¢ SunPlus

Q&A EXECUTIVE TRAINING
ACCOUNT LISTING

In this lesson, you will learn how to:

Create an Account Listing

Modify the Account Listing to include Department Name
Modify the Departmental Account Listing to include Employee
Name

Change the Sort order of the Output items

Do some basic report formatting

We are going to create an Account Listing showing all of the accounts
in the Chart, along with their balances.

1.

Open Q&A Executive in Design Mode
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2. Double-click in cell in which the Summary Report should begin
e For thissample report, double-click in cell A8
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3. Select Summary Report Data Type

Summary Report

Data Type |Summary Report ;] [ A8
Definition | Options | Report style |
~Filter
Filter From ISunSystems 6 ;kunSystems 6
Description I Filter From I Filter To I Value From I Value To I Link Code I
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table
Selection List 2 Output
|| 1tem | Sort Number
R
x|
2
Help | oK Cancel
4. Enter the following Filter criteria:
e Product: SunSystems 6
e Business Unit: ATA
e Table: LA - Ledger
e Lledger: A
e Account Code: <ALL>
e Accounting Period: 2003/001 to 2018/008
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Summary Report

Data Type

=] g

ISummary Report

Definition | Options | Report styie |

A8

—Filter
Filter From ISunSystems 6 ;}unSyshems 6
Description | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code <ALL> <ALL>
Accounting Period 2003/001 2018/008 2003/001 2018/008
A

5. In the Selection List, click the + to the left of CA Chart of Accounts
to open the Chart of Accounts table

Selection List

[E-CA Chart of Accounts
- Account Type

- Short Heading

- Lookup Code

- Long Description

- Balance Type

- Status

- Statutory Analysis Code

[+#- A1l Statutory Analysis Table
- Class Analysis Code

[#]- A2 Class Analysis Table

- Category Analysis Code
[#]- A4 Category Analysis Table
- Type Analysis Code

[+.. AR Tune Analucic Tahle

NEW alar|p |2l
12| @ | |a] ][>0 2]

6. Double-click Account Code and Description in the CA Chart of
Accounts table to move those two items into the Output pane
7. Click the —to the left of the CA Chart of Accounts table to close

that table
8. Double-click Base Amount

Q&A Executive Account Listing




¢ SunPlus

Selection List

Output

[#-CA Chart of Accounts
- Accounting Period

- Debit/Credit

-~ Transaction Amount

#-RT

- Base 2/Reporting Amount
B#-RT2

-~ Memo Amount

--Base Currency Code

- Transaction Currency Code
[#-CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
-~ Rate

- Transaction Operator

--Base Rate

.. Rage Nneratnr

9. Click oK |

Item

| sort Number

LA\CAAccount Code
LA\CA\Description
E LA\Base Amount

[ oo [al«|» | |27

i Worksheet | Document |

@ Workbook 1
Sheet1

{SheetTitle}

| |_sumRpt1_ v| [-AGESWRT(1,",-2)

B | c¢c [ o | E

10. Click the calculator icon to Extract the listing

) Extract Primary
11. Click Worksheets

Q&A Executive Account Listing
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@ Workbook 1
Sheet1

ANALYSES

We have a simple report. We can run a few Drills and create more
detailed versions of this report.

“{ Worksheet | Document

1. Click ¥ toreturn to Design Mode

Q&A Executive Account Listing

Sheetl
A B e D

6 |

7

8 |Chart of Accounts Ledger

9 Account Code Description Base Amount

10 101110 Petty Cash (USD) -8140.01
11 |101150 Cash Received 87200.15
12 102110 Bank of America (Pennsylvania Avenue) 2155451532
| 13 |102120 PNC Bank (For Allocated & Trust Funds) 185990.25
14 1102130 'Standard Chartered Bank (EUR) 2572430

15 102140 Suntrust Bank 499155.03
| 16 103110 Bank of America Savings 325340.25
17 |110EUR \Investment at Cost in EURO 40000.00
| 18 |110MXP Investment at Cost in MXP 30000.00
| 19 |110USD Investment at Cost in USD 50000.00
| 20 |112EUR Investment in EUR Contra (Long Term Portion) -20000.00
| 21 |112MXP Invenstment in MXP Contra (Long Term Portion) -25000.00
22 |112USD1 Investment in USD Contra (Long Term Portion) -40000.00
23 | 118EUR Investment in EUR Long Term Portion 20000.00
| 24 [118MXP Investment in MXP Long Term Portion 25000.00
25 118USD |Investment in USD Long Term Portion 40000.00
26 | 138CLEARO1 Clearing/Suspense Account -1825.30
27 [139110 Allowance for Bad Debts -5750.50

28 [1R2B110 Ruildina Construction | nan (Short Term Partinn) 8800 00
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Summary Report

Data Type | summary Report

Definiton | Options | Report Styte |
rFilter

=] Ra

Filter From
Filter To

Jaffoiepos

D

2018/008

IFiterFrom

I Filter To

| value From

] Value To

Description

Product SunSystems 6
Business Unit ATA

Table LA

Ledger A

Account Code <ALL>
Accounting Period 2003/001

2018/008

SunSystems 6
ATA

Ledger

A

<ALL>
2003/001

2018/008

Selection List

A
Output

- Ledger

- Account Code

(- CA Chart of Accounts

-~ Base Amount

- Debit/Credit

~Transaction Amount

B-RT

- Base 2/Reporting Amount
B#-RT2

-Memo Amount

-Base Currency Code
-Transaction Currency Code

(- CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
~Rate

- Traneartinn Onaratar

2 olee [al«|r|p |a]s

Item

| Sort Number

I

LA\CAAccount Code
LA\CA\Description
£ LA\Base Amount

2. Expand the L4 Function Analysis Table

3. Select Name
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Summary Report
Data Type ISU'WYRW' 3 m A8
Definiton | options | Report styte |
r~Filter
FiterFrom U3 Al o feass Link Code
| Desaription | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code <ALL> <ALL>
Accounting Period 2003/001 2018/008 2003/001 2018/008
Selection List Output
~ Ledger A Ip|| Item | Sort Number |
 Accosst Code [ ” a LA\CA\Account Code
B CA Chart of Accounts | ey LA\CA\Description
 Base Amount || LAV4Wame
- Debit/Credit —
- Transaction Amount bl
B-RT v
- Base 2/Reporting Amount =
B-RT2 ,_':.
~-Memo Amount =2
Base Currency Code E
Transaction Currency Code =
[#)-CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
.-Rate
. Trancartinn Nnaratnr Y
Help oK Cancel
4. Click x |
| Eile Edit View Inset Format Cell Mode Tools Window Help
DR-*FH S0- BEE |} RAIE = | Thom o5 - | BIUElEES-A-H 8% 0 WA
- Code ipti Filter From Filter To
rk IDocunmtl
{SheetTitle}
[ sumRot1_ ~| [mAceswRT(L"2)
A | T E F G H 1
1] l |
2 | |
13 | | |
4 | |
15 | | |
| 6 | | | i
7 | |
R | | |
[0 | | \,
| 10 | | |
11 | |

