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Welcome to the Report Designer Add-In

The Sage Intelligence Report Designer Add-In is the newest addition to the Report Designer module which
presents an alternative to the current report Sage Intelligence Layout Generator to empower users to take
control of all design aspects of their reporting layouts.

The model behind the new feature introduced by this Add-In is to break down a report into reusable pieces
and then allow users to control where and how these pieces fit together to create a report. These pieces
are Microsoft® Excel® functions which communicate with a new In-Memory processing engine which will
guarantee performance by being able to crunch financial numbers very quickly.

While the Report Designer Add-In is installed separately, it enhances the Report Designer module. The
positioning of the Report Designer Add-In within the overall Sage Intelligence Reporting product is as
follows:

Sage Intelligence m Excel

| Excel Report
!E# Workbook || Designer
Layout Generator
- Connector Report Add-In
Manager = :
[ Reporting Trees

Distribution
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System Requirements

One of the following operating systems:
1 Windows XP SP3 32 bit

1 Windows Vista SP2 32 bit

f  Windows 7 32 bit

1  Windows 7 64 bit

Microsoft Excel:
1  Microsoft Excel 2007

1  Microsoft Excel 2010 32 bit
Sage MAS 90 and 200 Intelligence 4.5 or later

Report Designer License

Report Manager License
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Installing the Report Designer Add-In

1. Toinstall the Report Designer Add-In, double-click the installation file. The énbtallShield wizardowill
begin.

ce Report Designer Add-in - InstallShield Wizard

Welcome to the InstallShield Wizard for Sage
100 ERP Intelligence Report Designer Add-in

The InstaliShield(R) Wizard will install Sage 100 ERP Intelligence
Report Designer Add-in on your computer. To continue, dick
Next.

WARNING: This program is protected by copyright law and
international treaties.

2. Click Next.

Ready to Install the Program
The wizard is ready to begin installation.

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

InstaliShield

[ <Bak | instal || Ccancel

3. Click Install. The installation may take a few minutes.
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4. If you receive a message stating that the Report Designer Add-In reports could not be automatically
imported, import the reports in the Sage Intelligence Report Manager manually. This error will occur if
you are not running Sage 100 ERP Intelligence Reporting 4.5 or later. Refer to the Help File in your
Report Manager for more information on how to import reports: Home > Getting Started Guide>
Importing Reports

5. Once complete, click Finish.

InstallShield Wizard Completed

| The InstallShield Wizard has successfully installed Sage 100
ERP Intelligence Report Designer Add-in. Click Finish to exit the
wizard.

6. Inthe Report Manager, you will notice that new reports have been installed.

] Agaregated
[_1 Dashboard
] Demonstration
_ Designer
I Financials
1 Inventory
_1Purchases
) Report Designer Add-n
ﬁ Report Designer Add-In 1-1
%" | Report Designer Add-In ABX 1-1 (Demo)
[_1 Report Designer Add-In Consolidation
) Sales
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Starting the Report Designer Add-In

The process to use the Report Designer Add-In is as follows:

Design your Run Save Excel
report dragging Template from
and dropping the Report
financial Manager to save
formulas into your report for
Microsoft Excel future use

Run the Report
Designer Add-In

report from
within the
Report Manager

The Report Designer Add-In must always be started by running the Report Designer Add-In report from
within the Report Manager. This report is automatically installed into the Report Designer Add-In folder in
the Report Manager during installation.

) Aggregated

1 Dashboard

[_1 Demonstration

_1 Designer

1 Financials

1 Inventory

_1Purchases

__) Report Designer Add-In
% Report Designer &dd-In 1-1

[#* | Report Designer Add-In ABX 1-1 (Dema)

1 Report Designer &dd-In Consolidation

) 5ales

The Report Designer Add-In will open in Excel.

}_ﬂa}c\o E | F | @ o 1 | 3 |k | L] m Nfl v x
1
=l . FINANCIALS
2] SageIntelligence ' liéte

737

% : “. ABX
e Report Designer Add-In D

5 Account Categories

The Report Designer Add-In extends the power of the Report Designer module by enabling a greater degree of flexibility " G

& when designing reports as well as enable more control over the behaviour of a report. Erounperoves

19 | Account Types

10 To start designing reports use the task pane which has opened on the right hand side of Microsoft Excel. If you cannot see an

11 open task pane, go to the Add-Ins tab on the Excel ribbon and select Report Designer Add-In > Show Task Pane. If this does Budget Codes

e not work, please ensure the Add-In is not disabled inside Excel options > Add-Ins.

0 Main Accounts

13 As the Report Designer Add-In is an enhancement to the existing Report Designer module, an active Report Designer license Accounts

14 is required to use it

15

Once you have created your own custom layouts you will need to 'Create and Link Template' using the Report Manager to

16 save your changes for future reuse, please see Report Manager help for more information

17

18|

19

20

21

- - v

M 4> ¥ Notes /¥J - Ml il 0

Ready | |EomEm w0 U |
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Lists

Understanding the List Structure

To understand the list structure, the General Ledger Chart of Accounts hierarchy must be understood.
Below is a typical example of an account hierarchy.

Account
¢ Expenses
Category
L Account * Operating Expenses
~ Group
L Account « Operating Expenses - Central
Type

L Main « Truck Expenses
Account
« Truck Expenses :
L Account Fuel

The lists are retrieved from the General Ledger.

List Name Example

Account Categories Expenses

Operating Expenses
Account Groups Administrative Expenses
General Expenses

1 Operating Expense - Central

Account Types 2 Operating Expense - West
Budget Codes Original i
Conservative

640 Telephone Expenses
Main Accounts 660 Truck Expenses
735 Advertising Expenses
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List Name Example

540-10-03 Telephone expense: SA&MK-C
540-20-03 Telephone expense: ACCTG-C
560-10-03 Truck expenses: SA&MK-C
560-20-02 Truck expenses: ACCTG-WEST

Accounts

Adding Lists

There are various lists that can be used to view some of the key information, for example, account numbers
and budget codes.

1. Drag-and-drop lists that you require from the Sage Intelligence Report Designer Task Pane to your
Excel worksheet.

I B e i D E N
Income Statement FINANCIALS
Current Year 2010 1 | IStS

Current Period 06 L

Account Categories

Main Account Account Category  Account Group Account Type Cash Flow Typg]

10000 Assets Current Assets Cash C Aocouneroups
3 |Lo100 Cash on Hand ASS Current Assets Cash C Account Types
10 J10200 Regular Checking Assets Curren Budget Codes
11 jL0300 Payroll Checking Assets Current Assets
12 10400 Savings Account Assets Current Assets Cash [ gy Main Accounts
13 J10500 Special Account Assets Current Assets Cash C Accounts
14 11000 Accounts Receivable Assets Current Assets Cash o
15 [11300 Other Receivables Assets Current Assets Cash N
16 11400 Credit Card Deposits Assets Current Assets Cash C
17 11s00 Allowance for Bad Debt Assets Current Assets Cash N
18 J11600 Inventory Scrap Assets Current Assets Cash N
19 [11800 Inv Repairs Clearing Assets Current Assets Cash N
RPN WS SUTPOPoN, ST PO OT 0N e s st Cisisiaid

You can use these in your formulas to return data based on the list.

C10 Ed - Jx | =GLOpeningBalancefsalof$csz) 4
I A B | C D E R
<

» ABX Balance Sheet >
<

2 Year 2010 :
3 Current Period 5 p
4 3 4
. Opening Balance Quarter1 Qua!
3 Assets :
7 Current Assets y

& 10000 Petty Cash 75.00 75.00 j
9 10100 Cash onHand 0.00 0.00 1
|10 [10200 | Regular Checking 12203912 -55853.98 23
11 10300 Payroll Checking 2720.92 3656.92 :
12 10400 Savings Account 10 000,00 10000.00 k.
13 10500 Special Account 0.00 0.00 1
Y V V V VP PV PV Y T 99799 979N FovVvVeYVYVYVVYVYyVYVYVY FvVvVwYVYVwVYVYVYVVYVYVVYN
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Company Codes

Lists are always returned from the Company Code which is selected in the Task Pane.

|
| FINANCIALS
4

lists

To change the company code:

1. Click on the Company Code.

 FINANCIALS
lists

ABX

Select a GL Company
_ Account Cat

. ABX
- Account Groups

2. Select a new GL Company Code from the drop down options.

Note: The company code is obtained from your General Ledger.
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Formulas

Adding Formulas

There are two ways to add formulas to your Excel worksheet.

1 Select the desired formula from the Task Pane. Please refer to ®\ppendix Adfor a detailed explanation
on each formula. Drag-and-drop the formula onto your Excel worksheet.

[T S 8 e IR | 20 e e 6 [ 5 it -
1 Income Statement FINANCIALS
2 CurrentYear 2010 fO rmu |aS
3 Current Period 06 2010 2010 2010 2010 2010
4 Period Period Period Period Period
S5 06 5 B 3 2
6 Revenue Opening Balance
7 |a0000 Desk Sales |_|<k $d :
3 140200 Chair Sales & Closing Balance
9 40300 Lighting Sales s
10 40400 Ergonomics Sales Bl s
11 40600 Accessories Sales $
12 40700 Miscellaneous Sales Budget
13 40800 Repair Sales $ | Budget YTD
14 40900 Returns & Allowances
15 |41800 Interest Income SUIEEnLear
16 42000 Other Income Current Perind

1  Type the formula name directly into the cell. Please refer to ®&ppendix Abfor a detailed explanation on
each formula.

=G

#) GLActualYTD

00N o
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Editing Formulas

There are two ways to edit the formulas.

1  The formula settings (function arguments window) can be accessed by clicking on the cell containing
the formula and then clicking the fx button.

-
| HY-t-|z Financial Functions Reporn.
Home Insert Page Layout Formulas Data Review Vie

= X % 50|
‘ _il Calibri 11 v A A == P = Wrap
= Ba- .
Paste ¥ B . U ov|iEs Oy ~ A v E E E | EEE | @ Merge
Clipboard x| Font I | Alignment
F9 v (& 5 =GLActualYTD("",2009,1,"ABC")

Warning: If there is more than one formula in a cell, only the formula result will be shown unless you click
the specific formula you wish to edit in the formula bar, prior to clicking the fx button.

Augah.dig

v ] =GI_.I: ctual(200,2009,1)‘-g

The formula parameters provided in the d~unction Argumentséwindow will be used to specify what data is
retrieved by the formula. Each setting serves as a filter to retrieve the data. The filter is applied in the order
that the settings are displayed. Please refer to @&ppendix Adfor a detailed explanation on each formula and
its parameters.

In the following formula example, GLLink (Used to reference the account code from the Main Accounts or
Accounts lists in the Task Pane) is applied first, followed by Year, Period, Company and
AccountCategoryCode, in that order.

GlActual
Gllink | - -
Year 2011 = 2011 |
Period |1 EE =1 1
Company | =
AccountCategoryCode | | = v

Get the MTD GL Actual Amount.
GLLink GL Link eg. 1000 TO 9998,

Formula result = 0

Help on this function [ OK ] [ Cancel
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1 Formulas can be edited manually if you are familiar with the format of the formula. Please refer to
@Appendix Adfor a detailed explanation on each formula and its parameters. Select the cell which
contains the formula and then click within the formula bar and make your changes.

[XH =, RS R Financial Functions Repon.

Home Insert Page Layout Formulas Data Review Vie
'2' * T A A — | — "

j : Calibri i1 A x| === o =" Wrap

2 By~ _ - p

Paste y B Z U~ e DA EEE | EE gagMerge1

Clipboard 7% Font P Alignment 4

K9 - f | =GLBeginBalance("",2009,"ABC") €

4

Reversing a Negative Sign

To change the sign of an account to a negative number, add a minus sign (-) to the beginning of the
formula.

‘ont Alignment
© % ¢ £ _JbActual($a7,0$3,0$5) §

Drag the fill handle down to copy these to other accounts requiring the same change.

Using Formula Features

Using Account Ranges

A range consists of two values where you want to retrieve data for those two values and every value
between those two values.

Note: Alpha characters are not supported in account ranges, for example 100A to 199Z. Support for

Alphanumeric Ranges will be available in future releases.
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An example would be when you want to retrieve an amount for all main accounts from 101 to 105. In the
cell which contains the GLLink, you would type, 101 TO 105. This will give you a summarized value for
accounts 101,102,103,104,105.

