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General Ledger Reports
While the art of book-keeping depends on the ability to
accurately record your business transactions, the art of
keeping your business finances on track relies on the
ability to understand and analyse what the book-keep-
ing figures are telling you.

Two reports play a crucial role in enabling you to
interpret the overall picture — the Balance Sheet and
the Profit & Loss Account.  It is these two financial
statements which summarise the effects of every trans-
action on the business as a whole.

In addition, Bottom Line produces a suite of supple-
mentary reports which document how these figures are
derived.

Chapters 9 and Chapter 13 have already introduced the
reports which detail those transactions entered via the
Sales Ledger and Purchase Ledger respectively.  In this
chapter we go on to look at the reports associated with
the General Ledger.

The General Ledger reports can be divided into three
categories…

1. Financial Reports

This category includes the all important Balance Sheet
and Profit & Loss Account which help you plan and
manage your business activities.  These reports also
allow you to present and communicate your business
affairs to the outside world.

2. General Reports

These reports explain how the Balance Sheet and Profit
& Loss accounts have been structured; provide docu-
mentary evidence of postings to those accounts; and
show that the accounts balance.

3. VAT Reports

If you are VAT registered, the final category of reports
provide the information you need to comply with Cus-
toms and Excise guidelines.
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Opening General Ledger Reports
To produce a General Ledger report, you should first
ensure that all relevant transactions (sales, purchases
and Journals) have been posted to the General Ledger.

Having done this, you can choose the required report in
one of two ways…

EITHER, click the General
Ledger icon to display its
menu then choose the
relevant report from the
Reports menu…

…OR, double click the General Ledger Reports icon to open its
window then double click the icon for the report you want to see.
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General Ledger Report Options

After selecting your report, you are greeted by
the Report Options panel which allows you to
modify the report’s contents…

The Report Options panel is fully described in
Chapter 5 together with the facilities that enable
you to modify the appearance of the report
before it is printed.

The following pages describe the General Ledger
reports…
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The Balance Sheet
The Balance Sheet is the financial statement which
balances the Assets of the business against the claims
over those assets (Liabilities  and Capital) on a particu-
lar date.  It was first introduced in Chapter 1.

Balance Sheets may be produced at any time and the
date on which a Balance Sheet is produced is of impor-
tance since the value of what the business owns in
relation to what it owes constantly changes from one
transaction to the next.

As described in Chapter
2, it is your Accounts
Structure which controls
the way in which the
information from the
Balance Sheet accounts
is presented on the
report…

Using Summary ac-
counts, you are able to
condense a range of
individual accounts to
produce a single entry on
the Balance Sheet.  Only
Summary accounts and
individual but un-sum-
marised accounts appear
on this report.  The
accounts which make up
each summarised entry
can be seen on a separate
report — the Subsidiary
Balance Sheet.

The clarity of the report
is further enhanced by
using Titles and Totals.
The Balance Sheet items
are laid out on the report
according to the report-
ing positions that you
have assigned to them.

The example shown here
illustrates one way in
which the accounts have
been structured to show
the Assets, Liabilities

and Capital for a limited company — there are many
other possible permutations.

Notice that you can embellish the standard report
format with the inclusion of your business logo — turn
to the Preferences section in Chapter 19 for more
details.

Choose Balance Sheet from  the (General) Report menu
or double click on its icon in the General Ledger Report
window.  Set the Report Options, Page Setup options
and fonts as described in Chapter 5 and print the report
as required.

This year’s figures Last year’s figures
for this period
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Report Options for Balance Sheets

Use of Report Options is discussed in Chapter 5.  The
following options are appropriate for the Balance
Sheet…
Show last
year’s figures

For comparative purposes, you can
include the figures for the same period in
the previous financial year.  The example
illustrates this option.

Show pence If you prefer to present your Balance
Sheet with values to the nearest pound
then check this box to de-select it. This
option may result in some rounding
errors in the totals.