5. Extract
Extract Primary
0. Wi ts
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ksheet | Document |
[ sheett Sheet1l
A B € D { I
ZE
2
13 |
| 4 |
[E58
6
EA
| 8 Chart of Accounts Ledger  Function
9 Account Code Description Base Amount Name
| 10 101110 Petty Cash (USD) -3140.01
11 (101150 Cash Received 334243.05
| 12 102110 Bank of America (Pennsylvania Avenue) 47202002.38
| 13 102120 PNC Bank (For Allocated & Trust Funds) 929951.25
| 14 (102130 Standard Chartered Bank (EUR) 128621.50
| 15 102140 Suntrust Bank 1506187.99
16 103110 Bank of America Savings 1176701.25
| 17 |110EUR Investment at Cost in EURO 200000.00
| 18 |110MXP Investment at Cost in MXP 150000.00
| 19 |110USD Investment at Cost in USD 250000.00
| 20 [112EUR Investment in EUR Contra (Long Term Portion) -100000.00
21 | 112MXP Invenstment in MXP Contra (Long Term Portion) -125000.00
22 |112USD1 Investment in USD Contra (Long Term Portion) -200000.00
| 23 |118EUR Investment in EUR Long Term Portion 100000.00
| 24 |118MXP Investment in MXP Long Term Portion 125000.00
25 |118USD Investment in USD Long Term Portion 200000.00
26 |138CLEARO1 Clearing/Suspense Account -1825.30
27 139110 Allowance for Bad Debts -28752.50
28 |152B110 Building Construction Loan (Short Term Portion) 44000.00
| 29 |153C110 Car Loan (Short Term Portion of Long Term Loan) 200000.00
30 |153H110 House Loan (Short Term Portion of Long Term Loan) 150830.00
31 /165110 Office Supplies Inventory 4875.00 Executive Secretary
32 /165110 Office Supplies Inventory 7500.00 Sabbath School/Personal Ministries
33 165110 Office Supplies Inventory 10500.00 Youth
34 165110 Office Supplies Inventory 10875.00 Secretarial Services
| 35 165110 Office Supplies Inventory 18835.00 Accounting
"T( 4cc44n NEmn Cumalina loanban. ANOTE EN Nokliakina
Because we selected <ALL> of the accounts, our listing includes
accounts for which transactions were not analyzed by Department. A
more realistic listing would limit the accounts selected. If we scroll
down, we find departmental accounts.
et | soament|
® Workbook 1
Sheet1 Sheet1
A [ B \ c [ D
1638110 Donated Income -51000.00 General Function Senvices
638110 Donated Income -49760.00 Health Ministry
638110 Donated Income -45490.00 Communication
| 151 |638110 Donated Income -42620.00 Education
152 |638110 Donated Income -37570.00 Sabbath School/Personal Ministries
| 153 |638110 Donated Income -35556.00 Ministerial Association
638110 Donated Income -23550.00 Stewardship/Trust Services
638110 Donated Income -10660.00 Women's Ministry
638110 Donated Income -9210.00 Publishing
7 638110 Donated Income -8450.00 Children's Ministries
| 158 |638110 Donated Income -6000.00 Youth
9 1638110 Donated Income -3960.00 Family Ministry
671110 Inter-Departmental Services Income -300.00 Transportation
671110 Inter-Departmental Services Income -150.00 Accounting
672110 Indirect Sales Income | 0.00 Youth
| 163 |678110 Resource/Function/Project Funding Allocation -19082383.08 General Function Semvices
762110 Proceeds from Sale of Assets -2400.00 Presidential
773110 Asset Acquired -5871360.00 General Function Senvices
774110 Church & School Property Additions -1.00 Arlington District No. 1
811110 Salary (Regular) 124562.40 Youth
811110 Salary (Regular) 124562.40 Women's Ministry
811110 Salary (Regular) 124562.40 Education
811110 Salary (Regular) 125783.60 Public Affairs & Religious Liberty/Legal
811110 Salarv (Reaular) 126033 60 Sabbath School/Personal Ministries
Q&A Executive Account Listing 10
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7. Return to Design Mode

File Edit View Insert Format Cell Mode Tools Window Help
DR - FH S0 - BEE |~ % RBIES | Thom

975 - |B 7 U [E=E

Code
4
;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:j: Worksheet ID tl
»> é“m: {SheetT
[_sumRopt1_ | [-AGESMRT(1,",2)
A B C 1
1
2
3
4
5
6 1
7
I_,
9 J
8. Double-click cell A8 to open Query interface
9. Change the Account Code range to 81-83z
Q&A Executive Account Listing N
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Summary Report

Data Type |summary Report ~| Ry A8 B
Definition | Options | Report Style |
—Filter
FterFrom 01 ol Link Code
Fiter To e 83 .
i | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
Selection List Output
[-L3 Fund Analysis Table || ttem | sorthumber |
----- Function Analysis Code d LA\CA\Account Code
E)-L4 Function Analysis Table —| LA\CA\Description
- Analysis Code 2| £ LApase Amount
~Name ||  LAL4Name
- Lookup Code — %
- Budget Checking 124l
- Budget Stop v
- Prohibit Posting =
Budget Navigation Method |
Combined Budget Check &2
Data Access Group Code F
Status =
- Analysis Dimension Id
[#-ND2 Analysis Dimension
& ST Domain Standard Text
... Reetrictinn Analueic Cnde
Help Cancel

10. Click |

File Edit View Inset Format Cell Mode

Jools Window Help

[jv‘vﬁﬂ\ﬁﬂ'\ﬂﬁﬂl‘”“u’%ﬁng JTahoma

975 - B I U [E=E=-

Filter From

Filter To

» “m: {SheetTitle}
[ sumRpt1_ ~| [=Acesvn'r(1,",-2)
A B conl| D E F G H 1

1 )
2 \ |
3 \ il
4 ‘ }
5 N \
6 \ |
7 \ |

5- 1
9 ‘ ﬁ
aa | I
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1. Extract |8}

Extract Primary

12. Worksheets

Sheet1

Sheet1
A B [ c ] D)
L
-2 |
IS
Bl
3
[ 6
7
8 |Chart of Accounts Ledger  Function
9 Account Code Description Base Amount Name
| 10 638110 Donated Income -51000.00 General Function Senvices
| 11 638110 Donated Income -49760.00 Health Ministry
| 12 638110 Donated Income -45490.00 Communication
13 638110 Donated Income -42620.00 Education
| 14 638110 Donated Income -37570.00 Sabbath School/Personal Ministries
| 15 638110 Donated Income -35556.00 Ministerial Association
| 16 638110 Donated Income -23550.00 Stewardship/Trust Senvices
| 17 638110 Donated Income -10660.00 Women's Ministry
| 18 (638110 Donated Income -9210.00 Publishing
| 19 638110 Donated Income -8450.00 Children’s Ministries
20 /638110 Donated Income -6000.00 Youth
| 21 638110 Donated Income -3960.00 Family Ministry
22 |671110 Inter-Departmental Services Income -300.00 Transportation
| 23 |671110 Inter-Departmental Services Income -150.00 Accounting
24 672110 Indirect Sales Income | 0.00 Youth
25 |678110 Resource/Function/Project Funding Allocation  -19082383.08 General Function Semvices
26 Total -19406659.08
27

Let's run this again and change the order of the data in the
Departmental Account Listing.

