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Report Designer Overview

About the Report Designer

The Report Designer makes reporting simple, flexible and fast by giving you the ability to customize your
financial report layouts instantly. It is recommended for finance professionals and executives who need
to create financial reports on a regular basis. In the Report Designer, the design of your financial reports
are completely separate from your General Ledger. As a result, you can easily change reports without
modifying your accounting system’s General Ledger.

There are two options to design your financial report layouts: the Layout Generator and the Task Pane.

The Layout Generator gives you the power to transform Microsoft Excel data in a raw spreadsheet
format into a meaningful layout by using an intuitive drag and drop interface.

[m Report Designer =

I layout design Groupby [mon ] clear

layout options

Chart of Accounts clear

Company Code clear
Ledger Type clear
Year clear
SiteCode clear
Source Currency clear
Budget Code clear
Budget Version clear

clear

clear Save Layout
clear Help @

Show Account Detail
Generate

Balance Type

Balance Source

P P b b b b b bbb

Reporting Tree Unit
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For those professionals who want to have complete control of their report layout and who are familiar
with Microsoft Excel, the Task Pane allows a completely customized layout to be designed using
Microsoft Excels' powerful functionality.

v X

FINANCIALS @

formulas

Cpening Balance
Closing Balance

Actual

Actua C
Budget
Budget YTD

Current Year
Current Period
Company MName

Account Description

Ll A G S S S S A .
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The Report Designer Process

The process to access reports or templates, manage them, and save them back is as follows:

The Report Designer extracts information from your Sage 100 ERP General Ledger. It then uses your
customized report columns and rows to produce professional reports that are customized to suit your
organization's requirements.
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Choosing the Most Suitable Way to Design Reports

Depending on the level of control you would like in the design of your report and your knowledge of
Microsoft Excel, the Layout Generator may be used to simplify generating reports, otherwise the Task
Pane may be used.

Follow the process below to determine the best option for you to design reports.

I need some help with . Use the Layout
designing my report | 0 et L i Generator to design
with Microsoft Excel

layout your report layout

| am familiar with Use the Layout
Excel but | need Generator to design

some help to get your report layout and

| would like to take started then if you prefer
control of all design | customize it further
aspects of my report with the Task Pane
layout

I am very familiar with Use the Task Pane to
Excel especially design your report
formulas from scratch

If you do not have an advanced knowledge of Microsoft Excel then the Layout Generator provides an

intuitive drag and drop interface to design reports. If however, you do have an advanced knowledge of
Microsoft Excel and am familiar with Microsoft Excel formulas then the Task Pane provides a complete
solution to design your reports using powerful Microsoft Excel functionality giving you complete control.

Note: In order to do multiple company consolidated reports, the Task Pane will need to be used.
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Accessing and Saving Reports and Templates

Opening Financial Reports and/or Templates
1. Inthe Report Manager, open the Financial Report Designer folder.

2. Run the Financial Report Designer report.

Tip: The Demonstration Financial Report Designer report in the Demonstration Pack folder will

include a few demonstration layouts which have been designed to work with the ABX demonstration
company financial data only. It is intended to illustrate how popular financial layouts can be created.

3. The Microsoft Excel report or template will open automatically and the Report Designer functions will
load.

MH S & = Demnensiration Financial Fepert Designer (B8] 101 - Excel T M- 8 x

“ HOME INSIRT PAGE LAYOUT FORMULAS DATA RIVIDW VIEW ADD-ING \ll]nlnFn
W% 272 x|\mBE B #

Mew  Quick  Quick Manage Show | Send  Selet  Manage Distribation
Liyout Genarste  Gdit =+ Layouts TaskPane | New Instructions Instructions  Settings
M Reporty Distributssn -~

HNANCIALS

layouts

| =
| Control, Automate, Analyze.
L.

ENEE T IR T

o b s 4 o o o i o s, B vt s v et Dy e e

o .. VEF dutatiare

i rwsmradn - el bt o Wl ena ot 1 B wheh
bt st e e 42 Aot B 8 sl e At icke i & Pt am s e by i hiv 1 Lt

o0 O

Home Instructions. Balance Sheet Income Statement Summary Cash Flow Cash Flow Detad

Saving Reports and/or Templates

The Save Layout option within the Layout Generator will save any changes to the current layout.

Save Layout
Help @
Generate @

The Save Excel Template option in the Report Manager must be used to save the entire workbook.
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The Report Designer Ribbon

Once a Report Designer report or template is loaded into Microsoft Excel, the full Bl Tools ribbon will
become available.

The options are as follows:

Icon Group Label Description

New Layout will open the Layout Generator to allow you

Bl Reports  New Layout

Mew to design a new report layout.
Layout
f Quick Generate is a drop down menu of all the report
. layouts previously saved. Instead of selecting the
Quick Bl Reports  Quick Generate Manage Layouts option and then generating your layouts,
Generate = you can generate them from the Quick Generate menu.
% ]
, Quick Edit is a drop down menu of all the report layouts
_ Bl Reports  Quick Edit previously saved and allows you to select a report to edit
Quick . . . .
Edit - without having to open the Manage Layouts option first.
@ Manage Layouts will open the Layout Management
window which will display the existing report layouts that
Manage Bl Reports  Manage Layouts ship with the Report Designer and any new layouts that
Layouts you have created.
| Bl Reports  Show Task Pane Show Task Pane will open the Report Designer Task
Shows Pane.
Tazk Pane
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Creating a Draft Layout

Before you begin, you need to decide what you want your report to look like when it's complete. If you
don't already have a good mental image of the report, then write down what you would like the end result
to look like.

Tip: Don't worry, it can just be a first draft. We can always edit layouts later if you've left anything out,

or you want to make changes.

To help you, let's go through some of the steps and decisions you will need to make:

1. You will need to give your report a suitable heading. Something meaningful so you will always know
exactly which layout you are generating in future.

2.  What filters do you want to use? Filters allow you to retrieve specific data based on your selections.
Filters are displayed on the top of your report and can be changed in Microsoft Excel resulting in
your report being immediately updated to reflect the new data.

Income Statement

oy e |
Cagrend Year:

il i A A S i S S

% R N R R R R VR AR

3.  What details do you want to see down the left of your report? Perhaps a list of account numbers or
category codes and their descriptions.

lncome Statement

Company Name:
Corrent Year:

P

Category Covle Peseripfion

Ao o% R % RN R R R R R R A R AR AR AN

i il i il R i i A A A S S S o R O A

4. What do you want to see in each column of data? This could be different periods, current vs prior
years, current vs budget or YTD.
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lncome Stotement

Company Name:
Covrent Year:

Periool

Category Code  Deseription

R EHEEEHREHRREAHREERETER YR YN

Pl il il il il il i il il il il il il i il Al i S S S S O S O S S R A A A A S

5. How do you want to categorize the details on the left side? Do you want to see Revenue, Cost of
Sales, Expenses or maybe Assets and Liabilities? List your main headings. You can go into as
much or as little detail as you need.

lncome Stotement

Corngpainy Neaswe:
Corrreant Year:

Period
1 2 e
Cattgory Code  Diseription
Reytnane
Cost of Saley A
Exptnses

L T

P S N S A S AN ANy

Now you have the basic layout, you are ready to begin designing your report.
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Designing Reports using the Layout Generator

Navigating within the Layout Generator

Within the Layout Generator, there is a text columns area, a columns area and a rows area. When you
have added columns and rows, they will appear in their respective areas.

Ilayout design I f Groupby [one) P clear

[T

layout nm text columi ||

Chart of Accounts D clear
e P clear
H Ledger Type p clear
Year 2 clear
SiteCode P clear
Source Currency D clear
Budget Code P clear
Budget Version Qo dear
Balance Type D clear
Balance Source o clear Save Layout
Reporting Tree Unit fel

clear
s D
L | Show Account Detail
Generate

Tab Headings
Click on the respective headings to view the columns, rows or options which can be added.

layout options text columns columns rows
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Lookup Values

The magnifying glass allows you to perform a lookup on layout options to view the available items which
can then be selected.

[C] sShow Account Detail

[C] show Subtotals at Bottom

#
layout options|text columns columns — rows ‘
£
#
£
£
Company AR D clear #
£
Fiscal Year 2010 D clear #
#
Budget Code ORIGIMAL 2 [clear #
#
Reporting Tree Unit 2 [clear P
#
£
#
£
£
#
-

Ea Al Sl e o o i S S S S S

Search

The Search function allows you to search the rows and columns area for specific fields. For example if
you search for actual only the fields containing the actual amounts appear.

Save Layout

The Save Layout option within the Layout Generator will save any changes to the current layout.

Save Layout |
Help @
Generate @

The Save Excel Template option in the Report Manager must be used to save the entire workbook.
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Saving Report Layouts

Whenever changes are made to the Financial Report Designer report, they need to be saved so that
they're available for all subsequent runs.

¢ The Save Layout option within the Layout Generator will save any changes to the current layout.

Warning: If you close the workbook, without saving the Excel template in the Report Manager, all of

your changes will be lost.

Save Layout
Help @
Generate @

e The Save Excel Template option in the Report Manager must be used to save the entire workbook.
This is the same process to save any Sage Intelligence report.

Creating Microsoft Excel templates enables you to create a template from an open Microsoft Excel
workbook and link it to an existing report so as to standardize the output format of the chosen report
for every run instance in future.

The process to save the Microsoft Excel report template is as follows:

Microsoft

(o Make a copy of the Excel (o Save Excel Template
report.

¢ Run the report.

* Make the changes
to the report layout,
leaving it open in
Excel when

Report | complete. Report
Manager Manager

1. Open the Report Manager.

Tip: If you're unsure of making changes to any of the standard reports, you should create a copy of

the report before you make any changes.
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2. Select and run the report you want to customize.

[

iid Sage 100 ERP Intelligence Reporting 2015 - [Report Manager] 4
O .
Home Tools Help ‘:
[ ] b T %4

n b . T mn R .
o\f& i ename ’ ﬁ'
X Delete wadt
Copy Move Paste Add Add -~ Run Desigrf
To Folder Report m. Refresh :
Actions ! y
‘fﬁ Hame Properties ;
[ Comsolidation Fieport Designer FeportID ¢
1 Dashboards 44 v
|1 Demanstration Pack 4

Report Ha
IEDp_I,J of Firg

[ Financial Feport Designer
Copy of Financial Report Designer 1-0

[%8] Financial Repart Designer 1-0 I_{Descriptionf
_IFinancials The Finano;
1 Inventory Template St
|1 Purchases I'\\S'I 0051 ;*
S ELLY Report Te

Copy of Fing

P S o S S S A A A

3. In Microsoft Excel, make the changes to the report.
4. After completing the changes, leave the workbook open and go back to the Report Manager.

5. Click on the report for which the changes were made, and select Save Excel Template.

Lid 5age 100 ERP Intelligence Reporting 2015 - [Report Manager] :
o ¢
Home Tools Help :
[ ] . h mum b ; -
% b . “I Rename ’ ﬁ " 4
J(\l i ?( Delete ot t ’
Copy Move Paste Add Add - Run Design|Save Excel| Create #
Ta Folder Report w Refresh Template [Shorteut?
Actions Repo
. . 4
4t Home rhie:s | Irion Sub Reports I ’
1 Consolidation Report Designer
] Dashboards

] Demonstration Pack.
1 Financial Report Designer
b Copy of Financial Repart Designer 1-0

Fepart Mame
IEop_l,l of Financial Report Dezsigner

'R EEEE S B

. Financial Repart Designer 1-0 Description
(] Finaricials |The Financial Report Designer reps
4
1 Irwentbory Template Storage Location y
] Purchases |'~.\s'| 0a1 w?E4k\metadata\Templ$

D Sdes Report Template [Excel Template (@
L l//.rl111111111ll/frfft//ngoygjanﬁn;'a)F‘leaoﬂtrD;S}g'}gc

6. Inthe window that appears, select the Microsoft Excel workbook which contains the changes you
made.

Warning: All Microsoft Excel workbooks that you have open will be listed in the window, so ensure

you select the correct Microsoft Excel workbook to use as a template for your report.
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Select Workbook to Convert to Template

Sedect an Excel ‘Workbook from the kst bedow. The foomat of thes
wiockbook will be shored a2 & lemplate for ths peporl.

Francel Heport Desigrer 1.0

7. Click OK.
8. When prompted to specify the template name, change the name of the template. Doing so ensures
that the original template is not overwritten with the copy.

Specify Template Name
[Hg,l Financial Report Desigrer 1-0.58

"o ] e

9. Click OK. Once the template has been successfully linked, the Microsoft Excel workbook is
automatically closed and a confirmation window appears.

| Completed Successfully =

0 The template was created successfully and linked to the report.

10. Click OK.
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Designing a New Report Layout

Accessing the Layout Generator to Design a New Layout

When you've run your Financial Report Designer report, the workbook will open in Microsoft Excel and the
Report Designer functions will load.

1. Onthe Bl Tools tab, select New Layout.

Bl Tonls

S Bk
[ ew Quick Quick Manage Show
LayoutfGenerate~  Edit ~ Layouts Task Pane

Bl Reports

2. A prompt will appear for the layout name. Type a descriptive name so that you can easily identify
your layout in future.

3. Click OK. The Layout Generator will appear.

(I Layout Generator - 1S [E=8 HoR/ )
layout design
I / g e e — T
layout options
Company o clear
Fiscal Year o clear
Budget Cade p clear
Reporting Tree Unit p clear

Show Account Detail

Show Subtotals at Bottom

Save Layout
Help @
Generate ®
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Process to Design a New Report Layout

The process to design a new report layout in the Layout Generator is as follows:

Add Select a Add Rows Generate
Columns Row Set Layout

Add Layout
Options

Add Text
Columns

These act as Indicates the Indicates what Selections of Indicates the

filters for your descriptive text you see across commonly used rows you see

report data. of your rows. the top of the rows. down the left
layout. side.

- = .
3 e 13
: | |G
: : 1k
& E &
m layout options text columns columns  rows
Comparsy Blame p cleas
Feucal Year D clzar
Beanch Code Iﬂ glear
W‘-‘-q:lﬂ Lini p clear
Spacer kot Tk Cofolacs (Tl AbOw
o v i
- - N O ey Uy Lppossd geoweny aiecan
.I.ll-.l'\"'..h:" l
Other Exponses
Cpacer
J= | Sannp Lanpout @
R Help [?)
Spacer
Genetate o
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If you designed a layout using the criteria in the following layout design, it would yield the layout in
Microsoft Excel. The data and fields will differ depending on the General Ledger you are using.

[l Layout Generator - IS Actual vs Prior (with variance)

= ol =5

layout design

row sets

£ d i N N N N N A
B = K| @ m @
= 1. 13 E =N E E - 12 E ~ 12 E m |2 E
= = w - =] v L] %] ™ - =] w L] X] v
S =i 8 > = 1< = = 1= = = 1= = = 1< > L
o o e o ] i 5 2 3 = 5 x ] i = 2 3 i i x
N ER N E EREER G ERERE : ERERE: ERERED
< |= |= s |IEHI< 1= |= |E8l< 1= |= |E8l< 1= 1= G < 1= 1= I
e layout options tex§columns columns  rows
O
055 Pro Company AEX 0 clear
Fiscal Year 2010 o clear
Spacer Budget Code o clear
Operating E: pen.. Reporting Tree Unit Jp clear

[ show Account Detail
[[] Show Subtotals at Bottom

Save Layout
Help @

Generate @

Microsoff§ Excel

A C D E F H I J K
1 |Company
2 |Fiscal Year
3 |Budget Code
4 JReporting Tree Unit
6 Prior vs Actual 02
7 '110000 Revenue 675003 &75 003 756 239 756 239
g '50000 Cost of Sales 444 580 (444 580) 492 067 (492 067)
9 Gross Profit 230 423 230 423 264 172 264 172
10
11 '58000 Operating Expenses] 279 543 (279 543) 255 354 (255 354)
12
13 Met Profit (49 120) (49 120) 8818 g818
14
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Setting the Layout Options

The layout options act as filters for your entire layout allowing you to retrieve specific data based on
your selections. The layout options you select are displayed at the top of your report and can be
changed in Microsoft Excel to manipulate the data being retrieved from the General Ledger.

Layout Generator Microsoft Excel
£
3 + : e X e = £
layout options text columns columns  rows ) H S P
¢ FILE HOME INSERT PAGE LAYOUT FORMULAS D;
‘ .
‘ ‘
Company ABX o dear ; AlG - fe ’
+
Fiscal ¥ 2 { ’
iscal Year 2010 o clear : A 5 c D ;
Budget Code 1 [company ABX ;
Reporting Tree Unit o clear o Fiscal Year 2010 ¢
[T Show A © Detal : 3 |Budget Code ;
- e Accaunt Letal ¢ 4 |Reporting Tree Unit ’
Show Subtotals at Bottom £ '
v 6 ' Actual 01
PP PS P FSSTPSPISTASPTSFFSTSSSTy ?:10000 Revenue 675 002 pA
8 [50000 Cost of Sales 444 580 ;
9 Gross Profit 230 423 ’
10 ‘
11 (58000 Operating Expenses 279 543 ;
12 ¢
13 Met Profit (49120) :
£
41311111111111111111111111111111111;

Show Account Detail uses Microsoft Excel grouping to allow you to include individual accounts
belonging to the row account rules selected. The account rules and ranges are those defined in the
selected row set.

Note: Selecting this option may slow down the generation of the layout.

Note: The Show Account Detail option will be disabled if the number of GL accounts exceeds the
allowable limit which prevents Microsoft Excel performance issues, as a result of inserting too many
accounts into a single Excel worksheet. If you would like this function to be enabled, consider further
filtering the data being provided in your report within the Report Manager.

Show Subtotals at Bottom allows you to change the default option of having subtotals show at the top of
grouped rows to having them show at the bottom of grouped rows.

Note: The layout options do not support multiple company codes. In order to do multiple company

consolidations, the Task Pane will need to be used.
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Adding Descriptive Text Columns for Rows

The Text Columns determine the descriptive text of the rows you want to view in your layout. The
account number and description are typical text columns on a financial report.

Layout Generator Microsoft Excel
18] Reg
I layout design row sets =
14 {6000 Sales
— 156000 Sales Turnover
16 | 6001 Group Sales
= 17
2 <
= a 7000 Cost of Sales
= o ]
B 207100 Purchases
217100 Purchases
Iayout optio 22 ?%EH} Purchase pr_ice Var_iance
Spacer 7300 Manufacturing Variance

To add fields to the Text Columns area:

1. Click on the required text column from the columns listed under Text Columns.

" [ Layout Generator - IS - Actual vs Budget 4

Ilayout design row sets o g
: g . i ; |E : j : B
E il E HE B

layout options Jtext columns | columns  rows

ACCOUNT DESERIPTIONS

[Pt E!‘.i'_l"ﬂm'l Account Annibule

P A A O A N

Cost of Sales

[ Spacer

L R R e e L oL o e

!l

Gross Profit/(Loss

F s

Note: Any new fields will be added to the right of the text column field selected, or the last field, in the
Text Columns area of the layout designer. It will also appear in the same order in the Microsoft Excel
report layout.

Tip: The order can be changed by dragging and dropping the fields in the Layout Generator Text
Columns area into the correct order.
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Removing a field from the Text Columns area

1. Right-click on the field in the Text Columns area.

¢
#
I layout design row sets  §
#

Spacer

=
g
=
<

LR Y

,
Ll e e T ik i S S S R L

Clearing all of the fields from the Text Columns area

1. Click Clear All.

Clear All
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Formula Columns

Adding and Removing Formula Columns

The Columns area determines what you see across the top of the report layout. In an income statement,
this would typically be Actual, Prior and/or Budget amounts.

Layout Generator
4 Report Designer - IS - Actual vs Prior - o IEN
row sets

o e —

Prioractual 01
Prioractual 05
PriorActual D6

Prioractual D4

(a2
=
=
=4
2
8
&

PriorActual 02

Actual 01
Actual 02
.Anua-l 03
Actual D4
Actual 05
J-&l;‘tu-al 06

stions teMcoldmgns col

Microsoft Excel

Actual 01 Prioractual 01 Actual 02 PriorActual 02 Actual 03 PriorActual 03 Actual 04 Priord
21 156 123 21 534 154 20 158 632 22 365 890 24 589 672 21 547 830 21 458 695 23 5

Adding Columns to the Columns Area

1. Click on the required formula columns listed in the columns tab.

layout options text columns Jcolumns] rows

P desr

FORMULAS CALCULATIONS

alt
ActhatyPeriodll ActivityPeriod(2 trvityPeriod(3 ActivityPeriodOd
ActidtyPeriodDs ActivityPeriod06 ActivityPeriodd? ActivityPeriod0s
ActivityPeriosdd ActivityPeriod10 ActhvityPeriodll ActhvityPeriod12

2. You can neaten your report layout by adding spacers. Clicking Add Spacer inserts a blank column.
Spacers can be dragged and dropped into position.
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Removing Columns

1. Toremove a single column, right-click on the column field in the Column area.

row sets

Actual 01
Actual 02
Actual 03
Actual 04

To remove all columns, select Clear All.

Clearing all of the fields from the Columns area

1. Click Clear All.

Clear All

Adding a spacer to the Columns area
A spacer will insert a blank column allowing for easier analysis and/or neater report layouts.

1. Click Add Spacer.

Varld - ActB...

ACTUAL 13
ACTUAL 14
BUDGET 14

Spacer

ext columns columns rows

ULATIONS
Add Spacer @
ACTUAL D3 ( )

1;.-:_1_1;.._ 05 CTUAL D Add Calculation
4
Add Columns @

: ACTUAL 08 ACTUAL 09

g"""""" W W W W W W W W W
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Adding Multiple Formula Columns for Quarters or Years

Adding multiple formula columns allows you to add formula columns for quarters, half years or full years
at once, instead of adding each period formula separately.

1. Under the columns tab, select Add Columns.

' a o &
Select Columns: E & 1= 15 16

quarters years

Select items to add lumn for each period belonging to the groupings below :

elect iterns to add a column for each peri elonging e groupings belo I D cear
A UA 'r' ] ;- I!\\l A

ACTUALOT & Q2 B ACTUALQ3 & 04 . LcaLoJ& e LmD e

actuaL | actuaL )] actuar | acuas [ETaaTEIRy | P TPEE" § Fra RS | FYa T Add Spacer @
o] | Q2 03 O TDan TD G2 TD Q3 TD O
Clear All ®

LASTYR Q12 Q2 || LASTYRQ3 & Q4 | |PRIORYTD Q1 & Q2| [PRIORYTD Q3 & Q4 .
dd Calculation
LASTYR || LASTYR | | LASTYR || LASTYR |  |PRIORYT||PRIORYT| |PRIORYT||PRIORYT
Q Qz Q3 04 pal || paz DO3 || Das Add Columns I

1 3
BUDGET (1 & Q2 § BUDGET O3 & 04 PRIDREUSZGU ary | P ORiUngT o

Note: Spacers need to be added manually when columns are added using the Add Multiple selection.

2. Select the required formula column.
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Using Column Grouping

Adding a column group allows you to group multiple columns together under a single common header.
This allows you to see quickly which columns fall under similar categories, for example by company, site
or fiscal year.

Before adding a column group:

i | 2| & B C D E F
1 Company DemoCo
2 |vear 20192020
3 BalanceType
4 | Currency CaD
5 CurrType [
6 BudgetSetCode
T ReportngTreslintPath
] ACTUALD ACTLALDZ ACTUALDS
10
*] 11 2000 to 4160 Revenue T 136 482 672 3684 7522 240
40
|+ 41 5000 to 5051 « 5500 to 5600 Cost of Sales 2582 306 1 347 718 2 283 550
66
67 Gross Profit 4554178 4 404 848 5238 84
]
|+ 69 4200 to 4240 Other Revenue 430 828 452 650 441 070
i
78 Total Income 4 965 004 4 857 335 5678714

After adding the fiscal year as a column group:

[1]z] A B C D E F G H 1
1 Company DemaCo
2 |BalanceType
3 Currency CAD
4 CurrType F
5 BudgetSetCode
6 |ReportingTreelUnitPath
7
8 Code 2019 2020
9 Description 2019 2020
11 ACTUALOL ACTUALOZ ACTUALDS ACTUALDL ACTUALDZ (s
12
L +: 13 4000 to 4160 Revenue 4835710 4 251 002 4842 930 2300 771 2 541 361 26
42
E 43 5000 to 5051 + 5500 to 5600 Cost of Sales 1658 266 1179 504 1075 830 524 040 1207 814 13
68
69 Gross Profit 3177 444 3071098 3 787 100 1376731 1333 548 14
70
: +: 71 4200 to 4240 Cther Revenue 230 021 221 752 205 551 200 807 230 928 2
79
80 Tetal Income 3407 466 3292 860 3972 651 1577 538 1564 475 17

M&WMMMW
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Adding a column grouping

1. Click the magnifying glass.

yn  row sets
_ Group by | !EI:FEM

Note: There is only one level of grouping available across the top of the report.

2. Select a field to group by. When the layout is generated, a heading row for the code and description
will be added to the columns.