Headed
paper

When you check this option the program
assumes that you are using stationery
with your company name already sup-
plied.  It therefore does not print it.

Margins (Top
and Bottom)

When you use 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
may try out a test print on the required
paper before making final adjustments to
margins.
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Subsidiary Balance Sheet
The purpose of this report is to list the individual ac-
counts that make up the summarised entries appearing
on the main Balance Sheet.  In other words, the Sub-
sidiary Balance Sheet provides the background detail
behind the main report.

The actual contents of the report show the account
descriptions printed on the left and, depending on the
reporting position you have chosen, the current period
balance amounts in one
of three columns — Left,
Centre or Right.

Choose Subsidiary
Balance Sheet from  the
(General) Report menu
or double click on the
Subsidiary BS icon in
the General Ledger
Report window.  Set the
Report Options, Page
Setup options and fonts
as described in Chapter 5
and print the report as
required.

Report Options for Subsidiary Balance Sheets

As with the main Balance Sheet, you are able to print
the report on plain paper with the additional embellish-
ment of your business logo.  Alternatively, you can
print the report on your business letterhead.

For comparative purposes, you can also include last
year’s figures for the same period — as shown in this
example.
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Profit & Loss Account
The Profit & Loss Account provides the background
detail behind the Profit (or Loss) figure which appears
under the Capital section on the Balance Sheet.  It was
first introduced in Chapter 1.

As with Balance Sheet, you use the building blocks
provided by Bottom Line — Accounts, Titles, Sum-
maries and Totals — to customise the way the report is
presented.  A typical Profit & Loss Account would
normally comprise three sections where…

The first section —
often called the
Trading Account
— summarises the
total sales revenue
followed by the
costs which can be
directly attributed
to the generation
of those sales.

The excess of
revenue over direct
costs represents
the Gross Profit
which is available
to cover your
additional business
expenses.  The
overheads are
summarised in the
second part of the
report and are
deducted from the
Gross Profit to
arrive at the Oper-
ating Profit.

The third and final
section summa-
rises any tax and
dividend payments
which need to be
deducted from the
Operating Profit.
This leaves you
with the retained
Profit which then
passes to the

Capital component on the Balance Sheet.

The individual accounts which make up each summa-
rised entry can be seen on a separate report — the
Subsidiary P & L.

Choose Profit & Loss from  the (General) Report menu
or double click on its icon in the General Ledger Report
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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Report Options for Profit & Loss reports

Use of Report Options is discussed in Chapter 5.  These
options are appropriate for the Profit & Loss report…

Show Budget

Departments The use of Departments in reports is
described in Chapter 2 where you will
see how to create a Profit & Loss ac-
count for a particular department.

To create a departmental report click the
All departments box to de-select it then
choose the department from the pop-up
menu to its right.

Show last
year’s figures

You can include the figures for the same
period in the previous financial year.
The example illustrates this option.

Show this
period

You may prefer to omit the current
period’s figures — to concentrate only
on the figures for the year to date.  To do
this check this box to de-select it.

Bottom Line calculates the portion of
each budget that has been earned to date
and lists them to the right of the current
period figures. It then shows the actual
figures as a ratio of the calculated budget
amount to date. This facility is illustrated
in the example.

Show pence If you prefer to present your Profit &
Loss report with values to the nearest
pound then check this box to de-select it.
This option may result in some rounding
errors in the totals.

Headed
paper

When you check this option the program
assumes that you are using stationery
with your company name already sup-
plied.  It therefore does not print it.

If you are using the Annual Budget
facility described in Chapter 14 you can
include the cumulative budget figures
included up to the end of the current
period. When you select this option,

Margins (Top
and Bottom)

When you use 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
may try out a test print on the required
paper before making final adjustments to
margins.
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Subsidiary Profit & Loss
The purpose of this report is to list the individual ac-
counts that make up the summarised entries which
appear on the main Profit & Loss Account.  In other
words, the Subsidiary Profit & Loss Account provides
the background detail behind the main report.

