
Account Trial Balance Report

The Account Trial Balance program prints a trial balance for a single account 

or a range of accounts, including the entire chart of accounts.

The format of the report is nearly identical to Monthly Trial Balance by Fund; 

however, this program reports both detail transactions contained in the GL 

History Table and GL Journal Hold Table.  The Monthly Trial Balance by Fund 

prints only those transactions in the GL Journal Hold Table.
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http://help.munis.com/v73/gl/Content/Programs/glmtrbal01.htm


Account Trial Balance Report

A. General Ledger Menu

C. Journal Entry/History

F. Account Trial Balance

To create a Trail Balance Report you will first need to select the “Financials” 

tab.  Next make the following selections:
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Account Trial Balance Report

The screen should appear like below:
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Account Trial Balance Report

Click on the magnifying glass   

or press Ctrl + F to find a data 

set.

The report will need to have the fund, org., obj., or 

project number defined.
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Fund Enter your fund number (i.e. 2013)

Tab Tab until you reach the Object Code field

Object Enter your object number (i.e. 101000)

Enter Enter

Note: This symbol on your tool bar will 

allow you to export report to Excel

Account Trial Balance Report
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Print (D)etail or (S)ummary: Select print format D or S

Fiscal year-to-date version: Click on box to select or de-select

Reporting Year:                       Enter the year to select

Reporting from/to period: Enter the starting/ending period range (1-13)

Journal Detail from: Beginning Journal Effective date within range period

B(B)alance sheet or (A)ll accounts: Select Balance sheet ONLY or A All accounts

Roll up projects to object level: Click on the box to select or deselect

Omit zero balance accounts: Click on the box to select or deselect

Sort by: Use the drop down menu to select from:

1 – Account

2 – Balance Type/Account

3 – Org-Obj-Project

4 – Balance Type/Org-Obj-Project

Print Org Code: Click on box to select or deselect

Print Fund Header and Org/Obj on total line? Click on box to select or deselect

Include page break between funds? Click on box to select or deselect

Click on Report Options

Amounts/totals exceed 999 million dollars:  Click on box to select or deselect

Print report options:  Click on box to select or deselect 
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Click on the File menu, then 

Output to send the report to the 

printer.  You can also use the 

keyboard shortcut (Ctrl + P).

Click on OK

Click on the X to 

close this screen and 

return to the main 

MUNIS screen.
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Click on Local Print 

and click OK



Account Trial Balance Report

Your end result should resemble the report below.
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