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Introduction 

Overview 
Financial Statements features include cloning existing statements for creating new statement formats, selecting 
the display order for GL accounts (e.g., br-dept-acct, acct-dept-br), adding page breaks and underlines, and 
skipping lines. 

Contact Information 

EFI Support 

US Phone: 855.334.4457 (First select option 3, then press option 8, then press option 1) 

US Fax: 415.233.4157 

US E-mail: printstream.support@efi.com  

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday – Friday. Outside of these hours, 
you may leave a voice mail message and an on-call support representative will be paged. Response time is 
based on the severity of the issue. 

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 

US Fax: 651.365.5334 

E-Mail: ProfessionalServicesOperations@efi.com 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software plus offer a range of training options. 
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Financial Reports 

Create 
Financial statements can be created with a high degree of customization. When initially creating financials, it may 
be helpful to work from a copy of existing balance sheets and income statement formats, and to have a printout 
of a Trial Balance report and/or a Chart of Accounts. Both reports are available from the General Ledger 
module, located under G/L Reports. 

1. Click the Financial Reports icon (also known as GL Reports or FINREPPROG) located under the 
Accounting or Administration menu bar. 

2. Select the Create menu bar. Select the Create Income Statement, Create Balance Sheet, or Create 
Cash Flow Statement icon.  

3. Choose the option Design from Scratch or Edit Existing Report, or Create from Model/Template, to 
use as a guide and make necessary changes and additions.  

Design from Scratch/Edit Existing Report 

Formatting is entered by the user. Select New Report in the lower left of the screen. 
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Create Income Statement/Balance Sheet 

1. Assign a unique number for the report. This can be any number desired (6-digit max). This number is 
used for internal use only to distinguish between the different styles of reports that can be designed.  

2. Enter a description (20 character limit) for internal reference and enter a title for the report. This title will 
appear on the printed report (45 characters for each line), e.g., Company Name, Income Statement.  

 

3. Select the format for the report. The format type selected will define the column setup on the report. 

 The format types for an Income Statement include Current Period, Year-to-Date, Period & Year-to-
date, 12 Periods Actual, or 12 Periods Budget Format type can also be selected at the time of 
printing. Quarterly formatted reports have been moved to their own section under display reports and 
will be discussed later in this document. 

4. To print account numbers and accounts with zero balances, select the appropriate check boxes. Also, 
set the format for credit balances on the report. 

5. Define the following criteria for the report: 

 Type of rounding - (Usually exact) Help will display examples of rounding selections 

 Reporting Order - (The order in which Branch, Department and Account number will appear on 
the report) Generally, this is left at the default setting. 
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Other Screen Options 

Select Clone to copy an existing report set up give the cloned report a different number or name. Make the 
desired in order to create the new report. More details on this option are available at the end of this document. 

Select Delete to remove this report and all its format information from the system. 

Select Cancel to eliminate changes made to an existing report definition screen, and refresh/return the screen to 
its original configuration. 

Select Comp Plant Selection to take you to the next screen, where you can continue to create the report by 
creating line details. To proceed, click Save and Comp Plant Selection. 

Select the Companies, Plants, Branches, and Departments to be included in the report. 

 

To create the report, click Save Selection and Report Lines. 
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Create Cash Flow Statement 

The Cash Flow statement created in PrintStream is based on the Indirect Method. The Cash Flow statement 
essentially converts the funds from an accrual basis to a cash basis. It allows the user to properly display the 
changes in cash for a period. 

Note At this time, the Cash Flow statement should be run in the current format only. 

An option to create from model/template allows the user to link the appropriate accounts, add additional lines, or 
change wording of lines. Be sure to save after making any changes to a line. The model statement uses the 
following rules decreases in accounts receivables, inventories, and prepaid expenses, increases in accounts 
payable, and accrued liabilities are added to the net income amount. Increases in accounts receivable, 
inventories, and prepaid expenses, decreases in accounts payable, notes payable, and accrued liabilities are 
deducted from net income. 

Assign a unique number to the report. This number is for internal use only to distinguish between different 
reports. The maximum length for this field is 6 numeric characters. 

