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This facility has been provided so that you can generate some ad-hoc reports which contain data primarily from 

the accounts master but is not related or does not follow any logic.  

 

Here we take a simple example where the director of your company may wants a daily report on the total debtors, 

total cash and bank balance, total creditors and total sales, purchases and expense figures in a single report.  

 

The interface is divided in to 4 tabs  

 

Tab 1 – Report Details 

 

In this tab you have to first provide the report details like the Report Name, Report title, the captions for inner & 

outer columns. 

 

The negative multiplier flag is used to convert credit balances (which are represented with –ve signs) to positive 

figures for the report if required. 

 
Define the report Name , Report Title, Inner Col Caption and Other Column Caption 
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Tab 2 - Design 

 

This is the most important part of the utility. You are presented with an excel like format with a particulars column 

for text and 2 amount columns called inner and outer columns. In addition to this there are two more columns ie. 

Sel and Schedule columns.  

 

Initially for the first time only one row is presented to you. First thing you have to do is to insert at least 8 – 10 

rows by pressing the Ctrl+Ins key repeatedly. 

 

Image 1 Image 2 

 
 

 
 

 

 

 

Image 1 

The particulars column is an open column where in you can type out your required text.  

 

The inner and outer amount columns can contain reference to either you balance sheet categories , account 

groups , accounts or sub accounts . They can also contain manually entered figures if required. 

 

The inner & outer columns can also contain formulas and some formatting options like borders etc. 

 

Image 2 

 

To add a reference to an accounts group / account or sub account from your accounts master, press F1 key. You 

will be presented with your account master wherefrom you can select to display all accounts, only Balance Sheet 

Categories, Account Groups, Accounts or sub accounts.  

 

Based on your selection, the relevant accounts are displayed,. You can click on the select checkbox and pick up 

the accounts that are required to be included and totaled up against the row you have selected. Any combination 

of accounts, groups or sub accounts can be selected as desired. 
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The accounts / groups you have selected appear at the bottom left of the form.  

 
Press F1 for Pickup Accounts 

 
 

 

 

Once you have selected all the requisite accounts / groups, click on the Replace button to close this form and go 

back to the main design form. You will notice that the word “Account” has been filled up in the inner column 

against Sundry debtors meaning that this cell refers to some accounts in the accounts master. 
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User can insert Amount 

  

 

You can also enter figures directly in any cell in the inner or outer column if required. This figures will be included 

in the formulas you define. 

 

And press the right mouse button. A menu will pop up showing you various options. Select “Set block formula”. 

This will create a formula where in the selected cells will be totaled up. 

 
Right Click and Select options 
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Now click on the cell where you want to place the total of the selected cells , right click and select “Set 

destination”.  

 
User can set the Destinations 

 

 

The formula is placed in this cell. Since our source cells had an adhoc figure, it is totaled up and shown here. Note 

that the actual account balances will not now be shown in the design mode, they will be calculated and displayed 

in the Preview tab. 

 

You can also do some bit of formatting for any cell by right clicking on the cell and selecting appropriate option 

from the pop up menu. 
Formatting data 
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This is the way you have to build the report step by step. In between, click on the Save button to save your 

options. 

 

 

Once in a while, click on the Preview tab to get a feel of how the report is shaping up. 

 

 
Report preview 
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Tab 3 – Preview             

 

This tab shows you the report along with the balances derived from your accounts master and the parameters 

provided in the design window. 

 

Here you have an option to select either one or more of your companies to be included in the report as well as 

provide the report date etc. 

 

If you have selected the schedule check box in the design mode, the schedule names are also displayed in the 

Preview tab. 

 

 
Preview the report 
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Tab 4- Schedules  

 

If you have opted for schedules, this is the tab where from the schedules can be printed. 

 
Report Schedule 

 
 

 

 


