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Printing Reports

.3 Report Formats » The report header at the top of the page.

In this chapter, we introduce the basic steps involved in The body (or contents) of the report.
’ selecting and printing a Bottom Line report - the actudl The footer at the bottom of the page.
-,‘3 reports are described elsewhere in the manual. Let'sThe program is preset to print your reports on plain
™= start by taking a brief look at the general structure of gaper with a standard header which can include your

: report. business name, the report title and date. It also print:
i& Each Bottom Line report comprises three areas...  Standard footer which records the page number.
-
|"',:= ‘
<= header
- area
- Balance Sheet Date :30-Sep-95 |
H; 1995 Period 9 1994 Period 9

-

| ASSETs
'.E FIXED ASSETS

w Tangible Assets 71,932.31 68,088.40

c— Investments 34,423.47 23,944.28

-

;L

il
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Fraferances

Date Format:

[ 31-Jan-98 |

[£] 4 Digit year format

Twa digit years 19[84] to 2083

Period Format: | Period Number w |

Archive Folder:

Company Logo
o BTN

® Preserve Aspect Aatio

3 Clip to Frame

Printing Reports

:-3 If you are producing documents for external use (such ...for additional impact, you can incorporate your
& asInvoices Statements Balance Sheebr Profit &
(m, LOSs Accoun), you have the following options...

business logo in the standard header. To do this, yoi
must first paste a picture of your logo into the
Preferences paneturn to Chapter 1for more details.

...for even higher quality presentations, you can u
a business letterhead instead of plain paper. If you
choose this option then, to avoid duplicating your
business name (and logo) Bottom Line only prints the
report title and date at the top of each page.

Finally, when producing ¥AT Return or VAT EC
Sales List you are able to print the details using the
pre-printed forms supplied by Customs and Excise -
you can request that Bottom Line prints the details as
copy of the actual form on plain paper.

Rock Solid

Rock Solid Limited

Balance Sheet

Date : 30-Sep-95

ASSETS

Investments

FIXED ASSETS

Tangible Assets

TOTAL FIXED ASSETS

1995 Period 9 1994 Period 9

71,932.31
34,423.47

68,088.40
23,944.28

106,355.78 92,032.68

M
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Printing Reports

=5

FHe Edit WMew 5Special Window Gepnersl Reporis
" Rock Solid &

B = 2 U

Sabex Anlyuin Balch levoiss Féperti

&r 1 Opening a Report

A

In Bottom Line, you can open a
< report in one of two ways...

-

:ﬁ EITHER, click the relevant
== Ledgericon to display itS =~ |Eciuisimieieisiniieisinieieinieininininininis G000 sttt .
s= menu names then choose
& the relevant report from the
~a, Reports menu...

OR,
i, | Sslonce Sieet double click the relevant P e
Subsidiary Balance Sheet.,. Reports icon to open its
Profil F Loss... ; ;
Subsiglerg Profit & Less... wmdow then doub_le click B e Ehece 3 -
the icon representing the iR ——
=y, | §eneral Ledger... report that you want to
Transaction List... Dragie & E
I'-..; Balched Journals... produce i m
List of Rccounts,., Frofn & Luks Bakiuey B
| Aceount Higlory... e e i:ﬂ 5
=r—1 Trial Balance... R T )
e LT Tracawchon Lt Batched ool
) VAT Aecownl... - 5
_; UAT Refurn... A comicnts g ﬁ
- L_UATEC Solos Liat.., Lishof Adewinls ot Higtery Teu Bty
‘" Once you have selected a report, you can decide what AT ﬁ . B
R
ﬂ information to include and how that information should - Wb ATIC B |,
"0 be presentedixrn the pagdo find out more. 2 =T
i Chapter 5 - 4
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-:‘:5 do apply.
- Options include...

S

& Departmental analysis: When producing a Profit &

/4, Loss Account, Subsidiary Profit & Loss, General

iy Ledger or Account History , the program is preset to

o show the overall figures. If your accounts include
departmental labels and you want the report to focus

=t 1 Report Options
i

‘;!‘ On opening a report, you see the standard Report Options panel. Options which are not relevant to your c
report are greyed out (meaning they are unavailable) — enabling you to immediately focus on those optior

Printing Reports

Report Date: Enter the date on which the report is
being prepared. For certain reports (such as Aged
Debtors or Aged Creditors ) this date is used to define
the report's contents.

