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Features and Benefits
• Company Information Data: company setup, who did

the setup, and when completed 
• All inquiries from one screen
• Accrual or cash basis accounting
• Direct/automatic integration: General Ledger and

Bank Reconciliation
• Optional integration: Purchase Order, Check Express
• Recurring payment processing
• 1099 forms printed
• Manual checks tracked
• Inquiries: paid and unpaid invoice, vendor, general

ledger account number, project
• Check selection: due date, vendor, invoice
• Multiple lines of distribution per invoice
• Multiple invoices from vendor combined into single

check with stub detail
• Multiple bank accounts in multiple banks

The Accounts Payable module provides the ability to pay bills, manage credits from and payments 
to vendors and keep records of invoices. Users operate on a cash, accrual, or modified accrual 
basis. Module interfaces with Bank Reconciliation, Purchase Order, Check Express and General 
Ledger.

• Standard reports: cash requirements, aging analysis,
vendor activity, vendor labels, lists

• Voided checks removed from the vendors paid file,
displaying only regular and manual checks

• Voided AP check voids all line items of invoice for
which check was written

• Distribution percentages for expenses you wish to
split between departments

• Distribution percentages of remittance to multiple
G/L accounts

• Project descriptions attached to every transaction,
for easy recapping and reporting

• Achieve accuracy with the standard processing steps:
enter, edit, update

• Produce audit trails for internal and external
accountability

• Save staff processing time with single entry of
information: vendor information, recurring payments

• Streamline the voiding process

Required modules:
• General Ledger
• GlobaFILE

Optional module(s):
• Check Express
• Purchase Order

Accounts Payable
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Create invoices with unlimited multiple lines and multiple G/L accounts. Automatically assign user-
defined, preset distributions to each invoice.

Inquire on A/P history using all of the above fields and sorting options. No other software provides greater 
flexibility. Use drill-down filters to locate specific checks or invoices.

Accounts Payable
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Features and Benefits
• Open Item or Balance Forward
• Cash or Accrual accounting
• Customized statement format
• Print on plain paper or pre-printed forms
• Unlimited number of user-defined revenue centers

and items
• Revenue centers linked with user-specified G/L

account numbers
• Recurring charges
• Integration with other “receivables” modules:

Registrations, Loan Processing
• Interface with General Ledger
• Interface with Bank Reconciliation

Accounts Receivable accurately tracks money you receive from varied sources such as daycare billing, 
subscriptions, loan payments, and other billable items.  It also provides an easy way to place monies in 
the proper funds.

• Distribution by percentages
• User-defined project codes
• Aged analysis reports
• Payments applied to specific charges
• Late charge calculations by dollar or percentage
• User-defined Sales Tax: automatically calculated with

invoicing
• Provides solid audit trail with system integration
• Increases accuracy with automatic calculations
• Generates billing statements
• Produces statements reflecting registration fees and

outstanding loans if applicable

Required modules:
• General Ledger
• GlobaFILE

Optional module(s):
• Registrations

Accounts Receivable

• Bank Reconciliation
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Assess late charges as necessary. You define the amount of the charge and how much time 
passes before payment is considered late.

Easy and flexible billing schedules to handle Mother’s Day Out programs, Preschool or school 
tuition billing. Even have the program auto-assign the payment schedule.

Accounts Receivable
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Features and Benefits
• Reconciliation of all transaction types: withdrawals,

deposits, transfers
• Various reconciliation methods: clicking specific checks

on a grid of unreconciled checks or entering check
number, date and amount

• Verification of balance
• Discrepancy advisory: imbalances, canceled check

amount disagrees with bank statement amount
• Extensive reports: reconciled and outstanding checks,

delete canceled checks, newly written checks

Bank Reconciliation electronically manages your checkbook, so dealing with statements is quick, 
accurate and painless. It even accepts imports from Microsoft® Money®, Quicken® and other 
popular .ofx or .qfx formats from your bank for truly simple bank reconciliation.

