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Reporting — Financial Modules

General Ledger Reports

1. GL Reports
Reference Summary Reports Detail Reports
« Account Master List | |+ Account Summary | = Activity
» Chart of Accounts » Activity Account ’ g:‘tﬁ;‘:‘:“
+ Cross-Reference Summary "

Journals
Account Setup List «  Activity Summary - Detail Ledger

«  Activity List + Category Balance - Financial Statements
* Management Track ||+ Financial .
Bank Reports Statements Joumals
- Bank Reconciliation | |* Trial Balance Buildable Reports
- Check List — Detail || = Working Trial + Budget Worksheet
) ) Balance ' !

« Deposit List — Detail + Financial Statements
« One Bank *  Report Writer

= Check Register « Tabhle Lists

»  Deposit Register

2. Select the appropriate report
a. General Ledger > Reports

4P Caselle Connect® 2022.08.67 ( Licensed to Civic Systems) - [m] X
file Zoom Help
= (Search... ]
Caselle Connect® + > General Ledger + > Reports +
[ casele Conecte (3| =] E
o o
=
- Reports =
Y
® Account Master List » Cross-reference Account Setup List 3
= Account Summary = Deposit List g
® Activity Account Summary = Deposit Register -3
* Activity Budget by Levels Report * Detail Ledger z
* Activity Budget Journals = Finance Worksheet ey
* Activity Budget Review Report = Financial Statements S
* Activity Budget Worksheet  Grant List |3
* Activity Detail Ledger « Investment Register
® Activity Journals « Investments by Agency Report
® Activity List = Investments by Type Report
& Activity Summary * Journals
» Allocation Detal Ledger = Receipt Register
® Average Daily Balance Ledger = State Budget Report
= Bank Recondiiation Report = State Finance Report
* Budget by Levels Report = Trial Balance
* Budget Joumnals = Working Trial Balance
* Budget Review Report
* Budget Worksheet * Batch Reports
» Category Balance Report * Management Tracking Report
« chart of Accounts Report * Old Reports
» Check List « Report Writer
s Chack Register ® Table Lists
® Combined Detail Ledger
® Combined Financial Report
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i. Account Master List: lists account setup information (account numbers, titles,
account type)
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Account Summary: lists the account beginning balance, total debits, total credits
an ending balance for the time frame selected

Allocation Detail Ledger: shows the transactions in the cash allocation accounts
(useful when cash allocation report does not balance to help find non-CA journal
entries)

. Average Daily Balance Ledger: shows daily and average balance for account(s)

selected

Bank Reconciliation: shows the reconciliation of cash account(s) to bank
statement(s) including adjustments and outstanding checks/deposits

Budget by Levels Report: shows the budget and changes between budget levels
for each account for the period selected

Budget Journals: shows all budget entries for the selected period(s)

Budget Review report: shows all budget entries for the fiscal year as of the
period selected

Budget Worksheet: a buildable report which can show the balances and budget
amounts for multiple periods/years and can contain custom calculations.

Chart of Accounts Report: lists account setup information such as account
numbers, titles, and account type

Check List: shows cleared and/or outstanding checks listed on the bank
reconciliation for the period selected

Check Register: shows ALL cash disbursement (check) entries for the period
(CD, CDA, CDP, CDPT)

Combined Detail Ledger: shows all transactions in the period(s) with separate
columns for Budget, Encumbrance, Actual and balance

Combined Financial Report: will show summary amount combined funds by Fund
type

Deposit List: shows the cleared and/or outstanding deposits listed in the bank
reconciliation for the selected period

Deposit Register: shows ALL deposit (summary) entries for the period (CR
journal codes)

Detail Ledger: shows the transactions in an account(s) for the selected period(s).
This includes descriptions from invoices, vendor names, and invoice
descriptions.

