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How to Print a Complete General Ledger Transaction Report

Your external accountant may ask you for a printout of your complete General Ledger for the financial year. You can
run an Account Enquiry on a single General Ledger Account for a given period and print a report, or you can print a
report to show all transactions against all GL accounts.

Go to Accounts>Account Enquiry, select a GL account and date range, then run to bring the data into view. You must
do this first to print either report.
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From the report menu bar select the report you require — Account Inquiry of Account Inquiry — Detailed for a single
account, or Account Inquiry Range for multiple accounts.
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Select the Account Inquiry — Range report and click on the either the Preview, Print or Email icon, the selection window
will open. Enter your required Account Range and Date Range and OK, accept Document Date, and OK to obtain the
range report.
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