• Integration with all Shelby software that prints
checks or receives deposits

• Works with all Canon check scanners to speed data
entry and reduce processing time

• Avoids duplicate data entry — all bank transactions
are posted automatically

• Assures user of accuracy by noting discrepancies and
simple keying errors

• Included with purchase of Accounts Payable, Payroll
or Check Express

Required modules:
• General Ledger
• GlobaFILE

Requires one of these modules:
• Accounts Payable
• Contributions
• Check Express
• Payroll

Buy these Shelby Add-on products  
to boost the power of Bank Reconciliation:  

• Canon CR-25
• Canon CR-55
• Canon CR-180

Bank Reconciliation
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Reconcile your bank statement using a Detail List, 
Item Entries, or a Canon check scanner.

Bank Reconciliation
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Features and Benefits
• GlobaFILE: a normalized relational database
• Immediate check printing
• Audit trail provision
• Multiple distributions over General Ledger accounts
• Integration with General Ledger and Accounts

Payable

Check Express lets you process reimbursements instantly for those unexpected check requests.  
And it records withdrawals and deposits.

• Bank Reconciliation included
• Generate checks on-the-spot for reimbursements

and pre-payments
• Enter previously-written checks manually
• Print a check register for audit trail
• Distribute transactions over as many as 10 General

Ledger accounts

Required modules:
• General Ledger
• GlobaFILE

NOTE: This module does NOT take the place of Accounts Payable. Reports involving selection of data over particular periods, 
etc. must be generated by General Ledger and Accounts Payable.

Check Express
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In addition to processing checks, Check Express allows you to record deposits and transfers.  All of this 
interfaces directly with General Ledger so no unnecessary data entry occurs.

Use your existing check format without the added expense of new check forms.

Check Express
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Features and Benefits
• Straight-line amortization of lump sum payments
• Automated journal entry to General Ledger to reflect

the expensing
• Designated expense account(s) for each lump sum
• User-designated time frame for amortizing - partial

year or multiple years
• Reporting options include: history of transactions,

monthly balance sheet, detail or summary formats
• Streamlined processing path: source, destination,

dates
• Integrated with the General Ledger module

Use this module as a bookkeeping tool to amortize prepaid expenses over a period of time, rather than 
having the expenses update your general ledger as a lump sum at the time of the payment. Using this 
program allows you to more accurately indicate when expenses are actually incurred.

Examples of use: 
• Your purchase of a two-year supply of stationery can be amortized

monthly to the office supply budget for this two-year period. 
• Your purchase of airline tickets in February for the mission trip can be

amortized to June, when the trip occurs. 
• Your insurance premium can be amortized over the effective period of

coverage: yearly, quarterly, etc.

• Allows user to amortize the prepaid expense sum
over a longer time period

• Eliminates manually setting up recurring journal
entries

• Reduces the need of exporting data to a spreadsheet
for manipulations

• Gives an audit trail to verify the source and
destination of each transaction

• Provides a realistic picture that reflects the
circumstances of the expense

• Simplifies reconciliation at month end

Required modules:
• General Ledger
• GlobaFILE

Expense  
Amortization
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Expense Amortization allows you to designate the amount and period for prepaid 
expenses. Rather than a lump sum hitting your general ledger, the expenses will be 
amortized over the appropriate time period. You can also amortize income over the 
effective period. For example, a year’s pledge “paid in full” could be spread to each of the 
twelve periods.

Expense Amortization
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Features and Benefits
• Data tracked: location, class, vendor and purchase

order number, serial number as well as the accounts 
associated with the asset: asset-accumulated 
depreciation and expense department account 
number; extensive comment space 

• Information for replacement costs and projected
replacement date 

• Warranty and contract information
• Transfer data from tag or company
• Types of depreciation: All current and prior-

supported (allowable methods based on
capitalized date)
a. pre-1981: Straight Line, Double declining, 150%

Declining, and Sum of the Years Digits
b. 1981-1986: ACRS
c. post-1986: MACRS

v.5 Fixed Assets manages the physical assets of your organization by tracking items as well as 
noting depreciations. You can also track warranties, calculate depreciations, manage 
preventative maintenance and document service history.