The actual contents of the report are laid out according
to the pre-defined format, with the account descriptions
printed on the left followed by the balance amounts.

Choose Subsidiary Balance Sheet from  the (General)
Report menu or double click on the Subsidiary P&L
icon in the General Ledger Report window.  Set the
Report Options, Page Setup options and fonts as de-
scribed in Chapter 5 and print the report as required.

Report Options for Subsidiary Profit & Loss
report

In common with the main Profit & Loss Account, you
are able to print the report with the standard header and
footer information.  The standard header can be further
embellished by the inclusion of your business logo.
Alternatively, you can print the report on your business
letterhead.

For comparative purposes, you can include last year’s
figures for the same period and, if appropriate, the
budget amounts to date as shown in our example below.
You can also choose whether or not to include the
balance amounts for the current period in addition to
the accumulated figures to date.

Finally, if your accounts
structure includes depart-
ments, you are able to
decide whether to show the
summarised accounts for
all departments or for an
individual department.
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The General Ledger
The General Ledger report provides a detailed listing of
the un-cleared debits and credits that have been posted
to the General Ledger account and shows their effect on
the account balances.

Choose General Ledger from  the (General) Report
menu or double click on the General Ledger icon in the
General Ledger Report window.  Set the Report Op-
tions, Page Setup options and fonts as described in
Chapter 5 and print the report as required.

As illustrated overleaf, the report lists the Number and
Description of each General Ledger account together
with its Balance Brought Forward amount (or starting
balance).  Initially this figure represents the opening
balance for the account but once you have cleared the
transactions the figure is the balance carried forward.

The report continues with a list of transactions currently
associated with the account.  Each transaction is re-
corded like this…

Transaction:  Here, Bottom Line creates a synopsis of
the transaction.  The first part of this
synopsis represents the ledger where the
transaction was entered —the prefix SL
means it was entered via the Sales
Ledger; PL thePurchase Ledger; and J is
used to identify a General Ledger Journal
entry.  The prefix is followed by the
internal transaction number assigned to
each posting where appropriate.  The
remainder of the synopsis describes the
type of transaction — for example,
invoice, credit note, payment and so on
followed by references which you en-
tered with the transaction.

Date: The date entered on the transaction.

Period: The accounting period in which the
transaction took effect.

Debit or
Credit:

The last two columns shown the actual
amount debited or credited to the ac-
count.

Finally, the report observes the conven-
tional book-keeping practice of ‘balanc-
ing’ the account.  It does this by figuring
the Ending Balance (or current balance)
and entering it as either a debit balance
or a credit balance.
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Clearing Transactions

Bottom Line stores the details of each
transaction posted to the General Ledger

until you decide to remove them and carry forward
the account balances.  This is done by clearing the
Transaction List.

Report Options for General Ledger

Use of Report Options is discussed in Chapter 5.  The
following options are appropriate for the General
Ledger report…

Departments

The use of Departments for reporting is described in
Chapter 2 and there you will see that it is possible to
create a structure which allows you to create General
Ledger reports for a particular department.

In order to create a departmental report click the All
departments box to de-select it then choose the depart-
ment from the pop-up
menu to its right.

Show zero balance
accounts

General Ledger reports
can become quite large
so you would usually
want to exclude those
accounts which are
inactive.  If you un-
check this option then
those accounts which
have zero balances and
no transactions will be
excluded from the
report.
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Transaction List
The Transaction List is the General Ledger’s audit trail,
recording every posting made to the General Ledger
accounts — either indirectly via Sales or Purchase
Ledger or directly via the Journal facility.

Choose Transaction List from  the (General) Report
menu or double click on its icon in the General Ledger
Report window.  Set the Report Options, Page Setup
options and fonts as described in Chapter 5 and print
the report as required.

