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C- Financial Report Writer

Overview

The Financial Report Writer enables Users to create Custom Financial Statement Reports within the
Office Product. The tool functions similarly to Excel, yet is embedded within the Office Product,

allowing Live (Posted) Data to directly populate Financial Reports.
Use Cases

Users who have needs in excess of the Stock Financial Reports, are encouraged to utilize the

Financial Report Writer to create custom financial reports as needed.

Accessing the Tool

Within the Clubessential Office Product:

1) Choose Interactive Reports

2) Financial Report Writer

v+ Clubessential Office: Clubsoft Acceptance Server

Fle AccountsPayable Events Employees Generalledger Guests GuestRooms Membership POS  System  Help

Transaction Search: Q) o To club website € Help videos  +! Support Request | (@ select Theme +
Interactive Reports J % Reporting Dashbosrd (|
™ Reporting Dashboard [ Home |

Data Genie Report Overview

Display Made: Search: @

® Financial Report Writer

- Accounting Report
- Employes
£ Guest

t- Guest Rooms. All Transactions

All Transactions

Choose Financial Report Writer Alransactens

All Transactions Wi

+- Point of Sals EBalance Sheet
-Poink of Sale

- wendor Chart of Accounts

q
i
(- Membership
[
[

Chart of Accounts

Check Register
Club Inteligence
Check Register

Daily Sales
Accounts Payable
Delinquent Membe!

@ Events Delinquent Membe:
@

Emplayee Hours

Employess Income Statement

Income Statement

i

General Ledger Income Statement

Inventory On Hang

@ Guests Ttem Sales

2 Ttem Sales

Guest Rooms

Member Address L

D' Click Interactive Reports Ttems Purchased &

Member Address L.

Member Addresses

Membarship

AR

% ADMINISTRATOR(1) | % CLUBSOFT\CLUBSOFT mercury

- SERCREIrY
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Functionality - The Basics

File  Accounts Payable Events Emplovees GeneralLedger Guests Guest Rooms  Membership POS  System  Help

Transaction Search: Q o To Club Website @ Help Videos - Support Request | @ Select Ther

Interactive Reports [ ) Guest Room Dashboard H &) Manage Items H &) Manage Item Categories |[ % Reportir
a Reporting Dashboard Home

|
% Data Genie (I_L‘ [__:? ﬁ @

e. Financial Report Writer \ i T e e Help

Filename Path Last Modified

report writer kest  C:\UsershadministratoriDocumentsireport writer test.xlsx 6102016

example C:\UsersiadministratoriDesktopiexample. xlsx 6/15/2016

After launching the application, Users may choose to create a New report, Edit an existing

Report Writer report, Open an existing Excel Spreadsheet, or Delete reports on the page.

Create a New Report

+* Clubessential Office: Clubsoft Acceptance Server:

File  Accounts Payable Events Emplovess  General Ledger  Guests  Guest Rooms  Membership  POS  System  Help

Transaction Search:

Q Go To Club Website @ Help Videos . Support Request | @ Select Theme ~

Interactive Reports | [ Reporting Dashboard H ™ Financial Report Writer @]]

|® Reporting Dashboard _Lugle
a Data Genie D z _‘B ﬁ @
Help

Financial Repart Wi
® Financial Report Writer Mew | Edt  Open Delete

Filename Path Last Modified

siadministratoriDocumentsireport writer b

example Ci\UserstadministratoriDeskboplexample, xlsx 6/15/2016

@ Club Inteligence

Click “New” to create a new report.
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Interactive Reports |z| | _ﬁ Reporting Dashboard || _ﬁ Financial Report Writer |:I\
% Reporting Dashboard Home | Mew I:II|
j Daka Senie |@| |W| Insert Page Layout Faormulas Daka Review View
% Financial Report YWriter ; J‘@. Cut Calibri |:| 11 |:| “Ala (=
2y Recalculate [ Copy F =
ZL Drill Dowin : ol T e - ==
apecial 3 Clipboard Faonk u
s [v] (=]
[ 4 A | B T—— S —
1 [VEAR Tvpe
2 |PERIOD Year
3 |COMPANIES * Perfod
4 | Vaile
15 | Accounts Depadments
? Club Inteligence i

Define Sheet Settings

The area in purple shown above (Columns A and B, Rows 1-4) displays the built-in sheet setting
components of the Report Writer, and serves as the reference point (base data) for the values
displayed in the Report. The drop-down menus within the cells allow for easy customizable

population.
(4 A B G|
| 1 [YEAR i Type
2 |PERICD ¥ Year
3 |COMPANIES Perod
4| January Vaive
February
5 Accounts March
& April
7 May
— June
] July
9 August
E September
— Ochober
l Movember
12 December

The following parameters must be set in order for the Report Writer to populate data:

Year: This parameter allows users to specify the base year. Fifteen years of historical
data, the current year, and 1 future year (to assist with the Budgeting process) are

available for selection.

