
ESSENTIAL 

ACCOUNTING



REPORTING
• I N C O M E  S T A T E M E N T

• B A L A N C E  S H E E T

• C H E C K  R E C O N C I L I A T I O N

• C A S H  R E Q U I R E M E N T

• A C C O U N T S  R E C E I V A B L E  A G I N G

• U S E R  D E F I N E D  R E P O R T



TH INGS  TO  KNOW 

ABOUT  THE  

INCOME  

STATEMENT

• Income and Expense for time 

period selected

• Customize by setting up a 

definition

• Cash or Accrual

• Run by or compre Cash Tax, 

Financial, Management or Market 

• Compare periods selected

• Run it across companies with 

Intercompany reporting

• Compare to your Life Cycle 

Budget



INCOME STATEMENT

WITHOUT A DEFINITION WITH A DEFINITION



BALANCE SHEET

• Very similar options to income statement

• If you are running for a large amount of 

data select to not include drill down for 

faster reporting

• Optional net change line to show quickly 

if you are out of balance



USING DEFINITIONS FOR INCOME 

STATEMENT AND BALANCE SHEET

• Start with all ledger accounts or none

• Add in headings-which will create 

subtotals under those headings

• Combine ledgers to condense chart of 

accounts and make more readable

• Copy definitions across companies



FIXING ISSUES WITH THE INCOME 

STATEMENT & BALANCE SHEET

• If using a definition and report looks incorrect run without definition to help determine if the 

definition is at fault

• Trial balance report can help find errors in balance sheet-sort of combination is/bs.  It also 

compares data from previous year to rule out issues with beginning balances and retained 

earning calculations

• If running date cash exchange option #2 or #3 and have errors run ap and ar detail reports by 

option 7 and recover bad data

• Narrow down issues to a specific date

• Use the user defined report with the box checked to find undefined entries



CHECK REGISTER/RECONCILIATION 

REPORT

CHECK REGISTER

• Have the box checked

to run by check date

• Show by date of check

• Runs like a paper 

register with your check 

book

CHECK 

RECONCILIATION

• Have the box unchecked to run by 
check date

• will then run by date cleared

• Reconciles to bank statements

• ** if you run the 2 reports for the 
same date range and the cleared 
balance doesn’t match check your 
dates cleared on the check register



CASH  

REQUIREMENT  

REPORT

• It is part of the Accounts 

Payable  module

• Shows what is due for a 

specified time period

• Great tool for payment 

approval



AR  AG ING  R E PORT



USER DEFINED REPORT

• The most used report in FBS

• Very versatile

– Report by date entered

– Recap by ledger, center or vendor

– Run for entry type

– Look for errors



1099

• Essential to year end tax 

preparation.  

• Tag vendors as needing 1099’s

• Set the appropriate ledger 

accounts on report parameter 

screen

• Review report

• Print 1099’s to pre-printed 

forms or

• Electronically file through 

NELCO portal in FBS