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 29 of 162



Calculation Columns

Creating New Calculations

New calculations can be added by right-clicking in the calculated items area and selecting New
Calculation or by doing the following:

1. Select the Columns tab.

2. Click Add Calculation.

Calculator

farmul il 1 _;'El B clear
.E‘T“".-WT "'”:'“‘”" i ) . o . - clear all ®
““ Add Spacer @

. ; t add value () Clear All ®
P o1 LT 1 . o [ "
ACTUA IAL 09 set % _> Add Calculation

. I = !
[ ] 1 set varian,.. |7

Add Columns ()

I save ]i cancel ]

The calculator will open.

The following list explains the use of each button/feature.

Feature Description
Clear all Clears all fields from the Calculation Area.
Formulas These are standard columns that can be used in formulas. When creating a
formula for a column, the columns appear here, such as Actual 01 and Actual 02.
. These are the calculated fields which are already created which can be used in
Calculations
formulas.
Functions Include your addition, subtraction, multiply, divide and parenthesis.
Scroll bar Scrolls between all the account items or calculation items.
Allows you to add a value in the formula you create. For example calculating
Add value GP%. You would need to include a value of 100 to build this formula (

GP/Sales)*100

Will save the formula you create. A window appears where you can name the
Save formula. The formula will be saved and will appear as a button in the calculated
field’s area of your Layout Generator.

Set % Displays the results of the formula as a percentage, rather than an amount.
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Feature Description

Changes the sign of variances amounts as per standard accounting practices,

Set Variance based on the type of account (See below for more details).

Cancel Closes the calculator.

As an example, to create a formula for First Quarter.
1. Select Actual 01.

2. Select the plus sign (+).

3. Select Actual 02.

4. Select the plus sign (+).

5. Select Actual 03.

Calculator

Actual 01 + Actual 02

account columns  calculation columns

+
" ‘ | clear all
Actual 01 Actual 02 Actual 03 ®

EHEE

enter value add value@
Actual 07 Actual 08 Actual 09 set cn@

Actual 04 Actual 05 Actual 06

Actual 10 Actual 11 Actual 12

At . =1WTH NA ” A~ =TVTH N l A e =IWVTH D

save | | cancel

6. Click Save.

7. Enter the formula name as 1st Quarter.
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Set Variance Option
e The set variance option caters for standard accounting calculations.

e The Variance calculation is based on the Account Type.

Set Variance Example

Actual Budget Variance
Sales 100 50 50
Cost of Sales 100 50 50

1. Inthe above scenario, the variance for Sales is a good variance — actual sales are higher than
budgeted sales; however, the variance for Cost of Sales is a bad variance — actual cost of sales
are higher than budgeted cost of sales.

When selecting, the set variance option, in this scenario, the Sales variance would display as a
positive amount, and the Cost of Sales variance as a negative amount, as shown below.

Actual Budget Variance
Sales 100 50 50
Cost of Sales 100 50 -50
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Managing Calculation Columns

Calculated fields are available as standard with the Report Designer report layouts, however calculated
fields can be added, edited or deleted.

Accessing Calculated Fields
1. Inthe Columns Area, click Calculations.

2. Right-click in the calculated fields’ area.

ayout options text columns | columns| rows

FORMULAS | CALCULATIONS

h' Edit Calculation

Delete Calculation

MNew Calculation

3. You can now Edit, Delete or create a New Calculation.

Deleting a Calculated Field
1. Select Delete Calculation.

2. A confirmation message will appear. Select Yes.

Editing a Calculated Field
1. Select Edit Calculation.

2. The Calculator will open allowing you to edit the currently selected formula.
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Row Sets

The Row Set is a collection of row groupings based on account rules and ranges, and represents the
row titles down the left-hand side of the page.

The purpose of using Row Sets

Row Sets allow you to create rules to include accounts that would commonly be used on several layouts
of similar types, for example income statements. Row sets can be based on Accounts, Account Groups,
Account Types, Account Categories or Rollup Types. The rows you are able to select in the rows tab is

dependent on the row set you have selected.

[[. Layout Generator - IS Actual vs Prior (with variance) 4
ayout options text columns colu S ¢
_ layout options t olumn umn rows |«
layout design |row sets p
’
(© Income Statement ACCOUNT ROWS  CALCULATION ROWS :
4
. ’
description type rule el Revenue Cost of Sales ‘Operating Expenses 4
. Revenue Account Group ™[ |40000 :
- ¢
CostaiSalss Account Group =000 tesrre PP LI PP PP PP P LI PP L2 408784
Operating Expenses Account Group ™ || 58000
- Microsoft Excel
. A B c g
preview 1 |Company ABX :
2 |Fiscal Year 010 ¢
chart of accounts account account description v
. 3 |Budget Code
ABX 40000-01-000-000-000 Desk Sales:Irvine-Main i i :
ABX 40000-01-000-010-000 Desk Salesirvine-Main-Steslcase z Reporting Tree Unit Y
¢
-02-000-1 -0 H i
ABX 40000-02-000-000-000 Desk Sales:Atlanta-Main 7 |aoooo Revenue :
ABX 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave. 8 P
ABX 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave.-Steelcase g 50000 Cost of Sales :
ABX 40000-03-002-000-000 Desk Sales:New York-Broadway 10 :
e o e E— e e 1 Gross Profit :
1z #
r . 4
13 (58000 Operating Expenses,
14 4
¢
15 Net Profit b
¢
;-ﬁlllIIIIIIIIIIIIIIIIIIII'J

Row sets are set before creating layouts but they can be added/edited during the layout design process.
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The Preview allows you to view all of the accounts which will be filtered by the selected account rule.
Always check the preview to ensure all of the accounts you are wanting are included.

[[l Layout Generator - IS Actual vs Prior (with variance) EIE

I layout design row sets

(© Income Statement

description type rule
] e A o] E et @)
|:| |Cost of Sales | | Account Grc}up v| |SDUUW |
»
|:||0perating Expenses ||Account{3rc:-up '||58»{ﬁ) | Clear ®

L] | iV J | Save
preview / Help (7)

chart of accounts account account description

[aBx | [ 40:000-01-000-000-000 | [Desk Salesirvine-Main |
|AB)€ | |40000—E|‘I—EIOU—EI10—0EIO | |Desk Sales:irvine-Main-Steelcase |
|aBx | [40000-02-000-000-000 | [Desk sales:Atlanta-Main |
|ABx | |40000-02-001-000-000 || Desk Sales:Atlanta-Peach Ave. |
|AB){ | |4£}U£}U— 02-001-010-000 | |Desk Sales:Atlanta-Peach Ave.-Steelcase |
[ABx | [40000-03-002-000-000 | [Desk Sales:New York-Broadway |
[ | 1l = s a . . - 1

LaF S G S AN A

Note: The Preview is limited to 1000 records to optimize performance.

Accessing Row Sets

1. From the Layout Generator, select row sets. You may now:

e Add new Row Sets

o Edit existing Row Sets
¢ Rename Row Sets
¢ Copy Row Sets

¢ Delete Row Sets

 2y0ut design

Create new row sets and manage existing row sets here

BS Items IS Items TE ltems “ Add @

Edit
Rename @
Copy @
Delete ®
Help @
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Managing Row Sets

Adding a New Row Set

1. From the Layout Generator, select row sets.

|I Layout Generator - IS Actual vs Prior (with variance)

Ld
£
layout design | row sets ‘
.
|_ £
£ +
< Tal ’
E [ o [ il
=] i @ a K
[=] [=] =] [=] ?
g -l [
< < 5 .?
YA A P N N N A #
2. Select Add.
1] Layout Generator - IS Actual vs Prior (with variance) EEE

I layout design  row sets

Create new row sets and manage existing row sets here

Trial Balance Account Groups Income Statement \ Add

Edit
Rename @
Copy @
Delete ®
Help @

LT A S o o S S S S S A aE o o S S AR A N A A AR A A E A A A R A AR R R A A R A A

3. Type a descriptive row set name. For example, Income Statements or Balance Sheets.

4. Under description, add an account rule description. For example, Revenue.
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5. Select a rule type from the drop down menu.

[[I Layout Generator - IS Actual vs Prior (with variance)

I row sets

(©) Income Statement

description type rule
Revenue Account Group . @
Account
Account Group
M Account Type
p review Account Category
chart of accounts accoul Rollup Type 1 Code account description

Rollup Type 2 Code

Rollup Type 3 Code

Rollup Type 4 Code
FITETTET T TEEF TN I I Iy S i A P

R R T T

6. Add the account rule. There are a variety of options available when setting up rules. You can use
full account numbers, a range of account numbers for example from 1500 to 1730, the plus sign to
include account numbers, or the minus sign to exclude account numbers from the range. You can
also use wildcards and account delimiters in your rules. Notice how the Preview window updates
with all of the accounts that are going to be included in this rule.

7. Repeat from step 4 for all additional account rules you're going to need for your report layout based
on this row set.

8. Click Save.
9. Click OK.

Editing an Existing Row Set
1. From the Layout Generator, select row sets
2. Select Edit.
3. Make the necessary changes.
4. Click Save.
5

A confirmation message will appear. Click OK.

Renaming an Existing Row Set

1. From the Layout Generator, select row sets
2. Select Rename.

3. Type in the new name for the row set.

4

Select OK.
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Deleting a Row Set

1.

2
3.
4

From the Layout Generator, select row sets
Select Delete.
A confirmation message will appear.

Select Yes.
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Using Account Ranges in Row Sets

Row set account rules can be created 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.

Account ranges can be used in combination with wildcards and mathematical formulas. When a single-
segment or multi-segment range includes wildcard characters (?), Sage Intelligence Reporting
determines the low and high ends of the range, and then includes all values between those ends,
inclusive.

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

[T Layout Generator - 15 - Actual vs Budget ol e ||==
I layout design row sets
(© Income Statement Account Range
description type rule
Sales Account w| [ W0+1
Insert @
Cost of Sales Account udll 2000000 ta 2699999
Expenses Account | |3ed4e50 Clear ®
Other Income Account w 12413414+ 27+ 28+ 29+ 9999000
Save
= Help @
preview
chart of accounts account account description
Software Sales 2000000 Cost of Sales / Purchasas
Software Sales 2100000 Inventory Adjustment
Software Sales 2150000 Inventory Cownt Variance
Software Sales 2200000 Purchase Varnance
Software Sales 2400000 Recovery Account
Software Sales 2400010 Labour Cost Manufac Variance
TP T T T I T T T T T T F T T T T T F T F F T T T T T F T T T T T T T F T T T T T T T T T T TFTTTT P PP PP PP

Filter Description Result

200-00-00 to Filter all accounts from 200-00-00 up to and 200-00-00, 200-00-01
220-00-00 including 220-00-00 200-00-02 up to 220-00-00
40072010 E1ler sccounts vl st sgment of 00 ane 254000020 4000120
400-772-20 diggits y 9 400-02-20 up to 400-99-20
4?5-00-00 to Filter accounts with first segment ranging from Sage Intelligence Reporting will
4?5-03-03 405 up to and including 495 and second and third determine the low end of the
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segments ranging from 00-00 up to and including range which is 405-00-00 and
03-03. the high end of the range which
is 495-03-03 and return all

Tio: It ted t v includ i accounts between the ends
'p- TFyou wanted to only inciude accounts inclusive. 405-00-00 up to and

with the first segment starting with a 4 and including 495-03-03 which would
ending with a 5, you could use a reporting tree IV Ris s example, account
unit with a filter of 4?5-??-?? to further filter 406-01-02.

the results.

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

Note: The use of a space on either side of to is required in order for the formula to be correctly
recognized.
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Using Wildcards in Row Sets

Row set account rules can be created using special characters as a way to filter multiple account
segment values without specifically naming each one. When you enter either a segment value or a full
account number, you can place a wildcard character, which is the question mark (?), in any position of a
segment. For example, if the row definition contains only the Main account segment (assuming a four-
character Main segment), entering 4??7? in a row, all accounts whose Main segment value begins with a
4 will be included.

Sage Intelligence Reporting replaces each question mark (?) with the entire range of possible values,
including letters and special characters. For example, in the range from 12?0 TO 12?74, Sage
Intelligence Reporting replaces the question mark in 12?0 with the lowest value in the character set, and
replaces the question mark in 12?4 with the highest value in the character set.

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

Wildcards can be used in combination with account ranges and mathematical calculations. When a single-
segment or multi-segment range includes wildcard characters (?), Sage Intelligence Reporting
determines the low and high ends of the range, and then includes all values between those ends,
inclusive.

[[I Layout Generator - IS Actual vs Prior (with variance) E@
I row sets
(© Income Statement Detailed
description type
Revenue Account
Insert @
preview
Clear
chart of accounts account account description
ABX 40000-03-002-000-000 Desk Sales:New York-Broadway Save
ABX 40000-03-002-010-000 Desk Sales:New York-Broadway-Steelcase Help @
ABX 40200-03-002-010-000 Chair Sales:New York-Broadway-Steelcase
ABX 40300-03-002-010-000 Lighting Sales:New York-Broadway-Steelcase
ABX 40400-03-002-010-000 Ergonomic Sales:New York-Broadway-Steelcase
ABX 40600-03-002-010-000 Accessories Sales:New York-Broadway-Steelcas

Pl o o i o o NN ESEEEEEEEFES

A question mark (?) is a placeholder in an account segment. Multiple questions marks can be used to
specify a minimum number of characters in an account segment.

Filter Description Results may include:
4000
472 Filter all Account Numbers beginning with 4  4000-100
4000-100-10
Filter Account Numbers beginning with 4 4000-100
42777 and has a minimum of 4 characters
4000-100-10
thereafter
Filter Account Numbers with first segment of 4000-100-10
4000-?777?-17? 4000, second segment of 3 characters and
S . 4000-200-10
last segment beginning with 1.
Filter all accounts beginning with 20-2001-000-00-A-AAA up to

_ -2
20-2001- segments 20-2001-

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 41 of 162



Filter

Description

Results may include:

20-2001-999-99-72-7277

Filter all accounts beginning with

20-2001-000-00-A-COM up to

20-2001-?77- . .
00-A-COM segments 20-2001- and ending with -00-A-
COM 20-2001-999-00-A-COM
40000-27 Filter all accounts beginning with segment 40000-AA up to 40000-ZZ
40000-
. o , 40000-SA to 40000-SZ or
-S? -
40000-S~ Filter all accounts beginning with 40000-S ;3545 51 10 40000-S9
Filter all accounts beginning with 40 and
40?00-AA ending with 00-AA 40000-AA to 40900-AA
All accounts starting with 244000 up
244007 Filter all accounts beginning with 24400 to 244009 with any characters

thereafter.

4?00 TO 5700

In a single segment range, filter accounts
ranging from 4000 to 5900.

Tip: If you wanted to only include
accounts ending with 00, you could create

a reporting tree unit with a filter of 2?00 to
further filter the results.

Sage Intelligence Reporting will
determine the low end of the range
which is 4000 and the high end of the
range which is 5900 and return all
accounts between the ends inclusive.
4000 up to and including 5900, which
would include for example, account
4655.

47?5-00-00 to
475-03-03

Filter accounts with first segment ranging
from 405 up to and including 495 and
second and third segments ranging from 00-
00 up to and including 03-03.

Tip: If you wanted to only include
accounts with the first segment starting
with a 4 and ending with a 5, you

could create a reporting tree unit with a
filter of 4?5-??-?? to further filter the

results.

Sage Intelligence Reporting will
determine the low end of the range
which is 405-00-00 and the high end
of the range which is 495-03-03 and
return all accounts between the ends
inclusive. 405-00-00 up to and
including 495-03-03 which would
include for example, account 406-01-
02.
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Using Mathematical Calculations in Row Sets

Row set account rules can be created using mathematical calculations. This includes addition and
subtraction.

Mathematical calculations can also be combined with account ranges.
[T Layout Generator - I5 - Actual vs Budget [E=8Ecn ==~

I ayout design row sets
(© Balance Sheet

_description account rule

. Non Current Assets 1250 + 1500 TO 1730

7 Insert
Current Assets 1000 TO 1200 + 1300 TO 1440
Shareholders Equity 3000 TO 3200 + 3500 TO 3510 + 4000 TO 9999 Clear @
Non Current Liabilities 2700 TO 2900 + 3300
Current Liabilities 2000 10 2500 Save @

account rule preview

chart of accounts account account description
Demao 1250 Investment, long-term
Demao 1500 Furniture and fixtures
Demao 1520 Equipment
Demo 1540 Buildings
Demao 1550 Land
Demo 1600 Acc. Amortization/Depr.

#

P e O O O A A A o O A NS

Note: The use of a space on either side of the + or — is required in order for the formula to be

calculated correctly. Brackets are also supported thus calculations in brackets (parenthesis) are
calculated first.
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Adding and Removing Account Rows

Before you can add rows into the Row area you will need to select a Row Set. If you do not have a row
set available, you can add one by using the row sets tab at the top of the window. The row set
determines the rows that will be available for you to select in the rows tab.

Selecting a Row Set

1. Inthe rows tab, click the magnifying glass to view the available row sets.

layout options text columns columns | rows

Select Row Set | (none) EE-

Select a Row Set

2. Select a row set.

The Rows area determines what you see down the left side of the report layout.

Layout Generator Microsoft Excel
Spacer 12
42
Spacer

43 |5000 to 5051 + 5500 to 5600, Cost of Sales

Cost of Sales

} Gross Profit
Spacer
Gross Profit Other Revenue
Spacer Total Income

Other Revenue

+ 6000 to 6140 + 6 Other Expenses

Spacer 160 Depreciation Expenses
" 194 7100 to 7200 Gains and Losses
201
Spacer 202 Met Profit before Interest and Tax
l
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Adding Rows

1. Click on the fields from the Rows tab to add them into the rows area. You can also click on fields
from the standard calculated row fields. These standard calculated fields ship with the Report
Designer layouts but you are able to edit, add new, or delete calculated fields.

layout options  text columns columns | rows

Spacer Select Row Set |Sampie Income Stat. | O [search | S clear

Cost of Sales ACCOUNT ROWS CALCULATION ROWS

Spacer Sahes Cost of Sales Sallaries Ernpioyes Expenses

Salaries - «id Building Dep | Media & Production |k Interest & Charg | Office Eguipment
.

tor Vehicle & Transg | Trawel Expense Other Expenses Taxation
Employee Expensa

Freehold Building

Media & Productid

A

Bank Interest & C

Note: Any new fields will be added to the bottom of the Rows area or above the last field selected. It
will also appear in the same order in the Microsoft Excel report layout.

Tip: The order can be changed by dragging and dropping the fields in the Layout Generator Rows
area into the correct order.

2. You can add spacers by clicking Add Spacer which adds a blank row in your report layout. Spacers
can be dragged and dropped into position to neaten your report layout.

Removing a Single Row

1. Toremove a single row, you can right-click on the row in the Rows area.

Spacer

Cost of Sales

Employe. Expense

Freshold Building

Media & Productid
Bank Interest &
Office Equipment

Motor Vehicle & T
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Clearing all of the fields from the Rows area

1. Click Clear All.

Clear All

Adding a spacer to the Rows area
A spacer will insert a blank row allowing for easier analysis and/or neater report layouts.

1. Click Add Spacer.

ACTUAL 01
BUDGET 01
ACTUAL 02
BUDGET 02
ACTUAL 03
BUDGET 03

Spacer layout options text columns columns  rows pma,
SetectRow Set. (o]

ACCOUNT ROWS CALCULATION ROWS I Add Spacer (..[.J

Cosst of Sales Clear All ®
Add Calculation

Orher Expences

Gaing and Lostes
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Calculation Rows

Creating New Calculation Rows

New calculations can be added by right-clicking in the calculated items area and selecting New
Calculation or by doing the following:

1. Select the Rows tab.
2. Click Add Calculation.

Calculator

Ih | P clear

account rows calculation rows

—_— EEEE oo ® | Addspacer (D)
Sales Cost of Sales

“n Clear All ®
1ployee Expens||ald Building De||:dia & Product ‘ Calculation

enter value add \faILIE®

Interest & Che||ffice Equipmer ||' Vehicle & Tra set '-.-6@

Travel Expense ||Dther Expense:

save | I cancel

The calculator will open.

The following list explains the use of each button/feature.

Feature Description

Clear all Clears all fields from the Calculation Area.

Account These are standard rows that can be used in formulas. When creating a formula for a
columns row, the rows appear here, such as Sales and Cost of Sales.

Calculation

colUMNS These are the calculated fields which are already created which can be used in formulas.

Functions Include your addition, subtraction, multiply, divide and parenthesis.

Scroll bar  Scrolls between all the all the saved standard items.

Allows you to add a value in the formula you create. For example calculating GP%. You

Add value would need to include a value of 100 to build this formula ( GP/Sales)*100

Will save the formula you create. A window appears where you can name the formula.

Save The formula will be saved and will appear as a button in the calculated field’'s area of your

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 47 of 162



Feature

Description

Layout Generator.

Set %

Displays the results of the formula as a percentage, rather than an amount.

Cancel

Will close the calculator.

As an example, to create a formula for Gross Profit.

1. Select Sales.

2. Select the minus sign (-)

3. Select Cost of Sales.

Calculator

account rows

Cost of
Sales

calculation rows

Sales

Cost of Sales

Salaries

1ployee Expens

3ld Building De

dia & Product

Interest & Chs

iffice Equipner

Vehicle & Tra

Travel Expense

Other Expense:

Taxation

4. Select Save.

5. Enter the formula name as Gross Profit.

B0

ESEE
EEES

enter value add va|LIE@
set % (3)
save || cancel
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Managing Calculation Rows

Calculated fields are available as standard with the supplied row sets, however you will need to add your
own calculated fields to any new row sets you add.

Accessing calculated fields
1. Inthe Rows Area, click Calculation Rows.
2. Right-click in the calculated fields’ area.

3. You can now Edit, Delete or create a New Calculation.

Deleting a calculated field
1. Select Delete Calculation.

2. A confirmation message will appear. Select Yes.

Editing a calculated field
1. Select Edit Calculation.

2. The Calculator will open allowing you to edit the currently selected formula.
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Converting a Negative Number to Positive

In the Layout Generator, when you generate a pre-defined layout, you will notice that certain fields in the
row set show as a negative value, in particular, sales accounts which are stored as negative values in
Sage 100 ERP.

By default the field's sign status will be the same as that of the underlying data — for sales accounts this
will be negative values. You have the option to change the sign of any of these fields to a positive.

This is important for accounts with credit values such as income accounts. Without this option, these
accounts would appear as negative amounts; whereas, most financial statements show sales, for
example, as positive amounts.

Switching the sign of fields
1. Right-click on the field that you want to change the sign of.

layout options text columns columns |rows

Select Row Set |Incu'r|e Statement | 2 |search | 2 clear

ACQ S CALCULATION ROWS

Employes Bxpenses

2. Click on Toggle Switch Sign. This will then switch the sign of this field from its default value in the
underlying data. If it is negative, it will become positive, and vice versa. An icon will appear
indicating that the sign has been switched.

ACCOUNT ROWS

Sales Cor

L) [ I T | |Il‘-n-""3
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Example: Before switching the sign on Revenue:

ACTUALDL ACTUALDZ ACTUALDS
Revenue (7 136 482) (6 792 364) (7 522 240)
Cost of Sales 2 582 306 2387718 2 283 596
Gross Profit (9 718 788) (9 180 082) (9 805 836)

After switching the sign on Revenue:

ACTUALDL ACTUALDZ ACTUALOS
Revenue 7136 482 6792 364 7522 240
Cost of Sales 2 582 306 2387718 2 283 596
Gross Profit 4554 176 4 404 646 5 238 644

Learn More:
Reversing Negative Numbers using formulas added by the Report Designer in Excel.
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Generating your Layout

Once you have designed your new layout as per your specific requirements, you can generate your
layout.

1. Select Generate Layout.

Once you have generated your layout, your report layout is opened as per your design in Microsoft
Excel.

2. You can then customize it further if required, for example by adding your company branding.

[1]z] ~A B C E F G H I

—

@ Demo Company Income Statement

2

3 Current Period: 3

4 Company: DemoCo

5 Currency: CAD

6 Currency Type: F

8 2020 2019

9 Current Month Year To Date Current Month Year To Date
+ 11 Revenue 607299 10 148 897.64 1832 344.59 13 491 707.76
: + 41 Cost of Sales 182947 4 621 579.86 820 376.99 4 567 270 45

67 Gross Profit/|Loss) 424352 5527 317.78 1011 967.60 8924 437.30
(+] 69 Other Revenue 2787.30 1214 152.18 215 019.81 1292 693.94

78 Total Income 703082 6 741 46994 1226 987 41 10 217 131.24
(+] 80 Other Expenses {301.85) 4935 627.68 887 063.47 10 770 052.96
+ 186 Other 66.72 743.34 10.63 2301281

Depreciation Expense 0.00 250 000.00 240 000.00

3. Save your changes for future reuse as a template or as a report with static data.

See Also: For a better understanding on the generated layout, click here.
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Understanding the Microsoft Excel Workbook

If you designed a layout using the criteria below, it would yield the layout on the right in Microsoft Excel.

The data and fields will differ depending on the accounting application you are using.

