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Report Designer

Report Desigher 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 =

l ayoutidesign T —

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 HE‘|D @

Show Account Detail
Generate

Balance Type
Balance Socurce

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.

Learn More:
il \Watch the video online:

w
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The Report Designer Process

The process to design report templates is as follows:

Run the Financial Design your Save the
' workbook as a
Report Designer report layout template

The Report Designer extracts information from your Sage 500 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. You can use the Layout Generator or the Task Pane to
design your reports.

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.

| need some help with I am not that familiar with Use the Layout Generator to
designing my report layout Microsoft Excel design your report layout

L

F A F '

I am familiar with Microsoft Lsshe byouEGeneravarto

design your report layout and
Excel but | need some help to {e—f theﬁ if";'ou przfer, cuvstomize

i t started
l WOELIJL? I'_ke to tal-c:tw?trol of getstarte it further using the task pane.
all design aspects of my
report layout

L 4
' N

-~
L

o
r

I am very familiar with

Microsft Excel especially — p— Use the task pane to design
formulas your report 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 Designer folder.

2. Run the Financial Report Designer or the Demonstration Financial Report Designer report.

Tip: The Demonstration Report Designer report will include a few demonstration layouts which

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

3. You will be prompted to select optional parameters should you wish to filter the data that will be
loaded into Microsoft Excel.

Tip: 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.

(=& ][=
| ==
Enter Report Parameters

Report Designer Add-n -
Select Financial vears To View Equal Ta

B

QK. | I:ancell

|Busy : Waiting for Uszer Selection.....

2443434444804 RAAAAAA AR AR A AR AR R RRRRARNRNY

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

< I = s Demonstrstion Financisl Repert Designer 1.01 - Excel rm - & x

HOME  INSIRT  PAGELAYOUT  FORMULAS  DATA  RIVIDW  VEW  ADD-INS sqnin R
Mew  Quick  Quick Mansge Shew  Send  Select  Manage Distiibution
Layout Genrste =  Edit * Layouts TaskPane  Now Instructions Instructions  Settings

B4 Reports Distribution -
1B -
| SRrirmgRRGanmie (1] Resmig fesits (| Spre FINANCIALS ®
4
layouts

Sage 500 Intelligence Reporting
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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.

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:

lcon | Group Label ‘ Description

New Layout will open the Layout Generator to

Bl Reports  New Layout

Mew allow you to design a new report layout.
Layout
Quick Generate is a drop down menu of all the
’ report layouts previously saved. Instead of selecting
- Bl Reports  Quick Generate the Manage Layouts option and then generating
Quic your layouts, you can generate them from the Quick
Generate ~
Generate menu.
,*3 Quick Edit is a drop down menu of all the report
. . layouts previously saved and allows you to select a
Quick Bl Reports  Quick Edit report to edit without having to open the Manage
Edit - Layouts option first.
@ Manage Layouts will open the Layout
Bl Reports  Manage Lavouts Management window which will display the existing
Manage P 9 y report layouts that ship with the Report Designer
Layouts and any new layouts that you have created.
_ Bl Reports  Show Task Pane Show Task Pane will open the Report Designer
Show Task Pane.
Task Pane

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide



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.

lncome Stotfement

comeers e | (T
Cavrresndt Year:

LR A A A R S N R S S S S

L e e T

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

Compary Name:
Corrent Year:

P

Category Code  Deseripion

%% RS A SR AR SRR ARY YRR

P i il i il A AR A A S S S R S S A
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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.

[ncome Statement

Company Name
Correndt Year:

Perico

Caftgory Codle:  DPescription

e e N e e "

Pl i il il il il i il il il il Al iE il al il il il i A S S S S S S S R S A A S 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.

lnecome Statement

Comgppant) Nawme:
Cesrrend Year:

Period
1 2 5
Category Code Descripfion
Restire
Cot of Sales Afemnee
Expenses

A EEEE A EEEEEE R TR EHREEREER R EEERRERRYYY YN

FFPFTFFIFPPEFPIPPIFIPPIFPIFIPIPIFPIFPIPIEFIEPIPIFPIPIIFPIIPIPTFPIIEIPFEPTEGF

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

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
Mew 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.

111 Report Designer = =

I |ayOUt dES|gn TOW SELS Grcup by‘ p clear

layout options text columns

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 @

[E1] Show Account Detail & ; ®
enerate

Balance Type

Balance Source

P P PP bPbP bbb b oo

Reporting Tree Unit
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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.

I ayOUt dES|gn Group by |inone) B clear

T~

-‘-n.:“-'
layout nptnonsi_'s t colum ||

Chart of Accounts

H Ledger Type

Year

SiteCode clear
Source Currency
Budget Code clear
Budget Version clear

clear

clear Save Layout
clear
. o (D)
L | Show Account Detail .
Generate

Balance Type

Balance Source

PPboH oH ODLOLYLDY
3

Reporting Tree Unit

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

layout options text columns columns

Lookup Values

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

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.

| search | Jo clear
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Save Layout

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

Generate @

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

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.

e 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.
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1. 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 Excel BN
¢ Make a copy of * Save Excel

¢ Run the Report the report layout
leaving it open in

\ Report . Excel when complete | | Report
Manager Manager

1. Open the Report Manager.

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

the report before you make any changes.

Select and run the report you want to customize.
In Microsoft Excel, make the changes to the report.
After completing the changes, leave the workbook open and go back to the Report Manager.

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

o g &~ w0 N

In the 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.

‘Select Workbook to Convert to Template
Celert an Escel Wiotkbook from the izt below. The format of s
workbook wall be stored a5 2 template for this reporl.

Francal Feport Designer 140 fosk i

7. Click OK.
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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,' Financial Report Dezsigner 1-0.:0

| ok | Cancel

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

| Completed Successfully s

==

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

—

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.

BI Tools

S B K
Mew Quick Quick  Manage  Show
LayoutfGenerate~  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.
111 Report Designer = (=

I Iayout dE'SIQI'I row sets Group by D clear

layout options text columns columns  rows

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 ®

[F] Show Account Detail . : @
enerate

Balance Type

Balance Source

PP P bP bbb b®ovob v o

Reporting Tree Unit
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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 Layout Add Text Add

Generate

. Add Rows
Options Columns Columns ° Layout
s These actas ®These indicate ®These indicate ®These are # These indicate
filtersforyour  the descriptive  whatyousee  selections of the rows you
report data text of your acrossthe top  commonly see down the
rows ofthe layout  used rows left side

NN\

[TH] Report Dsigner\-ndualvssudgﬂ\ \
I layout desig

ofe ==
Cr—"

Varl3 - ActB...
YTD Budget

g
g
&
g

BUPLET 13

m
Ll
-
B
[ =]
I

Account
Spacer
Spacer
Spacer

Spacer layout options text columns columns — rows

Revenue
-
Spacer Company Code DemoCo S clear
Fiscal Year 2020 ol clear
Cost of Sales Balance Type o clear
Spacer Currency CAD jol clear
Currency Type Functional o) clear
Gross Profit
Budget Set Code o clear
Spacer Reporting Tree Unit O clear

Other Revenue Show Account Detail
[C] Show Subtotals at Bottom

@ Selecting this option may slow
down the layout generation.

Spacer

Save Layout :H)
Help (?

Total Income

Spacer

Generate

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.
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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.

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.

Enable Zero Detail Rows allows you to exclude rows with zero balances from the layout in the
Excel worksheet.

Remember to save any changes you've made to your layouts, you'll need to save the Excel
template in the Report Manager.
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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.

To add fields to the Text Columns area:
1. Click on the required text column from the columns listed under Text Columns.
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.

Removing a field from the Text Columns area

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

Clearing all of the fields from the Text Columns area

3. Click Clear All.

Clear All ! % :i
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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.

Adding Columns to the Columns Area

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

layout t]p]!ie:;":a text columns Jcolumns| rows

CE—

FORMULAS CALCULATIONS
alt

ArtiityPerion) ArtivitvPariadl? At baradnd | Art

AL

tyPerindls ActivityPeriadle ActivityPerioal ActivityPariod]

tyPeriools ActivityPerodl ActivityPeriodl1

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.

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

2. Toremove all columns, select Clear All.
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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.