Period: This parameter

allows users to specify the Base Month. All months (January -

December) are available for selection.

Companies: This parameter allows Clubs with multiple Companies (within one Office
environment), the ability to report by Company or in aggregate . A single company is

indicated by a *.

By selecting desired data to populate the sheet settings in cells B1-B4, users define how the
report will generate data based on the next stage of columnar and row definitions.
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Define Row Settings

The Row Settings are in Columns A and B (beginning with row 5). The Row Settings include
Accounts and Departments and must be set in order for the Report Writer to populate data.

(Home: |[ Mew I:I‘

[[Es | Home Insert Page Layout Formulas Data Review
& Lookup '—Tﬂ o cut Calbri M1t [FJ[Ala
20! [ Capy
| e [ Paste Special B|I|U|s|H -||&-|A -~

Special 3 Clipboard Fonk

a5 [ [

(™ A | B i il E
1 [YE&R 2014 Tipe

'z [PERICD 2qril Year

3 [coMPANIES * Period

4| Vaise

s | Accounts Departments

Ea

Account Settings

The Account Settings allow users to specify the Account, Range of Accounts, or
Selected Group of Accounts for which data is requested. Users familiar with the Chart of

Accounts may type in Account numbers directly. In addition

to direct entry, Users may

request assistance (using the Lookup button, or F2), to make their account selection.

(Home | New I:I\‘

[[E= || Home Insert Page Layout Formulas Data Review
T 3 cu Caltri [ -Ala
Ll Cop
hoose Lookup, or hit "F2" r 2
Special Fl -
A5 [ (=]
(4 A I B c | o [ E
|1 |[VEAR 2014 Type
|2 |PERIOD Aaril Year
3 |COMPARMIES . Perod
T4 | Vaive
s | Accounts Depariments
& |
EX

Use Lookup screen to search for, filter, and specify accounts
are ayrailable to help with gglection.

Lookup Yalue

. Note that drop-down lists

search: R | @ Cuick Add
|52 Select all || Unselect Al | y I
“ ‘Num‘.‘ - ‘ arne ‘Rollup Ledger Categary |Ledger... [” |
D 100 Premier Bank Operating Cash & Investments Current Assets D (Select Al -
[ 1m Premier Bank Payrol Cash & Investments Current Assets [] Asset
[ 102 T Rowe Price Cash & Investments Current Assets [] cost of Goods Sold
[] 103 Premier Eank - Debt Service Cash & Investments Current Assets E Equlty
R XpENSE
[ 104 Premier Bark - Sweep Cash & Inwestments Current Assets O tneame
[] 105 Petty Cash Cash & Investments Current Assets [ Liabity
[ 108 Petty Cash - Caddy Fund Cash & Investments Current Assets ———
| ok || camcel | |
D 107 Suspense Cash & Investments Current Assets mpmmrm s
D 108 Capital Dues Current Assets Asset
[E=liirs Dues - Test Current Assets Asset
[ 120 Accounts Receivable Accounts Receivable Current Assets Asset
121 Accounts Receivable - Other Accounts Receivable Current Assets Asset
[ 122 Gas Tax Refundable Accounts Receivable Current Assets Asset
[ 123 Bad Debt Reserve Accounts Receivable Current Assets Asset
0 of 297 rows selected, Cancel |
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Check the box next to the account(s) desired, or choose “Select All” to have all
returned accounts selected.

[ Lookup value

Search:

W ‘ & Quick Add

- IﬂSeIectnlll Unselect Al

? mNumber |Name |

Premier Bank - Sweep

6 of 297 rows selected,

Cash & Investments

@ [Ledger Type] = 'Asset’ And [Ledger Category] = 'Current Assets' And [Rallup] = 'Cas

Rollup -~ ‘ Ledger Category | Ledger... ||
A 100 Premier Bank Operating Cash & Investments Current Assets Assel
' 101 Premier Bank Payrol Cash & Investments Current Assets Asset
10z T Rowe Price Cash & Investments Current Assets Asset
Premier Bank - Debt Service Cash & Investments Current Assets Asset

Current Assets

v ekky Casl ash & Investments urrent Assets ssel
[v] 105 Petty Cash Cash &I trnent: C k Asset: Asset
106 Petty Cash - Caddy Fund Cash & Investments Current Assets Asset
107 Suspense Cash & Investments Current Assets Asset

h

Investments'

Select | | Cancel |

Selected accounts will then populate cell(s) highlighted prior to Account selection. In

this case, one cell had been highlighted, so all accounts returned to one cell.