13. Return to Designh Mode e

Q&A Executive Account Listing
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File Edit View |Insert Format Cell Mode Tools Window Help
DB -¢ FH S0 - BEIE |~ 4 RBIE T | Tahom 975 - BZIU [E=E=E-

Code i Filter From Filter To

. “"’m““ h {SheetTitley
[_sumRpt1_ | [-AGESWRT(1,",-2)
A B c [ o E | F 6 | w | 1
L ! : ‘
2 |
3 [
4 |
5 [
6 I
7 |
8
Q |
3__ 1

14. Double-click cell A8 to open the Query interface

15. To change the order of Output Items, select the item to move,
and either click the up or down arrow in the frame between
Selection List and Output panes or select the item and drag it
into place

Q&A Executive Account Listing 14
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Summary Report

Data Type |summary Report

Definition | Options | Report style |

~| B

A8

~Fiter
Bfer

Filter From
=

Filter To

| Desaription | Filter From | Filter To | value From | value To

Product SunSystems 6 SunSystems 6

Business Unit ATA ATA

Table LA Ledger

Ledger A A

Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008

Selection List

| sorthumber |

- Account Code
B-CA Chart of Accounts

" LA\CA\Account Code
LA\L4\Name

E LA Amount
- Debit/Credit s

-~ Transaction Amount

#-RT

#-RT2

- Memo Amount

- Base Currency Code

- Transaction Currency Code

[#}-CN Transaction Currency Code

- 2nd Base/Reporting Currency Code

.. Traneactinn Oineratnr 2

2ol lal«|r|p |25
|

16. Click |

File Edit View Insert Format Cell Mode Tools Window Help
DE-¢ W S0 - @B~ LRRSET | Thm

975 - BZIU [E=EE-

Code ipti Filter From Filter To
4
;:;:;:;:;;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;.:j Worksheet ID tl
Sheetll {SheetTitle}
|_sumRpt1_ ~| [=AcESMRT(1,”,2)
A B c | o E F G H 1
1 - - + ‘ —1
2 | | 1
3 | | |
4 i, i, \
5 ] | ! :
6 | [ [
7 | 1 ‘
8 | |
9 | [ [
ezl I I I
Q&A Executive Account Listing 15
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17. Extract | @1

18. | CWonchees”
Bl Function Ledger
9 Account Code Description Name Base Amount
10 811110 ‘Salary (Regular) Accounting 308963.60
11 811110 Salary (Regular) Arlington District No. 1 462834.80
12 811110 Salary (Regular) Children’s Ministries 128226.00
| 13 811110 'Salary (Regular) |Communication 127004.80
i1811110 Salary (Regular) Congressional District No. 2 432304.80
15 811110 'Salary (Regular) |Education 124562 .40
16 811110 Salary (Regular) |Executive Secretary 131889.60
17 811110 Salary (Regular) Family Ministry 129447.20
| 18 1811110 Salary (Regular) |Georgetown District No. 3 348042.00
19 811110 Salary (Regular) 'Health Ministry 129447.20
20 811110 Salary (Regular) \In-House Operation 195392.00
21 811110 Salary (Regular) Ministerial Association 12944720
22 811110 Salary (Regular) Oxon Hill District No. 4 343157.20
23 811110 'Salary (Regular) |Potomac River District No. 5 338272.40
24 811110 Salary (Regular) 'Presidential 258894 .40
25 811110 Salary (Regular) Public Affairs & Religious Liberty/Legal 125783.60
26 811110 |Salary (Regular) |Publishing 133341.20
27 311110 Salary (Regular) Sabbath School/Personal Ministries 126033.60
28 811110 Salary (Regular) Secretarial Senvices 321175.60
29 811110 |Salary (Regular) Stewardship/Trust Services 129447 .20
30 811110 Salary (Regular) Tidal Basin District No. 6 450622.80
Q&A Executive Account Listing 16
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DEPARTMENT ACCOUNT LISTING BY WHO

Now let’s refine the breakdown a little further by adding Who codes.

1. Return to Desigh Mode e

File Edit View Inset Format Cell Mode Tools Window Help
DR - FH &0 -BEE |~ $RAIE S | Thom 975+ B ZIU [EE=-

Code i Filter From Filter To

Sheet1 {SheetTitle}

i

~| |=Am1'(1,",-2)

el e s [ e [ e [y

Vol N e n s W N
>

2. Double-click cell A8 to open Query interface

Q&A Executive Account Listing 17
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Summary Report

Data Type ISunmary Report ;I ﬁd

Definition | Options | Report style |
rFilter

A8 [

Filter From Jsunsystems 6 Ll'imSystems 6

| Desaription | Filter From | Filter To

|VdueFrom IVaiueTo |Lri<Code

Product SunSystems 6

Business Unit ATA

Table LA

Ledger A

Account Code 81 83z
Accounting Period 2003/001 2018/008

»

SunSystems 6

ATA

Ledger

A

81 83z
2003/001 2018/008

Selection List

- Ledger A
- Account Code

[#-CA Chart of Accounts

- Accounting Period

- Transaction Amount

#-RT

#-RT2

--Memo Amount

--Base Currency Code

--Transaction Currency Code

#)-CN Transaction Currency Code

-- 2nd Base/Reporting Currency Code

-~ Rate
. Trancartinn Onaratar

ol alafr|p |2lF
[l [al«[r]n |2]

Item | Sort Number

| LA\CA\Account Code
LA\CA\Description
LA\L4\Name
E LA\Base Amount

3. Expand L7 Who Analysis Table

Q&A Executive Account Listing
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Summary Report

Data Type [summary Report | B

Definition | Options | Report Style |
~Filter

A8 [

Filter From [sunsystems & ;ISuSyshems 6

Description | Filter From | Filter To

]VdueFrom lVdueTo ILI'*Code I

Product SunSystems &

Business Unit ATA

Table LA

Ledger A

Account Code 81 83z
Accounting Period 2003/001 2018/008

SunSystems 6

ATA

Ledger

A

81 83z
2003/001 2018/008

Selection List

#-L3 Fund Analysis Table

-~ Function Analysis Code

#-L4 Function Analysis Table
~Restriction Analysis Code

@#-L5 Restriction Analysis Table

- SDA Organization Analysis Code
B-L6 SDA Organization Analysis Table
-Who Analysis Code

gl |al«|>]|» |a]s

Ttem | sorthumber |
LA\CA\Account Code
LA\CA\Description
LA\L4\Name

£ LA\Base Amount

4. Select L7 Name

5. Drag L7 Name up to the fourth position in the Output pane

Q&A Executive Account Listing
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6. Click o« |

File Edit View |Inset Format Cell Mode Tools Window Help

DE-¢-FW &0-@EEBE | -~ §RBIE S | Thom

Summary Report
Data Type [summary Report ~| Ba As [
Definition | Options | Report style |
~Filter
Filter From [sunsystems 6 _ls'.-xsysms 6
i | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
Output
~ [ 1tem | Sort Number
da LA\CA\Account Code
= LA\CA\Description
4 : 21| avawame
LS Restriction Analysis Table || LAL7Wame
SDA Organization Analysis Code Al e LA\Base Amount
#-L6 SDA Organization Analysis Table gL
' o=
x
=2
e
v
Help oK Cancel

975 - BIU [EEE-

Code Filter From Filter To
4
;:;:;:;:::;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:i;j: Worksheet 'D tI
°‘ 'Md’“" : {SheetTitle}
[-sumRpt1_ ~| |=AGSNRT(1,",-2)
A B | ¢ [ o | € F 6 | u [ 1
: ; . ‘ ‘ ,
2 |
3 |
4 ‘ B )
5 {
6 |
7 \
8
9 [
E].- i
Q&A Executive Account Listing 20
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7. Extract ’ 3

