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I. A Quick Tour of F9

This is a short tutorial designed to familiarize you with the basic concepts of creating financial reports with
F9. Every F9 financial report starts as a spreadsheet and uses the features of Microsoft Excel 2007 and F9

Version 5.

For this reason you will also find Excel's online Help to be an invaluable aid when you create your financial

reports. To find complete information about any F9 feature, r e f

er

t -ine AeYpdos mooerdetails.

Where there are differences between Excel 2007 and 2010, separate instructions and screenshots will be

listed.

1. Getting Started

1. Open Excel and ensure F9 is attached.

There should be an F9 tab to select within the Excel Ribbon:

Excel 2010:
|§|| = & Microsoft Excel = H= =2
Home Insert Page Layout Formulas Data Review View F2 - The Financial Reparter &5 a
§+|—| a’j i iE; &5 Chart =/7 [EEF9 Report Controls - EE F9 Lists 25 F9 Setup - 2 F9 Help
f } \ = -
a ; @B Budget Writeback | — @Zero Suppress * % FE Maintenance ﬁjFQAdd-in Options | 7= About F3
Report Inguire Table PivotTable | _ Drill . . o
Wizard and Paste Report Report 4 Analyze Down 95 Publish F9 ~ E Migrate Fovd.x [EE] License Manager =
F2 Reporting F2 Analysis " F2 Tools # Preferences Help
I
Excel 2007:
— = -
!-/ a )| =l 5 Microsoft Excel _ = x
~ Home Insert Page Layout Formulas Data Review View F8 - The Financial Reporter 'Q)
%L_‘ L/j:’i ‘j jA % Chart ;7“ [EE] Fa Report Controls ~ | EE FO Lists % F9 Setup ~ “? F9 Help
Ere> : JL £7 i
‘Q‘ ' @B Budget Writeback | — 474 Zero Suppress - % FE Maintenance ﬁ]FQAdd-in Options | P2 About F9
Report Inquire Table Pivot Table - Drrill -
Wizard and Paste | Report Report '\%Analyze Down g’a Publish F9 - ;% Migrate Fovd.x |_—.|License Manager =
F3 Reporting (F] Fa Analysis (F] F3 Tools (F] Preferences Help

If the F9 Ribbon is not present, please refer to Installation and Setup instructions installed in the F9 folder

called: F9 Readme for (your product).PDF.



2. Ensure that you have a blank workbook open.

Excel 2010:

Fil
. To open a blank workbook, choose the File Tab , New, Blank Workbook, and Create.
(= B AN R

Mme Insert Page Layout Formulas

H Save

Available Templates
Save As
3 Open fat Home
ﬁ Clase \ |

ST

Info [ l/‘"
Recent Blank Recent

workbook templates

Office.com Templates
Print —— EE'
Save & Send = ' \

Agendas Budgets

Excel 2007:

[
. To open a blank workbook, choose the Office But'[on<-“?l

On) a9 - ¢~ )7

. e ﬂ
Mew Workbook

=
=7

J Templates

, New, Blank and recent, and Create.

Pastel I Blank and recent }
Installed Templates Blank and recent

; My templates...

Mew from existing...

Microsoft Office Online

Featured lank Workbool

Agendas
Budgets

Calendars




3. Ensure Calculation in Excel is set to Manual.

This allows users the most control on when F9 results will be refreshed.

Excel 2010:
. Select the File Tab , Options, Formulas and click Manual as shown:;
Excel Options
izeneral el . .
B_j} Change options related to formula calculation,
[ Formulas l
Proofing Calculation options
Save Workbook Calculation G
) Automatic
Language () Automatic except for data tables
Advanced @ Manual
Recalculate workbook before saving
Customize Ribbon

Excel 2007: ]
- (Fa . .
. Select the Office Button “~ , Excel Options, Formulas and click Manual as shown:
Excel Options
Fopular il . .
° E_‘fj Change options related to formula calculation,
[' Formulas -l
Proofing Calculation options
Save Workbook Calculation G
{} Automatic
Advanced {:} Automatic except for data tables
Customize * Manual
|:| Recalculate workbook before saving
Add-Ins

With Manual Calculation, you can calculate an entire workbook (or all open workbooks) by pressing the F9
key. Shift+F9 is used to calculate the active visible worksheet and F2+Enter calculates just the active cell.
To save you time, all F9 reports should be created with Excel set to Manual Calculation so that the entire
workbook does not recalculate every time you edit a cell.



. Next, ensure F9 is setup to access the ABC demo company data and continue with this quick tour.
V  Select from the F9 Ribbon F9 Setup followed by the Options Tab.
V If you do not see ABC in the Company dropdown, select Browse and select your MAS 90/200
Data subfolder where file: Sy_Company.m4t resides.

=l
Budget: |ACTUAL v| ear 2010 -

Company Code: ABC

Mame: ABC Company

Current Period: 5

Drata Origine bMAS 90 and MAS 200
Periodz Per rear 12

F3 Setupvear 2010

Caompany Current “Year: 2010
Account Code Structure: aaa-aa-aa

(1] | Cancel | Apply | Help

. For more information on the data F9 accesses for your accounting system, refer to the Information
section within Fo6HelpHen the FoRibbane 7 FHeR g



2. Quick Trial Balance

1. F9 can quickly output your Chart of Accounts and period values in a variety of ways. To begin,
select from the F9 Ribbon, F9 Table. A F9 task pane will display to the right of the active worksheet. Hover
the mouse on the task panebds | e briselebtthe drapdowricontradatthegy t h e

top of the task pane and Size to control the display and docking.

