
FINANCIAL REPORTING
FOR SMALL BUSINESS

MADE EASY
You don’t have to become an accountant to get a 

handle on your business’s financials
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INTRODUCTION
As a small business owner, getting a handle on your business’s financials doesn’t 
necessarily mean that you have to become an accountant. However, it’s important that 
you know what the numbers mean, where they come from, and how you can make them 
work for you. 

With visibility into the numbers that have an impact on your business, you gain the 
confidence to make smart decisions when they matter. The purpose of this eBook is 
to help you understand your financials better, explain how they impact your business’s 
operation, and show you how you can make them work for you. You’ll also be introduced 
to Sally, an entrepreneur who’s passionate about using Sage Intelligence Reporting, as 
she offers practical examples on how she improved her financial reporting skills
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CHAPTER 1: 
UNDERSTANDING MY 
FINANCIALS
Why is it important that I know my financials? 

Are your financials simply the monetary value of your income and 
expenses, and your profits and losses?  Or do they mean more than 
that—is it also how you earn and spend your money, where and when 
you make or spend this money? This chapter will answer why it’s 
important to know your financials as a small business owner.



5

Most small business owners associate their business’s financials with something that banks 
require in order to grant credit or to open an account. However, your financials mean much 
more than this. At a high level, your financials refer to important reports or statements that 
offer you great insights into the financial health of your business. It’s important to know what 
these are and where they come from so that you’re aware of how your business is doing at any 
given time.

A regular financial health check

The three most important financial statements are the balance sheet, income statement and 
cash flow statement. Not sure what each statement means or why it’s important to understand 
them? Neither did Sally before she started growing her business into the successful operation it 
is today. Here’s what she learned: 

The balance sheet

The balance sheet of a business essentially identifies its net worth. With this statement, Sally is 
able to identify whether or not the assets of the business exceeded its liabilities. This helps her 
get a snapshot of her company’s health by indicating how much her company owns (its assets), 
and how much it owes (its liabilities).

The balance sheet
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The income statement

A business’s performance or results is reflected in the income statement. When Sally 
needs to know if her business made a profit or a loss over a certain period, this is the 
report she takes a look at.   This statement is generally divided into two parts: the 
operating and non-operating sections. 

In Sally’s Necessities’ case, the business creates, imports and sells furniture and 
household items, and so the operating items section would talk to the revenues and 
expenses involved with the production, importing and selling of these goods. The non-
operating items section discloses revenue and expense information about activities 
that are not tied directly to the company’s regular operations. For example, if Sally’s 
Necessities sold a tool that helps make furniture, this information would be placed in 
the non-operating items section.

The cash flow statement

For small business owners, how you manage your cash is especially important because 
your startup capital may not be enough to run the day-to-day expenses of your 
business, and so you would need to forecast and plan for cash coming in and going out 
as accurately as possible. Knowing and understanding what her business’s income is 
and where it comes from allows Sally to determine what she has in the bank to spend. 
This helps ensure that she pays her suppliers and staff on time. 

The three main financial statements mentioned in this chapter are what small 
business owners really need to wrap their heads around, however other reports can 
add tremendous value too, for example, a sales report. Remember that your financial 
reports should be customized to suit your business so that they can be analyzed 
optimally, especially the income statement—which will be covered more in a later 
chapter. It’s important to have accurate and timely financial statements available 
in order to understand and run your business effectively. Without these financial 
statements, you’ll be blind to the financial health of your business, and long-term 
sustainability would become extremely difficult.

The income statement

Cash flow statement
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CHAPTER 2: 
CREATING 
MY FINANCIALS  
How can I monitor or track my financials?

Now that the importance and meaning of your financials as a small 
business owner has been outlined, let’s take a look at how you work 
with them on a regular basis. This chapter will reveal how you can track 
or monitor your financials in order to gain greater insights into your 
business’s data. 
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Is month end leaving you at your wits end?

Month end is a testing time for the owners or managers of most small businesses. At any 
given moment, you’re probably juggling the administrative demands of completing your 
accounting entries with the operational aspects of your business, such as closing off sales 
opportunities, and managing your stock levels.

Sally understands these frustrations well. Not only is she the owner and manager of Sally’s 
Necessities, but also the buyer and accountant. She works well over 50 hours a week to 
ensure that her business thrives, while employing four team members to help make her 
dream work. A few of the financial reports that Sally makes use of at this time to help her 
run the business are the following:

• An income statement reflecting the current month and year to date, comparing the 
current period and year to date totals, with budget and prior year.

