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•CAAS Virtual 
Controller
•Over 20 years 
experience in nonprofit 
and over 30 years in all 
levels of accounting 
and finance
• consulting and 
implementing MIP, 
Intacct and other 
products for JMT

Niki SmithLucy Brennan, MBA

•MIP Consultant
•Bachelors in Business 
Administration
•Over 20 years 
accounting experience
•2 years experience in 
MIP
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Objectives:
⮚ Using Default Financial Statements
⮚ Building Financial Statement Formats
⮚ Running Financial Statement Reports
⮚ Changing formats  
⮚ Options

MIP Finance & Reporting
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Default Financial Statements

Requirements for proper functionality 
of default financial statements:

• Functions and designation codes 
must be assigned in Chart of 
Accounts
• determines where and if the code 

should be included in the report

• GREAT starting point for custom 
reports

• Formats selected on reports 
designate the outline of statement
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Comparison of Default and Custom Formats

Default Format Custom Format
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Building Financial Statement Formats

• Represents an outline of the report
• You can create sections (groupings), sub-sections

• Assign general ledger accounts to sections

• Additional formats are not needed for each report
• Formats can be used on any ‘like’ report

• Ex. A balance sheet format can be used with a balance sheet report as well as a combining 
balance sheet report.

• Easiest way to start is to copy a default format
• Must remember to navigate to your new format before editing.
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Navigate to Reports>>Financial 
Statements>>Create Financial 
Statement Formats, or click on the 
format icon on an existing report

• Use ‘copy’ icon to copy existing 
format
• Be sure to navigate to new format

• Give format a name

• Give format a Title
• This title appears on report
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Use Statement Format Hierarchy to 
build format sections:

Hierachy displays structure of 
statement as it is being designed

Select Create Outline tab

Outline may have up to 3 levels

Use icons to add, delete or position 
sections
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Select Section Details icon 
on first levels of outline

• Specify type, category, 
position  on page and 
total underline

• Not necessary on 2nd or 
3rd levels
• MIP will calculate these 

automatically 
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Select Assign Accounts tab to 
designate which accounts should be 
grouped in each section

• Move accounts from available to 
selected

‘Print Balance for’ option defaults to GL 
Account but segment substitution can 

be specified
Must also select Print Detail for segment 

substitution
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Navigate to Reports and then the type of financial statement

• Best practice is to copy default statement prior to making any changes.

• Has same 5 standard tabs as regular reports plus added options

Standard Report Tabs Additional tabs 
Set up, Content, Filter, Layout, Security Groups, Options
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Set up Tab

• Select proper dates for account 
balances begin, current 
reporting year begins and 
current period dates.

• Select Financial Statement 
format
• Report outlines will differ 

depending on the format chosen

• Report can be run at this point
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Important note about dates on set up tab:

Account Balances Begin:  Enter the date when you want the account balances to 

start for this report.  Typically, you will enter the first day of your organization’s open fiscal 

year.  This is the opening balances date.

Current Reporting Year Begins:  This date represents the beginning date for the 

current reporting year.  Normally this dare is the same as the Account Balances Begin Date.  

Furthermore, this date must be the same or later than the Account Balances Begin Date.  

You do not have to close a fiscal yea before printing reports for that year.  Additionally, you 

do not have to close a year just ended before you can generate reports for the new year.

Current Period Dates:  Any period selected except Custom, the system calculates 

these dates using either the system date or the default reporting date.
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Content Tab

Top portion is the Items by Page Group Box:  Use this are to determine how the data is 
arranged PER PAGE.  

The bottom portion is the Report Body Group Box:  Used to determine which columns 
and ultimately. Their date, appear on the page of the report.

Various setting options can be selected for each column such as sort order, show 
total, width, wrap, repeat columns and column headings.

Tip:  Next to "Report Body," the system displays the Total Width of all columns. 
This total includes the space between each of the columns (0.2"). The minimum column 

width you can enter for an individual column is 0.1", while the maximum is 7.0".

Both group boxes work closely together – an item can be selected in the Page Group or 
the Report Body Group but not both.
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Content Tab

Top portion relates to selecting items 
per page (and columns in some financial 

statements

Bottom portion determines what 
columns are reflected in report.

Both portions work closely together
Items can be selected in one or the other 

but not both

Include GL code for segment substitution
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Filter tab

Use this tab to narrow down and more explicitly specify the data to include in your 

report.

⮚If you filter and item that has not been selected in the Report Body on the Content 

tab, the data will not appear on the report.

⮚Move items from available list to selected and set parameters
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Options Tab:

If segments substitution was 
selected on format, select 

segment to substitute for GL
Must include GL on Content tab

Select information to include in 
detail of reports

Select miscellaneous items
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Groups Tab:

If groups of segments have been created in Report Manager>>Assign Report 
Groups, select report group

Layout Tab:

Change the font type, style or size.

Change the setting for paper size, source, orientation and margin settings.

Security Tab:

Lock report so no other user can make changes (can still be run).
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