Each transaction, listed in chronological order, is re-
corded in the following way…

Date:   The date entered on each transaction.

Period:   The accounting period in which the transac-
tion took effect.

Description:   The first line tells you the nature of the
transaction and its reference number.  For transactions
emanating from the Sales Ledger or Purchase Ledger,
the description is prefixed by the letters SL or PL
respectively.

Each subsequent line then itemises the transaction as
follows…

Account:   The number of the account to which each
posting was made.

Debit or Credit:   The
amount debited or
credited to each
account.

The total credit en-
tries and total debit
entries are shown at
the end of the report.
Since every debit
posted to the General
Ledger is always
accompanied by a
corresponding credit,
the two totals should,
of course, be equal…
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Clearing the Transaction List

As you enter more and more transactions, so
the Transaction List and the General Ledger

report grow and grow!  To prevent these documents
assuming unwieldy proportions, you are able to
remove the current transactions for every account and
carry forward the current account balances.

The program only demands that you clear the Trans-
actions at the end of your financial year.  Since it
forms a useful auditing document, you may only
want to clear the Transaction List at certain times of
the year — for example, at the end of each period or
each VAT quarter.  It is for this reason that YOU
decide the most suitable point in your accounting
cycle to clear the current transactions.

Before you clear
the transactions
you should print a
copy of the Trans-
action List and a
Trial Balance.
You may also
want to print a
copy of the Gen-
eral Ledger at this
stage before the
transactions
disappear for good.

Once you have printed the reports choose Clear
Transaction List from the General menu.
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Batched Journals
The last chapter describes how you can prepare
Journals.  You will have noticed that you can print those
documents immediately or click the Batch button to
queue them for printing later.  This facility enables you
to concentrate on preparing a batch of journals without
continually breaking off to print each one.

Once these journals 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 docu-
ments as necessary.

Printing the whole batch

• Choose Batched Journals from  the (General) Report
menu or double click on their icon in the General
Ledger Report window.

• 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.

Journals that have already been printed will be excluded
from the batch.  Each journal is printed on a separate
page.

Hand picking Journals

You can select a specific journal like this…

Double click Journals from the Bottom Line desktop.

These journals have already been printed.

Notice that your recent journals are listed in this win-
dow. To open a Journal double click its icon.
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Preview and Print Batched Journals

Set the Report Options, Page Setup options and fonts as
described in Chapter 5 and print the report as required.

At the top of each page, details are printed which fully
identify the journal.  This information includes the
Journal Number; the subject, the period to be affected
and the date entered on the transaction.

The header information is then followed by an itemised
breakdown of the actual transaction…

A/c No:   The number of the account to which each
amount was posted.

Account:   The name of the account affected.

Debit or Credit:   The amount debited or credited to
each account.

Comment:   The description that you have assigned to
each entry.  For Prior Period journals, this entry is left
blank since the program automatically assigns a stand-
ard comment — Prior Period Adjustment Period xx —
so that this type of posting can be readily identified on
the Transaction List and General Ledger report.
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Clearing Batched Journals

Bottom Line does not remove journals
automatically.  This means that they will

simply increase in number unless you take action to
cull them from time to time.

To remove one or more journals…

• Open the journal window as described above.

• Select the one or more journals to be deleted like
this:

•Click an individual journal to select it, to select
additional journals hold down the Shift key while you
click them.

•To select all the journals choose Select All from the
Edit menu.

• Choose Delete Item from the Edit menu.

If you are in the process of deleting one or more
journals which have not yet been printed you will see
this warning…

Click Delete All to ignore the warning

Click Printed Only to retain un-printed journals

We recommend that you keep printed copies of
journals for auditing purposes but you are able to
delete un-printed journals.



General Ledger Reports Chapter 16 - 18

List of Accounts
This report lists all the items — Accounts, Titles,
Summaries and Totals — which make up your accounts
structure.  It also shows how those items have been
incorporated into the structure to provide the format for
your Balance Sheet and Profit & Loss account.