Spacer

Varld - ActB...

l5g] L )
— —
3 =
= =]
¥ 7]
< <

Spacer

ext columns columns
ULATIOMS

Add Spacer
ACTUAL 02 ACTUAL D3 | { )

1 ACTUAL 05 ACTUAL 06 Add Calculation

L |
Add Columns @

: ACTUAL 08 ACTUAL 09

ﬂ-v-vvrv'vv b b . B
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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: m £ £ 2 &

quarters years

Select items to add a column for each period belonging to the groupings below :
P ging grouping rch £ clear

ACTUALYTD O & | | ACTUALYTD Q3 &
Q2 Qs

P OTVH Y (OTN % OPVR ¥ TP | scTUALY||ACTUALY| [ACTUALY||ACTUAL Add Spacer @
al Q2 a3 0% o || Topaz || Toaz || TDOs
Clear All (X)
LASTYR 012 Q2 || LASTYROQ3 & Q4 | |PRIORYTD Q1 & Q2| [PRIORYTD Q3 & 04 .
S:Id Calculation

LASTYR || LASTYR | | LASTYR || LaSTYR | |PRIORYT||PRIORYT| |PRIORYT||PRIORYT
Add Columns I

ACTUAL Ol & G2 @ ACTUAL O3 & Q4

Q az 3 04 DM D Q2 D Q3 D Q4

1 a3
BUDGET 01 & 2 || BUDGET 03 & 04 PR'DREUS ;rr ai|| PR ORiUngT Q3

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:

1 | 2| ) B C D E F
1 |Compary DemaCo
2 |vear 20192020
3 |BalanceType
4 Corrency cap
5 CurrType F
6 BudgetSetCode
T ReportngTreslinitfath
] ACTUALN ACTUALDZ ACTUALDZ
10
* 11 4000 to 4160 Revenue 7136 482 6782 164 7512240
40
| * 41 5000 to 5051 - 5500 to 5600 Cost of Sales 2 582 306 2:7T1R 2283 596
56
&7 Groas Prafit 4554178 4 404 848 5238844
68
| 69 4200 to 4240 Other Revenue 430 528 452 680 441 070
i
78 Total Income 4 9E5 004 4 857 335 5679714

After adding the fiscal year as a column group:

[1]z] A B C D E F G H 1
1 Company Demalo
2 BalanceType
3 Currency CAD
4 CurrType F
5 BudgetSetCode
6 ReportingTreeUni#Path
7
8 Code 2019 2020
9 Description 2019 2020
11 ACTUALOL ACTUALO2 ACTUALOZ ACTUALOL ACTUALOZ AL
12

+ 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 %04 1075 830 924 040 1207 814 12
]
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.

Jyn  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.
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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

rnrm{,!1 2 3l 1 lsearch p clear
e Toons home | KEEE e ®
o i “ Add Spacer @
. ; nervalue  add value (£) Clear All ®
ACTUALOT  [|ACTuALOS  [lACTUAL 09 set % "‘l Add Calculation
- ‘= - sat varian,.. (=)
~ | 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.
These are standard columns that can be used in formulas. When creating a
Formulas formula for a column, the columns appear here, such as Actual 01 and
Actual 02.
Calculations _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 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.
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Feature

Set %

Description

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

Set Variance

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

Select the plus sign (+).

Select Actual 02.

2
3
4. Select the plus sign (+).
5

Select Actual 03.

Calculator

account columns

Actual 01 + Actual 02 g + |

calculation columns

Actual 01 || Actual 02 ‘ Actual 03

Actual 0 Actual 05 Actual 06

Actual 07 Actual 08 Actual 09

Actual 10 Actual 11 Actual 12
6. Click Save.

7. Enter the formula name as 1st Quarter.

B - clear all @
:
ENEN

enter value add value@

Save | | cancel
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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

In the 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 field’'s area.

ayout options text columns | columns| rows

FORMULAS | CALCULATIONS

k Edit Calculation

Delete Calculation

Mew 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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Rows
About Row Sets

A row set is a collection of row groupings, based on rules which you define according to your
reporting needs.

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. The rows you are able to select in the rows
tab is dependent on the row set you have selected.

Row sets are set before creating layouts but they can be added/edited during the layout design
process.

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.

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

Accessing Row Sets

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

e Add new Row Sets

o Edit existing Row Sets
e Rename Row Sets
e Copy Row Sets

e Delete Row Sets

I layout design | row sets

Create new row sets and manage existing row sets here

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)

+
+
H 4
layout design | row sets ‘
4
.. 4
= #
< . 4
t o #
= [ [ —
= a T m .
=] [=] [=] =] b
g g 2 |
< L [ < x
L P P P P P O O O O
2. Select Add.
|| Layout Generator - IS Actual vs Prior (with variance) [re] [ )

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 @

L A A G o o S SR A A AR A AR A A A AR A R R A A A A A A A A S A AR aE

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.

5. Select a rule type from the drop down menu.

I layout design row sets

(© Income Statement

description type t rule

| ] [Revenue |[Account _[~]
|:| | Account

Account Category
preview

Account Group
Account Type
chart of accounts account account description
Ll SF S S S S S S S S S A S S A AN AN A A A A

bbb \*;‘\\\\\\\\\\\\.";-
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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

From the Layout Generator, select row sets
Select Edit.
Make the necessary changes.

Click Save.

o > W nNoPE

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.

Deleting a Row Set

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

3. A confirmation message will appear.

4

Select Yes.

Using Account Ranges in Row Sets

Ranges can be used to define the list of accounts to return in your row sets, without specifically
naming each account.

A range consists of two accounts where you want to retrieve data for those two accounts and every
value between those two. This is indicated by using TO between your start and end value of your
range. Alpha characters are also supported in an account range.

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 29



Note: You must use a space before and after TO in order to ensure clear distinction of your start

and end range values.

An example could be: A to Z ; to return all values from A, All, B2, C etc. to Z.

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.

[ Layout Generator - IS - Actual vs Budget
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 ®
her Incoma Account w| (124134 14+ 27+ 28+ 29+ 9999000
Save
-
= Help ®
preview
chart of accounts account account description
Software Sales 2000000 Cost of Sales / Purchasas
Software Sales 2100000 :Irn.ﬂenln':ur:pl 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
220-00-50 including 220-00-50 200-00-02 up to 220-00-50

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 Sage Intelligence Reporting will determine

including 03-03. the low end of the range which is 405-00-
00 and the high end of the range which is
4?5-00-00 to
! ! 495-03-03 and ret I t
475-03-03 Tip: If you wanted to only include accounts and return al accounts

between the ends inclusive. 405-00-00 up
to and including 495-03-03 which would
include for example, account 406-01-02.

with the first segment starting with a 4 and

ending with a 5, you could use a Reporting
Tree unit with a filter of 4?5-??-?? to further
filter the results.

Tip: Use account ranges or dynamic account ranges to ensure new accounts being added to the

General Ledger are included in your reports.
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Using Wildcards in Row Sets

Wildcards can be used to define the list of accounts to return in your row sets, without specifically
naming each account.

A wildcard character is a keyboard character such as an asterisk (*) or a question mark (?) that is
used to represent one or more characters.

The following wildcards are available:

Wildcard

Use
character

Example

Use the question mark as a substitute for any one of the 36 characters, A

through Z and 0 through 9. Multiple question marks (??) can be used to

indicate the number of characters to be substituted. Sage Intelligence

Reporting replaces each question mark (?) with the entire range of

possible values, including letters. For example, in the range from 12?0 A?21
Question  TO 1274, Sage Intelligence Reporting replaces the question mark in 12?20 |, " °
Mark ? with the lowest value in the character set, and replaces the question mark

in 12?4 with the highest value in the character set. The question mark (?)

can be placed in any position of an account segment. For example, if the

rule contains only natural segment values (assuming a four-character

natural segment), entering 4??? in a row, all accounts whose natural

segment value begins with a 4 will be included.

to return AOO1 to
AZZ1.

*
Use the asterisk to substitute any number of characters or numbers. The

Asterisk * X
asterisk can only be placed alone to return all accounts..

to return every
account

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 Results may include:
4000

47? Filter all Account Numbers beginning with 4 4000-100
4000-100-10

Filter Account Numbers beginning with 4 and ~ 4000-100

472777 L
has a minimum of 4 characters thereafter 4000-100-10

Filter Account Numbers with first segment of
4000-?77-17? 4000, second segment of 3 characters and
last segment beginning with 1.

4000-100-10
4000-200-10

. _— _ 20-2001-000-00-A-AAA up to
Filter all accounts beginning with segments

20-2001-? 202001

20-2001-999-99-7-777

. _— . 20-2001-000-00-A-COM up t
20-2001-???-00- Filter all accounts beginning with segments upto
A-COM 20-2001- and ending with -00-A-COM 20-2001-999-00-A-COM

Filter all accounts beginning with segment

-??
40000-7 20000.

