Data Plus Hospitality Solutions Technical Note

SETTING UP A 12 MONTH CALENDAR FORECAST STATEMENT

A forecast statement is designed to show twelve months of balances. The current or past months will show
actual balances. Future months will show budget amounts.

1) Setting up the column codes.
A column code will need to be set up for each month and for the total.

To do this, go to General Ledger > Statements > File Maintenance > Column. In Column, hit F5 for insert
mode and set up as follows:

Statement Column Detail

Code rol

Description |January

Heading 1) Jamaary

Z3

Start Period oL Z004 Tpdat e a
End Period oL Z0o4 Updat e a

added: gzs18/Z004 leg changed: 0Z/18/2004 leg

m=monthly, og=quarterly, a=ammually, n=no update

Code: This is the code that is referenced in the definition. For a forecast statement, this code should be the
letter p (for period) followed by the number of the period you are setting up (01 for January). It is important
that this convention is used due to the utilities that need to be run to update the information in this statement.
Description: This is a description for your own reference In this example, January is used.

Heading: This is what will print at the top of the column in your statements. January is used for this
example.

Start period: Beginning of the period for the balances to be displayed in this column.

End period:  End of the period for the balances to be displayed in this column.
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Update: “a” (annually) means that these periods will be updated when you close your year.

A column code also needs to be set up for the total. It will look like this:

Eﬁeneral Ledger - [Release 6.6.01] - Suppoit 5P =10 ﬂ
Fil= Edit Help

Statement Column Detail

Code footl

Description |Forecast Total

Heading 1) Total

21

Start Period ol (zZoo4 Tpdate a
End Period 1& |zO04 Tpdate a

added: Qlszz /2004 leg changead: 0l/22/2004 leg

I m=monthly, g=gquarterly, a“amnnually, n=no update

Please note the column code will need to be “ftotl” for the utilities to work property.

2) Setting up the definition.
Go to Statements > File Maintenance > Definition to set up the definition.

Press the F5 key for insert mode. Begin setting up the definition as in the following example:
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Lefinition Code Lescription |Forecast Statement

Euild Order 2l Print Order 2l

Bow Code (1500  Profit and Loss by Month

Ztatement Text Dows| 0 Charss g

— Bowr
Entity Code

Property ID
Print o Export 110 Mo Columhs 14 [Date] Col 13
Export Directory

File HNanme le00 Extension

If wour "Bewerse Print" in Fow Type Detail is set to "yes", then

disable rewverse printing for Variance columns in this statement? [,

pagemaners | | | | | | ] | | |

added: 11/74/20031leg chahged: 11/24,/20031eg

Enter data or press ESC to end.

Definition Code: A unique code to identify this statement.

Description: A description for this new statement.

Build Order, Print Order:  Every Statement has a build order and a print order. These numbers tell the system
the order in which the statements are calculated and the order they are printed. If this statement is to print last

in the package, the print order number should be higher than the print order number in the other statements.

Row Code: Code that represents the body of the statement. The Row Code for the P&L statement can be
used if there was not one set up specifically for this statement.

No Columns:  14. This represents description column, twelve months, and the total column.
[Date] Col: 13. (but the date in the heading will be the period that the statement is run.)

Press F2 to continue
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On the next page, fill in the title for this statement as it should appear on the statement. Since the current period
will be in a different column each month, it is best to use [period] to represent the month in the heading of the
statement

Definition Code 1800 Description Forecast Statement
Build Order %1 Print Order 21
Row Code 1500 Profit and Loss by Month

Statement Text Dows g 2 Charsd g

Statement Header Text

MARTELLEN'S BED & BREAFFLET

|Forecast Statement

|[period]

added: 11/247/Z0031ley changed:11/84/20031ley

“=hlank line, [date], [day], [fc]l, [entity], [defcode], [period]

Press F2 to continue.
For the first column, fill in type “d” for description. Press F2.

Leave the column code on this page blank. Press F2. Leave the format as it fills in automatically. Fill in the
start position as 1. (Depending on the format of each column, the starting position can be adjusted later)
Press F2

Column 2. The type for this column is “b” for budget. Press F2.

The column codes for the rest of this statement will be the ones that were created earlier. For column 2 the
code is PO1 because this is the first month. Type “PO1” or use control-I to look-up. Press F2. Set the format as
to how the statement figures are to appear. The format must allow for the largest total that will display in this
column. Rounding will be 1 for rounding to the nearest whole number. Below is an example:
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Budget Type

Column Code

Heading 1

z

Columnn Property
Format

RPounding

Calec Type

Print a=s %

FORECAST

|PUl January

JTANUART

no

added: 1071972004 ded

Start Period

End Period

Start Position

Currency Symbol

Col 1 u]

ol 2006

01 =z00&

zl End 3z

Col 2 u]

changed: 10/19/2004 ded

Enter the format to use for displaying this column

Continue setting up the rest of the columns in a similar manner. All columns will be type “b” for budget and the
budget type for all will be “forecast.” Column 14 will be the last (total) column. The type is still “b” for
budget, although a larger format should be considered because the numbers in this column will be larger than

the other columns.