Extract Primary
8. Worksheets

| 8 Chart of Accounts Function Who Ledger
9 AccountCode  Description Name Name Base Amount
| 10 |811110 'Salary (Regular) Accounting Garcia, Domingo 97696.00
| 11 811110 Salary (Regular) ‘Accounting Ledesma, Lourdes 103802.00
12 811110 Salary (Regular) 'Accounting Walenski, Renolov 10746560
| 13 811110 Salary (Regular) Avrlington District No. 1 Fuller, Gordon 117235.20
| 14 811110 Salary (Regular) ‘Arlington District No. 1 Martinez, Luis Montalban 117235.20
| 15 |811110 Salary (Regular) ‘Arlington District No. 1 Morgan, Jennifer 116014.00
| 16 811110 Salary (Regular) ‘Arlington District No. 1 Russel, Joyce 112350.40
| 17 |811110 Salary (Regular) Children’s Ministries Mautak, Maria Clara 128226.00
| 18 811110 Salary (Regular) Communication Price, Thomas 127004.80
| 19 811110 Salary (Regular) 'Congressional District No. 2 Chen, Yen Chow 103802.00
| 20 811110 Salary (Regular) Congressional District No. 2 Davis, John 107465.60
| 21 811110 'Salary (Regular) 'Congressional District No. 2 Kim, Jim Yong 113571.60
| 22 811110 Salary (Regular) Congressional District No. 2 Rossentall, Kevin 107465.60
| 23 811110 Salary (Regular) 'Education Faraday, Carlos 124562.40
| 24 811110 Salary (Regular) 'Executive Secretary 'Luna, Antonio 131889.60
| 25 811110 Salary (Regular) Family Ministry Mead, Jason 12944720
| 26 |811110 'Salary (Regular) 'Georgetown District No. 3 'Mantua, Enrique 122120.00
| 27 |811110 Salary (Regular) Georgetown District No. 3 Mohammad, Ashraf 117235.20
| 28 811110 Salary (Regular) Georgetown District No. 3 Siwardi, Navajo 108686.80
29 811110 'Salary (Regular) Health Ministry Montesclaros, William 129447 20
| 30 811110 Salary (Regular) In-House Operation Sumalpong, Lydia 79378.00
31 811110 Salary (Regular) \In-House Operation Wang, Heng Tong 116014.00
29 1944440 Qalan: (Damulan Miniatarial Aaannintian lanas Nawd 42Q447 90

Q&A Executive Account Listing
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By default, the system sorts data in columnar order. In the following
screenshot, the data is sorted first by Account Code, then by
Department, then by Employee.

| 8 Chart of Accounts Function Who Ledger
9 |AccountCode  Description Name Name Base Amount
| 10 |811110 ' Salary (Regular) 'Accounting 'Garcia, Domingo | 97696.00
| 11 811110 'Salary (Regular) ‘Accounting 'Ledesma, Lourdes | 103802.00
| 12 811110 'Salary (Regular) 'Accounting |Walenski, Renolov | 10746560
| 13 811110 'Salary (Regular) ‘Arlington District No. 1 'Fuller, Gordon | 117235.20
| 14 811110 Salary (Regular) (Arlington District No. 1 'Martinez, Luis Montalban | 117235.20
| 15 |811110 'Salary (Regular) ‘Arlington District No. 1 'Morgan, Jennifer . 116014.00
16 (811110  Salary (Regular) (Arlington District No. 1 [Russel, Joyce | 112350.40
| 17 811110 |Salary (Regular) 'Children’s Ministries 'Mautak, Maria Clara | 128226.00
| 18 |811110 ' Salary (Regular) ' Communication Price, Thomas . 127004.80
19 (81110 ‘Salary (Regular) Congressional District No. 2 Chen, Yen Chow | 103802.00
| 20 811110 |Salary (Regular) 'Congressional District No. 2. 'Davis, John | 107465.60
| 21 811110 'Salary (Regular) 'Congressional District No. 2 'Kim, Jim Yong | 113571.60
| 22 811110 'Salary (Regular) 'Congressional District No. 2 'Rossentall, Kevin | 107465.60
| 23 811110 'Salary (Regular) |Education |Faraday, Carlos | 12456240
| 24 811110 Salary (Regular) 'Executive Secretary 'Luna, Antonio . 131889.60
| 25 811110 'Salary (Regular) ‘Family Ministry Mead, Jason | 12944720
| 26 811110 | Salary (Regular) | Georgetown District No. 3 ‘Mantua, Enrique . 122120.00
| 27 811110 Salary (Regular) ' Georgetown District No. 3 ‘Mohammad, Ashraf . 1723520
| 28 811110 ' Salary (Regular) ' Georgetown District No. 3 'Siwardi, Navajo | 108686.80
| 29 |811110 |Salary (Regular) 'Health Ministry ‘Montesclaros, William  129447.20
| 30 |811110 |Salary (Regular) /In-House Operation 'Sumalpong, Lydia | 79378.00
| 31 811110 | Salary (Regular) |In-House Operatios |Wang, Heng Tong . 116014.00
21 (044440 Calanm: IDanulan Aliminbavial Aamaninbine laman MNaid 490447 9N

Changing the sort order makes a difference. Check it out:

1. Return to Designh Mode ke

File Edit View Insert Format Cell Mode Tools Window Help
D.’.b“ujgg--aﬁujn b BRBRIE S JTahoma *975 -~ | B I U IE]!"

Code iption Filter From Filter To

Worksheet IDocmmt I

@ Workbook 1 a

[ sheet1 {SheetTitle}

“_Surﬂptl_ | [-AGESWRT(1,",2)
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2. Double-click cell A8 to open Query interface

Summary Report
Data Type |summary Report ~| B As BB
Definition | Options | Report Style |
r~Filter
Filter From ISunSystems 6 ;ﬁmsystzms 6
Desription | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA }
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
Selection List OQutput
- Ledger A Ip]| Ttem | sort Number
-~ Account Code qa LA\CAAccount Code
[#-CA Chart of Accounts o LA\CA\Description
- Accounting Period -~ LA 4\Name
= LAV
- Debit/Credit —l e A t
- Transaction Amount |2l Base
B-RT v
--Base 2/Reporting Amount =
B-RT2 X
- Memo Amount =2
~Transaction Currency Code =
- CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
.-Rate
. Traneartinn Nnaratnr X
bep | x |

3. Drag L4 Name to the first position in the Output pane
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Summary Report

Data Type | summary Report ~| By As B
Definition | Options | Report style |
—Filter
Fiter From [sunsystems 6 - funSystems 6
| Description | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
Selection List Output
- Ledger A || 1tem | Sort Number
- Account Code a LA.4\Name
- CA Chart of Accounts ~—| LA\CAAccount Code
-~ Accounting Period i LA\CA\Description
= LAY7)
- Debit/Credit 1| = LaBase Amount
- Transaction Amount ]
B-RT v
--Base 2/Reporting Amount —
@-RT2 e
- Memo Amount =2
-~ Transaction Currency Code e
[#- CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
.. Traneartinn Onaratnr ol
Help Cancel

4. Click =« |

File Edit View |Inset Format Cell Mode Tools Window Help
DR -¢ W S0 -BEFE |~ s RASHE: ]Tahoma

975 - B ZU E==-

Code

Filter From

Filter To

Worksheet | Document |

{SheetTitle}

[_sumRpt1_ | [AGESMRT(1,",2)

;wu‘\nom-&wnu
>
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5. Extract | B

Extract Primary
6. Worksheets

8 |Function |Chart of Accounts Who Ledger

9 Name Account Code  Description Name Base Amount
| 10 |Accounting 811110 |Salary (Regular) 'Garcia, Domingo | 97696.00
| 11 |Accounting 1811110 |Salary (Regular) \Ledesma, Lourdes . 103802.00
| 12 |Accounting 1811110 ‘Salary (Regular) 'Walenski, Renolov . 107465.60
| 13 |Accounting 3811410 |Area Travel Subsidy (House to Office Travel) Garcia, Domingo | 1380.00
| 14 |Accounting 1811410 |Area Travel Subsidy (House to Office Travel) Ledesma, Lourdes | 1380.00
| 15 |Accounting 1811410 |Area Travel Subsidy (House to Office Travel) Walenski, Renolov | 1380.00
| 16 |Accounting 1816110 |Medical Policy Premium 'Garcia, Domingo | 43130
| 17 |Accounting 1816110 |Medical Policy Premium \Ledesma, Lourdes | 560.30
| 18 |Accounting 1816110 'Medical Policy Premium 'Walenski, Renolov | 25580
| 19 |Accounting 1817110 Tax Assistance Garcia, Domingo | 2442 40
| 20 |Accounting 1817110 \Tax Assistance 'Ledesma, Lourdes | 2595.11
| 21 |Accounting 1817110 | Tax Assistance 'Walenski, Renolov | 2686.64
| 22 | Arlington District No. 1 81110 ‘Salary (Regular) Fuller, Gordon | 723520

