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1.0 Distribution

This guide will provide you with an understanding of how to distribute your reports once they are run.
In this, you will learn how to:

. Specify distribution settings.

. Manage distribution instructions.

. Select distribution instructions to use.
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2.0 Introducing distribution

Report distribution is a powerful feature that saves time and effort by allowing you to send reports to a
file, FTP site, or email in a number of standard formats.

Simply set up which reports you would like to distribute, whether you would like them in Microsoft®
Excel®, MHMTL or PDF, and whom it should be sent to. You can even create custom criteria for sending
out reports.

Features include the ability to customize each email format, use your existing Outlook profile and
address book, or specify a SMTP or exchange server. The same report can be set up to be distributed to
different destinations.

Distribution is ideal for sending reports out to line managers or providing corporate management with

tailored reports.

Distribution
Settings

o Automatically works with
Outlook profile.

e Exchange or SMTP can
be set up.

Manage
Distribution
Instructions

e Set up instructions for
each unique distribution
method.

e Only set up once per
instruction.

Select
Instructions

e Select which instructions
to use for your report.

e ‘Create and link’ your
report in the Report
Manager module to retain

e Select ‘Send Now’ to
execute your distribution
instructions for the current
report.

e Can also be executed via a

e Only set up once.

your settings for each scheduler command.

report.
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2.1 Distribution settings

Email is the most popular distribution channel. By default, your Microsoft Outlook profile settings
will be used by Sage Intelligence Reporting to send emailed reports automatically, however, if this
is not preferable, or you do not have Microsoft Outlook installed, an exchange or SMTPs may be
specified. These details will have to be obtained by your network administrator.

The SMTP / Exchange Server option is recommended for an unattended distribution, as the Use
My Outlook Profile option requires Outlook to be open at the time of distribution.

-

e
(* Distribution Settings =
P =

Please select one of the following opticons for sending email 2nd enter the reguired settings below:
1 Use My Outlock Profile
Email settings will be retrieved from the current outlook profile
— @) Use SMTP / Exchange Server -
User Information
Your name: Joe Soap
Email address: joesocap@worldwide xyz
Server Information
Outgoing mail server: 192.168.20.22
Use SSL: ] Port number: 25
Logon Information
User name: worldwide\collen
Password: iadadéics |
( OK ) ( Cancel )
=S 4]
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3.0 Manage instructions

3.1 Accessing distribution instructions

Distribution instructions save time by sending reports, along with pertinent information, automatically to
the right person/people using the chosen electronic method. Use Manage Distribution Instructions to
set up different instructions for each report that requires a unique distribution method, i.e. distributed to
different people or via different methods, for example, Email, FTP, or saved to a folder.

3.1.1 Manage distribution instructions

Complete the following steps to manage distribution instructions:
1. Run a report from the Sage Intelligence Report Manager to Microsoft Excel.
2. Select the Bl Tools tab.

Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins I BITools I

'1;‘ f\f "- 2o - — (‘.}l
B 8¢ B B Y B B & | & | &
Launch | Refresh Chane 1atIf Mapping Reporting Quick Quick Send Select Manage [Distribution
Data  Perioc er  Tool Trees Generate v Edit ~ Now Instructions‘ Instructions| Settings
Distribution

3. Click Manage Instructions.

4. From the Manage Distribution Instructions window, you can now Add, Edit, Delete, or Rename your
Instructions.

(ioER = =]
= Manage Distribution Instructions

e

Manage Distnbution Instructions

Head Office Management

Sales Department Management
Service Department Management

Warehouse Management \

Rename...

Close
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3.1.2 Add distribution instructions

Complete the following steps to add a distribution instruction:
1. From the Manage Distribution Instructions window:
2. Click Add.