Enter a description (20-character limit) for internal reference and enter a title for the report. This title will appear 
on the printed report (45 characters for each line) e.g., Company Name, Cash Flow Statement.  

Select the report format. Format type selected will define the column setup on the report. Until additional formats 
are available, the format type for the Cash Flow statement should be current period. 

To print account numbers and accounts with zero balances, select the appropriate check boxes. You can also 
set the format for credit balances on the report. 

Define the following criteria for the report: 

 Type of rounding - (Usually exact) Help will display examples of rounding selections. 

 Branches to be included - Choices include all, single, range, and select (selections should be 
separated by commas). 

 Departments to be included - Choices same as above. 

 Report Order - (The order in which Branch, Department, and Account number will appear on the 
report.) 
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Other Screen Options 

Clone copies an existing report set up and allows you to give the cloned report a different number, name, and 
make appropriate changes in order to create the new report. More details on this option are available at the end 
of this document. 

Delete removes the report and its formatting information from the system. 

Cancel eliminates the changes made to an existing report definition screen, and refresh/returns the screen to its 
original configuration. 

Comp Plant Selection advances to the next screen, where the report is created with line details. 

 

To proceed with report creation, click Save, then Report Lines. 
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Define Report Lines 

After selecting Report Lines in the Reports Definition screen, a new screen opens, showing the report number 
and description from the previous screen. 

The Report Lines Setup Screen has three main components: 

 The Tree structure with the Report Lines at the upper left of the screen. 

 The Properties window shows the attributes of each line at the upper right of the screen. 

 The Chart of Accounts that will be designated as Linked or Unlinked at the bottom half of the screen. 

To define the lines of the financial statement 

1. Right-click the report description (upper left corner) and select Add A Line At the RIGHT TAB - Below. 

2. Move the cursor to the Description field on the right. (A warning message opens, reminding users to 
select the green description box. This warning can be disabled.) 

 

 

3. Create the first line of the report, which should always be a Header, and type the name of the line in the 
Description field. In this example, it is Revenue. Move the cursor (or tab) to the next field.  

4. Assign an Action from the drop-down box. In this case the action is Header. For Headers, the system 
automatically creates a Total line below each Header at the same Tab or Level. This enables lines to be 
added below the Header line (by highlighting the Header line and following the instructions explained 
below). The system-created total line can be modified later, if needed, but should not be deleted. 
Because the Header is a descriptive line the next two fields (Account type and Normal Balance) will be 
left blank. You may designate skipped lines or underlining by checking the applicable box. 

5. Click the Done/Save button after filling in the Properties screen to update the Tree Structure and save 
the properties of the line. 
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6. Create the next report line by right clicking a target line and selecting one of the following options: 

 Add a Line Above the target line, at the Same Tab point. (Tab refers to indentation or level.) 

 Add a Line Below the target line at the Same Tab point. 

 Add a Line Below the target line at the Next Tab. (i.e., indented to the right.) 

 Add a Line Below the target line at the Previous Tab point. (i.e., move indentation/level to the left.) 

 Mark the line as a Constant for Calculating Percentages. Every other line will be calculated as a 
percentage of the amount of this line (Income Statement Only). 

 Unmark this line as a Constant for Percentages (Income Statement Only). 

 Delete Line. (Lines can be deleted if no accounts are linked to them.) 

 

7. If a new line is added by selecting options 1 through 4, the cursor will need to be moved to the 
Description (Green) field. Type the description for the new line. The description will usually come from 
the hard copy or other outline of the financial statement that you are working from.  

8. The Balance Sheet creation is handled in the same manner. Some differences will occur with formatting 
and accounts available for linking. Current earnings or net profit on the Balance Sheet is created using 
the consolidate accounts action, then linking all income and expenses to this one line. 

9. Cash Flow Statement creation is best accomplished by using the option to Create from 
Model/Template, then linking the appropriate accounts and adding additional lines if needed. 
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Properties Screen Guide 

Action Field - An Action must be specified for each line of the report.  

Following is a brief description of each possible Action: 

Description Field - it is optional to enter the Line description. However, this field can be used to describe 
headers and totals. Because this description will appear on the report, spelling, punctuation, etc., should be 
verified. 