23 |Arlington District No. 1 1811110 ' Salary (Regular) Martinez, Luis Montalban | 11723520
| 24 |Arington District No. 1 1811110 |Salary (Regular) ‘Morgan, Jennifer | 116014.00
| 25 |Arlington District No. 1 811110 |Salary (Regular) 'Russel, Joyce | 112350.40
| 26 |Arlington District No. 1 1811220 'Car Depreciation Allowance 'Fuller, Gordon | 5750.00
| 27 |Arlington District No. 1 811220 |Car Depreciation Allowance 'Martinez, Luis Montalban | 5750.00
| 28 |Arlington District No. 1 1811220 Car Depreciation Allowance 'Morgan, Jennifer | 5750.00
| 29 |Arlington District No. 1 1811220 |Car Depreciation Allowance 'Russel, Joyce | 5750.00

The Listing is now sorted first by Department.
Let's change the sort order to Employee Name.

7. Return to Design Mode e

File Edit View Insert Format Cell Mode Tools Window Help

DE-¢FH S0 -BEIE | & RBSE T | Tahom <975 - B 7 U [E==-

| Worksheet IDocunentl

® Workbook 1
Sheet1

{SheetTitle}

[sumRpt1_ | [-AcESMRT(1,",-2)
B | ¢ | b | E F G H 1

y o @I o AW N
>

8. Double-click cell A8 to open the Query interface
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Summary Report
Data Type |summary Report ~| By A8 BB
Definition | Options | Report Style |
r~Filter
Filter From ISunSystems 6 _kmsysm 6
Description IFIterFrom |HterTo lVdueFrom I Value To IleCode l
Product SunSystems 6 SunSystems &
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
A
Selection List Output
-~ Ledger A || 1tem [ sortnumber |
- Account Code a LA.4\Name
#-CA Chart of Accounts — LA\CA\Account Code
Accounting Period _2_ LA\CA\Description
- LA\L7\Name
Debit/Credt | £ 1aBase Amount
Transaction Amount J&4 \pase
B-RT v
- Base 2/Reporting Amount —
B#-RT2 Z
-~ Memo Amount =2
Base Currency Code F
- Transaction Currency Code e
@ CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
-~Rate
-~ Traneartinn Nnaratnr Y,
telo oK | Cencel

9. Drag the L7 Name to the first position
10. Drag L4 Name to the fourth position
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Summary Report

Data Type ISuvmary Report EI R A8 -
Definition | Options | Report Style |
—Filter
Filter From JunSystems & _b.nSystuns 6
| Description | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
A
Selection List Output
 Ledger A Ip|| 1tem | sortNumber |
- Account Code ad LA\L7\Name
- CA Chart of Accounts e LA\CAAccount Code
- Accounting Period i LA\CA\Description
- LA\ 4\Name
- Debit/Credit 1| £ apase A t
- Transaction Amount Rl
B-RT i.
--Base 2/Reporting Amount
@-RT2 2‘
-~ Memo Amount =]
--Transaction Currency Code e
[#-CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
--Rate
. Traneartinn Oneratnr >
Help oK Cancel

1. Click |

File Edit View [Insert Format Cell Mode Tools Window Help
DR -¢ FH S0 DEE |~ % BBIE S | Thom 975 - B I U [E==-

Code ipti Filter From Filter To

s : B _.| Worksheet IDocunmtI

Sheet1 {SheetTitle}
[ sumRrpt1_ ~|  [-AcGESMRT(1,",-2)
A B c | o E £ 1

1 - 4+ —1

2 | l |

3 | | |

4 i i i

5 | [ | B

6 | [ [

7 | | |

8 | |

9 | [ [

= ] T i
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12. Extract B

Extract Primary
13. Worksheets
8 |Who |Chart of Accounts Function Ledger
9 Name Account Code Description Name Base Amount
10 | 831110 Appropriation Made Tithe General Function Serices 10000.00
11 | 834110 Appropriation Made Nontithe General Function Senvices 8000.00
12 |Almendras, Jacobo 811110 Salary (Regular) Stewardship/Trust Senvices 129447.20
13 |Almendras, Jacobo 811220 Car Depreciation Allowance Stewardship/Trust Senvices 5750.00
14 |Almendras, Jacobo 811230 Child Allowance Stewardship/Trust Senices 2760.00
15 |Almendras, Jacobo 811410 Area Travel Subsidy (House to Office Travel) Stewardship/Trust Semvices 1380.00
16 |Almendras, Jacobo 816110 Medical Policy Premium Stewardship/Trust Semvices 420.00
17 |Almendras, Jacobo 817110 Tax Assistance Stewardship/Trust Senices 3236.18
18 |Army, Roderick 811110 Salary (Regular) Potomac River District No. 5 116014.00
19 |Army, Roderick 811110 Salary (Regular) Publishing 10000.00
20 |Army, Roderick 811220 Car Depreciation Allowance Potomac River District No. 5 5750.00
21 |Army, Roderick 811230 Child Allowance Potomac River District No. 5 4140.00
22 |Army, Roderick 811410 Avrea Travel Subsidy (House to Office Travel) Potomac River District No. 5 1380.00
23 |Army, Roderick 816110 Medical Policy Premium Potomac River District No. 5 515.00
24 |Army, Roderick 817110 Tax Assistance Potomac River District No. 5 2900.41
25 |Bazara, Amandla 811110 Salary (Regular) Youth 124562 .40
26 |Bazara, Amandla 811220 Car Depreciation Allowance Youth 5750.00
27 |Bazara, Amandla 811230 Child Allowance Youth 2760.00

All the data in the listing is now sorted by the Employee’s Name.

If you want to position data items in certain columns but sort the data
by other data. The default can be overridden using the Sort icon located
on the frame between the Selection List and the Output panes.
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Summary Report
Data Type |wy Report __v_] ] A8 .
Definition | Options | Report style |
Filter
Filter From [sunsystems 6 h.nsystems 6
Description | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
A
Selection List Output
~Ledger ~ v [1tem [ Sorthumber |
-~ Account Code qd LA\.7\Name
- CA Chart of Accounts e LA\CA\Account Code
- Accounting Period i LA\CA\Description
- = LAY
: Debuthrgdt "« || E LABase Amount
- Transaction Amount JUsl
#-RT —]
--Base 2/Reporting Amount =
&-RT2 =
--Memo Amount
--Transaction Currency Code
[#)-CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
-Rate
.. Traneartinn Nnaratar i
Help oK Cancel
. . o]
1. Click the Sort icon
Sorting n
ki [«
Data Item | Sort Number | - )
o e |
v Help |
v
Selection List
LA\.7\Name
LA\CA\Account Code
LA\CA\Description
LA\L4\Name
£ LA\Base Amount
T Top
" Rows I— & |
" Percent ~
29
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2. Dragthe Account Code from the Selection List pane up into the