Report Options ﬁ &
Report date: | 13-Aug-1997 |

= on a specific department, click the All Departments
~= check box to deselect it...

=

=
More options

Ywi

For certain reports - for exampieAT

reports, Suggested Paymentd abels - the
Report Option panel is preceded by a preliminary
selection dialog. Turn to the relevant chapter
(General Ledger, Sales Ledger or Purchase Ledg
for further information.

deaddi

i

{] ANl departments  Department | No Depart., |
O show zero balance accounts O] Show Commas

[ shows Detail (] show Pence
[ show last year's figures ] Customer Invojce
=] Show this period ] Delivery Notes

M"f

...then select the relevant
department from the
Department menu.

er)

Turn the page for further option:
Chapter 5 -5
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% Report Options (continued)

& -

£® Show Detail: When you select an Account History,

+m Aged Debtors or Aged Creditors report, the program

. is preset to save space by summarising the account
balances.

-: Select this option if you want to include a full break-
o down of the individual accounts which make up each
= Summary account balance (Account History) - or to
== include the current transactions which make up the
+= outstanding balance for each customer or supplier
«/4 (Aged Debtors or Aged Creditors respectively).

=

=

“i= Show last year's figures : A number of reports - for
"= example, Balance Sheet, Profit & Loss Account  and
= Account History
- the year to-date with those from the same period in the

previous year. If you want to show comparative fig-

R ures, click this option to select it.

E]

a
W Turn the page for further options

i

- allow you to compare the figures for

Printing Reports
Show zero balance accounts: For some reports - for
example, General Ledger, Trial Balance and State-
ments - the program assumes that you will want to
exclude those accounts which have a zero balance. If
this is not the case, click this option to include zero
balance accounts.

2o

eport Options

13-Aug-1997

[ ANl departments  Department | No Depart.. |
Show zero balance accounts ] Show Commas

C] Shaiw Detail & Show Pence

(] Show last year's figures E Customer Invoice

=] Show this period

Report date:

] Delivery Notes

Show this period: For a Profit & Loss Account
its subsidiary report), this option is set to show the
revenue and expenditure figures for the current period
in addition to the accumulated figures for the year to
date. If you want to suppress the current period infor-
mation, click this check box to deselect it.

(and
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-

+= Show budget: If you want
/4 to produce a Profit & Loss
Account (or Subsidiary
- Profit & Loss ) which

!

- compares _the actgal sales
"™ or costs with previously
2 entered budget amounts,
~a® click this option to include

R

~m Show unreconciled only:

== This option is only available
— fOr Reconciliation reports -
_"?": turn to Chapter 17 for

_F¥ further detalils.

i

« the budget amounts to date.

Printing Reports

:! Report Options (continued)

Monetary Values: To improve the legibility of monetary values, commas are used to
indicate multiples of one thousand - for example: £25,923.06.

Show Commas: De-select this check Show Pence: If applicable, deselect this
box to exclude commas from the mon- option to exclude pence from the mon-
etary values... etary values.

| Invoice Options: If you are
Aeparl Qptions M | producing Sales Invoices

Report date:  [13-Aug-1997 / | these three options allow

| you to choose what to
] an departments DapurtmaE | Mo Deparl... w | print...

[ Show zero balance accounls d&‘nm Commas Click this option to print the
] show Detail show Fence | actual invoice(s).

[ show 1ast year's figures [ Customer Invoice || Click this option to print the
I accompanying delivery
| note(s).

B Show this period |'_|'| Dellvery Noles

] Shiow budget [J Copy Invoice

Click this option to print a
C] Shiow unreconciled anly [ Pre-Printed Form | file copy (or copies) of the

Totalling : [ Wormal w | (] Headed Faper invoice(s).

