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A drop down menu will come up — move your mouse over Company and Financials:

more options appear to the right

Choose your report (i.e. Profit and Loss or Balance Sheet)
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0207413 Profit & Loss
Accrual Basis January 2013
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¥ Income

4705 - Gifts and Donations b 171084
Total Income 171.00
Gross Profit 171.00

Expense
5101 - Books. Adult §,083.52
5106 - Electronic Materials 24038 31
5111 - Audio/Video Haterial 8197
5131 - Serials 257 94
5141 - Certified Librarians 15376 95
5142 - Other Staff 82,905 97
5203 - Equipment (JAB / Auto) 1.462.00
5301 - Office Supplies 52142
5310 - Telephone 1,991.07
5341 - Print/ Pub NCLS 825.50
5350 - Employee Travel & Expenses 1,040 47
5351 - Meetings and Conferences 165 36
5370 - Professional Fees 1,796 40
5380 - Membership Dues 485.00
5390 - Equi Softv 396144
5440 - Contract w/ Outside Firms 192.06
5500 - Utilities 1,330.68
5510 - Custodial Supplies 84.82
5520 - Building & Grounds 293 06
5690 - Snow ! Trash Removal 220.00
5710 - Vehicle Fuel 145903
5730 - Vehicle Maintenance 21406
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Top left, under the menu bar, is€ 3'Report] click on it and this screen will

come up:

Just change REPORT BASIS to accrual or cash here........

Modify Report: Profit & Loss x
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