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Introduction to Layouts



L A Y O U T  O P T I O N S



U S I N G  A  L A Y O U T

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20ActivReporter%20-%20Video%201.1.mp4


L A Y O U T  S T R U C T U R E :  N O N - P R I N T  A R E A

METADATA AREA
AKA

NON-PRINT AREA
AKA

SETUP AREA



L A Y O U T  S T R U C T U R E :  N O N - P R I N T  A R E A

PERIOD
LEDGER



L A Y O U T  S T R U C T U R E :  N O N - P R I N T  A R E A

ACCOUNT, SEGMENT, 
ROLLUP, OR ATTRIBUTE

ACCOUNT, SEGMENT, ROLLUP, 
OR ATTRIBUTE ITEM CODE



L A Y O U T  S T R U C T U R E :  N O N - P R I N T  A R E A

LIVE DATA FORMULA



L A Y O U T  S T R U C T U R E :  N O N - P R I N T  A R E A

VALIDATE 
FORMULA



L A Y O U T  S T R U C T U R E :  N O N - P R I N T  A R E A

SHOW/HIDE 
FORMULAS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

COMPANY LEGAL 
NAME



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

STATEMENT 
DESCRIPTION



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

DATE TEXT AND 
PERIOD FUNCTIONS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

ERRORS OR 
WARNINGS 
FUNCTION



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

ERRORS OR 
WARNINGS 
FUNCTION

Review needed: Calculation Log contains errors or warnings



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

PERIOD FUNCTIONS AND SEGMENT 
ITEM DESCRIPTION FUNCTIONS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

PERIOD FUNCTIONS AND SEGMENT 
ITEM DESCRIPTION FUNCTIONS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

SEGMENT ITEM 
DESCRIPTION 
FUNCTIONS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

SEGMENT ITEM 
DESCRIPTION 
FUNCTIONS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

FINANCIAL 
FUNCTIONS



REPORT AREA

L A Y O U T  S T R U C T U R E :  R E P O R T  A R E A

FINANCIAL 
FUNCTIONS



I N C O M E  S T A T E M E N T  A C T U A L  V S  B U D G E T  Y T D



B A L A N C E  S H E E T  C U R R E N T  V S  P R E V I O U S  Y E A R



Functions, Formulas, and Expressions



F U N C T I O N S



F U N C T I O N S



F U N C T I O N S

Cell Reference
• Set up by Layout
• Visible
• Easy to change
• Easy to copy formulas

Literal Text
• Manual
• Hidden
• Prone to error

SAME 
RESULT



B2

Relative

• Reference is a relative 
position

• Reference will change 
when copied

$B$2

Absolute

• Reference is an 
absolute position

• Reference will not 
change when copied

$B2
B$2

Mixed

• Either column or row 
is absolute, the other 
is relative

C E L L  R E F E R E N C E  T Y P E S



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N

For report headers,
mix of text and functions



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



F I N D I N G  A  F U N C T I O N



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



P E R I O D  E X P R E S S I O N S

PERIOD



https://learn.accountingware.com/activityhd/help/Content/Reference/Period-expressions.htm

P E R I O D  E X P R E S S I O N S

https://learn.accountingware.com/activityhd/help/Content/Reference/Period-expressions.htm
https://learn.accountingware.com/activityhd/help/Content/Reference/Period-expressions.htm
https://learn.accountingware.com/activityhd/help/Content/Reference/Period-expressions.htm


O P T I O N A LR E Q U I R E D

Type of Function
Activity | Beginning of period – end of period

YearToDate | Beginning of year – end of period
Balance | Beginning of time – end of period

Company

Period

Unit (currency)

GL Accounts or Attribute Items

P A R T S  O F  A  F I N A N C I A L  F U N C T I O N



O P T I O N A LR E Q U I R E D

Type of Function
Activity | Beginning of period – end of period

YearToDate | Beginning of year – end of period
Balance | Beginning of time – end of period

Company

Period

Unit (currency)

