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Account schedules are used to create balance sheets, income statements, cash flow reports, and other financial reports.
Creating an Account Schedule
1. In the Search box, enter Account Schedules, and then choose the related link.
2. On the Home tab, choose New, fill in the fields as described.
a. Name. The name of the account schedule. You can enter a maximum of 20 alphanumeric characters.
b. Description. The description of the account schedule.
c. Default Column Layout. The default column layout name for the account schedule. 
Note: Column layouts must be defined. Instructions are included in this document. 
d. Analysis View Name. The name of the analysis view on which to base the account schedule. For more information, see the Analysis View table.
Creating Account Schedule Rows Manually
Cash Flow
1. Select the required CASH FLOW account schedule to create cash flow statements, and then, on the Home tab, choose Edit Account Schedule.
2. In the Account Schedule - CASH FLOW window, fill in the fields as described.
a. Row No. The number for the account schedule line. You can enter a maximum of 10 alphanumeric characters.
b. Description. The description of the account schedule line.
c. Row Type. Choose one of the following:
i. Net Change – The net change in account balances during the period.
ii. Balance at Date – The account balances at the end of the period.
iii. Beginning Balance – The account balances at the beginning of the period.
3. Choose the OK button.
Income Statement
4. Select the INCOME account schedule, and then, on the Home tab, choose Edit Account Schedule.
5. In the Account Schedule - INCOME window, fill in the fields as described.
a. Row No. The number for the account schedule line. You can enter a maximum of 10 alphanumeric characters.
b. Description. The description of the account schedule line.
c. Totaling Type. Select from one of the following:
i. Posting Accounts – To calculate the total from posting accounts in the chart of accounts.
ii. Total Accounts – To calculate the total from the total accounts and end-total accounts in the chart of accounts.
iii. Formula – To calculate the total from other rows in the account schedule.
iv. Underline – To place an underline in each column for the row.
v. Double Underline – To place a double underline in each column for the row.
vi. Set Base for Percent – To set a base for calculating a percentage.
6. Choose the OK button.
Creating Account Schedules Rows Using the Insert
1. In the Search box, enter Account Schedule, and then choose the related link.
2. In the Account Schedule window, in the Name field, select the default account schedule name.
3. [bookmark: _GoBack]On the Actions tab, in the Functions group, choose Insert Accounts.
4. Select the accounts that you want to include in your statement, and then choose the OK button. 
5. Follow the manual instructions to complete the rest of the required fields. 
Creating Column Layouts Manually
1. In the Search box, enter Account Schedules, and then choose the related link.
2. In the Account Schedule window, in the Name field, select the account schedule name, and select Edit Account Schedule in Process group.
3. On the Actions tab, in the Functions group, choose Edit Column Layout Setup.
4. Fill in the fields in the Column Layout window. For more information about a specific field, select the field, and then press F1.
Note: When printing an account schedule, only the first five columns will print. More than five columns can be displayed on the screen, but will not print.
Creating Column Layouts that Calculate Percentages
1. In the Search box, enter Account Schedules, and then choose the related link.
2. In the Account Schedule Names window, select an account schedule.
3. On the Home tab, in the Process group, choose Edit Account Schedule to set up an account schedule row to calculate the total on which the percentages will be based.
4. Insert a line immediately above the first row for which you want to display a percentage.
Fill in the fields on the line. In the Totaling Type field, enter Set Base for Percent. In the Totaling field, enter a formula for the total that the percentage will be based on. For example, if row 11 contains the total sales, enter 11.
5. On the Actions tab, in the Functions group, choose Edit Column Layout Setup to set up a column.
Fill in the fields on the line. In the Column Type field, select Formula. In the Formula field, enter a formula for the amount that you want to calculate a percentage for, followed by %. For example, if column number N contains the net change, enter N%.

Repeat this procedure for each group of rows that you want to break down by percentage.
Assigning a Default Column Layout to an Account Schedule
1. In the Search box, enter Account Schedules, and then choose the related link.
2. In the Account Schedule Names window, fill in the Default Column Layout field for the relevant account schedules.
The column layout will be used as the default layout on printed reports and in the Acc. Schedule Overview window.
Creating Account Schedules with Overviews
Account schedules can be set up to compare general ledger and budget figures.
1. In the Search box, enter Account Schedule, and then choose the related link.
2. In the Account Schedule window, in the Name field, select the default account schedule name.
3. On the Actions tab, in the Functions group, choose Insert Accounts.
4. Select the accounts that you want to include in your statement, and then choose the OK button. The accounts are now inserted into your account schedule. If you want you can also change the column layout.
5. On the Home tab, in the Acc. Sched. group, choose Overview.
6. On the Dimension Filters FastTab, set the budget filter to the desired filter name.
7. Choose the OK button.
Now you can copy and paste your budget statement into a spreadsheet.
Printing an Account Schedule Report
1. In the Search box, enter Account Schedule, and then choose the related link.
2. Complete Options 
1. Layout
1. Acc. Schedule Name: Required field. Choose from dropdown list
2. Column Layout Name: Required field. Choose from dropdown list
2. Filters
1. Date Filter: Required field. Enter date or date range
2. Remaining filters are optional. Choose from dropdown list.
3. Dimension Filters
1. Filters are optional. If filters are NOT selected, total company information is displayed. 
4. Show
1. Select show option if applicable
3. Select Print or Preview

For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. You can also search the HELP files by searching “Dimensions” or visit the Microsoft Dynamics NAV library at http://msdn.microsoft.com/en-us/library/hh167866(v=nav.71).aspx
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