Manage Distribution Instructions

AII Department Managers |

Head Office Management

Sgles Department Management
Service Department Management
Warehouse Management

3. Enter a distribution instruction name.

Sage Intelligence Reporting 7



SAFE

5. You will be presented with a window that has three distribution methods, namely Email, File Publish
and FTP.

[T Enable Emai

{
& |
G
Subiect |
&

BB L O ey (@VB I U A L|E=E

s
-

6. By default, the methods are disabled. You may enable one or multiple options by selecting the Enable
box/es.

=2 Distribution Instruction - Head Office Financial M anager

A=
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4.0 Emall distribution instruction

4.1 Add email distribution instruction
When the Enable Email box is selected, you will be able to fill in the email details.
To add email distribution instructions, do the following:

1. Enter the recipients' email addresses or names in the To, Cc, or Bcc box.

Always separate multiple recipients with a semicolon. To select from your Outlook address book, select
the To, Cc or Bcc buttons and select the name/s. If you do not have Microsoft Outlook installed, you
will need to enter the recipients full email address.

. To... A message is sent to the recipients in the To box.
. Cc... A copy of the message is also sent to recipients in the Cc box.
. Bcc... A copy of the message is also sent to recipients in the Bcc box; however, it is a blind

carbon copy so the names of the recipients in the Bcc box are not visible to other recipients.

In the Subject box, type the subject of the message.
In the message body, type in the required text to accompany your report.

You may also use cell references to reference any data in your report. This is covered later in this
guide. All of the standard formatting commands are also available from the menu bar.

i
i

=

% B @ fl' “ (%  SegoeUl v[-v| A O § Y s E%}

Specify a file name for your report in the File name box.

In the Format box, select the format you would like the report to be emailed in.

File name Sales Details

Format: Excel Workbook (~ xlsx)

Excel Macro-Enabled \Workbook {* xlsm)
Excel 87-2003 Workbook ({* xlIs)

MHMTL (*.mht)

PDF (*.pdf)

( Preview Cell Refg

6. You also have the option to distribute each worksheet as separate documents or leave this option
disabled to send worksheets in one workbook.

|| Distribute each worksheet as separate documents

7. Click OK.
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4.2

sage

A cell reference refers to a particular cell or range of cells in your worksheet. Cell references are used
to identify data for use in formulas to calculate results based on your data. From your Email
Distribution form, you can add cell references to the body or headers of your email message. For
example, you could reference the gross profit for the month.

Adding cell references to the body of an email message

To manage distribution instructions, do the following:

Whilst in the Email Distribution Instruction window, at the point where you would like to reference the
Excel cell reference, click on the fx button.

v

X 2 @R f‘- “ (%  Segoell v|- V] B I U A 4
Dear Mr Smith

Attached is the Saled Details Report, You will notice that our Gross Profit for this period isI

Regards
Joe Soap

The Select a Cell window will appear in Microsoft Excel.

Select a Cell &l

=

=3

Type the cell reference/s, or click on the cell/s you would like to add and you will notice that its
reference is automatically inserted into the window.

Select a Cell (=]

$F$45

Click on the Expand Dialog box.

Select a Cell
$F$45

You will be returned to your email distribution instruction and you will notice that the cell reference has
been added to your message text.

(=] Distribution Instruction - Head Office Financial Manager E@@
———

Edit Distribution Instruction

Email File Publish I FTP

- [¥] Enable Email

smith@worldwide xyz

Subject: Sales Details

% @ K |9 ¢ Sepeu -(@myv B 1 U A A
Dear Mr Smith
Attached is the Saled Details Report, You will notice that our Gross Profit for this period i§[CELLVALUE(Customer Sales!$F$45)])

Regards
Joe Soap|

i
I \
(]
]

¥
i

File name: Sales Details

Format: | Excel 97-2003 Workbook (*.xis) bt

[] Distribute each worksheet as separate documents

Preview Cell References
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6. If you click on the Preview Cell References box, you will be able to see the text that would be inserted

for the report that is currently open in Microsoft Excel from cell F45 for this example:

(] Distribution Instruction - Head Office Financial Manager

=
Edit Distribution Instruction
Email H File Publish H FTP
- [¥] Enable Email
smith@worldwide xyz
Subject: Sales Details
X 2@ Ko oSl @Y 1 UL JIEEEEE
Dear Mr Smith
Attached is the Saled Details Report, You will notice that our Gross Profit for this period isf138363.83
Regards
Joe Soap
File name: Sales Details
Format: Excel 97-2003 Workbook (*xls)
Distribute each worksheet as separate documents
( OK ) ( Cancel )

Sage Intelligence Reporting
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Cell references can also be added to the headers of your email message. For example, you could email
a particular person if a condition was true. For example, in Microsoft Excel you could specify that if the
sales revenue was above a certain amount, then the sales manager would receive a congratulatory
email with the financial report.