Finance Worksheet: a buildable report which can show balances and budget
amounts for multiple periods/years and can contain custom calculations.
Financial Statement: reports that are customized for each account structure.
Common reports include Cash Allocations, Balance Sheet, Revenue/Expense
Comparison and Revenue/Expense Summary

Journals: shows all transactions for the selected period(s) and journal code(s)
Receipt Register: shows ALL the receipt entries for the period (CR journal
codes)

Trial Balance: shows the year-to-date balance of the accounts for the period
selected
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xxiii. Working Trial Balance: shows the year-to-date balance of accounts for the
period selected and columns to manually record adjustments and adjusted
balances

xxiv. Report Writer/Table Lists: these are buildable reports that allow users to create
reports to pull lists of information that may not be available with a canned report
(account list, list of transactions — no balances)

@ Caselle Connect® 2022.08.67 (Licensed to Civic Systems) — [m] x
File Edit Filters Settings Zoom Help
Close | [ g H L&A 9 ¥ E- @@
Caselle Connect® ~ > General Ledger = > Reports = > Detail Ledger
[ Caselle Connect® | Detai Ledger I:I‘l E\ g
Definibon: | Detail Ledger [Caselle Master] | Fiter: Al AR N E of3 b bl g%
Report Options  Additional Options  Columns ~ Print Settings %
Report dates Selection criteria: :E
From: |p4/22 ~ 4 » alls & [sp P g
To: 04/22 ~ 4| » | Column Value Compare | | ;
Advanced options. .. Account.Account number All Entrre field E3
Amount type: Actual ~ }.\T—
£
Accounts to indude: | All ~ g
Incude pending amounts g
Indude report only transactions |
Incude inactive journals
Journal codes:
|| Journal Code | Active ‘ ‘ Report. order: -
AM (Asset Management) ‘ﬁ & 3 | Sectior: (R v‘
AMEND {Budget Amendment) | Column Sort | Title |Tuia\ | Line | Page | Use | |
AMR. (Asset Management - Report Only) S L] [
AP (Accounts Payable) | 8 Account. Account number Ascending OO 0O []  Entire field
AR (Accounts Receivable)
AUDIT {Audit Entries)
BL (Business License) . Report sections:
BRI(E:ankID,'S Dep,.’;:k—Cn)nverslnn) | Section | Print. | Headings ‘ Detail |Tota|s ‘ Line | Page | |
+| BTC (Business Tax Collection
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BUD1 (Budget - Beginning) Mo e O O
BUD2 (Budget - Requested) Mo c " 0 0 0 O 0
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BUD4 (Budget - Approved) No
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Report dates
a. Allow the selection of a date format or date range. Clicking Advanced options... allows
users to select Custom GL Period, GL Period, GL Quarterly Period, GL Yearly Period,
or Prompt for GL Period.
Other criteria
a. Some reports will give other options similar to Account type; Amounts to include (All,
With a zero balance, With activity, With balances, With balances and activity, With
balances or activity); and the ability to include pending amounts, report only
transactions and/or inactive journals.
Journal Code
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a. Select or de-select the appropriate journal codes. This is an enhancement from the “old
reports” where selection criteria were added to limit results based on the Journal Code
by adding the field Journal Code.Journal Code

4. Selection criteria
a. Use this to narrow data output (account number, transaction date, etc.)
i. Use the Compare field to narrow by segments of a GL account number
1. Entire field
2. Character range
3. Characters
5. Report order

a. Controls the order (sorting) of the report and also can customize with

Titles, Totals, Line and Page breaks based on fields used here.
6. Report sections

a. Moved from own tab previously in “old reports”. Allows for filtering of report segments
and information.

