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Financial Position 
 

INTRODUCTION 
 
The Financial Position program is a flexible and easy to use financial reporting tool.  The program will 
enable you to display balance sheet information as either a professionally formatted report or as an 
equally well-formatted Excel spreadsheet.  You customize the report by selecting the year and period 
that you want to report on, and by selecting which funds to include in your report.  You also have 
options such as whether or not to show long term liabilities or whether or not to show fixed assets in 
the host fund column.  The program will produce a board report detailing the following information on 
all selected funds:  
 

• Previous Period Ending Balance 
• Current Period Actual Balance 
• Current Period Accrual Balance 
• Asset Summary 
• Liability Summary 
• Fund Balance Summary 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

           
303 Middletown Park Place • Suite B • Louisville, KY 40243 • (800) 488-7395 • www.psst.com 

Page 2 of 11 
 

USERS GUIDE 

Logging On 

When you start the Financial Position program you will see a login screen like the one shown in 
Figure A.  Select a data source and type in your MUNIS® user id and password.  Then hit the Enter 
key or click OK.   
 

 
 
 
 
After you have logged on successfully at least once previously, the application will remember your 
most recent data source and user id and will only require you to enter your password and click OK.   
 
 
 

Figure A 
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Creating Reports 

After you have logged in, you will see the main application window that will look much like the one shown in 
Figure B.  The window is divided into three sections that need to be completed to create a report.   

These sections are labeled: 

1.  Report Period 
2.  Report Destination 
3.  Funds 
 

 
Figure B 

 
In addition to the three sections that need to be completed, there are also three optional check boxes that 
allow the user to hide spreadsheet lines that are contain all zero amounts, show long term liabilities, or 
show fixed asset amounts with the host fund instead of displaying it’s associated asset fund. 
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Report Period 

 
Figure C 

The Report Period section shown in Figure C is where you set the time period for your report.  Select a 
period from the list of periods and select a year from the list of years.  These lists will default to the current 
period and the current year. 
 
Keyboard shortcut: Use your tab key to move between lists and use your up and down arrow keys to 
quickly scroll through the lists of periods and years. 
 

 
 
 
Report Destination 

 
Figure D 

 
The Report Destination section shown in Figure D is where you select how you want to view your report.  If 
you select the Spreadsheet option, the program will prompt you for a filename and will create a 
spreadsheet.  If you select the Printer option, the report will be printed on your default printer.  If you select 
the Window option, the report will be displayed in a preview window.  To print from this preview window, 
click on the preview window’s printer icon. 
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Funds 

 

 
Figure E 

 
The Funds section shown in Figure E is where you choose which funds to include in your report.  You 
include funds by moving them from the “Unselected Funds” list on the left to the “Selected Funds” list on the 
right.  You move funds from one list to the other by highlighting the fund and then clicking on the button that 
points to the other list or by simply double-clicking on the fund. 
   
In the example shown in Figure E, funds 1, 2, 310, 360, 51, 52, 54, 8, 81, 82, and 84 have been selected.  
The other funds on the “Unselected Funds” list will not be included in the report.  Using this same example 
shown in Figure E, to select fund 320 click on the “>” button or just double-click on fund 320.  You can also 
move all funds from one list to the other by just clicking on button labeled “>>” or “<<”. 
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Options 

 
Figure F 

 
If you check the Hide Zero-Amount Lines box shown in Figure F, then horizontal lines on your 
spreadsheet that contain all zero dollar amounts will be hidden.  This option only applies to spreadsheet 
reports (see Figure D).  If you decide, after you have created your spreadsheet, that you want to show one 
or more of the hidden lines, just select the rows surrounding the hidden row, right-click and select Unhide. 
 
If you check the Show Long Term Liabilities box, then the report will include a “Long Term Liabilities” line 
in the Liability Summary section of the report.   In the example shown in Figure F, this box is unchecked so 
the Liability Summary section will show a “Payables” line and an “Other Current Liabilities” line, but not a 
“Long Term Liabilities” line.  
 
If you check the Show Fixed Assets With Host Fund box shown in Figure F, then the assets dollar 
amounts will shown on the “Fixed Assets” line and the “Investment in Government Assets” line of the host 
fund column instead of showing the associated asset fund column.  For example, if you select fund 51 (see 
Figure E), then the fixed asset amount and government asset amount from fund 81, will be moved to fund 
51 instead of showing fund 81. 
 
 
 
 
 
Create the Report 

 

 
Figure G 

 
After you have selected your report’s period, destination, funds, and options, click on the Create Report 
button, as shown in Figure G.  The status bar at the bottom of the program window will show you the 
program’s progress as it processes data to complete your report. 
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Object Codes  

The following is a list of the object codes from the current chart of accounts associated with the report 
categories shown on the Financial Position Report: 
 
Cash:      6100 to 6103, 6105 to 6109 
Petty Cash:          6104 
Investments:    6110 to 6111 
Unamortized Premiums/Discounts: 6112 to 6113 
Receivables:    6114, 6120 to 6169 
Inventory:    6170 to 6179 
Other Assets:    6180 to 6199 
Fixed Assets:    6200 to 6299 
Revenues Control   6302  
Retirement of Long Term Debt  6304               
Payables:    7400 to 7489 
Other Current Liabilities:  7490 to 7499 
Long Term Liabilities:   7500 to 7599 
Expenditures Control   7602 
Investments in Government Assets: 8710 to 8739 
Encumbrances:   8753 to 8755 
Reserved/Restricted:   8751, 8756 to 8769 
Unreserved:    8740, 8770 to 8779 
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Sample Reports Section  
 
The first sample is a one-page window-previewed report showing selected funds and showing fixed 
assets in the host fund column.  
 
The second example is a two-page spreadsheet showing all funds with asset funds shown separately.  
The spreadsheet lines that contain all zero amounts are hidden. 
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First page of two page spreadsheet sample 
 
 
 
 



303 Middletown Park Place • Suite B •Louisville, KY 40243 • (800) 488-7395 • www.psst.com 
11 of 11 

 

 
 

Second page of two page spreadsheet sample 


