assets = Total Liabilities + Total Fund Balances. Use the Balance Sheet report to 
pull up a summary of the value of all assets compared to liabilities, accounts payable/vendors and fund      
balances showing for a specific month or year to date. 
 
Fund Activity Report 
The Fund Activity Report brings up the progress of the balances for  Funds including monthly beginning bal-
ances, income, expenses, transfers, and monthly ending balance as of a specific time period. 
 
Treasurer's Report 
The Treasurer's Report is a report primarily intended to compare actual cumulative income and expense amounts 
to budgeted amounts. Depending on the options checked, this report may list income and expense account 
balances, budget comparison information, information from a previous year and will subtotal these amounts. If 
you do not use budgets, this report would be a helpful tool to compare income to expenses.  
 
Check Register 
The Check Register is a listing of all transactions where a check was issued during a specific time and for a   
specific Asset. 
 
Deposit Slip 
The Deposit Slip report pulls up information about check and cash donations that have been posted on a      
specific date, which are to be deposited into a specific bank account (or asset). 
 
General Ledger 
The General Ledger Report includes all accounts or a specific account selected, its beginning balance, each 
transaction that affected that account, and the account's running/ending balance. This report is very useful in 
understanding what transactions give accounts their ending balances if you are having trouble balancing. 
 
Transaction Journal (Browser Options) 
The Transaction Journal shows pertinent information about each transaction, click Change Year/Filter & Sort to get the 
Transaction Browser Options screen which is designed to help you filter the kind of transactions to either      display 
on the Browse Transactions screen or print on a Transaction Journal report. 
 
Accounts Payable Report 
The Accounts Payable report allows you to view information about invoices or bills that have been entered into 
the system, but have not yet been paid. You might find these reports useful if you or your organization is     
accustomed to entering at least some of the invoices on one date, and then paying them on a different date.  
If so, the Accounts Payable report gives you a helpful understanding of which bills need attention. 
 
List Chart of Accounts 
The List Chart of Accounts report will compile a list of the accounts that have been set up in the Chart of           
Accounts, along with their net activity amounts for the month selected, and their year-to-date balances. 
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Summary of Cash Activity 
The Summary of Cash Activity will print the beginning balance for an asset account, list each category of  
transaction that added money to the account (debits), list each category of transaction that subtracted money 
from that account (credits), and a balance as of the end of the day or designated time period. 
 
Trial Balance 
The Trial Balance report will create a list of the accounts that are set up in the Chart of Accounts and the  
balance of each account at the end of the selected month. If an Asset or Expense account has a positive  
balance, that balance will print in the Debit column. If Liability, Fund Balance, or Income accounts have  
positive balances, those balances will appear in the Credit column. The report totals all credits and debits at 
the end of the report, and the two should equal. 
 
Budget Report 
The Budget Report takes the budgeted amounts entered on the Budget screen, or adjusted on the Budget  
Projections screen and presents them to a printable format across a selected date range and report layout.    
If you wish, the report will also include a blank line for you to write the new budget amounts, simply click Show 
Budget lines. 
 
Accounts Receivable Report 
The Accounts Receivable Reports provide information regarding people that owe money to your organization. The 
accounts that will appear on this report have been originally set up in the Accounts Receivable sub ledger of 
the Assets in the Chart of Accounts.  
 
Print Accounts Receivable Invoices 
Once you have prepared the invoice information for an A/R Client who owes money to your organization, you 
can print the invoice to send it to the client. To print the invoice, use the Print Invoices screen. The Print Invoices 
screen will show you that you can set up a layout of how the invoice is to appear, which you can use time and 
time again. 
 
Print Accounts Receivable Statements 
Accounts Receivable Statements can be printed at any given time with the use of the Print Statements screen. The 
screen first requires you to specify a set of Transaction Dates, between which invoices have been entered 
and/or collected using the Accounts Receivable portion of the software. Then, you must choose the Accounts 
Receivable clients, and click the Print button to proceed with sending statements to your desired clients. 
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