“«';j Manage Campaigns " . Guest Room Dashboard " 9 Manage Iter
'W‘" Mew [ |

) = D"] Copy =

3 B LT%' Paste Special B|I|U|s|H ~ @ i

Special El Clipboard Font

45 <[] | 10m,101,102,105,106,104
P A | B o -
1 [YEAR 2014 Type

2 |PERICD April Year

3 |COMPANIES * Perod

4 Valve

5 |100,101,102,105,106,104  Depadments

To give each Account its own row, highlight appropriate number of rows in Column A,
prior to making Account selection. Then, select accounts. Accounts will populate
individual rows as selected.

4 A | B e = . | = c | o
|L|YEAR 014 Tpe 1 [YEAR 2014 Tie
i2al PR OD il vear 'z |PERIOD spril vear
|3 |COMPARIES : Period 3 |COMPANIES " FPefod
4 Value | Vale
E Accounts Depardments s 100

15 6 101

17 |7 102 4+—

2 ¢ 8 [105

Z 3 [106

0 10104

Z E Accounts Departments
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Range of Accounts may be specified by typing “..” between the beginning account
number and the ending account number of the range. To manually specify multiple
accounts that are not adjacent to each other in the chart of accounts, separate account
numbers by utilizing a comma.

(4 A | B c |
L WEAR 2014 Tipe
2 PERIOD April Yoar
3 |COMPANIES * Period
4 | VW aiLe
5

& 100,106

=

8 0,105 Beranments

q

When a range or multiple accounts are selected, the Account Description display (if
selected) will populate based on the first account in the selection.

Department Settings

The Department Settings allow users to specify the Department, Range of Departments,
or Selected Group of Departments for which data is requested. Users familiar with the
Department structure may type in Department numbers directly. In addition to direct
entry, Users may request assistance (using the Lookup button, or F2), to make their
Department selection, and launch the Lookup screen. This may be used to search for,
filter, and specify Departments. Note that drop-down lists are available to help with
selection.

[ Home || ew @]

v Home: Insert Page Layout Formulas Data Review View Mail Merge

4, Lookup LE o o Calbri 1 “Alall[E 5] Wrap Text Text lﬂ @} '

) 1l Copy e =

2 Paste L% e B|I \U|s|H- % ~A 0 q & « (% Conditional  Format £

Special B Clipboard i Eﬂ Lonitg feLe e
b6 ] search: || W | @ Guick Add
2 il I 2 |57 Select Al || Unselect All "
| L [YEAR 2014 -
z |PERIOD April Department Number
I3 |companies e AE W Balance Shest
4 | [[]  Balance Sheet
5 []  Clearing
Eluulul,lumuq,lumus Depadments [ Dues
7 [[]  Cther Reverue
(5| [ adnin
(o []  Other Expense
m [ Clubhouse
m 60 [[]  Golf Course Maintenance
&l 20 [[]  Locker Room
[13] 5 ] Tenris
(14 | a0 [ GolfShop
15 a9 [  kitchen
a0 Food

gl : =R
15 | 0 of 23 rows selected, Caneel |

o
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Check the box next to the Department(s) desired, or choose “Select All” to have all
returned Departments selected.

[® Lookup Yalue

Search: W ‘ @ Guick Add

llg,l Select P.IIJ || Unselect all
’Department Mumber

a0 Balance Sheet

a9 [1] clearing —
4 1] Dues

5 [ | other Revenue

40 1] Admin

45 [ other Expense 3
50 [1] cubhouse

60 [1] ol Course Maintenance

70 []] Locker Room L
75 [ Tennis

2] [ =alfshap

& ] o«

a0 1] Foa

a1 Bevera

1 of 23 rows selected, | Select | | Cancel |

Selected Department(s) will then populate cell(s) highlighted prior to Department

selection.
B7 x|+
(4 A | B o —
|1 [YEAR 2014 Type
|2 [PERIOD &pril Year
3 |COMPAMNIES * LPardod
4 I afe
5
& |100,101,102,104,105,106 00

Define Column Settings

The Column Settings are in rows 1-4, beginning in Column C. The Column Settings include Type,
Year, Period, and Value, and must be set in order for the Report Writer to populate data.

|J Haorne || Mew [
v Home Insert Page Layout Formulas Data Review Wiew Mail Merge
4, Lookup % o calbri 1 AlallE=IE =8| Wrap Text Text \ﬁ
9 [ Copy
Paste -2 == =|ZE = = &0 |00 Conditional
3 L'l% Paste Special B|I|U|&|[H -2 -]A - — SIS el ) el e e Formatting
Special Fl Clipboard Font El Alignment 3 Mumber 3
= e
™ & | B P Y - TS - AU T 1 | p— | —
L [vESR 2014 ~ Twe
2 |PERIOD April Year
3 |COMPAMIES i Perod
4 \ arfse
5 Accounits Departrments
6 (100,101,102,104,105,106 00
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Type Settings

The Type Settings include Actual or Budget, and may be selected from the drop-down
arrow located on the right side of the “Type” cell. The Type Setting must be specified
before Year Setting can be designated.