40000-AA up to 40000-2Z

40000-S? Filter all accounts beginning with 40000-S 40000-SA to 40000-SZ or
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Filter Description Results may include:

40000-S1 to 40000-S9

Filter all accounts beginning with 40 and

200- N .
40?00-AA ending with 00-AA 40000-AA to 40900-AA
. L . All accounts starting with 244000 up to
2
244007 Filter all accounts beginning with 24400 244009 with any characters thereafter.
Irgrfl isr;ngflreo;sne%noeongaér;go% filter accounts Sage Intelligence Reporting will determine
ging ' the low end of the range which is 4000
and the high end of the range which is
4?00 TO 5?00 Tip: If you wanted to only include accounts 5900 and return all accounts between the
LR ORoTREGU R R REEN il ends inclusive. 4000 up to and including
Tree unit with a filter of 2200 to further filter 5900, which would include for example,
the results. account 4655.
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  Sage Intelligence Reporting will determine
including 03-03. the low end of the range which is 405-00-
00 and the high end of the range which is
25-00-
i,ggggg o Tio: If ted to only includ ; 495-03-03 and return all accounts
' Ip- I you wanted to only Include accounts between the ends inclusive. 405-00-00 up

with the first segment starting with a 4 and to and including 495-03-03 which would

ending with a 5, you could create a Reporting N T s X o W
Tree unit with a filter of 4?5-2?-?7 to further Pie, '

filter the results.

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 32



Using Mathematical Calculations in Row Sets

Mathematical calculations can be used to define the list of accounts to return in your row sets. This
includes addition (+) and subtraction (-).

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, accounts (700 + 705) - 840.

Wildcards can be used in combination with account ranges and mathematical calculations.

[T Layout Generator - I5 - Actual vs Budget ==
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.

T O A o A A A A e A A O o A s
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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 | (nore] EE

Select a Row Set

2. Select arow set.

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

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 | o clear
Cost of Sales ACCOUNT ROWS CALCULATION ROWS

Spacer

Sales Cost of Sales Salaries Empioyes Expenses

= ~old Building Dep | Media & Production |nk Interest & Charg | Office Equipment
Salaries

tor Vehice & Transg | Trawel Bxpense Other Expenses Taxathon

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.
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Removing a Single Row

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

Employe Expenise

Freeshold Building

Media & Producti

Bank Interest & C
Office Equipment

Maotor Vehicle & T

Clearing all of the fields from the Rows area

1. Click Clear All.

Clear All
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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.

layout options text columns columns

sooctRow St (e ] 9

ACCOUNT ROWS CALCULATION ROWS

Orher Expernses Depreciation Expenses

Spacer

Gaing and Lodses
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I layout design row sets
Grovpby [rscalvear ] clear
E!' — e m |
q g =] E; =] g S
E | . EN 3 16 3 IE
1k : ENEN : ENEN: EAE
g ]2 # ERE Ll E Z |2

- [E
B | &
rows P clear

I Add Spacer (-[-]

Clear All ®
Add Calculation
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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

account rows calculation rows

.l.
Sales Cost of Sales el ® ol Spacer @
“n Clear all ®
ployee Expens||ald Building De $ Cilculation

enter value add \faILIE®

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

Travel Expense ||Dther Expense: Taxation

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.

These are standard rows that can be used in formulas. When creating a

Account columns
formula for a row, the rows appear here, such as Sales and Cost of Sales.

These are the calculated fields which are already created which can be

Calculation columns X
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

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

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

Description

the 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.

Cancel

Will close the calculator.

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

1.
2.
3.

Select Sales.

Select the minus sign (-)

Select Cost of Sales.

Calculator

account rows

calculation rows

Sales

Cost of Sales

Salaries

1ployee Expens

3ld Building De

dia & Product

Interest & Cha

iffice Equipmer

Vehicle & Tra

Travel Expense

Jther Expense:

Taxation

4. Select Save.

5.

Enter the formula name as Gross Profit.

(B2 I
= B
EEEE

enter value

add value@
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 500 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 [Income Statement | £ [search | P clear

ACG S CALCULATION ROWS

Employes Expenses

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

Lales Cor

A Pejitfien Tieny |b*'n-"'13

Example: Before switching the sign on Revenue:

ACTUALOL ACTUALDZ ACTUALOS
Revenue (7 136 482) (6 792 364) (7 522 240)
Cost of Sales 2582 306 2387718 2 283 596
Gross Profit (9 718 788) (9 180 082) (9 805 836)
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After switching the sign on Revenue:

ACTUALOL ACTUALOZ ACTUALOS
Revenue 7136 482 6792 364 7522 240
Cost of Sales 2 582 306 2387 718 2 283 596
Gross Profit 4 554 176 4 404 646 5238 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

-y

2

3 Current Period: [

4 Company: DemoCo

5 Currency: CAD

) Currency Type: F

v

g

9 Current Month
+] 1 Revenue 6072.99
(+] « Cost of Sales 1829.47

67 Gross Profit/(Loss) 424352
+] 69 Other Revenue 2787.30

78 Total Income 703082
(+] 80 Other Expenses (301.85)
[+] 186 Other 66.72

0.00

@ Demo Company Income Statement

2020

2019
Year To Date Current Month Year To Date

10 148 897.64 1832 344.59 13 491 707.76

4 621 579.86 820 376.99 4 567 270 .46

5 527 317.78 1011 967.60 8 924 437.30
1214 152.16 215 019.81 1292 693.94
6741 469.94 1226 987 41 1W2A7131.24

4 935 627.88 B8T 063.47 10 770 052.96
743.34 1063 23 012 61

F G H |

250 000.00 240 000.00

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

Learn More:

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 Year 10 clear
) A B c D E 3 G H 1 ) K L M
& 1 [compa DEMOCO

HH
8 z 3 [=
8 o
= 4 f

FReudgersetcode
m 6 |ReportingTreeunitpath
Spacer 8 ~ 2019 2020
Cost of Sales ]

1 ACTUALOL ACTUALO2 ACTUALOS ACTUALOL ACTUALO2 ACTUALDS
‘G‘Hrsr ‘ 12 4000 16 4150 Revenue 2666 287 2372679 2943183 1670 481 1839 808 1995 181
Gross Profit A

14 [s000 to sos1 + 500 to 5600 |cost of sales || 924 267 744034 763 597 77190 867064 887 657
5

16 Gross profit || 1742020 1628 646 2179586 993 291 1022748 1107 524
:
Spacer 18 4200 to 4240 Other Revenue 230021 221762 205 551 200 807 230928 235519

19

Save Layout @
Spacer v 21
etp (2) [ 2000550+ coon10 6110 omer mpanses 05 365 25m 12035 10%es 107793 1045135
Other Expenses 2
Generare ()

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 10
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 [Revenve 4000 1o 4160 694200 to 4240 Other Revenue
Cost of Sales 5000 to 5051 + 5500 to 5600 77
Other Revenue 4200 to 4240 78 Total lcoine
Other Expenses 5400 to 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + BOOD 79
Depreckition Expenes 5160 [+] 80 [5400 to 5450 + 6000 to 6 Other Expenses
Interest Expenses 6300 to 6320 + | 190 '6160 Depreciation Expenses
Gains and Losses 7100 to 7200 + 192|7100 to 7200 Gains and Losses
Income Taxes 9000 to 9100 199
200 Net Profit before Interest and
: +| 2026300 to 6320 Interest Expenses
205
206 Net profit before Tax
207
j +j 2089000 to 9100 Income Taxes
211
212 Met 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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When your layout is generated, the period row is automatically hidden by Sage Intelligence
Reporting.

3 | CurrType F
6 BudgetSetCade
7 |ReportingTrealUnitPath

| 1 3 3

g9 ACTUALDL ACTUALDZ ACTUALDS
10

11 4000 to 4160 Revenue 2300 771 2 541 361 2 679 310
40

41 5000 to 5051 + 5500 to 5 Cost of Sales 924 040 1207 814 1 207 767
[+13)

a7 Gross Profit 1376731 1333 548 1471 544
68

69 4200 to 4240 Other Revenue 200 BO7 230 928 235 519

77

78 Total Income 1577 538 1564 475 1707 063

BAEAEBARA AL 5B 588888585880 8R 4888 R 8R AR RLRRNRN0800
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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
Layout|Generate - Edit - Layouts Task Pane

El Reports

Mew

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.