Margins: Top in Bottom [0.00__Jin

Turn the page for further
| options
Chapter 5 -7




EE |
.+# Report Options (continued)
i

Report Oplions

Report dale: 13-Rug-15997

] Al departments Department | Mo ﬁgpnrl_.../w-' |

O Show zero balance accounis [ Show Comm
O show Detail

O show last year's Tigures

E] Show this period

] Show budget

O Show unreconciled only Pre-Printed Form

Totalling : | Normal w | ] Headed Faper
Marging, Tl.'IIIII.'I.ﬂl.'I | in Bottom ql]l]

ey VPV Y VPV VYT VP VTV YVEVIVFIVIVIVIVIVS

~m Margins: When using Headed notepaper, use these
3@ boxes to enter the increased margin that Bottom Line
== should leave at the top or bottom of the page. You may
= . Need carry out a test print on the required paper then,
= Il NEecessary, return to these options to make any fine
adjustments.

i

Printing Reports

Pre-printed form:  When printing Sales Invoices , this
option excludes boxes and columns assuming a pre-
printed background on special stationery.

If you are generating a VAT Return or VAT EC Sales
List, select this option when you want to print the
information directly onto the pre-printed forms provided
by Customs and Excise. When this option is
deselected, Bottom Line prints the information onto a
replica of the pre-printed form.

Headed Paper : The program expects to print reports
on plain paper with a standard header and footer. If
you are producing a document for external presentation
you may prefer to use your business stationery instead.

Click the Headed Paper option to select it. To accom-
modate the printed details on your letterhead, you
should now enter the margins as described below.

Turn the page for further option:

Chapter 5 - 8



g Printing Reports

._-r! Report Options (continued) Aeport Options ﬁ m

x : : :
Y Totalling: The Account History report is designed to Report dale: 13-Aug-1997

show the complete history of each General Ledger

-

"_:3 account, period by period. Using the pop-up menu, Al departments  Department [ Mo Deparl.. |
: you are able to show these figures in one of three O] Show zero balance accounls ] Show Commas :
- |

== ways... [ show Detail [ show Pence

5=« Normal This option presents the periodic amounts in

. Show last year's Tigures Customer Involce
& the same way as they are stored in the actual ac- O Y 9 H
~+#, counts, namely... ] Show this perlod [J oelivery Moles
+= For Balance Sheet accounts, each amount is shown as [ Show budget [ Copy Inveice
/4 the cumulative total. Whereas, for Profit & Loss ac- [ Show unreconciled only [ Pre-Printed Form
counts, each amount represents the total for each Totalling : [ Normal . | [JHeaded Paper

o, Period. Marging: Top i

1 Accumulated Using this option, the amounts for
- bOth the Balance Sheet accounts and Profit & Loss
acounts are shown as cumulative figures within each

il year.

Bottom in

Monthly If ‘t h iodi i For an Account History report, use Click OK to
= onh yt you wan to sehe € QE.”O |i'var£a |ohn this pop-up menu to specify how display the
—— [11OUGNOULyOUT accounts, choose this option to show the period amounts should be report...
™ both the Balance Sheet and Profit & Loss figures as presented

wHormal
=~ Hocumulated

& the amounts for each period. Totalling :

?‘f Once everything is the way you want it, click OK to display the report.
™ From the screen preview you can now modify the appearance and
e pagination of the report - as described in the following sections.

i Chanter 5 - 9




g Printing Reports

Ly Previewing the Report = Lol —

{!‘ Having accepted the Report Options panel, the program Static pane

= displays the report on screen. Split

__.- While previewing the report, you can return to the line

.= Report Options panel to make further changes. On Scrolling pane

™ accepting the modified options, Bottom Line re-draws

':.5 the report with the changes you have made. Totierns | Tos [l 'ifﬁ-g

1'5 In addition to the standard scroll facilities, Bottom Line
;= allows you to split the window so that you are able to ___the information in the top pane remains static while
.+a, retain the header information and column titles on  the contents of the lower pane can be scrolled in the

-, SCreen at all imes while you scroll through the usual way. To remove the split panes, simply drag th
<. remainder of the report. split bar to the top of the vertical scroll bar.
== To use this facility, drag the vertical |n addition to the vertical split bar, there is a horizontz

Sgr“t split bar (at the top of the vertical  split bar which allows you to freeze descriptions while
scroll bar) downwards to the you scroll horizontally through the figures.

required position. The window now

splits into two panes...

