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Learning Outcomes 
In this lesson you will learn how to produce reports. 

Requirements and Prerequisites 
·  None 

Video 
There are videos available on this subject. 

Overview 
Reporting on your business activity is an important subject. 
With appropriate reporting you can analyse performance of many different areas of your business 
and by knowing the past, you can improve on the future. 
 
In this topic we will be looking at the basic reporting methods, where to locate various reports, and 
how to make sure the data is consistent so that the report results can be compared correctly. 
  

Back to Top 



Reporting ____________________________________________________________________ Page 3 

 
© Copyright 2009 – The Matrix Trust�

Finding Reports 
SoEasy provides four different reporting locations. 
 
Method 1 
For Cash Book and Platform there are specific screens that provide a convenient method of 
producing reports: 
 

 
 
Arrow 1 At the Main Menu , select the Reports  button to display the Reports Screen 
 

 
 
Arrow 1 Select a report classification 
Arrow 2 Select a report with your mouse 
Arrow 3 You can select a report as a Favorite Report and then select Show Favorites 
Arrow 4 Expand the view of the report screen to include descriptions 
 
Method 2 
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For convenience, some reports are available through the Top Menu bar of a screen: 
 

 
 
Most of these reports are also available through the Reports screen as in Method 1. 
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Method 3 
Sometimes a report relates to a specific customer or transaction. In which case the report is usually 
available at the screen, 
 

 
 
In the above case we are in the Debtors account screen and by selecting Report (Arrow 1), a dialog 
appears where we can choose which type of report we would like. 
 
Method 4 
SoEasy includes many User Guided screens where you are taken through a process to achieve a 
result. 
 
Examples of User Guided Screens are: 
 

·  Producing your GST Return 
·  Processing your End of Year where you produce your End of Year reports for your 

Accountant 
·  The End of Month Procedure where you age your debtors accounts and produce statements 

 
A User Guided Screen process usually results in the production of a report. 

Back to Top 
 



Reporting ____________________________________________________________________ Page 6 

 
© Copyright 2009 – The Matrix Trust�

Reports are Date Specific 
Most reports in SoEasy are up-to-date meaning that, what ever transactions have been loaded will 
appear on the report. This can result in confusion. 
 
For example: 

1. You process your End of Month procedure, produce your statements and an Aged Debtors’ 
Report 

2. Some customers pay their account so you process the receipts 
3. Your boss then asks you for another printout of the Aged Debtors Report because they have 

spilt coffee on the original.  
4. The report you print will include the receipts and be different than the original 

 
If this is going to be an issue for you, you must establish a policy to resolve this. 
For many important reports you can save the report to a PDF (Portable Document File) on your hard 
drive.  
(For more information on creating PDF documents please review the manual Emailing Documents 
and there is also more information below.) 
 
You could also print out two copies but this can be a waste of paper. The PDF option is a good 
practice to get into. 
 
Specifying Dates 
Sometimes you can specify the dates of the report information you require. 
 

 
 
This is the Sales Report dialog where you can specify different dates to report on: 
 
Select Months (Arrow 1 and 2) 
Select the first month and the last month. This will result in a report including all transactions between 
the fist and last month (you do not need to select all months in between as they will automatically be 
included) 
 
Enter Dates  (Arrow 3) 
Enter the start and finish date of the report you require. Entering dates here will override any months 
selection that may have been made. (Date format should be 10/07/2009) 
 
Specific Day  (Arrow 4) 
Sometimes there is a button for a specific reporting day  
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Report Output 
Some Reports have the ability to be displayed on screen, printed, emailed, and exported to a spread 
sheet. 
 
SoEasy is designed to save paper so many large reports are compiled to the screen first. 
 

 
 
Here for example is the Sales Report  (Platform – Reports – Sales – Sales Analysis) 
Once the report has been compiled you can view a large range of information and perhaps do not 
need to print the report. 
 