• Can record depreciation for both Book (interface
with G/L) and Tax (for reporting only)

• Depreciation calculation upon entry of asset
• Provides accurate way to manage long-range

planning
• Assures that depreciations are managed to fit your

organization’s tracking methods
• Validates information supplied to banks, lending

institutions, business organizations
• Forces user to pick only a depreciation method

applicable to capitalized date
• Corrects errors: if prior calculations were wrong at

time of entry, user can override, but system will bring
into balance when first depreciation calculation is run

Required modules:
• General Ledger
• GlobaFILE

Fixed Assets

Buy these Shelby Add-on products  
to boost the power of Fixed Assets:  

• miniSCAN
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Record unlimited maintenance and repair history or other important remarks for each asset.

Record either or both Tax or Book depreciation schedules.

Fixed Assets
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Features and Benefits
• Flexible-length account numbers; up to 9 digits for

sub-accounts 
• Optional funds and departments: have multiple

funds and departments, or none at all 
• FASB 117 compliant: closing to multiple equity

accounts 
• Multi-year processing online
• Account number level security for data view and

access
• Dedicated debit and credit columns
• Accounting options: calendar or fiscal year, cash

or accrual basis, multi-company, chart of accounts
designation

General Ledger is the backbone of your accounting system. It is integrated with all the financial modules. 
Stored data provides history and reports to handle planning and budgeting activities. Cut your time 
entering next year’s budget details by directly importing files prepared by your staff. Source documents 
provide great audit information. Quickly send reports directly to Excel® with the click of a mouse. 

• Includes standard financial reports with customizable
columns and formulas

• Integrated modules: Accounts Payable, Payroll,
Check Express, Accounts Receivable, Fixed Assets,
Receipting, Registrations

• Avoids multiple entry of checks by receiving data
from Payroll, Accounts Payable, Check Express, Fixed
Assets, Registrations, and Accounts Receivable

• Assures user of accuracy by noting discrepancies and
simple keying errors

Required modules:
• GlobaFILE

General Ledger
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The report illustrated above is only one of many combinations of customized reports you 
can create and save for frequent use. You can even export data to Excel® for further analysis.

General Ledger
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Features and Benefits
• Streamlines financial reporting with a consolidated

master chart of accounts.
• Increases the company number from three to four

digits in length.
• Increases the Fund number from three to five digits

in length, providing one level of reporting between 
Company and Fund.

• Provides consolidated and sequential reporting
across all companies within General Ledger, Accounts 
Payable, and Accounts Receivable.

• Provides payroll reporting for 941s, 1099s and W-2s
based on EIN number rather than company number.

General Ledger Plus is perfect for “umbrella” organizations with multiple locations, such as denominational 
headquarters or multi-campus churches that require a multiple-company accounting structure. In addition 
to reporting for each individual company, General Ledger Plus provides consolidated reporting that spans all 
companies. Reduce staff expenses by handling accounting activities at a central office. Provide companies the power 
to access their financial information from remote locations via the internet and Microsoft® Terminal Services. 

Required modules:
• GlobaFILE
• General Ledger

General Ledger Plus
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The General Ledger Plus enhancement uses a ‘Master Chart of Accounts’ company with 
a company number of 000. This company is used to consolidate reports across different 
companies.

General Ledger Plus
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Features and Benefits
• Total descriptions for compensation and deduction

types rather than codes 
• Built-in federal, state, and local tax tables
• Definition of W-2 information during the setup

procedures
• Data tracked: salary amounts, hourly rates, rates

for tax calculations, voluntary deductions and
cafeteria plan choices, unemployment and worker’s
compensation rates

• Minister designations allow taxable/non-taxable
compensation

• Any combination of pay cycles
• Compensation entered by annual or periodic rates;

uneven splits handled by rounding difference in the
first check of the year

• Management of non-taxable wages such as annuities
• Recording of non-cash compensation, such as life

insurance over $50,000
• Records management: time card labels, time card

worksheets

The v.5 Payroll module manages all aspects of your payroll. It provides gross wage 
computation, calculates all necessary taxes, determines voluntary deductions, prints a payroll 
check for the employee, and accumulates necessary totals for monthly, quarterly and annual 
government and management reporting, including magnetic media reporting.