F9 Table -

Source } s Move
Compan Size
Igg— Close
Budgets: Years:
[BUD_DEF =] |2002
£ |
2. Within the tab: FQ Table, ensure each account segment has a * to return all accounts; select

Company ABC , ACTUAL, 2010 and January:

L F9 Table v x
Source l Options ]
Companies: b d
= -l
Types: Years:

|ACTUAL j |2u:-1u:u j

Period:

|Janual'\" j
[~ Use Whole Account
Main:
§ [
Department
§ [~
Location:
§ [
3. Next, select tab: Options.

e F9 Chart: select Include Account Code, Description and Account Origin
e Output: select F9 Classic Chart, Static Values, New Sheet
e Formatting: select Add Total Row



I | Fa Table

Sourcé

—F9 Chart:

¥ Include Account Code
[~ SegmentsinSeparate Columns
[v Include Description
[v Include Account Origin
[~ Prependthe Account Code a’
" Skip Accounts Showing all Zeros

— Output:
| F2ClassicChart

Paste as:

[~ Build DESCFormula

Destination:
v NewSheet
i~ CursorPosition

|Stati cWalues j

Formatting
’77 AddTotal Row

4, Click on the Find button at the bottom of the F9 Table task pane to see the results output in a new
worksheet. The columns will be sized to display your information and should like similar to the following:

%L A B L D E F

2 |Companies ABC

3 |Years 2010

4 |Types ACTUAL

5

6 |Accounts:  (F}{*)(*)

7

8 Account Description Account Category Origin January

3 100-00-00 Cash on hand Cash Balance Sheet 500

10 100-00-A  Cash in Trust Fund Cash Balance Sheet 0

11 101-01-00 Cash in bank - Reg. checking Cash Balance Sheet 25,182.44

12 101-02-00 Cash in bank - payroll Cash Balance Sheet 0

13 101-03-00 Cash in bank - savings Cash Balance Sheet 303,139.97

14 105-00-01 Accts. receiv. - East Warehse Net AR Balance Sheet 311,660.67

15 105-00-02 Accts. receiv. - West Warehse Net AR Balance Sheet 169,373.10

16 110-01-00 Mote receivable Other Rec. Balance Sheet 10,000.00

17 111-00-00 Other Receivables Other Rec. Balance Sheet 0

18 115-00-01 Inventory - East Warehouse Inventory Balance Sheet 1,775.54

15 115-00-02 Inventory - West Warehouse Inventory Balance Sheet 6,883.96

20 115-00-03 Inventory - Central Warehouse Inventory Balance Sheet 146,360.47

21 115-01-00 Inventory-Miscellaneous Inventory Balance Sheet 0
5. As a trial balance, we should ensure the total for the period totals zero. We set F9 Table to create

the subtotal formula within the Options tab and we can scroll to the end of the report or a faster technique
is to use the keyboard End key:

a. Click on any cell in column E with a value.
b. Click the End keyboard key and then the down arrow key.
c. Excel should bring you to the end of the report in column G.

The | ast cel
I —l.DSSDlE-lﬂI
value as: =

shoul d

group Number the comma option:

cont ai

n al

fe | =SUM(F9:F209)

gnélts f or mul a

To improve the format of this cell, select the Excel Home tab and within the



General "
$ - % o5l 5%

Number ]

The value in the trial balance total should now display as: |j| To return to the top of the report,
click at the same time: Ctrl + Home from the keyboard.

6. Notice the current report contains accounts with zero amounts. One way to not display these rows
is to use the F9 Zero Suppress command. First, select the range of information to suppress T one way is to
highlight the entire column F. Click the F9 Ribbon tab and within group F9 Tools, select Zero Suppress
and then Zero Suppress Rows from the dropdown.

@ Zero Suppress © Eﬂ
#2% | Zero Suppress &Il
ﬁ Zero Suppress Rows

J]j' Zero Suppress Columns
Undo Zero Suppress

The F9 report should now display just rows with amounts. Notice the rows with zeros have been hidden in
Excel. To redisplay the rows at any time, simply highlight the area and select Undo Zero Suppress.

7. Rename the worksheet containing the F9 trial balance report to: Trial Balance 1.
File
8. Save the workbook as F9 Tour.xlsx by selecting the Excel 2010 File Tab g (or Excel

{ O
2007 button “~* ), Save As, Excel Workbook.

Notice the default extension in Excel is now .xIsx; this means the file is stored in XML format which will

be approximately 60 per cent smaller in size from the same report savedasan xIlsf i | e, whi ch i s Ex
previous binary output.

There are many other benefits to saving Excel files to the new XML format such as improved stability of
files with | ess chance of corruption issues; in additi
applications programmatically and is the industry standard for web-based communications.

3. A More Dynamic Trial Balance

In the first example, F9 Table output the most basic report with just values in the rows and one subtotal at

the end. Next, we will generate the same report with dynamic report controls and F9 formulas to return
descriptions and values across all account rows.

1. First, we will ensure F9 is setup to create report dropdown controls. From the F9 tab, group
= i ;o
Options, select F9 Add-in Options [0 #dd-in Ostions |
¥ Always Calculate Fundions
[¥ Create F9 Report Controls
I~ SupportMultiple Topics on SharePoirt

[T showSegment Descr pdons
Function Timeout (seconds); |3C'-C' vl

Colaor Scheme
’7(" Auto (¥ Blue (" Silver  Black

0K Cancel




Ensure Create F9 Report Controls is selected and hit OK. We will see how this works with a new report
created by F9 Table.