1y

14 Actual Period 1

15 [101 TO 105 125049.89|

16

17 100 Cash on hand 0
18 101 Cash in bank -42010.9
19 105 Accts. receiv. 167060.8
20

Tip: Use account ranges to ensure new accounts being added to the General Ledger are included in your
reports.

Using Mathematical Calculations

Mathematical calculations can also be performed on all GL Accounts. This includes addition and
subtraction.

For example, typing 700 + 705 in the cell which is linked to the GLLink setting will give a total figure for Main
Account 700 and Main Account 705.

Actual Period

1
| 700+705 21000]

Main Account
Code
700 12000

Note: The use of a space on either side of the + or T is required in order for the formula to be correctly
recognized. Brackets are also supported thus calculations in brackets (parenthesis) are calculated first.
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Using Wildcards

Most organizations use an account structure that separates business entities into different categories. A
fully qualified account contains a value for the natural segment, for example Cash or Sales, as well as
values for additional segments, for example Location, Division and Department.

Depending on the size of the organization, fully qualified account number segments can have different
representations for different companies.

The Report Designer Add-In supports the use of special characters as a way to filter multiple account
segment values without specifically naming each one.

A question mark, (?) is a placeholder for a single character in an account segment.

Filter Description Result
. . o 100
107 Fl_Iter all three digit Account Numbers beginning 101
with 10 102 up to 109
Filter Account Numbers with first segment of 101 101-00-00
X 101-01-00
101-0?-00 and last segment of 00 with second segment of 101-02-00

two digits beginning with 0 101-03-00 up to 101-09-00

Filter Account Numbers with first segment of 101 181882188
101-?7??-100 and last segment of 100 with no filter on second 101-002-100

segment of three digits 101-003-100 up to 101-999-100

An example of using wildcards in Excel using the GLActual formula could be as follows:

Clipbuasd 14 ront Algnment

p13 =4 £ | =Gtactual{SBTHAS2,00)

12
13| 101-02-2? 42010.93]
] 4QM,MMM.MMMMM.MMMM. A ..
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A 8 c o 14

1 4
4

2 2009 <
3 Period :
- 1 4
5 Account Number  Description :
6 100-00-00 Cash on hand 0 :
7 100-00-A Cash in Trust Fund 0 4
8 101-01-00 Cash in bank - Reg. checking 16300.93 :
9 101-02-00 Cash in bank - payroll 0 :
10 101-03-00 Cash in bank - savings 25710 ¢
4

11 42010.93 )
4

4

4

<

N



Using Cell References

A cell reference identifies the location of a cell or group of cells in a worksheet. A cell reference consists of
the column letter and row number that intersect at the cell's location. When listing a cell reference, the
column letter is always listed first.

The recommended method for entering data into the Intelligence Reporting formulas is by using cell
references. This method makes modifying and maintaining your worksheet easier.

For example, if you wanted information for the year 2012 and you used 2011 in the Year parameter of the
Actual formula, you would have to modify every formula that used the old value. If you store the year in a
cell, you simply change that one cell and Excel updates all the formulas that use that parameter.

Sum v XV £ ‘ =-GLActual500($A9,5C$3,5C$5,5C52,,,,,, $C$§L
A B C Function Arguments =%
S I C I GLActual500
1 ample Company Income e o b -
2 Current Period: ; Company |$C$3 "S0A" 5’
3 Company: Year |$C$5 *2008" i
4 Currency: Period |$C$2
Type af
5 |
= -94937.3
6 Returns the month to date general ledger actual amount.
7 Type to determine whether Income Statement, Balance Sheet or Retained Income
8 £ 15 752 696.48 amount should be retrievgd. For Example B = Balance Sheet; I = Income
9 |4000-00-00-00 ales CS$2.....5C%4) [’ Statement; and R = Retained Income.
10 |4000-00-00-NE Sales-NE 0.00
11 14000-00-00-NW Sales-NW 0.00| | Formula result = 94937.30
12 14000-00-00-SE Sales-Corp-Corp-SE 0.00
13 4000-00-00-SW Sales-SW ,0p| | ison the funcion (o ]
FPVVVI VYOIV VPPV V VIV IVIVIVV VVPIPIP U Aot odddddiddddbdbddddddddddddd

Tip: Excel named ranges can also be substituted for a cell reference in any formula parameter.

Using Relative or Absolute Cell References

By default, a worksheet cell reference is relative. This means that as a formula is copied and pasted to
other cells, the cell references in the formula change to reflect the formula's new location.

In contrast, an absolute cell reference does not change when its formula is copied and pasted to other cells.
An example of a relative cell reference would be A5 or B10.
An example of an absolute cell reference would be $A$5 or $B8$10.

You can also mix absolute and relative cell references. An example would be copying a cell reference of
$A5, the column reference will remain A but the row reference will change to reflect the formulas new
location.
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If you are entering a value in your formula, be sure to include any alpha-numeric data in double-quotes (fi f).
This will ensure that Excel interprets the value as a text value and not a cell reference.

Displaying Cell Formulas instead of Values

To display all of the formulas used on your worksheet without clicking on each cell individually:

1. Press Ctrl ~. All of the displayed values will be replaced by the formulas used to calculate them.

(

=GLBudget(347,$B52,5B83,D45,3B81)
=GLBudget($A8,5B52,58$3,095,5B51)
=GLBudget($A9,3B52,5B$3,D$5,3B51)
=GLBudget($410,$B82,8B43,DS5,$BS1)
=GLBudget{$411,5B52,5B53,D55,5B51)
=GLBudget({5412,5B52,5853,05,5B51)
=GLBudget($A13,$B52,5B43,D35,$BS1)
=GLBudget($a14,$B$2,8B43,DS5,$BS1)
=GLBudget($A15,$B32,543,D45,$BS1)
=GLBudget(5416,5852,5B53,D55,5851)
=GLBudget($A17,$B52,5B53,D55,$B51)
=GLBudget($A18,$B$2,5B43,DS5,$BS1)
=GLBudget($A19,$B82,8B43,D45,$BS1)
=GLBudget($A20,5B42,B$3,D85,5B51)
=GLBudget($A21,$B52,5B53,D55,$B51)
=GLBudget($422,$B52,5B43,DS5, $BS1)

A B c al
2 CurrentYear =GLCurrentYear($BS$1)
3 YTD Period 12
4 \ _Budget Code Budget Code
| 5 Main Account Code Description L ORIGINAL 1 * REVISED
6 Distribution sales (history) I=GLBudgetVTD($A6,SBSZ,SBSa,CSS,‘SE‘E‘l) |=GLBudge SA6,9B52,5B53,D85,5B51)
7 425 Returns & allowances =GLBudget($A7,5B52,5B53,C55,5B51)
8 450 Purchases =GLBudget($A8,5852,5B53,C55,5B51)
9 500 Other expenses (history) =GLBudget(5A9,5B52,5B53,C55,5B51)
10 505 Clerical salaries =GLBudget($410,5B52,5B53,C55,5B51)
11 507 Sick pay =GLBudget($411,5B52,5B53,C35,5B51)
12 508 Holiday pay =GLBudget($412,5852,5B53,C35,5B51)
13 509 ‘acation pay =GLBudget($413,3B52,5853,C55,5851)
14 510 Payrol| taxes =GLBudget($A14,5B52,5B53,C55,5B51)
15 515 Building maintenance =GLBudget(5415,5B52,5B53,C55,5B51)
16 518 Accrued Credit Card Expense  =GLBudget(5A16,5B52,5B53,C55,5B51)
17 520 Depreciation expense =GLBudget(5A17,5B52,5B53,C55,5B51)
18 525 Equipment maintenance =GLBudget(5A18,5B52,5B53,C55,5B51)
19 530 Insurance expense =GLBudget(5419,5B52,5B53,C55,5B51)
20 535 Warehouse supplies =GLBudget($420,5852,5B53,C35,5B51)
21 540 Telephone expense =GLBudget($421,5B52,5B53,C35,5B51)
22 545 Utilities =GLBudget($422,3B52,5853,C55,5851)

2. Press Ctrl ~ again to return to displaying the values.

A B l C D

2 Current Year 2010
3 |YTD Period 12 | 1

4 Budget Code Budget Code

5 |Main Account Code Description ORIGINAL REVISED

6 400 Distribution sales (history) -4673500 -419600
e 425 Returns & allowances 6100 6100
8 450 Purchases 175300 175300
3 500 Other expenses (history) 1500 1500
10 505 Clerical salaries 1400 1400
11 507 Sick pay 0 0
12 508 Holiday pay 0 0
13 509 \acation pay 0 0
14 510 Payroll taxes 6800 6800
15 515 Building maintenance 800 800
16 518 Accrued Credit Card Expense 0 0
17 520 Depreciation expense 0 0
18 525 Equipment maintenance 100 100
19 530 Insurance expense 2200 2200
20 535 Warehouse supplies 600 600
21 540 Telephone expense 1200 1200

e a0
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Drilling Down on Values

Intelligence Reporting provides the ability to drill down to view the detail of the data being returned by a
formula.

To drill down on a value to the account balance details, right-click and select Drill Down.

Cut
Copy
Paste Options:

A

Paste Spedial...

Insert...
Delete...
Clear Contents
Filter >
Sort »
4 Insert Comment
|#F  Format Cells...
Pick From Drop-down List...
Define Name...

| Qg Hyperlink...

Drill Down

A new worksheet named Drill Balance will be created in the Microsoft Excel workbook with the account
balance details of the data.

B
1 AccountNumber 2 mm—] ‘
2 ABC 101-01-00 Cash in bank - Reg. che 1 -16300.93 :
3 ABC 101-03-00 Cash in bank - savings 2009 1 -25710 :
4 ABC 105-00-01 Accts. receiv. - East Wa 2009 1 140732.07 <
5 ABC 105-00-02 Accts. receiv. - West W 2009 1 26328.75 :
6 ABC 115-00-01 Inventory - East Wareh 2009 1 2507.57 1
7 ABC 115-00-02 Inventory - West Ware 2009 1 744.48 ¢
8 ABC 115-00-03 Inventory - Central Wa 2009 1 -3252.05 :
9 ABC 155-01-00 Accum. depr. - building 2009 1 -1527.78 :
10 ABC 160-01-00 Accum. depr. - furnitur 2009 1 -160.01 ¢
11 ABC 165-01-00 Accum. depr. - off &cn 2009 1 -708.33 :
12 ABC 170-01-00 Accum. depr. - warehs¢ 2009 1 -205.5 :
13 ABC 175-01-00 Accum. depr. - trucks 2009 1 -1266.69 ¢
14 ABC 195-00-00 Software costs (net) 2009 1 -59.5 :
15 |ABC 205-00-00 Notes payable 2009 1 188 <
16 ABC 225-01-00 F.I.C.A. taxes payable 2009 1 -12715.37 :
17 ABC 255-00-00 Income taxes payable 2009 1 -16000 :
18 ABC 400-01-01 Distribution sales - Eas 2009 1 -186941.3 <
19 ABC 400-01-02 Distribution sales - We 2009 1 -71965.87 :
-1 20 ABC 400-02-01 Service fees - East 2009 1 -5887.67 :
21 ABC 400-02-02 Service fees - West 2009 1 -2981.45 ¢
22 ABC 400-03-01 Freight charges - East 2009 1 -3781.25 :
23 ABC 400-03-02 Freight charges - West 2009 1 -1778.91 :
| 24 /ABC 425-00-01 Returns &allowanoes- 2009 1 2971.85 ¢
- |25 /ABC _425-00-02 QWANCes - 2009 9_107_1‘57_:
W 4 » M| ~Budgets FiscalYearDetail Sheetl /¥J [l
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To drill down further to GL transaction level, right-click on the cell which contains the value you want to view
more detail on, and select Drill Down again. Another new worksheet named Drill Transactions will be
created with the GL transaction details.