Sorting pane at the top of the interface

i Sorting n
e [ 1

Data Item | Sort Number |
él LA\CA\Account Code 1

ii

_ Selection List
LA\L7\Name
LA\CA\Description
LA\L4\Name

£ LA\Base Amount

t T Top

| -
(" Percent -

3. Notice the “1" under Sort Number in the screenshot above. If you

dragged a second data item into the Sort pane, it would be

numbered “2”. Click ___* |
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Summary Report
Data Type |summary Report ~| R As B
Definition | Options | Report Style |
r~Filter
Filter From [SunSystems 6 ;kmSvstems 6
Description | Filter From | Filter To | value From | Value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
Selection List Output
- Ledger A I»|| Item | sort Number
-~ Account Code d LA\L7\Name
(- CA Chart of Accounts A LA\CA\Account Code 1
- Accounting Period i LA\CA\Description
7 LAY 4
- Debit/Credit —|sLa Amount
- Transaction Amount 2 fase
B-RT v
--Base 2/Reporting Amount s
E-RT2 xE
- Memo Amount =2
~Base Currency Code EI
- Transaction Currency Code
(- CN Transaction Currency Code
- 2nd Base Reporting Currency Code
.-Rate
- Traneartinn Nnaratnr ¥
beo | o | concel |

Notice that the Sort Number “1" appears next to the Account Code data

item in the Output pane
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Summary Report

Data Type [summary Report ~| R As [
Definition | Options | Report Style |
rFilter
Filter From ISunSystems 6 _Fmsysm 6
| Description | Filter From | Filter To | value From | value To | Link Code |
Product SunSystems 6 SunSystems 6
Business Unit ATA ATA
Table LA Ledger
Ledger A A
Account Code 81 83z 81 83z
Accounting Period 2003/001 2018/008 2003/001 2018/008
Selection List Output
oy A 1 |[1tem | sorthumber |
- Account Code a LA\.7\Name
[#-CA Chart of Accounts B LA\CA\Account Code 1
|| ELA t
--Transaction Amount ]
F-RT ]
--Base 2/Reporting Amount =
B-RT2 _’g.]
--Memo Amount =2
--Transaction Currency Code —
[#-CN Transaction Currency Code
- 2nd Base/Reporting Currency Code
.. Traneartinn Onaratar Y
Help Cancel

4. Click o« |

File Edit View Inset Format Cell Mode

Jools Window Help

DE - FH &0 -@EBE |~ % RBSE T | Tahom

-9.75-\31;”@;;‘

Code Filter From Filter To
Worksheet | Document |
{SheetTitle}
[_sumRpt1_ | [-AGESWRT(1,",2)
A B | c¢c | b E F G H 1
1 | | i '
2 \, |
3 | |
4 [ l
5 [ \
6 | |
7 \ }
8 |
9 [ [
= i i
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5. Extract | &3 |

Extract Primary
. Worksheets
8 |Chart of Accounts Function Ledger

9 Name Account Code Description Name Base Amount

| 10 |Almendras, Jacobo 811110 Salary (Regular) Stewardship/Trust Services 129447 .20
| 11 |Army, Roderick 811110 Salary (Regular) Potomac River District No. 5 116014.00
12 |Army, Roderick 1811110 Salary (Regular) Publishing 10000.00
| 13 |Bazara, Amandla 811110 Salary (Regular) Youth 124562.40
| 14 |Chen, Yen Chow 1811110 Salary (Regular) Congressional District No. 2 103802.00
| 15 |Davis, John 811110 Salary (Regular) Congressional District No. 2 107465.60
| 16 |Delamonte, Salvador 811110 Salary (Regular) Treasury 109908.00
| 17 |Diaz, Emeritu 811110 |Salary (Regular) Tidal Basin District No. 6 116014.00
| 18 |Diwata, Remedios 811110 Salary (Regular) Secretarial Senices 107465.60
| 19 |Dulan, Marrisa 811110 Salary (Regular) Tidal Basin District No. 6 105023.20
| 20 |Eyana, Eduardo 1811110 Salary (Regular) |Tidal Basin District No. 6 109908.00
| 21 |Faraday, Carlos 811110 Salary (Regular) Education 124562.40
| 22 Fuller, Gordon 811110 Salary (Regular) Arlington District No. 1 117235.20
23 |Gandhi, Shawaraj 811110 Salary (Regular) Secretarial Senvices 109908.00
24 | Garcia, Domingo 811110 Salary (Regular) Accounting 97696.00
| 25 |Givens, Carmelita 811110 Salary (Regular) Secretarial Senices 103802.00
| 26 |Jenkins, Robert 811110 Salary (Regular) Presidential 134332.00
27 |Jones, David 811110 Salary (Regular) Ministerial Association 12944720
28 |Karaoke, Andres 1811110 Salary (Regular) Potomac River District No. 5 107465.60
‘29 |Khumalo, Boris 811110 Salary (Regular) Sabbath School/Personal Ministries 250.00
30 |Khumalo, Boris 811110 Salary (Regular) Vice President 130668.40
21 [Wim  lim Vann 241110 Qalans (Danular Manaraceinnal Nietrinrt Na 2 11271 &N

Now the listing is sorted by Account Code rather than Who Name,
though Account Code appears in the second column.
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REPORT STYLE

We can make some formatting changes to manipulate the appearance
of the Account Listing. These changes must be done in the Design

Mode.

Summary Report

DataType  [smary Rt
Definition | Options | Report styie |

~| Ra

A8 [

Filter

Filter From [SunSystems 6

;b.nSyshems 6

Description | Filter From

l Filter To

I Value From

| value To | Link Code

Business Unit ATA
Table LA
Ledger A
Account Code 81
Accounting Period 2003/001

Product SunSystems 6

83z
2018/008

SunSystems 6
ATA
Ledger

81
2003/001

83z
2018/008

Selection List

A
Output

- Ledger
- Account Code
[#-CA Chart of Accounts
- Accounting Period

- Debit/Credit

- Transaction Amount

®-RT

--Base 2/Reporting Amount
B-RT2

- Memo Amount

--Base Currency Code

- Transaction Currency Code
@#-CN Transaction Currency Code
-- 2nd Base/Reporting Currency Code
~ Traneartinn NOnaratnr

[=lojer lal«[r]» |2]5

Item

| Sort Number

|

LA\L7\Name
LA\CA\Account Code
LA\CA\Description
LA\L4\Name

E LA\Base Amount

Though most of the time we work in the Definition tab, there are two

Help

| x|

Cancel

other tabs that we can use to set formatting options.

The Options tab doesn’'t hold much.
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Summary Report

Data Type ISt.n'nmary Report __v_I %
Definition  Options | Report Style |
Description
Recalculation Order
|Defauit |
—Delay Extraction
 pri
[~ Breakout

A8 @

heo | oK

There are more formatting options on the Report Style tab.
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Summary Report
Data Type | summary Report ~| R As BB
Definition | Options
 Nore [V Output Table Names ~Totals
& Auto Format [V Output Data Item Names [V show Totals
[V Automatic column width —Position
[~ Automatic row height © Top
(¢ Bottom

—Auto Format

I : L] Format Cells |

Preview

|Header Transactions J

Description Date  Time Integer Number Currency Percen

Sales Account 03/31/2018 10:30 108103 1234.0 1618.00  24%

Import 07/09/2018 11:30 2500 -2500.1  -3141.59  -31%

Export 05/20/2018 12:30 1 05 141421 13%

Bank Details _10/12/2018 13:30 99 994 2718.28 13%

Other 10/17/2018 14:30 500 54 1202.05 82%

Total 106203 -1160.7 3810.95 100%

o | oK Cencel

1. Go to the Report Style tab in the Query interface.

Notice the default settings. By default, the Table and Data Item Names
will be brought into the listing as headers.