Year Settings

The Year Settings displayed depend on the Type Settings selected. For Actuals, Years
will display up 15 historical, previous, and current. For Budget, Years will also display

one future year.

[ 4 A | B | C
1 [YEAR 2014 ACTUAL [+]
2 |PERIOD April
3 |COMPANIES * gﬁgzé#
4 | o= T
5 i

& | B

C

YEAR 2014
FERICD April
COMPAMNIES *

100,101,102,104,105,106 00

Accoumts Departments

B (B Ee | | I R |BR E° |E g |

Period Settings

ACTULAL
Previous Year

<]

2]l

Current Year
Previous Year
2017
2016
2015
2014
2013
2012
2011
2010
2009
2005

(<]

Period Settings include Months, Quarters, Days, or Year to Date. To see all options, scroll

down on the options scroll bar.

100,101,102,104,105,108 00

Accounts Depantments

e e
I I [ 15 I B [ R

Zurrent Period
Previous Period
Current Period ¥TD
Cuiarter 1

Cuarter 2

Cuarter 3

Cuarter ¢

January

February

rdarch

april
Mary

A I B | c I
WELR 2014 ACTUAL
FERICD April current Year
COMPANIES i Lt
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Value Settings

Value Settings are dependent on Type Settings. If Actual, options are: Starting

Balance, Ending Balance, Net change, Account Name, Department Name, Account

number, or Rollup Name. If Budget, option is $; the dollar value budgeted.

[ 4 A | B

C [E

YEAR 2014
FERIOD April
COMPAMNIES W

ACTULAL
Current Year
Current Period

[~]

1
Iz |
3 |
Ex
5
& [100,101,102,104,105,106 00
7]
5 |
1
0]

Starting Balance
Ending Balance
Met Change
Account Name
Department Mare
Account Mumber

122] Raollup Marne

4 A | B e D
I_YE.-’-‘\R 2014 BLIDGET

2 |PERIOD April Current Year
?COMPANIES * Current Period
£ [

5
?1ﬂﬂ.‘|ﬂ1.‘lﬂ7.‘lﬂﬂ.1ﬂ5.‘lﬂﬁ nn $

Once the above settings are specified, and data exists for the desired parameters, results
will populate the grid. The data returned can be formatted, however, cannot be replaced

with other values.

A B C D F
YEAR 2016 CTUAL ACTUAL ACTUAL
PERIOD May 2016 2016 2016
COMPAMNIES ~ Current Period Current Period YTD Current Period ¥TD  January
count Mame Met Change Met Change
400 4 Dues - Corporate Golf Single 2751540 300 as0
401 4 Dues - Corporate Golf Family 38180 300 3640
402 4 Dues - Debt Service 17892 350 o
403 4 Dues - Associate 6240 350 2030
407 4 Dues - Surviving Spouse 0 450 o
408 4 Dues - Out of Town 0 525 1}
410 4 Dues - Social 295740 900 60230
412 4 Dues - Intermediate 1720 525 470
413 4 Dues - Senior 62145 525 2982
3173458 4225 63802
430 99,5 Green Fee Income 25 700 1]
431 99,5 Cart Fee Income 794248 700 5L.52
434 93,5 Golf Shoe Re-Spiking 0 1750 0
453 99,5 Range Income 0 2100 i]
454 93,5 Club Storage Income 0 3750 1]
881 99,5 Tournament Incomea 0 1] o
T967.48 S000 51.52
451 93,5 Initiation Fees 0 2100 i}
432,433,460,461,462,4999.5 Finance Charge Income 102242.12 19855 ]
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Save the Report

To save a report, click on the small arrow shown below, Click “Save As” to save a new report.

ks [<] | & Manage Employees H ) Manage Campaigns H i Gusst Room Dashboard H € Manage Items H & Manage It
~hoard Home | Wew [
[ @ Farmulas Review Vien Mail Merge
L Hew — =

e tori i Al || (EEIE ol wrap T
open 1|Uls|[@-|[z-a~ =|= = ||=|=| & vere«

— Font Alignment

[DE:D13)
[ B

Jence

‘apable

dger

Quick Print

3 Print

L Print Preview

unda

L Document Propertiss

|ACTUAL
[Current Year
[Current Period ¥TD

Ending Balance

s

Total

65279.88
467719
812396

o

22915914

9889.8
-2595
-167640.73

1463265

Once report has been saved initially, clicking “Save” thereafter will update existing report with
changes made subsequent to initial save.

Other Functionality

Adding Formulas/Headings/Text

In addition to specifying the Sheet, Column and Row Settings, users may utilize cells not
populated by the system to add Headings, Subtotals, Formulas, or other Formatting.

