
 
 

Tips and Tricks #60 - GL and Exporting Financial Data 

There are several features and functional capabilities within the PBS General Ledger programs 

that may not be used to full advantage, or possibly even not at all. These include the ability to 

export financial data into an Excel compatible format (CSV – Comma Separated Value). The 

extracted data has already been edited and organized by the program for printed format in the 

normal manner, thus the extract is specifically geared toward what you would see in the print-

type output except it is in spreadsheet format. These programs/sub-systems in PBS are: 

a) Trial Balance  

b) Financial Statement sub-system and  

c) Extract GL data sub-system 

Trial Balance 

The Trial Balance of course, gives you the ability to display GL details such as individual 

transactions for a selected time period and range of accounts. The T/B export will produce a 

similar replica of the equivalent printed trial balance. Here is a portion of a printed T/B: 
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The export is done by selecting the CSV option in the options entry screen for the Trial Balance 

report highlighted below: 

 

Requesting the CSV option, in addition to producing the above printed or PDF output, produces 

a CSV file in the top-level folder* of the PBS system. 

 

• *  The top-level folder is where most exported files are placed. If, for example, PBS is in the 
folder “F”/Accounting/PBS”, this is the top-level PBS folder. The folder name is displayed at the 
very bottom of your PBS menu screen along with your default printer. 
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The CSV output will look like:

 

You will notice several things: 

1. The selection parameters are captured and displayed in the first nine rows imitating the header 

portion of the first page of the PDF shown above. 

2. The report replicates the basic structure of the printed report i.e. the summary data is printed 

first and then details afterward.   

3. However, in the export version, the Summary and Detail data are split off into two separate 

column groups. 

4. This facilitates copying off the details to another sheet or tab if you just want account totals or, 

deleting columns B to G if you only want details. 

 

The first thing to do is do a “Save As” selecting the .xlsx option:  
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Any “fancy” stuff such as different fonts, colors etc. will be retained once the file saved is 

edited, since the CSV is not designed to have anything but straight text placed in it. 

Possibly the least popular part of the export format is that the account numbers are not 

included in any detail lines and are only shown for the summary line data as it strictly follows 

the printed format. However, it can be easily remedied by simply inserting a new column 

before column H in the spreadsheet sample above and then in the new column H (old “H” is 

now “I”), and the first detail line (in this case row 15) inserting the following formula: 

   =IF(ISBLANK( I14),A13,H14 ) 

This will copy the column A account number into the current cell, H15 if the previous cell, (H14) 

is blank – i.e. copy the account number from “A” if the previous cell is empty. Otherwise, it will 

copy the contents of the previous cell since it has an account number in it. Since formulae will 

be disturbed if you move any of the data around, you should, after copying the formula into all 

cells of your exported data, convert the whole H column to actual number values instead of 

formulae so that they are no longer dependent on the A column. To do that, simply copy the H 

column as a whole and then paste it back on itself with the “values-only” (“123”) option.  

This will eliminate the formulae and replace the formulae with the numbers they calculate: 

    

If you choose to move or delete column A, the now-H column is no longer dependent on A and 

will retain the data values. 

One additional useful hint is, if you are going to sort or change the order of the data (and one of 

the very useful things to do with this spread sheet data is to modify it in a manner useful to 

you), it is helpful to add a “sequence” column that gives the line count of all data in the 

sequence as it was originally written. By doing this, if you spot a mistake after sorting the data 
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in a new way, you can restore the original by simply sorting the data on the “sequence” 

column.  

To do this simply add a column at the left- or right-hand side of the sheet then put in the 

following: 

  
1) Insert the column (and label it) e.g. Sequence# (or whatever) as above in orange 
2) In the first cell under that label line simply put the digit “1” (green). 
3) In the next cell down type the formula ”=A2+1”, this will calculate a 2 into this cell (row 3) 
4) Copy this formula into the cells below this up to the highest line number used by your extracted 

data. (As a sample, the entry here in A9 is highlighted in blue.) 
 

The result will be the sequential set of numbers running from 1 down to the bottom of the spread sheet. 
However, as discussed above, as soon as you move any of the sheet’s lines around, the formulae will be 
wrong and the number sequence destroyed. So as before, highlight the whole column, copy it and then 
paste it back with the values-only option to change the formulae to straight numbers. Now, by sorting 
the A column (or whatever column you chose for the sequence numbers), you can always re-sort the 
data back into its original sequence. 
 

With these practical preliminaries done. the sheet is yours to do as you please. This includes 

creating your own totals, re-sorting the data (e.g. by distribution date or by originating 

application – Accounts Receivable vs Accounts Payable- etc.) 

Keep in mind that you have the full power of the Trial Balance Print program’s print and 

selection options to be able to select the data, add certain account group totals and other 

automated totals as dictated by the selection screen and the layout of your chart**. The CSV 

you are manipulating will basically be working with the “pre-digested” output data.  

  

 

 
** there are special calculation options you can build into the Chart of Accounts and we will return to this very 
useful topic in a subsequent issue. 
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Financial Statements 

 

The Financial Statement (F/S) sub-system is much more than the T/B reporting program. It is a 

series of programs that allow you to design and produce Profit and Loss Statements and 

Balance Sheet Statements in a variety of formats and with a number of formatting options. For 

example, a F/S function can be turned on to automatically calculate the percentage of any given 

sales line or cost category line relative to the total monthly sales.  Many different types of 

reports with their different selection and display parameters produce a report designed to be 

rendered to paper. However, these same outputs, can be exported, like the T/B as above, to a 

CSV file where they can be opened in Excel and then reformatted and re-used as chosen. The 

basic calculations have been done for you and the spreadsheet will then allow you to reformat 

it (font size, color, emphasis, add information, and moving sections around) to your satisfaction. 

A basic financial statement might look like this: 
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With the corresponding spread sheet CSV subsequently saved as a .XLSX: 

 

As above for the T/B you will note: 

1. The selection parameters are captured and displayed in the first three rows imitating the 

header portion of the first page of the PDF shown above. Below it, the column headings in 

rows five through ten, imitate the six-column structure of the PDF version. These headings 

have been deliberately created with only one or two words per row in order to have the 

column width roughly match the column width needed for the numbers. 

2. The report replicates the basic structure of the printed report including the section totals 

(“Revenue”, “Cost of Sales” etc.) and the sub-totals for each section (“Total revenue” etc.). 

Since all of these numbers are text as far as Excel is concerned, you re-total or sub-total 

various detail lines to get exactly what you want. Retotaling the same range as the report is 

giving, should be identical to the printed sub-total. 

3. This facilitates copying off the details to another sheet or tab if you wish to work with a 

specific sub-set of the data, e.g., do a deep dive into cost of sales. 

You create the CSV during the print process – after this screen displays: 
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You will need to select the print options: 

 

However, and this is the slightly tricky bit, in the previous selection screen, you will have had to 

select a “real” printer i.e. an output destination that is an actual printer or something designed 

to support printing. That means that the “2 Brother” and the “3 -PDFP-“ in the above, along 

with the “print to disk” and “Windows printer” options will all show the CSV option. The view 

only functions, “View as PDF” and “View as HTML” will not. 

 

 

Next time, PBS Data export function 

In the next version of our Tips & Tricks, we will look at the Data Export function which combines 

the ability to export many columns to Excel and control the content in a financial statement-like 

manner. 

file://///psi-nas/business/Marti/www.pass-port.com