E o &
A B

il Companyfd CompanyNameE M Per- 7l
2 SOA Systems of Amenc: 4000-00-00-00 Revenue

3 VSOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
4 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
5 SOA Systems of Americz4000-00-00-00 Sales Revenue 2008
-6 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
7 soA Systems of Americz4000-00-00-00 Sales Revenue 2008
8 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
9 |SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
10 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
11 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
12 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
13 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
14 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008

15 SOA Systems of Americz 4000-00-00-00  Sales Revenue 2008
16 SOA Systems of Americz 4000-00-00-00  Sales Revenue 2008
17 [SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008
18 SOA Systems of Americé4000-00-00-00 Sales Revenue 2008

19 |SOA Systems of Americ:4000-00-00-00 Sales Revenue 2008
20 SOA Systems of Americé4000-00-00-00 Sales Revenue 2008

A'iz:l‘m;sglAiTthAcaﬁ{es ggattegse‘r%fAngirﬂlg‘am %ﬁ%ﬁcﬁsfrﬁl Balance SurnmaISerQ Categoried] 4 ’_"“Z(Xl?
Ready |
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Saving Reports

Run Save Excel Template in your Report Manager to save your report for future use.
Once youbve RepomDesigner Add-tnueport and have made the required changes:

1. Leave the report open in Excel.

H - = Report Designer fdd-In 1-21 - Bxcel 7 B - x
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA, REVIEN WIEWY ADD-TMNS BITonls Signin
— o [ .
o cut rial -l - KA T = - BewnpTe General - 2] 9'} &= EEX @ 3 auvtoSur '%Y H
Paste EECOW‘ Py = Conditi | F "t Cell Insert Delete F t FIH' Sart & Find &
aste Tu- E- A = &= Merge & Center ~| 07 - o5 » 2 08 Conditional Formatas Ce nsert Delete Forma o in
 Format Painter 4 2 " Formatting = Tablew Stylesw - - - £ Clear~ Filter ~ Select -
Clipboard [ Font [ Alignment. [ Mumber [ Styles Cells Editing ~
Bl - fx || Income Statement — ARG v
B C D E F G H I J K L [l M 0 [«
1 Income Statement — ABC T
2 Company ABC
FINAMCIALS
3 Year 2010 .
‘ lists
5 Period
] 1
7 |SALES
8 Distribution sales (histord Revenue 37808587
9 Retumns & allowances Revenue -6 301 .53 Account Categories
1n 372784.34
Account Groups
11 COST OF SALES P
1z Purchases Costof Sales 154 607.42 Account Types
12 154 607.42
14 Budget Codes
i; Gross Profit 218 176.92 Main Accounts
17 Accounts
12 EXPENSES
1 Other expenses (history) Expenses 1 369.66
2 Clerical salaries Expenses 1 246.69
1 Sick pay Expenses -
22 Holiday pay Expenses
23 Wacation pay Expenses -
24 Payroll taxes Expenzes 590277
25 Building maintenance Expenzes 71312
26 Accrued Credit Card Expense Expenses -
27 Cepreciation expense Expenses 480.73
28 Fniinment maintenance Finensas 101 RA A
Notes | Sheetl [©) ] v

2. Go back to the Report Manager.
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Saving Reports

3. Select the report you want to link your new report layout to and click Save Excel Template.

E Sage 100 ERP Intelligence Reporting - [Report Manager] EI
) BEE
Home Tools Help
. % 4 » R LY anabh % .
[ W L Rename Wl [ Run Sample
-, : LY e P
S , PR E & &
. X Delete J + Check/Test
Copy Move Paste Add Add - Run Design Save Excel Create Lock/Unlock . -
To Folder Report W Refresh Temp[Save Excel Template = History
Actions Repo
4eF Home Properties |Uni0n Sub Hepoltsl

_1 Aggregated Feport [0 -—
[ Dashboard |73 —

[_ Demanstration

|»

= X Feport Mame
._._l D.eslgn.er IIncome Statement
1 Financials o i
(2 Irwentory Drescription
(21 Purchases IThis report iz a template which you can use to design pour own reporting layouts via the Report Designer Add-In
|1 Report Desigrer Addn Template Storage Location
co e I\\S‘I O0IRLSW 75U sers\W mtester\D esktophS age1 D0AT emplatesh,
sport Des!gner Addn 12 Report Template [Excel Template [* kit
- Report [.)es@ner AddIn AB>_<"' |Income Statement. xlts |
|1 Report Designer &dd-In Consoli...
1 5ales Parameters on Second Sheet -
[~ Show Advanced 7 ;I
|14 Objects

4. Select your workbook and click OK.

Select Warkbook to Convert to Ternplate

Select an Excel Workbook from the izt below. The farmat of thiz
warkbook, will be stored az a template for this report.

Repart Designer Add-In 1-21

2k, Cancel

Note: All the workbooks that you have open will be displayed in this window, so make sure that you select

the correct workbook.
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Saving Reports

5. Specify a template name and click OK.

Specify Ternplate Marme

k. Caricel

6. When youde done your Excel workbook will close and a notification will display letting you know that
your template was successfully linked to the report.

Completed Successfully @

-

7. Click OK and you can now run out your new report without having to create a new layout.
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Copying Reports

To save time or to promote standardization, you can copy a worksheet as a template that you can use to
create other worksheets from.

1. Copy the entire worksheet by right-clicking on the bottom worksheet tab and select Move or Copy.

125

Insert...
130 ;):' Delete
150
Rename
155
=
165 q—‘ View Code
170 &y Protect Sheet...
Tab Color
Right-
click e
185

Unhide...

195
Select All Sheets

income Statement

2. Select Create a copy and the location within the current workbook where you would like the worksheet
copied to.

3. Select OK. Make any changes you require in the copied worksheet.

4. Save your report for future use.

1 Company ABC

2 Year 2009

| 3 Month I 3!
a ABC Company
5 For the Period ending May 2009
6
7 Main Account Description Sales
8 100 Cash on hand 400 Distribution sales (history) -248349.35
5 101 Cash in bank 425
10 105 Accts. receiv.
11 110 Note receivable Cost of Sales
12 111 Other Receivables 450 Purchases
13 115 Inventory 7
14 116 Inventory
15
16 117 Inventory Expenses
17 118 Inventory 500 Other expenses (history) 1158.75
18 120 Prepaid insurance 505 Clerical salaries 1054.72
19 125 Prepaid advertising 507 Sick pay 0
20 130 Prepaid income taxes 508 Holiday pay 0
21 150 Land 509 Vacation pay 0
22 155 Buildings 510 Payroll taxes 644.63
23 160 Furniture 515 Building maintenance 574.03
24 165 Office and computer equipment 518 Accrued Credit Card Expense 0
25 170 Warehouse equipment 520 Depreciation expense 0
26 175 Trucks 525 Equipment maintenance 81.86
27 180 Rent deposits 530 Insurance expense 1095.81
28 185 Workmans' comp. deposit 535 Warehouse supplies 466.44
29 195 Software costs (net) 540 Telephone expense
30 200 Accounts payable 545 Utilities
" b
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Preserving Formulas when Distributing Reports

In order to preserve formulas when distributing reports, the worksheet must be protected in Excel. You can
also use worksheet protection to prevent changes to the worksheet.

By default, when you protect a worksheet, all the cells on the worksheet are locked and users cannot make
any changes to a locked cell. However, you can unlock specific cells for all users or specific users.

Unlocking cells or ranges

To unlock any cells or ranges that you want other users to be able to change, do the following:
1. Select each cell or range that you want to unlock.
2. Onthe Home tab, in the Cells group, click Format, and then click Format Cells.

3. On the Protection tab, uncheck the Locked box.

| Format Cells 2 @1

| Number | Alignment Font | Border [ Fill | Protedionl

d
[7] Hidden
Locking cells or hiding formulas has no effect until you protect the worksheet (Review tab,
Changes group, Protect Sheet button).

4. Click OK.

Hiding formulas

To hide any formulas that you do not want to be visible, do the following:

1. Inthe worksheet, select the cells that contain the formulas that you want to hide.
2.  Onthe Home tab, in the Cells group, click Format, and then click Format Cells.
3. On the Protection tab, check the Hidden box.

4. Click OK.
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Password protecting the worksheet

1. On the Review tab, in the Changes group, click Protect Sheet.

2. Inthe @llow all users of this worksheet todlist, select the elements you want users to be able to change.

Uncheck this:

Select locked cells

To prevent users from:

Moving the pointer to cells for which the Locked box is checked on the
Protection tab of the Format Cells dialog box. By default, users are allowed to
select locked cells.

Select unlocked cells

Moving the pointer to cells for which the Locked box is unchecked on the
Protection tab of the Format Cells dialog box. By default, users can select
unlocked cells, and they can press the TAB key to move between the unlocked
cells on a protected worksheet.

Format cells

Changing any of the options in the Format Cells or Conditional Formatting
dialog boxes. If you applied conditional formats before you protected the
worksheet, the formatting continues to change when a user enters a value that
satisfies a different condition.

Format columns

Using any of the column formatting commands, including changing column
width or hiding columns (Home tab, in the Cells group, Format button).

Format rows

Using any of the row formatting commands, including changing row height or
hiding rows (Home tab, Cells group, Format button).

Insert columns

Inserting columns.

Insert rows

Inserting rows.

Insert hyperlinks

Inserting new hyperlinks, even in unlocked cells.

Delete columns

Deleting columns.
Note: If Delete columns is protected and Insert columns is not also protected, a
user can insert columns that he or she cannot delete.

Deleting rows.

Delete rows Note: If Delete rows is protected and Insert rows is not also protected, a user
can insert rows that he or she cannot delete.
Using any commands to sort data (Data tab, Sort & Filter group).

Sort Note: Users can't sort ranges that contain locked cells on a protected

worksheet, regardless of this setting.

Use AutoFilter

Using the drop-down arrows to change the filter on ranges when AutoFilters are
applied.

Note: Users cannot apply or remove AutoFilters on a protected worksheet,
regardless of this setting.

Sage 100 ERP 2014 Intelligence Reporting i Report Designer Add-In User Guide Page 24 of 100



Uncheck this: To prevent users from:

Formatting, changing the layout, refreshing, or otherwise modifying PivotTable

Use PivotTable reports .
reports, or creating new reports.

Doing any of the following:

1. Making changes to graphic objects including maps, embedded charts,
shapes, text boxes, and controls that you did not unlock before you
protected the worksheet. For example, if a worksheet has a button that

Edit objects runs a macro, you can click the button to run the macro, but you cannot
delete the button.

2. Making any changes, such as formatting, to an embedded chart. The
chart continues to be updated when you change its source data.

3. Adding or editing comments.

Viewing scenarios that you have hidden, making changes to scenarios that you
have prevented changes to, and deleting these scenarios. Users can change
the values in the changing cells, if the cells are not protected, and add new
scenarios.

Edit scenarios

3. Inthe dassword to unprotect sheetdbox, type a password for the sheet.

4. Click OK, and then retype the password to confirm it.

Warning: It is critical that you remember your password. If you forget your password, it cannot be
retrieved.

Tip: For an additional layer of security, you can protect your whole workbook file by using a password.
This allows only users who have the password the ability to view or modify data in the workbook.

Removing protection from a worksheet

1. On the Review tab, in the Changes group, click Unprotect Sheet.

Note: The Protect Sheet option changes to Unprotect Sheet when a worksheet is protected.

2. If prompted, type the password to unprotect the worksheet.
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Catering for New General Ledger Accounts

Use account ranges or wildcards when designing your report to cater for new accounts that may be added
to the General Ledger in the future.

An example would be if you wanted to summarize specific accounts instead of listing each one as per
below. The account range would be used in the cell which is referenced in the formula by the Account
argument.

ERVIS l

199 |6400-00-00-00 Rent 0.00
200 | 6400-00-10-00 Rent - Sales 3 150.00
201 6400-00-20-00 Rent - Mktg 2100.00
202 | 6400-00-30-00 Rent - Oper 4 200.00

203 |6400-00-40-00
204
205 [6400-00-00-00 TO 6400-00-30-00

If any new accounts were added to the General Ledger, for example, Account 6400-00-50-00 Rent -
ShowroomRent amount as it falls within the account range of 6400-00-00-00 TO 6400-00-90-00.

Lels) 4| & : L
6 2008
7 Year to Date
.
9 | Revenue 137 998 874.79
62
63 | Cost of Goods Sold 54 961 065.74
131
132 Gross Profit/(Loss)
133
134 Other Income & Expense 824 131.07
174
175 Total Income
176
177 Operating Expenses 2038 204 10
g 199 [6400-00-00-00 TO 6400-00-90-00 Rent 10 500.00)
M A
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Creating Financial Reports

Creating a Basic Income Statement

This is a demonstration on how to create a very basic income statement using Sage Intelligence Reporting
Report Designer Add-In. We will be using the main accounts to report from with current period figures. A
basic accounting knowledge is required.

