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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: 

 

Welcome to the Report Designer Add-In 
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One of the following operating systems: 

¶ Windows XP SP3 32 bit 

¶ Windows Vista SP2 32 bit 

¶ Windows 7 32 bit 

¶ Windows 7 64 bit 

 

Microsoft Excel: 

¶ Microsoft Excel 2007 

¶ Microsoft Excel 2010 32 bit 

 

Sage MAS 90 and 200 Intelligence 4.5 or later 

Report Designer License 

Report Manager License 

  

System Requirements 
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1. To install the Report Designer Add-In, double-click the installation file.  The óInstallShield wizardô will 

begin.   

 

2. Click Next.   

 

3. Click Install.  The installation may take a few minutes. 

Installing the Report Designer Add-In 
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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.   

 

6. In the Report Manager, you will notice that new reports have been installed.   
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The process to use the Report Designer Add-In is as follows: 

 

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. 

 

The Report Designer Add-In will open in Excel. 

  

Starting the Report Designer Add-In 
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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. 

 

  

The lists are retrieved from the General Ledger. 

List Name Example 

Account Categories Expenses 

Account Groups 
Operating Expenses  
Administrative Expenses  
General Expenses 

Account Types 
1 Operating Expense - Central  
2 Operating Expense - West 

Budget Codes 
Original  
Conservative 

Main Accounts 
640  Telephone Expenses  
660  Truck Expenses  
735  Advertising Expenses 

Lists 



 

Sage 100 ERP 2014 Intelligence Reporting ï Report Designer Add-In User Guide Page 8 of 100 

 

List Name Example 

Accounts 

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 

 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. 

 

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

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

 

To change the company code: 

1. Click on the Company Code. 

 

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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Adding Formulas 

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

¶ Select the desired formula from the Task Pane.  Please refer to óAppendix Aô for a detailed explanation 

on each formula.  Drag-and-drop the formula onto your Excel worksheet. 

 

¶ Type the formula name directly into the cell.  Please refer to óAppendix Aô for a detailed explanation on 

each formula. 

 

  

Formulas 
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Editing Formulas 

There are two ways to edit the formulas. 

¶ The formula settings (function arguments window) can be accessed by clicking on the cell containing 

the formula and then clicking the fx  button. 

 

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. 

 

The formula parameters provided in the óFunction Argumentsô window 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 óAppendix Aô for 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. 
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¶ Formulas can be edited manually if you are familiar with the format of the formula.  Please refer to 

óAppendix Aô for 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. 

 

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. 

 

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. 

 

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.   

 

Note: The use of a space on either side of the + or ï 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 

10? 
Filter all three digit Account Numbers beginning 
with 10 

100  
101  
102 up to 109 

101-0?-00 
Filter Account Numbers with first segment of 101 
and last segment of 00 with second segment of 
two digits beginning with 0 

101-00-00  
101-01-00  
101-02-00  
101-03-00 up to 101-09-00 

101-???-100 
Filter Account Numbers with first segment of 101 
and last segment of 100 with no filter on second 
segment of three digits 

101-000-100  
101-001-100  
101-002-100  
101-003-100 up to 101-999-100 

  

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

 

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 $B$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 (ñ ñ).  

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.   

 

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

 

A new worksheet named Drill Balance will be created in the Microsoft Excel workbook with the account 

balance details of the data. 

 

Drilling Down on Values 
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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. 
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Run Save Excel Template in your Report Manager to save your report for future use. 

Once youôve run out your Report Designer Add-In report and have made the required changes: 

1. Leave the report open in Excel. 

 

2. Go back to the Report Manager. 

Saving Reports 



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

 

4. Select your workbook and click OK. 

 

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

the correct workbook. 



Saving Reports 
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5. Specify a template name and click OK. 

 

6. When youôre done your Excel workbook will close and a notification will display letting you know that 

your template was successfully linked to the report. 

 

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

 

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.   

Note: In the copied report below, all formatting, formulas and lists are retained. 

 

Copying Reports 
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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. On the Home tab, in the Cells group, click Format, and then click Format Cells. 

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

 

4. Click OK. 

 

Hiding formulas 

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

1. In the worksheet, select the cells that contain the formulas that you want to hide. 

2. On the 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. 

  

Preserving Formulas when Distributing Reports 
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Password protecting the worksheet 

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

2. In the óAllow all users of this worksheet toô list, select the elements you want users to be able to change.   

Uncheck this: To prevent users from: 

Select locked cells 
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. 

