PERIOD END ESTIMATE REPORTS
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NOTE:  Select only one accounting code at a time.  Selecting a range of accounts will return NO data.
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A ‘Print Preview’of the report will be displayed.  Use the forward or backward arrows to scroll through the report pages for verifying the data returned is correct.





To get a Reconciled report by Date Range, follow the same procedures, except select the appropriate option and enter the date range desired in the MM/DD/YYYY format in both date fields.
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A report will be generated based for the dates selected
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OR
The report may be exported directly to Adobe, Excel, or Word format – to do this select the Export icon at the top left of the screen and choose the preferred format for exporting




Select the appropriate format and Click “OK”
[image: image5.png]Export

Fomat

| Acrobat Format [PDF]

Destinaton:

S Disk e

Cancel

i





Click “OK” 
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        Select an appropriate file name for the report and select Save
[image: image7.png]Choose export file

Savein | 3 CATS Manual sections

& @ ok E-

=

@

My Recent
Documents

My Docurents

My Computer

fanSummayeportpof

My Network — File pame:
Places

Save as pe:

PeriodEndE stimateFieport pc

s S

Portable Document Format (pdf]

Cancel





To review the file, open the appropriate program and select the file.  

After Printing or Exporting the report, select Close to go back to the Account/Sub-Account Selection Screen
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For additional reports, select a new accounting code and follow the same procedures, or select Cancel to return to the Accounting Menu
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That completes the Period End Estimate option
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Have a great Year-End!


Select 


Period End


Estimate from Accounting Menu





Select the Accounting Code needed for the Period End Estimate





Highlight the sub-accounts to be included in the Period End Estimate





The totals on the last pages of any PEE report should match the totals on the SOF





Reports may be printed directly from CATS to your local printer or Adobe format








Click on the type of Detail Options (or type of report) desired, then select Print 








Select Accounting from the Main Menu








