
Chapter 9 - 1

Sales Ledger Reports

Reports

9

S a l e s L e d g e r



Chapter 9 - 2

Sales Ledger Reports

Sales Reporting
Bottom Line provides a set of printable reports enabling
you to provide information for the following purposes:

3. Audit
Reports

1. Invoice
Control

We have already looked at the production
of Invoices, Credit Notes and Delivery
Notes in the last chapter.  These three
reports providing the vital documentation
recognised throughout the commercial
world for sales transactions.

In addition to these documents there are
other reports which enable you to keep
track of the payment or non-payment of
invoices.

2. CustomersOnce you have built up a database of
customers, these reports enable you to
print details about them.

If your business requires a statutory
annual audit, there are certain vital
documents that an auditor needs to
follow the sequence of transactions
which have lead to the final statement of
your business.  A well documented Audit
Trail  will speed the auditor’s progress.

Whether or not your business meets the
criteria for a statutory audit, the audit
reports are a vital record enabling you to
investigate the progress of sales transac-
tions as time passes.

4. Sales
Analysis

Finally, the Sales Analysis report enables
you to record the progress of sales in
each analysis category on a period by
period basis.

Chapter 5 looked at reports in general
and how you prepare, preview and print
them.  This chapter looks at Sales Re-
ports, examining the objective and for-
mat of each of them.  We should start by
selecting and opening them…
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Opening Sales Reports
There are two ways of choosing a report — the first is
from the menu bar…

EITHER Click one of the Sales icons to reveal the
Sales  (and Sales Reports) menus.

OR, double click the Reports icon in the
Sales section of the Bottom Line desktop…

Then choose the
required report from the

Reports menu…
…to reveal the Sales Report window.

Double click
the relevant
icon for the
r e q u i r e d
report.

Notice that the Sales Ledger Reports window
lays out the reports in categories providing a
clue to each report’s purpose.
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Selecting Customers
When you open the above reports Bottom Line selects
the information available and presents it in a standard
form.  However, when looking at information from the
customer database you may want to home in on specific
categories of customers or even an individual customer.

Selecting Categories

First, lets look at how you select all the
customers in a particular category or cat-
egories…

Double click the Sales Ledger icon to open it…

Click on a category that you wish to select.

If there are additional categories, hold down the Shift
key and click each category in turn.

Click on a
customer that you
want to select.

If there are additional customers,
hold down the Shift key and click
each customer in turn.

Opening a selective report

Once you have selected the customer(s) by either of the
above methods, choose the desired report from the
Reports menu.  The report preview now appears con-
taining only those customers that you have selected.

When you open reports from the report window, selec-
tion of customer records is not available.

Selecting Individual Customer(s)

You can select one or more customers from a single
category like this…
Double click on the appropriate category to open it
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Batched Invoices and Credit Notes
The last chapter describes how you can prepare
Sales Invoices (or Credit Notes).  You will have
noticed that you can print those documents imme-
diately or click the Batch button to queue them for
printing later.  This facility enables you to concen-
trate on preparing a batch of invoices without
continually breaking off to print each one.

Once these invoices have been placed in the queue,
you are able to preview and print the whole batch
together or you can access the queue and print
individual documents as necessary.

Printing the whole batch

• Open the Batched Invoices / Cr. Notes report as
described above.

• If there are un-printed documents, the print
preview opens all of them as a continuous
report.

• Scroll through the complete batch if you need to
check what will be printed.

Invoices that have already been printed will be
excluded from the batch.

Hand picking Customer’s Invoices

You can select a specific open Invoice or Credit Note from
the appropriate customer’s account like this…
Locate the customer account as described on the previous
page then double click its icon (or name) to open it.

Double click
the Current
Transac-
tions icon
to reveal all
the transac-
tions retained against the customer’s account…

Here you will see all the current (or open) items for this
supplier.  To open an Invoice or Credit Note double click its
icon.
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Hand picking batched Invoices

You can select a specific batched Invoice or Credit Note like
this…

Double click Batch Invoices icon from the desktop window.

This Invoice
has already
been printed

Double click the required invoice

Preview and Print Invoices

Once you have opened your Invoice(s) you can
do the following as described in Chapter 5…

• Complete any appropriate Report Options.
Check the Copy Invoice box if you wish to
retain copies for your files.