4.3 Adding Cell References to Email Headers

Complete the following steps to add cell references to email headers.

1. In your Excel report, add an IF formula in a blank cell, for this example we will add it into cell N2,

=IF(B12>1000000,"jones@worldwide.xyz", ";")

where cell B12 represents your sales revenue and jones@worldwide.xyz represents the email
address of the sales manager.

2. In the Manage Instructions, email message header, right-click in the To... box, select Insert, Cell
Reference.
=] Distribution Instruction - Sales Dept Manager Congrats =

Edit Distribution Instruction

Email H File Publish ” FTP

~[¥] Enable Email

o) 17
(=) |
(e )

Subject:

| I Insert 3 " Cell Reference ”

B K 9 e sweu -(@@YB I U A L E[E]E

Dear Mr Jones

il
/]

Rl

CONGRATULATIONS. Sales Revenue exceeded $1 million this month, Income Statement attached.

Regards

Joe Soap
File name: Income Statement
Format: | Excel Workbook (" xisx) v

["] Distribute each worksheet as separate documents

Preview Cell References

( OK ) ( Cancel )

3. In Microsoft Excel, select cell N2.

Select a Cell
N2

[

4, Select the Expand Dialog box.

Select a Cell =)

N2 @
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5. In your distribution instruction, you will notice the cell reference has been inserted into the To... box.
Email || File Publish || FTP
~[¥] Enable Email

(7o ) [ICELLVALUE(Customer Sales'sNs2)] |

6. If you now select the Preview Cell References box, you will be able to see the value that will be
inserted if your Sales Revenue exceeds $1,000,000.

=

@ Distribution Instruction - Sales Dept‘Manager Congrats [

Edit Distribution Instruction

Email “ File Publish “ FTP |

~[¥] Enable Email

( To.. ) Ijones@norld‘Mde,xyzl

Subject: CONGRATULATIONS

i
]
Ml
i

Y
i

¥ 2@ L9 @ Sweul [@YB I U A A
|Dear Mr Jones

| CONGRATULATIONS, Sales Revenue exceeded $1 million this month, Income Statement attached.

'Regards

Joe Soap

| -

File name: Income Statement
Format: Excel Workbook (* xlsx)

Distribute each worksheet as separate documents

5
Cell References E

( o« ) ([ conce ]

7. If your sales revenue does not exceed $1,000,000 the email will not be sent to the sales manager as
your Preview Cell References To... Box will show you that the sales manager's email will not be
inserted.

Email “ File Publish “ FTP ‘

~[¥] Enable Email

(o)

Subject:  CONGRATULATIONS
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4.4 Add File Publish instruction

In order to save a report to a specified location, the file publish option can be enabled.

Complete the following steps to add a File Publish distribution instruction:
Click the File Publish tab.

2. Select the Enable File Publish box.

7= Distribution Instruction - Head Office Management E]

Edit Distribution Instruction ‘

Email | FiePublsh | FTP

Folder: Browse...
File name:
Format: [ Excel Workbook (xisx) -

[] Distribute each worksheet as separate documents

w

Click the Browse button to locate the folder where you would like the reports to be saved to and click
OK.

Edit Distribution Instruction

Email " File Publish “ FTP ‘

~[¥] Enable File Publish

File name:
Format: [Exoel Workbook (" xlsx) -]

[”] Distribute each worksheet as separate documents

4, Type in the file name you would like to save your report to, and select the format you would like the
report to be in.

Edit Distribution Instruction

Email “ File Publish “ FTP

~ [¥] Enable File Publish

Folder: C:\Reports Browse..
File name:
Format:

Excel Macro-Enabled Workbook {* xlsm)

Excel §7-2003 \Workbook (" xIs)
MHMTL (*.mht)
PDF (*.pdf)

5. For the Excel and MHMTL format, you will have the option to save each worksheet as separate
documents.

6. Select the box to apply the option.

[ Distribute each worksheet as separate documents

7. Click OK.
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45 Add FTP instruction

In order to FTP a report to a specified location, the FTP option can be enabled.

Complete the following steps to add an FTP distribution instruction:
Select the FTP tab.
2. Select the Enable FTP box.