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

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

Group

A B 18 B E
g1 A (| E
3 & i e e =
a2z o g i o I
[¥] (u ] - = " =
g ]z 3 KRG ENZ BN E
) I i Y r 1
F— layout options | text columns | columns  rows
- |

Accourit AccountDesc SiteCode
Employee Expensed
Freehold Building
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Adding Columns

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

Ay ol i'IFf'[I'Z.‘-.".*-u text columns Jcolumns] rows

CE— T

FORMULAS CALCULATIOMNS
all

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 | (nore] EE

Select a Row Set

2. Select arow 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

Spacer

Cost of Sales
Spacer

Salaries

Employee Expensa
Freehold Building

Media & Productid

B

Bank Interest & C

layout options text columns columns | rows

Select Row Set |Sample income Stat.. | O [search | 2 clear

ACCOUNT ROWS CALCULATION ROWS
Sales Cost of Sales Salaries Empioyes Expensas
=l Building Dep | Media & Production | nk Interest & Charg | Office Equipment

tor Vehice & Transg | Trawel Expense Other Expenses Taxmation

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 DEMOCO

2 |Year 2019

3 |BalanceType

4 |Currency CAD

5 |CurrType F

6 |BudgetSetCade

7 | ReportingTreeUnitPath

2

10 4000 to 4160 Revenue

11

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

14 Gross Profit
15

16 14200 to 4240 Cther Revenue
17

18 Total Income
19

20 5400 to 5450 + 6000 to 6140 + 5180 Other Expenses

7

ACTUALDL
2 666 287

924 267

1742020

230 021

1972041

9 506 385

ACTUALOZ
2372679

Ja4 034

1628 646

221762

1 850 408

525719

ACTUALDZ
2943183

763 597

2179 586

205 551

2385138

1210 335

ACTUALOA
1748 B35

685 689

1063 166

215 559

1278724

973 084

ACTUALDS
1928 350

629 307

1299052

204 781

1503833

974 717

E0 bbb bbbt bssts

ACTUAL
1832 34,

r VY

820 37

101196

215 020

1 226 98

101473,

Lt 2 3

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.

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.

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, Quick Generate menu.

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

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

Generating Layout...

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

The layouts tab will list the existing report layouts that ship with the Report Designer Layout
Generator and allow you to manage or generate them.

1. Onthe Task Pane, from the layouts tab, select Manage or alternatively from the Bl Tools tab,

select Manage Layouts.

FIMNAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

or

2. The Layout Management window will appear.

@ % 7

[ew Quick Quick
Layout Generate~  Edit 7

Layout Management

i Income Statement by

i 1| Income Statement by Site
H Company | /

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

Generate ®
Edit (#)
Copy @
Delete ®
Help ®

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

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

Company

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

i e e e e e e e e e e e e e e e e e e e e e e i e e e e e A i e

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.

Make the necessary changes.

5. Click Generate to view 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.

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

Income Statement by

i Company

1| Income Statement by Site Generate ®

Delete ®
Help ®

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

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

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

name.

Enter New Layout Name:

Copy of Income Statement by Company

8].4

Cancal

7. Select Next.

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

9. 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.

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
H Company

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

i e e e e e e e e e e e e e e e e e e e e e e i e e e e e A i e
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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.

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

Are you sure you want to permanently
delete the layout "Income Statement by
Company” ?

Yiess I I MNo

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 P X

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

# Balance Sheet

# 15 - Actual Budget Prior
# 15 - Actual vs Budget
rd

I5 - Actual vs Prior

1. From the BI 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.

[H S B ok

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

f Balance Sheet

f I5 - 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.

IE A 8 C D E f
1 |Commpary DemoCo
2 |Year 20192020
3  EalanceType
4 | Currency CAD
5 CurrType ¥
6 |BudgetSetCode
T | ReportngTresUnitPath
5] ACTUALDY ACTUALDY ACTUALDS
10
i 11 000 to 4160 Revenue T 136 482 6792 364 7522 240
40
+ 41 5000 to 5051 - 5500 to 5600 Cost of Sales 2 582 308 2 387 718 2 283 556
L]
67 Gross Profit 4554 178 4 204 Ba 5238644
]
+ 69 4200 to 4240 Other Revenue 430 828 452 650 441070
7
T8 Total Income 4 985 004 4 85T 135 5679714
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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 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

] » Connector

Report
Manager

o

m Excel

Excel
Workbook

[~
e
11T,

Report
Designer

Layout Generator
Task Pane
Reporting Trees

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.

FINAMCIALS

lists

DEMOCO

Accounts
Currency

Account Structure
Account Groups
Account Segmenis

Budget Sefs

Segment Codes

FINAMCIALS

Manage

FINAMCIALS

formulas

Opening Balance
Closing Balance
Actual

Actual ¥YTD
Budget

Budget ¥TD
Current Year
Current Period
Company Mame

Quantity

@ Worldwide Enterprises

FINAMCIALS

layouts

Manage

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

X
FINAMCIALS
tools
Missing Accounts View
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To switch between the tabs, click on the tab headings.

v X

FIMNAMCIALS

formulas

Opening Balance

To see additional tabs, click on the ellipses.

v X

FINANCIALS ®

tools 5

plists

EAAAAAEAEE PP

AR R R R R e N LT ]

If the Task Pane is closed in error, in the Bl Tools tab in the Excel ribbon, click Show Task Pane to

open the Task Pane again.

BI Tools
1 S T

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 - Demonstration Financial Report Designer 1-01 - Excel
ETSl HOM:  INSERT  PAGELAVOUT  FORMULAS — DATA  REVIEW  VIEW  ADDANS  BlTools
Al - Iy
C D EF G HI1J KLM NOP QRS T UVW X ¥ ZAA AC AD | AE A AG AH A A

AK AL AM | AN __AO [X]

A e |
[
L
2

T sxp

5 Sage 500 Intelligence Reporting

Sage Intelligence Community |  Leaming Resources | Support

2] Easy Excel Reporting,
15 Anytime, Anywhere!

2 @ View Standard Reports

% Cash Flow

Balance Sheet Income Statement Trial Balance Summary Categories

Cash Flow Detail Division Department Region Statistical

30 Follow us
31 Twitter | YouTube | Linkedin | Facebook

4 | Home Instructions Balance Sheet Income Statement Trial Balance Summary Categ .. () [« ¥

7 E - &8 X%
Sign in

v

- X

FINANCIALS @

layouts

(3) 15 - Actual - Budget - Prior

@ Balance Sheet

@ 15 - Actual vz Prior
(@) 13 - Current Period
@ 15- Actual vs Budget
@ Trial Balance

You can use these layouts to work from, or you can create a new layout from scratch.

Viewing Existing Layouts

There are several reports which have been designed for you. The shortcuts are provided for you or

you can click the worksheets directly.

H o- Dermonstration Finsncial Report Designer 1-01 - Excel
Tl HOME  INSERT  PAGELAVOUT — FORMULAS  DATA  REVIEW  VEW  ADD-INS  BlToels
Al \/ I
A B C | D EF G| H I J KLM NOP QRS T UMW X[V ZAAAC AD AE A AG AH A Al

AK | AL| AM | AN | AO [<]

Sage Intelligence Community |  Learning Resources | Support

Sage 500 Intelligence Reporting

) Easy Excel Reporting,
15 Anytime, Anywhere!

2 @ View Standard Reports

% Cash Flow

Balance Sheet Income Statement  Trial Balance Summary Categories

Cash Flow Detail Division Department Region Statistical

30 Follow us
31 Twitter | YouTube | Linkedin |Facebook

4 | Home Instructions Balance Sheet Income Statement Trial Balance Summary Categ .. (&) [« v
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FINANCIALS @

layouts

@ Balance Sheet

@ 18 - Actual - Budget - Prior
@ 1S - Actual vs Prior

@ 15 - Current Period

(3) 15- Actual vs Budget

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

®

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.

11z Al B & D E F G H 1 J K L .

i 1 £

Lo s

’

,| (@ SOA Income Statement 4

3 ¢

) s

4 Current Period: g ’

5 Company: SOA ¢

6 Currency: usD %

7 o+

8 2008 2007 Variance

9 Current Month  Year to Date Current Month ~ Year to Date Current Month ~ Year

10 ’

|+ 11 Revenue 23792957 23792857 18264 549 18264 549 5528403 .

64 £

|+ 65 Cost of Goods Sold 20828171 20828171 895324 895 324 19 831 847 ;
133

134 Gross Profit/(Loss) 2964736 2964786 17 368 224 17 368 224 -14 403 439 ;

135 v

|+l 136 Other Income & Expense 808 796 806 798 -7 827 7827 314823 Fl

176 4

177 Total Income 3771584 3771584 17 360 397 17 360 397 -13 588 616 ;
178

|+ 179 Operating Expenses 1505233 1505233 86125 26125 1419107 :
234

’

235 Net ProfitiiLoss) 2266349 2266349 17 274272 17 274 272 -15 007 923 i

236 +

L o i P S P P N NS

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

The Save Excel Template option allows you to create a template from an open Microsoft Excel
workbook and link it to an existing report. This allows you to standardize the format of the report
every time you run it. The process is the same for any Sage Intelligence report.