• Use the Page Setup facilities to modify the
scale, paper size or orientation of all the in-
voices.

• Click the font button to choose any particular
fonts and sizes.

• Revisit the Report Options if necessary to set
any further options.

• Print the report.

Chapter 8 includes an invoice example.
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Removing outdated invoices

Once an invoice has been printed it remains
in the batch list.  You can tell that it has

been printed by the small printer icon shown next to
the invoice number (or icon).

These printed invoices remain in case you need to
reproduce them for any reason.  When you want to
clear them out this is what you do…

Click on an invoice to select it.

If you want to select additional
invoices then hold down the
shift key while you select them.

Choose Delete Item
from the Edit menu.

The program will not let you remove an un-printed
Invoice or Credit Note
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Report Options for Invoices

Use of Report Options is discussed in Chapter 5.  The
following options are appropriate for Invoices…

Delivery
Notes

When you require Delivery Notes to
accompany goods that you are invoicing
check this option so that a cross appears
in the box.  This will cause a Delivery
Note to be produced with each invoice.

Delivery Notes simply list the items and
quantities in the invoice without includ-
ing any costs.

Pre-Printed
Form

Use this option when you are using
invoice stationery which includes its own
background for the invoice.  The pro-
gram omits the boxes around the address
and items and vertical column lines —
they are shown in grey on the preview
but do not appear when printed.

This facility saves printing time when
using dot-matrix or inkjet printers.

Headed
Paper

When you check this option the program
assumes that you are using stationery
with your company name and address
already supplied.  It therefore does not
print these — but it still supplies your
VAT registration number.

Margins (Top
and Bottom)

When you use pre-printed and/or Headed
stationery you may want to adjust the top
and bottom margins in order to leave
enough space for pre-printed information
which appears at either the top or bottom
of the page. You should carry out a test
print on the required paper then, if neces-
sary, return to these options to make any
fine adjustments.

Window envelopes

The Address box is positioned to take ad-
vantage of window envelopes when you

print at 100% scale.  However, as differing printers
have differing margin sizes the box may not be
correctly positioned by your printer.  You can, of
course use the above Margin option to tinker with the
vertical positioning.
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Aged Debtors Report
It is important for you to understand at all times who
owes you money, whether debts are being paid on time
and if not, how overdue are the late payments.  The
Aged Debtors report is the one that helps you keep on
top of all that.

These columns show how much these
debts are in arrears (relative to the
credit terms entered for each cus-
tomer).

Customer Category heading.

These are
debts which
are not yet
overdue.

These are
p a y m e n t s
which have
been received
but not
allocated to
invoices.

Totals for each customer.

Name and telephone number of customer contact.

Total amounts in
each column.

Open this report by choosing Aged Debtors from the
(Sales) Report menu or double clicking on its icon in
the Sales Ledger Reports window.  Set the Report
Options, Page Setup options and fonts as described in
Chapter 5 and print the report as required.
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To prepare a report for specific customer(s) select the
categories or customer(s) as described in the section
Selecting Customers above.

Report Options for Aged Debtors

Use of Report Options is discussed in Chapter 5.  The
following options are appropriate for the Aged Debtor
Report…

Show Detail Click this option so that a cross appears
in the check box when you want to show
the details (and age) of all open items —
invoices, credit notes, receipts etc..  If
this option is not selected then the report
shows only the totals.

Show Pence If you are not interested in checking
these figures to the penny then click this
check box to de-select it.

Report Options for Aged Debtors
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Statements
The above Aged Debtors report shows you which
customers owe you money and how old those debts are.
It is important that you take steps to recover debts to
avoid running into cash flow difficulties.

One of the most important actions that you can take is
to issue statements to all your customers on a regular
basis.  Statements are vital both as a reminder to your
customers about how much money they owe you but
also as a check enabling them to keep their own records
in line with yours.

Statements would typically be issued once a month but
it may be appropriate to issue them more frequently
when credit control becomes urgent or when your credit
terms are on a shorter time scale than 30 days.

To prepare a Statement Run choose Statements from
the (Sales) Report menu or double click on its icon in
the Sales Ledger Reports window.  Set the Report
Options, Page Setup options and fonts as described in
Chapter 5 and print the statements as required.