(<[] | =sum(E6:E1L
[ 4 3 | B c E F
1 YEAR 016 ACTIAL ACTUAL
?PEF{IOD April Current Year Current Year
ECOMP;’-\NIES " Current Period Current Period
4 Account Mame Ending Balance
5
ElDD an Premier Bank Operating 232,814,086
LlDl i} Premier Bank Fayroll 5 4,677.19
1102 i} T Rowe Price 68,123,965
1104 an Premier Bank - Sweep £229,191,40
2105 i} Petty Cash $9,889,.80
11 106 i} Petty Cash - Caddy Fund S {2,595.00)
E Accounts Departments  Total =sum(E6:ELL]
1

For instance, in the above example, column D was added to insert additional
formatting/shading, and row 12 was utilized to Total the Amounts pulled from the
system in rows 6-11). Note a formula (similar to Excel) has been added in cell E12.

Tip: Variance Columns are often utilized to compare one month'’s results with another.
Report Headings, and Subtotals/Totals are added frequently to further highlight results

returned.
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To insert customized text/formulas:

Into a Row, Columns A and B of that row must be blank.

(ie - Row 12, Columns A and B had no Accounts or Departments specified.)
Into a Column, Rows 1-4 of that column must be blank.
(ie - Column D, Rows 1-4 had not had Type, Year, Period, or Value specified.)

In addition to having formulas reference cells on the current sheet, formulas may also
include cells on other tabs within the Workbook. To link to a cell on another tab within
the workbook, the current cell must contain “=", the name of the other tab, “1”, the cell
desired (Column and Row).

MI ”

The following example shows a formula in cell D6 of the current, “Income by type” tab
summing together two cells (D7 & D8) from a different tab, named, “Income.” When
referencing other cells, the data must be physically typed into the cell (rather than
referenced by clicking on the cell in the other tab).

Home | Mew [

2% Recalculate “=l [ | Copy
Paste
-;I, Crill Daowvin Lél' Paste Special

B(I|U|s|H~|®~A-~ = =\=g=

Special 3 Clipboard Fonk a Alignmen

D6 [+] (] %SUIVI(Income!D?+Income!DS) )

- & | B C [ o E
I_YEAR 2015 ACTUAL ACTUAL
LPERIOD Ilay 2015 Current Year

3 [COMPANIES - Current Period Current Period
4 | Account Mame Ending Balance
B !

6 Accounts Depatments  Dues - Corporate 264180 |
7 a1z 4 Dues - Intermediate 12180
5 |a13 a Dues - Seniar 25308}
Tﬂﬂ? 4 Dues - Surviving Spouse Di
Eaua 4 Dues - Azsociate 207505

[s]s[s]s]=]=[=]s]=

ra
=]}

)

TNENNRERRE
IEIEIEIEISEIS

Incarme lIncome by typel +

As expected, the formula in cell D6 above returns the total of the two types of Corporate
Dues from the “Income” tab. (18490 + 245690 = 264180 as displayed on the “Income by
type” tab.)
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The “Income” Tab below shows the source data.

IR~ === =]=]= B
s[e[sEEBEEEEEEEEEEFEEE =[] ]

10 7] (ancome )

Income by type

(Harme |[ Hew Q‘
‘% Recalculate = [ Copy — == s
§ Paste LT% R Ere B I|US|H- &~ A-~ = == |EE Merge Cells ~

Special Clipboard Font Alignment

D7 | ] | 18490

A | B c D i
YE&R 2015 L CTUAL ACTUAL
FERIOD lay 2013 2013
COMPAMNIES Y Current Period Current Period ¥TD
[eccount Mame Met Change

400 4 Dues - Corporate Golf Single 18430
401 4 Dues - Corporate Golf Family 245690
412 4 Dues - Intermediate 780
413 4 Dues - Senior 2982
407 4 Dues - Surviving Spouse 0
403 4 Dues - Associate 2030

+

The tabs along the top (above the ribbon bar) display functionality (similar to Excel) built
into the Financial Report Writer. Clicking on a Tab will return a ribbon bar with features
pertaining to that tab.

400,401
412
413
407
403

s[z]sle[e[~[o]a]2]e]~]=]x]

4 ~~Aiinte
ACCOLNN S

I B - -

Nene P
Departments

(Elv | Home | Insert | Pagelayot | Formulss | Data || Review || View | MaiMerge | O
LD {6 Qut Calibri V]Il [v]|Alal||B|EH|z =) wrap T
4y Recalculate [}l Copy e e
3 Paste (7 Paste Speci B(I|lUS|H-~"®~A-~ =E = =| 2|22 =5 Merge!