2. Back to the F9 Table task pane, we will make just one change within the Options tab:
a. Output: select F9 Classic Chart, GL Formulas, New Sheet
3. Click on the Find button at the bottom of the F9 Table task pane to see the results output in a new
worksheet.
A B C D E
1
2 Companies ABC
3 |Years Izﬁlﬂ _I ~
4 (Types ACTUAL
5
6 |Accounts: J(*HF)
7
B Periods January
9
10 Account |~ | Description * |Account Category [ = | Amount January 7
11 100-00-00 Cash on hand Cash 500.00
12 100-00-A | Cash in Trust Fund Cash 0.00
13 101-01-00 (Cash in bank - Reg. checking Cash 25,182.44
14 101-02-00 |Cash in bank - payroll Cash 0.00
15 101-03-00 Cash in bank - savings Cash 303,139.97
16 105-00-01 Accts. receiv. - East Warehse Net A/R 311,660.67
17 105-00-02 Accts. receiv. - West Warehse Met A/R 169,373.10
13 110-01-00 Mote receivable Other Rec. 10,000.00
19 111-00-00 Other Receivables Other Rec. 0.00
20 115-00-01 |Inventory - East Warehouse Inventory 1,775.54
21 115-00-02 Inventory - West Warehouse Inventory 6,885.960
22 115-00-03 |Inventory - Central Warehouse Inventory 146,360.47
23 115-01-00 Inventory-Miscellaneous Inventory 0.00
24 116-00-00 |Inventory-Scrap Inventory 0.00
25 117-00-00 Inventory-Repairs in Process Inventory 0.00
4, There are two differences in this report. First, F9 report dropdown controls are created for easy
selection.

a. Change the year to 2009 and click Shift-F9 to recalculate the trial balance; values for all
account rows update automatically. How this is done is with F9 formulas that are based on
a number of different filters and parameters.

b. Change the period in column E to February and recalculate again. F9 recognizes
accounting like phrases to retrieve period balances.

The second and most significant change is that F9 formulas have been written to control the results
returned for all rows with accounts. This makes the report dynamic; change a reporting filter such as Type
and values change with recalculation; post transactions to the GL and recalculate an F9 report to see new
values automatically. No recreation of your report required.

a. Edit the account specifier in cell B11; change it from: 100-00-00 to: 100-*-*. Click Shift-F9
to see the new period total for the account grouping. This is one example of how to
combine multiple criteria within F9 formulas.

b. Delete the rows of accounts we just combined. Your trial balance total should once again
be zero as expected.

c. Save this worksheet tab as: Trial Balance 2 and save your entire workbook also.



d. Now that we have created a more dynamic Trial Balance report that can recalculate with
different results when a report filter such as the Period changes, we will want to start
learning the how F9 formulas work to create flexible reports of any nature.



[I. The Fundamental F9 Formula

The GL Function is the fundamental F9 formula as it links any cell in your spreadsheet to any balance in
your general ledger. This is accomplished with a set of parameters that tell F9 what balance you would like
returned. The syntax of the GL formula is:

=GL(Account, Period, Company, Year, Type)

Where: Account is the GL account(s) specifier
Period is the fiscal period(s)
Company is one or more company specifiers
Year is the specific fiscal year
Type is the actual or budget type

Write this formula down; in fact write it down twice, as it is the core of all F9 Reports.
The GL formula does not require all 6 parameters, so if your accounting system does not support
currencies, you do not need to enter this specifier.

In many instances you will want your balances to be returned as negative values. To do this, simply use
the = NG L ( fuaction in place of the GL function. The parameters of the NGL function are identical to the
GL function.

1. The GL Function

1. Open the F9 Tour workbook, and select the Trial Balance 1 worksheet tab.
2. Unhide the zero suppressed rows to work with all accounts. Select the entire worksheet by clicking
on the upper left corner:

] FO Tourxls
A

1

Next, from the F9 tab, select Zero Suppress and Undo Zero Suppress.

3. Cell E9 should contain your first period amount. Click on cell E9 and you will see that although
there is a value in this cell, there is no formula. The true strength of F9 is rooted in F9 formulas and the
ability of all spreadsheets to use absolute and relative cell references so that they can turn on a single cell.
4, In cell F9 type the GL formula, substituting the appropriate cell reference for each parameter of the
GL formula. In the example below, as in your sheet, the GL Formula will be:

=GL(B9,F8,B2,B3,B4)
Where: B18 is the Account number
El11 is the Period
B2 is the Company
B3 is the Year
B4 is the Type

10



SUM v (0 ¥ « Jfe| =GL{B9,F8,B2,83,84)

A B C D E F G
1
2 |Companies [ABC
3 Years 2010
4 |Types ACTUAL
5
6 |Accounts:  (*}(*)(*)
7
8 Account Description Account Category Origin
3 [100-00-00] cash on hand Cash Balance Sheet |=GL(89,F5,82,83,54]
n 1NN-NN-A [ Fach in Triet Enind i"ach Balanra chaaot n

ENSURE THAT YOUR CELL REFERENCES ARE CORRECT and press F2+Enter to calculate the cell. If
the formula is correct, the cell will return the same value, but it will now be based on an F9 formula.

As you will notice, none of the other values below cell F9 have changed. This is because they are not
formula based. Don't worry, though; you do not have to type the GL formula again if you use the correct
Absolute and Relative cell references and Auto-Fill.

V Absolute and Relative Cell Referencing

By default, a formula you create in Excel uses Relative cell references. This means that if you copy a
formula, Excel will automatically adjust the cell references in the copied formula to refer to different cells,
relative to the position of the original formula. So, if we copy this formula from cell F9 to cell F10, all row
references will change by one row. This formula would then be: =GL(B10,F10,B3,B4,B)

In the new formula, the Account specifier (B10) is correct, but the Period specifier is now cell (F9), which is
obviously not correct. In fact, the Company (B3), Year (B4), and Type (B5) are also incorrect now. To copy
this formula correctly, we will have to ensure that Excel does not adjust the cell references when we copy
the formula. This is called an Absolute reference and is accomplished by placing a dollar sign ($) before
the parts of the reference that should not change.