1. Set-up your worksheet with Company and Year.

o e e

A B
1 Company ABC
2 Year 2010

3
4

2. Drag-and-drop the Main Accounts from the Lists group. You will use this list to help create your

report.
[T r— G D E F G H 1 J K L M = =
1 Company ABC I FINANCIALS
2 Year 2010 .
- - lists
4 |Main Accogascriptior Account C Account G Account T Cash Flow Type
|5 |100 CURRENT Cash N L ABC
| 6 J101 ‘ash in ban Assets
| 7 |105 ccts. receir Assets  CURRENT.Net Account Categories
8 |10 te receival Assets  CURRENT.Other RecN Account Groups
9 ar Receiva Assets ~ CURRENT.Other RecN
10 [115 Inventory Assets  CURRENT . Inventory N Account Types
111116 Inventory Assets ~ CURRENT.Inventory N Budget Codes
12 (117 Inventory Assets ~ CURRENT.Inventory N 2
g Main Accounts
13 1118 Inventory Assets ~ CURRENT.Inventory N
14 {120 Jaid insuré Assets ~ CURRENT . Prepaid EXN Accounts
£ 125 aid advert Assets ~ CURRENT.Prepaid E:N
16 |130 id income Assets ~ CURRENT.Prepaid B3N
| 17 |]150 Land Assets PROPERTY Other Ass N
|18 [155 Buildings Assets =~ PROPERTYOther Ass N
| 19 |160 Furniture Assets ~ PROPERTYOther Ass N
| 20 |165 computer Assets PROPERTY Other Ass N
TR s, reinnenevsil | T P ST PO UL SO TOTTOTeT _

3. Delete the columns and the balance sheet accounts not required.

4. Insert a column heading for the period.
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Drag-and-drop the Actual formula onto your worksheet in the same row as your first account.

7|y B T E F G H I J B -
1 Company ABC FINANCIALS
2 Year 2010
5 = formulas
4 |
5 Period Opening Balance
6 Main Accou Description 1 Closing Balance
7 |400 Distribution sales (history) -1.5E-1
8 |25 Returns & allowances
9 450 Purchases Actual YTD
10 500 Oth?r expen_ses (history) Budget
11 505 Clerical salaries
12 507 Sick pay Budget YTD
13 508 Holiday pay Current Year
54 w Vasasior: Eix

6. Change the Actual formula to link to the correct company, year and period. You can do this by clicking

the fx button and making the changes or alternatively typing directly into the formula area.

SUM v~ % v|&| =GLActual($a7,5B52,C86,$B51)
,,,,, | B e o E F G H !
1 |Company ABC
2 Year 2010
3
| 4
5
6 Main Account Description
E istribution sales (history)[ Fusktio
| 8 | M
9 450 Purchases -
10 500 Other expenses (history)
11 505 Clerical salaries
112 507 Sick pay
-13: 508 Holiday pay
14 509 Vacation pay AccountCategoryCode |
15 510 Payroll taxes
16 515 Building maintenance et e MIT) G At Ax it S AR
17 518 Accrued Credit Card Expens y )
e GLLink GL Link eg. 1000 TO 9939,
18 520 Depreciation expense
19 525 Equipment maintenance
20 530 Insurance expense
217 535 Warehouse supplies Fonmuta et dp == ORI, 7
22 540 Telephone expense Help on this function

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using

Relative or Absolute Cell Referencing.
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Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill

handle down to copy these to other accounts requiring the same change.

7. Drag the fill handle down to copy these to other accounts requiring the same change.

8. Add headings, totals and formatting using Excel features and set your print area.

4] A B \ c D |
1 Company ABC
2 Year 2010
3
4 ABC Company Income Statement
5 | Period
6 1
7 | SALES
8 | 400 Distribution sales (history) 378085.87
98 425 Returns & allowances 5301.53
10 $383 387.40
11| COST OF SALES
12 450 Purchases 154607.42
13| $154 607.42
14
15| GROSS PROFIT $228 779.98
16
17 EXPENSES
18 500 Other expenses (history) 1369.66
119 | 505 Clerical salaries 1246.69
20 | 507 Sick pay 0
21 | 508 Holiday pay 0
22 | 509 Vacation pay 0
123 | 510 Payroll taxes 5902.77
24 515 Building maintenance 713.12
25| 518 Accrued Credit Card Expense 0
26 | 520 Depreciation expense 490.73
|27 | 525 Equipment maintenance 101.69
28 530 Insurance expense 373.33
29| 535 Warehouse supplies 579.48
Telephone expense
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9. If you wanted to compare with additional periods, you could highlight column D and drag the fill handle

across to the right the required amount of columns.

4 A | s [ - c
l Company ABC
| 2 |Year 2010
| 3 |
4 ABC Company Income Statemen
[i53)
| 6 |
8 | 400 Distribution sales (history)
19| 425 Returns & allowances
110
112 450 Purchases
14
15| GROSS PROFIT
16
118 | 500 Other expenses (history)
|19 505 Clerical salaries
20 507 Sick pay
| 21| 508 Holiday pay
|22 509 Vacation pay
23| 510 Payroll taxes
24 515 Building maintenance
25 518 Accrued Credit Card Expense
126 520 Depreciation expense
| 27 525 Equipment maintenance
|28 530 Insurance expense
29| 535 Warehouse supplies
| 30| 540 Telephone expense

10. Save your report for future use.
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Creating a Basic Balance Sheet

This is a demonstration on how to create a Basic Balance Sheet using the Report Designer Add-In. A basic
accounting knowledge is required. We will be using the main accounts to report the opening and closing
balances.

1. Create a main title on your worksheet as well as titles for Current Year and Current Period.

Balance Sheet

Current Year
Current Period

B IN| =

i

2. Drag the formulas for Current Year and Current Period formulas into their respective cells.

A B c D E F G H | J K = b
1 Balance Sheet FINANCIALS
| 2 |Current Year 2010 fO rmu |aS
3 |Current Period 06
4
=)
6 Opening Balance
7
3 Closing Balance
2 =| Actual
10 Actual YTD
11
12 Budget
13 Budget YTD
14 g
rent ¥
15 Current Year
Current Period

3.

| —————  — Y M [ T A T R U Tk T
1 Balance Sheet | FNanciaLs
2 Current Year 2010 I I I1sts
3 Current Period 06 B
:
S

6 |Main Descriptic Account C Account G Account T Cash Flow Type Account Categories
7 |10000 tAssets  Current A:Cash ()

E 10100 Cash on H Assets . Cash € Acoount/oronns

| 9 |10200 Regular Ctassets  Current &: Cash Account Types

10 10300 Payroll Chassets  Current &: Cash g \ Budget Codes

(11 (10400 Savings AtAssets  Current A:Cash c

(12 |10500 Special Ac Assets Current A: Cash e

(13 (11000 Accounts |Assets  Current &: Cash (6] Accounts

|14 [11300 Other Rec&ssets  Current &: Cash N

|15 [11400 Credit Car Assets  Current &: Cash C

|16 [11500 Allowance Assets  Current A:Cash N
& mAAAAAAAA (! 17 Py "V OO ¥ 1t B As N4 0000000000000 00000Allltlldnlddsad FUVVVVVVVVVVVVVVYP
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4. Delete the income statement accounts not required, and create headings and totals where required for

your rows.

6

7 Assets

g Current Assets

3 0000 Petty Cash

10 10100 Cash on Hand

11 10200 Regular Checking

12 10300 Payroll Checking

13 10400 Savings Account
14 (10500 Special Account

15 rllﬂutl Accounts Receivable
?11300 Other Receivables

17 11400 Credit Card Depasits
18 11500 allowance for Bad Debt
19 11600 Inventory Scrap

20 11800 Inv Repairs Clearing
21 12000 Inventory Lighting

22 12030 Inventory Desks

23 12040 Inventary Chairs

24 12050 Inventaory Ergonomics
25 12100 Inventory Accessories
26 12400 Inventory Repairs in Process

5. Inrow 5 add column headings for the Opening and YTD Closing Balances.

6. Drag-and-drop the Opening Balance formula onto your worksheet in the same row as your first

account.

7. Change the formula to link to the correct account as well as the correct year. You can do this by
clicking the fx button and making the changes or alternatively typing directly into the formula area.

<

_IF v XV K| =GLOpeningBalance($A8,5C$2) <
1l A B l C |D E_ ¢
4

1 ABX Balance Sheet <
. <
2 Year 2010 ::
|3 Current Period 5 :
= Opening Balance YTD Closing B&

6 Assets 1:

| 7 Current Assets 1»
| 8 110000 Petty Cash JancaléAg &cda i
| 9 /10100 Cash on Hand Function Arguments o
| 10 110200 Regular Checking GLOpeningBalance :
| 11 10300 Payroll Checking Gllink | <
; 4

| 12 10400 Savings Account Year |ecen <€
| 13 10500 Special Account 4
[ < Company 4
| 14 11000 Accounts Receivable 4
|15 11300 Other Receivables S s $
16 11400 CEediE Gard DeRozits AccountGroupCode 4
4
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8. Drag the fill handle down to copy the formula to all the accounts required.

9. Drag-and-drop the Closing Balance formula onto your worksheet in the YTD Closing Balance column
in the same row as your first account.

10. Change the formula to link to the correct account as well as the correct year and month. You can do
this by clicking the fx button and making the changes or alternatively typing directly into the formula

area.

IF v (" % « f =GLClosingBalance($A8,5C$2,5C$3) <
S A B C D| E F G p
r [ 4
1 ABX Balance Sheet >
| 4
(=2 Year 2010 :
3 Current Period 5 :
I 4
: 5 Opening Balance YTD Closing Balance :
| 4
| 6 Assets :
BF Current Assets <
| 8 10000 Petty Cash " 2500l [icag ecererear | 4
| 9 10100 Cash on Hand Function Arguments

| 10 10200 Regular Checking GLClosingBalance

| 11 110300 Payroll Checking GlLink |ER *10000"

? 12 10400 Savings Account Year |sce2 010"

. 13 /10500 Special Account . -

| ; Period |$C$3 5

|14 111000 Accounts Receivable

|15 11300 Other Receivables oy

' 16 (11400 Credit Card Deposits AccountCategoryCode

|17 /11500 Allowance for Bad Debt =75

e | 1 nventory Scr. Returns the dosing balance general ledger amount.

X FovveveYyVvyVYyVyVYyVYyVYyVYs AeAAvAAvAAvAeeAAAAAAAAAAAAAAAAAAAAAAAA 3

11. Drag the fill handle down to copy the formula to all the accounts required.

12. Add the Current Year Earnings. This can be done using an account range.

-846 134.92
0.00

-856 134.92

-846 134.92
-499 721.12

-1 355 856.04

‘\ 91 32000

' 92§ 40000 TO 79000

93

Retained Earnings
Current Year Earnings

Total Equity
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13. Add totals, grouping and formatting using Excel features and set your print area.

1l2]s]| 4| A ‘ B
1 ABX Balance Sheet
2 Year
3 Current Period
5 ‘
57 Total Assets
58
87 Total Liabilities
88
: 89 Equity
. 90 |30000 Equity
. 91 32000 Retained Earnings
O 92 40000 TO 79000 CurrentYear Earnings
93 Total Equity
OOV

14. Save your report for future use.
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Opening Balance

YTD Closing Balance

1364 354.67

-508 219.75

-10000.00
-846 134.92
0.00

-856 134.92

2711 590.91

-1 355 734.87

-10 000.00
-846 134.92
-499 721.12

-1 355 856.04
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Creating a Rolling Income Statement

This is a demonstration on how to create an Income Statement that will always return the current month's
data as well as the prior 12 months data. The report will be created in such a way that once set up, no
manual changes will need to be made to it, allowing you to use the same report for all future periods and
years without any input. A knowledge of Excel formulas and basic accounting is required.

1. Create a main title on your worksheet as well as titles for Current Year and Current Period.

e M] B ‘] c
Income Statement

Current Year

Current Period

1
2
3
4

2. Drag the formulas for Current Year and Current Period formulas into their respective cells.

B2 - B ietéurrentVea(:("ABX?f) z
2 [T | « D E F G H J K (5% E
1 Income Statement FINANCIALS
i‘ Current Year 2010 fo rmu | as
3 Current Period 06
4
o
6 Opening Balance
7
g Closing Balance
9 =|| Actual
e Actual ¥YTD
11
12 Budget
13 Budget ¥TD
14 = 7
15 Current Year
16 ™= Current Period
7 e R ! Vo v P e Lo LI
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3. Drag-and-drop the Main Accounts list into cell A6. You will use this list to help create your report.

