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Financial Statement Design  
 

Sage 50 Accounting’s built in financial statement designer is, in my opinion, one of the stand-out features, 

and one of the things that separates it from the competition.  This document is intended as an introduction 

to its features and capabilities. 

The Building Blocks 
 

To begin designing your own custom financial statements in Sage 50 Accounting, go to the Reports menu and 

choose Financial Statements. Select an existing statement that is similar to what you want to create, and click 

the Design button at the top of the window. That will take you into the designer. 

Looking down the left side of the designer window, you’ll see that there are four basic building blocks for 

creating financial statements: 

1. Text  lines 

2. Column Description 

3. Line Description 

4. Totals 

To add any of these elements to a report, click on the report where you want to add the new element. Then click 

the corresponding button from the toolbar on the left. A window will open letting you set the properties for the 

new element. Another option is to simply copy and paste an existing similar element. This is the method I 

usually use because many of the properties will already be set the way I want them. 

Text 
There are several different types of text lines: Body Text, Column Title, Header, and Footer. They are used to put 

static text on your report. The one exception to text elements containing only static text is that, when editing a 

text line, there is an Insert Special button that allows you to insert codes so that certain things like the company 

name, fiscal period, or report date can update dynamically.  

 Text-Body lines let you add lines of text to the main body of your financial report. They’re most 

commonly used for section headings such as “Revenues” or “Current Assets” but are also used to insert 

blank lines or to force a page break by checking the Page Break After Printing Text box in the element’s 

properties. 

 Column Title elements are used when you need more title space than you get when defining your 

columns. They are also useful for precisely controlling the line breaks on a multi-line column heading 

rather than letting the column description wrap it to the width of the column. 

 Text-Header rows repeat at the top of each page of financial statement. 

 Text-Footer rows repeat at the bottom of each page of financial statement. 



Column Description 
You define the columns in your report by inserting a Column Description element.  The properties window for a 

Column Description will let you set the content type, formatting, and relative time frame (current period, 

current-1, etc) for up to 30 columns. Content choices are: 

 Account ID – the GL account number 

 Balance – the account’s ending balance as of the reporting period 

 Activity – total activity for the reporting period 

 Description – GL account description 

 Percentage – Lets you divide the amount on each line of one column by the corresponding amount from 

another column to get a percentage 

 Ratio – Divides the amount on each line of a chosen column by the sum a range of accounts. Most 

commonly used on income statements to calculate each line as a percentage of net income. 

 Text – Places text (the same text) on every line. I’m not sure when you would use this except maybe to 

add space between columns. 

 Year to Date – Give the YTD activity for each account. 

 Formula – Creates a formula in which column X is added to, subtracted from, multiplied by, or divided by 

column Y or by a constant. 

Line Description 
Line Descriptions are used to place GL accounts onto your financial statement. You can specify a range of 

account numbers and/or one or more account types (cash, accounts receivable, income, expense, etc.) for each 

line description. Selected accounts can be printed in detail or summary, or even not at all. You can also choose 

to reverse the sign on accounts, useful for making credit balance accounts (such as income or liabilities) print as 

positive numbers instead of negative. 

Totals 
Total elements are exactly what they sound like. Each total that you insert must be assigned a total level from 1 -

9 with 9 being used for grand totals. Each total will sum the lines above it until it reaches another total of the 

same or higher level. That allows you to have up to 8 levels of subtotals plus a grand total-more than enough for 

almost any report. Like the line descriptions you can choose whether totals should be printed or hidden, and 

whether or not to reverse the sign. 

  



Sample Column Descriptions 

Comparative Statements 
The included income statement “<Standard> Income 2 yrs” is good example of a simple comparative statement. 

Select it and click the Design button to see how the prior year comparisons were added. Once you’re in the 

designer, double click on the grey Column Desc. Button, or right-click it and choose Properties. The following 

window will open. 

 

The Contents field controls what appears in each column. 

Column 1 is set to Description so it will display the GL account descriptions. 

Columns 2 and 3 are both set to Activity, so they will both display current period activity, but the “Activity 

Amount” section further modifies what appears in these columns. They both have Qualifier set to Net. That 

means the net total of the actual debits and credits. Other choices are Only Debits, Only Credits, Budget1, or 

Budget2. So if you want to compare to budget instead of to last year’s actual, you would change the Qualifier for 

column 3 to Budget1 or Budget2, depending on which you wanted to compare to.  