Special o Clipboard Font u Alignment

6 [v] (%]  Duesincome by Type May 2015
A | B g | D |
YEAR 2015 ACTUAL ACTUAL
PERIOD May 2015 2015
COMPANIES . Current Period Current Period ¥TD
Account Name NetChange
' Your Country Club

i Dues Income by Type May 2015

;Dues - Corporate Golf Single 264180§
{Dues - Intermediate 780
iDues - Senior 2982§
iDues - Surviving Spouse 0
ElDues - Associate 20305'
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Home Tab: Some common features available on the Home tab include Font
Formatting options, Alignment options, and more.

In this example, cells containing the Title of the Club have been selected, merged,
and bolded for emphasis to improve the appearance of the report.

-l

5 Recalculate [} Copy
& Ee |7 Paste Special - s
Spedial ] Clipboard

s v £

4 A ] [
|1 [YEAR 2015 ACTUAL
2 |PERIOD May 2015
iiCOMPANIES b Curr
,.5...; P Your Country Club o
6 Dues Income by Type May 2015
(7]
8 |a00,401 a Dues - Corporate Golf Single 264180
19 |12 4 Dues - Intermediate 780
10 413 4 Dues - Senior 2982
Ed[]? 4 Dues - Surviving Spouse 0
£403 4 LDues - Associate 2030
13

When merging, note that options for how the cells will display after merging are available
for selection by clicking on the arrow next to the Merge Cells button. Merge & Center is a
popular option for displaying titles.

Merge Across

Merge Cells

W [ W

Unmerge Cells

Page Layout Tab: Another popular tab is the Page layout tab which contains the ability to
set Margins, Orientation and other key page features.

To set a Margin, from the Page Layout tab, click on the “Margins” button and then select
appropriate margin from the list, “Normal, Wide, or Narrow”.
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( Home: | Mew

/i Marmnal
r Top:
Left:
 Wide
1L Top:
| Left:

0 Marrow
|l Top:

-\_ Left:

; i | Haorme Insert | Page Layouk | Formulas [Dakta
[ aridli
{ =% I_l‘l-k iaridlines L] aridines
- L=l [ | Headings
Margins | Crientation Prink | Headi
W w W Lrea e I:l Al Sheets
Prink

0.75"  Bokbam: o.7s" \“
0.7" Right: o.7"

1" Botkom: 1" o
1" Right: 1" SCTLAL

0.75"  Boktom: o.75"
0.25" Right: 025" _//

2015
Current Period
Account Mame

In addition to the top tabs, right-clicking on a cell in the customizable portion of the grid,
launches familiar functions.

i
i
[ S cut

[} Copy

.E| Paste

Clear Contents

[ Insert Comment

Farrnat Cells, ..

% Hwperlink. ..

Drilling Down

The Drill Down function allows users to identify the information supporting the numbers

pulled into the Financial Report Writer. To drill down into a report, click on an amount,

and then select Drill Down button, or hit the “F3” key.

|‘ Horme H Mew (|

[FE= | Home Inserk Page Layout Formulas Data Review Yiew

Mail Merge

I —
= % cut Callbri M FAla =]
‘%5 Recaleulate [l Copy
Paste: v||%A] ~ - =
% Paste Special B|I Us H ‘J A =
pECial u Clipboard Font Alignment
o
» 7 Choose Drill Down, or hit "F3" = E
| L [YEAR L1 CTOEL CTOSL
| 2 |PERIOD arch Current Year Previous Year
| 3 |COMPAMIES i Current Period Current Period
4 |account Name Met Change
S
|6 413 4 Dues - Senior 2982
Lﬂli 4 Dues - Intermediate Fan
=
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General Ledger Transaction Screen will open, and allow for further investigation.
Details will be listed below headings, and further drill-down/research (into batches,

for instance) may be performed.

[ @ Mensge Erplovess | W) Manage Campaigns || gl Susst Room Dashbuard | @Manage Kems | @ Hansge ltem Categories | [ Reporting Dashbuard | % ceounts | B8 Finencil Report iker H & General Ledger Transactions (|
| Home |
StartDate: | 3/1/2015 [v] EndDate: zj29/2016 [7]  Comparies: |McCannel Gof ] % E 4
Search Fiker: |412 Departments: | Dues B
(Account +[[ ~ [[oeparment [[[cstegory [ ]| upe [ ]| oetie [ ]] cred [ ]| starting Balance ||| Ending salance [ ][zt change [ ][ ugger []] account raumber []]name [

Statistical Functions

In addition to general statistical functions, the product also has unique Clubessential
functions built in to report on additional data such as cover counts, rounds, etc. Click on

the “Function” key, and look for the “CE” prefix to help identify these functions.