\ A [ | o s e —p——— H J K =

1 Income Statement Jj FNANCIALS

2 Current Year 2010 i ||Sts

3 |Current Period 06 0

4

5
6 |Main Account Cade Descriptic Account CAccount GAccount T Cash Flowd Type Account Categories
7 |10000 ts  Current A:Cash C
5 |10100 W Account Groups
9 [10200 Regular CtAssets  Current &:Cash C Account Types
10 {10300 Payroll ChAssets Current &: Cash (€3 \ Budget Codes
11 {10400 Savings AcAssets  Current A: Cash c
12 {10500 Special AcAssets  Current A:Cash G Main Accounts
13 11000 Accounts |Assets  Current A: Cash (6] Accounts
14 111300 Other Rec&ssets  Current &: Cash N
15 11400 Credit Car Assets  Current A: Cash C
16 (11500 AllowanceAssets  Current A: Cash N
17 |11600 Inventary Assets Current &: Cash N
18 11800 Inv Repair&ssets  Current &: Cash N

D T T L e caie ettt ottt tttssssstosttasssssocosscssses

4. Delete the balance sheet accounts not required, and create headings and totals where required for your

rows.

i A ] B ¢
6 Revenue

7 40000 Desk Sales

8 40200 Chair Sales

3 40300 Lighting Sales

10 40400 Ergonomics Sales

11 40600 Accessories Sales

12 40700 Miscellaneous Sales

13 40800 Repair Sales

14 40300 Returns & Allowances
15 41800 Interest Income

16 42000 Other Income

17 45000 Discounts &llowed

18 Total Revenue 0
19

20 Cost of Sales

21 50000 Cost of Sales Desks

22 50200 Cost of Sales Chairs

23 50300 Cost of Sales Lighting

24 50400 Cost of Sales Ergonomics
5 5060 st of Sales &ccessorie

5. Inrow 4 add a column heading for Period.

6. Inrow 3 add an Excel formula to determine the correct year to report on. One way in which you can
create this formula is to use the IF function. The IF statement checks whether a condition is met, and
returns one value if True, and another if False. In this example, the year is calculated by subtracting
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one from the current period. If the result is less than or equal to zero, then the period is within the
previous year.

Cilp o d s AT “ EURP TR [T Wl Ja .

l D3 - fe | =IF($B33-1<=0,3B32-1,5B52) 5

\ A B D E F G H | <

1 Income Statement %

| 2 CurrentYear 2010 <
F@_}Current Period 06 2010 1 2010 2010 2010 2010 2009
4 Period  Period Period  Period  Period Period  Period

4

4

7. Repeat for all previous periods required. Each prior period will be calculated by subtracting one more
than the previous period.
For example, the second prior period formula will be =IF($B$3-2<=0,$B$2-1,$B%$2). The IF statement
checks whether a condition is met, and returns one value if True, and another if False. For this
example, the IF statement is checking if two periods less than the current period is less than or equal to
zero. If two periods less than the current period is less than or equal to zero, then the current year less
1, i.e. the prior year will be returned. If two periods less than the current period is not less than or equal
to zero, then the current year is returned.

8. Inrow 5 add an Excel formula to determine the correct period to report on. One way in which you can
create this formula is to use the IF function. The IF statement checks whether a condition is met, and
returns one value if True, and another if False. In this example, the period is calculated by subtracting
one from the current period. If the result is less than or equal to zero, then the period is within the
previous year and provided the periods are representative of a year, will start at prior year period 12.

( “lpbua.a “ L O N AaiGaihi el IsUnit et styiks

DS = fe | SIF(3B33-1<=0,6B53-1+12,8B53-1) 4

A B C D E F G H 1»
T .

1 Income Statement $
2 Current Year 2010 :’
3 | Current Period 06 2010 2010 2010 2010 2010 2010 2009 €
4 Period Pewod Period Period Period Period Period ﬂ’
= 06 4 3 2 1 12 1}
3 Revenue 4
7 40000 Desk Sales :’
PV OVVIOWPWES YVVVVVVVVVVVVVVVVVIVIVIVIVIVYVVVIVYVVVYVIVVIVVIVVIP

9. Repeat for all previous periods required. Each prior period will be calculated by subtracting one more
than the previous period. For example, the second prior period formula will be =IF($B$3-2<=0,$B$3-
2+12,$B$3-2). The IF statement checks whether a condition is met, and returns one value if True, and
another if False.

For this example, the IF statement is checking if two periods less than the current period is less than or
equal to zero. If two periods less than the current period is less than or equal to zero, then the periods
returned will be from the prior year therefore twelve periods will be added to the result giving the correct
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period from the prior year, provided the periods are representative of a year. If two periods less than
the current period are not less than or equal to zero, then the period from the current year is returned.

10. Drag-and-drop the Actual formula onto your worksheet in the same row as your first account.

Clipboard & Font 7} Alighment () Number ¥ Styles Cells Editing
K7 -(® fe | =GLactual(™,2010,6) 4
A | B & D E F G H | : 4
! | | | | b
1 Income Statement | FmancIaLS b
2 CurrentYear 2010 i fo rmu |as :
3 Current Period 06 2010 2010 2010 2010 2010 2010 2009 2 :
4 Period Period Period Period Period Period Period Pe <
5 06 5 4 3 2 1 12 >
6 Revenue Opening Balance :
7 140000 Desk Sales D(_ 4
8 40200 Chair Sales Elasigg; e 4
3 40300 Lighting Sales
10 40400 Ergonom.lcs Sales Actual YTD

11. Change the Actual formula to link to the correct company, year and period. You can do this by clicking
the fx button and making the changes or alternatively typing directly into the formula area.

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using
Relative or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill
handle down to copy these to other accounts requiring the same change.

12. Drag the fill handle to copy the formula down to all of the accounts.

2010 2010 2010 2010 2010 2010 2008 2008 2009
| Period  Period Period Period Period Period Period Period Period Period
06 5 4 3 2 1 12 11 10

4
5

3

7 | 443400.4 640103.1 762405.1 324687.2 340307.8 303751.5 340307.8 472605.6 443400, 4|
| 8 | 295600.3 426735.4 386512.4 338215.9 2268719 202501 2268719 315070.4 295600.3
9 | 78826.73 113796.1 103070 690190.9 60499.15 54000.26 60493.15 34018.77 78826.73
10| 88680.08 108817.5 115953.7 301464.8 68061.55 60750.28 68061.55 94521.11 88680.08
11| 49266.72 7112255 64418.73 56363.31 37811.97 33750.16 37811.97 52511.73 439266.72
|12 |
13

14

0 0 0 0 0 0 0 0 0
29560.03 42673.54 38651.23 33821.59 22687.19 20250.03 22687.19 31507.04 29560.03
14 0 0 0 0 0 0 0 0 0
15 | 0 0 0 0 0 0 0 0 0
16 ] 0 ] 0 ] 0 0 0 of Fill

17 0 0 0 0 0 0 0 0 handle
18‘ 985334.2 1403248 1471011 1744750 756239.5 675003.2 756239.5 1050235 985334.
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13. Add any formatting you require using Excel features and set your print area.

[+]

[+
slajz|alse]s]s]a]sjo|s] -

Current Year 2010

Income Statement

Current Period 06 2010 2010 2010 2010
Period Period Period Period
06 4 3 2
Total Revenue $985 334,22 51403 248.21 51 471 011.07 51 744 749.62 $756 239.48 S¢
Total Cost of Sales $698533.00 $888682.26 $803132.21 51089 024.90 $492 067.35 §
Gross Profit $286 801,22 $514565.95 $667878.86 5655 724.72 526417213 58
Total Expenses $394 722,55 $513347.47 $423748.86 S361050.09 $255354.22
Net Profit -6107 921.33 $1218.48 6244130.00 $294674.63 58817.91 -4

14. Save your report for future use.

Sage 100 ERP 2014 Intelligence Reporting i Report Designer Add-In User Guide Page 39 of 100



Creating a Quarterly Balance Sheet

This is a demonstration on how to create a Balance Sheet using the Report Designer Add-In. The report will
be created in such a way that once set up, no manual changes will need to be made to it, allowing you to
use the same report for all future periods and years. A basic accounting knowledge is required.

1. Create a main title on your spreadsheet as well as titles for Current Year and Current Period.

1 Balance Sheet

2 Current Year
3 Current Period

4
R e L S

2. Drag the formulas for Current Year and Current Period formulas into their respective cells.

A B c D 3 F G H J Al <
1 Balance Sheet FINANCIALS
| 2 Current Year 2010 fo rm ulas
3 |Current Period 06
4
5
6 Opening Balance
7
g Closing Balance
9 =[ Actual
i Actual ¥TD
aliy
12 Budget
13 Budget YTD
14
15 ™, Current Year
™ Current Period

3. Drag-and-drop the Main Accounts list into cell A6. You will use this list to help create your report.

| - s e e s e R 0 - T A 0000 -

1 Balance Sheet | FINANCIALS

2 Current Year 2010 i | |Sts

3 Current Period 06 N

4 ABX

5
6 |Main Descriptic Account C Account G Account T Cash Flow Type Account Categories

7 |10000 tAssets  Current A:Cash @
_?__ 10100 Cash on H Assets .Cash C Aecounegtolos
9 [10200 Regular CtAssets  Current &:Cash Account Types
10 |10300 Payroll Ch &ssets Current &: Cash & \ Budget Codes
| 11 {10400 Savings AtAssets  Current &: Cash @
12 [10500 Special Acsssets  Current A:Cash © Main Accounts
| 13 11000 Accounts | Assets  Current A: Cash (0] Accounts
14 111300 Other RecAssets  Current A:Cash N
|15 [11400 Credit Car Assets  Current A:Cash @
|16 [11500 AllowanceAssets  Current A:Cash N

& M%AAAAAAAAA‘ $7 Axala e £ 1ty Faaha s lessakh 0000000000000 0000000000000a FVVVVVVVVVVVVVVVYP
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4. Delete the income statement accounts not required, and create headings and totals where required for

your rows.

6
7 Assets
8 Current Assets
3 10000 Petty Cash
10 110100 Cash on Hand
11 10200 Regular Checking
12 10300 Payrall Checking
13 10400 Savings Account
14 10500 Special Account

15 /11000 Accounts Receivable
16 11300 Other Receivables
17 11400 Credit Card Deposits
18 11500 Allowance for Bad Debt
19 '11600 Inventory Scrap
20 11800 Inv Repairs Clearing
21 12000 Inventory Lighting
22 12030 Inventory Desks
23 12040 Inventory Chairs
24 '12050 Inventory Ergonomics
25 '12100 Inventory Accessories
26 '12400 Inventory Repairs in Process

5. Inrow 5 add column headings.

6. Drag-and-drop the Opening Balance formula onto your spreadsheet in the correct cell.

c9 - Jx | =GLOpeningBalance("",2010) z

A B [ c [o] F G H =
1 Balance Sheet || FNancaLs
2 CurrentYear 2010 g fo rmu |aS
3 [Current Period 06 |
4 ||
5 Opening Balance Quarter1l Quarter2 Quarter3 Quarter4 Year
6 Opening Balance
7 Assets S GRS

Closing Balance
a Current Assets
3 10000 Petty Cash Actual
|z

10 10100 Cash on Hand Actual ¥YTD
11 10200 Regular Checking
AEALAAAAALAHS HHHHHHA PV VVVVYYPL PVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVIVIVYO -1 " VOVOVVVVVYYPY

7. Change the Opening Balance formula to link to the correct company, year and period. You can do this
by clicking the fx button and making the changes or alternatively typing directly into the formula area.
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IF v(* XV ‘ﬁr‘l =GLOpeningBalance($A9,$B$2) 1'
A \ B | c [o] € E & H (1] %
1 Balance Sheet
2 CurrentYear 2010 =
| 3 Current Period 06
4|
ii Opening Balance Quarter1 Quarter2 Quarter3 Quarter4 Year
e ‘ Function Arguments Ny
7 Assets
{ GLOpeningBalance
8 | Current Assets o = . J
3 llnoun Petty Cash [cetzas Sk f"‘g = o
10 10100 Cash on Hand Year |§B42 %] = "z010°
ey 4
11 10200 Regular Checking Company | =
A
_1_2!;?10300 Payroll Checking AccountCategoryCode l . =
13 10400 Sawr?gs Account AccountGroupCods | =] -

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using
Relative or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill
handle down to copy these to other accounts requiring the same change.