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

- — Microsoft Excel NS
* Make a copy of * Save Excel

the report * Make the changes to Template
* Run the Report the report layout

leaving it open in
\ Report
Manager

\_Excel when complete | | Report
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 first and make the changes to the copied report.

Select and run the report you want to customize.
In Microsoft Excel, make the changes to the report.
After completing the changes, leave the workbook open and go back to the Report Manager.

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

o g &~ 0N

In the 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.

- = e m —=y _M.T -
Select an Excel Wiorkbook from the st below. The format of thes
workbook will be sloned 4 5 template fos thas reporl.

Francal Flepot Desgper 10|

Ok ] _cowel |
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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 Repost Desigrer 1-058

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

FCompleted Sacoessrully (]

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

—

10. Click OK.
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Process to Design a New Report Layout

Add
Formulas
and Edit

Create the
Heading and
Filters

Use Groups
and/or
Subtotals

Add a List
and Edit

]
=]
(]
(e}
=
()]
w1
-+
1]
3
(1)
=
-
B Y

4 Company Mame: Company A

5 Current Period: 3 4
]

r;

g

>

10| "9 Revenue

12 10 Cost of Sales

13| 735 Distribution Cost
15 Gross Profit/|Loss)
17 4 Other Income

12| " 16 ProfitiLoss on Sale of Non-Cument Asset
19 "18 ProfitLoss On Exchange

2D b o PR AR ComprshansipIngomp L 4 4 4 4 4 4
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Lists

Understanding the Sage 500 ERP Intelligence 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
Structure [EECA

Account I3
Segments Southeast

Account .
Category Expense

ACCOU nt * OPER EXP
Operating

Grou pPs Expenses

* 6400000000
Rent

Accounts

Example ‘

List Name
6020-00-10-00 Salaries - Sales
Accounts 6400-00-10-00 Rent - Sales
7200-00-00-00 Office Supplies
7510-00-00-00 Telephone Expense
4500 Cost of Sales
Natural Accounts 4510 Purchases
6020 Salaries
CURR LIAB Current Liabilities
Account Grouns LT LIAB Long Term Liabilities
P REVENUE Revenue
COGS Cost of Goods Sold
1 Asset
2 Liability
Account Category 4 Revenue
5 Cost of Sales

Account Types 24

Other Assets
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List Name Example

19 Cash
23 Prepaid Expenses
25 Current Liabilities
1 Main
Account Structure 2 Division
3 Department
Account 2 Division
Segments 3 Department
9 4 Region
Budgets Current Budget Current Budget
9 ApprBudget Approved Budget
CAD Natural Currency
Currency GBP Natural Currency
USsSD Home Currency
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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.

[ S R B | —— i — [ [ E " F 1T 6 %

SOA Income Statement H ;:NSA':?LS

Current Period: 6

Company: SOA R
Currency: usD

I

Natural Accounts

Year to Date Account Groups
7mﬁu-nﬁer Account Description Account Group Descri) Account Type Descriptic Type Cash Flow Cod Account Category
_[s0A 0000-00-00-00 Suspense Current Assets Other Assets B '1 Account Types
_[s0A 0000-00-00-SW Suspense-Corp-Corp-SW  Current Assets Other Assets B '1
|soa 1010-00-00-00 Corporate Checking Current Assets Cash B 5 Account Structure
_|soA 1011-00-00-00 Canadian Checking Current Assets Cash B 5 Account Segments

lsoA 1015-00-00-00 Due From Company COA  Current Assets Other Receivables B %
:SDA 1020-00-00-00 Corporate Savings Current Assets Cash B 5 BEGER
_|soA 1021-00-00-00 Canadian Savings Current Assets Cash B 5 Currency
_|soA 1050-00-00-00 Short Term Investments  Current Assets Cash B 2
_|soA 1060-00-00-00 Exchange Account Current Assets Cash B 5
_|soA 1100-00-00-00 Accounts Receivable Current Assets Net AR B v
_|soA 1100-00-00-NE Accounts Receivable - NE  Current Assets NetAR B %
_[soA 1100-00-00-NW Accts Rec-Corp-Corp-NW  Current Assets Net AR B v
_|soa 1100-00-00-SW Accounts Receivable - SW Current Assets NetAR B 2
ISOA 1101-00-00-00 Sales Offset Current Assets Net AR B i
N AssaNCEARS 4 44844044 Pl Wmmamor i A ebbdsssdsssddsdd

You can use the information from your lists, in your formulas to return specific data.

[ W

c9 v (= fe | =GLACtual500{$A9,8C$3,5CS5,5C52,,,,,,$C34) <
A B | C | D

=SOA Income Statement

4
4

1
| Current Period: )
I Company: SOA
4 Currency: usD

2008

Current Month Year to Date

o0 =l | Ch LA

- Revenue 15 752 696.48 137 998 874.79
) Sales 94 937.30 191 856.274
10 [4000-00-00-N Sales-NE 0.00 '
11 (4000-00-00-NW  Sales-NW 0.00
12 |4000-00-00-SE  Sales-Corp-Corp-SE 0.00 :
13 |4000-00-00-SW  Sales-SW 0.00] 36032006.8
14 |4000-10-00-00 Sales-Hdwe-Corp-Corp 0.00
B i e e S S

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide



Changing Companies

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

v X
FINAMCIALS
lists
SOA
Accounts

If you have consolidated multiple company’s data, you can select a different company from the
company drop down list.

1. Click on the company code.

v X
TNAMCIALS
ISts
Select a GL Company
Accounts
S0A

ccount Groups

Account Category

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

Note: The company code is obtained from your Sage 500 ERP General Ledger.
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Formulas

Using Cell References

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.

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.

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.

SUM -

© X ¥ fe| =GLACtual500($A9,5C53,5C55,5C52,..,.,5C54)

A
1
2 Current Period:
3 Company:
4 Currency:
5
6
i

8 a
|9 |4000-00-00-00 “Sales
10 4000-00-00-NE  Sales-NE

11 4000-00-00-NVY Sales-NW

12 4000-00-00-SE Sales-Corp-Corp-SE
13 4000-00-00-SVV Sales-SW

[ ]
Sample Company Income

Function Arguments
GLActual500
Account
Company
Year
Period

Type

Formula result = 94 937.30

Help on this function

Returns the month to date general ledger actual amount.

ey “4000-00-00-00"
Cs3
sc$5
82
|

-
5047 3

"2008"
= 5"

= -94937.3

Type to determine whether Income Statement, Balance Sheet or Retained Income
amount should be retrieved. For Example B = Balance Sheet; I = Income
Statement; and R = Retained Income.

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

There are two types of cell references in Microsoft Excel: relative and absolute. Relative and
absolute references behave differently when copied and filled to other cells.

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. For example, if you copy the formula =A1+B1 from row 1 to row 2, the formula will
become =A2+B2. Relative references are especially convenient whenever you need to repeat the
same calculation across multiple rows or columns.

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 Al or B2.
An example of an absolute cell reference would be $A$1 or $B$2.

You can also mix absolute and relative cell references. An example would be copying a cell
reference of $B1, the column reference will remain B but the row reference will change to reflect the
formulas new location.

Relative Cell References Absolute Cell References

¢ Default Setting * Press F4 or S
* Change when copied * Do not change when
¢ =A1+B1 copied
=A2+B2 e =SAS1+SBS1
e =A1+B1 =5AS1+5B51
=B1+C1 e =A1+BS1
=A2+CS1
* =A1+5B1
=A2+5B2

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

Formulas are used to define columns for the report, where the type of formula used determines
what data will be retrieved.

Formulas are dragged into the Excel workbook to allow you to return balances from the Sage 500
ERP General Ledger based on provided parameters. Each parameter acts as a filter.