• An income statement with a revised forecast for the full year vs. budget and prior year.
• Balance sheet analysis
• Cash flow analysis
• Sales reports
• Sale commission reports

Before Sally invested in an automated business reporting solution, these reports had to be 
manually prepared in Microsoft ®Excel® after the month end process had been completed, 
which meant that key decision makers in her business only got information well into the 
new month. Apart from spending too much time on the manual, repetitive preparation 
of these reports, and effectively obtaining outdated information, Sally found that human 
error and spreadsheet chaos often resulted in poorly presented, inaccurate information. 
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What is automated business 
reporting? 

An automated business reporting 
solution allows a small business owner, 
or any other key decision makers in the 
business, to effortlessly run their reports 
directly from their accounting solution. 
These reports, including all those 
previously listed, can be run in real time—
allowing for more time to be spent on the 
analysis of information and less time on 
report preparation. 

This helps further improve visibility into 
your business’s data, helping key decision 
makers make more informed business 
decisions, quicker. The icing on the cake 
is that it’s possible to have these reports 
elegantly presented in the familiar 
environment of Microsoft Excel—the 
business tool that most small business 
owners are familiar with. These reports 
will provide the decision makers in your 
business instant access to useable and 
reliable information.

Using Sage Intelligence appealed to Sally 
because it was already part of her Sage 
accounting solution, and it also works 
with Microsoft Excel. 

 She’d been using Excel for a number of 
years, it’s what Sally’s Necessities was 
started on, and so it meant working with 
something that she was already familiar 
with. In using Intelligence Reporting so 
far, Sally has found that it’s provided her 
with the information she wanted, that 
there are a number convenient resources 
available to learn about it, and that it’s 
allowed her to take advantage of her 
existing Excel knowledge.  Overall, it 
has met her objective of tracking and 
monitoring the financial position of Sally’s 
Necessities.
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Tracking the overall health of 
your business using a dash-
board report

A good business reporting solution 
can take all of your most vital business 
information and present it in one view, 
commonly referred to as a dashboard. 
Just as monitoring your speed and 
ensuring you have enough fuel whilst 
driving your car, a dashboard report gives 
you a snapshot of essential information 
at a glance, to help you make the right 
decisions to drive your business forward. 

You can customize your dashboard 
depending on your priorities at any given 
time. You may want a quick daily overview, 
drilling down to whatever is appropriate 
that day. When month-end is looming, 
you may prioritize on debtor ageing and 
creditor days. After you’ve launched a 
new product or service you may want to 
examine uptake on a daily basis, and take 
a look at its impact on your other lines. 
You get the idea. You choose your focus... 
and focus is the gift of a great business 
reporting solution. 

It keeps your attention on current 
business priorities by helping you make 
sense of all the numbers that go into and 
come out of your business every day. With 
Sage Intelligence Reporting, Sally is able 
to get a handle on the financial health of 
her business in just 15 minutes a day. A 
perfect way to start her morning over a 
cup of coffee or tea.

Sales dashboard

With Sage Intelligence Reporting, Sally is able to 
get a handle on the financial health of her business 
in just 15 minutes a day. A perfect way to start her 
morning over a cup of coffee or tea.
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CHAPTER 3: 
MAKING MY FINANCIALS 
WORK FOR ME 
What actions can I take with my financials?

Are you ready to start making your financials work for you? This chapter 
will attempt to give you the know-how in using the information you 
receive to better run your business. 
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The three key financial statements mentioned in this eBook, as well as other business 
reports, can help you make more informed financial, investment, and management 
decisions for your business. Accurate financial reports essentially give you a snapshot 
of your business’s current financial position, its performance, as well as the changes 
in its financial position that are important for making sound economic decisions. To 
make it easier for you to make informed decisions, it’s important to make sure that your 
reports are easy to understand and that they’re updated with the latest data. 

What can my financial reports tell me?

Three important business decisions you should be able to make using your business’s 
financial reports:

1. What you should sell more or less of
2. Whether or not you need additional funding
3. How and when you can expand your business

What you should sell more or 
less of

A key principle to help you stay in 
business and flourish is to listen to the 
market, and provide for their current 
and future needs and wants. Using sales 
reports that show your top selling and 
least selling items over a period of time, 
you can easily identify which products 
you need to:

a. Market differently
b. Tweak so that they are more 

customer-friendly
c. Cut down on producing or sourcing, or
d. Discontinue altogether.