8. Drag the fill handle to copy the formula down to all of the Opening Balance accounts.

-10000
-846134.92 .
fill

¥ handl

9. Drag-and-drop the Closing Balance formula onto your spreadsheet in the correct cell.
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Fane | ~llgnmen. x| Nunoer Iy | Sanes Celly Euiliny
v (- fe | =GLClosingBalance(",2010,6) 4
B ; c E 20 = [T T > 3
4
Balance Sheet FINANCIALS <
4
2010 - formulas 1
06 >
<
Opening Balance Quarterl Quarter2 Quarter3 Quarter4 Year :
Opening Balance :
Assets Closing Balance
Current Assets
Petty Cash 75 ask Actual
Cash on Hand 0 Actual YTD
Regular Checking 122039.12
: Budget
Payroll Checking 2720.92
Savings Account 10000 Budget ¥TD
CRAAR AL ABRALALBRLAAAAAAADABAAAAAALAALALALALARARARALAANSN.

10. Change the Closing Balance formula to link to the correct company, year and period. You can do this
by clicking the fx button and making the changes or alternatively typing directly into the formula area.
e s —_— s i
IF (" XV fr‘ =GLClosingBalance($A9,$B%$2,3) <
4 A B \ c D E F | 6 H 1| = 1
1 Balance Sheet b
2 Current Year 2010 = ;
3 |Current Period 06
4
% Opening Balance Quarterl Quarter2 Quarter3 Quarter4 Year
== Function
7 | Assets 3
=9 GLClosingBalance
g | Current Assets o - : 5
3 110000 Petty Cash RS L G, = 100
10 10100 Cash on Hand vear |$B$2 el = e
11 "10200 Regular Checking Period |3] | =3
12 10300 Payroll Checking Company | B -
EE“MUU Savings Account AccountCategoryCode l =
14 110500 Special Account =
15 "11000 Accounts Receivable

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using
Relative or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill
handle down to copy these to other accounts requiring the same change.
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11. Drag the fill handle to copy the formula down to all of the Quarter 1 accounts. Repeat for Quarters 2, 3
and 4.

12. Drag-and-drop the ActualYTD formula onto your spreadsheet in the correct cell.

13 - (® £ | =GLactualvTD(™,2010,6) :
B [ © o] e [ ¢ | 6 [ w T 1 Rl

1 Balance Sheet FINANCIALS

2 2010 formulas
306

4 '

5 | Opening Balance Quarterl Quarter2 Quarter3 Quarter4 Year to Date

6| Opening Balance
7 Assets Closing Balance

8 Current Assets

3 |Petty Cash 75 75 75 75 75 | ask Actual

10 Cash on Hand 0 0 0 0 0

11 Regular Checking 122039.12 -55854 227365.5 227365.5 2273655 T—
12 Payroll Checking 2720.92 3656.92  4280.92 428032  4280.92 4eae
|13 Savings Account 10000 10000 10000 10000 10000 Budget YTD

14 Special Account 0 0 0 0 0 ciifrantyesn

I% Pacniackinsssas s ALAEAUREN 4 048TASA VAU LEIEDARNAG00000000000044

13. Change the ActualYTD formula to link to the correct company, year and period. You can do this by
clicking the fx button and making the changes or alternatively typing directly into the formula area.

IF v X v J| =GLActualYTD($A$9,$B$2,$B$3) 3
A ‘ B | c (b €& | F | 6 | H
1 Balance Sheet
2 |Current Year 2010
3 Current Period 06
4|
& Opening Balance Quarter1 Quarter2 Quarter3 Quarter4 Year
) ‘Function Arguments
7 Assets :
8 \ Current Assets i
5 |10000 Petty Cash GlLink | ¥E =000
10 10100 Cash on Hand Vear |$B§2 i
11 10200 Regular Checking Period | $B4$3 fRs| = "06"
12 10300 Payroll Checking Company | £ =
,]:3,‘;10400 Savings Account AccountCategoryCode ‘ =
14 10500 Special Account
e jllUDU Accounts Receivable Year to Date General Ledger Actual Amount,
Jald AR 0000 RRUELRANIES 0000000000000

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using
Relative or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill
handle down to copy these to other accounts requiring the same change.
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14. Drag the fill handle to copy the formula down to all of the accounts.
15. Drag the fill handle to copy the formula down to all of the Year to Date accounts.
16. Add any formatting you require using Excel features and set your print area.

17. Save your report for future use.
Creating a Cash Flow Report

This is a demonstration on creating a Cash Flow Report using the Report Designer Add-In. The report will
be created in such a way that once set up, no manual changes will need to be made to it, allowing you to
use the same report for all future periods and years. Accounting knowledge is required.

1. Create a main title on your spreadsheet as well as titles for Current Year and Current Period.

A B

5 1 ABX Statement of Cash Flow

| 2 |CurrentYear 2010
' 3 Current Period 06

" LBALMAADAAAAL 2229000294440 44

2. Drag the formulas for Current Year and Current Period formulas into their respective cells.

A I e G D E F G H i ) Rl
1 ABX Statement of Cash Flow = ananaats
Z}Currentvear formulaS

3 | Current Period

Opening Balance

RN RV R

w

iby
12
13
14
15
16
17

Sage 100 ERP 2014 Intelligence Reporting i Report Designer Add-In User Guide Page 45 of 100



3.

Sage 100 ERP 2014 Intelligence Reporting i Report Designer Add-In User Guide

Create headings for your cash flow report. An example is below:

1 ABX Statément of Cash Flows

2 |Year 2010
3 CurrentPeriod 6

5 Cash Flows From Operating Activities:

6 Adjustments to Reconcile to:

7 Changes in Operating Assets & Liabilities

8 Total Adjustments

9 Net Cash Provided (Used) By Operating Activities
10

11 Cash Flows From Investing Activities:

12 Net Cash Provided (Used) By Investing Activities
13

14 Cash Flows From Financing Activities

15 Net Cash Provided (Used) By Financing Activities
16

17 Net Increase (Decrease) in Cash

18

Zasssssss @i BRININELLXSI A nnnsnssssssssssas

-0

Current Period | Year to Date

FrvVVvVYVYVYS

FvVvVvVYVvVYVYyweYN FVVVVVVVVN

On a new worksheet, drag-and-drop the Main Accounts list. You will use this list to help create your

report.

“ Ay AGNEEA0aEE Sl it ik ]~ 75 ]
1

2 |Main Accc Descriptic Account C Account G Account T Cash Flow Type

3 [10000 etty Cast Assets  Current A: Cash C

4 10100 Current A: Cash

5 |10200  Regular ClAssets t A: Cash

6 [10300 Payroll ChAssets  CurrentA:
7 |10400 Savings AcAssets  Current A: Cash
| & [10500 Special AcAssets  Current A: Cash
11000 Accounts | Assets  Current A: Cash
10 (11300 Other Rec Assets  Current A: Cash
11 |11400 Credit Car Assets ~ Current A: Cash
| 12 (11500 AllowanceAssets  Current A: Cash
13 11600 Inventory Assets  Current A: Cash
| 14 111800 Inv Repair Assets  Current A: Cash

15 |12000 Inventory Assets  Current A: Cash
16 {12030 Inventory Assets  Current A: Cash
17 {12040 Inventory Assets  Current A: Cash

18 {12050 Inventory Assets  Current A:Cash
19 |12100 Inventory Assets  Current A: Cash
| 20 {12400 Inventory Assets  Current A: Cash

OISO Z 2 D2 - IOV 2 SR | OY A IOV

20 43500 & o RMISCA ASiSie 0 AR D00 0000004010 0000000000000000000000000000000004

FINANCIALS

lists

Account Categories
Account Groups
Account Types

Budget Codes

Main Accounts

Accounts

AAAAALAAAAALALALS
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5. Press Ctrl-A to highlight the data and on the Home tab, click the Sort & Filter down arrow and click
Filter.

R
Nl ¢

Sort &

#

Find &

1%] Ssortatez
%} sotztoa
8 Custom Sort...

{ W= Filter

6. Click the down arrow next to Cash Flow.

7. The codes listed are as follows:

1AA[BTCID e s S T
2 |Main A ¥ | Descrig ¥ | Accoun ¥ |Accoun ¥ |Accoun v | Cash Fllﬁype

1
2
3 10000 PettyCi 4| SortAtoz
4 |10100 Cashon%| sortzZtoA
5 [10200 Regular Sort by Color >
6 |10300 Payroll |
L W
8 |
9 |
0

10400 Savings
10500 Special

11000 Account Text Filters >
10 (11300  OtherR  [Search P
11[11400  CreditC  .¥(select Al ‘

11500  Allowar -{dc |- Cash

11600 Invento i[MF | - Financing Activities

12

= M1 |- Investing Activiti

= - 1nvesting Activities
| R nv-Rep) [N |- Not a Cash Flow Account
15112000 Invento 10 | - Operating Activities

16 {12030 Invento

R e e R L O R L R R S e S

8. Click the (Select All) check box and select O.
9. Delete all of the columns except the Main Account and Description columns.

10. Copy the rows you require and insert the copied cells under the correct headings in the Cash Flow
worksheet. (Right-click, Insert Copied Cells).

11. Repeat steps 7 and 8 for F and | cash flow types.
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Current Period |Year to Date

A [ B
1 ABX Statement of Cash Flows
2 Year 2010
3 Current Period 6
4
5 Cash Flows From Operating Activities:
6 Adjustments to Reconcile to:
7/ Changes in Operating Assets & Liabilities
8 |11000 | Accounts Receivable
9 (12000 Inventory Lighting
10 (12050 Inventory Ergonomics
11 12100 Inventory Accessories
12 12400 Inventory Repairs in Process
13 14000 Prepaid Expenses
14 14100 Employee Advances
15 17000 Accumulated Depreciation Furniture
16 '17100 Accumulated Deprecation Equipment
17 17200 Accumulated Depreciation Trucks
18 (17300 Accumulated Depreciation Other
19 :19000 Deposits

»ooesee

>

>

| st 2

|AAAAAAAAAAAAAAAAAAAAAAAAAA

12. Add the Net Income (Loss). This can be done using an account range.

5 Cash Flows From Operating Activities:

6 MTO 90100| Net Income (Loss)

7

13. Add the Cash at Beginning of Year. This can be done using account ranges and mathematical

calculations.
3 Wl hibdsase (eauhdasy) hi vasi
50
51 |(10000 TO 10500) + 11400 | Cash at Beginning of Year
52 Cash at End of Period
53

14. Drag-and-drop the Actual formula onto your worksheet in the same row as your first account.
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(4"~ AT R G
1 ABX Statement of Cash Flows FINANCIALS
2 Year 2010 formulas
'3 |Current Period 6
4 Current Period |Year tc
5 Cash Flows From Operating Activities: )
— Opening Balance
6 40000 TO 90100 Net Income (Loss)
8 Adjustments to Reconcile to: L) Closing Balance
8| Changes in Operating Assets & Liabilities \
7?11000 Accounts Receivable
140f12000 Inventory Lighting Actual YTD
1 32050 Inventory Ergonomics Budget
12 ?12100 Inventory Accessories
== s Budget YTD
13 12400 Inventory Repairs in Process
| 74”‘:14000 Prepaid Expenses Current Year
134900004044000000RUUBHDRIED 04404404400400000004000004000004400400040440004000400440404

15. Change the formula to link to the correct account, year and period. You can do this by clicking the fx
button and making the changes or alternatively typing directly into the formula area.

IF v (© X ¥ f =GlActual($A6,$B52,$B%3)*-1

| 4| A \ B € 5
1 ABX Statement of Cash Flows

2 Year 2010 f
'3 | Current Period 6

4 Current Period |Year tc
5 Cash Flows From Operating Activities:

6 {40000 TO 90100 Net Income (Loss) *-

7z Adjustments to Reconcil| Function Arguments

8 Changes in Operating| GLActual

v :

_9_]:'11000 Accounts Receivable GLLink A, ' = "40000 TO 90100"
_10_;12000 Inventory nghtlng. e l prevey T

11 {12050 Inventory Ergonomics o2 -

G 5 Period | $B$3 =6

| 12 1 12100 Inventory Accessorie —

13 12400 Inventory Repairs in Company | =

_14‘?14000 Prepaid Expenses AccountCategoryCode | | =

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using
Relative or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill
handle down to copy these to other accounts requiring the same change.
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16. Copy and/or drag the fill handle to copy the formula down to all of the accounts.