=] Distribution Instruction - Head Office Management E]@

Edit Distribution Instruction

Email H File Publish |  FTP

- [V]Enable FTF
Server Information

Remote server: e.g. fip.servername.com/fipfolder

Port number. 21

Logon Information

User name:

Password

File Details

File name

Format: | Excel \Workbook (" xisx) =

|| Distribute each worksheet as separate documents

( OK ) ( Cance )

The server information can be obtained from your IT administrator as well as the logon information.
Specify a file name you would like the report to be saved to.

Specify the format you would like the report to be saved in.

2

For the Excel and MHMTL format, you will have the option to save each worksheet as separate
documents.

7. Select the box to apply the option.

|| Distribute each worksheet as separate documents

8. Click OK.
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5.0 Edit distribution instructions

To Edit distribution instructions, do the following:
1. In Microsoft Excel, select the Bl Tools tab.

——
Home Insert Page Layout Formulas Data Review Wiew Developer Add-Ins BITools
Mo BI Report Loaded 2 @ v
P g
= B E

Send Select Manage Distribution
Now  Instructions Instructions  Settings

Report Designer | Distribution

2. Click Manage Instructions.

Send Select Manage |JDistribution
Now  InstructionsfInstructionsy Settings

Distribution

3. Select the distribution instruction you would like to edit.
Click Edit.
=T Manage Distribution Instructions

Manage Distribution Instructions

IAII Department Managers

Head Office Financial Manager
Head Office Management

Sales Department Management
Service Department Management Delete...
Warehouse Management

H E
= IE’

Rename...

Close

5. Make the necessary changes.
6. Click OK.
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5.1

Rename a distribution instruction
To rename an existing distribution instruction:
In Microsoft Excel, select the Bl Tools tab.

sage

mome Insert Page Layout Formulas Data Review
Mo BI Report Loaded (A
'° < BB

Send Select Manage Distribution
Now  Instructions Instructions  Settings
Report Desigher Distribution

Wiews

Developer

Add-Ins EITools

Click Manage Instructions.

p

=R | ®3
Send Select Manage |JDistribution
Now  InstructionsfInstructionsy Settings

Distribution

Select the distribution instruction you would like to rename.

Click Rename.
Type in the new name for the distribution instruction.

Enter a Value ®
r 5

Enter new instruction name

Service Depariment Management

( oK ] ( Cancel )

o =41

Click OK.
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5.2 Delete adistribution instruction
To delete an existing distribution instruction:
1. In Microsoft Excel, select the Bl Tools tab.

nHome Insert Page Layout Formulas Data Review Wiew Developer Add-Ins BITools
Mo BI Report Loaded = {7
’ 25 EE G:

Send Select Manage Distribution
Now  Instructions Instructions  Settings
Report Desigher Distribution

2. Click Manage Instructions.

%

=25 =F G
Send Select Manage |JDistribution
Now  InstructionsfInstructionsy Settings

Distribution

3. Select the distribution instruction to be deleted.
Click Delete.

A confirmation message box displays:

Delete Distribution Instruction |82

'A Are you sure you want to delete this Distribution Instruction?

e Jmw

5. Click Yes.

— | NOTE: Once a distribution instruction is deleted, it cannot be undone.

A
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Once the distribution instructions have been set up, the instructions need to be linked to the report, and
the worksheets which the instructions must apply to, need to be selected.

5.3 Select instructions

To Select distribution instructions, do the following:
Run the relevant report from Sage Intelligence Report Manager.

2. In Microsoft Excel, click the Bl Tools tab.

Home Insert Page Layout Formulas Data Rewview Wiew Developer Add-Ins | BITools

Mo BI Report Loaded = Eﬁ A

Send Select Manage Distribution
Now  Instructions Instructions Settings
Report Designer Distribution
3. Click Select Instructions.
. Vo
<& |B ©
- = =
S— Lo
Send Select Manage Distribution
Mow JInstructions fInstructions  Settings
Distribution

The Select Distribution Instructions window appears:

i@ Select Distribution Instructions [z

Select Distribution Instructions

Please select the distribution instructions that must be linked to this workbook and specify which
worksheets must be sent via each distribution instruction. In order for these selections to be saved.
ensure that this workbook is saved back to Report Manager via the 'Create and Link’ function.