8 iﬂgo |Chan of Accounts Function Ledger
9 Name A Code Description Name Base Amount
10 831110 Appropriation Made Tithe General Function Senvices 10000.00
11 834110 Appropriation Made Nontithe General Function Services 8000.00
12 |Almendras, Jacobo 811110 Salary (Regular) Stewardship/Trust Senvices 129447 20
| 13 |Almendras, Jacobo 811220 Car Depreciation Allowance Stewardship/Trust Services 5750.00
| 14 |Almendras, Jacobo 811230 Child Allowance Stewardship/Trust Senvices 2760.00
15 |Almendras, Jacobo 811410 Area Travel Subsidy (House to Office Travel) Stewardship/Trust Services 1380.00
| 16 |Almendras, Jacobo 816110 Medical Policy Premium Stewardship/Trust Senvices 420.00
| 17 |Almendras, Jacobo 1817110 \Tax Assistance Stewardship/Trust Senvices 3236.18
18 |Army, Roderick 811110 Salary (Regular) Potomac River District No. 5 116014.00
| 19 |Army. Roderick 811110 Salary (Regular) Publishing 10000.00
20 |Army, Roderick 1811220 Car Depreciation Allowance Potomac River District No. 5 5750.00
| 21 |Army, Roderick 811230 Child Allowance Potomac River District No. 5 4140.00
| 22 |Army, Roderick 811410 Area Travel Subsidy (House to Office Travel) Potomac River District No. 5 1380.00
23 |Army, Roderick 1816110 Medical Policy Premium Potomac River District No. 5 515.00
24 |Army, Roderick 817110 Tax Assistance Potomac River District No. 5 2900.41
25 |Bazara, Amandla 811110 Salary (Regular) Youth 124562.40
26 |Bazara, Amandla 811220 Car Depreciation Allowance Youth 5750.00
27 Bazara, Amandla 811230 Child Allowance Youth 2760.00
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The headers are great ... if you know the meaning of “Who” and
“Function”. But if you want a listing you can share with people who do

not know how your organization uses dimensions, you need to change
those details.

2. Uncheck Output Table Name
3. Uncheck Output Data Item Name

Data Type lSunmay Report 3 ﬁﬂ A8 {3.
Definiton | Options  Report Style |
€ None I~ Output Table Names \ Totals
@ Auto Format V' Show Totals
s
I~ Automatic row height © Top
(¢ Bottom
~Auto Format
» Format Cells
|simple =l 41
Preview
Sales AccounEIOj/23/2014710;3011081703; 1234.0 1618.00  24%
Import 05/03/2014/11:30| -2500 -2500.1  -314159 -31%
Export 03/14/20141230 1 05 141421  13%
Bank Details 08/06/2014/13:30) 99/ 994, 271828 13%
Other 08/11/2014 1430, ’ 4
o | x| el |

4. Extract | B

Extract Primary
5 . Worksheets
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| 5 |
6 |
7 . . - - -
| 8 |Almendras, Jacobo 811110 Salary (Regular) ' Stewardship/Trust Senices 12944720
9 |Army, Roderick 811110 Salary (Regular) 'Potomac River District No. 5 . 116014.00
| 10 |Army, Roderick 811110  Salary (Regular) |Publishing ' 10000.00
| 11 |Bazara, Amandla 811110 Salary (Regular) iYogth | 124562.40
12 |Chen, Yen Chow 811110 Salary (Regular) ' Congressional District No. 2 . 103802.00
| 13 |Davis, John 811110 Salary (Regular) Congressional District No. 2 | 10746560
| 14 |Delamonte, Salvador 811110 Salary (Regular) Treasury - ~109908.00
15 |Diaz, Emeritu 811110  Salary (Reqular) Tidal Basin District No. 6 - 116014.00
| 16 |Diwata, Remedios 1811110 lSalag :Rgular) |Secretarial Senices . 10746560
17 Dulan, Marrisa 811110 Salary (Regular) Tidal Basin District No. 6. | 105023.20
| 18 |Eyana, Eduardo 811110 Salary (Regular) Tidal Basin District No. 6 . 109908.00
| 19 |Faraday, Carlos 811110 Salary (Regular) jEducation | 124562.40
20 |Fuller, Gordon 811110 Salary (Regular) ‘Arlington District No. 1 - 11723520
21 |Gandni, Shawara 811110 Salary (Regular) ‘Secretarial Senvices | 109908.00
| 22 |Garcia, Domingo 811110 Salary (Regular) 'Accounting | 97696.00
23 |Givens, Carmelita 811110 Salary (Regular) | Secretarial Services . 103802.00
24 Jenkins, Robert 811110 Salary (Regular) Presidential | 13433200
25 |Jones, David 811110 Salary (Regular) 'Ministerial Association | 129447.20
26 Karaoke, Andres 811110 Salary (Regular) Potomac River District No. § | 107465.60
| 27 Khumalo, Boris 811110 Salary (Regular) 'Sabbath School/Personal Ministries | 250.00
| 28 |Khumalo, Boris 811110 Salary (Regular) Vice President | 130668.40
29 |Kim, Jim Yong 811110 Salary (Regular) 'Congressional District No. 2 | 113571.60

We have the same listing, with the data presented and sorted in the
same order, but now there are no headers.

One option we now have is to simply type in whatever headers we
want. This must be done in Design Mode.

1. Return to Designh Mode e

J File Edit View Insert Format Cell Mode Tools Window Help

DB ¢ 30 S0 BEE | 4 RBIE S | Tom 975 - BIUEE=EZ2-A-H 8% 2 @Y.
: Code iption Filter From
@ Workbook 1 T l ! {SheetTitle}
B sheet1
[ Ew0 I
A | B | ¢ D E F G H 1
|1 | |
L2 | |
3 | |
| 4 | |
L5 | |
| 6 | |
1.9 | | | |
11

2. Decide where you want to position the headers, and type them
in. For our sample listing, we will type in:
e Employee A7
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e Account B7
e Description C7
e Department D7
e Amount E7

5
6
7 |Employee Account Description DepartmenAmount
8
9

3. Extract ’ 3

Extract Brimary
4, Worksheets

Z Employee Account  Description \Department

8 |Almendras, Jacobo 811110  Salary (Regular) Stewardship/Trust Services
| 9 |Army, Roderick 811110  Salary (Regular) Potomac River District No. 5
| 10 |Army, Roderick 1811110 Salary (Regular) Publishing
| 11 |Bazara, Amandla 811110  Salary (Regular) Youth
| 12 |Chen, Yen Chow 1811110 Salary (Regular) Congressional District No. 2
| 13 |Dawvis, John 1811110 Salary (Regular) Congressional District No. 2
| 14 |Delamonte, Salvador 811110  Salary (Regular) Treasury
| 15 |Diaz, Emeritu 811110 Salary (Regular) Tidal Basin District No. 6
| 16 |Diwata, Remedios 811110 Salary (Regular) Secretarial Senvices
| 17 |Dulan, Marrisa 811110  Salary (Regular) Tidal Basin District No. 6
18 |Eyana, Eduardo 811110 Salary (Regular) \Tidal Basin District No. 6
| 19 |Faraday, Carlos 811110  Salary (Regular) Education
| 20 |Fuller, Gordon 1811110 Salary (Regular) Arlington District No. 1
| 21 |Gandhi, Shawaraj 811110 Salary (Regular) Secretarial Services

22 |Garcia, Domingo 811110  Salary (Regular) Accounting

23 |Givens, Carmelita 811110  Salary (Regular) Secretarial Senvices

‘Amount
| 12944720
116014.00
~10000.00
| 124562.40
| 103802.00
107465 60
109908.00
| 116014.00
| 107465.60
105023 20
| 109908.00
| 124562.40
| 11723520
| 109908.00
97696.00
| 103802.00

The headers are more easily understood now, and they look okay; but

we can improve their appearance. We can use regular Excel

functionality to format the headers or we can use some pre-established

formatting defaults.