=
>

U

To use this facility, simply drag the horizontal split ba
to the right until it is in the required location.

e gieldli

There is an example of page controls on'the

il

Chapter 5 - 10



Printing Reports

il Trial Balance ' )
Forecast Limited Dace -30.5ap5 Split bar
( Trial Balance 1995 Feried 9
hioaiEd Caakl | DeEnoripeliom Dbt b
LY 11000 Furninure & Fitliregs: 1,001 74
LT Lficd Equiparvant T AT B
11200 Bl o W theba s S0 02
I Lad Dapraciation BT
11800 Tharer 27 A NE D
1440 Skl Leedgpr Cimslrod G T
a 14 Loomres 5, 00 00
16400 Crarriaed A& gevanl LA
AL High Isenkst Acomrd 15, 400 48
20500 P Lisdger Contrel ER T
] Acomals & Prowvipons 3,00 0
HeHn) WA T A e 21,512 7%
,45 el orparshon Tex Prevdsien 12,4302 |/
f
. "a Click here to M‘H_N -_._____,_..-
Y™ ~hanae the 501 Tabes - Dot 1210, Gl 72
) : Er Ginba - Dl 4 14,482 23
report’s typeface ——sess— | Sshes-Dupt i 5, 77000
r-.; Fio0u Lthuar invcoma - Dt 1 13,540
Lob ] R Pt il = Copr & EEE
> 0105 Far Mnterinls -Dapt 5 2,058 00
| | i
" : ] REE - |
~a# Click here to e Salarits -Ou 3 7 ETE 00
— ] H L2 ipgil] HI =D 1 4 248 4
ww redisplay the it NI Dap: ey Use the
=3 report Options T Msirl amiriie 576 48 horizontal and
¥ 10 Daprrlatian of Vehicles F T2 )
) panel and make 71400 Dapratistion of Equipnint 5 550 4% vertical scroll
=5 further modifica- | | Mo e vt e 07 facilities to view
; T M soelareous Equipnent 50 -
=~ liONS to the 00 Ibhcr Paesing Cogty Pty & the contents of
report. Geng | Fents @| the report.
i Chanter 5 - 11




Printing Reports

=L |
2 ¥ Presenting Your Report Font size and headings
L3

';’ Once you have examined the report on screen and n: When you set the font size, you are defining
3 any adjustments to the report options, you are ready tu the size for the basic information contained

.= Carry out the final preparations before you commit the in the report.
™= document to paper. These preparations include...

You will notice, however, that reports include certai

= in
-y Changing the report font and font size headings which appear as larger sizes. These

4 « Choosing the printer headings are also defined_ by the_font size but the
“& . Selecting the’ Setupoi program scales them to either twice or one and a ha
:= electing the-age -etuoptions times the specified font size.

&

i .
-, Changing Fonts

-4 One important factor which influences both the
.= appearance and volume of your report is the typeface -
== or font - that you use to present the information.

=® From the screen preview, you are able to experiment
= with the different fonts and font sizes installed on your
“= system to enhance the presentation of your report and
= alter its size. To do this, follow the steps described on
T thenext page...

o
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i1 ) Trial Balance
Forecast Limited
) Tral Balance

Rovound Code | Derodption

:a bR L] Furriture L Fitting s
10100 CHThcok: Equiiparoiind
p k] W o Wt
113 L 5 Dapristinbion
pRE ] Eharus

St . TR — 276,44
5 10 Dperecbution of Vebiobes 9278 B4
Tra0n [eperecinbion of Exquipant 5355 849

] Debvery Expanses £ 3

TE0 142807

7 -a T el el g 5 B 315550
¥ T2100 Who o Franineg Costs FATE 0

Gpions | Forts_[&[0]

(2

et Click here (or choose Fonts
"™ from the Special menu) to
e display the following

“a» dialogue...

Change Font

Font : Helvetica

Size: -Ei

-

Printing Reports

Changing Fonts

Use this pop-up menu to
select a different report
font from the list of fonts
currently installed on your
system.

EITHER, select the font size
from the pop-up menu...
...OR, type the font size in
this text box.