Action Description 

Header This is a description or heading. No figures will be displayed against it. No G/L accounts can be 
linked to a Header line. Required for use in calculations. 

Consolidate Accts. The balance of all the accounts linked to this line will be automatically totaled and the total will be 
shown on this line of the report. 

When this action is selected, an Account Type and Normal Balance type must be assigned to it. 
You will be able to link to this line any accounts that have not already been linked to the Current 
Report by clicking on the UnLinked Accounts tab at the bottom window of the screen. You can 
select the account or accounts you wish to attach to this Line by right clicking and selecting the 
Link option or by placing a check mark on the Link column at the right side of the grid.  

Note  If you are setting up the report for a Branch / Dept., you will see the Chart of Accounts 
for that selection only. The Unlinked accounts grid will be empty when all the accounts 
in the Chart of Accounts have been linked to this report. 

When running the report, only a single amount will appear on this line of the report. 

Print Acct. Range This action performs the same function as Consolidate Accts. except that all the accounts linked 
to this line will appear individually on the report. Check Print Total to have the total of all the 
linked accounts shown on a separate line on the report. 
For example, assume that at Line 45 you have a description of Discount/Rebates and had the 
action as Print Acct. Range with four accounts linked to it. Suppose each of these four accounts 
have the following Balance: Acct1 = 10, Acct2 = 20, Acct3 = 30 and Acct4 = 40. Selecting the 
Print Acct. Range action will cause the general ledger description and balance for each of these 
four accounts to be printed out on the report. On the next line of the report, the total of the four 
lines will be printed (in this example, Discounts/ Rebate will print with a total amount of 100). 

Total Prints the total of all the report lines located within the preceding Header and this total line. 

Subtraction Puts in the difference between two total lines at the same level as this line. 

Example: If you have Total1 = 100, Total2 = 250 and Total3 = 75 at the same level, and if you 
have a Subtraction line after Total3 line, the amount that will appear on the Subtraction line will 
be Total2 (250) – Total3 (75) = 175 

Note  This action calculates the difference between the above two immediate Total, Addition, 
or Subtraction lines at the same level. In effect, the two lines may be either a total line 
or a computed line. 

Addition Functionally identical to Subtraction but in this case the lines are added together. 

Ending Balance For Cash Flow Statement only, tells system to pull balance from previous period. 
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The Display fonts for each Action have been set up as follows: 

Action Color Description 

Accumulate Accts. Print Acct. 
Range, and Consolidate Accts. 

Black Normal, Size 8. 

Header Black Bold, Size 9 

Total Black 
Bold with Underline, Size 8 It is indented so as to fall in line with the 
Lines it is totaling. 

Addition & Subtraction Blue Normal, Size 8 

Account Type Field - The account type is required when linking account(s) to this line. If the line has an action 
as Header, Total, Subtraction or Addition then it is grayed out.  

Normal Balance Field - The Normal Balance type must be selected when linking account(s) to this line. If the 
line has an action as Header, Total, Subtraction or Addition then it is grayed out. If the account type is Asset or 
Expense the default is Debit. For Income, Capital, or Liability the default is Credit. If this line is marked as 
constant you will find the words “Constant For %” displayed to the right. 

Suppress Line - Check this box to suppress the printing of this line. It will not display on the printed report. It will 
be gray on the display screen. 

Skip Lines After - Enter a numeric value to display one or more blank lines after this line. 

Line Number – This number is used as a reference when using the Report Definition options. 

Underline - Check the box to underline this line. 

Page Break - Check the box for a page break in the report after this Line. 

Note To  undo any changes made to an existing line, click Cancel. To save entries, click Save/Done. 

 



14  EFI PrintStream | User Guide 

 
 

 

Linking Accounts 

If the action for a line is Print Acct. Range or Consolidate Accounts, a grid will display at the bottom half of the 
screen. The accounts that appear in the table are those for the selected Branch and Department only. The table 
shows the Branch, Department, Account Number, Account Description, Account Type, and a check box for each 
account line to select or deselect it. This window has two tabs: Linked Accounts and Unlinked Accounts. 