Available Instructions Instructions In Use Worksheets To Send

All Department Managers Ledger Transaction Detail: #

5

Head Office Management | Lookup =
Sales Department Manageme: Instructions
Service Department Managernr % MENU

Warehouse Management
Head Office Financial Manage|

< | m »

W

REVENUE - GRAPH
| Income Statement 12Mor =
: Income Statement Curren
Balance Sheet YTD
MENU (A)

« | m »

=

["] Send all selected distribution instructions when this workbook is

automatically scheduled using a scheduler command

( o« ) [ conce

)

| NOTE: The left pane contains all the instructions you have set up. The right pane contains

all the worksheets available in the current Excel report which you have run out from
the Sage Intelligence Report Manager.
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Select the instruction from the left that you would like to apply.

5. Click the right arrow button to add the instruction to the Instructions in Use box.

@ Select Distribution Instructions .

Select Distribution Instructions

Please select the distribution instructions that must be linked to this workbook and specify which
worksheets must be sent via each distribution instruction. In order for these selections to be saved,
ensure that this workbook is saved back to Report Manager via the 'Create and Link' function.

Available Instructions Instructions In Use Worksheets To Send

All Department Managers Ledger Transaction Detail:

Lookup
Sales Department Manageme! | Instructions

Service Department Managem MENU

Warehouse Management REVENUE - GRAPH

Head Office Financial Manage! Income Statement 12Mor| =
Income Statement Curren
Balance Sheet YTD

MENU (A)

il

- J

[] Send all selected distribution instructions when this workbook is
tomatically scheduled using a scheduler cc d

6. Select the worksheets you would like to include in your distribution instruction.

7= Select Distribution Instructions =)

Select Distribution Instructions

Please select the distribution instructions that must be linked to this workbook and specify which
worksheets must be sent via each distribution instruction. In order for these selections to be saved.
ensure that this workbook is saved back to Report Manager via the 'Create and Link' function.

Available Instructions [ Instructions In Use Worksheets To Send
All Department Managers Head Office Management ] sheet2 Ed
Sales Department Manageme! [] Ledger Transaction Detail

Service Department Managem D Lookup
Warehouse Management [C] instructions

|
‘
Head Office Financial Manage! . ‘ [F] MENU

m

VIJREVENUE - GRAPH
Income Statement 12Mor]

‘| m »

[ ] send all selected distribution instructions when this workbook is
automatically scheduled using a scheduler command

If you would like to include an additional instruction, repeat from step 4.

8. If you would like any selected distribution instruction/s to be executed when a report is automatically
scheduled via a scheduler command, refer to the next section.
9. Click OK.

——| NOTE: If you would like the distribution instruction to be permanently linked to the report,
., you will need to Create and Link the report in Sage Intelligence Report Manager.
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6.0 Automated distribution

In order to use automated distribution it is recommended that you use the SMTP / Exchange Server
option in your distribution settings as the Use My Outlook Profile option requires Microsoft Outlook to
be open at the time of distribution.

For automated distribution instructions, do the following:

1. From your Select Distribution Instruction window, if you would like the distribution instruction to be
executed when scheduling the report, select the check box at the bottom of the screen:

nd all selected distribution instructions when this workbook is
autematically scheduled using a scheduler command

2. You will then need the distribution instruction to be permanently linked to the report, so you will need to
Create and Link the report.

3. You can then schedule the report as per the normal procedure.

6.1 Send now

Once the distribution instructions have been selected for a report, you can execute the instructions
immediately by selecting the Send Now button.

To execute distribution instructions, do the following:
1. Click the Bl Tools tab.

Home Ihsert Page Layout Formulas Data Review Wiew Developer Add-Ins BITools
Mo BI Repart Loaded -_E oy
&5 = ©:
Send Select Manage Distribution
Now  Instructions Instructions Settings
Report Designer Distribution

2. Click Send Now.

B B ©

Send Select Manage Distribution
Mow JInstructions Instructions  Settings
Distribution

3. The distribution instructions will then be validated. If there are any errors, these will be displayed;
thereafter the distribution instructions will be executed.

Distributing...

— |

Publishing sheet to C:\Reports
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