Your VAT Number

List of all recent transactions. Cumulative balance of outstanding monies.

Summary of aged debts.

To prepare a
Statement for
specific
customer(s)
select the cat-
egories or
customer(s) as
described in the
section Select-
ing Customers
above.

Clearing up the clutter

Whenever there are two or more items
allocated to cancel each other out, you may

wish to clear them in order to remove unnecessary
detail.

To do this, choose Clear Allocated Transactions
from the Sales Menu.

You may have to print the Sales Audit reports first, so
that there will be nothing to hide from the auditor.

Two items allocated together.
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Report Options for Statements

Use of Report Options is discussed in Chapter 5.  The
following options are appropriate for Statements…

Margins (Top
and Bottom)

Show zero
balance
accounts

When sending out statements to custom-
ers it may not be appropriate if they do
not owe you any money.  As a result this
option is usually left de-selected.  If you
want to prepare zero balance statements
then check this box so that a cross ap-
pears.

Pre-Printed
Form

Use this option when you have statement
stationery which includes its own back-
ground.  The program omits the boxes
around the address and items and vertical
column lines — they are shown in grey
on the preview but do not appear when
printed.

This facility saves printing time when
using dot-matrix or ink jet printers.

Headed
Paper

When you check this option the program
assumes that you are using stationery
with your company name and address
already supplied.  It therefore does not
print them.

When you use pre-printed and/or Headed
stationery you may want to adjust the top
and bottom margins in order to leave
enough space for pre-printed information
appearing at either the top or bottom of
the page. You should carry out a test
print on the required paper then, if neces-
sary, return to these options to make any
fine adjustments.

Window envelopes

On a long statement run you may be grateful
to use window envelopes to avoid address-

ing a lot of envelopes.  The Address box is positioned
to take advantage of window envelopes when you
print at 100% scale.  However, as with invoices,
differing printers have differing margin sizes and the
box may not be correctly positioned by your printer.
You can, of course use the above Margin option to
adjust the vertical positioning.



Sales Ledger Reports Chapter 9 - 13

Customer Account Status Reports
Statements which are discussed above are designed to
mail out to customers.  You can, of course keep copies
of statements for your own files but the Customer
Account Status Report is designed for internal pur-
poses.  It is similar to a statement but shows additional
information which may be useful when reviewing a
customer’s account.

To prepare a full set of status reports choose Account
Status from the (Sales) Report menu or double click on

its icon in the Sales Ledger Reports window.  Set the
Report Options, Page Setup options and fonts as de-
scribed in Chapter 5 and print the reports as required.

Preserve Trees

The Customer Account Status report is
the one that you will require when deal-

ing with queries about customer accounts.  In a
paperless office you may prefer not to print the report
but to use the report, on-screen as the preview.

Customer’s VAT Number.

To prepare a
status report
for specific
customer(s)
select the
categories or
customer(s)
as described
in the section
Selecting
Customers
above.

Customer Details. Credit Details.

Volume of business(gross
including VAT).

List of all recent transactions.
Cumulative balance of outstanding monies.

Summary of aged debts.
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Customer List
This report is designed to provide a brief list of your
customers with their addresses and main trading statis-
tics.

To prepare a full list choose Customer List from the
(Sales) Report menu or double click on its icon in the
Sales Ledger Reports window.  Set the Report Options,

Page Setup options and fonts as described in Chapter 5
and print the report as required.

To prepare a Customer List for specific customers
select the categories or customers as described in the
section Selecting Customers above.

These figures are gross (including VAT)
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Customer Labels
This option is designed so that you can print your
customers’ addresses on adhesive labels.  The labels to
use are those which come on backing sheets and can be
pealed off individually.

You will often want to prepare addresses for just one or
two customer(s). To do this, select the categories or
customer(s) as described in the section Selecting Cus-
tomers above.

To prepare a full set of labels choose Customer Labels
from the (Sales) Report menu or double click on Cus-
tomer Labels in the Sales Ledger Reports window.

Whichever way you select the labels you will see this
dialogue which the program uses to assess the label
layout…

Enter here the number of labels across the sheet

Enter here the number of labels down the sheet

If none of the labels on the first sheet have been
used enter 1 in this box.  However if some of the
labels have already been used, enter the number
of the first label position to be printed.