Time frame for column 3 is Current-12. That means 12 periods prior to the reporting period, commonly 

described as this month last year. If you were comparing to budget, in addition to changing the qualifier, you 

would also need to set the time frame to Current, otherwise you would end up comparing this month’s actual to 

last year’s budget. Time frame options include Current, Current-X (X being 1 through 12), Current+X, Last Year, 

Last Year-X, Two Years Ago-X, Total This Year, Total Last Year, and Total Two Years Ago. 

Rounding options are None or Whole Dollars. If you want to round to anything else, such as thousands, you will 

need to add a formula column and uncheck the Print box for the actuals. 



Adding a Variance 

 

To add a variance column, I went to the first available line, checked the Print box, set the Contents to Formula, 

and entered “Variance” as my column title. Then I set the Formula Activity to subtract column 3 (current month 

last year) from column 2 (current month). Finally I used the Move Up button to move it next to the Current 

Month columns. I then repeated the process for the variance on the YTD column. 

If you want a percentage variance either in addition to or instead of the dollar amount, you’ll need to add a 

Percentage column.

  

Here I’ve added a Percentage column that divides column 4 (variance amount) by column 3 (current month last 

year) to get the percentage change from last year to this year. I’ve also added a corresponding column for YTD. If 

you only want a percentage variance, simply uncheck the print box on the formula column to hide that column. 



Finally, since this report uses a Column Title line to add “This Year” and “Last Year” to the column headings, 

you’ll need to adjust it for the new columns. From the design window, double click the Column Title button and 

move the “This Year” and “Last Year” text to the correct columns. 

Once you’re done you should have an income statement that looks like this:

 

You can adjust column widths and other formatting in the Column Desc. Properties. When you’re done, click the 

Save button and give the report a new name. 

  



Department Masking / Departmental Reporting 
Reporting on departments, divisions, locations, etc. is dependent on you structuring your chart of accounts in a 

specific way. You GL account numbers all need to be the same length and the department, or other 

segmentation always needs to fall in the same position. For example in the sample company, Bellwether Garden 

Supply, their account numbers consist of a 5 digit main account number, a dash, and a 2 character department 

code. So the two characters of their department code are always in the 7th and 8th position. If the main accounts 

weren’t consistently five characters long, then the department code wouldn’t always be in the 7th and 8th spot 

and department masking would not work. 

If you are using Sage 50 Premium Accounting or Sage 50 Quantum Accounting you can define your account 

segments by going to the Maintain menu, Default Information > General Ledger.  

Here you can designate the 

length of each segment and 

what separator character 

you’re using, if any. 

Defining your account 

segments won’t change any 

existing accounts and it won’t 

even force you to adhere to 

the structure when creating 

new accounts. But it will warn 

you when a new account 

doesn’t follow this format. 

Defining account segments will 

also make departmental 

reports as simple as choosing a 

department from a list instead 

of manually entering 

department masking codes. 

Let’s take a look at this in action. 

If you have turned on account segments (and 

properly structured your account numbers) you 

don’t even need to create a custom financial 

statement to report on a single department or 

other segment. Simply choose an account 

segment from the report’s options. 

 

 



If you haven’t turned on account segments, or if you’re using Sage 50 Pro Accounting you’re not out of luck, but 

it will require a little more work. 

We’ll use the <Standard> Income Statement in this example, so view that report and click the Design button. In 

the designer, double click on the Column Desc. button. For any Activity, Year to Date, or Balance column there 

will be a Dept. Mask field in the column options. To filter your statement to just one department, enter a * (the 

asterisk is used as a wildcard representing a single character) for each character in your main account followed 

by the department you want. Here I’ve enter 5 asterisks follows by “-AV”. It would also have worked to 

substitute another * for the dash. You must enter the department mask for each column separately. On this 

report you’ll need to enter it for both column 2 (Activity) and column 4 (Year to Date). If only entered the mask 

on one of the columns, the other would still pull all departments onto the report, but the filtered column would 

only have amount for the selected department. 