. Microsoft Excel
layout design row sets
Group by _JFiscal Vear 1P clear
E A B C D E F G H 1 ) K L M
g
spacer ~ 2019 2020
ACTUALOL ACTUALD? ACTUALO3 ACTUALOY ACTUALOZ ACTUALO3
‘i‘n(sr ‘ 12 4000 16 4150 Revenue 2666 287 2372679 2943183 1670 481 1889 808 1995 181
)
14 |5000 to 5051 + 5500 to 5600 [cost of sales || 924 267 744034 763 597 77190 867064 887 657
x
16 Gross profit  [|1742020 1628646 2179586 993291 1022744 1107 524
1
Spacer 18 |4200 to 4240 Other Revenue || 230021 21762 205551 200 807 250928 235 519
19
Soe oyt (B)
Spacer Ve 2a
etp (7) [| 2200103050 + om0t 010 formererpenses o200 05 2579 12035 10%e 1007793 1045135
;
consae (3)

The layout options are always listed on the top left of the report. These can be changed in Microsoft

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

The groups of account rows are set by the row set selected in the Layout Generator.

Layout Generator Microsoft Excel
[T Report Designer - IS - Actual vs Budget N
11 /4000 to 4160 Revenue
I layout design  row sets 40
41 |5000 to 5051 - 5500 to 5 Cost of Sales
(®© Income Statement 66
67 Gross Profit
description account rule 68
I [Revenuie 4000 1o 4160 69 4200 to 4240 Other Revenue
Cost of Sales 5000 to 5051 + 5500 to 5600 77
Other Revenue 4200 to 4240 78 Total Income
Other Expenses 5400 1o 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + BOOD 79
Oepreciation Expenses 6160 [+] 80 5400 to 5450 + 6000 to & Other Expenses
Interest Expenses 6300 to 6320 +| 190 '6160 Depreciation Expenses
Gains ond Losses 7300 to 7200 + 192|7100 to 7200 Gains and Losses
Income Taxes 9000 to 9100 199
200 Met Profit before Interest and
AAABAAALAALASAAAA LA AL AAAABLALA4 B8 4280440008008 201
: +| 2026300 to 6320 Interest Expenses
205
206 Net profit before Tax
207
: +: 208|9000 to 9100 Income Taxes
211
212 Net Profit

If you have an intermediate knowledge of Microsoft Excel and you would like to customize your layout
further, you can use the Task Pane. Designing layouts using the Layout Generator or the Task Pane

results in the same formulas being inserted into Microsoft Excel.
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Note: When your layout is generated, the period row is automatically hidden by Sage Intelligence
Reporting.

CurrType
6 |BudgetSetCode
7 |ReporingTreaUnitPath

8 |
9

ACTUALDL ACTUALD2 ACTUALDZ

4000 to 4160 Revenue 2300771 2 541 361 2679 310

5000 to 5051 + 5500 to 5 Cost of Sales 924 040 1207 814 1207 767

Gross Profit 1376731 1333548 1471 544

4200 to 4240 Other Revenue 200 807 230 928 235 519

Total Income 1577 538 1 564 475 1707 063
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Designing a Basic Income Statement

This is a demonstration on how to design a basic income statement using the Layout Generator. A basic
accounting knowledge is required.

1. Onthe Bl Tools tab, select New Layout.

Bl Tools

A B ¢
Quick Quick Manage Show
Generate~  Edit ~ Layouts Task Pane

El Reports

2. A prompt will appear for the layout name. Type a descriptive name so that you can easily identify
your layout in future.

3. Click OK. The Layout Generator will appear.

Adding Layout Options

Tip: The Layout options act as initial filters for your entire layout. Reports that return huge data sets
can be difficult to analyze and can cause performance issues. Filtering is a quick and easy way to find

and work with only the data you need. Instead of your report extracting millions of records, filtering
extracts only the necessary data resulting in faster more efficient reports.

1. Using the magnifying glass, select all the required filters for your layout.

[ Show Account Detail
[] Show Subtotals at Bottom

- ’

layout options|text columns columns  rows ‘
L

#

L

Company ABX L [clear #
L

Fiscal Year 2010 o |clear r
+

Budget Code ORIGINAL o |clear &
+

Reporting Tree Unit D clear )
L

L

L

+

¥

#

#

EaE A A o o o o o A A AN A A S AN A A A
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Adding Text Columns

1. Click on the required text column from the columns listed under Text Columns. The account
number and account description are typical text columns on a financial report.

I layout design row sets

T

i Spacer

ActivityPeriodi

Activity{@@Cr

Spacer

3
g
[ =
2
=

Activity],
e

| Spacer

L

layout options | text columns | columns  rows

| |
Account AccountDesc SiteCode |

Employee Expens

Freehold Building

Adding Columns

1. Click on the required formula columns listed in the Column tab. Periods are typical formula columns
on a financial statement.

layout options text columns Jcolumns] rows

P cler
FORMULAS CALCULATIONS
atl
ActityPerionil ActivityPeriod(2 tivityPeriod03 ActivityPeriod0d
ActivityPeriod0s ActivityPeriod06 ActivityPeriod0? ActivityPeriod08
ActivityPerinoid ActivityPeriod10 | ActwvityPeriodll ActhvityPeriod12

2. You can neaten your report layout by adding spacers. Clicking Add Spacer inserts a blank column.
Spacers can be dragged and dropped into position.

Selecting a Row Set

1. Inthe rows tab, click the magnifying glass to view the available row sets.

layout options text columns columns | rows

Select Row Set [ (none) E‘é‘-

Select a Row Set

2. Select a row set.
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Adding Rows

1. Click on the fields from the Rows tab to add them into the rows area. You can also click on fields
from the standard calculated row fields. These standard calculated fields ship with the Report
Designer layouts but you are able to edit, add new or delete calculated fields.

Sales layout options  text columns columns | rows

Spacer Select Row Set [SampieIncome Stat. | O [search | S clear

Cost of Sales ACCOUNT ROWS CALCULATION ROWS
SFECET Sales Cost of Sales Salaries Empioyes Expendes

Salaries

= oid Building Dep | Media & Production |nk Interest & Charg | Office Equiprment

tor Vehicle & Transg | Trawel Expense Other Expenses Taxation

Employee Expensa
Freehold Building

Media & Productid

A

Bank Interest & C

2. You can add spacers by clicking Add Spacer which adds a blank row in your report layout. Spacers
can be dragged and dropped into position to neaten your report layout.

Generating the Layout

1. Once you have designed your new layout as per your specific requirements, you can generate your
layout.

2. Select Generate.

Generate @
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Once you have generated your layout, your report layout is opened as per your design in Microsoft

Excel.
A B

1 [ Company DEMQCO

2 |Year 2019

3 | BalanceType

4 |Currency CAD

5 | CurrType F

6 |BudgetSetCode

7 ReportingTreeUniteath

9

10 4000 to 4160 Revenue

11

12 |5000 to 5051 + 5500 to 5600 Cost of Sales
13

14 Gross Profit
15

16 4200 to 4240 Cther Revenue
17

18 Total Income
19

20 5400 to 5450 + 6000 to 6140 + 6150 Other Expenses

ACTUALDL
2 666 287

924 267

1742020

230 021

1972 041

9 506 365

ACTUALDZ
2372679

T44 034

1628 646

221762

1 850 408

525719

ACTUALDZ
2043 183

763 597

2 175 586

205 551

2385 138

1210 325

ACTUALDS
1748 855

&85 589

1063 166

215 559

1278724

973 064

ACTUALDS
1928 359

629 307

1299 052

204781

1503833

974 717

H

ACTUAlj
1832 3-13
820 37
101196

215 02

1 226 98

1014 TS;

WM‘MM‘W

You can then customize your report layout further if required, for example by adding your company

branding. Save your changes for future reuse as a template or as a report with static data.
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Working with Existing Layouts

Accessing and Generating Existing Report Layouts

When you've run your Financial Report Designer report, the workbook will open in Microsoft Excel and the

Report Designer functions will load.

H 9 ¢ = Demanstration Financisl Repart Designer (48X) 1-01 - Excel
FILE HOME  INSERT ~ PAGELAVOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS | BITools

M s 7~7&F8xBE B

New Quick Quick Manage Show Send Select Manage Distribution

Layout Generate~  Edit - Layouts TaskPane | Mow Instructions Instructions  Settings
BI Reparts Distribution

Al e I

LM u_ o P

Control, Automate, Analyze.

AW
- if ot B

ing wour dless time
confidence. You can use the standard repert

e knaw that

and mare time i
ERP database.

henyau st waythat mak ez, A, best of al, you get tin Ewcel which
can editit, analyse it and ssnd it far and wide in a pragram you sheady know how to uss.

Home Instructions ‘ Balance Sheet | Income Statement Summary Cash Flow Cash Flow Detail ...

7T EH - 8 X

sanin |}

FINANCIALS ®

layouts

(-:)) Balance Sheet - Current Peried YTD

@ Balance sheet

(@) 15 - Actual vs Budget (With Variance)
@ IS - Actual vs Prior (With Variance)
(@) 15 - Actual, Budget, Prior (Current Perior

@ Trial Balance

~ ) "7 R 0758 AM

The workbook is shipped with a few demonstration layouts which have been designed for you to view
your company financial data. You can use these layouts to work from, or you can create a new layout
from scratch. Let’s go through the various options to work with the existing layouts using the Layout

Generator.
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Generating an Existing Report Layout

The layouts tab will list the existing report layouts that ship with the Report Designer and any new
layouts that you have created in the Layout Generator. These can also be accessed from the Bl Tools

tab, Q

uick Generate menu.

1. From the Layouts tab, click the layout you'd like to generate.

v X

FINANCIALS

layouts

Manage

@ Balance Sheet

(—:)) Balance Sheet - Current Period ¥TD

@ IS - Actual vs Budget (With Variance)

2. The Generating Layout window will appear showing you the progress.

@ IS - Actual vs Prior (With Variance)
@ IS - Actual, Budget, Prior (Current Perio

(—:)) Trial Balance

The layout will then open in Microsoft Excel in a new worksheet.

A B C D E F G H I
1 |Company ABX
2 |Fiscal Year 2010
3 |Budget Code ORIGINAL
4 |Reporting Tree Unit
6
7 [40000 l@ Revenue 675 002 675 002 756 2329
& |50000 Cost of Sales 444 580 (444 580) 492 067
9 Gross Profit 230423 230423 264 172
10
11 58000 COperating Expenses 279 543 (279 543) 255 354
12
13 MNet Profit (49 120) (49 120) & 818
14
15

Ll o AN,
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Editing Layouts

Editing an existing layout opens the Layout Generator which allows you to modify the layout.

1. From the layouts tab, select Manage.

v ¥

FINAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

2. The Layout Management window will appear.

Layout Management

i Income Statement by

I i| Income Statement by Site
Company | :

i e e e e e e e i e e e e e e i e e T e e e e A e e e A e

Generate @
edit (£)
Copy @
Delete ®
Help (2)

From this window you can choose to edit, copy, delete or generate a layout.

3. Select the layout you wish to edit and select Edit.

4. The Layout Generator will appear.
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[N L= :
layout design  row sets
1= g T T — T

z
2
5
g

Budget 12
Budget 13

=]
E
:
<

Actual 13

o
—
s

S
)=
<

Actual vs Bu...

Budget 11

-
-
®

]
T
L=

Actual vs Bu...

Budget 10

d
E B g
E% L= <

£
b4
15
=
=
|=)
[=]
g

Account
Spacer
Spacer
Spacer
Spacer

[C] Show Account Detail
[C] show Subtotals at Bottom

Spacer

Net Profit

layout options text columns columns — rows
e - p
Fiscal Year 2010 P clear
Budget Code ORIGINAL P clear
Reporting Tree Unit o clear

Save Layout
Help @
Generate @

5. Make the necessary changes.

6. Click Generate to open your report in Microsoft Excel.
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Copying Layouts

Selecting Copy will create an exact copy of an existing layout. The Enter New Layout Name window will
appear allowing you to give the copied report a new name.
1. From the layouts tab, select Manage.

X

FIMAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

2. The Layout Management window will appear.

Layout Management

Income Statement by

Income Statement by Site Generate @
| edit (7)
Copy @
Delete ®
Help @

H Company

i e e e e e e e i e e e e e e i e e T e e e e A e e e A e

From this window you can choose to edit, copy, delete or generate a layout
3. Select the layout you would like to copy.

4. Click Copy.
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5. The Enter New Layout Name window will appear allowing you to give the copied layout a new

name.

Enter Mew Layout Name:

Copy of Income Statement by Company

Ok

Cancel

6. Select Next.

7. The Layout Generator will appear allowing you to make any changes to the copy of the layout.

8. Select Generate to open the layout in Microsoft Excel.
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Deleting Layouts

Deleting layouts allows you to remove any unneeded layouts from your workbook.

1. From the layouts tab, select Manage.

v ¥

FIMNAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

2. The Layout Management window will appear.

Layout Management

H Income Statement by
i Company

i| Income Statement by Site Generate @

Delete ®
Help ®

e e i i e e e e i e A e e e i e e e e e i i e A e A e s

From this window you can choose to edit, copy, delete or generate a layout.
3. Select the layout you wish to delete.

4. Select Delete.
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5. A confirmation window will appear. Selecting Yes will permanently delete the report layout.
Selecting No will return you to the previous window.

Ane you sure you want 1o permanently
delete the layout 'Income Statement by
Company” ?

'r'..allm.-
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Quickly Editing Layouts

The Quick Edit option allows to easily edit a layout without having to launch the Layout Generator from
the Manage Layouts option.

¥ S B *

Mew Quick Quick Manage Show
Layout Generate = Edit ELE}‘DLItE Task Pane

# Balance Sheet

IS - Actual Budget Prior

4
# I5- Actual vs Budget
# 15 - Actual vs Prior

1. From the Bl Tools tab, select Quick Edit. A drop down menu will appear.

2. Select the layout you wish to edit. The layout will open in the Layout Generator.
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Quickly Generating Layouts

The Quick Generate option is a drop down menu of all the layouts you have previously saved

1. From the Bl Tools tab, select Quick Generate. A drop down menu will appear.

Il % 72~ & %

Mew Quick Quick Manage  Show
Layout GenerateE Edit = Layouts Task Pane

% Balance Sheet

% 15 - Actual Budget Prior

& 15 - Actual vs Budget ’
f I5 - Actual vs Prior

2. Select the layout you wish to generate. The report will open in Microsoft Excel.

1 | 2 £ B C o E F
1 (Comparny Demalo
2 |¥ear 20192020
3 |BalanceType
4 | Currency Cap
S CurrType F
6 |BudgetSetCade
T ReportngTreeUnitPath
] ACTUALDY ACTLALDZ ACTUALDS
10
+ 11 4000 to 4160 Rewenue T 136 482 6792 164 7523 240
40
+ 41 5000 to 5051 « 5500 to 5600 Cost of Sales 2 582 306 2 387 T18 2 283 556
]
67 Gross Profit 4554178 4 404 648 5238844
b8
* 69 42100 to 4240 Other Revenue 430 828 452 650 441070
i
78 Total Income 4 985 004 4 857 135 §679 714
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Designing Reports using the Task Pane

About The Report Designer Task Pane

The Task Pane is the latest addition to the Report Designer module which presents an alternative to the
current report Layout Generator to empower you to take control of all design aspects of your reporting

layouts.

The model behind the new feature is to break down a report into reusable pieces that allows you to
control where and how these pieces fit together to create a report. These pieces are Excel functions
which communicate with a new In-Memory processing engine which will guarantee performance by

being able to crunch financial numbers very quickly.

The positioning of the Task Pane within the overall Sage Intelligence Reporting product is as follows:

Sage Intelligence

m Excel

‘..

Report
Manager

Connector

‘.,

‘x.

o

Excel Report
Workbook || Designer

Layout Generator
Task Pane
Repaorting Trees

[ > I
e
11T

Distribution
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Navigating within the Task Pane

The Task Pane consists of lists, formulas, trees, tools and layouts, which can be used to give you
complete control of all design aspects of your report. An intermediate knowledge of Microsoft Excel is
beneficial to get the full benefit of your report capabilities.

v X

FIMAMCIALS

formulas
FINAMCIALS
. Cpening Balance
lists |

Closing Balance

DEMOCO Actual

Actual ¥TD
Accounts

Budget
currency

Budget ¥TD

Account Structure

Current Year
Account Groups
Current Period
Account Segments
. Company Name
Budget Sets

Quantity
Segment Codes

v X
FINAMCIALS v x
FINAMCIALS
vaae |2[tOOIS
@ Worldwide Enterprises R i
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FINAMCIALS

layouts

Manage

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

To switch between the tabs, click on the tab headings.

v X

FIMNAMCIALS

formulas

Opening Balance

If the Task Pane is closed in error, click Show Task Pane to open the Task Pane again.

Bl Tools
H S

Mew Quick Quick  Manage] Show
Layout Generate~  Edit = Layouts|Task Pane

Bl Reports
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Accessing and Managing Existing Report Layouts

When you've run your Demonstration Financial Report Designer report, the workbook will open in
Microsoft Excel and the Task Pane functions will load.

H - s Demanstration Financisl Repart Designer (48X) 1-01 - Excel ? B - &8 X
FILE HOME  INSERT ~ PAGELAVOUT ~ FORMULAS — DATA  REVIEW  VIEW  ADD-NS  BIToels Signin
AL - £ \ .
E C =) E F

1 7 Sage nity | Blog | Knowledgebase | S [ - %
e
FINANCIALS @

layouts

@ ealance Sheet
@ Balance sheet - Current Period YTD
@ IS - Actual vs Budget (With Variance)

@) 15 - Actual vs Prior (With Variance)

Control, Automate, Analyze.

We know that creating the perfect report can take hours, if not days to complete. By automating your reporting process you can spend less
time pulling the data together and more time analyzing the information to make informed decisions with canfidence. You can use the
standard report templates or design your own and update them straight fram your Accounting / ERFP database

@ IS - Actual, Budget, Prior (Current Perio:

@) Trial Balance

You getthe latest information when you wantit, presented in a way that makes sense for your business. And, best of all, you get itin Excel
which means that you can edit it, analyse it and send it far and wide in a program you already knaw how 1o use.

006 O

Home | Instructions ‘ Balance Sheet | Income Statement Summary Cash Flow Cash Flow Detail .. (¥

-
o]

L]

-
< ) M e 0827 AM

The Demonstration Financial Report Designer report in the Demonstration Pack folder will include a
few demonstration layouts which have been designed to work with the ABX demonstration company
financial data only. It is intended to illustrate how popular financial layouts can be created. You can use
these layouts to work from, or you can create a new layout from scratch. Let’s go through the various
options to work with the existing layouts using the Task Pane.
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Viewing Existing Layouts

There are several reports which have been designed for you to view the demonstration company’s data.
The shortcuts are provided for you or you can click the worksheets directly.

D T e e e e T T e e e T e e e e e e T T e T T ]
A B [ ] E F G H | J E L Ll ) ] F =] Fi 5 U ki 2 AA A AC AD  AEAF AG AH Al

e [Summary| Cash Flow

Control, Automate, Analyze.
- & L,
N
e ==

We know that creating the perfect report can take hours, if not days to complete. By automating your reporting process you can spend less time
puliing the data together and more time analyzing the information to make informed decisions with cenfidence. You can use the standard report
templates or design your own and update them straight frem your Accounting / ERP database.

ou get the latest information when you want it, presented in a way that makes sense for your business. And, best of all, you get it in Excel
which means that you can edit it, analyse it and send it far and wide in a program you already know how to use.

%
|
|
%
%

w

o

m Income Statement Summary Cash Flow

READY

Clicking on the Home icon from any sheet, will return you to the Home sheet above.

®
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Editing Existing Layouts

Existing layouts can be edited using Microsoft Excel functionality. Filters can also be changed. If you're
unsure, copy an existing worksheet and make changes to the copied worksheet.

1]z A B C D E F G H 14
i | ’

—= <

£

, @ABX Income Statement :

3 .

+

Current Period: 06 :

Reporting Unit: ABX CITIES=ALL CITIES ;

£

4
5

6

7 2010 2009

8 Current Month Year to Date Current Month Year t
9

Revenue ¢

10 40000 Desk Sales 0 2371 285 573 680 3;

11 40200 Chair Sales 0 1 580 836 382 455 23

12 40300 Lighting Sales 0 1021 556 101 988 I

13 40400 Ergonomics Sales 0 655 048 114 737 ;

14 40600 Accessories Sales 0 263473 63 773 g

15 40700 Miscellaneous Sales 0 0 0 ’

16 40800 Repair Sales 0 158 084 41 499 ;

17 40900 Returns & Allowances 0 0 0 ;

13 41800 Interest Income 0 0 0 ¢

19 42000 Other Income 0 0 0 ‘

20 45000 Discounts Allowed 0 0 0 ’

|E| 21 Total Revenue 0 6 050 252 1278131 T;
'I1122111IIIIlIlIlIIIIIIIIIIIIlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII'!IIIIIII’:

Remember to always save the workbook as an Excel template to keep the changes permanently.
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Lists

Understanding the List Structure

Lists are retrieved from the General Ledger and can be used to view some of the key information, for
example, accounts and budget codes. Information from the lists are used in formula arguments to

extract specific data.

To understand the list structure, the General Ledger hierarchy must be understood. Below is a typical

example of an account hierarchy.

Account
Category

* Expenses

Account |
Group

* Operating Expenses

Account
Type

Main
Account

Account

» Operating Expenses - Central

» Truck Expenses

» Truck Expenses :
Fuel

List Name Description An Example could include:
A Assets
Account Account categories are predefined in the General L Liabilities
. R Revenue
Categories Ledger.
X Expenses
C Cost of Sales
Account groups are assigned to each main 58000 Operating Expenses
Account
Groups acc_ount and are used to group accounts on 40000 Revenue
various reports. 50000 Cost of Sales
Account Each account category includes account types 01 Cash _
Types that further define them 07 Current Liability
yp ' 11 Net Sales
Budget Budget codes are used in an Income statement  Original
Codes to define each set of budget values. Conservative
Main The main account is always the first segmentin 50000 Cost of Sales Desks
Accounts an account. The combination of a main account 61000 Truck Expenses
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List Name Description An Example could include:

and subaccounts creates a General Ledger 62000 Bank Charges
account. Main accounts are assigned to an
account group.

50000-01-000-010-000 COS Desks:
Irvine-Main Steelcase
61000-01-000-000-000 Truck
expenses: Irvine-Main
62000-01-000-000-000 Bank
Charges: Irvine-Main

This is a list of the accounts used to define each
Accounts class of items for financial transactions of a
business.

Rollup codes are user-defined fields that allow
accounts to be grouped for the purpose of
reporting on user-defined classifications without
changing the structure of the General Ledger
account itself.

Rollup Type 1: Revenue
Public Donations
Private Donations
Government Grants

Rollup
Codes

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 Task Pane to your Microsoft Excel worksheet.

| A B c D E <

1 T
FINANCIALS
2 @ ABX Income Statement
: lists
4 Current Period: 06
5 Reporting Unit: ABX CITIES=ALL CITIES
ABX
6
7 2 o .
Account Categories
8

9 |Account Number Account Groups

10 (10000-01-000-000-000

Account Category  Account Group Account Type Cc
" Assets Current Assets o1 Account Types
11|10100-01-000-000-000  Cash on Hand:Irvine-Main Current Assets o1

12 (10200-01-000-000-000 Reg. Chkg.:Irvine-Main Assets t Assets 0
13 [10300-01-000-000-000  P/R. Chkg.:Irvine-Main Assets Current ki

Budget Codes

Main Accounts

14 |10400-00-001-000-000  Savings Account-Peach Ave. Assets Current Assets
15 |10400-01-000-000-000  Savings Account:lrvine-Main Assets Current Assets 01
16 |11000-01-000-000-000  Accounts Receivable:irvine-Main Assets Current Assets (i Rollup Codes
17 (11000-01-001-000-000 Accounts Receivable:irvine-Peach Ave.  Assets Current Assets 0
18 |11000-02-000-000-000  Accounts Receivable:Atlanta-Main Assets Current Assets :01
2 O e B D A, L SeS e  e  ss s s it vrrvsvrvvrvsssssvrvrssse

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

<
El0 - x v 5 =GLActual(5C10,5E57,5D54,,,,,$D55)*-1 ":
A B c D E F G H - <
; X e
b4
, @ ABX Income Statement Functon Arguments fe =
3 GlAdtual :
Gllink | 5C10 *40000-01-000-000-000 -
4 Current Period: 5 n =
5 Reporting Unit: ABX CITIES» ALL CITIES Year | SEST “2010° ‘j
5 Period | sDS4 5 ‘¢
s
7 2010 Company A
2 Current Month AccountCategoryCode | —:
9 Revenys =0 :
10 40000-01-000-000-000 Bsk Sales:Irvine-Main 5D$4,....5D55)-1 Eelnstiheoniitialdatelqenellisdgeracalynoin :
.
11 40000-01-000-010-000 Desk Sales:Ivine-Main-Steelcase 230 437 AccountCategoryCode is an account category code retrieved from the general ledger. r
12 40000-02-000-000-000 Desk Sales:Atlanta-Main 0 :
12 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave 0 ;
14 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave -Steel 172 828 Formula result = 0 :
15 40000-03-002-000-000 Desk Sales:Mew York-Broadway 0 A
16 40000-03-002-010-000 Desk Sales-New York-Broadway-Ste 140 823 Helpon this fundtion @

Prr e ¥ o rr o AAPAVRMAPUNGUW0 ek SolosHpubtrnClanlb v s v v v v v v vv v sl irvrsrro v vvrrrrivrsBPrrotrvrevrorrvreverrovrsrersees
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Changing Companies

Lists are always returned from the company code which is selected in the Task Pane.