A
(420024.35)
175263.37 A
327657.20 By
(83374.20) .
4975.17
SRR il | c
0.00 | handie
1900000000000000004

17. Drag-and-drop the Actual YTD formula onto your worksheet.

arllvwiao
Current Period |Year to Date 3
Opening Balance
1218.48 | i
Closing Balance
Actual
(420024.35)
175263.37
327657.20
(83374.20)
NPV VP VPPDPIN PPV IIVN PUPPPvvvs

18. Change the formula to link to the correct account, year and period. You can do this by clicking the fx
button and making the changes or alternatively typing directly into the formula area.

o - S Ao NN

IF v (© X « | =GLActualYTD($A6,5B52,$B$3)*-1 p
| A | 8 | (& 4
4
1 ABX Statement of Cash Flows ]
2 Year 2010 :
3 | Current Period 5 1
4 Current Period |Year td
5 Cash Flows From Operating Activities: 1
6 40000 TO 90100 Net Income (Lo —— 1212
7| Adjustments to f Function Arguments.
8 Changes in Off GLActualYTD
g A
9 11000 Accounts Rec ik | v
10 (12000 Inventory Li = &
L e Year | ¢8$2 = 2010
11 12050 Inventory Erg ) e
12 12100 Inventory Acq EERinss A =2
13 12400 Inventory Ref Company | | =
7:71517'14000 Prepaid Expe AccountCategoryCode | E
15 114100 Employee Ad = 499721.12
16 r17000 Accumulated | Returns the year to date general ledger actual amount.
17 (17100 Accumulated

Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using

Relative or Absolute Cell Referencing.
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Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill

handle down to copy these to other accounts requiring the same change.
19. Copy and/or drag the fill handle to copy the formula down to all of the accounts.

20. Add any totals and formatting you require using Excel features and set your print area.

21. Save your report for future use.
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Consolidating Multiple Companies Data

Designing Consolidated Report Layouts

Run the Consol Report Designer Add-In report which is saved under the Report Designer Add-In
Consolidation folder in the Report Manager.

After running the Consol Report Designer Add-In report, do the following:

1. Design your financial report layout in the usual manner, creating a column for each of the companies

you would like to consolidate.

2. Create formulas in the usual manner for each company.

Tip: Changes to absolute cell referencing where the cells remain constant. Refer to the topic Using

Relative or Absolute Cell Referencing.

3. Create a third column and using Microsoft Excel functionality add the first two columns together.

P Y U T T T T T T T T P T T T TP TV oV YV Y YYD YS 4

H12 ¢ W] o
. g [ b [ ¢
1 Income Statement
T‘ Currency: CAD
I 5 Currency Type: F
6
7 Company A Company B Company A and B
8 | 2020 2020 2020
9| Period 01 I E March
11| Revenue 1995 180.78 2 394 216.94 4 389 397.72
12 |4000 Sales 374 643.03 449 571.64 824 214.67
13 (4000-100  Sales 393 288.66 471 946.39 865 235.05
14 |4000-100-10 Sales 0.00 0.00 0.00
15 14000-100-20 Sales 0.00 0.00 0.00
16 (4000200  Sales 193 599.45 232 319.34 425 918.79
17 4000-200-10 Sales 0.00 0.00 0.00
18 4000-200-20 Sales 0.00 0.00 0.00
| ‘19_"}4010 Sales, accessories 0.00 0.00 0.00
20 4010-100  Sales, accessories 0.00 0.00 0.00
21 |4010-100-10 Sales, accessories 7 664.59 9 197.51 16 862.10
122 1401010020 Sales, accessories 16 845.00 20 214.00 37 059.00
23 }4010-100-30 Sales, accessories 1978.78 237454 4 353.32
| 24 |4010-10040 Sales, accessories 2356.75 21826.90 516265 ¢
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4. Using Microsoft Excel functionality, group the first two columns so that they are only visible when

required.
[Z“ H9-~- s Report Designer Add-In S300SQL DEMO 1-01 - Microsoft Excel
Home Insert Page Layout Formulas | Data | Review View Add-Ins BITools
TED HED P = [ (@) connections K Clear =] —s R4 @ | @r
BB &G B e |2 o i B 4
From From From From Other Existing Refresh . il Sort Filter ; . Textto Remove Data Consolidate What-If ngroup S
Access Web  Text Sources~  Connections | All~ =¥ Editlinks .7 Advanced | Columns Duplicates Validation ~ Analysis -
Get External Data Connections | Sort & Filter Data Tools Outlg
2 ¢ # o 3
LIz A ] B G H P~ 1 | 1 | K& p
4
FINANCIALS 4
1 Income Stgtement / o [iete for
— F 4
4 |Currency: - ISts :
5 |Currency Type: :
6 <4
= il 4
7 Company A Company B Company A and B Accounts :
8 2020 2020 2020 Currency &
i i <
3 Period 01 Period 03 March Rt Sm_\n:
= 11 Revenue 1995 180.78 2 394 216.94 4389 397.72 Account Grou;i
- | 12 (4000 Sales 374 643.03 449 571.64| 824 214 67 Account Segm
13 |4000-100  Sales 393 288.66 471 946.39 865 235.05
- | 14 |4000-100-10 Sales 0.00 0.00 0.00 Budget sets
- | 15 (4000-100-20 Sales 0.00 0.00] 0.00 Segment Cod
- | 16 (4000-200  Sales 193 599.45 232 319.34 425 918.79
- | 17 |4000-200-10 Sales 0.00 0.00] 0.00
- | 18 |4000-200-20 Sales 0.00 0.00] 0.00

5.
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2] 4] A | B ﬁ H
1 Income Statement
lli 7' Currency: CAD
i 7§75Currency Type: F
6
7 Company A and B
7 2020
9 March
=ET Revenue 4389 397.72
12 (4000 Sales 824 214 67
13 4000100  Sales 865 235.05
14 14000-100-10  Sales 0.00
15 14000-10020  Sales 0.00
16 4000200  Sales 425 918.79
17 754000-200-10 Sales 0.00
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Designing Consolidated Report Layouts using Reporting Trees
In order to use the Report Designer Add-In for multiple company consolidations, you will need to run the

Report Designer Add-In report which is saved under the Report Designer Add-In Consolidation folder in
the Report Manager.

Note: In order to consolidate multiple companies' data using reporting trees, one of the lists must be in

common with both companies GL data structure.

After running the report mentioned above, do the following:

1. In Microsoft Excel, set up your financial report layout in the usual way, except for the following
differences:

7 In addition to the filters you already set up, add an additional filter for the Reporting Tree Unit for each
company you would like to consolidate in its own column.

Tip: Filters allow you to retrieve specific data based on your selections. These selections can be

changed at any time resulting in your report being immediately updated to reflect the new data.

You can drag-and-drop the reporting tree which has been set up to retrieve data from both companies. |If
you still need to set this up, refer to the topic on d\dding a Reporting Tree to Consolidate Data from Multiple

Companies6

Gzl A B D E F G H i = V%
1 WORLDWIDE ENTERPRISES Income Statemen [ REPORTING TREE
2 Current Period: 1 WorIdWIde EnterF
3 Company: WORLDWIDE ENTERPRISES
4 Currency: CAD @
5 Currency Type: E [ e ———t—: ChiCAGO
6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO! WORLDWIDE ENTERPRISES >NEW YOR| it
8 2020 2020 ™= New York
9 Current Month Year To Date Current Month  Year To Date E-New York Sales
AAASEARANAAAAAMAAARANANAAAAAAAAAAAAAAAAAAAAAAAADAAAAAMAAADANANANANAAAANAAAAAAL AL . ALA

L : 1%0 2 [ Function Arguments - — -@
WORLDWIDE ENTERPRISES In| asas

AccountStructureCode

Current Period: 1
Company: WORLDWIDE ENTERPRISES BalanceType

Currency: CAD CurrencyCode | $D$4
Currency Type: F CurrencyType | $D$5

[l
d
=
o

|

1

EREEE

Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO ReportTreelnit |D$6| “WORLDWIDE ENTERPRISES>CHICAC  ~

2020

1

2

3

4

5

6

8

9 Current Month Year To Daty

ol ReportTreeUnit areporting tree unitin the format: Tree Name >Parent>Parent>Unit. For
= 1 Revenue example, Worldwide Enterprises >New York>NY Sales>NY Retai Sales.
T‘ 12 |4000

).....5D$4,5085,086)

Returns the month to date generalledger actual amount.

Sales
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Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using
Relative or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill
handle down to copy these to other accounts requiring the same change.

2. Todrill-down into the data, right-click on the amount and select Drill-Down. A new spreadsheet will be
created and you will be able to see from which company and which accounts the amount was made up
of.

3. Save your report for future use.
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Reporting Trees

About Reporting Trees

Although you can create financial reports without the aid of a Reporting Tree, the Reporting Tree allows you
to model a very sophisticated reporting structure and view your organization in many different ways with the
click of a button. Some companies may have very complex corporate hierarchies that require hundreds of
tree units, as well as other hierarchies that require much fewer tree units.

Most organizations have a hierarchical structure in which departments (or other business units) report to
one or more higher-level units. In a traditional organizational chart, the lower units on the chart typically
report to increasingly higher units.

Sage Intelligence Reporting uses the term reporting unit for each box in an organizational chart. A
reporting unit can be an individual department from the general ledger, or it can be a higher-level, summary
unit that combines information from other reporting units.

Each reporting tree contains a group of reporting units. Sage Intelligence Reporting allows you to easily add
or change reporting units without requiring a change to your financial data.

Reporting Unit Structures

Sage Intelligence Reporting uses the following kinds of reporting units:
1 A detail unit draws information directly from the financial data or from an Excel worksheet file.

1 A summary unit summarizes data from lower-level units.

A Reporting Tree consists of @arent reporting unitsband &hild reporting unitsé

1 A parent reporting unit is a summary unit that pulls summarized information from a detail unit. A
summary unit can be both a detail unit and a summary unit; that is, a summary unit can draw
information from a lower unit, the financial data, or an Excel spreadsheet. Thus, a parent unit can, in
turn, be the child unit of a higher parent unit.

1 Achild reporting unit can be either a detail unit that pulls information directly from the financial data or
a spreadsheet, or it can be an intermediate summary unit (that is, the parent unit to a lower unit, but
also the child unit to a higher-level summary unit).
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The following diagram shows the parent and child reporting units, and their hierarchical relationship, for the
organization Worldwide Enterprises inc.

ParentReporting Unit Worldwide
(Summary unit) Enterprises inc.

ParentReporting Unit to Sales and Service Department

Child of New York
and Parent to the
Retail and Wholesale
Sales Departments

Child Reporting Unit Retail Sales W';‘;llizale Retail Sales wt;(;ll:ale
Detail unit] Depart t Department
(Detail unit) partmen Department P Department

The lowest-level detail reporting units (Retail Sales, Wholesale Sales, Lab and Studio) represent
departments in the financial data.

The higher-level summary units simply summarize information from the detail units.

In Sage Intelligence Reporting, you can create an unlimited number of Reporting Trees to view your
organization in different ways. Each Reporting Tree can contain any combination of departments and
summary units.

By rearranging the structure among the reporting units, you can create different Reporting Trees. You can
then use the same Report Designer Layout with each Reporting Tree, enabling you to create different
financial report layouts very quickly. For example, the diagram below shows a Reporting Tree that is
essentially the same as the Reporting Tree that is shown above. The difference is that the reporting
structure displays an organizational structure that is divided by business function instead of by location.
These two Reporting Trees demonstrate different perspectives on entity operations.
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If you create several different Reporting Trees, you can print a series of financial statements each month
that analyze and present your entity's operations in various ways.

ParentReporting Unit Summary of all
(Summary unit) Units
ParentReporting Unit to Service Department

Sales Department

Retail and Wholesale Sales

Child of Sales Dept

and Parent to New Wholesale Sales
Yorkand Chicago Department
Retail Sales Dept
y i New York Chicago .
Child Reporting Unit New York Chicago New York Chicago Lab :
(Detal unit) Retail Sales Retail Sales Wholesale Wholesale e o “gl 5 N;\N(\i!_ork csl;u::go
Department Department Sales Dept Sales Dept udio udio
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Parent Child Relationships

The most common type of Reporting Tree is composed of parent units that pull summarized information
from the detail units and child units that contain detail units of account information. However, many
detail/summary hierarchy combinations can be created. A child unit can be both a child to the higher unit as
well as a parent to a lower unit.