 

After getting your department mask set properly, save your report with a new name so you’ll be able to choose 

it from the list of financial statements. 

If you want to change departments part way through a financial statement you can insert a new Column 

Description anywhere in a report and give it a different, department mask.  To save time, copy the existing 

Column Description element and paste it in where you want to change departments. Then edit it to reset the 

department mask. This can be useful if you want to list income, COGS, and gross profit for each department 

consecutively before moving on to general expenses. 

Departments in Columns 
Expanding on the previous example, what if you want to see multiple departments, each in its own column? 

First of all, I’ll assume that, for space reasons, you only want current period or YTD on this report, not both. 

Once again we’ll use the Standard Income Statement as our starting point. Double click the Column Desc. Button 

to open the properties window. 



The picture below shows what the Column Description window looks like when you have GL accounts segments 

turned on. If you don’t, everything will work the same way except you’ll enter a department mask as in the 

previous example instead of choosing a department from the Account Segments drop down list. 

 

I’ve changed columns 3 and 4 to match the settings in column 2, except that in each column I’ve chosen a 

different department in the Account Segments box. I set the contents for column 5 to <Not Used> and removed 

the title. For columns 2-4 I changed the Title to the department names. 

When you run this report, don’t choose a department in the report options since they are already built into the 

report definition. 

Totaling Columns 
To get a total column on the right, there are 2 possibilities. 

1. If the columns you’ve defined for the report will result in all accounts being included, then you can 

simply add another column and leave the Account Segments setting set to All-All. Even though you 

aren’t actually totaling the other columns, then end result will be the same. If you use this method and 

discover that your report doesn’t correctly sum across, that means you have GL accounts that are not 

being included given your current column descriptions. 

2. If you aren’t including all departments, as in this example, you’ll have to use one or more formula 

columns to calculate the total. A formula is limited to adding 2 columns. So the number of formulas 

needed will depend on how many columns you need to sum. Unselect the Print box for all except the 



last formula. 

 

Column 5 is a non-printing column that adds columns 2 (Aviary) and 3 (Books). Since the column won’t be seen, I 

used the Title to hold a description. The more columns you’re working with, the more helpful that becomes. 

Then in column 6, another formula adds column 4 (Equipment) to the total from column 5. 

Remember that there can be a maximum of 30 columns. So plan carefully if you have a large number of 

departments.  



At this point, here is what our report looks like:

 

It does break each department out into its own column, and it is totaled on the right. But it’s probably not what 

you had in mind since every account shows individually; resulting in a report that mostly shows zeros. To solve 

this problem, we need to move from the Column Description element to the Line Description. 

Summarizing Rows 
How accounts are summarized is controlled with the Line Description element. Most reports will have several 

Line Descriptions, each placing different GL accounts in different sections of the report. This gives you more 

control since different sections can be summarized differently. 

 

Rollup 
The Rollup feature automates the process of summarizing a range of accounts based on the number of matching 

characters in the GL account number. This method lets you use a Line Description to place a large number of 

accounts into a section but only summarize the ones in which the specified portion of the account number 

matches.  

In our example we want to summarize accounts in which the entire main account number matches, and only the 

department differs.  So, still with the income statement open in design mode, double click the Line Description 

button that is in the Revenue section. 

The following window will open. But the Print setting will still be at the default setting of “Detail.” In the picture 

below I’ve already changed it to “Rollup.” That change made the Rollup Mask field available. Here we enter 



numbers representing the number of characters that need to match followed by an asterisk for each character 

that can vary. In all it needs to match the total number of characters in out account numbers. Since our accounts 

are 5 digits + 1 digit for the dash + 2 letters for the department, I’ve entered 123456**. This telling Sage 50 that 

if the first 6 characters (the main account plus the separator) match, then roll all of those accounts into one line 

regardless of what the last two characters of the account number are. Since the dash is always the same, 

12345*** would have accomplished the same result. 

It doesn’t matter 

which digits you 

use in the rollup 

mask. Only the 

number of digits 

matters. So 

400000** and 

999999** will both 

give the same result 

as 123456**. Use 

whatever you find 

easiest. 

 

 

 

 

At this point your report will look like this:

 

Now you simply need to repeat that process to apply a rollup mask to each Line Description in the report to 

complete the rollup process. 