3 "
b

& FINANCIALS @

b

LY ®

s lists

b g

b g

b g

b g

b g ABX

]

b

S PP -

4 Account Categories

b

% Account Groups

LR L L L L

1. Click on the company code.

- %
FINANCIALS @
lists
ABX

Select a GL Company
ABX

EEC

Budget Codes
Main Accounts
Accounts

Rollup Codes

Ll A ol S o S S S A

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

Note: The company code is obtained from your Sage 100 ERP General Ledger.
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Formulas

Adding Formulas

Formulas can be dragged into the excel workbook to allow you to return balances from the Sage 100
ERP General Ledger based on provided parameters. Each parameter acts as a filter. Formulas are
used to define columns for the report where the type of formula used determines what data will be

retrieved. There are two ways to add formulas to your Microsoft Excel spreadsheet.

e Select the formula from the Task Pane. Drag and drop the formula onto your Microsoft Excel

spreadsheet.

A B C D E F

@ABX Income Statement

2

3

4 Current Period: 5

5 Budget Code: Qriginal

[

7 2010
8 Current Month Budget
] Revenue

10 40000-01-000-000-000 Desk Sales:Irvine-Main

11 40000-01-000-010-000 Desk Sales:Irvine-Main-Steelcase

12 40000-02-000-000-000  Desk Sales:Atlanta-Main

13 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave.

14 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave -Steelcase

15 40000-03-002-000-000 Desk Sales:New York-Broadway

L R 2 Y VN P LA S P b 2 b TP S S S Iy

e Type the formula name directly into the cell.

2010
Current Month Budget

| =GL|

) GLActual
%) GLACtualyTD
%) GLBudget

a

| GLBudgetyTD

! GLClosingBalance
! GLCompanyMame
! GLCurrentPeriod
) GLCurrentYear

! GLOynamicRange
| GLOpeningBalance

=) (59

=

)

LR

=) (59 It‘;il &

||
W

=

ey

o AT
G"‘!I I:."'!II

Mot N N % N R R R Al h A A

F i S S S A S A S

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

FINANCIALS

formulas

Opening Balance

Closing Balance

Actual YTD
Budget
Budget ¥YTD
Current Year

Current Period

-x
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Editing Formulas

Formulas can be dragged into the excel workbook to allow you to return balances from the Sage 100
ERP General Ledger based on provided parameters. Each parameter acts as a filter. Formulas are
used to define columns for the report where the type of formula used determines what data will be
retrieved. 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 fx.

| H9-¢-|= Financial Functions Repor.

Home Insert Page Layout Formulas Data Review VieR
Fﬂﬁ] & Calibri 11 | A AT =
'='|§'

L

[l
[
RN
¢
m
=

Paste B 7 U~ i~ &.,&, = = Merge

= 4 u i

Clipboard Font
F9 -

s Alignment

=GLActualYTD("",2009,1,"ABC")

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

[l bl

v :GL!ActuaI{EDG,EDDﬂ-,l}*—g

o The formula parameters provided in the Function Arguments 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.

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, AccountCategoryCode in that order.

J

Function Arguments -7 |3

GLActual

; I;
GLlink |
=
Year |2011

m

Period i i

Company !_

AccountCategoryCode

Get the MTD GL Actual Amount.
GLLink GL Link eg. 1000 TO 9999,

Formula result = 0

Help on this function i 0K 1 [ Cancel
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e Formulas can be edited manually if you are familiar with the format of the formula. Select the cell
which contains the formula and then double-click the parameter within the formula bar and make
your changes.

4

sUM - x v kK :—GLActualvTD[SBw,scss,S(:sﬁb ¢

v

A B c D ’ E F G H iy

L ¢

’

’

, ABX Summary Income Statement ¢

¢

3 ¢

4 Company Mame:  American Business Expressions :

5 Fiscal Year: 2010 :

& Fiscal Period: 06 ;

7 Actual Original Revised :

g YTD Budget YTD Budget YTD ¢

nd W —eeeeeeeee 4

10] |(40000 TO 45000) |Net Sales |=.GLActua|vTD|] 0 0 ‘
L ] ol

¢

}lllIlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIlIIIIIIIIIIIIIIIIIIIIIIIIIIIJ
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Reversing Negative Numbers

By default the data will show the same as that of the underlying Sage 100 ERP data. For revenue
accounts this may be negative values. You have the option to change these values to a positive number
by editing the formula.

Before After
Actual Actual
YTD YTD

Total Revenue (12 940 469 42) » 12 940 469 42
Other Revenue (1211 364.86) 1211 364 86
Cost of Sales 4 642 535.03 4 642 535.03
Fixed Charges 676 066.48 676 066.48
Other Expenses 8 402 536.00 3 402 536.00
Amorization/Depreciation Expenses 250 000.00 250 000.00
Other Expenses 0.00 0.00
Total Cost & Expenses 13971137 .51 13 971 137.51
Interest Expense 7 500.00 7 500.00
Income Taxes 108 000.00 108 000.00
Het Profit{Loss) (28 238 471.79) 65 19677

1. Click in the formula bar.

2. Add - (minus) to the beginning of the formula name.

Allgnment

‘ont
T ‘_yiLﬂctual[SL&]’,[}Sﬂ,[}SS]

3. Drag the fill handle down to copy these to other accounts requiring the same change. You can also
double-click to fill the formula down, as far as the column to the left is filled with adjacent data.

Learn More:
Converting a Negative Number to Positive using the Layout Generator
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Combining Accounts

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

Account ranges can be used in combination with wildcards and mathematical formulas. When a single-
segment or multi-segment range includes wildcard characters (?), Sage Intelligence Reporting

determines the low and high ends of the range, and then includes all values between those ends,
inclusive.

Account Range Description Result

200-00-00 TO Filter all accounts from 200-00-00 up to and  200-00-00, 200-00-01
220-00-00 including 220-00-00 200-00-02 up to 220-00-00

In a single segment range, filter accounts

Sage Intelligence Reporting will
ranging from 4000 to 5900. d d P g

determine the low end of the range
which is 4000 and the high end of

4200 TO 57200 T|p If you wanted to On|y include the range which is 5900 and return
accounts ending with 00, you could create  amiatl SEETEEIRUEEIES

; - . inclusive. 4000 up to and including
p o ?? . .
are ort!n tree unit with a filter of 2?00 to 5900, which would include for
further filter the results.

example, account 4655.

In a multi-segment range, filter accounts with
first segment ranging from 405 up to and
including 495 and second and third
segments ranging from 00-00 up to and
including 03-03.

Sage Intelligence Reporting will
determine the low end of the range
which is 405-00-00 and the high
475-00-00 TO : : end of the range which is 495-03-03
Tip: If you wanted to only include and return all accounts between the
4?5-03-03 . : : i i
accounts with the first segment starting ends inclusive. 405-00-00 up to

with a 4 and ending with a 5, you and including 495-03-03 which
would include for example, account

406-01-02.

could create a reporting tree unit with a
filter of 4?5-??-?? to further filter the

results.
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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.

L

14 Actual Period 1

15 {101 TO 105 125049.89 |

16

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

Alpha characters are also supported in an account range.

Note: The use of a space on either side of TO is required in order for the formula to be calculated

correctly.

Using Mathematical Calculations
Mathematical calculations can 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 value for
Main Account 700 plus Main Account 705.

2000
Actual Period
1
| 700+ 705 21000
Main Account
Code
J00 12000
J05 9000

Note: The use of a space on either side of the + and/or — signs are required in order for the formula to be
calculated correctly. Brackets are also supported thus calculations in brackets (parenthesis) are calculated
first. For example Main accounts (700 + 705) - 840.
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Using Wildcards

When you enter either a segment value or a full account number, you can place a wildcard character,
which is the question mark (?), in any position of a segment. For example, if the row definition contains
only the Main account segment (assuming a four-character Main segment), entering 4??? in a row, all
accounts whose Main segment value begins with a 4 will be included.

Sage Intelligence Reporting replaces each question mark (?) with the entire range of possible values,
including letters and special characters. For example, in the range from 12?0 TO 12?4, Sage

Intelligence Reporting replaces the question mark in 12?0 with the lowest value in the character set, and

replaces the question mark in 12?4 with the highest value in the character set.

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

Wildcards can be used in combination with account ranges and mathematical calculations. When a single-

segment or multi-segment range includes wildcard characters (?), Sage Intelligence Reporting

determines the low and high ends of the range, and then includes all values between those ends,

inclusive.
Filter Description Result
. - . All accounts starting with 100 up
?
107 Filter all accounts beginning with 10 to 109 with any digits thereafter
Filter accounts with first segment of 101 and 101-00-00
. 101-01-00
101-07?-00 last segment of 00 with second segment of two 101-02-00
digits beginning with 0 101-03-00 up to 101-09-00
Filter accounts with first segment of 201 and 201-00-10
. . 201-01-10
201-??-10 last segment of 10 with no filter on second 201-02-10

segment of three digits

201-03-10 up to 201-99-10

4?00 TO 5700

In a single segment range, filter accounts
ranging from 4000 to 5900.

Tip: If you wanted to only include accounts
ending with 00, you could create a reporting

tree unit with a filter of 2?00 to further filter
the results.

Sage Intelligence Reporting will
determine the low end of the
range which is 4000 and the high
end of the range which is 5900
and return all accounts between
the ends inclusive. 4000 up to
and including 5900, which would
include for example, account
4655,

475-00-00 TO
475-03-03

In a multi-segment range, filter accounts with
first segment ranging from 405 up to and

including 495 and second and third segments
ranging from 00-00 up to and including 03-03.

Tip: If you wanted to only include accounts
with the first segment starting with a 4 and

ending with a 5, you could create a reporting
tree unit with a filter of 4?5-??-?? to further
filter the results.

Sage Intelligence Reporting will
determine the low end of the
range which is 405-00-00 and the
high end of the range which is
495-03-03 and return all accounts
between the ends inclusive. 405-
00-00 up to and including 495-03-
03 which would include for
example, account 406-01-02.
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An example of using wildcards in Microsoft Excel using the GLActual formula could be as follows:

Ulipbuaid 12 roat M| Algniment
D13 - (- fe | =GlActual[3B13}$A52,034)
4l | B c [ o |
1 =
2 2009
= Period
4 1
)| Account Number  Description
6 | 100-00-00 Cash on hand 0
7 | 100-00-A Cash in Trust Fund 0
8 101-01-00 Cash in bank - Reg. checking 16300.93
=4 101-02-00 Cash in bank - payroll 1]
10 101-03-00 Cash in bank - savings 25710
1]
12 |
13 | 101-07-77 42'[!1{].93.
14
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Using Cell References

A cell reference identifies the location of a cell or group of cells in a spreadsheet. 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 Sage 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 2013 and you used 2012 in the Year argument 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 Microsoft Excel updates all the formulas that use that
argument.

The following is an example of a formula using cell references as arguments.

’
E10 - x v & =GLActual($C10,5E57,5D54) :
.
A B C D E F G H - .
i E—— 2y
Function Arguments ::
. (@ ABX Income Statement s :
3 GLlink |5C10 ~40000-01-000-000-000" :
10 ’
4 Current Period: 5 o Year |SEST 2010 v
5 e s Period |SDS4 5 :
7 : 2010 Company || A
e .
8 o Current Month AccountCategoryCode 8
El Revenuges=" =0 :
10 40000-01-000-000-000 4BEsk Sales Inine-Main |u,$E$T,$D$4) Returns the manth ta date general ledger actual amount. ’
H ’
11 40000-01-000-010-000 Desk Sales:Invine-Main-Steelcase 230437 Company is the company code retrieved from the general ledger.s
12 40000-02-000-000-000 Desk Sales:Atlanta-Main 0 :
13 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave. 0 :
14 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave -Steel 172 828 Formula result = 0 ¢
pA
15 40000-03-002-000-000 Desk Sales:New York-Broadway 0 ¢
Help on this funciion Ok
16 40000-03-002-010-000 Desk Sales-New York-Broadway-Stee 140 823 ST e :
PP P PTRLPPLPPLPEOPPRPEPYVEVP ISP AT TR LRI PP PP PRSPPI PP Ir

Tip: Excel named ranges can also be substituted for a cell reference in any function argument.
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Using Relative or Absolute Cell References
By default, a spreadsheet 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 $A3$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.

If you are entering a value in your formula, be sure to include any alpha-numeric data in double-quotes
(* “). This will ensure that Microsoft Excel interprets the value as a text value and not a cell reference.
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Displaying Cell Formulas instead of Values

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

1.

2.

[ilz]

10
11 |SourceCurrency
12

13

14 Assets
15 210100
16 210101

17 210102

18 210103
19 210104
20 210105

21 210106

227, 210110
23 210111

24 210112

25 210113
26 210114
27 ‘210115
28 (210116

| 210120
2,210

ZAR

Current Assets

Obscelesence Fin Goods

Stock on Hand Equipment
Stock on Hand Footwear

Stock on Hand Leisure Clothin
Stock on Hand Outdoor Clothin
Stock on Hand

Stock on Hand Non Merchandise
Provision for Count Adjt

Stock in Transit Equipment
Stock in Transit Footwear
Stock in Transit Leisure Cloth
Stock in Transit Outdoor Cloth
Stock in Transit

Stock in Transit Non Merchandi
Non Sellable Stock

=SUM(D15:0103) =SUM(E15:E103)
=GLOpeningBalanceX3($C$5,5C57,5815,5C36,3C3 =GLClosingBalanceX3($C$5,5C57, 5515'“-1
=GLOpeningBalanceX3($C$5,5C$7,5B16,3C$6,3C$ =GLClosingBalanceX3($C$5,5C37,5B16,$CH
=GLOpeningBalanceX3($C$5,$C$7.5817,5C$6,3C$ =Gl ClosingBalanceX3($C$5,5C$7.5B17,
=Gl OpeningBalanceX3($C55,$C57,$B18,$C$6,5C3 =Gl ClosingBalanceX3($C$5,5C57,$B18,
=GLOpeningBalanceX3(5C$5.5C57.5819,5C36.5C$ =Gl ClosingBalanceX3($C55,5C57,5B19,.5C4
eX3(5C$5,50$7,5820,5C%
-GLOpeningBalanceX3($C$5,$C7,$B21,$C$6,5C$ ~GlLClosingBalanceX3($C$5,5C57,$B21,
-GLOpeningBalanceX3($C$5,$C$7.5B22,$C$6,5CS ~GLClosingBalanceX3($C$5,5C$7,5B822.$CA
=GLOpeningBalanceX3($C$5.5C57.3823,5C36,5C3 =G|.Gos'ulgB.il‘lcex3[$C$5'$c$7,$BZ3rscl
=Gl OpeningBalanceX3($C55,$C57,$B24,$C$6,5C3 =GL ClosingBalanceX3($C$5,5C57, 5824,
=GLOpeningBalanceX3($C$5.5C57.5825,5C36.5C$ =GLClosingBalanceX3($C$5.5C37.5B25.5C4
=GLOpeningBalanceX3(5C$5.5C57.5826,5C56,5C3 =Glﬂnsirgﬂd-xex3[$€$i$€$T.$BZ&$d
=GLOpeningBalanceX3($C$5,5C$7,5827,5C$6,5C$ =GLClosingBalanceX3($C$5,5C$7,5B27,

=GLOpeningBalanceX3($C$5,5C$7,5820,5C$6,5C3 =GLClosi

=GLOpeningBalanceX3($C$5,5C$7,5B28,3C36,3CS =GLClosingBalanceX3($C$5,5C$7,5B28,$C

-GLOpmulgdelceX3l$C$5.$C$7 5329 $C$6.5C8 —GI.GosmgB.iﬂiceX:i[SCSiﬂ:ST 5329 scl

[lz]] 4| & c
n SourceCur ZAR
. 12-|
13

__1_4__1;A.mets Current Assets 19 963 877.40

[+ 157210100  Obscelesence Fin Goods 0.00
16 210101 Stock on Hand Equipment 27292375
117 210102 Stock on Hand Footwear 18 439 82027
18 210103 Stock on Hand Leisure Clothin 0.00
119 210104 Stock on Hand Outdoor Clothin 0.00
20 210105  Stock on Hand 0.00
121 210106  Stock on Hand Non Merchandise -184.45 -184.4
122 210110 Provision for Count Adjustment 0.00 0.00
23210111 Stock in Transit Equipment 82158.47 82158.4
24 210112 Stock in Transit Footwear 0.00
25210113 Stock in Transit Leisure Cloth 0.00 0.00
26 210114 Stock in Transit Outdoor Cloth 0.00
27210115 Stock in Transit 0.00
= 210116 Stock in Transit Non Merchandi 0.00
29210120 Non Sellable Stock -269.09

30 210130 Stock of Raw Materials
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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.

Lo |

199 6400-00-00-00 Rent 0.00

200 |6400-00-10-00 Rent - Sales 3 150.00
201 |6400-00-20-00 Rent - Mkig 210000
202 |6400-00-30-00 Rent - Oper 420000
203 |6400-00-40-00 Rent - Admin 1050.00

204
205 |6400-00-00-00 TO 6400-00-90-00

If any new accounts were added to the General Ledger, for example, Account 6400-00-50-00 Rent -
Showroom, it would automatically be included in the Rent amount as it falls within the account range
of 6400-00-00-00 TO 6400-00-90-00. Therefore no changes would be required in your report layout.

215 A B | D
5 2008
= Year to Date
8
* 9 Revenue 137 998 674.79
| 62
+ 63 Cost of Goods Sold 54 961 065.74
131
132 Gross Profit/|Loss)
133
¥ 1134 Other Income & Expense 824 131.07
174
175 Total Income
[=] 176
E 177 Operating Expenses 2038 204 10

| 199 [6400-00-00-00 TO 6400-00-90-00 Rent 10 500.00]
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Missing Accounts

The Missing Accounts tool allows you to ensure that your report designer layouts are accurate by
checking the accounts that exist in the layout and comparing them to the accounts which exist in your
General Ledger. This allows you to view which accounts are missing and then to decide if you'd like to
add them to any of your report layouts.

Tip: We recommend that you regularly run the Missing Accounts option on each of your financial

statements to view any new General Ledger accounts which have not been included in your reports.

The option to view missing accounts is available from the Task Pane in Microsoft Excel under the Tools
tab.

Viewing Missing Accounts for the Current Layout

1. To view missing accounts from your current layout, from the current worksheet that is displayed in
Microsoft Excel, select the Tools tab from the Task Pane in Microsoft Excel.

2. Select View, Current Sheet.

FIMANCIALS

tools

Missing Accounts

All Sheets
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If there are no missing accounts a notification message will indicate that there are no accounts
missing from your current worksheet that exist in your General Ledger.

FINAMCIALS

tools

Missing Accounts

Missing Accounts

Hooray! You have no missing accounts.

If there are accounts missing from your current worksheet, a Missing Accounts worksheet will be
generated in the Microsoft Excel workbook to display the accounts that are missing from your
current worksheet. Don't panic! Odds are you will always have missing accounts because if you're
checking the Income Statement, all of your Balance Sheet accounts will be missing, and vice versa.

WASSAMANSALLEA ML S AAAEEL A AL AL AL S SAEAEAAAAMRAASAREAEEIE 1Y VIR AAAAA AN,
- X
1| Missing Accounts for Income Statement tools .
Pl Company | Account Account Description Account Category |Account Group |Account T =
3 |ABX 10000-01-000-000-000 Petty Cash:rvine-Main Assets Current Assets Cash
4 |ABX 10100-01-000-000-000 Cash on HandlIrvine-Main Assets Current Assets Cash
5 |ABX 10200-01-000-000-000 Reg. Chkg.Irvine-Main Assets Current Assets Cash Missing Accounts
& |ABX 10300-01-000-000-000 P/R. Chkg.Irvine-Main Assets Current Assets Cash
7 |aBx 10400-00-001-000-000 Savings Account-Peach Ave. Assets Current Assets Cash ;'E‘;jr'v‘tffs;f:r’:’n'ﬂ"tt::;:::n;f
8 |ABX 10400-01-000-000-000 Savings AccountIrvine-Main Assets Current Assets Cash inyour report.
9 |ABX 11000-01-000-000-000 Accounts Receivabledrvine-Main Assets Current Assets Cash
10 |ABX 11000-01-001-000-000 Accounts Receivabledrvine-Peach Ave. Assets Current Assets Cash
11 |ABX 11000-02-000-000-000 Accounts Receivable:Atlanta-Main Assets Current Assets Cash
12 |ABX 11000-02-001-000-000 Accounts Receivable:Atlanta-Peach Ave. Assets Current Assets Cash E
13 |ABX 11000-03-002-000-000 Accounts Receivable:New York-Broadway Assets Current Assets Cash
14 ABX 11000-04-003-000-000 Accounts Receivable:Houston-Clay St. Assets Current Assets Cash Missing Accounts X
15 |ABX 11300-01-000-000-000 Other Receivables:rvine-Main Assets Current Assets Cash
16 ABX 11300-02-000-000-000 Other Receivables:Atlanta-Main Assets Current Assets cash o ::‘;f:;‘;“I:;i“;’:r';:‘nEy”‘:‘w‘"‘a‘;‘;:;('s"“
17 |ABX 11300-02-001-000-000 Other Receivables:Atlanta-Peach Ave. Assets Current Assets Cash
18 |ABX 11300-03-002-000-000 Other Receivables:New York-Broadway Assets Current Assets Cash
19 |ABX 11300-04-003-000-000 Cther Receivables:Houston-Clay St. Assets Current Assets Cash
20 |ABX 11400-00-000-000-000 Credit Card Depaosits-Main Assets Current Assets Cash
21 |ABX 11400-01-000-000-000 Credit Card Depositsidrvine-Main Assets Current Assets Cash
22 | ABX 11500-01-000-000-000 Allow. for Bad Debtirvine-Main Assets Current Assets Cash T
23 |ABX 11600-01-000-000-000 Scrap:Irvine-Main Assets Current Assets Cash hd
< e | Summary Cash Flow Cash Flow Detail Categories | Missing Accounts ® 4 3 Y T — D

i M -——+ 100%

3. Inthe same workbook, click on the Missing Accounts worksheet. A list of accounts which exist in
the General Ledger but are not being used in the formulas you selected, will be listed.

Note: This worksheet is updated each time the Missing Accounts option is run. Always select your

formulas and click the Missing Accounts View option before viewing the Missing Accounts worksheet.

4. Copy any missing accounts which you'd like to be included in your report, and insert them under the
correct heading in your financial statement.
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Viewing Missing Accounts for All Layouts

1. To view missing accounts for all the layouts in your workbook, select the Tools tab from the Task
Pane in Microsoft Excel.

2. Select View, All Sheets.

v X
FIMAMNCIALS
tools
Missing Accounts View

Current Sheat

If there are no Missing accounts a Task Pane notification message will indicate that there are no
accounts missing from your current sheet that exist in your General Ledger.

If there are accounts missing from your current sheet a Missing Accounts worksheet will be
generated in the Microsoft Excel workbook to display the accounts that are missing from each
layout. Don't panic! Odds are you will always have missing accounts because for the Income
Statements, all of your Balance Sheets accounts will be missing, and vice versa.

L T T T T T T T T T T T T T T T T T T T T T T T T T T T T T e T T T T T T T T T e
=

131 |ABX 97000-04-003-000-300 Employees:Houston-Clay St.-Receiving Mon Financials Mo. of Employees  Non-Fina
132 |ABX 97000-04-003-000-400 Employees:Houston-Clay St.-Shipping Mon Financials Mo. of Employees  Non-Fina
133 | ABX 97000-04-003-000-500 EmployeesiHouston-Clay St.-Warehouse Mon Financials Mo. of Employees  Non-Fina
134 | ABX 97000-04-003-000-600 Employees:Houston-Clay St.-Accounting Maon Financials Mo. of Employees  Non-Fina
135|ABX 97000-04-003-000-700 Employees:Houston-Clay St.-Payroll Mon Financials Mo. of Employees  Non-Fina
136 |ABX 97000-04-003-000-800 Employees:Houston-Clay 5t.-H/R Mon Financials Mo. of Employees  Non-Fina
137 |ABX 97000-04-003-000-900 Employees:Houston-Clay St.-Admin Mon Financials Mo. of Employees  Non-Fina
138

139 Missing Accounts for Balance Sheet
140

PR A A A o O A S R E RN R R O

141 |ABX 97000-01-000-000-100 Employeesirvine-Main-Sales Mon Financials o. of Employees  Non-Fina
142 |ABX 97000-01-000-000-200 Employeesirvine-Main-Marketing Mon Financials Mo. of Employees  Non-Fina
143 |ABX 97000-01-000-000-300 Employeesirvine-Main-Receiving Mon Financials Mo. of Employees  Non-Fina
144 | ABX 97000-01-000-000-400 Employeesirvine-Main-Shipping Mon Financials Mo. of Employees  Non-Fina
145|ABX 97000-01-000-000-500 Employeesdrvine-Main-Warehouse Mon Financials Mo. of Employees  Mon-Fina
146 | ABX 97000-01-000-000-600 Employeesirvine-Main-Accounting Mon Financials Mo. of Employees  Non-Fina
147 |ABX 97000-01-000-000-700 Employeesirvine-Main-Payroll Mon Financials Mo. of Employees  Non-Fina
148 | ABX 97000-01-000-000-800 Employeesirvine-Main-H/R Mon Financials Mo. of Employees  Non-Fina
149 | ABX 97000-01-000-000-900 Employeesirvine-Main-Admin Mon Financials Mo. of Employees  Non-Fina
150|ABX 97000-02-001-000-100 Employees:Atlanta-Peach Ave.-Sales Mon Financials Mo. of Employees  Mon-Fina
151 |ABX 97000-02-001-000-200 Employees:Atlanta-Peach Ave.-Marketing Mon Financials Mo. of Employees  Non-Fina
152 |ABX 97000-02-001-000-300 Employees:Atlanta-Peach Ave.-Receiving Mon Financials Mo. of Employees  Non-Fina
153 |ABX 97000-02-001-000-400 Employees:Atlanta-Peach Ave.-Shipping Mon Financials Mo. of Employees Nan-Final| vy
4 .. | Summary Cash Flow Cash Flow Detail Categories Missing Accounts ()] [ IR

3. Inthe same workbook, click on the Missing Accounts worksheet. A list of accounts which exist in
the General Ledger but are not being used in the formulas you selected, will be listed.