[ Home || Hew ()
@, Recakeulate | T ] = S >
= & |0 %000
4 DrilDown = B|I US| -|[& - A © %) 7 |[S|En Bar
Special = Clipboard Font E] Alignment: 5 Humber g Styles
[E[EAEA
= A | \E c | D T — G H 1 1 ¥ T
1 [YEAR 2016 ACTUAL ACTUAL Insert Function @
2 |PERIOD March Current Year Previous Year -
3 |COMPANIES * Current Period Current Period Category: Al [v]
4 ccount Mame Met Change S s
|5 | BITAOR
6 1412 4 Dues - Seniar 2982 CEASSETS =
7 |41z 4 Dues - Intermediate 730 CECARTROUNDS
Gl CECOGS
(=) CECOVERS
12 | CEEQUITYLESSPL
10 Accounts Depadmens CEEXPENSE
il CEGOLFRGUNDS
i ABS(number)
E Returns the absolute value of a number, a number without its sign.
(4]
15
16
e o [ coma ]
18 J L )
19

Print the Report

Set Print Area

To designate a portion of the report for printing, highlight the desired area to print. Then,
go to the “Page Layout” tab, choose the “Print Area” button, and click the “Set Print Area”
option.
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J ™ Financial Report Wiriter 8|

Home | report writer test Q“ example [
[[E)w | Home Page Layout mulas Data Review View Mail Merge
L] = I 4 R Gridines || Sdines
= L] [iE=) [] Headings
Margins Orientation Size "'Pll't Eadings
v v v 5 [] all sheets
Page Setor——M0 L Set print Area 4 Arange
< 1= Clear Print Area
a A | 3 c | D | E | ez p—— |
1 [YEAR 2015 BCTUAL ACTUAL BUDGET ACTUAL
2 |PERIOD May 2015 2015 2015 2016
3 |COMPANIES b Current Period Current Period YTD Current Period YTD  May
o =TT 4L 2 Net Change g het Change
|s Accounts Departments Actual
li. Actual2015 YTD Budget 2015 YTD May 2015
|7 400 4 Dues - Corporate Golf Single 18430 300 0
|8 401 4 Dues - Corporate Golf Family 245690 300 0
I‘3_4E|2 4 Dues - Debt Service 17955 350 0
10 403 4 Dues Sgriat - 030 - - 250 0
= Iff hlight Area to Print by Selecting with Mouse
il_ldﬂ? 4 Dues - vivi pouse 0 45 0
&403 4 Dues - Out of Town 0 525 0
15410 4 Dues - Social 36975 900 0
(14412 4 Dues - Intermediate 780 525 0
Ii-‘lli 4 Dues - Senior 2982 925
{16 Totals 324902 4225 0

Fit to Page

To specify the report print to designated number of pages, check the "Fit to Page" box. Then
populate the "Fit Height" and/or "Fit Width" fields as required. In the example below, the
report contents will print on two pages; however, all columns of the report will be visible on

both pages.

|’ Hame: || Hew [

v Home Insert Page Layout Farmulas Data Review Wigw Mail Merge
1 aridl | Fit to P,
I T "‘? ] @_} atidlines L] sridines EUDIHE | ]
=3 s FitHeight: || B -
Margins Crientation  Size Print | Headi
5 5 e H sts Fitwidth: | 1
Page Setup Shaw Print rrange
— —

Print Preview

To preview how the report will print, click the icon as shown, and select “Print Preview.”

( }:nma | ew

Farmulas Data Review iew
|_L1 Hew [ Gridines
[] Headings - .
= Open % | [ il shests
Print Arrange

aj Save Corporate Golf Single

= 5

] savess ACTUAL

- 2015

& Quick Print Current Period
L\ZI-J iAccount Mame

é"v) Print.

Dues - Corporate Golf Single

4—0 Dues - Corporate Golf Family
. Dues - Intermediate
1 Undo Dues - Senior
\""‘\l Dues - Surviving Spouse
Dues - Associate

[ Document Properties
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Report will then display.

Note: Page numbers will be displayed in the bottom left hand corner of the screen.

Le D w«earrdF @@ @
Print  Quick  Header/Footer Find Q\ Zoom Out - Zoom  Zoom In Page Color Export  E-Mail Close
Frirk v v Tav

Print Havigation Zoom Export

Dues - Corporate Golf Single
Dues - Corporate Golf Family
Dues - Intermediate

Dues - Senior

Dues - Surviving Spouse
Dues - Associate

IPagelnFl\P

Add Headers/Footers

Within the Print Preview screen, click on the “Header/Footer” button to launch the
“Header and Footer” screen.

el Do« rrdF oo & =D O
Frint ghi‘:tk HeaderFooter| Find Q Zoom Out Zu:)m Zoom In qucolcr E_::t?'d i-:l:l Cose
Print Navigation Zoom Page Background | Export Clesse

Actual

Actual2015 ¥YTD Budget 2015 ¥TD May 2015
Dues - Corporat
Dues - Corpora =
Dues -Debt sef| (& [ B @ © 2 00 - |[Fl] o0 ol | Fort Microsoft Sans sert, 8.25pt [
Dues - Assoc
Dues - Survivi (%) Header:
Dues - Out of |
Dues - Social
Dues - Interm
Dues - 5eni
Totals ) Footer:

Green Feeln

Cart Fee Incom)

Golf shoe Re-5|

Range Income

Club Starage| |' \| |'—\|

Tournament In: /
\ L L J

Totals
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The six boxes represent the Left, Middle and Right Headers, and the Left, Middle and
Right Footers. Click the box to denote Header location, and then select (or type) the

information to populate. The information inserted (or typed) will then display on that
area of the page.