Arrow 1  Select the Print – Export the report button and a dialog will appear providing you with  
  Options 
 
Arrow 2  The option to Export the report to a spread sheet for further analysis 
 
During the load up of SoEasy it automatically checks for Microsoft Excel. If it locates it, when you 
export a file, the file will automatically open for you when ever you export a file. 
 
If SoEasy does not know where Microsoft Excel is, the file will be saved to the \\SOEASY\EXPORT 
directory. 
 
If you have another spreadsheet program, or you have Excel but SoEasy does not find it, you can 
specify the location of your spreadsheet application. See Frequently Asked Questions later in this 
manual for the method. 
 

Back to Top 
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Print Method 
If you choose Print , in many cases you will be asked if you would like to print to the Window or the 
Printer: 
 

 
 
If you send the report to the Printer, the Report will want to print to the default Reports  printer that 
you set up at The Front Company Menu . 
 

 
 
Notes about Printers 
 

1. SoEasy attaches its self to your printer. 
 

2. If you should change your printer you must set up SoEasy to work with it or printing will not 
perform correctly. 

 
3. At the Set Printer screen you can also set up a PDF Printer. Doing so will enable you to 

email reports and save PDF files. For more information on this topic please refer to the 
Emailing Documents manual 
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Screen Print Option 
 
If you send a report to screen, in some versions of SoEasy, to print the report you will have to create 
the report again. 
 
However if you are using the Runtime System 3 version of SoEasy: 
 

 
 
(See The Front Company Menu  and look for the code RTS3), when you print to screen you have a 
variety of options: 
 

 
 

 
Arrow 1  Select the Print icon and you can choose printer settings (Arrow 2 ) 
Arrow 3  Choose which printer you would like to print the report to and select OK 
 
Note: RTS 3 is only deployed with the Network or Enterprise Versions of SoEasy.  
It does not come as a standard with Cash Book or the Small Business version. 
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Cash Book Reporting 
There are many reports available inside Cash Book and it is very important to understand that there 
are two different reporting systems automatically operating: 
 
System 1: Cash Based Reporting 
Reports on actual cash received and spent. 
 
System 2: Accrual Reporting 
Reports on transactional movement and although it will include cash transactions, the Accrual 
Reporting System will also include: 

1. Opening Balance Sheet values carried forward from the previous year 
2. Debtor’s transactions such as the closing of an Invoice (even if it has not been paid for yet) 
3. Creditor’s transactions such as the entry of a bill to pay (even if we have not paid them yet) 
4. Journal Entries 
5. Stock 
6. And some, but not all, Cash Book transactions 

 
There is a specific manual that covers Accrual System and our goal here is simply to identify that the 
two systems will generate two different reports. It is very common for people to become confused by 
the output so to help distinguish between the reports: 
 
Accrual reporting printouts state that they are ACCRUAL REPORTS. 

Back to Top 

Common Reporting 
There are a range of common reports that businesses require as follows: 

Cash Based Opening Transactions 
When SoEasy is set up or the End of Year Procedure is performed, there are values and transactions 
brought over from the previous year. 
 
These values consist of: 

1. Closing Bank account balances 
2. Closing GST Balances 
3. Unpresented Cheques 

 
These values can be reported on (and changed) by going into: 
 

1. Select Cash Book Main Menu – Set up – Open Balances  
2. Choose the Select this button to load Balances  button with your mouse 

 
At this screen you can edit the values, change previous year’s Unpresented Cheque details and 
produce a report on the settings. 

Accrual Based Opening Balances 
It is a very good idea to refer to the Accrual Manual about this subject and if you are not skilled in 
accounting, it would be best to see your accountants or consultants advice on anything to do with the 
Accrual System. 
 
To report on opening accrual values: 
 

1. Go to the Cash Book Main Menu 
2. Select the Accrual button (just under the Import Wizard) 
3. Select Set up the AGL 
4. Select Setup Start 
5. Select Report or Export 

Back to Top 
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GST Reporting 
For a thorough understanding of how SoEasy handles GST it is important to read through the 
manual, Understanding GST and if you are reporting GST on an Invoice Basis, you must be 
knowledgeable in Accrual management (See the Accrual Manual) 
 
If you have set up the correct Next GST Due Date, SoEasy will display a GST Reporting prompt at 
the Cash Book Main Menu. 