Delete rows 
Deleting 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. 

Sort 
Using any commands to sort data (Data tab, Sort & Filter group).   
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. 
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Uncheck this: To prevent users from: 

Use PivotTable reports 
Formatting, changing the layout, refreshing, or otherwise modifying PivotTable 
reports, or creating new reports. 

Edit objects 

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 
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. 

Edit scenarios 

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. 

  

3. In the óPassword to unprotect sheetô box, 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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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. 

 

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. 

 

  

Catering for New General Ledger Accounts 
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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.   

 

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

report.    

 

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

4. Insert a column heading for the period. 

  

Creating Financial Reports 
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5. Drag-and-drop the Actual formula onto your worksheet in the same row as your first account.   

 

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.   

 

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.   

 

  



 

Sage 100 ERP 2014 Intelligence Reporting ï Report Designer Add-In User Guide Page 30 of 100 

 

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.   

 

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. 

 

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

 

3. Drag-and-drop the Main Accounts list into cell A6.  You will use this list to help create your report.   
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4. Delete the income statement accounts not required, and create headings and totals where required for 

your rows. 

 

5. In row 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. 
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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. 

 

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

 

14. Save your report for future use. 
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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. 

 

 

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

 

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

rows.   

 

5. In row 4 add a column heading for Period. 

6. In row 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.   

 

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. In row 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.   

 

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.   

 

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

 

 

14. Save your report for future use.   
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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.   

 

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

 

3. Drag-and-drop the Main Accounts list into cell A6.  You will use this list to help create your report.    
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4. Delete the income statement accounts not required, and create headings and totals where required for 

your rows.   

 

5. In row 5 add column headings. 

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

 

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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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. 

 

9. Drag-and-drop the Closing Balance formula onto your spreadsheet in the correct cell. 
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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. 

 

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. 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.   

 

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.   

 

2. Drag the formulas for Current Year and Current Period formulas into their respective cells.   
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3. Create headings for your cash flow report.  An example is below:  

 

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

report.    
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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.   

 

6. Click the down arrow next to Cash Flow. 

7. The codes listed are as follows:  

 

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

 

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

calculations.   

 

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

 

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.   

 

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

 

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.   

 

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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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.   

 

Consolidating Multiple Companies Data 
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4. Using Microsoft Excel functionality, group the first two columns so that they are only visible when 

required.   

 

 

5. Click the + sign to expand the columns again if you need to drill down into the data.   
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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: 

¶ 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 óAdding a Reporting Tree to Consolidate Data from Multiple 

Companiesô. 

 

¶ When editing your formulas link it to the applicable reporting tree you would like to extract the data from.   
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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. To drill-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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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: 

¶ A detail unit draws information directly from the financial data or from an Excel worksheet file. 

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

 

A Reporting Tree consists of óparent reporting unitsô and óchild reporting unitsô: 

¶ 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. 

¶ A child 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).  

  

Reporting Trees 
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The following diagram shows the parent and child reporting units, and their hierarchical relationship, for the 

organization Worldwide Enterprises inc. 

 

  

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. 
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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. 

 

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. 
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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 

?    Question Mark 

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. 

*     Asterisk 

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. 

OR 

Used to describe multiple segments.   
In the above example, the value "1100-2000-100 OR 1100-2000-200" will return all 
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) 

TO 

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

 

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: 

 

In this example to include all cash transactions, an account filter rule of 1100-????-???? 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. 

 

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

 

3. The Reporting Tree can be dragged and dropped into the worksheet. 
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4. The Reporting Tree cell can then be used in formulas to run the report on that specific Reporting Tree. 

 

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.   

 

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

trees.   
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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. 

 

2. Enter a name for your Reporting Tree. 
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3. In the right window each Reporting Unit will need to be added in a separate row with its relevant 

account filter rule.   

 

4. 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: 
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5. When consolidating data a company filter may be applied.  This will further filter the reporting unit to 

apply only to a specified company. 

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

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

 

Adding a Reporting Tree to Consolidate Data from Multiple Companies 

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

2. From the task pane, click Reporting Trees. 

3. Click Manage.   

4. Click Add. 
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5. Enter a name for your Reporting Tree.   

 

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

filter rule.    

 

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: 

 

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. 
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Editing Reporting Trees 

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

Edit button. 

 

 

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. 

 

 

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