In the below example, the following icons were utilized to populate the information
within the various boxes. Hovering over an icon displays its description. Available
options are: Page #, # of Pages, Page # of # pages, Date Printed, Time Printed,
UserName, Image, Align Top, Align Middle, Align Bottom, Font. Click “OK” when finished.

@ O _?. [ 'lﬂﬂ |:|_|] |F0nt MicrusuFtSansSeriF,8.25|3tE

() Header:

EJ Fooker:
[Page # of Pages #] [Date Printed]

o [Timne Printed]
e__* K || Cancel

The defined Header(s) and/or Footer(s) display in the Print Preview window.

10of1 6/21/20186
4:21PM
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Print/Quick Print

Once Print Preview appears proper, click “Print” (or click “Quick Print” to automatically
send report to default printer). Once “Print” is selected, choose or confirm desired
Printer, adjust any other settings as needed, then select “Print” to send job to specified

Printer.
u ] \ e oo f Ay @ mh E
@S| D < 4 » b il L e T
Print | Quick | HeaderfFooter = Find Zoom Out  Zoom  Zoom In Page Colar Expart  E-Mail Close
Print | - - To*  As¥
nE | Page Setup = MNavigation Il Zoom || Page Background || Export || Close

7777777777777777777777777777777777777777 Print %] .
Dues - Carporal
Dues - Corporal Printer name: @ Admin Office Printer {redirec..,
Dues - Interme Status: The printer is ready.
Dues - Senior .
R Laocation:
Dues - Survivin,
Dues - Associat Comet
Docurent(s) in queue: 10
T — 1
Page range; (®) all
() Current page
O Pages: ——
Paper source: Automatically Select
s e e [ princ e

Print Entire Workbook at Once

To print the entire Workbook at one time, go to “Page Setup” tab, and ensure the “All
Sheets” button is selected.

| [TE]= || HD’W" Farmulas || Data || Revigw || Wiew || Mail Merge |

D @ H:LI i aridlines [] aridines IJIJ L‘i‘

[ ] Headings

Margins Orientation  Size

W W W it all Sheets
[ Page Setup Print [ Arrange
' < |[£] | 18430
S ———— T — — —
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Create a Report from Existing Excel Report

To utilize an existing Excel report to get started, click, “Open”, and select Excel report file. Once
file opens, Accounts, Departments, and other Parameters may be specified to populate the data

within the already formatted report.

|4 & Manage Emplovess ” ) Manage Campaigns ” s Guest Room Dashboard ” & Manage Itsms ” 9 Manags Item Categories ” ™ Reporting Dashboard ” ) Accoun

Home |

] =] @

Mew Edit | Open_|Delete

Help

Filename m Last Modified

repott writer test C:iUserstadmmnistratoriDacumer ort write 52 BfLO0f2016

example RIS 2 Select a Financial Repo

OO | . = Metwork = CLUBSOFT + Clubsoft - Reports + Checks = Yendor - m I Search vendor ﬁ

=E-0e

Mame | Date modified | Type

COrganize *  Mew folder

H Favorites
.| Deskt‘nnd Ma items match your search,
& Dowinloads
il Recent Places

4 Libraries
3 Documents

J’ Music

&) Pictures

B Videos

% Computer
&2, Lacal Disk (C:)
¥ Aon CSTSL
¥ ConC3TS1
¥ Don C5T51

?j Network,
1 | i
File name: I\ j IExce\ Files (vxl®, *xlsx, *xlsm, “‘.:j

Open I Cancel |

A

Open an Existing Financial Report Writer Report

To Open/Edit an existing Financial Report Writer report, highlight desired file, and click, “Edit.”

File  #Accounts Pavable Ewents Emplovees  General Ledger  Guests  Guest Rooms  Membership  POS  System  Help

Transaction Search: Q Go To Club Website @ Help videos 7 Support Request | @ Select Then
Interactive Reports | & Manage Employess || %) Manags Campaigns || gl 5uest Room Dashboard || & Manage
™ Reparting Dashboard Home |

™ Data Genie \j L‘___‘} @ |@

j nanci ChoL A e Edit 1=y Delete HEID
| - Last Modified |

|Fi|ename

report writer kest Ci\lUsers ratoriDocumentsireport writer test, xlsx 6/10/2016

C:iUsershadministratoriDeskbopiexample. xlsx 6/15/2016
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