Sally had to let go of one of the first 
vintage furniture designs she had 
produced under the business’s name. 
It was a sentimental piece for her, 
but unfortunately the market had 
changed and the trend was towards 
a more modern design. Using her top 
and bottom selling items report, she 
identified this trend and was able to act 
decisively before spending more money 
producing furniture that wasn’t selling 
as well as it did before. She could then 
redirect that cash into something more 
in demand.

1

Remember, the holy grail of business success is 
a positive cash flow; business is about making 
a profit. Sometimes that means discontinuing a 
product that you’re personally attached to.

Top ten report
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Whether or not you need 
additional funding

Many startup and small businesses 
are self-funded, which is ideal. 
However, for many businesses there 
comes a time when cash flow is not 
sufficient to maintain operations and 
additional funding may be required. 
Whether it’s acquired through 
a business loan or an investor, 
financial reports will be required to 

prove to the bank or investor that 
you can manage your finances. So, 
you need to ensure that you keep 
track of your finances regularly and 
that your data is always up to date.
Financial reports such as the income 
statement and cash flow statement 
can help you gauge whether you 
need additional funding to curb 
seasonal fluctuations, or whether 
you need to purchase additional 
stock to cater for a growth in 
demand.

2

Cash flow statement
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3 How and when you can 
expand your business

When your business has been 
profitable for some time, when you 
don’t stress about cash flow, and 
when the demand for your product 
far exceeds your expectations, it’s a 
clear sign that things are going well 
and it may be time to expand your 
business. As exciting as expansion 
is, it needs to be considered very 
carefully, and insight from financial 
and other business reports will be 
crucial. 
When you’re considering expanding 
your business a big decision is 
making up your mind on what type 
of expansion to go with. For example, 
will you:

1. Sell more of the same product/s.

2. Open shop in another area.

3. Diversify – offer complimentary 
products to what you currently 
offer.

4. Franchise your business.

5. Merge with or acquire another 
business.

Not all types of expansions are 
suitable for all types and sizes of 
businesses, or for every industry. It’s 
important to do thorough research 
into what will work for you and 

your business, and what resources 
you have at your disposal. Part of 
this research will be determining 
the long term profitability of your 
business considering the expansion 
opportunity. What does the future 
look like.

Without having access to up-to-
date financials that she could 
easily analyze, Sally would have 
made a rash decision one year 
ago that could have cost her the 
business. She was presented with 
the opportunity to open a shop in 
another city, however after analysing 
the amount of business she had 
there against the cost of running 
business there, she realised that it 
would not have been feasible. 

Being able to make this decision 
quickly based on accurate data 
allowed her to hold off for a year and 
wait for the right moment to expand 
her business. 
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5 BEST PRACTICES 
FOR MANAGING MY 
FINANCES 
Even though it may be time consuming and frustrating, organising the 
finances is a must if a business is going to succeed in the long-run. Do 
yourself and all your budding entrepreneur friends a favour and check 
out these helpful tips for getting those finances in tip-top shape.

#1 Like oil and water, personal and 
business finances don’t mix
A good place to start is by keeping personal 
and business expenditures separate – you’ll 
save hours of work by maintaining a clear 
division between the two.

#2 Review those books regularly
Regularly being aware of what’s going on 
with your finances will allow you to gain more 
insight into your venture, be more organised 
when it comes to money, and hopefully, make 
more informed financial decisions in the 
future.

#3 Don’t forget the employees
The chances are that your largest expense 
will be your colleagues or team members. 
By tracking these costs accurately, business 
owners give themselves a better chance of 
sticking to budget.

#4 Secure those payments
This may seem like an obvious one, but you’d 
be surprised at how many business owners 
don’t adequately track payments that are due 
and invoices that have been settled.

#5 Choose software that makes 
sense for you and your business
Do the necessary research and ask other 
entrepreneur’s opinions before settling on a 
specific kind of accounting software.

Read more about the best practices for 
managing my finances on the Sage One blog.

http://uk.sageone.com/blog
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CHAPTER 4: 
FINANCIAL REPORTING 
TOOLS AND RESOURCES

Do you use a Sage accounting solution and struggle to get a handle on 
your business financials? Check out the following resources and tools 
to help you better report on your business financials.