Choose List of accounts from  the (General) Report
menu or double click on its icon in the General Ledger
Report window.  Set the Report Options, Page Setup
options and fonts as described in Chapter 5 and print
the report as re-
quired.

Each item is listed in
numeric order ac-
cording to its ac-
count number or A/C
Code.  The remain-
ing details are as
follows…

Description:   The name that you have given the item.

A/C Type:   The purpose of the item.

Summary Range:   For each Summary account, the
program prints the number of the last account to be
included in the summary’s range.

Balance Type:  This specifies whether the item nor-
mally has a debit balance or credit balance.

Position:   This refers to the reporting position that has
been assigned to the item.

Department:   This column displays department labels.
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Account History
The Account History report provides an historical review of your business finances and, as such, plays a vital role
in enabling you to extrapolate future trends and prepare cash flow forecasts.

The report includes a periodic breakdown of the General Ledger account balances.

Choose Account History from  the (General) Report menu or double click on its icon in the General Ledger Report
window.  Set the Report Options, Page Setup options and fonts as described in Chapter 5 and print the report as
required.

When you first select an Account History, the program is pre-set to minimise the size of the report by displaying
only the balances of Summary accounts and individual but un-summarised accounts for the current financial year.
However, you can modify the information available from the Report Options panel…
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Report Options for Account History report

Departments The use of Departments for reporting is
described in Chapter 2 and there you will
see that it is possible to create a structure
which allows you to create an Account
History report for a particular depart-
ment.

In order to create a departmental report
click the All departments box to de-select
it then choose the department from the
pop-up menu to its right.

Totalling

In addition to modifying the amount of information
included in the report, you can present the actual ac-
count balances one of three ways…

• Normal This option presents the periodic
amounts in the same way as they are
stored in the actual accounts, namely…

For Balance Sheet accounts, each
amount is shown as the cumulative total.

Whereas, for Profit & Loss accounts,
each amount represents the periodic
total.Show last

year’s figures
Check this option to show the account
balances from the previous financial year
as well.

Show Detail You can display the balances for every
General Ledger account in your structure
by checking this box.

Show Pence If you leave this box unchecked then the
numbers will exclude the pennies.  You
may also notice some rounding errors in
the totals.

• Accumu-
lated

Using this the amounts for Profit & Loss
accounts are also shown as cumulative
figures as well as the Balance Sheet
accounts.

• Monthly If you want to see the periodic variation
throughout your accounts, choose this
option to show both the Balance Sheet
and Profit & Loss figures as period
amounts.
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Keeping your bearings

The Account History report can cover a
very large area.  In order to keep track of

where you are, don’t forget that you can use the
horizontal split bar described in Chapter 5 to freeze
the calendar across the top of the report as you scroll
vertically.  You can also freeze the descriptions on the
left of the report as you scroll from left to right by
using the vertical split bar.

Recycling all this information

The Account History report includes a lot
of information which you may want to use

elsewhere — particularly in a spreadsheet.  Turn to
the section on exporting information in Chapter 19.
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Trial Balance
The purpose of the Trial Balance is to extract the bal-
ances from every General Ledger posting account and
list them in two columns — Debit and Credit.

As you will recall from previous chapters, Bottom Line
uses double entry accounting to ensure that every
transaction posted to the General Ledger has two equal
but opposite sides — a debit entry and a corresponding
credit entry.  Consequently the total debit entries shown
on the Trial Balance must always equal the total credit
entries.

This report performs two important functions…

• It summarises the balance amounts reported on the
Balance Sheet and Profit & Loss Account.

• It allows you to rapidly check and prove that the
accounts do, in fact, balance.