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

1. Inthe Task Pane formulas tab, click on the formula. Drag-and-drop the formula onto your
Microsoft Excel spreadsheet.

7 T s : S | -l N | N N S o
SOA Income Statement i
formulas
Current Period: 6
Company. SOA Opening Balance
Currency: usD

Closing Balance

2008

Current Month | Ye=r i, bate

Current Month  Year to Date

o~ B W k|

Revenue

|9 |4000-00-00-00  Sales

10 |4000-00-00-NE  Sales-NE

| 11 |4000-00-00-NW  Sales-NW

12 |4000-00-00-SE  Sales-Corp-Corp-SE

A A i 000 046040004000000000000000000000000b000000000d00btstsad

2. Type the equal sign (=), followed by the formula name, directly into the Excel sheet cell or
formula bar.

2008

Current Month Year to Date

=GL
|;f:-:| Artualso0n
() GLACtualYTD 500

(%) GLBudget500

() GLBudgetYTDS00

'f;:' GLClosingBalance 500
'E;:' GLCompanyMame 500
'/:T:' GLCurrentPeriod500
':E;r:' GLCurrentYear500

'?}:' GLOpeningBalance 500

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide

71



Editing Formulas
Editing Formulas

Formulas can be dragged into the Excel workbook to allow you to return balances from the Sage
500 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.

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

E“ H9-o- |5 Report Designer Add-In 550
Home Insert Page Layout Formulas Data Review View Add-Ins E]
c9 - (" | =-GLACtual500{$A9,5C33,5C55,5C52,,,,,,5C54)
_Q A : B | C | D
1 SOA Income Statement
_- .2_ Current Period: B
e Company: SOA
i Currency: usD

2008

Current Month Year to :

8 Revenue 15 752 69648 137 998 §
- | 9 |4000-00-00-00 Sales 94 937 30 191 4
- | 10 |4000-00-00-NE Sales-NE 000 9912
- | 11 |4000-00-00-NW Sales-NW 000 20484

FPPPPPPINN

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.

(= % «| & | =GLActualb0o($A9,3C53,3CS5,$C52) *10/100

¢ 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.
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In the following formula example, Account is applied first, followed by Company,Year,
Period,AccountGroupCodein that order.

[ Function Arguments .1
Account [a11 (B = 4000 -
Company |$D$3 [E] = saam H
Year 5'[15_; e = 2020
Period 053 Rzl = 2
AccountGroupCode [ .|:,"= = -
= -310537.56

Returns the month to date general ledger actual amount.

Account is the account code from the main accounts or accounts list retrieved from
the general ledger.

Formula result = 310 537.66

Help on this function [ 0K ] [ Cancel ]

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.

SUM » (* %X « f| =GLACtualS00{$A9,5CS3,5C55,5C52, .., SC34)
A B | C |

1 SOA Income Statement
2 Current Period:
3 Company:
4 Currency:
5 2008
6 Current Month Ye
7
8 Revenue 16 752 696.48 1
9 [4000-00-00-00 JSEHES | ctual500(5A9,5C5:
100 |4000-00-00-NE Sales-ME 0.00
11 (4000-00-00-MNW Sales-NW

LA b (] H B 2l oA Ay
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Grouping Accounts in Formulas

Using Account Ranges

Ranges can be used to define the list of accounts to return in your Sage Intelligence Reporting
formulas, without specifically naming each account.

A range consists of two accounts where you want to retrieve data for those two accounts and every
value between those two. This is indicated by using TO between your start and end value of your
range. Alpha characters are also supported in an account range.

Note: You must use a space before and after TO in order to ensure clear distinction of your start

and end range values.

An example could be: A to Z ; to return all values from A, A11, B2, C etc. to Z.

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.

Some examples of using account ranges:

GG Description Result
Range
200-00-00 TO  Filter all accounts from 200-00-00 up to and 200-00-00, 200-00-01
220-00-50 including 220-00-50 200-00-02 up to 220-00-50

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

Sage Intelligence Reporting will determine

the low end of the range which is 4000 and

the high end of the range which is 5900

L VOREOR-YOVI Tip: If you wanted to only include accounts and return all accounts between the ends
ending with 00, you could create a Reporting  JLUSVSICREI0/)VRVIoR(oR=Tgle RIglel[Vo gl RS1eI0[0A
RNl e o [aRTan g ig =l Aili=isial=y which would include for example, account
results. 4655.

In a multi-segment range, filter accounts with

first segment ranging from 405 up to and

including 495 and second and third segments  Sage Intelligence Reporting will determine
ranging from 00-00 up to and including 03-03.  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.

4?5-00-00 TO
4?5-03-03 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-??-?7? to further
filter the results.
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The account range would be used in the cell which is referenced by the Account argument.

l A [ B

) E

1184
185
| 186
| 187
18
| 189
| 190
|191
| 192
1193
| 194
195
| 196
| 197
198
| 199 6400-00-00-00
| 200 5400-00-10-00
| 201 |6400-00-20-00
| 202 | 5400-00-30-00
| 203 6400-00-40-00

d

0.00
3150.00
2100.00
4 200.00
1.050.00
10 500.00

-

Formula result =

GLACIITDS00
Account | R | = "5400-00-00-00 TO 6400-00-40-00"
Company |scs3 = "soa"
Year |$C35 = 208"
Period | 5C52 - %
Type | =
= 10500

Returns the year to date general ledger actual amount.

10 500.00

Help on this function

F G H 1 J | i

Account the account code from the main accounts or accounts kst refrieved
general

bbbl st bd bbb bbb bbb

:

[. LL l J Jqua.h“
i i il e i i i

Tip: Use account ranges or dynamic account ranges to ensure new accounts being added to the

General Ledger are included in your reports.

Learn More:
Watch the video online:

About Dynamic Account Ranges
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Using Account Wildcards

Wildcards can be used to define the list of accounts to return in your Sage Intelligence Reporting
formulas, without specifically naming each account.

A wildcard character is a keyboard character such as an asterisk (*) or a question mark (?) that is
used to represent one or more characters.

The following wildcards are available:

Wildcard
character

Example

Use the question mark as a substitute for any one of the 36

characters, A through Z and 0 through 9. Multiple question marks

(??) can be used to indicate the number of characters to be

substituted. Sage Intelligence Reporting replaces each question

mark (?) with the entire range of possible values, including letters.

For example, in the range from 12?0 TO 12?4, Sage Intelligence A??1
Question Mark ?  Reporting replaces the question mark in 12?0 with the lowest value to return AOO1 to

in the character set, and replaces the question mark in 12?4 with AZZ1.

the highest value in the character set. The question mark (?) can

be placed in any position of an account segment. For example, if

the rule contains only natural segment values (assuming a four-

character natural segment), entering 4??? in a row, all accounts

whose natural segment value begins with a 4 will be included.

Use the asterisk to substitute any number of characters or *
Asterisk * numbers. The asterisk can only be placed alone to return all to return every
accounts.. account

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.

Some examples of using wildcards:

Filter Description Result
107? Filter all accounts beginning with 10 All accounts starting with 100 up to 109 with
any digits thereafter
Filter accounts with first segment of 101 and 101-00-00
, 101-01-00
101-0?-00 last segment of 00 with second segment of 101-02-00

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

Filter accounts with first segment of 201 and 201-00-10
i ; 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

In a single segment range, filter accounts

ranging from 4000 to 5900. 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

4?00 TO 5?00 o IR o R AT W TR ERE T oo i s return all accounts between the ends
ending with 00, you could create a inclusive. 4000 up to and including 5900,
Reporting Tree unit with a filter of 2?00 to which would include for example, account
further filter the results. 4655.

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 76



Filter Description Result

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 end of the range which is 495-
03-03 and return all accounts between the
L o IR RTaRe [ AT W TR ERE Tl i o s endss inclusive. 405-00-00 up to and

with the first segment starting with a 4 and including 495-03-03 which would include for
ending with a 5, you could create a example, account 406-01-02.

Reporting Tree unit with a filter of 425-??-??

to further filter the results.

4?5-00-00 TO
4?5-03-03

An example of using wildcards in Microsoft Excel using the GLActual500formula could be as
follows:

amount should be retrieved. For Example B = Balance

%g’ T Statement; and R = Retained Income.
16 h

45 185 472.80

SUM +(© X « f| =GLACtualYTD500($A15,5C53,5C$5,5C52,,,,,,$C54) )

| A B | D Function Argumenis :

4 Currency: GLACtUaIYTD500 4
5 2008 Account | gA15 = "4000-00-00-27" :
C [scs: (] = soa 4

6 Year to Date s $:$3 £l 4
= Year |5Cs5 = "2008" :
s (B =] = 4

8 Revenue : e $:$2 _F'_ = 4
9 |4000-00-00-00 Sales =" 19188627 Type | | = :
10 |4000-00-00-NE Sales-NE 9912 997.71 - 431854728 4
11 |4000-00-00-NW Sales-NW 2048 612.00 Returns the year to date general ledger actual amount. :
12 |4000-00-00-SE Sales- = 0.00 <
12 |4000-00-00-SW SW 36 032 006.82 Type to determine whether Income Statement, Balance Shi
4

b

17 Formula result = 48 185 472.80 4.
18 Help on this function [ [olls, )

1 8ttt tttttttbtittstsssstodsdssssssssssssdtddsodddbbdbdhdhbdbbdd

4

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 77



Using Mathematical Calculations

Mathematical calculations can be used to define the list of accounts to return in your Sage
Intelligence Reporting formulas. This includes addition (+) and subtraction (-).