Note: This worksheet is updated each time the Missing Accounts option is run. Always select your

formulas and click the Missing Accounts View option before viewing the Missing Accounts worksheet.

4. Copy any missing accounts which you'd like to be included in your report, and insert them under the
correct heading in your financial statement.
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Designing Financial Reports

Designing a Basic Income Statement

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

1. Set-up your spreadsheet with a heading.

A B C o :
1 ¢
, @ ABX Income Statement
3 &

2. Incell E6:E8, create a column heading. Drag the current year and current period formula in to
ensure you are always reporting on the latest data.

M fe || =GLCurrentYear("ABX") v

A B C D E F G H 1 |«

5 @ABX Income Statement FINANCIALS
: formulas

o
7 Period Opening Balance
s 5
Closing Balance
9
0 Actual
11 Actual YTD
12
5 Budget
14 Budget YTD
15 -
- Current Year
o Current Period

PP P PPPPPPPPTPIPPIIPPPPIPPPPIIPIIPIPPIPIPIIPPPPTIPPPIFPPLPIVPPPPIIIPPPPPIPIIIIIPPIIIP

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

report.
A B C D E F G H 1|~

1 - X
@ ABX Income Statement pAnaAs @

2 .

3 lists

6 2010

7 Period ABX

8 5

9 !\flsin A iption Account Catege Account Group Account Type Cash Flow|Type Account Categories

1010000  Petty Assets Current Assets Cash [

11{10100  Cashon Hand tAssets  Cash c Account Groups

12 :10200 Regular Checking Assets Curren C Account Types

13 '10300 Payroll Checking Assets Current Assets Cash Budget Codes

14110400  Sawvings Account Assets Current Assets Cash [ _

15 [10500 Special Account Assets Current Assets. Cash ® \

16 :110()0 Accounts Receivable Assets Current Assets. Cash o Accounts

1711300  Other Receivables Assets Current Assets. Cash N

1811400  Credit Card Deposits Assets CurrentAssets  Cash € Rollup Codes

1911500  Allowance for Bad Debt ~ Assets Current Assets. Cash N

20 :11600 Inventory Scrap Assets Current Assets Cash N

21[11800, , 1oy Bepaits Gleaping, , , , ASSesS, , , , L CUFENEASSEIS, , » L350 s s s s s s s MNos s s dvvrvvsssvssssossvsssssssssvssisssviiis

4. Clear the columns not required.

5. Delete the balance sheet accounts not required.
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6. Drag and drop the Actual formula onto your spreadsheet in the same row as your first account.

@ ABX Income Statement I:' FINANCIALS 6)

E formulas

5 2010

7 Period Opening Balance

g 5

a Main Account Code Description Closing Balance

W e ——
r .

47 ’40200 Chair Sales Actual YTD

54 41800 Interest Income

55 22000 Other Income Budget

56 '45000 Discounts Allowed Budget YTD

57 50000 Cost of Sales Desks - Ty

58 50200 Cost of Sales Chairs Hrrent rear

1
FRP PP PP PIPPP L PP PP PP ITCPTFEPIAFFCUW P PP PP PP PP PP PP PP IPPP I PP PP PP P PPP PP PP PPPPEVTFEPE RV L PSPPI P22 000

7. Change the Actual formula to link to the correct main account, year and period. You can do this by
clicking the fx button and making the changes.

vt X v & =GLActual($C10,E$6,E58) v;

.

A B c D | E F G H 1 ¢

X

1 | M

ABX Income Statement e -

5 -

: GlActual v

= - .

5 2010 Year |Es6 B8] = 2010 4

- =l o ’

7 Period Period |ESG - =3 Y

5 5 ooy ] - :

. Mai account Cog ' B A — :

10] 40000 Desk Sales Bl(SC10E86,E58) | e A
v -

. : ¢
= 0200 Chair Sales Retums the month to date general ledger actual amount, ¢
18 41800 Interest Income -,
1 712000 Other Income Oy CUBE e AR 4

-
20 45000 Discounts Allowed ;
21 50000 Cost of Sales Desks I
22 50200 Cost of sales Chairs Formula result = -640103.08 4
23 sa300 Cost of Sales Lighting R Tl
ﬂllIlllll"f\"lllIIIIll’%f}mt'!d’r’"’\fif:fllll}lflllll}lllIIIIlllIIIIlIlllIIIIlllIllllllllllllllllllll’

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

Tip: Some data may be stored as a negative number which causes your reports to reflect data
incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill handle
down to copy the formula to other rows requiring the same change.

8. Drag the fill handle down to copy the formula down to other account rows.
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9. Add headings, totals and formatting using Excel features and set your print area.

A B D | E . F
1
, @ ABX Income Statement
3
4]
7
8
9 Revenue
10 40000 Desk Sales 640 103.08
11 40200 Chair Sales 426 735 40
12 40300 Lighting Sales 113 79611
13 40400 Ergonomics Sales 108 §17.53
14 40600 Accessories Sales 71122 55
15 40700 Miscellaneous Sales 0.00
16 40800 Repair Sales 42 673.54
17 40900 Returns & Allowances 0.00
18 41800 Interest Income 0.00
19 42000 Other Income 0.00
21 Total Revenue 1403 248 21
22
23 Cost of Sales
2"-1,,,,,,,'U'U[]""",,,,C,US}gj-?E'IE'SPE'SES',,,,,,,,""'3;4;5,?5_9,?,,,,,

A A AR AL MAA A A AL LA AAAA AR A A AR A A A AR AR AR

10. Using Excel features, add grouping so that you can see a summarized view. You can click the 2 to
see the expanded view when required.

1] 2] A B

D

[+]

21
22
34
35
36
37

+] |74

75

+] |82

83
84

[+]

t @ ABX Income Statement

Total Revenue

Total Cost of Sales

Gross Profit

Total Expenses

Total Other Income/Expense

Net Profit

11. Save your report for future use.
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2010

Period
5
1403 248.21

585 652.26

514 565.95

513 34747

0.00

1218.48

e %51 FaE A AN SNl S S A A AR A A A A A A S A A A A A A A

LR R R R T Y
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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 spreadsheet as well as titles for Current Year and Current Period.

& B 18

Balance Sheet

Current Year
Current Period

B lwW k] =

i

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

& B C D E F G H J K = b
1 Balance Sheet FINANCIALS
2 Current Year 2010 formulas
3 |Current Period 06
4
)
& Opening Balance
7
8 Closing Balance
3 =| Actual
i Actual vTD
s
iz Budlget
13 Budget ¥TD
14 "
15 Current Year
16
17
...................................................................

3. Drag and drop the Main Accounts list into cell A6

0 a = - - T O D T el = -
1 Balance Sheet | FMANCIALS

2 |Current Year 2010 1 ||StS

3 |Current Period 0&

4
S
| & [main nt Code Descriptic Account C Account G&ccount T Cash Flow Type Account Categories
7 |10000 tAssets  Current & Cash ©
EMMDW Account Groups
| 9 |10200 Regular Ctassets  Current &:Cash Account Types
| 10 /10300 Payroll Chassets  Current & Cash © -\ Budget Cades
| 11 10400 Savings Acsssets  Current & Cash &
| 12 J10500 Special AcAssets  Current &:Cash ©
| 13 11000 Accounts | Assets Current A Cash (o] Accounts
| 14111300 OtherRecassets  Current & Cash Il Rollup Codes
| 15 J11400 Credit Car Assets  Current &: Cash [
| 16 |11500 Allowancefssets  Current A:Cash M
LA S AR b b bbb bdbhl it Axdnsdsuscnta’sdaba st bossnl 000000800t btddbddbdbddddddoddsdsddddddsdsdds

4. Delete the income statement accounts not required, and create headings and totals where required
for your rows.
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&
3 Assets
g Current Assets
3 10000 Petty Cash
10 10100 Cash on Hand
11 10200 Regular Checking
12 (10300 Payroll Checking
13 10400 Savings Account
14 10500 Special Account
__;L_§_J:11EIEIEI Accounts Receivable
16 11300 Other Receivables
17 11400 Credit Card Deposits
18 11500 Allowance for Bad Debt
13 rllEEIEI Inwentary Scrap
20 (11800 Iny Repairs Clearing
21 rlEEIEIEI Inventory Lighting
22 12030 Inventary Desks
23 12040 Inventory Chairs
24 12050 [nventory Ergonormics
23 :121EIEI Inventory Accessories

26 (12400 InuentDrE HEEairs 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 spreadsheet 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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A o i s

L RN

IF - K & _. =GLOpeningBalance($A8,5C52)
] A B | C | D E
1 ABX Balance Sheet
2 Year 2010
| 3 Current Period 5
= Opening Balance
6 Assets
| Current Assets
g (10000 Petty Cash Jancaieng arel |
| 9 10100 Cash on Hand IR S
| 10 | 10200 Regular Checking GLOpeningBalance
| 11 10300 Payroll Checking GLLink
[ 12 10400 Savings Account Vear
13 (10500 Special Account
| Company
| 14 11000 Accounts Receivable
| 15 11300 Other Receivables ot s
11400 cCredit Card Denosits AccountGroupCode
MMMWWW

column in the same row as your first account.

10.

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

Drag and drop the Closing Balance formula onto your spreadsheet in the YTD Closing Balance

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 % « [ | =GLClosingBalance($A8,5C$2,$C53) <
! A B c D E 3 p
4
1 ABX Balance Sheet 3
%
2 Year 2010 :
3 Current Period 5 3
4
- Opening Balance YTD Closing Balance :
%
6 Assets :
7, Current Assets 4
3 |10000 Petty Cash 75 0N {GAQ Grad §raz) 4
9 |10100 Cash on Hand e {
10 10200 Regular Checking GLClosingBalance 4
11 10300 Payroll Checking GlLink | ) F&| = ~10000" 1
[ 12 10400 Savings Account Your Bl = 0107 :

13 (10500 5 ial A t
pecia ccoumn Period s 1
| 14 111000 Accounts Receivable — 4
{15 11300 Other Receivables i i 2l = §
| 1611400 Credit Card Deposits RESTIT RIS TEE Bl - p
| 17 11500 Allowance for Bad Debt e :
e i A s 4 000000000l B B L . A 0040000000000,

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 if required.

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

Page 98 of 162



91 32000
52 40000 TO 79000

93

Retained Earnings
Current Year Earnings

Total Equity

11213 A B
1 ABX Balance Sheet
2 Year
3 Current Period
5

57 Total Assets

58

87 Total Liabilities
28

89 Equity

90 30000 Equity

91 32000 Retained Earnings
92 40000 TO 79000 Current Year Eamings
93 Total Equity

;m— L

14. Save your report for future use.
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2010

Opening Balance

YTD Closing Balance

1364 354.67

=508 219.75

-10 000.00
-846134.92
0.00

-856 134.92

2711 590.91

-1 355 734.87

-10 000.00
-846134.92
-499 721.12

-1 355 856.04
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Designing 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 Microsoft Excel formulas and basic accounting is
required.

1. Follow the instructions to design a basic income statement.

A B C D E F ¢

¢

1 £
r

r

. (#® ABX Income Statement ‘
r

3 e
r

’ r

5 2010 ’
. ¢

7 Period ¢
¢

8 5 p
9 Revenue :
10 40000 Desk Sales 640 103.08 ¢
11 40200 Chair Sales 426 735.40 :
12 40300 Lighting Sales 113 796.11 :
13 40400 Ergonomics Sales 108 817.53 ¢
14 40600 Accessories Sales 71122.55 :
15 40700 Miscellaneous Sales 0.00 :
16 40800 Repair Sales 42 67354 ¢
17 40900 Returns & Allowances 0.00 :
18 41800 Interest Income 0.00 4
19 42000 Other Income 0.00 ‘
21 Total Revenue 1403 248.21 :
22 +
23 Cost of Sales :
24 50000 Cost of Sales Desks 347 675.97 ¢
LA F S o i S S S S A S S S S S A AN A A A A A

2. Copy column E to create a second column.

3. Incell F6, 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 one from the current period. If the result is less than or equal to zero, then the period is
within the previous year. =IF(E$8-1<=0,E$6-1,E$6)

6 - fe || =IF(E$8-1<=0,E$6-1,E$6)

A B C D
, @ ABX Income Statement

6 | 2010 2010

m
-
("]

P R L R T L L L

7 Period Period
g 5 5

21 Total Revenue 1403 248.21 1403 248.21
22

34 Total Cost of Sales 888 682.26 886 662.26

P A o o A A .

»|
b
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4. In cell F8 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. =IF(E$8-1<=0,E$8-1+12,E$8-1)

F8 - Fe =IF(ES8-1<=0,E58-1+12,ES8-1) ;
<

1]z A B C D E F ¢
[1]z] I
1 y

<

<

. (@ ABX Income Statement ‘

3 ‘

£

2010 ’

5 2010 ¢

7 Period :

8| ‘

21 Total Revenue 1403 24821 14710107
,

L o A o O O o o

5. Select column F.

6. Hover over the fill handle till the cursor becomes a cross, then drag the column to the right for
however many periods you would like to see data for.

m
-
(]
=

1

R R R L L L e

2010
Period
Y|
1471 011.07

1403 245.21

111111%3%2-% 11111@3'312-31 A A o
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7. Notice the year and periods updated automatically.
1 | 4 ] E F G H 1 1

1
, Income Statement
3
6 2010 2010 2010 2010 2010 2009
7 Period Period Period Period Period Period
8 5 2 1 12

21 |Total Revenue 140324821 1471011.07 1744 749.62 756 239.48 675 003.20 756 2393.48
22

34 |Total Cost of Sales 888 682.26 803 132.21 1089 024.90 492 067.35 444 579.89 490 282.31
35
36 |Gross Profit 514 565.95 667 878.86 655 724.72 264 17213 230 423.21 265 957.17
37

74 |Total Expenses 513 34747 423 748.86 361 050.09 255 35422 27954321 289 001.01
75

82 |Total Other Income/Expense 0.00 0.00 0.00 0.00 0.00 0.00
&3
84 |Net Profit 1218.48 244 130.00 294 674.63 8 817.: 49 119.90 23 043.84
85

01118164 P A A o o o AR

4
+
4
4
4
4
+
4
+

AAAAARAAAAAAAAALN AR

8. If you used cell references in your formulas correctly, the formulas will also all update correctly for
the year and period in each column.

9. 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.
o B %
1 Balance Sheet
2 Current Year
3 Current Period
il
Ay A Ay A Ay A A A NN A N A Ny A
2. Drag the formulas for Current Year and Current Period formulas into their respective cells.
4l & T %0 c o] F 6 [ w1 [ 7 [ & Ees
1 Balance Sheet FINANCIALS
2 |current vear 2010 formulas
ECurrent Period 0&
a4
3
& Opening Balance
(7
8 Closing Balance
il =| Actual
iy Actual YTD
i H
12 Budget
13 Budget ¥TD
14
15 ™= Current Year
16
17 S R S S S N A S N — ——
3. Drag and drop the Main Accounts list into cell A6
—an T s e 5P e A5 S T RO R ITTTTE E
1 Balance Sheet | FMANCIALS
2 Current Year 2010 i ||StS

3 |Current Period 0&

Account Categories

Account Groups

Main nt Code Descriptic Account C Account G&ccount T Cash Flow Type
10000 tAssets  Current & Cash ©

10100 Cash on H Assets :Cash C

10200 Regular Ctassets  Current &:Cash

10300
10400
10500
11000
11300
11400
11500

2Py R ) R R

Payroll Chassets
Savings & sssets
Special Ac Assets
Accounts | Assets
Other Rec Assets
Credit Car Assets
Allowance Assets

L a3 At Ao arAeE A AR 4 4

Current A: Cash
Current A:Cash
Current A:Cash
Current A Cash
Current & Cash
Current &: Cash
Current &: Cash

FE = 020000

PO

AAALALDLLSSSSs0 0005800040400 a8

Account Types

Budget Codes

Accounts

Rollup Codes

AASSASESSSSSSLSLS
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4. Delete the income statement accounts not required, and create headings and totals where required
for your rows.

13 10400
14 10500
15 11000
16 11300
17 11400
18 (11500
19 (11600
20 11800
21 12000
72 (12030
23 12040
24 (12050
25 12100

Assets

Current Assets

Petty Cash

Cash on Hand
Regular Checking
FPayroll Checking
Savings Account
Special Account
Accounts Receivable
Other Receivables
Credit Card Deposits
Allowance for Bad Debt
[nventary Scrap

Iny Repairs Clearing
Inventary Lighting
Inventory Desks
Inventary Chairs
Inventory Ergonomics
[nventory Accessories

26 rlzﬂrl]l:l InventDrE HEEairs in Process

5. Inrow 5 add column headings.

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

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

ca ad fr =-G.Li3-peningBaiénce(.';"zz.ﬁ.i.Uj z
A B [ g o] & F G H I =
1 Balance Sheet FINANCIALS
2 CurrentYear 2010 = formulas
3 Current Period 06
4
5 Opening Balance Quarter1l Quarter? Quarter3 Quarter4 Year
3
¥ Assets Closing Balance
& Current Assets
3 (10000 Petty Cash -2.9103BE-10f Actual
10 10100 Cash on Hand Actual ¥YTD
11 0200 Regular Checking
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA AT PP PP PPPPPPPwy 4
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7. Change the Opening Balance formula to link to the correct company and year. You can do this by
clicking the fx button and making the changes or alternatively typing directly into the formula area.

IF ~(= % \/-fr| =GLOpeningBalance(549,5B52) <
4] A ] B Pl = [ ¢ [ e [ w o] B
1 Balance Sheet

1
__2 [Current Year 2010
3 |Current Period 06

1

4
3 | Opening Balance Quarterl Quarter2 Quarter3 Quarter4 Year :

1

Function Arguments

7 Assets

1 GLOpeningBalance
8 Current Assets e =
3 0000 Petty Cash ce(549 LU §49 Bi| = "0
10 10100 Cash on Hand vear |sng =
11 10200 Regular Checking Company | | =
_1_2_;’10300 Payroll Checking AccountCategoryCode | ﬁ =
13 rlﬂflUU Savings Account AccountGroupCode | | =
[ a " ) ;
Aakiliessssdididiiessssssssssssess

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

Tip: Some data may be stored as a negative number which causes your reports to reflect data
incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill handle
down to copy the formula to other rows requiring the same change.

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

-10000
-846134.32

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

Fate v Alldbumich. La | Hunoer T buyies Cells | Evilifiy |
~ (" f | =GLClosingBalanca(",2010,6) <
B _i o, (opeees c [ s [ w [l ,
4
Balance Sheet FINANCIELS <
4
010 - formulas 14
06 >
4
Opening Balance GQuarterl Quarter2 Quarter3 Quarterd Year :
Opening Balance 1
Assets G O
Closing Balance
Current Assets
Petty Cash 73 ask Actual
Cash an Hand 0 Actual ¥TD
Regular Checking 122039.12
: Budget
Fayroll Checking 2720.92
Savings Account 1oo0a Eudget ¥TD
Ly T P O P O P Y PP Y Y rY YT Y Y YYYVY Yy F P Y S Y S Y D Y Y Y Y Y Y P Y T T T T T P PP T T T Y Y Y PP PP T YT YwYY
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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.
PP OY o j Ao s L e s o
IF ~(© % « f| =6LclosingBalance($A9,$B$2,3) <
2, B | © D E F G H i |
1 Balance Sheet "
2 Currentyear 2010 ﬁ
3 |Current Period 08 4
p
L& 4
5 Opening Balance Quarterl Quarter2 Quarter3 Quarterd4 Year :P
3 (o= i ;
B Function &rguments
7 Assets
8--- C — GLClosingBalance
urrent Assets ,
ﬂlDDDD Petty Cash alink |49 = o
10 10100 Cash on Hand vear |$B$2 | = "o
11 10200 Regular Checking Period |3 | = 3
12 10300 Payrall Checking Company | | =
=k _
13__2710400 Savings Account AccountCategoryCode | | =
14 /10500 Special Account
15 1000 Accounts Receivable

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

Relative or Absolute Cell Referencing.

Tip: Some data may be stored as a negative number which causes your reports to reflect data
incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill handle
down to copy the formula to other rows requiring the same change.

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.

e | =GLActualvTD("™, 2010,6)

b [ ¢ Jo] E B @ [ H

Balance Sheet

1]
2 2010
5 s
A
15| Opening Balance Quarterl Quarter2 Quarter3 Quarterd
6——.
| 7 Assets
& |Current Assets
| 9 |Petty cash b s s s s
| 10 |Cash on Hand i 0 0 0 0

FINANCIALS

formulas

‘Year to Date
Opening Balance
Closing Balance

Actual

| 11 |Regular Checking 122039.12 -35854 2273655 2273655 227365.5 e —
VlngayrUII Checking 2720.92 656,92 4280.82 428092  4280.82 HEGE
| 13 Savings Account 10000 10000 10000 10000 10000 Budget YTD
| 1%1_:5pecia| Account ] ] ] ] 1] ClFEERENETR
¥ idda e b bbb b b bbb bbb b AABEER LA ASBAE 4 A BN A ANERN R AWIAE LA bddddddddsddddsdddddddsdsssdss
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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 --;f - X s/f.f-'| =GLActualYTD($AS0,5B52,5B53) )
A Z B 8 E T SN S =T T ..
Balance Sheet

4t

__2 Current Year 2010
3 |Current Period 06
5

Opening Balance GQuarterl Quarter2 Quarter3 Quarterd Yeal

=
Y Function Argurnents

7 Assets

_E-. C t Assets GLActualyTD
urren .

5 |10000 Petty Cash Glink | ] = 10000
10 10100 Cash on Hand Vear |$ES2 | = eow
|11 10200 Regular Checking Period i$E$3 = "0g"
|12 10300 Payroll Checking Company | -
.}.3__519499 Savings Account AccountCateqgoryCode | ﬁ =

Special Account 0
AceotntsReceivable ‘Year to Date General Ledger Actual Amount,

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

Tip: Some data may be stored as a negative number which causes your reports to reflect data
incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill handle
down to copy the formula to other rows requiring the same change.

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.
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Designing 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.

i A :

1 ABX Statement of Cash Flow

[ 2 CurrentYear 2010
3 |Current Period 06

D e

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

A B c D E £ G H ] J K =
1 ABX Statement of Cash Flow = Fmanaas
Zlcurrentvear 2010 fOI’le'aS
3 Current Period 06
4
5
2 Opening Balance
7
P Closing Balance
9 Actual
o Actual YTD
11
1 Budget
= Budget YTD
14
15
16 ™Current Period
17

A B o D .
1 ABX Statement of Cash Flows s
2 |Year 2010 ]
3 |Current Period 6 *
4 Current Period |Year to Date
5 Cash Flows From Operating Activities:
B Adjustments to Reconcile to:
7 Changes in Operating Assets & Liabilities
8 Total Adjustments
B Net Cash Provided (Used) By Operating Activities
10
T} 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
[FVOVRRRRPILE L 3111 LTI A Tl VPV VIPPIDUPIN VUVPUIPIPN /PUPPIIRS
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4. On anew worksheet, drag and drop the Main Accounts list. You will use this list to help create your

report
] S T R - - - - i e k| L[ s -
FINANCIALS
Main Accc Descriptic Account C Account G Account T Cash Flowy Type _ 1
10000 etty Cast Assets  Current A: Cash c I IStS
10100 Current A: Cash

i
L2l
il
Lz
L5 ] Regular Cl Assets it A: Cash
| 6 |10300 Payroll ChAssets  Current A:
Lz
L
=
0

10400 Savings AtAssets  Current A Cash
10500 Special AcAssets  Current A: Cash
11000 Accounts |Assets  Current A: Cash
| 10 |11300 Other RecAssets  Current A Cash
| 11 |11400 Credit Car Assets ~ Current A: Cash
| 12 |11500 Allowance Assets  Current A Cash

13 |11600 Inventory Assets Current A: Cash
| 14 |11800 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

AR50 0 2RI ABA S 4 LTI 24

Account Categories
Account Groups
Account Types

Budget Codes

Accounts

Rollup Codes

F OO0 OoZzZoZzzzZ2n0Z2000f000

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

click Filter.
b i ?__ ﬁ
IET
Sort & | Find &

2" |Filter = |Select =
|4] Sortatoz

2l sortztoa
E Custom Sort...