5. Return to Design Mode s
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5
6
7 |Employee Account Description Departmen Amount
8
9

6. Double-click cell A8 to open the Query interface
7. Open Report Style tab

Summary Report
Data Type ISumwy Report ;] Ed A8 .
Definition | Options Report Style
© None I~ Output Table Names ~Totals
& Auto Format ™ Output Data Item Names [V show Totals
[V Automatic column width Position
[~ Automatic row height  Top
(¢ Bottom
~Auto Format
ISA " L.I Format Cells |
o
Sales Account]03/31/2018 10:30 108103 12340  1618.00  24%
Import (07/09/2018 11:30, -2500 -2500.1  -3141.59 -31%
Export 105/20/2018 12:30 1 05 141421 13%
Bank Details | 10/12/2018/13:30. 99 994 2718.28  13%
Other 10/17/2018 14:30. 500 54 120205 82%
Total 106203 -1160.7 3810.95  100%
o | oK | concel |

In the lower half of the Report Style tab, there is an Auto Format pane.
Here you can choose pre-set formatting from a dropdown list of type.
The formatting you picked will be displayed in the Preview pane.
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Heln | o | Cancel 1§

If you wish, you can select a pre-set format. For our sample, however,
we will create our own.

8. Check the None field in the upper half of the Report Style tab
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| DataType  [SummayRepart =] R G

— | Definiton | Options Report Style |

I~ Output Table Names Totals
I~ Output Data Item Names [V Show Totals
IV Automatic column width ~Position

1
I~ Automatic row height " Top

(+ Bottom

e | x| g |

Ticking None will mean none of the formatting of your report will be
influenced by any formatting choices on this tab.

You can also use this tab to control how the data on your report is
displayed. Notice in the Amount column of the Preview pane, that the
amounts are displayed without a Thousand separator.

9. Highlight the Amount column in the Preview pane - highlight all
of the amount numbers except for the total
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Summary Report
Gels Typr |summary Report =] Ra As @
Definition | Options  Report Style |
€ None I™ Output Table Names Totals
@ Auto Format [ Output Data Item Names [V Show Totals
¥ Automatic column width Position
[ Automatic row height C Top
(¢ Bottom
—Auto Format
I = LI Format Cells I
Preview
Sales Account 03/31/2018 10:30 108103 1234.0]__1618.00] 24%
Import (07/09/2018 11:30, -2500 -2500.1  -314159 -31%
Export 05/20/2018 12:30 1. 05 141421 13%
Bank Details | 10/12/2018 13:30 99 994/ 271828 13%
Other 10/17/2018 14:30. 500 54 120205 82%
Total 106203 -1160.7 1381095 100%
Help oK concel |

10. Click the Format Cells button located at the top of the Auto

Format section of the tab
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Data Type [Summary Report ~| Ba A8 &
Definition | Options Report Style | ‘;
C None I~ Output Table Names Totals
 Auto Format I™ Output Data Item Names ¥ Show Totals ”
V¥ Automatic column width —Position
I Automatic row height C Top ‘ ﬂ
& Bottom

m _\

Sales Account 01/23/2014 10:30 108103 1234.0 ___1618.00] 24%

Import 05/0372014 11:30 | -2500 -25001 314159 -31%

Export 03/14/2014 12:30 1 05 141421 13% N
Bank Details 08/06/201413:30 99 994 271828 13% S
Other 08/11/2014

1430 500 54 120205 82%

4
Helo I o« I it |

The Format Cells interface will be displayed.

{ Number | Algrment | Font | Border | Background Colour |
Category |
Cenee I Deamal Places
ol
x ~Negative Style
Percent

Q&A Executive Account Listing YA



¢ SunPlus

11. Select the Thousand Separator
12. Check Apply

Format Cells

Number | Alignment | Font | Border | Background Colour |
Category

General [
Decimal Places
|
Currency 2 -
Date =
Time
Percent
Thousand Separator
I' VI
v [~ Show Negative In Red
Decimal S tof
mewa " Leading Zero
Y,
Yes v
oK Cancel
13. Click __ |
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Definition | Options Report Style |
" None ™ Output Table Names Totals
(+ Auto Format I™ output Data Item Names ¥ show Totals
¥ Automatic column width ~ Position
I~ Automatic row height  Top
{+ Bottom
—Auto Format
|simple =l
Preview

Descrip Date Time | r Number (Zﬂrom:y Percen
Sales Account 01/23/2014/10:30 108103 12340 T1618.00 24%
Import '0510312014;1 30. 2500} -2500.1  -3,14159  -31%
Export 1 05 141421 13%
Bank Details 08/06/201 1 4 271828 13%

82%
100% |

Notice that the Amount values in the Preview pane now include the
comma as the thousand separator.

14. Click ____ o |

®IN W

Emiliee 'Account :Description: Departmen:Amount

15. Extract | 3 |

Extract Primar:
6. Worksheets
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6
7
8
9
10
e

13

14|

| 15 |
16

18

20
21

|23
| 24
[25
| 26 |
27
BT

12

17

19

22

7] Employee

Almendras, Jacobo
Army. Roderick
Army, Roderick
Bazara, Amandla
Chen, Yen Chow
Davis, John

Diaz, Emeritu
Diwata, Remedios
Dulan, Marrisa
Eyana, Eduardo
Faraday, Carlos
Fuller, Gordon
Gandhi, Shawaraj
Garcia, Domingo
|Givens, Carmelita
|Jenkins, Robert
|Jones, David
Karaoke, Andres
Khumalo, Boris
Khumalo, Boris

[V S S

Delamonte, Salvador

\Account
811110

811110

811110
811110

811110

811110

811110
811110
811110
811110
811110
811110
811110

811110

811110

811110
811110

811110

811110
811110

811110

Aassan

| Description

|Salary (Regular)
|Salary (Regular)
|Salary (Regular)
|Salary (Regular)

Salary (Regular)

|Salary (Regular)
|Salary (Regular)
|Salary (Regular)
|Salary (Regular)

Salary (Regular)

|Salary (Regular)

Salary (Regular)

|Salary (Regular)
|Salary (Regular)
|Salary (Regular)
|Salary (Regular)
|Salary (Regular)

Salary (Regular)

|Salary (Regular)
|Salary (Regular)

Salary (Regular)

At
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Department
Stewardship/Trust Services
Potomac River District No. 5
Publishing

Youth

Congressional District No. 2
Congressional District No. 2
Treasury

Tidal Basin District No. 6
Secretarial Sevices

Tidal Basin District No. 6
Tidal Basin District No. 6
Education

Arlington District No. 1
Secretarial Sevices
Accounting

Secretarial Services
Presidential

Ministerial Association
Potomac River District No. 5
Sabbath School/Personal Ministries
Vice President

Amount

1 129,447.20
| 116,014.00

10.000.00

124,562 .40
| 103,802.00
| 107.465.60
1 109,908.00
| 116.014.00
| 107.,465.60

105,023.20
109.908.00
124,562 .40
117.235.20
109,908.00

| 97,696.00
103,802.00
1 134,332.00

129,447.20
107.465.60

250.00
130,668.40
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