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	1. Date Options

Date Options in the Reporting System.
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2. Introduction

Date Options in the Reporting System.
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3. Date Range Choices

Choices for selecting date ranges depend on the type of report you are running, as the options are a bit different depending on whether it's a summary or a detail report.
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4. Summary Report Date Choices

To view the date choices for summary reports, select the Revenue and Expense Statement Summary link.
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	6. Default Dates

The current fiscal year and accounting period are the default values. You can choose from prior fiscal years in the fiscal year drop-down list.
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8. Selecting Current Fiscal Year

To get the most current fiscal year, leave the default value in place.
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9. Selecting Accounting Period

Select the accounting period you want to run.  Here, we'll run the March report by choosing the "9 -- MAR" item. For a program, this will summarize all financial transactions from July 1st, 2007 to March 31st, 2008.  For a project, this will summarize all financial transactions from project inception to March 31st, 2008.
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10. July and June - 2 Periods Each

Date Options in the Reporting System.
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	11. Running Period 1

By running period 1, you will automatically pull any period 0 balances, so you can ignore period 0 as a choice for the accounting period when running a summary report. You will only run period zero when you want to view rollforward balances.

Period 998 is a final accounting period for year-end close adjustments. You should always run your report to period 998 when running prior fiscal year reports in order to make sure all transactions are captured in the resulting report.
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12. Detail Report Date Choices

Unlike the Revenue and Expense Statement Summary, which allows you to select an ending accounting period only, the Revenue and Expense Statement Detail allows you to select both a starting and ending accounting period, or specific dates which can exceed a one year period and cross fiscal years.  To view the date choices for detail reports, select the Revenue and Expense Statement Detail link
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13. Choosing a Fiscal Year

The first selection box contains the fiscal year values that are available.
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14. Choosing Prior Fiscal Years

You can choose from prior fiscal years for detail reports as well. To get the most current information, accept the default fiscal year.
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	15. Select Beginning Accounting Period

In the "From Accounting Period" dropdown, select the beginning accounting period you'd like to run. If you only want a single month, make sure to select it in both the "From Accounting Period" and the "To Accounting Period" dropdowns.
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16. Selecting " From Accounting Period"

In this example, run a report from January to April. Select the 7 -- JAN item in the "From Accounting Period" dropdown:
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18. Selecting "To Accounting Period"

We'll select the 10-APR item in the "To Accounting Period" drop-down.
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19. Switching to Filter on dates

You can also choose to run the detail reports from a certain date to another date, crossing fiscal years, and the report can run for longer than a one year period.  To do this, click the "Switch to Filter on Dates" button.
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	20. Selecting Beginning Date 1

To select the beginning date, click on the calendar icon  next to "From Date Range".
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21. Selecting Beginning Date 2

Select the month and day you want to begin the report with; use the arrows to navigate back and forth through the available fiscal years. Here, leave the fiscal year at 2008 and select the January link.
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22. Choosing Beginning Month and Day

To start the report on January 1st, select the number 1.
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23. Selecting Ending Date

To select the ending date, click on the calendar icon  next to "To Date Range".
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	24. Selecting Ending Month 

Select the April link.
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25. Selecting Ending Day

To end the report on April 30th, we'll select the number 30.  You can start and end reports on any day of the month you select.
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26. Exit

 Thank you for viewing Date Options in the Reporting System.

Text Captions: Thank you for viewing this presentation. Please select the appropriate button below to proceed.
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