Additional Options

@
File Edit Filters Settings Zoom Help
Close | [ 3 B R&G: 2 ¥4 @@

Caselle Connect® - > General Ledger ~ > Reports - > Detail Ledger

[Casclle Comnect® | Detail Ledger & B
Definition: i Filter: 3 £3 Q
efirition: | Detail Ledger [Caselle Master] | Fiter: [ v B 4 of3 b M2
Report Options  Additional Options  Columns ~ Print Settings =
Balance sheet mask: FF-AAAAA ﬁ
Revenue mask: FF-55-RRR =
Expenditure mask:  FF-DD-000 =
&
Segment selection: Include AP comments: a
5 - &
Segment valid Range Selection Criteria ‘ Summarize |D| LTl o
[[] vendor number b
&
] B e o
— 2
(D) Department 40-99 [ O [] Desaiption 2
{F) Fund 1-99 ¥ 0O [] tnvaice date 2
(C) Obiject 1-999 |7‘ O [] Purchase Order number
R) Revenue 1903 |7‘ O [] Remittance name
e 0o |$\ 0 [ Merchant vendor number
ource -
= [[] Merchant vendar name
[[] Invaice created by
[ tndude non-aP comments
[ Print running balance
Total | with leading segments
Zero the balance at fiscal year-end
[1 Provide a running total by account type !
Bold total lines
Indude accounts from these grants only: O
‘Dl Grant | Start Date | End Date ‘ GL Account Range | Summarize payrol detal
[] 1 {Low Income Wind Power Grant) 10/01/2012 09/30/2015 “S137600° Print period totals
[ 2 (state Wildife Grant) 11/01/2015 10/31/2016 "1070710°-"1070742" [ include periods with no actvity
Print budget summary totals
[ Print YTD totals
Use grant start date

City of Anycity | admin | CAa\startup Local - Connect 2016
1. Segment selection
a. The top portion on the Additional Options tab detail the segment structure of your
municipality. Each segment is designated by a different character and the number of
4

Mon, Sep 5, 2022 3 59 PM
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characters correlate with the number of characters in the chart of accounts, unique to
each municipality. Note: not all reports will allow segment selections.

i. F=Fund

ii. A= Account

iii. S = Source

iv. R=Revenue

v. D = Department
vi. C = Cost category
vii. O = Object
viii. T =Type

b. Enter specifics or a range of data to narrow results in the Selection criteria field to limit

to a specific segment.

i. To eliminate a type of account, choose None in the Selection criteria field in the
highest segment unique to the type of account (i.e. the ‘D’ segment to eliminate

all expenditures in the example illustrated)

Columns

@ Caselle Connect® 2022.08.67 (Licensed to Civic Systems ) - O *
File Edit Filters Settings Zoom  Help
Cose | g | /B LI&ML|9|VE- @9
Caselle Connect® - > General Ledger ~ » Reports - > Trial Balance
[ caselle Cannect® | Trial Balance |;|| E‘ E
L 5 - ilter: =
Definition: | Trial Balance - by Account Number [Caselle Master] ~ | Filter: |al v B H 42 of1 b b 5
Report Options  Additional Options 15 | Print Settings =
Section: |Main ~ | Report width: 5.59" Section width: 5.59" Total lines: 1 I'_l
o g
= alumn =
& 4 & = lne: Al ~ Advanced options. .. &
=
([=]] Line Column Heading Format wWidth | Justification | Total | Font |Borders | Column: Account.Formatted account ... aa,r
1| Account.Formatted account... | Account, Number 15¢ch Left Report line: |1 ~ =
) )
1 Account.Title [Title 30ch Left Heading: Ey
A t
1 [Report].Debit amount Debit, Amount EEE FREFEEDD Right Sum Nﬁﬁbu; g.
1 [Report].Credit amount Credit, Amount FHF FRE FEE.00 . Right Sum Justification: |Left o F
O 1 [Report].Net amount Net,Amount FEEFEF EF200 Right Sum .
Totals
sum [] Count |records
Borders
[ teft [ right [] Top [] Bottom
Format
() Default: 30ch
® Goon [56 ]
Width
(®) Based on format
) Spedific: Characters
Font
[ eod [ ttalic [] Underline
Mame: ~
Size: |0 =
Export
Filler: I:I
Crill-down:  Account Inguiry
City of Anycity admin | Cha\startup Local - Connect 2016 Mon, Sep 5, 2022 4 30 PM
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a. Some reports will have multiple sections. Select the various sections to edit by using
the drop down.

Columns

a. Reveals which fields/columns appear on the report and how the fields are formatted.