Get a handle on your business finances now



“It is exactly because I am a business owner, and 
not an accountant, that I can say that Intelligence  
Reporting offers real value.” 
Sarah Kelly, owner and Managing Director, Touchpoint Networks
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What is Sage Intelligence 
Reporting?

Sage Intelligence Reporting provides 
customers with the ability to design, 
distribute, and customize financial and 
nonfinancial reports through an interface 
they’re probably already familiar with, 
Microsoft Excel. 

Intelligence Reporting provides a secure 
integration with Sage solutions, and allows 
business users to report on data from most 
external systems.

Intelligence Reporting gives organizations 
an overview of the data across their 
business, enabling them to make faster, 
more informed business decisions. 

Sage Intelligence Reporting is 
a solution for small businesses 
that are looking to: 

• Save time in the location, preparation and 
analysis of data.

• Gain control of data.
• Take better action through a more 

thorough analysis of data.
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The Basics of Financial Reporting

Join entrepreneur, Sally,  in this video series as she guides you 
through practical ways to improve your financial reporting 
skills using Sage Intelligence Reporting. 

What’s in this series?

• Video 1: How Intelligence Reporting can revolutionize 
the way you run your business

• Video 2: Income Statement: Measure your business’s 
success

• Video 3: Balance Sheet: Learn how to tip the scales in 
your favour

• Video 4: Cash Flow report: Make sure you track the 
lifeblood of your business

• Video 5: More business reporting and time-saving tips 
with Intelligence Reporting

Excel Financial Functions Reference Guide

With each valuable financial function at your fingertips, you 
save time searching for the appropriate formula, giving you 
more time to analyze and prepare your report. 

This Free Excel Financial Functions Quick Reference Guide 
will allow you to:

• Learn 15 time saving Financial Functions
• Increase your efficiency in Excel
• Work like an Excel Power user

Get your free Excel Financial Functions Quick Reference 
Guide Now!

Excel Financial Templates eBook

Get better insights into your financial standing and make 
smarter decisions by taking advantage of this free eBook, 
containing four time-saving financial templates:

1. Budget template
2. Financial dashboard template
3. Cash flow template
4. Balance sheet template

Download your copy now!

Hungry for more Excel and Sage Intelligence Reporting 
resources? Check what’s available on our website 
to help you get a better handle on your business 
reporting.

https://www.youtube.com/watch?v=T82LGzJZDZM&list=PLYUzIKv5lYNCxCMZoB7nKsnsHSTtR8uLc&index=1
https://www.youtube.com/watch?v=MjD6Kxo2Mgs&list=PLYUzIKv5lYNCxCMZoB7nKsnsHSTtR8uLc&index=2
https://www.youtube.com/watch?v=6cT-XE8tw30&list=PLYUzIKv5lYNCxCMZoB7nKsnsHSTtR8uLc&index=3
https://www.youtube.com/watch?v=UafQ67TyNfQ&list=PLYUzIKv5lYNCxCMZoB7nKsnsHSTtR8uLc&index=4
https://www.youtube.com/watch?v=AYy7gYUVQrE&list=PLYUzIKv5lYNCxCMZoB7nKsnsHSTtR8uLc&index=5
https://www.sageintelligence.com/ebooks/excel-financial-functions-reference-guide/
https://www.sageintelligence.com/ebooks/excel-financial-templates/
https://www.sageintelligence.com/learning/
https://www.sageintelligence.com/learning/
https://www.sageintelligence.com/learning/
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CONCLUSION
Knowing and understanding your business’s financials help you determine its financial 
health and stability. Being able to distinguish how profitable a business activity is and 
what it costs to run the business is the key to long term survival as well as potential 
growth. In this eBook you have discovered the meaning behind accurate and timeous 
access to your business’s financial data, and how you can use the insights that you gain 
to make smarter business decisions. 

“My experience with Intelligence Reporting has 
been positive. I enjoy the ease with which I can 
provide the necessary detail. Most importantly, I 
save valuable time.” 
Dawn Marie Smith, sales team manager, Veterinary Products, Inc.

Check out the Sage Intelligence website and discover how you can save 
time while gaining valuable business insights: 

uk.sageone.com/intelligence

http://uk.sageone.com/intelligence
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