The mathematical calculation would be used in the cell which is referenced by the Account
argument.

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, accounts (700 + 705) - 840.

Wildcards can be used in combination with account ranges and mathematical calculations.

For example, typing 6020002000 + 6020003000 in the cell will give a total figure for Account
6020002000 and Account 6020003000.

i e e A e A 0 0 0 0 0 0 0

SUM - K o fr  =GLACtualYTDS00{$A196,5C53,5C55,5C52,,,.,. 5C34) p
A B D Function Arguments -

187 r
188 GLACRITTDS00 p
189 Account | 8A196 (] = "5020-00-20-00 +6020-00-30-00" g
180 /Cntrum'r $cs3 [€] = -soa p
191 T e 4
192 Year | £C8S @ = 2008 p
= )*/K ERioCi| Scbe (5 >
194 [6020-00-20-00 Salarias 11 995.58 e || G| - 4
195 6020-00-30-00 &5 - Operations 16 126.90 3 :
196]6020-00-20-03 + £020-00-30-00 28 122 48 = 2812248 4
197 Retuns the year to date general ledger actual amount. L
198 Type o determing whether Tneome Statament, Baianca Shest or Retaing
199 amnount should be retrieved, For Exampls B = Balance Sheety 1 = Ing
200 Statement; and R. = Retained Income. E
201 -
202 Formula result = 28 122.48 4
203 . >
204 Halp an this function ri

For example, typing 610101 + 610102 + 610103 in the cell which is linked to the Account setting will

give a total figure for Account 61010, Account 610102 and Account 610103.

The mathematical calculation could be used in the cell which is referenced by the
MasterSubAccount argument.

For example, typing 20-2001-038-00-D-GDS + 20-2001-077-00-D-GDS in the cell will give a

total figure for Account 20-2001-038-00-D-GDS and Account 20-2001-077-00-D-GDS.
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Reversing Negative Numbers

By default the data will show the same as that of the underlying Sage 500 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 53503 4 642 53503
Fixed Charges 676 066.48 676 066.48
Other Expenses 8402 536.00 3402 536.00
Amortization/Depreciation Expenses 250 000.00 250 000.00
Other Expenses 0.00 0.00
Total Cost & Expenses 1387113751 1387113751
Interest Expense 7 500.00 7 500.00
Income Taxes 108 000.00 108 000.00
Met Profit{Loss) (28 238 471.79) 65 196 77

1. Click in the formula bar.

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

£ | &mualﬂ[}m[$A9,$C$3,$C$5:$C$2}

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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Displaying Cell Formulas instead of Values

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

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

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

Catering for New General Ledger Accounts

Use account ranges, dynamic 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.

Lot

199 |6400-00-00-00 Rent 0.00
200 | 6400-00-10-00 Rent - Sales 3150.00
201 |6400-00-20-00 Rent - Mktg 2100.00
202 6400-00-30-00 Rent - Oper 4 200.00
203 |6400-00-40-00 Rent - Admin 1 050.00
204

205!540[]—0[]—0[]—0[] TO 54[][]—[][]—9[]—0[]! 10 500.00

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.

1214 A B D
6 2008
7 Year to Date
8
T+ 9 Revenue 137 998 874.79
| 62
* | 63 Cost of Goods Sold 54 961 065,74
131
132 Gross Profit{Loss) | 83037 809.05
133
+ 134 Other Income & Expense 824 131.07
174
175 Total Income
[=] 176
[+ 1177 Operating Expenses 2038 204 10
' 199 [6400-00-00-00 TO 5400-00-50-00 Rent 10 500.00}
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Designing Financial Reports

Designing a Basic Income Statement

This is a demonstration on how to design a basic income statement. We will be using the Accounts
list to report from with current period figures. A basic accounting knowledge is required.

1. In Microsoft Excel, set up your spreadsheet with a heading and the filters you would like to use.

| A : B ; C D | E

1 Sample Company Income Statement
& Company: SOA
Currency: usD

Tip: 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.

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

report.
| S B — C— — o R S F R TR [ [ v x
1 Sample Company Income Statement & i;NS",:g“LS
iz Company: SOA
Z) Currency: usD SOA
7ol
> Er—
| 6 |company € TCOTTTNOEr— Account Description. . Account Group iptio Account Type Desc Type Cash Flow CodeStat | 10 o accounts
7 |soa 0000-00-00-00 Suspense Current Assets Other Assets B '1
I ISOA '0000-00-00-SW Suspense-Corp-Corp-SW  Current Assets Other Assets B 1 ACoUALSIOLpS
| 9 [soA 1010-00-00-00 Corporate Checking Current Assets Cash B 5 Account Category
10 |soa 1011-00-00-00 Canadian Checking Current Assets Cash B '5 Account Types
ES{)A 1015-00-00-00 Due From Company COA  Current Assets Other Receivables B 2 T —
12 |soa 1020-00-00-00 Corporate Savings. Current Assets Cash B 5
|13 |soa 1021-00-00-00 Canadian Savings Current Assets Cash B 5 AT SO
| 14 soa 1050-00-00-00 Short Term Investments  Current Assets Cash B 2 Budgets
| 15 |soA 1060-00-00-00 Exchange Account Current Assets Cash B 2 Currency
16 [SOA 1100-00-00-00 Accounts Receivable Current Assets Net AR B %)
17 |soa 1100-00-00-NE Accounts Receivable - NE  Current Assets Net AR B 2
T |SOA 1100-00-00-NW Accts Rec-Corp-Corp-NW  Current Assets Net AR B 2
100508, 4 40 a HOCOD0DSW | Aocounts ReceivableSW CurentAszets | NetAR BT O )

3. Delete the columns and the balance sheet accounts not required.
4. Insert a column heading for the year and period.

5. Drag-and-drop the Actual formula onto your spreadsheet in the same row as your first account.
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A | B | e | D | B | F | G 1%'__----__________:_!_
FINAMNCIALS
1 Sample Company Income Statement f |
— ormuias
L | Company: SOA
3 | Currency: usb Opening Balance
Closing Balance
2o -
3 Actual YTD
3 Budget
4000-00-00-00  Sales 1 2
0 40000000NE  SalesNE Budget YTD
4000-00-00-NW  Sales-NW Current Year
12 4000-00-00-SE  Sales-Corp-Corp-SE i
3 4000-00-00-S8W  Sales-SW Current Period
14 4000-10-00-00 Sales-Hdwe-Corp-Corp ¢ ‘N
15 400040-00-00  Sales-Toy-Corp-Corp e
16 4015-00-0000  Drop Ship Quantity
|7 4100-00-00-00 Rev Hardware-Corp-Corp-Corp . .
4100100000 Revenue Hardware Quantity Opening Balance
) |4100-10-00-NE  Revenue - Hardware
20 |4100-10-00-NW  Rewenue - Hardware |
21 |4100-10-00-5E  Revenue - Hardware
4100-10-00-SW  Revenue - Hardware

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

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

SUM v (© % « f| =GLACtual500($A9,$C33,5C35,5C52,,,,,,$C54)
A [ B [ e || Function Arguments &@I
GLActual500

1 Sample Company Income . .
5 - L - o g
Ex Company: e =R
z Currency: Perod sce2  [@] =

5 el [E]- -

= -94337.3
6

Returns the month to date general ledger actual amount.

_?_ Type to determine whether Income Statement, Balance Sheet or Retained Income
8 5 amount should be retrieved. For Example B = Balance Sheet; I = Income
9 |4000-00-00-00%|aes  [cs2. Statement; and R = Retained Income.

| 10 4000-00-00-NE Sales-NE 0.00

_1_1 4000-00-00-MW Sales-NW 0.00| | Formula result = 94937.30

| 12 4000-00-00-SE  Sales-Corp-Corp-SE 0.00 5
13 4000-00-00-5W Sales-SUV g gp|| Heizen i function (o ]

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 humber 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.