Print Settings

@
File Edit Filters
Close | | &

Settings  Zoom

HRLRE&GE 9 ¥vHE- @9

Help

Caselle Connect® - > General Ledger - > Reports - > Trial Balance

[ Caselle Connect@ [ Triai Balance \:I\l

Definition: | Trial Balance - by Account Number [Caselle Master]

Print  Save As Export

Print options

Print profile

Output options: [ Print  [] 5aveas [] Export

Use this report footer: |
[ indude selection criteria at beginning of report
Indude selection criteria at end of repart

Print profile name: |None

[

~ | Filter: | Al

Report Options ~ Additional Options  Columns ~ Print Settings

Send to Document Management

Indude page header on report
[1 Use this report title:
[ suppress date and time

[ suppress page numbers

NERTIEHE oft b Bl

|’ s@uoneﬂ)}’i ” DHEe] aan:vl; ” JSIMDQLD‘G“I“

Page setup

~ |5 Paper size: | Letter

w

Use Windows default printer Use print profile values Width: B.50 2 @) Portrait
Printer Height: 1L00 < () Landscape
Printer name: | Microsoft Print to PDF Fit to 1 2] pages wide
Paper source: ~ Margins
[ Duplex Left:  0.50 |5 Top: 0.50 |2
Page range Copies Right: 0.50 |[% Bottom: 0.50 |
@ Al pages Number of copies: =
Font
(O Pages Collate
] Name: | Arial i
o 0 1
Size: 7
[ ttalics
[ Bold
City of Anycity admin | Chalstartup Lecal - Connect 2016 Mon, Sep 5, 2022 4 33 PM

Output optioné

a. Print

b. Save as (.pdf)
c. Export (.csv for Excel)

i.

ii.
iii.
iv.
V.

click on the Export tab

click on the Browse button at the end of the Field name field
select the location to save the file, end the name with “.csv”

click Save
click Print Preview to create the export.
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3 © 1 % Jll [
Report Options  Additional Options ~ Columns  Print Settings. g
Ouputoptons: (] prnt. [] saveas (2] Export | Send o Document Hanagerment (i}
Prit | Savehs Ewort z
i tpe: [pamied v ¢
Fiename: | Bronse... =1
enal: [ &=

Ustone [record | perine

Demited optons
Fed deimiter:
Surround havacter:
Une break character:
Endof e

OO

Endofrecord:

Indude

Column headings
[ sekecton aiteria
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Print from screen instead of reports

1. Account Inquiry

a. Use the printer icon at the top of the screen to print a grid of the data.

i. Single Account tab will print period summary data

File View Background

oo 8 =B8[@ehE 0 [0 [6 o baled |

-¥-Aa-=-]8

ity Corporation

Account Inuiry - Single Account

Period: 04122
Account: 01-10200 Cash - Checking 1st State Bank

957202
Page:

| Period Amounts

04f22 0322 02/22 01/22 1221 1121 10/21
04/30/2022 03/31f2022 02/28/2022 | 0U31/2022  12/31f2021 11/30/2021 10/31/2021
29,826.29 110,497.83 14030818 11120034 37157078 148,057.35 158,567.99
(2020553)  (40857676)  (135,604.07) (143920.16)  (305738.23)  (14552285)  (21298.93)
(155,48026)  (165,101.02) 13287791 128273.80 160,993.62| 95,161.07 92,626.27)

04/21
04/30/2021
1527675
(142,202.0¢
2741828

i. Detailltab will print transaction detail for the selected period(s)