Linked Accounts: When this tab is selected, it displays all accounts that are linked to the highlighted line. When 
adding a line with an action as Print Acct. Range or Consolidate Accounts, this table will be empty. Click the 
Unlinked Accounts tab in order to link accounts to the line. If accounts have already been linked, right-click the 
account(s) to unlink and select the unlink option. If only one account needs to be unlinked, clear the check box in 
the far-right column. 

Printing order of the accounts can be set by assigning a number to each of the linked accounts in the Order 
column. In the absence of the order numbers, the accounts will be printed in the reporting order specified in the 
main Report Definition screen. 

UnLinked Accounts: Accounts that are not yet linked to any of the lines in the current report will display. If you 
wish to link any of these accounts, select the account(s) and right click. Following the right click, a box will 
display with two options. Select the Link option. Alternatively, you can link an account by putting a check in the 
Link column on the right side of the grid. 

Groups of accounts can be linked at one time. Also, for ease in linking like accounts, the table can be sorted by 
clicking on the table header names. Once the accounts have been linked to a report line on the unlinked 
accounts screen and the screen closed, the newly linked account(s) will appear on the Linked Accounts screen.  

After linking, click Close, then Save. The new line will now appear in the upper, left window. Whenever you 
highlight this line by left clicking on it, the accounts linked to the line will appear at the bottom of the screen. 

Editing an Existing Financial Statement 

Edit a previously created financial statement by returning to the Create menu and select the type of statement to 
edit. When the main screen opens, click the drop-down list (upper left corner) and select the Report Number to 
be edited. All previous selections can now be changed and saved. 

The individual report lines can also be edited or changed by highlighting a line, making the desired changes in 
the Properties section of the screen, and clicking Save. 

Clone an Existing Financial Statement 

Clone is a copy feature that allows an existing report to be copied to create a new/different report. From the initial 
Create screen, select an existing report to start with from the drop-down list. Select Clone at the bottom of the 
screen. This will copy the existing report setup. Give the cloned report a different number and name, and make 
whatever modifications are needed in order to create the new report. 

Help 

This will display a read only view of the GLBAL data table, which holds historical balances for each GL account 
by period. 
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Display 

Display Income Statement, Balance Sheet, and Cash Flow Statement 

To preview, print, or export a financial statement 

1. Click the Display menu bar and select the icon for the type of Report, Income Statement, or Balance 
Sheet. 

 The Print Report Definition and Display Report Definition icons are discussed in following sections 
of this document. 

2. Once the type of report has been selected, enter the date of the report. The Year and Period appear. 
Reports print for Period/Year. They are not date specific. 

3. Select the Report Format to preview/print (default is Current Period). 

4. Select the comparison option, print account #, print zero balance, or credit balances format if necessary. 

5. Select the check box in the Select column next to the report to preview/print. The report description is 
the description entered when creating the report in the previous section. 

6. Click Preview or Print. A preview/print report option is also available from the Report Lines screen 
under Reports. All reports can be printed or exported from the preview screen. 
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Print Report Definition 

The Print Report Definition allows you to view the reports that have been created. The upper portion of the 
report details the main definition screen or Report Header. It shows levels, line descriptions, and account links. 
This report is accessed from the Display menu bar. Select the report definition to review by selecting the check 
box on the far-right side. Preview will produce the following screen, which can be printed or exported. This report 
generates a “behind the scenes” look of the report set up. For a detail of the accounts linked to individual lines, 
select the option “Display List of Accounts” before previewing/printing the report. 

The report definitions can be previewed or printed as needed. 
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Report Definition Display 

A display is available to help change the level of lines. This should be used with caution and guidance should be 
obtained from PrintStream accounting support before using this option.  

After selecting Display Report Definition, select the report to be viewed from the drop-down screen in the upper 
left. After selecting the report, click Load Report Lines to display a grid. The yellow cells can be edited to 
change level (tab).  
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Quarterly Reports 

Quarterly Income Statements are displayed using the same method as regular income statements with the 
addition of allowing the user to “set” the quarter by selecting the end of quarter date. Two format options are 
available: Current Qtr and 4 Quarters. 
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Default Reports 

Basic Income Statement and Balance Sheet formats are also available. These formats are useful for situations 
where numbers are important, not style. In other words, no special formatting is used. These reports can be 
previewed, printed, or exported.  
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Frequently Asked Questions about PrintStream Financial Reports 

Q: How do I know if all my accounts are included in the financial report? 