—_—

i "= Filter

6. Click the down arrow next to Cash Flow.
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7. The codes listed are as follows:

. A D E F G
1
2 |Main Al ~ | Descrig ~ | Accoun ~ | Accoun ~ | Accoun ¥ |Cash Flf = | Type
3 (10000 PettyCi5] sotAtoz
4 10100 cashonZ| sortzioa
5 |10200 Regular Sort by Color b
6 |10300 Payroll|
7 10400  savings
8 (10500 Special
3 11000 e Text Filters k
10 [11300  OtherR  [Search P
11 [11400  CreditC .7 (Select AlD
12 11500  Allowar : - Cash
13 [11600  Invento : ?“‘1“:_"9 ‘:“":_‘"i_:"_‘”
15|12000  Invento - Operating Activities
16 (12030 Inventq

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

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

10. Repeat steps 7 and 8 for F and | cash flow types.

D
I
1
1
1
1

=
1
1
I
1
I
1
I
1
I
1
I
1
|
1
1
1
|
1
1

m
1
1
1
|
1
I
1
I
1
I
1
I
]
1
1
1
1
1
1
1
1

0ol
1
1
]
1
]
I
1
1
1
1

UI
I
1
1

1 ABX Statement of Cash Flows

| 2 |Year 2010
! 3 Current Period 6

-
4
4
4
4
4
4
4 Current Period |Year to Date
5 Cash Flows From Operating Activities: 1
| 6 Adjustments to Reconcile to: ::
7 Changes in Operating Assets & Liabilities 4
8 |11000 _l Accounts Receivable :'
9 (12000 Inventory Lighting :I
[10 "12050 Inventory Ergonomics 4
| 11 12100 Inventory Accessories :
[12 "12400 Inventary Repairs in Process :}
! 13 :14000 Prepaid Expenses 4
| 14 114100 Employee Advances 1
| 15 (17000 Accumulated Depreciation Furniture 1
| 16 (17100 Accumulated Deprecation Equipment r
| 17 17200 Accumulated Depreciation Trucks :'
| 18 17300 Accumulated Depreciation Other 1
| 19 13000 Deposits b
I r = 1
| R0 e 00004 SENRUKHATVNUNLEARED 44000044000 040000000000000000000
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11. Add the Net Income (Loss). This can be done using an account range.

5 Cash Flows From Operating Activities:
6 2000070 90100 | Net Income (Loss)
= R

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

calculations.
4:}_ vl hibrease (wrduldadd) i wadil
50
51 |{10000 TO 10500) + 11400 lEash at Beginning of Year
52 | Cash at End of Period
53

13. Drag and drop the Actual formula onto your spreadsheet in the same row as your first account.

A B c = v
1 ABX Statement of Cash Flows FINANCIALS
2 \Year 2010 fOI’mulaS
| 3 |Current Period 6
4 Current Period |Year tq
5 Cash Flows From Operating Activities: )
Opening Balance
6 40000 TO 90100 MNet Income (Loss)
17| Adjustments to Reconcile to: L Closing Balance
18| Changes in Operating Assets & Liabilities \
e T11000 Accounts Receivable
| 10 (12000 Inventory Lighting ACHSLYED
11 (12050 Inventory Ergonomics Budget
12 [12100 Inventory Accessories
r S5 Budget YTD
| 13 12400 Inventory Repairs in Process
|14 "4000 Prepaid Expenses Current Year
LAA420000044400 00 VEKELDEIES 4000000000004 44000000000000 04400000000 00000040040000004

14. 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 + (© X ¥ f| =GLActual($A6,$B$2,$B53)*-1 3
| A : B [ ¢ 1] =
1 ABX Statement of Cash Flows g
| 2 |Year 2010 ﬁ
3 |Current Period 6 1
= -
4 Current Period |Year tc 4
I 2 prspn 4
5 Cash Flows From Operating Activities: y
6 40000 TO 90100 Net Income (Loss) e, SAG.SRSD.SRA3N*-1 | | .04
7 Adjustments to Reconcil| Function Arguments :
8 Changes in Operating| gLActual 4
B r

: e 4
LE .'11000 Accounts Receivable aLink B . = "40000TOS0100" 4
10 '12000 Inventory Lighting o $B$2— _ i :
11 {12050 Inventory Ergonomicy S — 1—' e 5 4
12 12100 Inventory Accessorie ere ;-$B$3 = F'_ - :
13 [12400 Inventory Repairs in § Compy L ___ = 4
14 14000 Prepaid Expenses AccountCategoryCode | |F| = :

B P OO O O U U N P T P T T T T T Ty Ty VY Yy Y Y YYs

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: Some data may be stored as a negative number which causes your reports to reflect data

incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill handle
down to copy the formula to other rows requiring the same change.

15. Copy and/or drag the fill handle to copy the formula down to all of the accounts.

(420024.35) :
175263.37 A
327657.20 8
(83374.20) .
4975.

DRIl |

0.00 | Ppandie

PN

16. Drag and drop the Actual YTD formula onto your spreadsheet.

il Tl do

Current Period |Year to Date

Opening Balance
1218.48 P g

Closing Balance

Actual

(420024.35)
175263.37
327657.20

(83374.20)
AAAAAAAAAAAAALAAALAAAAA

17. 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 o aa

IF ~(© % « f| =GlActualYTD($A6,$B52,5B$3)*-1 p
I 4] A | B ' T
I 3 : 4

1 ABX Statement of Cash Flows b
2 Year 2010 ]
3 Current Period 5 1
4 Current Period |Year tc®
5 | Cash Flows From Operating Activities: 1
6 |40000 TO 90100 Met Income (Lossl 1218 1*-1
7| Adjustments to | Function Arguments

8 | Changesin 0f GLACtualvTD
Ll

£l 11000 Accounts Rec Guink | B9 = "40000 TO 90100"
| 10}2000 Inventory Ligh e I$B$2 o

11 12050 Inventory Erg period | ' ;
12 12100 Inventory Acg e kil '?!f -

13 12400 Inventory Reg Company | -
14 "14000 Prepaid Expe AccountCategoryCode i | =

15 14100 Employee Ad S i

16 '71?000 Accumulated | Returns the year to date general ledger actual amount.
ok

17 17100 Accumulated ink i
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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: Some data may be stored as a negative number which causes your reports to reflect data
incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill
handle down to copy the formula to other rows requiring the same change.

18. Copy and/or drag the fill handle to copy the formula down to all of the accounts.
19. Add any totals and formatting you require using Excel features and set your print area.

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

Preparing to Design Consolidated Report Layouts

In order to use the Task Pane for multiple company consolidations, you will need to ensure the database
consolidation list is correctly set up in the reports.

1. Inthe Report Manager, open the Consolidation Report Designer folder.

2. Select the first union report. Union Reports are depicted by a blue icon.

‘o Home
[_] Consolidation Report Designer
Congol Financial Report Designer 1-0
e Consol Report Dezigner Add-ln - Account Tepes 1-0

Congol Repart Dezsigher Add-n - Accountz 1-0
Congal Repart Designer Add-n - Actualz 1-0

Conzol Report Designer Add-In - Budgets 1-0
Conzol Report Designer Add-n - Fizcal ' Dt 1-0
Congol Repart Dezsigner Add-n - Main Accounts 1-0
Congol Repart Dezsigner Add-n - Opening Bal 1-0
Congol Repart Dezsigher Add-n - Boll Ups 1-0
Conzol Report Designer Add-In - Settings 1-0

lIAEFSbtPad}IIIIJIJIJIJIIIIII

LRV EYEYEYRYRYEY

BAAE A A A AR AANANNA

3. Select the Database Consolidation List button to browse for the available databases to consolidate.

4t Home Properties | Columng | Filkers | Parameters | Sort Fields | Aggregate Filkers |
| Conzolidation Feport Designer Repart D
El Conzol Financial Repaort Designer 1-0 |32 |:|
3 Consol Fiepart Deszi Addn

¥ A ccount Types 1-0 Rieport Hame ﬂ
Eonzol Report Des!gner Addn - Accounts 1.0 |Congol Report Designer 4dd-n - Account Types 10

ZI Conzal Report Designer Add-ln - Actual: 1-0

ZI Caongol Report Designer &dd-r - Budgets 1-0 Description

ZI Consal Repart Designer Addn - Fizcal ¥r D 1-0 |Financial Functions - Account Types

z‘ Consal Repart Designer Add-n - Main Accounts 1-0 | D atabase Consolidation List

z‘ Conzal Report Designer Add-n - Opening Bal 1-0 \D

z‘ Conzal Report Designer Add-n - Rall Upsz 1-0 Template Starage Location

(¥ Consol Report Designer Addin - Settings 10 [\s1 005 T w764k \metadataT emplates'

_ Dashboards

| Demonstration Pack Fieport Template

| Financial Report D esigner | J
_ Financialz Parameters on Second Sheet "]

[ Inventon
Y U NN |~~~ o e e e AL
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4. Select the company databases you would like to consolidate from the list.

Select Databases to Consolidate
ABC

QnSeIecl.&IIl Select All | Ok I Eancell

Note: The company list is populated by each company that Sage 100 ERP has previously been

logged into.

5. Select OK.

6. Repeat the process for all union reports in the Consolidation folder. After running the Consol
Financial Report Designer report, you will now be able to combine information from multiple
companies.

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 115 of 162



Designing Consolidated Report Layouts

Consolidating company data, even running on different fiscal periods and/or years, can be done using
the method below:

To design consolidated report layouts, you will need to run a report that is using a consolidated

connection.

1.

X
FINANCIALS ©)
lists
ABX

Select a GL Compan

AR

FE(

Budget Codes

Main Accounts
Accounts

Rollup Codes

L A A A S A A A A A A A A
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Design your financial report layout in the usual manner, creating a column for each of the companies
you would like to consolidate, and placing any company specific information in the column heading,
for example, Company Name, Fiscal Year and Period.

Add formulas, in the usual manner for each company, ensuring the correct company is selected in
the lists tab of the Task Pane.
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3. Each formula refers to the correct column Company Name, Fiscal Year and Period.

(| A | B | D E F G| H ]
1 Income Statement
|_.4_ Currency: CAD
5 Currency Type: 3
6
7 Company A Company B Company A and B
| 8 2020 2020
| 9 : March
|
|11 Revenue 2 394 216.94 4 389 397.72
12 (4000 Sales 449 57164
13 (4000-100

14 4000-100-10
15 4000-100-20

16 |4000-200 (%] = “companye" =
17 |4000-200-10 B i E Iﬂ
18 |4000-200-20 Fiscallear | SFSE = 2020 !
19 4010 FiscalPeriod |srsad =) - 3

| 20 4010-100 Type | =

- -
21 |4010-100-10 -
22 4010-100-20 Retwrns the month to date general ledger actual amount.
| 23 4010-100-30 MasterSubAccount the account code from the accounts or account classes list retrieved
i 24 4010-100-40 from the general ledger,

| 3N et

B o -

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

aCCessones

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

W2 - L[=sumprzéirzy | - e
(a2~ ] : T O - s S
1 Income Statement
T Currency: CAD
j 5 Currency Type: F
| 6
7 Company A Company B Company A and B
| 8 2020 2020 2020
| +] | 3 March
i
L Revenue 1995 180.78 2394 21694 4 389 397.72
12 14000 Sales 374 643.03 449 57T1.64 824 214 67
de}n-m-n Sales 393 288.66 471 946.39 B65 235.05
| 14 4000-100-10 Sales 0.00 0.00f 0.00
| 15 |4000-100-20 Sales 0.00 0.00 0.00
16 4000-200 Sales 193 599 45 232 3119.34 425 918.79
| 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, accessones 0.00 0.00 0.00
j 20 14010-100 Sales, accessones 0.00 0.00 0.00
| 21 |4010-100-10 Sales, accessones 7 624 .59 9197.51 16 862.10
22 4010-100-20 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, 2386.75 2626.90 518265
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5. Using Microsoft Excel functionality, group the first two columns so that they are only visible when
required.

n Hame Inzert Page Layout Formulas Data Review View Adddns BlTools :
=3 3 L ) ™ annections =] W Clear == = B 1o
RRD D D RE¥E- @Y B S B B[ HE S
From From From From Other Enslin_g Refresh = il Sort Filter ; Textto Remove Data Consolidate What-If Lingroup suf
Access Web Tet Sources=  Connedions | Al = Edit Links 7 Advanced | Columns Duplicates Validation = Analysi: - :

Get External Data Connections Sort & Filter Data Tools Outiy
D2 - Al b
Ll 4 A | B G H ] K= p
1 4
1 Income Stgtement I”.“““G‘“S 3
1 4
?TCurrem:}-: ’ IStS :
E Currency Type: :
[€] 4
k7 Company A Company B Company A and B Accounts :
=] 2020 2020 2020 curreney  §
i_,%_ ! 3 March Account Strut_‘.:
T Revenue 1995 180.78 2394 216.94 4389397.72 ——
- | 12 (4000 Sales 374 643.03] 449 57164 24 214.67 Acoount Se E
e nt Segmi
[ 13 |4000-100  Sales 393 288.66 471 946 39) 865 235.05 :
- | 14 |4000-100-10 Sales 0.00 0.0 0.00 Sudgetsets 4
+ | 15 |4000-100-20 Sales 0.00 0.0 0.00 Segment Coded
imnu.znu Sales 193 599.45 23231934 425 918.79 :
&4000-200-10 Sales 0.00] 0.0 0.00 E:
SO0 Sales o S et R B
6. Click the + sign to expand the columns again if you need to drill down into the data.
g P
4| A B G H
1 Income Statement
4 | Currency: CAD
5 |Currency Type: F
&
7 Company A and B
8 2020
9 March
L
[=] 11 Revenue 4 389 397.72
= | 12 4000 Sales 824 214 67
= [ 13 |4000-100 Sales 865 235.05
= | 14 4000-100-10 Sales 0.00
= | 15 (4000-100-20 Sales 0.00
4000-200 Sales 425 918.79
4000-200-10 Sales 0.00

Another way to design consolidated report layouts when the same chart of accounts is used, is to
use the Reporting Trees in the Task Pane.
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Designing a Consolidated Report Layout with a Different Chart of Accounts
Consolidating company data, using different chart of accounts and/or fiscal periods and/or years, can be
done using the method below:

To design consolidated report layouts, you will need to run a report that is using a consolidated
connection.

1. Design your financial report layout in the usual manner, creating a column for each of the companies
you would like to consolidate, and placing any company specific information in the column heading,
for example, Company Name, Fiscal Year and Period.

2. Add a column for each companies account details.

A B [ D E F G H :

1 ’
- ,

2 Consolidated Income Statement ‘
i #
. .
5 Company A Company B ’
7 2015 2015 p
8 Accounts 3 Accounts 2 #
g #
10 Sales 107 107 ’
1 #
12 Costof Sales 2000000 TO 2400050 2000000 TO 29180000 4
13 ol
14 GROS5S PROFIT :
15 ’
16 Other Income 1200000 TO 2800000 2700000 TO 2000000 ¢
17 .
18 TOTAL INCOME #
19 ¢
20 Expenses 3000000 TO 4700000 3000000 TO 4650000 :
21 7
22 NET PROFIT / {LOSS) BEFORE TAX I
23 ¢
29.”1’1}11!1!1}IJ‘.FIJlJIJ‘.FIJIJ‘JI}‘IJIIJ!JIIJIJI}IIJIJII}IJIJIIJ!I';

3. Add formulas, in the usual manner for each company, ensuring the correct company is selected in
the lists tab of the Task Pane.

v X
FINANCIALS ®
lists
ABX

Select a GL Company
ABX

EEC

Budget Codes
Main Accounts
Accounts

Rollup Codes

L A R ol N A A A A
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4. Ensure each formula refers to the correct Company details including Company
Name, Account, Year and Period.

B c D E F G H 1 4 K - ¢
L

2 Income Statement ‘
Accounts A

Segmants :

Segment Cp

Company A Company B o

22
24

Branches +
’,

Accounts y Exchange }§

Revenue 1000007

Cost of Sales 2000>007 - = u"wﬁ_z
Gross Profiti{Loss) e— |smo E A
Other Income 2700 TO 2990 247 337.96 FiscalYear [SES7 B = 2013 A
Total Income 4 204 664.41 FiscalPeriod |SES3 -2 0
Other Expense 3777 636 940,45 Tipe | Bl - E
ﬂ?;:;l:f:ﬂ'{rl.::sj Betose 3 567 723.96 Returns the month to date general ledger actual amount. E E

CompanyMame a company name retrieved from the general ¥
#

+
L A A P N NN NN NN N Nl R N R S

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

J10

4
2 Consolidated Income Statement

23

PRPPIPPPP PP PP PP PIIFP PP PP IP PP PP PP PP PP PP PIP

- £ | =sUM(EL0+H10)

B c D E F G & e

,

’

’

’

’

’,

’

’

’

F

#

#

Company A Company B Company A and B :

2015 2015 2015 (

Accounts 3 Accounts 2 February ’

#F

Sales 107 TaET2 107 124 689,00 .
¢

Cost of Sales 2000000 TO 2400050 (12800.00) 2000000 TO 2150000 65 621,00 s2821.00 ¢
’

GROSS PROFIT 30 zZmeT2 S8 968.00 B924472 »
’

Other Income 1200000 TO 2900000 (12 810.00) 2700000 TO 2200000 45 214,00 32 404.00 :
’

TOTAL INCOME 17 46872 104 182.00 12164872 #
’

F

Expenses 3000000 TO 4700000 (10,00} 000000 TO 4850000 114 Z32.00 11422200 ,»
’

NET PROFIT i [LO5S) BEFORE TAX 47 T53.44 48 915.00 95671.44 :
’

-,
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6.

required.
IO rove  mser  paceavour  FoRMuLAS REVEW  VIEW  ADDANS  BlTools signin [
[y From Access D [E :'|'|:'r, (2] Connections 5] % C S Flash Fi fra Consolidate HHGroup ~  *
| ™ =) -
[& From Web g e | =L B Remove Duplicates EE What-If Analys &8 Ungroup =
i From Other  Existing  Refresh Z] Tedte _ : £y E
LOFromTet  sources=  Conmections  All= o EditLinks o Columng =0 Data Validation = : BB subtotal
Get External Data Connections Sort & Filter Data Tools Outline s ~
D1 | i e v
A | B | c [} E 3 G H
i - X
.| @consolidated Indome Statement FINANCIALS
- lists
5 Company A and B = 9
7] 2015 sftware Sales
8 February
9 Accounts
10 Sales 107 17 476.72 107 124 559.00 142 065.72
1" Financial Categories
12 Cost of Sales 2000000 TO 2400050 (12800.00) 2000000 TO 2150000 65 621.00 52821.00
13 Report CEIEgDF:ES
14 GROSS PROFIT | zen . sesea0) 8924472
15 Currency
16 Other Income 1200000702900000  (1281000)  2700000T02900000 4521400 32 404,00 Exchange Ratas
17 -
18 TOTAL INCOME 10418200 12164872
19
20 Expenses 3000000 TO 4700000 (10.00) 3000000 TO 4650000 114 232.00 114 222.00
1]
22 HET PROFIT | (LOSS) BEFORE TAX | 4175244 | 4891800 96671.44
23
24
Ll A O R R R b A RS

r r

1 :

a - ’
A B C J K L.+

1 +

o

- #

2 @Cunsohdated Income Statement ’

k] ,

4 ’

&

5 Company A and B ’

7 2015 y

g February /

] #

10 Sales 142 065.72 :
11 /
12 Costof Sales 52821.00 #
13 ’

14 GROSS PROFIT 8924472 -
15 r
16 Other Income 32 404.00 #
17 :
18 TOTAL INCOME 121 84872 %
19| ¢
20 Expenses 114 222.00 :
21 =

22 HET PROFIT / (LOS5) BEFORE TAX o5 6T 44 #

23 ’

E'}!}‘}'J}‘JJ‘J‘}‘J}J‘J‘}'}IJ‘)J‘J‘J‘!}J‘J‘}‘!I!J'}‘J‘J‘!J‘J“J‘J
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Click the + sign to expand the columns again if you need to drill down into the data.

Using Microsoft Excel functionality, group the first two columns so that they are only visible when
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Designing Consolidated Report Layouts using Reporting Trees

In order to use the Task Pane for multiple company consolidations, you will need to run the Consol
Financial Report Designer report which is saved under the Consolidation Report Designer 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, do the following:

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

e 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 it's own column.

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 Creating a New Reporting

Tree.

Rl al iaaascas yovovor fhades iidiaaanhacss ooy Saaaas revnoTI. oy jprass T TEPTET P Ierereree
|1 WORLDWIDE ENTERPRISES Income Statement | revormiG T
2 current perogt ' ‘Worldwide Entery

3 Company: WORLDWIDE ENTERPRISES |

| 4 Currency: caD ‘ @
[s O T g man"
| 6 Reporting Unit WORLDWIDE ENTERPRISES > CHICAGO: WORLDWIDE ENTERPRISES = NEW YORK | L caiaia
|8 2020 2020 - ew Vark
|9 Current Month Year To Date Current Month | Year To Date | £ Mew York Sales

AL A LS bhdddhdhddhhddhdhdhdddddddihhdddddhdiddhhhdddhdddhhhsddhdbd Y PO hhd

e When editing your formulas link it to the applicable reporting tree you would like to extract
the data from.

i =T
1l2 A B D E i - = = — =

| [ — PR =)
1 WORLDWIDE ENTERPRISES In| s
2 Current Period: 1 GRS RE S Li = T
3 Company: WORLDWIDE ENTERPRISES s Eell| & -
4 Currency: A CurencyCode |$D$4 = cap”
5 Currency Type: ; ameempe s -~ £
6 Reporting Unit: WORLDWIDE ENTERPRISES> CHICAGO Eepcraesio \Dﬁl = 'WORLDWIDE ENTERPRISES >CHICAL  ~
8 2020 =

- Returns the month to date general ledger actual amount.

9 Current Month Year To Daty
e ReportTreeUnit a reporting tree unitin the format: Tree Name >Parent>Parent>Unit. For
11 Revenue example, Worldwide Enterprises »New York>NY Sales >NY Retail Sales.

T_‘- 12 |4000  Sales ).....5084,5D35,0%6)
AR AR AR

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

Tip: Some data may be stored as a negative number which causes your reports to reflect data
incorrectly. Add a - (minus) to the beginning of the formula name to correct this. Drag the fill handle
down to copy the formula to other rows 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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Drilling Down on Values

Sage 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.

i U

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

Cut

Copy
Paste Options:

[A]

Paste Special...

Insert...
Delete...

Clear Contents

Filter
Sort

Insert Comment

Format Cells...

Pick From Drop-down List...

Define Mame...

Hyperlink...

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

cnmpanvcudeﬂ Atmunmumh-er d muuntﬂesui on iscaIPanod m

| 2 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 Apcts. 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
7 ABC 115-00-02 Inventory - West Ware 2009 1 744.48
8 ABC 115-00-03 Inventory - Central Wa 2009 1 -3252.05

| 3 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 -203.5

| 13 ABC 175-01-00 Accum. depr. - trucks 2009 1 -1266.69
14 ABC 195-00-00 Software costs (net) 2009 1 -39.5
15 ABC 205-00-00 MNotes payable 2009 1 138
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 -186941.2
15 ABC 400-01-02 Distribution sales - We 2009 1 -71965.87
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 -3781.35
23 ABC 400-03-02 Freight charges - West 2009 1 -1778.91
24 ABC 425-00-01 Returns & allowances - 2009 1 297185
1 1021.67

. 25 ARC A75-00-02 ANCAS - 2009 =
H Ak M Budgets . FiscalvearDetal | Drill Balance{1) | Sheetl 73 L
it o B A oo i b A A A A

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.

Accourrtl(ey ~ BatchNo il BatchT pe hd CredltArrtount = Date{‘reated DebltAmoun-t hd equenceNo B

2 101010000 16300.93 40326
3

Docu mentNO:

Note: Drill Down will show you balances of the accounts which were being referenced in the formula
you drilled down on. It does not take account rule mathematical context into account, and therefore

does not apply different signs (+ or -) based on the mathematical context. For example if you drill
down on the following rule 1000 - 3000, the drill down will show you the account balances of all
accounts which match this rule. It will not put a negative sign in front of accounts which match 3000.
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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.

b Insert...
L2l I_,ﬂ Delete
150
Bename
155
160 | Move or Copy...
165 Q;-] View Code
170 .;:J_u Protect Sheet...
Tab Colar K,
Right- _
click Hide
e Unhide...
195

Select All Sheets
ncome Statement | Sheet?

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.
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4. Save your report for future use.