1. Click on cell F9, and in the formula bar (located at the top of the spreadsheet, above the column
names) move your cursor to the beginning of the Account reference (B9).

| =GL($89,F8,52,83,54)|

2. Press F4. Each time you press F4, Excel toggles through the combinations: absolute column and
absolute row ($B%$9), relative column and absolute row (B$9), absolute column and relative row ($B9), and
relative column and relative row (B9). We will want the Account reference to change as we copy down
rows (relative, no $), but not across columns (absolute, $). Press F4 until the Account reference is $B9.
You can also add the $ symbol with the keyboard.

3. We will not want the Period reference to change as we copy it down rows, but we will across
columns (relative column and absolute row). Make the Period reference F$8.

4, The Company, Year, Type, Structure Code, Currency and Functional Currency cell references
should not change when we copy the formula down or across the report, so make both the column and row
references absolute as: $B$2, $B$3, $B$4.

5. Press Enter to complete formula edit.

The formula should now be: =GL ($B9,F$8,$B$2,$B$3,$B$4) and is ready to be copied down all of the
account numbers.

11



V Auto-Fill

1. Before we copy the new F9 formula to all the rows below, go to the last row and insert a blank row
between the Total and the last account. We will see why this is required once the Excel Auto-Fill
completes. Select Ctrl-Home to return to the top of the report.

2. Click on the cell with our first GL formula, (F9). You will see a fill handle which is located at the
bottom right of the cell when it is selected. Move your mouse over the fill handle, and your pointer will
become a crosshair.

———1

F1l Feardia

3. Double click the fill handle. The formula will now copy down all rows that have an adjacent value in
Column D. If there is no value in Column D, or if your version of Excel does not support this feature, simply
drag the formula down by clicking and holding the left mouse button over the fill handle and dragging the
formula until the last row with an account number is selected.

4, Click on any cell in your spreadsheet. You will notice that all of the cells have the same value as
cell F9. This is because the sheet is set for manual calculation. Press F9 to calculate the workbook, and
the values from your GL will populate the report.

2. The DESC Function

We will now want to make the descriptions in this report formula-based so that when you edit an account
number it will return the appropriate description.

In F9 there are two formulas for returning account descriptions, these are the =DESC Function and
=SDESC Function. DESC returns the account description for the full account code. If the DESC function is
used on a range or list of accounts, it returns the description for the first account found in the range or list.
SDESC produces the descriptions associated with the individual segments of the account code. In short,
the DESC is used to return the Natural Account description and SDESC is used to return the Sub-Account
description.

The syntax of this formula is the similar to the GL function with less specifiers:

=DESC(Account, Company)
Where: Account is the GL account(s) specifier
Company is the specific company

12



3. The SDESC Function

The syntax of this formula is:

=SDESC(Segment, Segment Number, Company)

Where: Segment is the GL segment specifier
Segment No is the segment position
Company is the specific company

Segment Number always contains the number of the segment you wish a description for. The first segment
iS Ill.ll

Make the descriptions in this report formula based

1. Make cell C9 active and ensure its format in Excel is General. Right-click and select Format
Cellsé Click on category General and hit OKk.
2. In C9, enter the =DESC formula, referencing the appropriate cells for each parameter

[=DESC(Account, Company)]. Press Enter and recalculate this cell (F2 + Enter). If the description is not
returned ensure that your formula is correct i.e. =DESC(B9, B2).

3. Give the parameters in this formula the correct absolute and relative cell referencing. The DESC
function should now be defined as: =DESC($B9, $B%$2).
4. Copy the formula down using Auto-Fill so that it covers all accounts. Ensure that you entered the

correct absolute and relative cell referencing and recalculate the current sheet (Shift +F9).
5. Save the workbook file.

The F9 report now recalculates dynamically and contains formulas to return period balances and account
descriptions. If you look at tab: Trial Balance 2, you can compare the formulas F9 created automatically
from F9 Table with Output as Formulas i they should look identical.

lIl.  F9 reports

1. Report Creation with GL Paste

F9 can generate a properly formatted GL function easily for you via the Inquire and GL Paste command.
GL Paste is useful if you need to create reports with specific segment filters or groupings such as by
Segmentl as well as a good first step to creating your own formatted report with the most flexibility.

GL Paste creates the first GL formula in a new worksheet along with all required parameters properly
referenced with the correct absolute and relative cell referencing.

1. Click on the Sheet 1 Tab and rename this sheet to: GL Paste.
2. If the F9O Table task pane is displayed, close this first.

3. From the F9 ribbon, choose Inquire and Paste. This will open the F9 Account Inquire task pane.
4. For settings, set to:

Company: ABC

Types: ACTUAL

Year: 2010

Period: January

Main: type 1*

Department: type *

Location: type *

13



5. Next, select Get Balance to review the total for accounts 1*-*-*;

I F9 Account Inquire v
Companies: ?
ABC |
Types: Years:

AcTuAL w2000 ~|

Periods:

‘Januan‘ ﬂ

Main:-

B Bl
1 Department

I =l

Location:

I [

Balance:
1377099.67 GetBalance |

Create GLFunction by:

Period - GL Paste |

ﬂ [~ ReverseSign [T NewSheet

6. Next, we will paste F9 formulas to the active worksheet. Set the active cell to Al as GL Paste will
start at the current active cell.
7. From the F9 Inquire tab, click the GL Paste button. You will see the beginnings of a new report

with F9 report dropdown controls, a GL formula properly parameterized and also a DESC formula written
to return account descriptions.