You can create this parent/child hierarchy structure by moving individual reporting units or an entire branch
(parent unit and all child units) to higher or lower levels on the graphical tree. This is called promoting and
demoting units. Promoting a unit moves it to a higher level in the tree. Demoting a unit moves a unit to a
lower level. When you build a reporting tree, you can promote and demote reporting units using a drag-and-
drop operation.

Edit Reporting Tree
Reporting Tree Units

== Worldwide Enterprises
Bl Y New York
. @7 MewVYork Sales
7 NY Retail Sales
Lo ¥ NYWholesale Sales
=7 Mew York Service
TNV Lab
LY NY Studio
=~ ¥ Chicago
}- ¥ Chicago Sales
-7 Chicago Retail Sales
-7 Chicago Wholesale Sales
=~ ¥ Chicago Service
-7 Chicago Lab
‘.. ¥ Chicago Studio

Account Filters

Most organizations use an account structure that separates business entities into different categories. A
fully qualified account contains a value for the natural segment, for example Cash or Sales, as well as
values for additional segments, for example Location, Division and Department. The following figure
demonstrates how the Natural Segment and the Identifying Segments combine to form a fully qualified
account number.

Account Structure in Financial Data

Cash New York Retail Sales
Natural Segment Identifying Segment
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The distinction between the Natural and Identifying Segment is critical to the successful use of the Report
Designer. Typically users specify the Natural Segment in a row definition and the identifying segment in a
reporting tree definition. When reports are generated, these values combine to pull specific financial
records from the source.

Reporting Trees support the use of special characters as a way to identify multiple segment values without
specifically naming each one.

Character Function

A placeholder for a single character in a segment.

In the above example, the value "1100-2???-100" will return all data with a segment
range between "1100-2000-100" to "1100-2999-100" which will be all retail sales
cash transactions from all branches with codes between 2000 and 2999.

? Question Mark

A placeholder for one or more characters.

In the above example, the value "1100-2000-*" will return all data with a segment
range between "1100-2000-0" to "1100-2000-999" which will be all cash transactions
from all departments in New York.

*  Asterisk

Used to describe multiple segments.

In the above example, the value "1100-2000-100 OR 1100-2000-200" will return all
OR data with a segment of either 1100-2000-100 or a segment range of 1100-2000-200

which will be all retail sales cash transactions from New York branch or wholesale

sales cash transactions from New York (if 200 represented wholesale sales)

Used to describe a range of segments.
In the above example, the value "1100-1???-100? TO 1100-8?7?7?-100" will return all

TO data with a segment range from 1100-2000-100 to 1100-8999-100 which will be all
cash retail sales from all branches whose branch segments range from 1000 to
8999.
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Account Filter Examples

Depending on the size of the organization, fully qualified account number segments can have different
representations for different companies.

Example below:

Large International Corporation

Cash Division Department

1100 gl 2705 fud 100

Small Local Business

Department Section

In the above example to include all cash transactions, an account filter rule of 1100-????-??? would be
used.

An extra digit may even be added to further identify a segment:

Large International Corporation

Cash Division Department
1100 gl 2705 gd LO01

me

In this example to include all cash transactions, an account filter rule of 1100-????-???7? would be used.
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Viewing and Using Reporting Trees
Reporting Trees which have already been created will be listed in the right Task Pane.

1. To view the reporting unit structure, click on the Reporting Tree name.

FINANCIALS

trees

® worldwide Enterprises(

[y

2. To view the units further down the hierarchy, click on the child units.

v X

REPORTING TREE

Worldwide Entery
®

E] New York (.-----u..:
& New York Sales L,

----- NY Retail Sales g o

“NY Wholesale Sales

3. The Reporting Tree can be dragged and dropped into the worksheet.

[mal) A B w D E F G H I 0 =i
1 WORLDWIDE ENTERPRISES Income Statement E REPORTING TREE
2 Current Period: 1 W0r|dWIde Enter[
3 Company: WORLDWIDE ENTERPRISES @
o Currency: CAD
5 Currency Type: F [ chcss
6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO: WORLDWIDE ENTERPRISES>NEW YORI B
8 2020 2020 ™= New York
9 Current Month Year To Date Current Month  Year To Date & New York Sales

B L 0 00ttt ittt ottt ttasanaa e ettt tttitossssasssaanans s e, o ] PGP ITPr PN
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4. The Reporting Tree cell can then be used in formulas to run the report on that specific Reporting Tree.

L] A 8 D | BT : =, :
1 TEr—— Function Arguments
1 WORLDWIDE ENTERPRISES In| s
2 Current Period: 1 e = ~
3 Company: WORLDWIDE ENTERPRISES BalanceType -
4 Currency: CAD CurrencyCode | $D$4 = o
5 Currency Type: F CurrencyType | $DS$5 57
6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO ReportTreeUnit | Dgg| = "WORLDWIDE ENTERPRISES>CHICA(
8 2020 =
9 e Mo YearioDatl Returns the month to date general ledger actual amount.
e ReportTreeUnit a reporting tree unit in the format: Tree Name >Parent>Parent>Unit. For
11 Revenue example, Worldwide Enterprises>New York>NY Sales>NY Retail Sales.
?' | 12 4000  sales ).....5D$4,5D$5,D$6)
0 A A A N ettt oottt ettt ettt sttt bttt s sttt sttt t sttt ttt st sttt sttt ssssssssss

5. By dragging in another Reporting Tree unit into the same cell, the report is immediately generated for
the new Reporting Tree.

Managing Reporting Trees
1. Run a Report Designer Add-In enabled report from the Report Manager.

2. From the Task Pane, click Reporting Trees.

3. Click Manage.

| FINANCIALS

‘trees
‘

. @ Worldwide Enterprises

SOBALLAAAALAAALAAA

4. From the Manage Reporting Trees window, you can now Add, Edit, Delete, Rename or Copy your
trees.

Y Manage Reporting Trees

Manage Reporting Trees
Add
Edit...
Delete.
Rename..

Copy.

i |

Close

LS
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Adding a New Reporting Tree

Before you build any reporting trees, you will first need to determine the various reporting structures your
company will require. The best approach is to draw an organizational chart of your company. Refer to the
topic, Reporting Unit Structures. Use your current general ledger departments as the lowest detail level.
Add to these as many boxes as you need to show higher-level divisions or regions. Remember that each
box represents a potential reporting unit in any of your reporting trees.

1. From the Manage Reporting Trees window, select Add.

i Manage Reporting Trees

Manage Reporting Trees

Add
Edit...
Delete...
Rename..

Copy

Close

WD |

L=

2. Enter a name for your Reporting Tree.

Enter a Value =]

Enter Reporting Tree Name
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In the right window each Reporting Unit will need to be added in a separate row with its relevant

account filter rule.

Edit Reporting Tree
Reporting Tree Units

—

e = Worldwide Enterprises

Company Filter Name

Account Filter Rule

Distribution

Reporting Tree Unit Preview Data
Company Account Number Sics?::gtlon
* I
|
Apply [

OK Cancel

The Graphical Tree on the left side of the Reporting Tree Manager allows you to visualize the
relationship of parent/child unit hierarchy. Reporting units can be promoted and demoted using a drag-
and-drop operation. The right side of the window displays each reporting unit in a separate row with its
relevant account filter. The Preview Pane will change dynamically to display the results of the account
filter for each reporting unit. Example below:

Edit Reporting Tree
Reporting Tree Units

== Worldwide Enterprises

»»»» Y EastBranch
¥ WestBranch

i

Company Filter Name Account Filter Rule Distribution
ABC Distributi... v |East Branch 77701 "
ABC Distributi... v |West Branch 7727202 s

v

ABC Distribution and Service Corp.

Reporting Tree Unit Preview Data
Company Account Number Account Description
ABC Distribution and Service Corp. 105-00-02 Accts, receiv. - West Warehse

115-00-02

Inventory - West Warehouse

ABC Distribution and Service Corp.

400-01-02

Distribution sales - West

ABC Distribution and Service Corp,

400-02-02

Service fees - West

ABC Distribution and Service Corp.

400-03-02

Freight charges - West

ABC Distribution and Service Corp.

425-00-02

Returns & allowances - West

ABC Distribution and Service Corp,

450-01-02

Purchases - West

ABC Distribution and Service Corp.

450-02-02

Freight - West

ABC Distribution and Service Corp.

450-03-02

‘Warehouseman payroll - West
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When consolidating data a company filter may be applied. This will further filter the reporting unit to
apply only to a specified company.

Using drag-and-drop functionality, you can arrange your reporting units into parent/child hierarchies.

Click Apply to save and continue. Click OK to save and exit.

Adding a Reporting Tree to Consolidate Data from Multiple Companies

1.

2.

Run a Report Designer Add-In enabled report from the Report Manager.

From the task pane, click Reporting Trees.

Click Manage.
Click Add.
(¥ Manage Reporting Trees @
Manage Reporting Trees
Add.
L
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5. Enter a name for your Reporting Tree.

Enter Reporting Tree Name

[

6. In the right window each reporting unit will need to be added in a separate row with its relevant account

filter rule.
= i‘@'_
Edit Reporting Tree
Reporting Tree Units
""" = Worldwide Enterprises Company Filter Name Account Filter Rule Distribution
*Reporting Tree Unit Preview Data
Account
Company Account Number S
i Description
‘ *

oK Cancel Apply

7. The graphical tree on the left side of the Reporting Tree Manager allows you to visualize the
relationship of parent/child unit hierarchy. Reporting units can be promoted and demoted using a drag-
and-drop operation. The right side of the window displays each reporting unit in a separate row with its
relevant account filter. The Preview Pane will change dynamically to display the results of the account
filter for each reporting unit.
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8. Example below:

Edit Reporting Tree
Reporting Tree Units
=+ = Worldwide Enterprises Company Filter Name Account Filter Rule
-7 New York New York | new vork m
-7 Commercial -
¥ Northern New York _¥ || Commercial 2777100
-7 Southern New York _v || Northern 2772-100-10
-7 Eastem
New York v ||southern 2777-100-20
-7 Western =
- Retail New York x| Eastern 277210030
; Northern New York | western 2777-10040
e New York ~ || Retail 2172200 £
- T Eastern =
- Western New York _v||Northern 2777-200-10
Chicago New York _v||southem 2772-200-20
¥ Commerical
..... ¥ Retail New York _v||Eastern 2777-200-30
New York x| Western 277220040
Chicago _¥||Chicago
Chicago x| Commerical
Chicago x| Retail 1772200
-
Reporting Tree Unit Preview Data
Company | AccountNumber | AccountDescription -
» | Chicago Petty cash
Chicago 1020 Bank account, operating
| Chicago 1021 Bank account, American Express
| Chicago 1022 Bank account, VISA
Chicago 1023 Bank account, Mastercard
Chicago 1025 CCB Visa -
[ ———————————————— L ———— " |

9. A Company filter may be applied. This will filter the reporting unit to apply only to a specified company.
10. Using drag-and-drop functionality, you can arrange your reporting units into parent/child hierarchies.

11. Click Apply to save and continue. Click OK to save and exit.

Sage 100 ERP 2014 Intelligence Reporting i Report Designer Add-In User Guide Page 68 of 100



Editing Reporting Trees

1. From the Manage Reporting Trees window, select the Reporting Tree you wish to edit and select the
Edit button.

ﬁf Manage Reporting Trees {5

Manage Reporting Trees
Add...
Edit...

Delete...

Rename...

Copy...

Close

2. Make the necessary changes.

3. Click Apply to save and continue. Click OK to save and exit.
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Deleting a Reporting Tree

1. From the Manage Reporting Trees window, select the Reporting Tree you wish to delete and select
Delete.

P

oy Manage Reporting Trees {5

Manage Reporting Trees
Add

Edit...

Delete....

Rename...

Copy...

Close

2. A confirmation window will open. Select Yes to permanently delete the reporting tree.

Delete Reporting Tree ];2‘3 f

4 h Are you sure you want to delete this Reporting Tree?
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Renaming a Reporting Tree

1. From the Manage Reporting Trees window, select the Reporting Tree you wish to rename and select
the Rename button.

2. Enter the new name for the reporting tree.

3. Select OK to save your change. Selecting Cancel will exit without saving.
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