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

Copying Reports

1 Company ABC

| 2 Year 2009

3 Month | 3]
" 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
9 101 Cash in bank 425 Retumns & allowances 3482.36
10 105 Accts. receiv., TOTAL REVEMUE -244866.99
11 110 Note receivable Cost of Sales

12 111 Other Receivables 450 Purchases 109630.4
13 115 inventory TOTAL COST OF SALES 109690.4
14 116 Inventory

15 GROSS PROFIT

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 1]
20 130 Prepaid income taxes 508 Holiday pay (1]
21 150 Land 509 Vacation pay [i]
22 155 Buildings 510 Payroll taxes 54463
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 [i]
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 877.78
30 200 Accounts payable 545 Utilities 851.34
H >
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Preserving Formulas when Distributing Reports

In order to preserve formulas when distributing reports, the worksheet must be protected in Microsoft
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.

[ o

Format Cells @

i Mumber i Alignment I Font I Border I Fill | Protection ]

Lacking cells ar 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.
2.

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

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

UNCHECK THIS TO PREVENT USERS FROM

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

Select unlocked 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 cells

Using any of the column formatting commands, including changing column

Format columns width or hiding columns (Home tab, in the Cells group, Format button).

Using any of the row formatting commands, including changing row height

Format rows 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.

Deleting columns.

Delete 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.

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

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

Formatting, changing the layout, refreshing, or otherwise modifying

Use PivotTable reports PivotTable reports, or creating new reports.
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UNCHECK THIS TO PREVENT USERS FROM

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.

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 Password to unprotect sheet 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. Onthe 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.

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 129 of 162



Best Practice

The benefits of applying a best practice standard are:
e Consistency - spreadsheets have a consistent structure and look, making sharing easier.

o Clarity - spreadsheets are clear and structured, reading like a book, navigating like a website. This
makes them easier to share and audit.

o Efficiency - spreadsheets use efficient formula structures. They will be easier to use and share,
saving time at key points in critical processes.

e Flexibility - models are easily changed and extended without the need for a complete re-work

We recommend that you ...

o Use cell references to enter data into formulas. Using cell references in formulas allows the formula
to update when the data is changed at a later date, without having to manually edit each formula.
This method makes modifying and maintaining your worksheet easier.

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

e Use Conditional formatting - with proper visual design, analyzers will be able to discern 'good' or
'‘bad' values in seconds.

m ; .-f..-:';'c. Insert Page Layout Formulas Data Review View Add-Ins BlTools &
= . i 7 = o pe il
) g | ‘AN TmfE P Fwetet  Genew | | B S o ) S

Paste | H~| S~ - iE £F 5 Merge & Center - B9 - & +% %% |Conditional | Format  Cell Insert Delete Format
- = § BoloU 'd' EEN : ﬂ i e } e vl frormatting = fas Table = Styles = = - = L ;
Humbe 4
| Clipboard ont gnment . lumbe = : | b
| Ad = L =1, Hiohlight Cells Rules --Jﬂ Greater Than... :
A B G D E F B ] <
Top/Bottom Rules  + [

1 Company ABC = - 3 " g 1= Than E
2 Year 2010 = 4
3 E Data Bars » ‘ﬂ Between... :
a l ABC Company Income Statement =, | f
5 period Period Period Pe | i i Color Scales b | ) QU To. 3
6 1 2 3 = 4
7 SALES §=| lconSets v :Jd Text that Contains... §
8 400 Distribution sales (history) 378085.87 351619.87  369200.87 3£ 4
9 425 Returns & allowances 5301.53 4930.42 5176.94 ) NewRule.. —J_Jq A Date Occurring... ;
10 $383387.40 $356550.29 $374377.81 $36 - ClearRules r $
1L COST OF SALES & Manage Rules.. =] Duplicate Values... <
12 450 Purchases 154607.42  157689.07  163824.63  156375.49 :
13 $154607.42 5157 689.07 $163824.63 $156 375.49 More Rules.. €

e Avoid the extraneous - remove any 'noise'. If it does not serve a purpose in the spreadsheet, take it
out. That includes prior old data, prior layout attempts etc.

e Use a consistent naming strategy, versioning and save often. If you are working on updating the 4th
version of your income statement spreadsheet, name and save the workbook as Income Statement
5.0 before your begin your modification. Then if something goes terribly wrong, you can always
revert to the old version.
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Set Freeze Panes in Microsoft Excel to enable easy scrolling around the worksheet without losing

view of report headings etc.

| View | Add-Ins El Tools
5 13 @

smo 100%  Zoomto
Selection | Window

Zoom |

Mew  Arrange

All

Freeze
Panes ~

Split 1 View Side by Side
! Hide _d: Synchronous Scrolling
] Unhide ' B4 Reset Window Position W

=
g5
=

Unfreeze Panes

Unlock all rows and columns to scroll
through the entire worksheet,

Freeze Top Row

KEeep the top row visible while scrolling
through the rest of the worksheet.
Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,
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Reporting Trees

What are 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. For a Report Designer layout that
includes a reporting tree, one report is generated for each reporting unit and at the summary level. All of
these reports use the text columns, row and column layouts that are specified in the Report Designer.

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:

e A detail unit draws information directly from the financial data or from a Microsoft Excel
spreadsheet file.

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

A reporting tree consists of parent reporting units and child reporting units:

e 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.

e 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).
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The following diagram shows the parent and child reporting units, and their hierarchical relationship, for
the organization Worldwide Enterprises Inc.

Parent ReportingUnit
[Summary unit)

Worldwide
Enterprisesinc.

Parent Reporting Unit to Sales and Service Department New York

Chicago

Child of New York
and Parenttothe
RetailandWholesale
Sales Departments

New York Sales

Wholesale
Sales
Department

Child Reporting Unit
(Detail unit)

Retail Sales
Department

New York Service Chicago Sales Chicago Service

Wholesale
Sales
Department

Retail Sales

Studio
Department

Studio

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 report
summary units.

ing tree can contain any combination of departments and

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
different perspectives on entity operations.

of by location. These two reporting trees demonstrate

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.

Parent Reporting Unit
{Summary unit)

Summary of all
Units

Parent ReportingUnitto
Retailand Wholesale Sales

Sales Department

Service Department

Child of SalesDept
and Parentto New
York and Chicago
Retail Sales Dept

Retail Sales
Department

Chicago
Retail Sales
Department

New York
Retail Sales
Department

Child Reporting Unit
{Detail unit)
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New York
Wholesale
Sales Dept

Chicago
Wholesale
Sales Dept

New York
Lab Service

Chicago Lab
Service

New York
Studio

Chicago
Studio
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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. See topic Reporting Unit Structures.

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

ST Mew York
- T Mew Vork Sales
= T MY Retail Sales
R TOpwhaolesale Sales
- T Mew York Service

= T Chicaga

=~ 1 Chicago Sales

P T Chicago Retail Sales
O ¥ Chicago Wholesale Sales
-7 Chicago Service
..... ¥ Chicago Lab
..... T Chicago Studio
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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

1100 g [ 2000 100

Natural Segment Identifying Segment

The distinction between the natural and identifying segment is critical to the successful use of the Report
Designer. Typically you would 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

?  Question Mark 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.

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
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)

OR

Used to describe a range of segments.

In the above example, the value "1100-1???-100? TO 1100-8???-100" will return
TO 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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The following account delimiters are supported:

- (Dash)

/ (Slash)

\ (Backslash)

. (Full stop)

# (Number sign)
% (Percentage)
N(Caret)

& (Ampersand)

: (Colon)

< (Greater than)
> (Less than)

* (Asterisk)

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

Division

Small Local Business

Department

used.

Department

Section

Eg, Retail
A Wholesale [
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An extra digit may even be added to further identify a segment:

Large International Corporation

Division Department

The following account delimiters are supported:

- (Dash)

/ (Slash)

\ (Backslash)

. (Full stop)

# (Number sign)
% (Percentage)
(Caret)

& (Ampersand)

: (Colon)

< (Greater than)
> (Less than)

* (Asterisk)
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Working with Reporting Trees

Viewing Reporting Trees

Reporting Trees which have already been created will be listed in the 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.

Using Reporting Trees in a Layout Generator Report Layout

Note: You can't use reporting trees to consolidate companies in the Layout Generator. You'll need to

use the Task Pane to create consolidated report layouts.

Within the same General Ledger Company, you can use Reporting Trees to report on different divisions
or branches using account segment filters.

1. Tofilter a financial statement to a specific reporting unit, in the Layout Options, select
the Reporting Tree Unit magnifying glass.

2. Select the Reporting Tree name and click OK.

3. Select the Reporting Tree unit and click OK. Depending on your tree, there may be several child
unit levels you can choose from.

4. When you generate the layout, the Reporting Tree unit will be automatically added to all of the
formulas resulting in data for that specific unit displaying.

Using Reporting Trees in a Task Pane Report Layout

Within the same General Ledger Company, you can use Reporting Trees to report on different divisions
or branches using account segment filters.

1. Tofilter a financial statement to a specific reporting unit, add Reporting Unit to the filters list.
2. Drag and drop a reporting unit onto the report layout.

3. Edit formulas to include the cell reference in the argument.

4

By dragging in another reporting tree unit into the same cell, the report data is immediately updated
for the new reporting tree unit.
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Creating 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. To manage reporting units, in the trees tab, click Manage.

FINAMNCIALS

frees

From the Manage Reporting Trees window, you can now Add a new or Edit, Delete, Rename
or Duplicate your existing reporting trees.

¥ Manage Reporting Trees ﬁ

Manage Reporting Trees

2. We're going to add a reporting tree. Select Add.

3. Enter a name for your Reporting Tree.

Enter a Walue =]
| 4 . |
Enter Reparting Tree Mame
I
[- OK ] [- Cancel ]
& |
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4. In the right pane each reporting unit will need to be added in a separate row with its relevant account
filter rule.

Edit Reporting Tree
Reporting Tree Units
— 5 Worldwide Enterprises Company Filter Name Account Filter Rule

Account
Account Mumber Description

5. The graphical tree on the left side of the Reporting Tree Manager allows you to visualize the
relationship of parent/child unit hierarchy while the right side 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
B-. \:oﬂdwbde Enterprises Company Filter e Account Filter Rule Distribution
|7 East Branch
| [t TIRT
L% \west Branch ABC Distributi Exst Branch TRl
ABC Distributi... ¥ |West Branch 797702

-

Account Number Account Description
105-00-02 Arcts, recedd, - West Warehse

ABC Distribution and Senice Corp. 115-00-02 Irvventony - Wiest Warehouse
ABC Distribution and Sendce Corp. 400-01-02 Distribution sales - West

ABC Distribution and Sendce Corp, A00-02-02 Service fees - West

ABC Distribution and Senvice Corp. |s00-03.02 Freight charges - West

ABC Distribution and Sendce Corp. 4250002 Retumns & allowances - West
ABC Distribution and Sendce Corp. 450-01-02 Purchases - West

ABC Distribution and Senice Corp. 450.02.02 Freight - West

ABC Distribution and Sendce Corp. 450-03-02 ‘Warehouseman payroll - West

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 140 of 162



6. An optional Company filter may be applied. This will further filter the reporting unit to apply only to a
specified company.

7. An optional distribution instruction may be added to each reporting unit. The distribution instruction
entered here will automatically be linked to the generated worksheet. This prevents instructions
from having to be selected and linked to each individual report.

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

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

Editing Reporting Trees
To edit reporting trees, do the following:

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

¥ kdarage Reporting Trees
&

Manage Reporting Trees
Ad

[ Edit. |

II J&

Delete...

Rename. ..

Duplicate. ..

Close

2. Make the necessary changes. Click Apply to save and continue. Click OK to save and exit.
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Deleting a Reporting Tree

To delete reporting trees, do the following:

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

2. Select Delete.

?..Manage Repaorting Trees
r ]
Manage Reporting Trees
dd

Edit...

Delete.

|
fo—

Rename...

Duplicate. ..

Close

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

=

Delete Reparting Tree L£|

4 [; Lrewou 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.

2. Select Rename.

?..Manage Repaorting Trees

=)

Manage Reporting Trees

Worldwide Enterprises

3. Enter the new name for the reporting tree.

Enter a Walue [E]
| 4 . |
Enter Mew Reporting Tree Name
Waorldwide Entenprises
[ o« [ cnca )
[ =

Add

Edit...

Delete...

Rename. ..

I
b |

%

Duplicate. ..

Close

4. Select OK to save your change. Selecting Cancel will exit without saving.
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Duplicating a Reporting Tree
1. From the Manage Reporting Trees window, select the Reporting Tree you wish to duplicate.

2. Select the Duplicate button.

Manage Reporting Trees

Worldwide Enterprises

3. Enter a name for the copy of the reporting tree.

Enter Mew Reporting Tree Mame

4. Select OK to save.
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Copying Reporting Trees to other Sage Intelligence Reporting
systems

To copy Reporting Trees to other Sage Intelligence Reporting systems, you will need to locate your
metadata repository and copy the required reporting tree files.

Locating the Metadata Repository

1.
2.

Open Report Manager.

Select Home.

In the properties window, under MetaData Repository Location, note the path to your metadata
repository.

g I oy . o ke Rename *L b ] Ry . "p Run Sample
7% ﬂ X Delete = W Check/Test
Copy Move Paste Add Add Run Design Save Excel Create Lock/MUnlock
To Falder Report e Refresh Template Shortcut 42 History
Actions Report
—
= Demonstraton =
- MedaD ata Repository Locaton e
p oDl st ah Alchemest\ProgramMetal ats' =
Auito Conrect Server —
Aute Conrect Catalag
Auto Connect Lzer

Copying Reporting Trees

1.
2.

Using windows explorer, browse to the location of your metadata repository.
Double-click the ReportTrees folder.
A list of all your reporting trees will be displayed. Copy the required reporting tree/s.

i |

..| |, SagelntelligenceReporting » MetaData » ReportTrees > | 4 || Search ReportTrees £

Organize *  Includeinlibrary »  Sharewith *  Bum  New folder =~ 0 @

e

Mame Date modified Type Size
4 Libraries
._9 Decuments
o Music
mw Pictures
B videos

| Worldwide Enterprises.re et it S |

m__|

M Computer

l 1 item
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Pasting Reporting Trees

1. Using windows explorer on the destination Sage Intelligence Reporting system, browse to the
location of that systems metadata repository.

2. Paste the reporting tree you copied previously into the ReportTrees folder.
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Appendix A — Available Formulas

Opening Balance

This topic describes the formula syntax and usage of the GLOpeningBalance formula in Microsoft Excel.
The GLOpeningBalance formula is made available in Microsoft Excel by the Report Designer.
Description

The GLOpeningBalance formula returns the opening balance General Ledger amount after applying all
the filters specified as arguments. Each argument can be a cell reference, a constant, or a named
range.

Syntax

=GLOpeningBalance(GLLink,Year,Company,AccountCategoryCode,AccountGroupCode,AccountTyp

eCode,ReportTreeUnitPath,RollupTypelCode,RollupType2CodeRollupType3CodeRollupType4Code)

The GLOpeningBalance formula syntax has the following arguments:

What is the purpose of the
filter?

What needs to be filled in?

Used to reference one or more
General Ledger accounts for

The account code from the which values must be returned.

main accounts or accounts list

GLLink Required retrieved from the General Supports main accounts,
Ledger accounts, account ranges,
' account wildcards &
account addition/subtraction.
The fiscal year to return data
grr;{e?hf;?:;g?nar; a&iggtpoff Filters the General Ledger
Year Required . pany accounts being referenced to a
accounting purposes. The o .
. specific fiscal period.
fiscal year may or may not be
the same as a calendar year.
. Filters the General Ledger
. A company code retrieved from .
Company Optional accounts being referenced to one

the General Ledger. Iy i
or more specific companies.

Summarizes all of the General
Ledger accounts which are linked
to the specified account category
and returns the summary value.

An account category code
AccountCategoryCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account group
and returns the summary value.

An account group code
AccountGroupCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account type and
returns the summary value.

An optional account type code
AccountTypeCode Optional retrieved from the General
Ledger.
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Filter What needs to be filled in?

A reporting tree unit in the
format:

Treename>Parent>Parent>unit.

What is the purpose of the

filter?

Used to achieve organizational
reporting. Allows the account

ReportTreeUnitPath Optional For example, Worldwide filter rule within one of a reporting
Enterprises>New York>NY H)ifnzlgmts to be applied to the
Sales>NY Retail Sales '

RollupTypeCode Optional A rollup code retrieved from the Filters the rollup type code to a

General Ledger.

specific value.

Remarks

e Arguments are applied in the order that they are displayed.

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

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
GLLink argument allowing you to filter on Account Numbers or Main Account Codes.

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

the formula.

Example
An example of a GLOpeningBalance formula could be:

=GLOpeningBalance($C11,$D$4,$D$3) ‘

SUM - x v K =GLOpeningBalance($C11,5D%4,5D53)
A B c D E F G

1

Function Arguments

@ ABX Balance Sheet GlOpeningBalance

2 GlLink |sC11
3 company Ao \_ §

| ear  SDS4
4 Year 2010 .

([ Company |$DS$3
s AccountCategoryCode
& AccountGroupCode |
7 Opening Balance
3 Returns the opening balance general ledger amount.
9
10 irFixed Assets 103 253
11 15000-01-000-000-000  Furn. & Fixtures:Invine-Main 211,5D%4,5D83) !
12 15000-02-001-000-000 Furn_ & Fixtures:Atlanta-Peach Ave. 10 246 N e FAE
13 15000-03-002-000-000 Furn. & Fixtures:New York-Broadway 1541y | e e
14 15000-04-003-000-000 Fumn. & Fixtures:Houston-Clay St. 12 558 | Help on this function

AccountGroupCode is an account group code retrieved from the general |

"15000-01-000-000-000
“2010°

TABX”

-

= 66240.06

B L TR TN

15100-01-000-000-000
rrrrrr

15
Prrrbrrrrrrerrrrs

Equipment:Inine-Main 48 522
Py S S

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

=
PP PPLP P PP PP PP P PP PP PP L L PP PP EL P PP PP L P L P PSP PP PP PP PP PP PP PP PP LI PEL PP Y

Page 148 of 162



Closing Balance Formula

This topic describes the formula syntax and usage of the GLClosingBalance formula in Microsoft Excel.
The GLClosingBalance formula is made available in Microsoft Excel by the Report Designer.
Description

The GLClosingBalance formula returns the closing balance General Ledger amount after applying all
the filters specified as arguments. Each argument can be a cell reference, a constant, or a named
range.

Syntax

=GLClosingBalance(GLLink,Year,Period,Company,AccountCategoryCode,AccountGroupCode,Accou

ntTypeCode,ReportTreeUnitPath,BalanceType,RollupTypelCode,RollupType2Code,RollupType3Cod
e,RollupType4Code)

The GLClosingBalance formula syntax has the following arguments:

Filter Need What needs to be filled in?  '/hat is the purpose of the

filter?

Used to reference one or more
General Ledger accounts for

The account code from the which values must be returned.

main accounts or accounts list

GLLink Required retrieved from the General Supports main accounts,

Ledger accounts, account ranges,

' account wildcards &
account addition/subtraction.

The fiscal year to return data

on. A fiscal year is a length of Filters the General Ledger
Year Required time tha_t a company uses for accounts being referenced to a

accounting purposes. The . i

. specific fiscal period.

fiscal year may or may not be

the same as a calendar year.

A company code retrieved from Filters the General Ledger
Company Optional pany accounts being referenced to one

the General Ledger. o i
or more specific companies.

Summarizes all of the General
Ledger accounts which are linked
to the specified account category
and returns the summary value.

An account category code
AccountCategoryCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account group
and returns the summary value.

An account group code
AccountGroupCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account type and
returns the summary value.

An optional account type code
AccountTypeCode Optional retrieved from the General
Ledger.

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 149 of 162



Filter What needs to be filled in?

A reporting tree unit in the
format:

Treename>Parent>Parent>unit.

What is the purpose of the

filter?

Used to achieve organizational
reporting. Allows the account

ReportTreeUnitPath Optional For example, Worldwide filter rule within one of a reporting
Enterprises>New York>NY }garfnil:mts to be applied to the
Sales>NY Retail Sales '
To determine whether only . :
debit amounts or only credit Allows only the credit or debit
. . balances to be returned for the
BalanceType Optional amounts must be retrieved. accounts which are bein
For example, type Debit or . 9
; referenced by this formula.
Credit.
RollupTypeCode Optional A rollup code retrieved from the Filters the rollup type code to a

General Ledger.

specific value.

Remarks

Arguments are applied in the order that they are displayed.

The recommended method for entering data into the Sage Intelligence Reporting formulas is by

using cell references. This method makes modifying and maintaining your worksheet easier.

Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
GLLink argument allowing you to filter on Account Numbers or Main Account Codes.

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

Example
An example of a GLClosingBalance formula could be:

=GLClosingBalance($C11,$D$4,G$8)

G11 - X v =GLClosingBalance($C11,5D54,G58) ":

¢

- ¢

. C D E F G H 1 o

s

Function Arguments 4

,|/ABX Balance Sheet B y

3 |Company ABX Gllink | sc11 "15000-01-000-000-000" 4

4 |Year 2010 e Year SDS4 “2010 :

5 Period | G33 3 *

¢

Cy #

5 ompany || S

0 . 1 ountCategoryCode ¢

7 Opening Balance A

8 = 66240.06 4

9 Returns the dosing balance general ledger amount, :

10 Fixed Assets 103 253 103 253 GLLink is the account code from the main accounts or a(munts

from the general ledger. M

11(15000-01-000-000-000 Furn. & Fixtures:Invine-Main 66 240 |H 5054, G58) 1 P

12 |15000-02-001-000-000 Furn. & Fixtures:Atlanta-Peach Ave. 10 246 10 246 ¢

.

13 |15000-03-002-000-000  Furn. & Fixtures:New York-Broadway 15119 15119 | Formula result = 66 240 .

14 |15000-04-003-000-000  Furn. & Fixtures:Houston-Clay St. 12 558 12 558 . A

Help on this function <

15 |15100-01-000-000-000 EButpmem Irvine-Main 45 522 48 522 ’
bersddserrrrrrrirr P YNV Iy Y vy
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Actual Formula

This topic describes the formula syntax and usage of the GLActual formula in Microsoft Excel.

The GLActual formula is made available in Microsoft Excel by the Report Designer.

Description

The GLActual formula returns the month to date General Ledger actual amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLActual(GLLink,Year,Period,Company,AccountCategoryCode,AccountGroupCode,AccountTypeCo

de,ReportTreeUnitPath,BalanceType,RollupTypelCode,RollupType2Code,RollupType3Code,RollupT
ype4Code)

The GLActual formula syntax has the following arguments:

What is the purpose of the
filter?

Filter Need What needs to be filled in?

Used to reference one or more
General Ledger accounts for

The account code from the which values must be returned.

main accounts or accounts list

GLLink Required retrieved from the General Supports main accounts,
Ledger accounts, account ranges,
' account wildcards &
account addition/subtraction.
The fiscal year to return data
grr;{e?hf;?g?nar; a&iggtpoff Filters the General Ledger
Year Required . pany accounts being referenced to a
accounting purposes. The g i
. specific fiscal period.
fiscal year may or may not be
the same as a calendar year.
The period to return data on. A
: period is the operating cycle of Filters the General Ledger
- Required ; .
Period a company for which accounts being referenced to a
accounting information is specific period.
collected and reported.
. Filters the General Ledger
. A company code retrieved from .
Company Optional accounts being referenced to one

the General Ledger. o ;
or more specific companies.

Summarizes all of the General
Ledger accounts which are linked
to the specified account category
and returns the summary value.

An account category code
AccountCategoryCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account group
and returns the summary value.

An account group code
AccountGroupCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account type and
returns the summary value.

An optional account type code
AccountTypeCode Optional retrieved from the General
Ledger.
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What is the purpose of the

Filter What needs to be filled in? :
filter?

A reporting tree unit in the
format:

Treename>Parent>Parent>unit.
For example, Worldwide
Enterprises>New York>NY
Sales>NY Retail Sales

Used to achieve organizational
reporting. Allows the account
filter rule within one of a reporting
tree’s units to be applied to the
formula.

ReportTreeUnitPath Optional

To determine whether only

debit amounts or only credit Allows only the credit or debit

balances to be returned for the

BalanceType Optional amounts must be retrieved. accounts which are bein
For example, type Debit or . 9
; referenced by this formula.
Credit.
RollupTypeCode Optional A rollup code retrieved from the Fllter_s_ the rollup type code to a
General Ledger. specific value.
Remarks

e Arguments are applied in the order that they are displayed.

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

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
GLLink argument allowing you to filter on Account Numbers or Main Account Codes.