• Provision for vacation and sick hours allowed and
remaining

• Earnings allocations to multiple general ledger
accounts for each employee

• Provision for automatic bank deposit for individuals
using Direct Deposit or ACH methods

• Email Direct Deposit vouchers to employees
• Integrates with General Ledger
• Multiple calendar years on line
• Streamlines paycheck production with extensive data

and tables stored
• Provides employees with real-life payment situations

- salary, wages, bonuses
• Assures employees that earnings are both accurate

and secure
• Allows tax tables to be easily updated by user as

changes occur
• Provides check reprinting capability before Payroll

and General Ledger are updated

Required modules:
• General Ledger
• GlobaFILE

Buy these Shelby Add-on products 
to boost the power of Payroll:  

• TimeClock Plus software
• TimeClock Plus hardware

Payroll



Effective 01/01/2015. Product pricing, features and availability are subject to change without notice. 
Copyright ©2015 Shelby Systems, Inc.
SH-0010

®

Using TimeClock Plus software, 
you will never again have to 
enter hours before processing 
your payroll.

Print W-2s and 941s directly 
from Payroll with IRS-compatible 
formatting.

Payroll
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Features and Benefits
• Tracks requisition number, date issued, date

received, authorization agent and issued to for 
each purchase order 

• Invoices entered in Accounts Payable are applied
to Purchase Order items 

• Individual or batch-processing
• Accurate processing: enter, edit, update
• Automatic temporary backup
• Unlimited General Ledger distributions

per purchase order
• Extensive inquiry options enable users to perform

broad searches for purchase orders and requisitions,
and also allow very detail-specific searches

• Prints open purchase order or history lists
at any time

• Combines multiple fields to narrow range of
purchase orders for inquiries and reports

• Allows archive referencing with extensive storage
capability

The v.5 Purchase Order module allows supervisors to establish and enforce an “approval process” starting with 
a requisition and ending with an approved purchase order.  The Desktop Dashboard alerts users when a 
requisition is awaiting approval, and an automated email notification system notifies managers when they 
need to approve requisitions.  The module can automatically email a purchase order to the vendor upon 
approval, if desired.

• Uses predetermined, user-defined distributions
• Provides for up-to-date budget reporting by including

encumbrances on Budgeted Financial Statement
• Recreates previous purchase orders for recurring

purchases
• Completely customizable purchase order and check

request forms and new pre-built forms are available
• Approval process tracks requisitions, purchase

orders, and check requests
• Managers can automatically approve requisitions

under a certain dollar amount
• Automated email notification system alerts

managers when they need to approve a requisition
and the Desktop Dashboard alert also displays when
a manager needs to take action

Required modules:
• Accounts Payable
• General Ledger
• GlobaFILE

Purchase Order
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Customize the appearance of 
generated purchase orders, which 
includes changing the color of 
the form, adding or removing 
additional order information, 
adding your organization’s logo to 
the form, and more.

Record purchase orders 
and check requisitions that 
automatically interface 
with Accounts Payable to 
prevent re-keying.  

Purchase Order



Shelby Systems,  Inc .  •  7345 Goodlett  Farms Parkway •  Cordova,  TN 38016 •  800-877-0222 •  

www.shelbysystems.com  Copyr ight  ©2015  Shelby Systems,  Inc .

®

shelby
v.5 Financials

SH-0010
010115

Features and Benefits
• Receipting for any money received
• Processes on-the-spot or batch-processed
• Integration with General Ledger
• Manage all monies received with a proper

paper trail
• Provide assurance to the giver that contributions

and gifts are accurately documented

Use Receipting for on-the-spot receipts to assure givers that their contributions are accurately 
documented.