Preview. mE
File View Background -

fw|deH @i |[O’aw. (a[w<d |

- ¥ @B -=-|@8-

Anycity Corporation

Account nquiry - Detail

Period: 0422
Account: 01-10200 Cash - Checking Tt State Bank

9187202
Page:

Date | Journal

04/09/2022 CDP
04/10/2022 DA
04/11/2022 DA
04/12/2022 DA
04/14/2022" CR
04/15/2022 R
04/16/2022 CR
04/18/2022 CDA

b. Drill down on detail

Reference Description DebitAmount Credit Amount
03/31/2022 (03/22) Balance 00 00
52001.000 PAYROLL TRANS FOR 4/4/2022 PAY PERIOD 00 (19,324.53)
95001.000 TOTAL CHECKS & OTHER CHARGES - COMBINED 00, (270.00)
95002.000 TOTAL CHECKS & OTHER CHARGES - COMBINED 00 (450.00)
95003.000 TOTAL CHECKS & OTHER CHARGES - COMBINED 00 (1.00)
2.0001 Check - 15T STATE BANK - A 475.00 00
1.0001|DEPOSIT 2,637.28 00
3.0001 DEPOSIT 5,846.58 20,
§5004.000 TOTAL CHECKS & OTHER CHARGES - COMBINED 00

(160.00)

Balance
(165,101.02
(18442552
(184,695.5¢
(185,145.5¢
(185,146.52
(18467155
(18203427
(176,187.6¢

(176,347.65

i. look for the underscore on the journal or amount
a. Journal will drill down to the entire journal for the period
b. Amount will drill down to the module and detail that makes the

amount
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Financial Statements

Funds

a. Financial Statement Definition

@ Caselle Connect® 20220867  (Licensed to Civic Systems)

File Edit Zoom Help

cose 3|} B0 |[@ [P W2

Caselle Connect® v > General Ledger v > Reports v > Financial Statements

[(Caselle Cornect® | Financial Statements

Tite: [Financial Statements - F5 10 - Balance Sheet with Revenue & Expendiure

ReportOptions  Additonal Opfions  Segment Selection  Print Settings

| Olvefatreport 20f6 | K (b W

R |

Advanced options.

[ClCheck the General Ledger proof before printing
Finandial statement definiton:
FS10 - Balance sheet and Revenue Expenditures Comp:
heck financal statement definion
[Print budget notes

Select...

i. Flow
1. /Loop

Fie Edt Serch Zoom Hdp
3B S8 E-DhBE- 29

Caselle Connect® + > General Ledger ~ > Organization ~ > Financial Staternents

Close

[ Casele Comnect® | Financial Statements | Financial Statements

Reportdates Selection ariteria:
From: [04/22 olo Column Value Test

- i |Account Account number [Prompt for value] 2 Characters|
T [oaj22 “IE [ {Promp ]

syseL oy

" soposeg S

!

Name:

Name: F510 -Balance shest and Revenue/Expenditures Compared to Bucget

Financia Statement Sectons FON  Default Formats Notes

Name

Mo a Jorr o

)

[FlowBegin
[Suphcets off
[PageConon
[UpperCase on

mark
[section Combined Cash
[Footer

frext
ndFullsglF
MNewtine OFf
[TextL For Administration Use Only

ext C {YearPent) % of the Fiscal Year has Eiapsed
[TextR {SystemDate} {SystemTime}  Page: {Pageiio}
||| Mewtineon
[Footerénd

[Header
[TextC {amet}
[TextC Combined Cash Investment
[TextC {PerDateCur[Current Yearl}
ext

IHeaderend

Jear 20

art 1

age

ebit

fear 20

ext 2 Combined Cash Accounts
indPartDbl 2

[ seamoney 52 | opmronnl

City of Anycity

b. Segment Selection
i. (F) Fund segment

@ Coselle Connect® 2022.0867 (Licensed to Civic Systems )

admin | CAa\startup Local - Connect 2016

Ele Edit Zoom Help
cose X |B| = [@ R 7 W
Caselle Comnect® > GenerlLedger = > Reports = > Fnancil tatements

(Comcle Comeci® | Francaistsemens &

Mon, Sep 5, 2022 5:20 PM

]

s | s 5

] Cloefauttreport

Report Options  Additonal Optons  Segment Selection _ print Settings
Balance sheet mask: FF-AAAAA
Revenuemask:  FFSSRRR
Expenditure mask:  FF-DD-000

20f6

KOy M

Segment ValidRange Tndude Exdude
(2) Account 10000-25099 |4l None
(D) Department Al None

o
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