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

Example

An example of a GLActual formula could be:

=-GLActual($C10,$E$7,$D%4,,,,,$D$5)

+
E10 - »* & & | =GlActual($C10,5E57,5D54) :
+
A B C D E F G H B ¢
- 4

1
Function Arguments :
, @ABX Income Statement i :
3 Gllink |5C10 *40000-01-000-000-000°
- - +
4 Current Period: 5 Year |SES7 2010 y,
5 Period | 5D34 5 :
; 2010 i Company || ¢
+
5 Current Month AccountCategoryCode A
9 Revenus =20 :
10 40000-01-000-000-000 4BEsk Sales Ivins-Main [osesransy | [eem v et ‘
11 40000-01-000-010-000 Desk Sales:Inine-Main-Steelcase 230 437 Company is the company code retrieved from the general ledger.s
12 40000-02-000-000-000 Desk Sales:Atlanta-Main 0 :
13 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave 0 :
14 40000-02-001-010-000 Desk Sales-Atlanta-Peach Ave -Steel 172 828 Formula result = 0 <
+
15 40000-03-002-000-000 Desk Sales:New York-Broadway 0 ¢

Help on this funeti oK

16 40000-03-002-010-000 Desk Sales:New York-Broadway-Stet 140 823 SeenTAes j
P

i T T e O i Al T - o e Y T R R R R o A A P A AP A A P
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Actual YTD Formula

This topic describes the formula syntax and usage of the GLActualYTD formula in Microsoft Excel.
The GLActualYTD formula is made available in Microsoft Excel by the Report Designer Add-In.
Description

The GLActualYTD formula returns the year to date General Ledger actual amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLActualYTD(GLLIink,Year,Period,Company,AccountCategoryCode,AccountGroupCode,AccountTyp

eCode,ReportTreeUnitPath,BalanceType,RollupTypelCode,RollupType2Code,RollupType3Code,Roll

upType4Code)

The GLActualYTD formula syntax has the following arguments:

Need

Filter

What needs to be filled in?

The account code from the
main accounts or accounts list

What is the purpose of the
filter?

Used to reference one or more
General Ledger accounts for
which values must be returned.

GLLink Required retrieved from the General Supports main accounts,
Ledger accounts, account ranges,
' account wildcards &
account addition/subtraction.
The fiscal year to return data
on. A fiscal year is a length of Filters the General Ledger
: time that a company uses for .
Year Required . accounts being referenced to a
accounting purposes. The . :
. specific fiscal period.
fiscal year may or may not be
the same as a calendar year.
Zheeﬁigoig :ﬁg?ué?a?iita:%rg' Filters the General Ledger
. Required P perating cy accounts being referenced to the
Period of a company for which o
L S accumulated total up to a specific
accounting information is eriod
collected and reported. P '
. Filters the General Ledger
Company Optional A company code retrieved from accounts being referenced to one
the General Ledger. Iy i
or more specific companies.
An account category code Summarizes all of th_e Gener_al
. . Ledger accounts which are linked
AccountCategoryCode Optional retrieved from the General .
to the specified account category
Ledger.
and returns the summary value.
Summarizes all of the General
An account group code Ledger accounts which are linked
AccountGroupCode Optional retrieved from the General 9 .
to the specified account group
Ledger.
and returns the summary value.
. Summarizes all of the General
An optional account type code Ledger accounts which are linked
AccountTypeCode Optional retrieved from the General 9

Ledger.

to the specified account type and
returns the summary value.
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What is the purpose of the

Filter What needs to be filled in?

filter?

A reporting tree unit in the
format:

Treename>Parent>Parent>unit.

Used to achieve organizational
reporting. Allows the account

ReportTreeUnitPath Optional For example, Worldwide filter rule within one of a reporting
Enterprises>New York>NY }garfnil:mts to be applied to the
Sales>NY Retail Sales '
To determine whether only . :
debit amounts or only credit Allows only the credit or debit
. . balances to be returned for the
BalanceType Optional amounts must be retrieved. accounts which are bein
For example, type Debit or . 9
; referenced by this formula.
Credit.
RollupTypeCode Optional A rollup code retrieved from the Filters the rollup type code to a

General Ledger. specific value.

Remarks
e Arguments are applied in the order that they are displayed.

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

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
GLLink argument allowing you to filter on Account Numbers or Main Account Codes.

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

Example

An example of a GLActualYTD formula could be:

=-GLActualYTD($C10,$E$7,$D$4)

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide

@

SUM - X v i =-GLActualYTD(5C10,$E57,5D%4) v
¢

A B c D E F G H - <
1 X 4
Function Arguments 4

s ABX Income Statement clrcuai ‘

3 GLlink |5ci0] = '40000-01-000_000-oo§

4 Current Periad: 5 — ™ Vear | SEST “2010° “

— ¢

6 Period | SDS4 5 M

7 2010 Company :

8 Current Month  Year to Date || [iEEEIe S L b ) = s

9 Revenus =0 ¢

10 40000-01-000-000-000""Desk Sales:Invine-Main 0]10,5E57 $D%4) ! Returns the year to date general ledger actual amount. :

11 40000-01-000-010-000 Desk Sales:Ivine-Main-Steelcase 230 437 853 652 GLLink is the account code from the main accounts or a:;

12 40000-02-000-000-000 Desk Sales:Atlanta-Main 0 0 from the general ledger. <

13 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave 0 0 :

14 40000-02-001-010-000  Desk Sales:Atlanta-Peach Ave -Steel 172 828 640239 | co nularesult= 0 :

15 40000-03-002-000-000 Desk Sales:New York-Broadway 0 0 :

16 40000-03-002-010-000 Desk Sales:New York-Broadway-Stec 140 823 521 676 | Help on this function ok ,

oo o Vilo o v o s POUPEDTFDGDY D5 SAES YN GNS, s vvsrvvsreePrvvsroredescssiriveedeceboreoveserrveissersserarers
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Budget Formula

This topic describes the formula syntax and usage of the GLBudget formula in Microsoft Excel.

The GLBudget formula is made available in Microsoft Excel by the Report Designer.

Description

The GLBudget formula returns the month to date General Ledger budget amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLBudget(GLLink,Year,Period,BudgetCode,Company,AccountCategoryCode,AccountGroupCode, A

ccountTypeCode,ReportTreeUnitPath,BalanceType,RollupTypelCode,RollupType2Code,RollupType3
Code,RollupType4Code)

The GLBudget formula syntax has the following arguments:

What is the purpose of the
filter?

What needs to be filled in?

Used to reference one or more
General Ledger accounts for

The account code from the which values must be returned.

main accounts or accounts list

GLLink Required retrieved from the General Supports main accounts,

Ledger accounts, account ranges,

' account wildcards &
account addition/subtraction.
The fiscal year to return data
on. A fiscal year is a length of Filters the General Ledger
, time that a company uses for .

Year Required . accounts being referenced to a

accounting purposes. The . i

. specific fiscal period.

fiscal year may or may not be

the same as a calendar year.

The period to return data on. A

Required period is the operating cycle of Filters the General Ledger

Period q a company for which accounts being referenced to a

accounting information is specific period.

collected and reported.

: Filters the General Ledger budget

BudgetCode Required The budget code retrieved from amounts being referenced to a

the General Ledger e

specific budget code.

A company code retrieved from Filters the General Ledger

Company Optional pany accounts being referenced to one

the General Ledger. Iy ;
or more specific companies.

Summarizes all of the General
Ledger accounts which are linked
to the specified account category
and returns the summary value.

An account category code
AccountCategoryCode Optional retrieved from the General
Ledger.

Summarizes all of the General
Ledger accounts which are linked
to the specified account group
and returns the summary value.

An account group code
AccountGroupCode Optional retrieved from the General
Ledger.
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What is the purpose of the

Filter What needs to be filled in? :
filter?

Summarizes all of the General

An optional account type code Ledger accounts which are linked

AccountTypeCode Optional retrieved from the General to the specified account type and
Ledger.
returns the summary value.
A reporting tree unit in the . L
- Used to achieve organizational
format:

reporting. Allows the account
filter rule within one of a reporting
tree’s units to be applied to the
formula.

Treename>Parent>Parent>unit.
For example, Worldwide
Enterprises>New York>NY
Sales>NY Retail Sales

ReportTreeUnitPath Optional

To determine whether only

debit amounts or only credit Allows only the credit or debit

balances to be returned for the

BalanceType Optional amounts must be retrieved. : .
. accounts which are being
For example, type Debit or .
Credi referenced by this formula.
redit.
RollupTypeCode Optional A rollup code retrieved from the Fllter_s_ the rollup type code to a
General Ledger. specific value.
Remarks

e Arguments are applied in the order that they are displayed.

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

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
GLLink argument allowing you to filter on Account Numbers or Main Account Codes.

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

Example

An example of a GLBudget formula could be:

=GLBudget($C10,$E$7,$D$4,$D$5)

F10 - » & | =GlBudget{$C10,$E$7,5D5%4,5D45) B
¢
= ¢
A B C D E F G H w
1 4
Function Arguments :
. @ABX Income Statement s y
iget Vi
3 Gllink |5CL0 '«mnnn-omnnmn;
4 Current Period: 5 f—— il Year |SEST “2010° 4
5 Budget Code: ORIGINAL '\R_— " Period | D54 5 :
6 | == BudgetCode |5DSS “ORIGINAL® :
7 2010 Company || p
8 Current Month Budget e 4
9 Revefilis Returns the month to date general ledger budget amount. :
10 40000-01-000-000-000 Desk Sales:Irvine-Main 057.5D3%4,5D35) ’
A Company s the company code retrieved from the generaly
11 40000-01-000-010-000  Desk Sales:Ivine-Main-Steelcase 230437 0 p,
12 40000-02-000-000-000 Desk Sales-Atlanta-Main 0 0 :
13 40000-02-001-000-000 Desk Sales-Atlanta-Peach Ave 0 0 P
14 40000-02-001-010-000  Desk SalesAtlanta-Peach Ave.-Steel 172 828 g | Formutaresutt= 0 ‘
15 40000-03-002-000-000 Desk Sales:Mew York-Broadway 0 0| Help on this fundtion oF
16 40000-03-002-010-000 Desk Sales:MNew York-Broadway-Stee 140 823 0

R

2
PIIIylIIIII4yoﬂg[yﬁ$ﬂgoﬂgolpgsbﬁge;:ﬁwﬁtgch)ay§t?llIIIIIIIIIIUIIIIIIIIIgIl'IIIl"IIOIIIIIII’IIIIIIIIIIIIIIIIII'
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Budget YTD Formula

This topic describes the formula syntax and usage of the GLBudgetYTD formula in Microsoft Excel.
The GLBudgetYTD formula is made available in Microsoft Excel by the Report Designer.

Description

The GLBudgetYTD formula returns the year to date General Ledger budget amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLBudgetYTD(GLLink,Year,Period,BudgetCode,Company,AccountCategoryCode,AccountGroupCo

de,AccountTypeCode,ReportTreeUnitPath,BalanceType,RollupTypelCode,RollupType2Code,RollupT

ype3Code,RollupType4Code)

The GLBudgetYTD formula syntax has the following arguments:

What needs to be filled in?

What is the purpose of the

The account code from the
main accounts or accounts list

filter?

Used to reference one or more
General Ledger accounts for
which values must be returned.

GLLink Required retrieved from the General Supports main accounts,
Ledger accounts, account ranges,
' account wildcards &
account addition/subtraction.
The fiscal year to return data
on. A fiscal year is a length of Filters the General Ledger
, time that a company uses for .
Year Required . accounts being referenced to a
accounting purposes. The e i
. specific fiscal period.
fiscal year may or may not be
the same as a calendar year.
The p_erlo_d to return d_ata up to. Filters the General Ledger
, Required A period is the operating cycle accounts being referenced to the
Period of a company for which o
L S accumulated total up to a specific
accounting information is eriod
collected and reported. P '
_ The budget code retrieved from Filters the G_eneral Ledger budget
BudgetCode Required amounts being referenced to a
the General Ledger e
specific budget code.
. Filters the General Ledger
. A company code retrieved from .
Company Optional accounts being referenced to one
the General Ledger. Iy ;
or more specific companies.
Summarizes all of the General
An account category code . .
. . Ledger accounts which are linked
AccountCategoryCode Optional retrieved from the General .
to the specified account category
Ledger.
and returns the summary value.
Summarizes all of the General
An account group code Ledger accounts which are linked
AccountGroupCode Optional retrieved from the General g

Ledger.

to the specified account group
and returns the summary value.
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What is the purpose of the

Filter What needs to be filled in? :
filter?

Summarizes all of the General
Ledger accounts which are linked
to the specified account type and
returns the summary value.

An optional account type code
AccountTypeCode Optional retrieved from the General
Ledger.

A reporting tree unit in the
format:

Treename>Parent>Parent>unit.
For example, Worldwide
Enterprises>New York>NY
Sales>NY Retail Sales

Used to achieve organizational
reporting. Allows the account
filter rule within one of a reporting
tree’s units to be applied to the
formula.

ReportTreeUnitPath Optional

To determine whether only

debit amounts or only credit Allows only the credit or debit

balances to be returned for the

BalanceType Optional amounts must be retrieved. : .
. accounts which are being
For example, type Debit or .
Credi referenced by this formula.
redit.
RollupTypeCode Optional A rollup code retrieved from the Fllter_s_ the rollup type code to a
General Ledger. specific value.
Remarks

e Arguments are applied in the order that they are displayed.

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

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
GLLink argument allowing you to filter on Account Numbers or Main Account Codes.

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

Example
An example of a GLBudgetYTD formula could be:

=-GLBudgetYTD($B9,$C$4,C$5,G$6) ‘

G9 - x v K =GLBudgetYTD(5B9,5C54,C55,G56) ":

+

A a B c D E F G . G

GLBudgetyTD :

Gllink | 5Ba “[40000 TO 45000)" ‘e

. ABX Summary Income Statement oo ’

I = Year SCS4 2010 ’

3 ) | Period | C55 12 :

4 Fiscal Year: ZOIL/ BudgetCode | 636 “Original” ‘

5 Fiscal Period: 12 ¢

- Company | ¢

6 Actual Original ‘
=0

7 A L 3 2D Returns the year to date general ledger budget amount. A

9 (40000 TO 45000) Net Sales 6 050 252 |2$4,C$5,G$E) ! Company is the company code retrieved from the general ledger. :

10 j

11 Cost and Expenses p

12 50000 TO 58000  Cost of Sales 3717 487 1123424 Formula result = 0 :

13 59000 TO 79000  Operating Expenses 1833 044 5273 301 A

Help on this function ¢

- s on s i =

Total Cost and Expenses 5 550 530 6 396 725 7036 398 P

15 At D
R P P I P 1 0 P P PP PP PP 2222 2P PP PRI PP II PP PP PP PR PRI PP I P PP PP PP PP PP 2P 200t bd bbb b b0t t S BB ENH s 00 s 0t pt0rvvry
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Current Year Formula

This topic describes the formula syntax and usage of the GLCurrentYear formula in Microsoft Excel.
The GLCurrentYear formula is made available in Microsoft Excel by the Report Designer.
Description

The GLCurrentYear formula returns the current fiscal year from your General Ledger after applying the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLCurrentYear(Company)

The GLCurrentYear formula syntax has the following argument:

Filter Need What needs to be filled in? What is the purpose of the filter?

A company code retrieved from  Filters the General Ledger accounts being

Company  Optional the General Ledger. referenced to one or more specific companies.

Remarks
e Arguments are applied in the order that they are displayed.

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

Example
An example of a GLCurrentYear formula could be:

=GLCurrentYear("ABX") ‘

The GLCurrentYear can be used in formulas to return data based on the current year, for example the
report below will use the current year formula to determine the prior year to report on.

6 - fe || =IF(ES8-1<=0,E%6-1,E56)

A B C D
, @ ABX Income Statement

-
0]

Wy R b b R R R b b by A A A A A A A A

2010 2010

Period Period
5 5

d
7
8
21 Total Revenue 1403 248.21 1403 245821
22

34 Total Cost of Sales 488 682.26 888 652.26
FF

Pl o o o S o o S NN EEEEEFEFFEEEEFFEFEFFEEEEFEFFEFEESS
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Current Period Formula

This topic describes the formula syntax and usage of the GLCurrentPeriod formula in Microsoft Excel.
The GLCurrentPeriod formula is made available in Microsoft Excel by the Report Designer Add-In.
Description

The GLCurrentPeriod formula returns the current period from your General Ledger after applying the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLCurrentPeriod(Company)

The GLCurrentPeriod formula syntax has the following arguments:

Filter Need What needs to be filled in? What is the purpose of the filter?

A company code retrieved from Filters the General Ledger accounts being

Company  Optional the General Ledger. referenced to one or more specific companies.

Remarks
e Arguments are applied in the order that they are displayed.

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

An example of a GLCurrentPeriod formula could be:

=GLCurrentPeriod("ABX") ‘

The GLCurrentPeriod can be used in formulas to return periods based on the current period, for
example in the report below the result of the current period formula has been used to work out which
periods to report on prior to it.

F8 - Jfe || =IF(ES8-1<=0,E58-1+12,E58-1)

A B C D E F
@ ABX Income Statement

5 2010 2010
7 Period Period

8| 5 4

21 Total Revenue 1403 248.21 1471 011.07

L ol A i R i i i i AT AR A o S O o P S P .

oo N N N N R N R R N R N AN
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Company Name Formula

This topic describes the formula syntax and usage of the GLCompanyName formula in Microsoft Excel.
The GLCompanyName formula is made available in Microsoft Excel by the Report Designer.

Description

The GLCompanyName formula returns the company name from your General Ledger after applying the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLCompanyName(Company) ‘

The GLCompanyName formula syntax has the following arguments:

Filter Need What needs to be filled in?  What is the purpose of the filter?
CompanyCode  Required A company code retrieved Filters the companies to return a specific
from the General Ledger. company name.

Remarks
e Arguments are applied in the order that they are displayed.

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

Example
An example of a GLCompanyName formula could be:

=GLCompanyName("ABX")

¥
c4 - I =GLCompanyMName("ABX") ’
¢

A B C D ES

L #
’

F

) ABX Summary Income Stg
’

3 4
4 | Company Mame: |American Business Expressiani :
5 Fiscal Year: 2010 :
6 Fiscal Period: 06 o/

L " S S S A A A A S A A A S A A A
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Account Description Formula

This topic describes the formula syntax and usage of the GLAccountDescription formula in Microsoft
Excel. The GLAccountDescription formula is made available in Microsoft Excel by the Report Designer.
Description

The GLAccountDescription formula returns the company name from your General Ledger after applying
the filters specified as arguments. Each argument can be a cell reference, a constant, or a named
range.

Syntax

=GLAccountDescription(Company)

The GLAccountDescription formula syntax has the following arguments:

Filter Need What needs to be filled in? What is the purpose of the filter?

A company code retrieved Filters the companies to return a specific company

Company Required ' the General Ledger. name.

Used to reference one or more General Ledger
accounts for which values must be returned.
Supports main accounts, accounts, account
ranges, account wildcards &

account addition/subtraction.

The account code from the
main accounts or accounts
list retrieved from the
General Ledger.

GLLink Required

Remarks
e Arguments are applied in the order that they are displayed.

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

Example

An example of a GLAccountDescription formula could be:

=GLAccountDescription("ABX",$C10)

D10 h X v K =GLAccountDescription("ABX",$C10) :
P
A B C D E F G H - ‘
1 #
¢
FINANCIALS ’
, @ABX Income Statement :
£ 1 4
3
Function Arguments @
4 Current Periad: 5
GLA 18] ti
5 Budget Code: Original ceountbesaription L
& Company | “ABX = "ABX"
. GLLink SQU‘ “40000-01-000-000-000"
3 ‘ - = "Desk 5ales:Irvine-Main™ 4
Returns the account description.
9 Revenue’
y Py " GLLink is the account code from the main accounts or accounts list retrieved
10 40000-01-000-000-000 I—GLAccuumDescnptlon( ABX .$C10)| ‘from the genesal ledger.
11 40000-01-000-010-000 Desk Sales:Irvine-Main-Steelcase
12 40000-02-000-000-000 Desk Sales:Atlanta-Main L
13 40000-02-001-000-000 Desk Sales:Atlanta-Peach Ave. FormUl esImMEDe s Hsales: Ivne Mal
14 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave.-Steel - -
Help on this function oK Cancel
15 40000-03-002-000-000 Desk Sales:New York-Broadway

PP PP B PP PP PP PP PP PP PP PP PP PPP PP PPPP PP PP PP PP PP TP ISP PP PP PP PP P PPIP PSP PP IT I L PP PGP I I TP P PPy

Sage 100 ERP 2015 Intelligence Reporting — Report Designer User Guide Page 162 of 162



	Table of Contents
	Report Designer Overview
	About the Report Designer
	The Report Designer Process
	Choosing the Most Suitable Way to Design Reports

	Accessing and Saving Reports and Templates
	Opening Financial Reports and/or Templates
	Saving Reports and/or Templates

	The Report Designer Ribbon
	Creating a Draft Layout
	Designing Reports using the Layout Generator
	Navigating within the Layout Generator
	Tab Headings
	Lookup Values
	Search
	Save Layout
	Saving Report Layouts

	Designing a New Report Layout
	Accessing the Layout Generator to Design a New Layout
	Process to Design a New Report Layout

	Setting the Layout Options

	Adding Descriptive Text Columns for Rows
	To add fields to the Text Columns area:
	Removing a field from the Text Columns area
	Clearing all of the fields from the Text Columns area

	Formula Columns
	Adding and Removing Formula Columns
	Adding Columns to the Columns Area
	Removing Columns
	Clearing all of the fields from the Columns area
	Adding a spacer to the Columns area

	Adding Multiple Formula Columns for Quarters or Years
	Using Column Grouping
	Adding a column grouping
	Calculation Columns
	Creating New Calculations
	Set Variance Option
	Set Variance Example

	Managing Calculation Columns
	Accessing Calculated Fields
	Deleting a Calculated Field
	Editing a Calculated Field


	Row Sets
	The purpose of using Row Sets
	Accessing Row Sets
	Managing Row Sets
	Adding a New Row Set
	Editing an Existing Row Set
	Renaming an Existing Row Set
	Deleting a Row Set


	Using Account Ranges in Row Sets
	Using Wildcards in Row Sets
	Using Mathematical Calculations in Row Sets

	Adding and Removing Account Rows
	Selecting a Row Set
	Adding Rows
	Removing a Single Row
	Clearing all of the fields from the Rows area
	Adding a spacer to the Rows area

	Calculation Rows
	Creating New Calculation Rows
	Managing Calculation Rows
	Accessing calculated fields
	Deleting a calculated field
	Editing a calculated field

	Converting a Negative Number to Positive
	Switching the sign of fields

	Generating your Layout
	Understanding the Microsoft Excel Workbook
	Designing a Basic Income Statement
	Adding Layout Options
	Adding Text Columns
	Adding Columns
	Selecting a Row Set
	Adding Rows
	Generating the Layout

	Working with Existing Layouts
	Accessing and Generating Existing Report Layouts
	Generating an Existing Report Layout

	Editing Layouts
	Copying Layouts
	Deleting Layouts
	Quickly Editing Layouts
	Quickly Generating Layouts
	Designing Reports using the Task Pane
	About The Report Designer Task Pane
	Navigating within the Task Pane

	Accessing and Managing Existing Report Layouts
	Viewing Existing Layouts
	Editing Existing Layouts

	Lists
	Understanding the List Structure
	Adding Lists
	Changing Companies

	Formulas
	Adding Formulas
	Editing Formulas
	Reversing Negative Numbers

	Combining Accounts
	Using Account Ranges
	Using Mathematical Calculations

	Using Wildcards
	Using Cell References
	Using Relative or Absolute Cell References

	Displaying Cell Formulas instead of Values
	Catering for New General Ledger Accounts
	Missing Accounts
	Viewing Missing Accounts for the Current Layout
	Viewing Missing Accounts for All Layouts

	Designing Financial Reports
	Designing a Basic Income Statement
	Creating a Basic Balance Sheet
	Designing a Rolling Income Statement
	Creating a Quarterly Balance Sheet
	Designing a Cash Flow Report

	Consolidating Multiple Companies Data
	Preparing to Design Consolidated Report Layouts
	Designing Consolidated Report Layouts
	Designing a Consolidated Report Layout with a Different Chart of Accounts
	Designing Consolidated Report Layouts using Reporting Trees

	Drilling Down on Values
	Copying Reports
	Preserving Formulas when Distributing Reports
	Unlocking cells or ranges
	Hiding formulas
	Password protecting the worksheet
	Removing protection from a worksheet

	Best Practice
	Reporting Trees
	What are Reporting Trees?
	Reporting Unit Structures
	Parent Child Relationships
	Account Filters
	Account Filter Examples


	Working with Reporting Trees
	Viewing Reporting Trees
	Using Reporting Trees in a Layout Generator Report Layout
	Using Reporting Trees in a Task Pane Report Layout
	Creating a New Reporting Tree
	Editing Reporting Trees
	Deleting a Reporting Tree
	Renaming a Reporting Tree
	Duplicating a Reporting Tree

	Copying Reporting Trees to other Sage Intelligence Reporting systems
	Locating the Metadata Repository
	Copying Reporting Trees
	Pasting Reporting Trees

	Appendix A – Available Formulas
	Opening Balance
	Description
	Syntax
	Remarks
	Example

	Closing Balance Formula
	Description
	Syntax
	Remarks
	Example

	Actual Formula
	Description
	Syntax
	Remarks
	Example

	Actual YTD Formula
	Description
	Syntax
	Remarks
	Example

	Budget Formula
	Description
	Syntax
	Remarks
	Example

	Budget YTD Formula
	Description
	Syntax
	Remarks
	Example

	Current Year Formula
	Description
	Syntax
	Remarks
	Example

	Current Period Formula
	Description
	Syntax
	Remarks
	Example

	Company Name Formula
	Description
	Syntax
	Remarks
	Example

	Account Description Formula
	Description
	Syntax
	Remarks
	Example



