Exporting Financial Statements to Excel
Additional Set up
You may now export financial statements to Excel. If you want to use this option, you will need to
add this function to your user menu.
It is under Financial Statements right beneath the request to
print financial statements.
The dialog on the export version is similar to the one for the printed version except that you can only
request one type of report at a time.
A sample of the new Excel financial statement is shown at the end of this document.
Other than adding the function to your menu, no additional set up is required. However, if you would
like to have your subtotal and total lines shown in a different color, you will need to do a little
additional set up. Here are additional steps you will need to take.
1)

Go to Reference Information, System options, General Accounting. There are some
additional fields at the bottom of the screen. You may choose the colors for the background
and the text for up to 5 levels of totals. You only have to define the ones you need so if you
only need 2, just define that many.
Level 1 is for the innermost subtotal shown on the sample statement on the “GROSS PROFIT”
line.
After you pick a color, the color combination will be shown in a sample to the right so you don’t
end up with something like black on black.

2)

After you set up your colors, you will need to go to Financial Statements, Financial Statement
definitions, Define line on financial statement. For each of your subtotal/total lines, indicate
the subtotal level for that particular line.

In this example, I’m defining the “GROSS PROFIT” line. It will be the very basic subtotal and
will get a level 1 color.

On the example below, the line I’m defining is the very last line on the Income Statement and I
want it to have the color of my third level.

Below is a screen shot of a financial statement showing the subtotals in color. I apologize for the
data. It is from our test system and is pretty meaningless. However, I’ve included it anyway so you
can see the general format as well as how the subtotal colors work.