Budget Type

Column Code

Heading 1

Z

Column Property
Format

Bournding

Calc Type

Print as %

FORECAST

|ftnt1

—FEE FEE FFOD

1

no

Start Period

End Periad

Start Position

Currency Symbol

Col 1 u]

0l Z00e
01 E0oe

150 Endlez

Col E u]

added: 1071972004 ded

changed: 1071972004 ded

Enter data or press EBC to end.
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3) Printing your monthly statements.

There are two procedures that must be run before printing your Forecast statements. The first procedure to
be run is “Create Forecast Budgets.” This procedure is found under GL > Utilities > Budgets.

AF | Utilities )

Budget Import

Budget Import Template

Create Forecast Budgets

Budget Export

Budget records with a “type” called “forecast” will be created for the current year based on actual data up to
the current month, plus budget data for the balance of the year. This should be run each time you print your
Forecast statement so that all of your current actual data is pulled into the forecast.
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The next procedure to run is “Create Forecast Columns”. It can be found under GL > Statements > Utilities
> Format.

| Utilities )

s

Create Forecast Columns

Statement Header Text |

Add Account to Row Description

This procedure will put the word “actual” or “budget” in the headings of the columns. This only needs to be
run once a month.
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The statement will look something like the following when finished.

[ ETEE TN T PE I MAFUTLLIA' § BCO i EFTCAKIAST 1w Cagm: 1
Formcart Statsrsso
Jamacy 2EEA

JLITOACY Mearoarcy arch Joril Tatal
Aetmel Hrcigwrt. Bt Frciwrt.
FrvIrmT
| FOCw 21, 500 [P RT] s, 11 12,120
1 moo ENTT] 1, 1 1 0n-
! mrvrmear 1, 71 DT PR PR P PN P ENTT LE, 211
| CDRFIFIRCT SCRVICTS En 1,661 1, BE1 1, BE1 1, BE1 1, EE1 1, BE1 1,EE1 1, 933
| TOIrmer zn 1,661 1, BE1 1, BE1 1, BE1 1, EE1 1, BE1 1,EE1 1, B33
| W1 SCOLLARITOS FAEE 1) 1,161 1,161 1,161 1,161 1,161 1,161 4,161 1,161 4,161 A1, 1EE
o FovIma =, 852 9, 3110 =, 311 53, 311 53, 311 =, 510 6,111 39, 311 39, 311 39,311 139, 691
:
OCPARTHINTIL ISRIRST
| Foou - 1,500 =1, . 1, 200 =1, . 1, 200 =1, . 1, 200 =1, 800 1, 200 =1, 00 1,500 A1z,4m0
[T 11, 356 ] 1 ] 1 ] 1 ] 1 ] 1 1 11, 356
| ECVCRRGT 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
! CCAFDFIBCT SCVICTS 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| TILT pEoeT 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| W1sCOAARas z, 13- ] 1 ] 1 ] 1 ] 1 ] 1 1 Z, 013
OCTAL OCPAFTAINT IHFIRST 15, 444 1,500 =1, 501 1, 510 =1, 501 31, 510 =1, 501 1, 510 51, 500 31, 510 31, 500 1,500 421, P4
:
ban1sTRIBTTID SormRsE
| ABAIRISTRATION G GIFCF 1 ] 1 ] 1 ] 1 ] 1 ] 1 1
| EMIE o HARITIRG 1 ] 1 ] 1 ] 1 ] 1 ] 1 1
! oTILITITE 1 1,1 1,1 1,1 1,1 1, 1,1 1,1 1,1 1, 1,1 1,1
| HAIATIFRST 1 ] 1 ] 1 ] 1 ] 1 ] 1 1
| rERcRIsT s 1 ] 1 ] 1 ] 1 ] 1 1 1
OCTAL CR0ISTRIBTIIO0 P 1 1, 1, 1, 3,0 1, 1, 1, 1,1
[ooss cEoRTIBG FEDNT EENTE] 22— E2z- s 22— = 22— s 22— 4,122 1, E22- 1
'
| HARLSRORT KT - msic 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| WARAGDMINT FIT - IBCIR 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
OOTAL AMAREDATRT FITS 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
IRCHT ECIOEC riTo oe FENTE] [R1] FHER Eiz- 5,122 5,122 5,122 4,122 1,622 m m ni "
'
'
F13T0 THETRSE
| TTs 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| IASORMACT 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| LIASDS - wimc 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| LIAETES - FLIT 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| IATERTET 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
| oIECE 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
MDTAL F1XT0 IHFIRST 1 ] 1 ] 1 ] 1 ] 1 ] 1 1 1
'
R Imer (uoss| FENTE] [R1] 122 E12- L 122 = 122- L 122 i, 122 1, E22- m m ni LR

If there are any questions, please contact Data Plus.
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