A B C D E G
1
2 |Department: *
3 |Location: ®
a4
5 |Companies: ABC
6 |Years: 2010
7 | Types: ACTUAL
8 IJEIHUEIEE -l b
3
10 |1* Cash on hand  1,377,098.67
11
12
13
8. Place your cell pointer on the period January. Notice it is also a F9 dropdown control and contains

many of the typical period specifiers F9 recognizes. Drag this control across to 2 more columns i the
month automatically changes for you and the dropdown control is also retained.

o

January February Il‘ﬂarch _I'

=i

e

Cash on hand | 1,377,099.67

14



9. Select the cell with the account description and notice a =DESC( ) was written.

10. Select the cell with the GL amount. If the amount is negative, you can change the name of the F9
formula to =NGL to have F9 return the amount as a positive amount. Notice this GL formula contains one
additional enhancement, the F9 BSPEC( ) function which stands for Build Specifier.

|=GL(BS:‘EC-:SL‘«LE,SBSE,SESB],ESE,:' '::'_:JEE-E.",SE‘E?]

11. BSPEC is used to separate the full account into separate segments to be filtered in your F9
reports. For example, you may need to return balances for a list of Locations as opposed to just one or all.
BSPEC makes combining segment groupings and filters easy. An example will illustrate this further:

a) Go to cell B3 and select Location 00. Hit F9 to recalculate and note a new amount returned.

b) Go to cell B3 and Right click to select F9 Control List. In the F9 Control List window select both
values 00 and 02. Hit F9 to recalculate again.

c) Set the active cell to the period amount returned and select Drilldown from either F9 Ribbon or

the Right click menu. Select different Drill By criteria including Location and hit the Drill button to view the
different results. Click on any cell in Excel to return to the report.

12. Next, we will expand the report created by GL Paste by adding more rows.

2. Lists

The primary role of the Lists feature is to save time manually entering data that already exists in your GL.
The List feature typically allows you to enumerate:

Segments (used most often)
Companies
Budgets
Lists
Periods
Years
1. From the F9 Ribbon, click on Lists; 55 2 Lists
2. Select Segments under Available Lists.
¢ Inthe List Segment drop-down, select Main
e Inthe Where drop-down, select Main
e Inthe Is field, type 1*
3. Ensure Generate Descriptions is unchecked
4, Click Send To Clipboard, press OK w h e the Liist was Sent To Clipboardomessage appears, and
Exit the Lists window.

15



% F9 [MAS90] Fx

Lists ]@ Mairtain Financial Emtiles]

Compary: ‘AEEAEEEDmpany j
Budget [ACTUAL | e |00 |
Available Lists
+ Segments " Budgets " Periods
 Companies ™ Lists ™ Years
Lizt Segment: where: le:
‘Maln j |Ma\n j ‘1* j

[7 Transpose List?
. Send to Clipboard
[ Generate Descriptions?

ak, Cancel ‘ Apply | Help |

Next, we will want to paste this into the sheet and finish the report.

1. Select the cell that contains your first account number (Cell A10) and select Paste (Edit | Paste).
This will paste in all Accounts within the range.

2. Click on the GL formula in E10 and drag it to the other columns F10 and G10.

3. Next click on the cell with the description, D10 and highlight cells: D10 to G10.

4 Using your mouse, drag the selection down rows with accounts.

5 Hit F9 to recalculate the new results.

6 Auto-Fit the description column if necessary to expand its width for display and save the report.

A B C D E F G
1
2 |Department: *
3 |Location: 00,02
a
5 Companies: ABC
6 |Years: 2010
7 Types: ACTUAL
3 January February March
9
10 |'100 Cash on hand 500.00 500.00 500.00
11 |'101 Cash in bank - Reg. checking 328,322.41 563,867.34 372,233.14
12 |'105 Accts. receiv. - West Warehse 169,373.10 35,427.79 139,059.17|
13 |'110 Mote receivable 10,000.00 10,000.00 10,000.00
14 |'111 Other Receivables 0.00 0.00 0.00
15 |"115 Inventory-Miscellaneous 6,885.96 7,180.23 7,489.22|
16 |'116 Inventory-Scrap 0.00 0.00 0.00
17 (117 Inventory-Repairs in Process 0.00 0.00 0.00
18 |'118 Inventory-Repairs Clearing 0.00 0.00 0.00
19 |'120 Prepaid insurance 0.00 0.00 0.00
20 |'125 Prepaid advertising 3,050.50 3,050.50 3,050.50
21 |'130 Prepaid income taxes 0.00 0.00 27,750.00
22 |'150 Land 95,000.00 95,000.00 95,000.00
23 |'155 Buildings 236,805.53 235,277.75 233,749.97
24 |'160 Furniture 16,864.47 16,704.46 16,544.45
25 |'165 Office and computer equipment 24,791.71 24,083.38 23,375.05
26 |'170 Warehouse eguipment 7,193.18 6,987.68 11,982.18
27 |'175 Trucks 13,933.63 12,666.94 11,400.25
28 |'180 Rent deposits 2,000.00 2,000.00 2,000.00
29 |'185 Workmans' comp. deposit 500.00 500.00 500.00
30 |'195 Software costs (net) 2,082.50 2,023.00 1,963.50
31

You can use the features of Excel and F9 to make this report exactly how you wish. Add sum formulas,
change single account specifiers to ranges, add a variance column to compare the current year versus the
past year, make graphs and charts. These are all benefits of creating your financial reports with F9 directly
within a spreadsheet application as powerful as Excel.
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3. Report Wizard

Report Wizard is available to step users through defining report dimensions such as: rows, columns, and
the control area, and writes a fully completed F9 report with dropdown controls and F9 formulas for you.

Select or change any of the dropdown controls to calculate new results easily. The initial report can be
expanded upon since F9 formulas are written with the correct cell referencing for all parameters.

