The REQUIREMENTS Section.
You are asked to save and submit a copy of the following reports for the period:
· TRIAL BALANCE
1. Select MODULES > FINANCIALS > then click TRIAL BALANCE, FILE, RUN
A new window will pop up.  
2. Name the file TB YOUR NAME and Save file as a PDF in the Exam Folder.
Make sure you select the Exam Folder to save it in.

· SUMMARY AUDIT TRAIL
1. Select MODULES > FINANCIALS > REPORTS > AUDIT then scroll down to AUDIT TRAIL (SUMMARY)
Then select Export Icon (middle one) 
[image: ]
2. Name the file AUDITSB YOUR NAME and Save file as a PDF in the Exam Folder. A new window will appear named Criteria for Audit Trail (Summary)
[image: ]
3. Enter the Transaction Dates for the period of your scenario.  Then click on OK.
4. Close the Reports window.

· SUMMARISED CUSTOMER ACTIVITY
1. Select CUSTOMER > CUSTOMER LIST > REPORTS icon and the following is displayed:[image: ]
2. Select Customer Activity > Customer Activity (Summary) and Export icon (Middle one)
[image: ]
3. Name the file CSTACTS YOUR NAME and Save file as a PDF in the Exam Folder. A new window will appear named Criteria for Customer Activity (Summary)
[image: ]
4. Click OK.  File will be appear in your EXAM FOLDER.
5. Close the Customer Reports window.



· SUMMARISED SUPPLIER ACTIVITY
1. Select SUPPLIER > SUPPLIER LIST > REPORTS icon and the following is displayed:
[image: ]
2. Select Supplier Activity > Supplier Activity (Summary) and Export icon (Middle one)
[image: ]




3. Name the file SPLACTS YOUR NAME and Save file as a PDF in the Exam Folder. A new window will appear named Criteria for Supplier Activity(Summary)
[image: ]
4. Click OK.  File will be appear in your EXAM FOLDER.
5. Close the Supplier Reports window.





· NOMINAL LEDGER ACTIVITY (EXCLUDING ZERO TRANSACTIONS)
1. Modules > Nominals Ledger > Reports  icon and the following is displayed:
[image: ]
2. Select Nominal Activity – Excluding No Transactions and select the Export icon (Middle one)
[image: ]





3. Name the file NOMACTX YOUR NAME and Save file as a PDF in the Exam Folder. A new window will appear named Criteria for Nominal Activity - Excluding No Transactions
[image: ]
4. Click OK.  File will be appear in your EXAM FOLDER.
5. Close the Nominal Reports window.
[bookmark: _GoBack]
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