Once you have set the Report Options, Page Setup
options and fonts as described in Chapter 5 print the
label(s) as required.

Numbering Labels

When selecting
the first label to be

printed you should count
first from left to right then
row by row.

1 2

3 4

5 6
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Audit Reports
When your auditor comes to call or when you need to
trace back through your sales transactions to see what
happened, Bottom Line provides you with an audit trail.

There are two reports, The Sales Day Book and the
Customer Audit Report.

1. The Sales Day Book is designed to record each
transaction in the order in which it was entered into
the accounts.  This report enables you to follow
every transaction as it happened.

2. The Customer Audit Report is designed to show
these same transactions but sorted by customers.
This report enables you to establish the sequence of
transactions for each customer.

Check Numbers

To maintain the integrity of your audit reports, Bottom
Line numbers them so that anyone auditing your ac-
counts can be sure that there is a full audit trail avail-
able.

Printing and Clearing Audit Reports

You are able to Preview and print an audit report at any
time and once you have printed it the program offers
you the option to clear the transactions that are listed on
it.  You should remember the following points about
audit reports…

• When you clear the transactions the program starts a
new report with the next number.  You should file the
numbered copy that you have printed because you
will not be able to regenerate it.

• If you do not clear the transactions then the report
number remains the same and new transactions are
appended to the end of the same report.

• Bottom Line insists that you print and clear both
audit reports before you can carry out an End Of
Period for the Sales Ledger — as discussed in
Chapter 18.
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The Sales Daybook
To prepare a Sales Daybook report, choose it from the (Sales) Report menu or double click on its icon in the Sales
Ledger Reports window.  Set the Report Options, Page Setup options and fonts as described in Chapter 5 and print
the report as required.

Report Number

Summary of transaction
values.

Once you have printed the report you are invited to
clear the listed transactions from the Daybook…

Click No to retain the transactions
listed

Click Remove to
remove the
transactions and
increment the
Sales Daybook
number.



Sales Ledger Reports Chapter 9 - 18

The Customer Audit Report
To prepare this report choose Customer Audit from the (Sales) Report menu or double click on its icon in the Sales
Ledger Reports window.  Set the Report Options, Page Setup options and fonts as described in Chapter 5 and print
the report as required.

Report Number

Customer Category heading.

Summary of transaction
values.

Once you have printed the report you are invited to
clear the listed transactions from the Audit report…

Click No to retain the transactions listed

Click Remove to
remove the
transactions and
increment the
Customer Audit
number.
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Sales Analysis Codes
Chapter 6 explains how you prepare a Sales Allocation Structure which has the twofold purpose of providing a
means of analysing your sales in detail and also of directing the sales transactions to the General Ledger.

This report allows you to list that code structure.  It lists all the codes that you have allocated and provides a con-
venient pad for you to note down any new analysis records as you expand the structure.

To prepare this report choose Analysis Codes from the (Sales) Report menu or double click on its icon in the Sales
Ledger Reports window.  Set the Report Options, Page Setup options and fonts as described in Chapter 5 and print
the reports as required.

You may want to keep
this report handy as a reference

for Sales codes when you are entering
invoices.  Notice that the items are sorted into

order of the General Ledger codes.  This means
that the sequence will make sense even if the Analysis

code numbers have been allocated in a random manner.
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Sales Analysis
This final report is the actual analysis of sales.  It is arranged so that each Sales Analysis record shows its revenues
on a period by period basis.  The analysis shows figures for two years — this year and last year.

To prepare this report choose Sales Analysis from the (Sales) Report menu or double click on its icon in the Sales
Ledger Reports window.  Set the Report Options, Page Setup options and fonts as described
in Chapter 5 and print the reports as required.  You may find that this report is more readable
if it is prepared in landscape orientation.

Analysis codes and titles

This year

Last year

Periodic and cumulative totals

Recycling Sales Results

You may wish to analyse the figures that are contained in this report in further ways — perhaps to
graph them or analyse trends from them.  For this reason Bottom Line allows you to export these

reports for use in spreadsheets or elsewhere.  Exporting data is explained in Chapter 19.

Individual cost analysis record (figures are net — excluding VAT)
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