 

Summary 
Sometimes you need to summarize rows that don’t fit into the nice tidy model that the account rollup requires. 

That’s where the Summary option on the Line Description comes in. 

In Bellwether Garden Supply, open the <Standard> Income Statement and click Design. For this example we’ll 

summarize accounts 75000-00Salaries Expense, 75100-00 Salaries Bonus Expense, and 75200-00 Salaries 

Commission Expense.  All of the expense accounts before and after them will be listed in detail. 

Find the Line Description button in the Expenses section. Right click on it and choose Copy. Then right click on it 

again and choose paste. Paste it again so you have 3 line descriptions. The first one is for all the expense 

accounts before salaries. Then second will summarize the salaries. And the third is for the expense accounts 

after salaries. 

Right click on the first of the 3 line descriptions 

and choose Properties. In this window you can 

select accounts by a range of account IDs, or by 

account type, or by both. Currently it is not 

filtering by account ID at all, and the Expense box 

is checked under Account Types, so it is selecting 

all accounts with the type=Expense. We need to 

limit it to just the expense accounts before 75000-

00 Salaries Expense. In the Account Range 

section, enter the first expense account in the 

From field. Normally in Bellwether that is 57500-

00. In the To field enter the last account before 

75000-00. Or, better still, enter 749999-zz. Even 

though that isn’t an existing account, Sage 50 will still accept it, and that will prevent new accounts from being 

left off the report as they are added. Click OK to save this change. 

Now right click on the second of the 3 line 

descriptions and choose Properties.  

At Account Range, enter 750000-00 in From 

and 75200-00 in To. 

In the Formatting section set the Print option 

to Summary. This will cause all of the accounts 

in the selected range to be summarized onto 

one line. 

The Header Text field will now be available. 

Enter Salaries or whatever description you 

want for the summarized row.  

Click OK to save your changes. 



Move to the properties of the 3rd Line Description and set the account range to include all accounts after 75200-

00 Salaries Commission Expense. 

Now the salary accounts will be summarized while all other expense accounts continue to be listed in detail. 

 

Summarizing Non-Consecutive Accounts 
What if you need to summarize a group of GL accounts that don’t fall consecutively in your chart of accounts? 

With a little resourcefulness, it can still be done. 

Start out just like in the previous example by inserting as many Line Description elements as you need to select 

the accounts you want, in the order you want them to be displayed.  But when you get to the Line Descriptions 

for the accounts you want to summarize, set the Print option to No. Even though these accounts won’t be 

printed, they will be included in totals. 

Once you have added all of the line 

descriptions, insert a total after the last non-

printing Line Description. Do this by selecting 

the line below it and clicking the Total button 

on the left side of the screen. In the window 

that opens, make sure the Total Level is set 

to Level 1. At Text to Print With Total enter 

the description you want for the summarized 

accounts. If you are totaling income, liability, 

or equity accounts you will most likely want 

to check the box next to Reverse Sign. 

Now for the key to this trick; in order to get just the non-printing accounts to be included in the total you just 

inserted, you need to add another Total Level 1 immediately before the first of the non-printing line 

descriptions. Since you don’t actually want this total to appear on your financial statement, be sure to clear the 

check box next to Print on Report.  You may want to enter “Non-printing total” in the Text to Print with Total 

field to help avoid confusion later. 

You may need to adjust one or more totals that occur above or below the totals you just added. For example, if 

you are customizing the Cost of Sales section of the standard income statement, you’ll need to change the Total 

Cost of Sales line to be a level 2 total so it won’t stop when it reaches the level 1 totals that summarize your non-

printing accounts. As a result of that change, you’ll also need to change the Total Revenues to a total level 2 so it 

doesn’t get included in your new Cost of Sales total, and Gross Profit will need to move up from level 2 to level 

3. 

Now you have successfully summarized a group of non-consecutive account numbers within a larger group of 

accounts. 

 

 



 

The techniques outlined here put you on your way to 

customizing your financial statements in Sage 50. For 

personalized, support with statement design, or anything 

related to Sage 50, contact Steve Collins with IQ Accounting 

Solutions at 918-851-9713 or scollins@iqacct.com. 
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