GL Accounts or Attribute Items

P A R T S  O F  A  F I N A N C I A L  F U N C T I O N

=Activity("Current","IncomeStmt=SALES","Ledger=A")=Activity("Current","IncomeStmt=SALES","Ledger=A")=Activity("Current","IncomeStmt=SALES","Ledger=A")=Activity("Current","IncomeStmt=SALES","Ledger=A")

Type of Function
Activity | Beginning of period – end of period

YearToDate | Beginning of year – end of period
Balance | Beginning of time – end of period

Period

GL Accounts or Attribute Items



F I N A N C I A L  F U N C T I O N S



F I N A N C I A L  F U N C T I O N S



F I N A N C I A L  F U N C T I O N S

PERIOD



F I N A N C I A L  F U N C T I O N S

ACCOUNT, SEGMENT, 
ROLLUP, OR ATTRIBUTE

ACCOUNT, SEGMENT, ROLLUP, 
OR ATTRIBUTE ITEM CODE



F I N A N C I A L  F U N C T I O N S

LEDGER



F I N A N C I A L  F U N C T I O N S



Modifying Layouts



A D D I N G  C O M M O N  C O L U M N S  A N D  C A L C U L A T I O N S

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20ActivReporter%20-%20Video%201.mp4


C O L U M N S  B Y  S E G M E N T ,  A T T R I B U T E ,  O R  R O L L U P  I T E M

https://accountingwarestorage.blob.core.windows.net/videos/InterActiv2026/IA%202026%20ActivReporter%20-%20Video%202.mp4


Tips and Tricks



 Make cell references relative, absolute, or mixed the 
first time you write the formula

 Find and Replace is your BEST friend for sweeping 
changes

 Always clear all filters before editing any Financial 
Design

 Use Paste Formula to copy a formula without 
copying its formattingT
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 As with any spreadsheet, begin with the assumption 
that anything is possible, all you have to do is figure 
out how!

 Take advantage of your ACW support resource 
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 Financial Design and Financial View Basics

 Preventative Care for Financial Designs

 Publishing Financial Designs

 Advanced Financial Reporting in ActivityHD

 Three Elements of an Effective Financial Statement

learn.accountingware.com/activityhd/help/Content/Webinars.htm

https://accountingwarestorage.blob.core.windows.net/webinars/2019_07_25_ActivityHD_%20Financial_Designs_and_Views.mp4
https://accountingwarestorage.blob.core.windows.net/webinars/2019_07_25_ActivityHD_%20Financial_Designs_and_Views.mp4
https://accountingwarestorage.blob.core.windows.net/webinars/2022-SS6_Preventative%2BCare%2Bfor%2BFinancial%2BDesigns%2Bin%2BActivityHD.mp4
https://accountingwarestorage.blob.core.windows.net/webinars/2022-SS6_Preventative%2BCare%2Bfor%2BFinancial%2BDesigns%2Bin%2BActivityHD.mp4
https://go.accountingware.com/2024-summer-series/publishing-financial-designs.html
https://go.accountingware.com/2024-summer-series/publishing-financial-designs.html
https://go.accountingware.com/2025-summer-series/financial-designs.html
https://go.accountingware.com/2025-summer-series/financial-designs.html
https://accountingwarestorage.blob.core.windows.net/webinars/20210526-activityhd-3-elements-of-an-effective-financial-statement.mp4
https://accountingwarestorage.blob.core.windows.net/webinars/20210526-activityhd-3-elements-of-an-effective-financial-statement.mp4
https://learn.accountingware.com/activityhd/help/Content/Webinars.htm
https://learn.accountingware.com/activityhd/help/Content/Webinars.htm
https://learn.accountingware.com/activityhd/help/Content/Webinars.htm




Thank You!
C O N N E C T  W I T H  O U R  S P E A K E R S  A T  A C C O U N T I N G W A R E . C O M / A G E N D A


	Slide Number 1
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 66
	Slide Number 67
	Slide Number 68
	Slide Number 69
	Slide Number 70
	Slide Number 71
	Slide Number 72
	TIPS AND TRICKS
	TIPS AND TRICKS
	LEARN MORE
	Slide Number 76
	Slide Number 79