 

 
 

To process the GST User Guide, select the prompt with your mouse. 
 
If you would like to produce another GST return or report on GST, go to the Reports section and 
choose the GST report category to filter the various GST reports available. 

Back to Top 

Bank Statements 
SoEasy can produce a bank statement in two ways: 
 
Method 1 

1. Cash Book Main Menu – Reports 
2. Select the Bank category 

 
Method 2 

1. Cash Book Main Menu – Reconcile Bank 
2. At the bottom of the screen is a button “Export Full Recon” 

 
This method can export a full bank statement to a spreadsheet and is very useful for analysis and 
tracking down reconciliation issues. 

Back to Top 
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Budgets 
Budgets can be created and reviewed through the Budget system. 
 

1. Cash Book Main Menu 
2. Select the Budgets button 

 
There is a manual dedicated to budgets. Please review it for more information. 

Specific Account Transactions 
If you would like to report on a specific account code, for example Fuel (A-F); 
 
Cash Based General Ledger 
 

1. Cash Book Main Menu 
2. Reports 
3. Cash GL category 
4. Select “General Ledger” 
5. In the dialog box, choose Specific Account  – Accept  and then pick the account you wish 

to report on 
 

 
 
 
Accrual Based General Ledger 
 

1. Cash Book Main Menu 
2. Select the Accrual button 
3. Reports 
4. Select “Pick an Account Code” 

 
Back to Top 
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Displaying a Specific Account Code in the Cash Book  
 
You can also filter a specific account code to be displayed inside the Cash Book. 
 

 
 
Arrow 1 Select the Filter  button 
Arrow 2 Select the Specific Journal  option 
Arrow 3 Select which Bank account  
Arrow 4 Select the period 
Arrow 5 Select OK 
 
The specific transactions (Cash only) will be displayed. 
This method of reporting is very handy should you need to change an account code for a specific set 
of transactions. 
 
IMPORTANT: To remove the filter you must re-select a month and a bank account.. 

Back to Top 
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Business Performance Reporting 

Profit and Loss Reporting 
 
The best Business Performance Reporting comprises of Profit and Loss and Balance Sheet reports, 
also known as the Statement of Financial Position. These reports come from the Accrual System 
where the entire business is measured based upon a transactional basis. This is discussed in the 
Accrual Manual. 
 
However, for the Statement of Financial Position reports to be accurate it is very important for the 
Accrual to be set up and maintained correctly. For the average small business it can be difficult for a 
business owner, without a sound understanding of accounting principles, to enter the correct 
accounting information and generate reports that are true and meaningful. 
 
For example 
 
The Administrator produces the Profit and Loss report and hands it to the Manager 
It looks good with a Net Profit showing of $5,000 for the month. 
However, the Administrator did not receive the entire Creditors’ Invoices for the month and does not 
realise that they have a further $3,000 of bills yet to be factored in to the report. 
Result : $5,000 - $3,000 = Net Profit of $2,000 
 
Also the owner of the business made drawings of $5,000 during the month. Drawings only appear on 
the Balance Sheet and the Profit and Loss is not considering the owners transactions. In reality the 
Drawings may be considered as wages from the point of view that the owner does need paying 
something to live on and is a true business expense. 
Result: $2,000 - $5,000 = Net Loss $3000 
 
You can see from this simple example just how an Accrual System can provide bad results if you are 
not on top of the accounting practices. 
 
All that aside though, if you can learn to keep the Accrual System accurately, this level of reporting is 
invaluable and the sooner you start learning the principles, the sooner you can measure your 
business. 

Cash Analysis 
Cash Book – Reports – Cash Analysis Category button  

 
The Cash Analysis report provides a wide range of information about your Cash movements, Current 
Debtors and Current Creditors. 
This report is ideal for your accountant to prepare some accurate Statement of Financial Position 
reports and for preparing your End of Year Tax Returns. 
Most of the report is based upon actual cash movement and as long as your Bank Statement 
balances are correct, the report is accurate and includes self test information where you can review 
and resolve any issues the report finds during the build process. 
 