Click OK to accept the new

font and re-display the report.
Chapter 5 - 13



g Printing Reports

."#% Choosing a Printer When the Chooser window appears, choose your prit
@ Apart from the obvious — ensuring that your and follow any procedures appropriate to your printer
<& Macintosh is connected to a printer which is powereddriver to select and set up your printing device...
=% up and stocked with paper, it may also be necessary There | q h i
<@ tell your Macintosh which printer to use by selecting Note: T €reis nonee to.c 00S€ a prlnterl
= Chooser from the Apple menu... every time you want to print a report — only
' . . the first time you print — or when you want
To accept the settings, click here to .
: to change printers.
close the Chooser window. \
<=| About Bottom Line...
: ] | Select a PostScript Printer:
«#| (@ Rlarm Clock = | | [Featemburg ]
| [ Calculator Agp Tl v ier Epson Fit Caxtlon k \
<= | [E CD Remote —, | | | | Click the name of the
B - Choosor | 51 | | printer to be used (even i
- Control Panels Epson LD Fax Sender it is the only name listed).
- [z Key Caps ICIN Click Setup when you have
'; Pull down the Apple menu and high- ager e Lastrdet 1 ”gltjme;ctgsfg:é”ter on
light the Chooser command. You now 5?3 y ' |
" see the Chooser window which could = | it
#® look similar to this... Lagerdot Flus Lagerdribir r——— R kground Printing
= | setup... |
i ] ) 0n @ 0rf
" If necessary, SCrOll tO |0Cate the |C0n g .................................................. =
% \vhich represents the printing device that | | peeeess o mh"f.'ﬁ,;.'émw'g AppleTalk = f"ﬂ":’_e
you want to use then click to select it. O Inactive

N Chapter 5 - 14
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. Page Setup Options

; Having selected your printing device, your next
“¥ consideration is the size and pagination of the report.

.~a As you scroll through the report, any page breaks are
- indicated by horizontal or vertical slashed/(/) lines.

You are able to improve the pagination by selecting ﬂﬁee
. paper size, orientation and scaling in the Page Setup
_-= panel. To do this, follow the steps outlined here.

While viewing the report on
screen, choose Page setup
from the File menu. You now
see a dialogue similar to this...

Printing Reports

On accepting the Page Setup options, Bottom Line re

have made.

draws the report in accordance with the changes you

By experimenting with the report font and Page Setuy

eds.

Use this pop-up menu
to specify the size of
paper.

options, you can manipulate the size and appearance
the report to produce a solution best suited to your

To increase or reduce the scale of your
printed report, type the appropriate
percentage.

Save As...
Revert to Saved
$ave a Copy...
Export...

- Page Setup...

EN
i

AL
w5

Laserilriter 8.0 Page Setup

Paper:| H4'r|
Layout:[_1 Up +]

Aeduce or

Enlarge:

Orientation: Eﬂ

. & ok |

Click OK to

accept the

options. i
z Click here to
* access

additional
t@ enhancements.

Select the Portrait icon to print the report
down the page in the conventional way...

...OR, select the Landscape icon to
print the report sideways on the page.
Chapter 5 - 15



Printing Reports

'3 Printing the Report

Once you are satisfied with the appearance and pagi
tion of your report, all that remains is to print it.

-a, To send the report to your chosen printer, follow the
=, Steps outlined here...

While viewing the report on

More about printing

Like Page Setup, the print options availab
to you depends on the type of printer that
you are using. Use the Help option or turn to your
printer manual for further details.

screen, choose Print from the

EITHER, leave this option selected to

File menu. You now see a it th .
_ dialogue similar to this. . p””t} € entire report...
: N /...OR, enter the page numbers  Click here to
) *0 Type the number of / in the From and To boxes to print the
- copies you require. / print those pages only. report.
| Close #:
. 5
-:'-2' save Rs Printer; “Giltenburg”
.
== | Hevertto Spued Enples:|;l I | Pages: @ ANl C}From | | Tn:| |
Save a Copy...
ot Export... ~FApEr SOUNCE. - eeeeeey O@&tINAtIOML...,
= @ ANl O First from: [ Cassette * ] (@ Printer
“=| Page Setup.. | emaining trom:[ 1 ™ _.,| | 3 File

In this area, select the
appropriate paper-feed method.

iR gied

Leave this option selected to send
the report directly to the printer.

Chapter 5 - 16
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