Create an Actual versus Budget Report:

1. Select Sheet 2 as the active worksheet and close the Inquire task pane, if open.
el
2. From the F9 Ribbon, select Report Wizard: =
3. Resize the Report Wizard task pane to increase its display by dragging its border on the left
towards the active worksheet.
4, Pick ABC for Company and hit next.
5. For the Row axis, select Main in the upper window. Next, highlight all accounts that start with 5*
and hit the >> button to move to the selected window.
6. Select Total and >>. Hit Next.
7. For the Column axis: select Periods in the upper window. Select Description and >> to move to the

selected window. For Periods, select This Month and >> and then This Month Budget and >>. Select
Variance and >>. Hit Next.

8. For the remaining axis, select Year 2010, Types ORIGINAL, and * for the Department and
Location fields. Hit Next.

9. Under Format, enter a title such as: Actual vs. Budget Report.

10. Select checkbox to Zero Suppress the report,

11. Choose the F9 Conditional Format output and hit Finish.

=]
& | F9 Report Wizard v X

Step 5 - Format Report

The final step allows vou to choose a color and design format far your
report as well as other presentation options.

Select Report Design Format
|F9 Conditional Format j

Feport Title

|A|:1ual ws. Budget Report

Fewverse the sign of account balances, i.e. display CR
balance as positive and DR balance as negative

Zera Suppress the repart, i.e. Hide rows/columns
containing only zeroes
Additional Farmatting Options
[ Create New Spreadsheet
I Show Gridlines
W Show Data Bars
I Create Details Outline

12. Use Auto-fit to resize the resulting report columns.
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1

2

3 Companies ABC

4 EH] Types QRIGINAL

5 Years 2010

6 Periods Horizontal

7 Main vertical

3 Department *

9 Location *

10

1 Actual vs. Budget Report

13 Description This Month This Month Variance
14 500 Other expenses (history) P 54,2808 [ 51,300.00 [ 2984.08
15 505 Clericol salaries B s1,557.37 B s1,20000 | 35737
17 508 Holiday pay I d12a3s | sp00 | 12438
19 510 Payroll taxes I sn7o0 B s7o0o0 179
20 515 Building maintenance Fs1,27530 B s70000 [ 5753
22 520 Depreciation expense I 349073 | s0.00 | 430.73
23 525 Equipment maintenance [ s1as6.85 [ s100.00 | 1356.88
24 530 Insurance expense I s713.97 Bs2,100.00 |-1386.02
25 535 Warehouse supplies [s1,03629 [ ss00.00 [ 53629
26 540 Telephone expense I s939.44 [ s1,200.00 | -260.56
27 545 Utilities Ps3a760 | sso000 B 23476
28 555 Rent Bi3.935.57 Bio,s30.00 [ 3106.57
29 560 Truck expenses Fs6,285.27 [ ss00.00 [ 5586.27
30 565 Miscellaneous expense [ sasa7z | sio000 | 15473
31 Total  Total 652125 [B20,230.00

Rename the tab to: Report Wizard and save the report.

4. Sales Report with Filtering

The next example will create a F9 report in the form of a dynamic Excel 2007 table with filtering. Tables in
Excel 2007 offer many new advantages including dynamic formatting, formulas, filtering of one or more
columns to collapse and expand information, as well conditional formatting and KPlIs.

F9 Table creates financial table reports for enhanced analysis and business intelligence.

1. From the F9 Table Report task pane, select the Source tab.
a. Forthe Main segment, type: 4* and other segments: *.
b. For Period select: January, Type ACTUAL, Year 2010
2. Select the Options tab and change:

a. F9 Chart: Include Account Code, check Segments in Separate Columns

b. Output: unselect Classic Chart, Paste as GL Formulas

c. Formatting: Uncheck Add Total Row, check Add Conditional Data Bar, Table style:
Light 11 (green)

3. Click on the Find button at the bottom of the F9 Table task pane to see the results output in a new
worksheet.
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G1Ll hlL - fe | =GL(BSPEC(SK11,$C11,5D11),GS8,5852,5653,5854)

A | B | c | b | E F G
1|
_ 2 |Companie ABC
i\’ears 2010
_4 |Types ACTUAL
5|
6 |Accounts: (4%)(%)(*]
7|
8 | Periods January
9 |
10| Main B3 Department B3 Location B3 Description B3 Account Category B Amount January [E2
11| 400 01 ] Distribution sales (history) Sales 0.00]
12 400 01 01 Distribution sales - East Sales -236,917.92
13 400 01 02 Distribution sales - West Sales - -122,012.60
14| 400 02 00 Service fees Sales [ 0.00
15| 400 02 01 Service fees - East Sales B 7,516.06
16| 400 02 02 Service feas - West Sales Y 3,057.97
17| 400 03 00 Freight charges Sales B 0.00
18| 400 03 01 Freight charges - East sales R 501073
19| 400 03 02 Freight charges - West sales B 5 36159
20| 425 oo 0o Returns & allowances Sales - 0.00
21| 425 0o 01 Returns & allowances - East Sales - 3,945.22

If the amounts that you expect to be positive are negative, i You can be quickly change them by going to
the first cell with an amount and editing the formula.

1. Goto cell G11.
2. Hit the F2 key to edit the formula.
3. Change =GL to =NGL and hit Enter.

All formulas below the first in the F9 table are automatically changed. This is one of the advantages of
Tables in that Excel provides extra intelligence to manage its own content.

Filtering:

Notice there are a number of rows with all zeros. Within Tables, one can filter on different criteria over one
or more columns very easily.