A: Print out the Chart of Accounts to verify all of your accounts. The Chart of Accounts is available from the 
General Ledger module. Compare to linked accounts to verify that there are no unlinked accounts. 

 

Q: What if I need to delete a line on the report? 

A: To delete a line, select the line, right click and select delete line from report from the drop-down menu. If 
any accounts have been linked to the line, they must be unlinked before the line can be deleted. 

 

Q: Can I print a financial report for just one branch or department? 

A: Yes. Select Single Branch or Single Department from the Income Statement Definition Screen and 
indicate which branch or department. 

 

Q: What will happen if I add a new General Ledger account, branch, or department? 

A: You will need to link new general ledger accounts in the report lines. New branches and departments 
will be included on the report if All Branches and Departments are selected in the Definition Screen. If 
not, be sure to include them in the From and To section of the Statement Definitions. 

 

Q: I created a line in a previous version; it doesn’t show on the display but shows on the report I print, what 
do I do? 

A: Double-click on the display area where the line should appear; if the line doesn’t show after that, call 
EFI PrintStream for help with database file repair. 



V21.1.0200 Financial Reports  21  

 
 

 

Sample Setup 

Line # Level Line 
Description 

Action Type Normal 
Balance 

Skip Line 
After/Underline 

5 1 Revenue Header None   

10 2 Sales Revenue Header None   

15 3 Sales Revenue Accounts Print Accts. Income Credit Underline 

20 2 Total Sales Revenue Total None   

25 2 Other Revenue Header None   

30 3 Other Revenue Accounts Print Accts. Income Credit Underline 

35 2 Total Other Revenue Total   Underline 

40 1 Total Revenue Total    

45 1 Cost of Goods Sold Header    

50 2 Cost accounts Print Accts. Expense Debit Underline 

55 1 Total Cost of Goods Sold Total   Skip Line After 

60 1 Gross Operating Profit Subtraction   Skip Line After 

65 1 Selling Expenses Header    

70 2 Selling Expense Account Print Accts. Expense Debit Underline 

75 1 Total Selling Expenses Total    

80 1 
Income After Selling 
Expenses 

Subtraction   Suppress 

85 1 Administrative Expenses Header    

90 2 
Administrative Exp 
Accts. 

Print Acct Expense Debit Underline 

95 1 Total Admin. Expenses Total   Page Break 

100 1 Net Operating Profit Subtraction    

105 1 
Other Income and 
Expenses 

Header    

110 2 Other Income Header    

115 3 Other Income Accts. Print Accts. Income Credit Underline 

120 2 Total Other Income Total    

125 2 Other Expenses Header    

130 3 Other Expense Accts. Print Accts. Expense Debit Underline 

135 2 Total Other Expenses Total   Skip Line After 

140 1 
Total Other Income and 
Expenses 

Total    

145 1 Net Profit before Taxes Addition   
Underline/Skip Line 
After 

150 1 Taxes Print Accts. Expense Debit Print Total 

155 1 Net Profit After Taxes Subtraction    
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The Total at line 20 is the total of the amounts at Lines 10 through 15. 

The Total at line 40 is the total of the amounts at lines 20 through 35. 

The Amount at Line 60 will be the Total at Line 40 minus the Total at line 55. 

The Subtraction line operates as follows: The system seeks the nearest Total Line above the Subtraction line 
and then seeks the nearest Total, Subtraction, or Addition line above that. The amount listed is the difference 
between the two.  

Note The two total lines in the subtraction equation should be at the same tab/level in the report. 

For example, to calculate the Subtraction amount at Line 100, the program subtracts the Total at Line 95 (the 
nearest Total, etc., line above line 100) from the Total at line 75 (the next nearest Total, etc., line above line 95). 
The same routine occurs when the action is Addition, except that the first preceding Total line amount is added to 
the next preceding Total line (rather than being subtracted from it). 

 

 