What the Trial Balance does not prove, however, is that
you have entered all relevant transactions or posted
those transactions to the correct accounts!  To verify
this, you need to turn to the General Ledger report
described a few pages back.  These two reports are
designed to work hand in hand — the General Ledger
providing a detailed listing of the individual postings to

each account and the Trial Balance providing a summa-
rised account of the effect of those transactions on the
account balances.

Choose Trial Balance from  the (General) Report menu
or double click on its icon in the General Ledger Report
window.  Set the Report Options, Page Setup options
and fonts as described in Chapter 5 and print the report
as shown on the next page…

Unbalanced accounts

Bottom Line goes to great lengths to ensure
that you always post transactions to the

General Ledger which balance.  It does this either by
balancing transactions from the Sales or Purchase
Ledger for you — or by insisting that you manually
balance all Journals posted directly into the General
Ledger.

In fact, your only opportunity to unbalance the ac-
counts occurs when editing the opening balances
during the initial setting up period.  Even then, Bot-
tom Line steadfastly refuses to close the initial period
until you have manually balanced the accounts and
printed a Trial Balance to prove it.
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Example of Trial Balance
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VAT Account
The VAT Account report is designed to provide a
monthly summary and breakdown of the VAT amounts
charged on your purchases and sales.  It serves as an
important audit document when accounting for VAT.

Choose VAT Account from  the (General) Report menu
or double click on its icon in the General Ledger Report
window.  You will see this dialogue allowing you to
select the month(s) to include in the report…

Use the pop-up menu to select the last month to be
included on the report.

Set the Report Options, Page Setup options and fonts as
described in Chapter 5 to produce the report as shown
on the next page.

Detailed VAT Accounts

The Normal report provides the summary figures relat-
ing to VAT for the selected months.  You can also pre-
pare a fully detailed report of every transaction which
makes up the figures in the summary.

Create the detailed report like this:

• Open the VAT Account report in the usual way.

• In the Report Options panel click Show Detail to
select the option and click OK.

A detailed report is illustrated on the next page but one.

The detailed report information is exported automati-
cally to a text file each time you clear a VAT quarter.
This is explained in the section headed End of a VAT
Period in Chapter 18.
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Layout of the VAT Account

The contents of the VAT Account are laid out like
this…

The left side of the report summarises the input tax —
or the VAT amounts that you have been charged by
your suppliers.  The first set of figures show, for each
month selected for inclusion in the report, the VAT
amounts charged on your business acquisitions and
their total value.  These monthly figures exclude the
VAT amount charged on purchases from other EC
member states which are shown separately (as VAT due
and deductible on acquisitions).  The final figure shows
the total VAT amount charged on all your business
acquisitions (including purchases from other EC mem-
ber states).

The same format is then used to detail your output tax
— or the VAT amounts that you charged to your cus-

These are the actual vat inputs and outputs
recorded for each month of the quarter.

These figures relate to EC acquisi-
tions.

Adjustments for earlier months

If there have been any Inputs (or Outputs)
omitted from a previous quarter, Bottom

Line includes them in the first month of the current
quarter.  Notice that errors or omissions relating to
previous quarters which exceed a certain value must
be notified to Customs & Excise and there are proce-
dures for dealing with them.  At the time of writing
this manual, that value is £2000.

tomers — on the right hand side of the report.  This
panel also shows the difference between the total output
tax and input tax as being the amount owing to Cus-
toms & Excise.
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Detailed VAT Report

Display this report as described two pages back.

This report is divided up into sections which sum the
Sales and Purchase transactions subject to VAT for each
month.

The information laid out in this report is designed
especially for accounting or Customs & Excise audits.
It contains every transaction or adjustment that has
been made to the books which goes to make up the
totals in the VAT Return.

The columns are as follows:

Date:   The date when the transaction or adjustment
was made.

Tax Point:   The date when the tax was due or payable.

Reference:   The Invoice Number or other reference
given to the transaction.

Detail:   A description of the transaction or adjustment.