• Print individual receipts on-the-spot for cash received
• Print grouped receipts in a batch process
• Print receipt history using history data
• Protect office and staff with accurate documentation

of funds received
• Can integrate with Accounts Receivable

Required modules:
• General Ledger
• GlobaFILE

Optional Module(s):
• Accounts Receivable

Receipting
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Designate all appropriate details for cash contributions and generate quick receipts on demand.

Receipting
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Features and Benefits
• Transfer funds electronically
• Credit or debit transactions supported

-	 Direct debit from donor’s account from
Contributions 

-	 Direct payment to vendors 
-	 Direct collection of monthly fees: day care, 

school, etc. 
• File for data exchange fully prepared
• File format: NACHA standard
• Overnight processing through the Federal Reserve
• Collection or payment consummated in 1-3 days
• Integrated with: Contributions, Donors and Gifts,

Accounts Payable, and Accounts Receivable
• Saves money: no need for check stock

This v.5 module provides for electronic transfer of funds between bank accounts (replaces 
manual check writing for bills, as well as data entry for receivables and donations). This transfer 
by utilizes the standards developed by NACHA.

• Saves time: no need to print checks, no need for
manually written checks, and no additional data
entry

• Increases efficiency: contribution transaction posts to
purpose, personal record, and to the General Ledger

• Eliminates the waiting time for funds to be available
• Applies to church building funds, weekly giving,

school/day care, etc.
• Reduces bank reconciliation efforts
• Gives marked cost advantage over credit card

method
• Eliminates problems related to mailing - lost,

mangled, misdirected

Required modules:
• General Ledger

Requires one of these modules:
• Accounts Payable
• Accounts Receivable
• Contributions
• Donors and Gifts

ShelbyACH
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ShelbyACH has multiple filters for processing Contribution transactions: by frequency, day of 
month, ACH account and Purpose code. 

ShelbyACH
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Features and Benefits
• Laser printing using popular PostScript printers with

magnetic ink cartridges
• One-pass printing operation for total check

production: specified signatures, payee with 
address info for window envelopes, and logos for 
organization as well as bank

• Specially-designed module as add-on to Payroll,
Accounts Payable, and/or Check Express (Setup done 
via Bank Reconciliation)

• Single-sheet laser check forms
• Restricted access based on user login and password
• Space for printing unlimited voucher detail

information
• Extra assurance with enhanced security:

renumbering and reprinting checks managed through
user security; additional security to activate “Print
Checks” button

Before you spend another dime on pre-printed checks, consider what ShelbyMICR Plus can do for you.  
We’ve made the check writing process simple.  Print the entire check on secure blank check stock — 
including MICR information for each unique bank account, your church’s logo and address, dollar amount 
and multiple signatures — all in just one pass. AND do this on your network from any workstation! 

• Manage check-writing security issues in-house
• Reduce processing time: no files to import or export
• Increase productivity: print, protect, and sign checks

in one operation
• Define the parameters to fit your operations: number

of signatures and dollar limits
• Enter your parameters and start processing

immediately – no programming required
• Produce professional appearance with minimal effort
• Have confidence in module-specific security: AP clerk

can produce checks only from the Accounts Payable
module – not from Payroll or Check Express

• Save money – no need to purchase expensive pre-
printed checks

Required modules:
• General Ledger

Requires one of these modules:
• Accounts Payable
• Check Express
• Payroll

Hardware requirements:
• Laser printer with PostScript print drivers (not PCL) and a magnetic ink toner cartridge

You can purchase blank laser check stock and MICR toner printer cartridges from our exclusive partner, NELCO. 
This paper has all the check security features recommended by the banking industry to keep your check 
transactions secure. For complete details call NELCO at 800.266.4669, or visit www.nelcosolutions.com/Shelby.