1. In column |, select the down arrow at the cell that displays its heading, Amount January.

2. Uncheck the item for zero values (0)
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- Sort Smallest to Largest

il Sort Largest to Smallest

Sort by Calor
iﬁ Clear Filter From "Amount January

Filter by Colar L4
Mumber Filters L4
- [#]-1,357.55 A~

-] -1,356.31
-] -1,081.67
o] -822.78
-] 0.00

-] 2,361.59
-] 3,957.97
-] 5,019.73
-] 7,810.00
-] 122,012,680

e e B ol = T B I e

i Ok i[ Cancel J

Note a filter icon displays to the right of January to indicate a filter is active for this column.

(ABC
2010
ACTUAL

(4%)(%)(%)

Periods January

Main B3 Department B2 Location B3 Description B3 Account Category B2 Amount IELTTETRY
400 01 01 Distribution sales - East Sales P 23691792
400 01 02 Distribution sales - West sales B 122,012.60
400 a2 01 Service fees - East Sales - 7.816.06
400 02 02 Service fees - West Sales - 3,957.97
400 03 01 Freight charges - East Sales - 5,019.73
400 03 02 Freight charges - West Sales - 2,361.59
425 0o 01 Returns & allowances - East Sales . -3,945.22
425 oo 02 Returns & allowances - West Sales - -1,356.31
450 01 01 Purchases - East Cost of Sales l -54,727.32
450 0 02 Purchases - West Cost of Sales l -46,109.96
450 02 01 Freight - East Cost of Sales - -2,434.79
450 02 02 Freight - West Cost of Sales - -1,081.67
450 03 o1 Warehouseman payroll - East  Cost of Sales . -30,280.99
450 03 02 Warehouseman payroll - West  Cost of Sales . -7,292.36
450 04 01 Serviceman payroll - East Cost of Sales - -1,857.55
450 04 02 Serviceman payroll - West Cost of Sales | B -822.78
Tatal -218176.9




Another filter might be to display certain Segments. Click on the dropdown for Department and select just
Segment 00 and 03. The report will now display the subset requested.

A B C D E F G H

1

2 |Companie AB

3 |Years 281%3‘

4 Types ACTUAL

5

6 |Accounts: (4%)(*}(*]

7

8

9

18 400 03 01 Freight charges - East Sales | 5,019.73
19 400 03 02 Freight charges - West Sales | 2,361.59
21 425 00 01 Returns & allowances - East Sales | -3,945.22
22 425 00 02 Returns & allowances - West Sales | -1,356.31
30 450 03 01 Warehouseman payroll - East | Cost of Sales | -30,280.99
31 450 03 02 Warehouseman payroll - West  Cost of Sales | -7,292.36
36 Total -218176.92

wa
==l

Rename the tab to Sales Report and save the workbook.

Because the contents of the table report contains F9 formulas, the financial information returned is
dynamic and you can select or change the F9 control area and recalculate for new reports. In addition, it is
possible to expand on the table with new columns for additional periods, for example.

Custom filters can be created to track values or results for a specific business need. Experiment with F9
Table to view different types of results and explore more into the new functionality for Excel 2007 tables.

5. Pivot Table Report

The next example will create an F9 report in the form of a dynamic Excel 2007 pivot table. Pivot Tables in
Excel 2007 offer many new advantages including dynamic formatting, formulas, filtering of one or more
columns to collapse and expand information, as well conditional formatting and KPlIs.

F9 Pivot Table Report creates financial pivot table reports for enhanced analysis and business intelligence.

1. From the F9 Pivot task pane, select the Source tab i this tab basically describes what data to
populate the Pivot table with.

a. For Years check both 2009 and 2010.

b. For the Account, type:4*, and other segments: *.

C. For Period select: Year to Date
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I F9 Fivot v x
Source l Options ]
Companies: ?
5T
<
CHs
Types: Years:
BUDGET3__ .,_
ORIGINAL % | |[w] 2010
Period:
|"r'ear to Date ﬂ
[~ UseWhole Account
3 Main:
4 =l
Department
Location:
2. Select the Options tab i this is used to provide more detail on how the Pivot table content will be
managed:
a. Check Segments in Separate Columns
b. In the Create supporting amounts as: dropdown select NGL Formulas
C. Check: AutoFit Pivot Table Columns
d. Check: Recalc/Refresh in Manual
| F9 Pivot v x
Source Options l
v SegmentsinSeparate Columns
[v Include Description
[~ Incude Account Origin
[~ Prependthe Account Codea’
[~ Skip Accounts Showing all Zeros
Create supporting amounts as:
|NGL Formulas j
Destination:
(¢ Mew5heet
(" CursorPosition
i | [v AutoFitPivotTable Columns
| Recalc/Refresh in Manual
3. Click on the Create Pivot Table button at the bottom of the F9 Pivot task pane to have an initial
Pivot Table report generated.
4, To calculate values, click anywhere inside the Pivot report and then right-mouse click and select

Refresh.
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5. The results should look similar to:

LaEStian [l -
D epartrnent (Al =

~ | Penod =
- 2009 2009 Total

Sum of Amoun Years
- 2010 2010 Total

Main ~ |Year to Date Year to Date
400 1,26803034  1.288.030.34 2.190,052.08 2,190,052.08
425 -18.044.32 -18.044.82 -2BEITAT -2 E3717
450 -535,613.80 -535,613.80 -996.348.70 -9596.3438.70
6. Note amounts are shown broken down by Year. To showcase some of the capabilities of the pivot

table, move filters to different areas using the provided PivotTable Field List task pane. For example, drag

Years to Report Filter, Department to Row Labels and Location to the Columns area:

Drag fields between areas below:
W ReportFilter 7 Column Labels
Years hd Period
Location
1] Row Labels % Values
Main - Sum of Amount -
Department w7
7. The report will display as:
3
[_ 7 Y'ears [ -
2
a Sum of Amoun Period ~ | Location -
10 -Year to Date Year to Date Total
11 Main ~ | Department = |'00 ‘01
12 =400 ‘o 290,451.41 2.032,556.89 9E4.418.43 3,287 42663
12 ‘02 3.000.00 70,965.78 3432554 108.291.32
14 ‘03 41,835 46 20,526.01 E2.364.47
15 ‘400 Total 293.451. 31 2.145.361.13 1.019.269.98 3.458.082.42
15 =425 ‘on -B1.48 32446058 11,154 46 -43681.99
17 ‘425 Total -81.48 -32.446.05 -11.154_46 -43 681.99
18 =450 '™ -162.841.40 2861037 -427 961,18 -1.119.412.595
19 ‘02 -BE5.00 23,0407 1024365 3383882
20 ‘03 284,434 .87 57 RBATI -352,023.60
l ‘04 A7 41275 -8,929.38 2634213
2z 10 -945.00 -945.00
23 ‘450 Total -164.341.40 -853.498.16 -514.722.94 -1.532.562.50
24
8. Select different Years and refresh the table for results to change. Note that you also have filters

available to you on both the rows and columns to display totals, for example, for certain Segments.
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9. Another feature with Pivot tables is drill. Select a cell with an amount and either double-click or
right-mouse and select Show Details. The details that total this amount are shown in a newly created tab.

ABC ACTUAL 2010 '400 ‘01 Rl Distribution sales (his Yearto Date 290451.3
ABC ACTUAL 2010 '400 ‘02 ‘00 Senvice fees ‘vearto Date 30004

o | e =

Experiment with F9 Pivot Table to view different types of results and explore more into the new
functionality for Excel 2007 pivot tables.

Congratulations - this completes the F9 Quick Tour!
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Appendix A: F9 Parameters and Syntax

1. Period Specifiers

In F9, the Period specifier is used to identify the period or periods for which you are requesting account
balances and uses logical, plain-English terms.

Period Specifier Description
Examples

Month 1 The first period of the fiscal year
This Month, Month |The current (usually open) period

This Month Last

Year The current period in the previous year
Last Month The period before the current period

Total for the year including the current period (applies only to P/L accounts as BS

Yearto Date, YTD accounts are returned as a cumulative balance by default)

Period 2 activity (applies only to BS as P/L accounts are returned as transactional
values by default)

September The balance for September

Quarter 1, QTR 1 |Total for the first quarter

Change Month 2

You may notice that your Balance Sheet accounts have the same value for a consecutive number of
periods (current period and all future periods). F9, following the principles of accounting, returns Balance
Sheet accounts as a cumulative balance. P/L accounts are returned as a monthly change value.

2. Account Ranges

In most financial reports you will want to return values for a range or series of accounts in one cell.

For example, to return a value for all of your cash accounts (a Natural Account code of 1000 through
1090), you would specify a range of accounts that includes all cash accounts. Let's assume that you have
a three-segment account code where the first segment of your account code is the Department, the
second is the Natural Account and the third is the Sub-Account. In this example, the Account specifier
would be *-1000..1090-*. This would return the value for all accounts between 1000 and 1090 for all
Departments and all Sub-Accounts. As you can see Wildcards (the asterisk) can be used in specifying
ranges of accounts with F9.

é‘gggilfjigtr Description Example Result
Returns all accounts, all
Segments.
otk Returns the 1101000000
Matches any character, or Segmentl for all Segment2
* set of characters regardless | 1101000000 -*-0000-*-* in the 0000 Segments for all

of length Segment 4 and 5.

1*-10-0000-000000-NM Returns all accounts that

start with a 1 for Segment2
10, Segment3 0000,
Segment 4 000000 and
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Segment 5 NM.

Returns all accounts that
have a first three characters
of 110 and fifth through tentt
character of 06 for
Segment2 000 and
Segment3 , Segment 4
000000 and Segment 5 NM.

Returns all accounts from
11010 up to and including

1101000000.. 8105100000-*-*-*-181051 for all Segment2,
Segment3, Segment 4 and
Segment 5.

Matches a single character 110? 000000-000-0000-000000-
in the exact position. NM

Indicates a range of account
segment values

Returns a balance for the

Creates a list of account 1101000000-000-00000, sum of account 1101000000

, specifiers or account 8105100000-*-*-*-* OQO-OOOOO and 8105100000
segments. with all Segment2 and all
Segment3.

**Please note that for most ranges of accounts to work, you must have Return Zero For Account Match
Not Found selected in F9 Setup.

Although these Account specifiers may seem to be able to accommodate every aspect of your reporting
needs, imagine if you wanted to create a departmentalized report for each department. Using the above
Account ranges will accomplish this, but you will have to recreate the report for each department,
reentering the appropriate account ranges, each time specifying a different department.

A very important feature of F9 is allowing you to cell reference each segment of your account code

individually, so that you can make your report turn on any segment of your account code. This is
accomplished with the BSPEC Function.

3. BSPEC

The BSPEC function expands the functionality of the Account specifier by Building the Account SPECifiers
from cell references. The BSPEC is really just the Account parameter in any F9 formula that uses an
Account parameter. The Syntax of the BSPEC is:

=BSPEC(Segment 1, Segment 2, Segment 3)

Where: Segment 1 is a cell reference to the first segment of your account
Segment 2 is a cell reference to the second segment of your account
Segment 3 is a cell reference to the third segment of your account

There can be as many Segments as your account contains.

The GL formula with the BSPEC function will look as follows:
=GL(BSPEC(Segment 1, Segment 2, Segment 3), Period, Company, Year, Type)

In any F9 formula that references an account number, the BSPEC can also be a cell reference. The
easiest way to learn the BSPEC function is to see it in use. Refer to the steps under GL Paste within this
Quick Tour as a good example.
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