NET & VAT:   The next four columns make up the NET
figures and VAT figures for each transaction.  The
General Ledger Account number is shown against
each set of figures - to provide a trail to where the
values ended up.

Gross:   This is the gross figure for each transaction.

Return:   Usually the figures which are included in the
VAT Return are the same as the above NET and VAT
values.  However, if you are taking advantage of the

VAT Cash Accounting option then these columns show
the NET and VAT figures that end up in the VAT Return
(once payments are made).

Code:   This is the code used to identify the VAT rate.

Rate:   The actual rate applied to sales or purchases.

VAT Return:   This simple Yes or No indicates whether
or not the entry has been included in the VAT return.

EC:  This simple Yes or No indicates whether or not
the entry has been included in the EC Sales List.
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VAT Return
This report, as its name suggests, provides the informa-
tion you will require when completing your VAT Re-
turns.

Playing safe…

Before completing a VAT Return, you
should check the accuracy of the recorded

VAT Amounts.  You can do this if you have
reconciled the VAT account  as described in Chapter
17 and by checking the Detailed VAT Report on the
previous page.

Clearing VAT amounts

Immediately you have prepared a final VAT
Return you should clear that quarter’s

figures from the accounts.  It is important that this is
done before more transactions are added to the list.

Turn to the section headed End of a VAT Period in
Chapter 18.

Choose VAT Return from  the (General) Report menu or
double click on its icon in the General Ledger Report
window.  You will see this dialogue allowing you to
select the month(s) that you want included in the re-
port…

Use the pop-up menu to select the last month to be
included on the report.

Set the Report Options, Page Setup options and fonts as
described in Chapter 5 and preview the report…
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Report Options for a VAT Return

Pre-Printed Form

You have the option of printing the details directly onto
the pre-printed forms provided by Customs & Excise.
Alternatively, you can print the information on plain
paper (as illustrated by our example) then manually
copy the details onto the official form.

Printer Alignment

Printers alignment can differ according to
the type of printer you are using.  The use

of pre-printed VAT returns has been tested for use
with Apple LaserWriter printers.  Before using your
one and only VAT Return in the printer check the
alignment first with plain paper and match that up
with the final form.

Responsibility for correct amounts

Bottom Line enters the values in the
above VAT Return according to the infor-

mation that you have supplied in VAT Details, VAT
Amounts, Customer Records, Supplier Records and
of course, Sales invoices and Purchase invoices.

It is your responsibility to ensure the accuracy of
that information and the correct interpretation of VAT
regulations and special circumstances.  The program
is able to prepare reports and reconciliations of the
figures but Customs and Excise will not accept a
misunderstanding between you and your software as
an excuse for an incorrect VAT Return.
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EC Sales List
The EC Sales List is required by Customs & Excise to itemise sales of goods to other EC countries.

Choose VAT EC Sales List from  the (General) Report menu or double click on its icon in the General Ledger
Report window.  This dialogue allows you to select the month(s) that you want included in the report…

Select the last month in the period covered by this
report.

Actual Quarters

The quarter entered here is the actual quarter
of the year and has no relation to your busi-

ness’ accounting year.
Enter the branch Identifier as
shown on your EC Sales
return.

Enter the quarter and
year which is appli-
cable for this return.

Set the Report Options, Page Setup options and fonts as
described in Chapter 5 and preview the report…
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Report Options for a VAT EC Sales List

Pre-Printed Form

You have the option of printing the details directly onto
the pre-printed forms provided by Customs & Excise.
Alternatively, you can print the information on plain
paper (as illustrated by our example) then manually
copy the details onto the official form.

Clearing EC sales figures

Immediately you have prepared an EC
Sales List return you should clear that

quarter’s figures from the accounts.  It is important
that this is done before more transactions are added
to the list.

Turn to the section headed Clearing a VAT Period in
Chapter 18.

Printer Alignment

As with VAT Returns it is important to test
printer alignment before printing directly

onto the official returns.
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