This report can be exported to a spreadsheet, converted to a PDF or printed.  

Cash Flow Prediction 
Cash Book – Reports – Transactions Category – Cash Flow Prediction 

 
This report will take your cash transactions and extend them through the following 12 months and 
predict your closing bank balances. 
You can edit the values by clicking on them with your mouse. 

Back to Top 
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Budget Reports 
Cash Book – Budgets 

 
Creating a budget provides you with the best proactive reporting tools. 
When you create the Budget, you get to work out what has to be achieved financially. 
As the actual values come in to the system you can generate reports and adjust budgets (and 
activities) to help you stick to the plan. 
 
There is more information on Budgets in the Budgets Manual. 

Sales Reports 
Platform – Reports – Sales Category – Sales Analysi s 
 

The Sales Reporting system can provide you with extensive breakdowns of sales by period, 
customer, product category, product, Rep. 
 
If you select a period and produce a Detailed report , you can produce a spreadsheet “Product 
dollars summary by month”  that shows you exactly what you have sold, month by month for the 
period selected. 

Debtors Aged Trial Balance 
Platform – Reports – Debtors – Debtors Trial Balanc e 

 
This report will tell you what each account customer owes by age of debt. 
It is constantly up-to-date based upon any activity such as an Account Customer’s Invoice is closed. 
This will appear against their account on the Aged Debtors Report . 

Debtors Historical Summary 
Platform – Reports – Debtors – Historical Statement  Summary  

 
When the End of Month procedure is run and you have produced your Statements, SoEasy stores 
several historical values such as what the Debtors, Creditors, Stock and Work in Progress (unclosed 
Invoices) values were at the time of closing the month. 
This is a handy report for letting people know what the value of Debtors were 3 months ago. This can 
also be identified in the Debtors Report , see next. 

Debtors Transaction Reporting 
Platform – Debtors – Receive Payments – Reports 
 

This reporting function can provide you with historical transactional information about an individual or 
all Debtors for any given period. 
For example: What were our debtors’ values as at 4/6/2006? 

Creditors Report 
Platform – Reports – Creditors – All Current Credit ors  
 

This is the report to produce for the creditors’ up-to-date values. 

Creditors Transaction Reporting 
Platform – Creditors –Reports 
 

This reporting function can provide you with historical transactional information about an individual or 
all Creditors for any given period. 
For example: What were our creditors’ values as at 31/3/2005? 



Reporting ___________________________________________________________________  Page 16 

 
© Copyright 2009 – The Matrix Trust�

Report on the Database 
The best way to report on the database is with the Marketing Wizard. 
 

Platform – Reports – Marketing Category – Marketing  Wizard 
 

 
 
The Wizard can provide a wide range of information on the database and you can perform many 
tasks with the results. 
 
When exporting to a spreadsheet you can choose what fields you would like to export. 
 

 
 
The most common fields have already been select for you. 
If you require other information, select a field on the left with your mouse and choose Insert. 

 
Back to Top 
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Frequently Asked Questions 

Q: How do I set up my Spreadsheet program to  
     work with SoEasy? 
 

1. Go to The Front Company Menu  
2. Select Options (Arrow 1) 
 

 
 
3. Select the Default Program area with your mouse (Arrow 2) 
4. Locate the application to load for the document type (Arrow 3 and 4) 

 
You need to do this on all PCs’ that SoEasy is loaded on. 
The most common application that people wish to set is Mozilla for their web browser. 
 

 
Back to Top 
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Conclusion & Summary 
Reporting is an activity that is performed frequently so remember that in most cases, when working 
with a contact, if you want to report on their data, the probability is there is a reporting function on the 
screen or in the Top Menu. 
 
When it is a global report, it can probably be found in the Reports section. 
If you are processing a User Guided Screen, the process will always provide the appropriate reports. 
 

Back to Top 
 