ShelbyMICR Plus



Effective 01/01/2015. Product pricing, features and availability are subject to change without notice. 
Copyright ©2015 Shelby Systems, Inc.
SH-0010

®

Are you about to re-order checks? What are some of your challenges?  Pre-printed checks require you to void checks 
that jam in the printer.  And if you have multiple bank accounts, you have to buy multiple sets of checks.  On top of that, 
somebody has to sign all those checks. ShelbyMICR Plus equips you to print the entire check on secure blank check 
stock - including MICR information for each unique bank account, your church’s logo and address, dollar amount and 
multiple signatures - all in just one pass.

ShelbyMICR Plus
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Products Include:
• Checks: Preprinted Laser and Inkjet Checks and Preprinted

Continuous Checks are available in a variety of styles and colors. 
Most orders ship within 10 business days. Blank Laser Checks for use 
with ShelbyMICR Plus can ship within 48 hours. Custom checks are 
also available. 

• MICR Toner Cartridges: For use with ShelbyMICR Plus and blank laser
checks, MICR toner ensures your checks will be accepted and quickly 
processed by any bank. Financial institutions rely on Magnetic Ink 
Character Recognition (MICR) technology to read the code at the 
bottom of checks.

• Tax Forms: 1099s, W-2s, Nelco Universal forms. Simplify printing
and distribution of W-2 and 1099 forms by using Nelco’s Universal 
perforated paper. 

• Custom Statements: Contribution statements, Invoicing for School or
Day Care Tuition, Pledge summaries, etc.

• Custom Forms: Nelco can work with you to design virtually any form you need. (Ex: Visitation Forms,
Volunteer Gift Surveys, Small Group interest cards, Pledge cards, etc.)

• Promotional Presentation Materials and Other Paper Products: You want your church’s information to look
it’s best. Work with Nelco to produce letterhead, thank you cards, visitor welcome packs and a variety of 
other presentation materials.

• Envelopes: Nelco offers envelopes in a variety of sizes and styles to meet your specific needs. Customize
standard envelopes to accompany your organization’s letterhead or window envelopes to make mailing 
statements easier.

• Special Services: Statement Fulfillment Printing. You download your contribution statement data from Shelby
and Nelco does the rest - printing, stuffing and mailing your contribution statements at reduced postal rates. 
We can also electronically file your W-2s and 1099s with the appropriate government agency, then print and 
mail recipient copies. We can save you time and money!

NELCO is the chosen provider of checks, tax and business forms for Shelby Systems. Nelco has been in the tax 
and business forms industry for over 50 years and works closely with the developers of Shelby software. This 
collaboration guarantees that Nelco’s tax forms, checks and business forms will work seamlessly with your 
Shelby software. We are confident that Nelco’s product offering will exceed your needs and expectations.

Business Forms

Call Nelco for pricing at 1-800-266-4669, ext. 4202  
Ask for Nelco’s Shelby Key Account Representative, 
Ryan Martin, rmartin@nelcosolutions.com

www.nelcosolutions.com/Shelby
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www.NelcoSolutions.com/Shelby

Business Forms

®

http://www.NelcoSolutions.com/Shelby
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Features and Benefits
• Front-end programming to MS SQL
• Inclusion of all database tables with complete

descriptions
• Unlimited report combinations
• Accessed through the program menu
• Paired with Excel® pivot tables for on-going,

real-time information
• You do not have to leave programs to create and

produce reports

This tool enables you to produce reports utilizing your expertise of Microsoft® SQL.  

It is designed to meet those unusual reporting needs for users who have some experience 
with report writers, especially SQL.

• Database table descriptions are easy to understand,
you don’t need to be a programmer to know which
fields to use

• This gives you an alternative to the standard
programming to create customized reports

• Once you create a report and save it, it is always
available to be used with current information

Required Software:
• GlobaFILE

The graphical Query Builder makes it easy to see field and 
table relationships to help build complex SQL statements. 

The new Report Builder allows you to create, save and share 
beautiful, customized reports.
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