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

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 82



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

| 4000-00-00-00

4000-00-00-ME
4000-00-00-MWY
4000-00-00-5E
4000-00-00-5WW
4000-10-00-00
4000-40-00-00
4015-00-00-00
4100-00-00-00
4100-10-00-00
4100-10-00-ME
4100-10-00-MWY
4100-10-00-5E
4100-10-00-5W
4100-20-00-00

14100-20-00-NE
|4100-20-00-NW

Currency:

Sales

Sales-MNE

Sales-MWW
Sales-Corp-Corp-SE
Sales-SW
Sales-Hdwe-Corp-Corp
Sales-Toy-Corp-Corp
Drop Ship

Rev Hardware-Corp-Corp-Corp
Revenue Hardware
Revenue - Hardware
Revenue - Hardware
Revenue - Hardware
Revenue - Hardware
Revenue Software
Revenue - Software
Revenue - Software

usD

0.00

208 407.00
115 283.00
0.00

6 714.90
0.00

0.00

-6 500.00
0.00
-70.00
0.00

0.00

0.00

rows or columns you do not wish to view in the final layout.

9. Use Microsoft Excel's Group feature to group rows under headings.

Fill

17 582 456.00
”-”ﬁandle

:Sample Compény Income Sta:temen.

Company:
Currency:

Revenue

Cost of Goods Sold
Gross Profit/{Loss)
Other Income & Expense
Total Income

Operating Expenses

Net Profit/(Loss)

S50A
usD

2008

3

17 894 105.60

2617 776.44

2316198

227 560.96

10. Run Save Excel Template in your Report Manager to save your report for future use.

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide

83



Designing a Basic Balance Sheet

This is a demonstration on how to design a basic balance sheet. A basic accounting knowledge is
required. We will be using the Accounts list to report the opening and closing balances.

1. In Microsoft Excel, set up your spreadsheet with a heading and the filters you would like to

use.
| A B : C D
1 Sample Company Balance Sheet
2 Company: SOA
3 | Year:

Tip: 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.

2. Drag the formula for Current Year into the correct cell.

AN S g D E ] o ¢ A ki %
FINAMCIALS

1 Sample Company Balance Sheet E

P pany formulas

2 Company: Sample Company

3 | Year: 2013 Opening Balance

B Closing Balance

6

'7 1 Actual

8 | Actual YTD

9 | Budget

10
Budget YTD

11

13 Current Period

R Attt d bbbttt A A At el sl a Al s s s s aaanaaaaaaaa oo aaaaaae s JBEL i aase

3. Drag-and-drop the Accounts list onto the spreadsheet. You will use this list to help create
your report.

ol 8 \ e [ D [ 3 F G i - %
FINANCIALS
Sample Company Balance Sheet lisEs
Company: SOA
Year: 2013 SOA

il
2
3
&)
6 I
Natural Accounts
7 Companngﬂmcmm Account Group Descrig Account Type Descriptic Type Cash Flow ( Statistical Un
3 |soa 0000-00-00-00  Suspense Current Assets Other Assets B ¥ AcauNtGrOUDS;
9 |soa 0000-00-00-SW  Suspense-Corp-Corp-SW  Current Assets Other Assets B '1 Account Category
10 [soa 1010-00-00-00  Corporate Checking Current Assets Cash B :5 Account Types
11 [soAa 1011-00-00-00  Canadian Checking Current Assets Cash B 5
1 - [ Account Structure
12 |soa 1015-00-00-00 Due From Company COA  Current Assets Other Receivables B 2
13 |soA 1020-00-00-00  Corporate Savings Current Assets. Cash B s Account Segments
14 |soa 1021-00-00-00 Canadian Savings Current Assets Cash B 3 Budgets
15 [soAa 1050-00-00-00  Short Term Investments  Current Assets. Cash B 2 Currency
16 |soA 1060-00-00-00 Exchange Account Current Assets Cash B %
17 |soa 1100-00-00-00  Accounts Receivable Current Assets Net AR B z
18 [soAa 1100-00-00-NE  Accounts Receivable - NE  Current Assets Net AR B '2
19ls0a . 1100.00.00 NW, AcctsRecCor Com-NW, Cumenthssets NetAR .. .. | NN SN . = PP
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4. Delete the income statement accounts not required, and create headings and totals where
required for your rows.

9

Eeit

10
11
13
14
15
20 |
23
25
26 |
29
33
ol

1500-00-00-00
1500-10-00-00
1500-40-00-00
1510-00-00-00
1520-00-00-00
15625-00-00-00
1530-00-00-00
1635-00-00-00
1660-00-00-00
1665-00-00-00

0000-00-00-00
0000-00-00-3WY
1010-00-00-00
1011-00-00-00
1015-00-00-00
1020-00-00-00
1021-00-00-00
1050-00-00-00
1060-00-00-00
1100-00-00-00
1100-00-00-MNE

Assets

Mon Current Assets

Fixed Assets-Corp

Fixed Assets-Hdwe

Fixed Assets-Senice

Land

Leasehold Improvements

Accum Depr - Leasehold Improvement
VWarehouse Equipment

Accum Depr - Warehouse Equipment
Vehicles

Accum Depr - Vehicles

Current Assets
Suspense
Suspense-Corp-Corp-3W
Corporate Checking
Canadian Checking

Due From Company COA
Corporate Savings
Canadian Savings

Short Term Investments
Exchange Account
Accounts Receivable
Accounts Receivable - NE

5. Add column headings for the Opening Balance.

6. Add a column heading for the Closing Balance and the period to report on.

7. Drag-and-drop the Opening Balance formula onto your spreadsheet in the same row as

L .Sample Company Balance Sheet

: 2 _-'Company:
3 |Year

your first account.

SOA -
2013

Opening Balance CIDS'"?;‘E“H"CE
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8. 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.

suM - (© % ¥ J| =GLOpeni 500($A11,5C52,5€53,,,,,,5C55) 4
A B B Function Arguments :
GLOpeningBalance500 4
4
» Sample Company Balance Sheet rert [ SRTTIT
: ¢ & 4
2 Company: SOA < Company | sC&2 =g p
3 Year: —— oar | g3 2013 :
4 Type | :
5 usD AccountCategoryCode || 4
4

6 - =
Opening Balance = Gy :
T Returns the opening balance general ledger amount. 4
8 AccountCategoryCode an account category code retrieved from the general Iadgar:
9 4
10 On Current Assets 8 100.00 :
11 |1500-00-00-00 Fixed Assets-Corp 5C§3,... $CH5) D D :
4

12 |1500-10-00-00
13 1500-40-00-00

Fixed Assets-Hdwe
Fixed Assets-Senice

Ihe 254000 0000 o o dand

Help on this function

H
=

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

10.

column in the same row as your first account.

11.

into the formula area.

SUM ~ (% «|f| =GLClosi ($A11,5C52,5C53,E57,,,,,,5C54) i
| A B (& D E F G ‘ﬂ - %
Function Ar its.
1 Sample Company Balance Sheet PRI
GLClosingBalance 500
2 Company: SOA R AL
3 Year: 2013 ——
Company | $C$2
4 Currency: usb T Yerr [scs5
6 G s Closing Balg| Period |E$7
7 12 e
8 Assets
9 Returns the dosing balance general ledger amount.
10 on Cusert7ssets Type to determine whether Income Statement, Balar
11 |1500-00-00-00 #ETed Assets-Corp 100.00] [FCS3EST_.5C amount should be retrieved. For Example 5 = B
12 |1500-10-00-00 Fixed Assets-Hdwe 0.00 S T R
13 1500-40-00-00 Fixed Assets-Senice 0.00
14 1510-00-00-00 Land 115 487 98 Formula result = 8 100.00
15 1520-00-00-00 Leasehold Improvements 474 780.00 ol B [:
16 1525-00-00-00 Accum Depr - Leasehold Improvements 4497 36 BRI
17 1E%00-00.00  \Varshouse BQUIpmEit, o o o b bbbttt b bbbhs 0 B el Attt tbbbotss TP TTTTTeY I TR OT T |

12.

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

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide

Drag-and-drop the Closing Balance formula onto your spreadsheet in the 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
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13. Add totals, grouping and formatting using Excel features and set your print area.

[1]z] A B i C |D| E | 1
1 Sample Company Balance Sheet .

2| Company: SOA :
z Year: 2013 1
5 _ >
& e}
T Assets 1
9| >

| 10| Mon Current Assets 1274 54565 1257 946.55 :
21 .
_2_ Current Assets 279 381 730.23 425 806 326.69 :

(4 |57 >
58 TOTAL ASSETS | omesearsss 42708421324 ¢

EEa 4
i 4

| 61 Shareholders Equity & Liabilities :
@ :

| 63 | Shareholders Equity 279 373 606.29 361 207 842.31 :

[+ |68 )
| 69 | Non Current Liabilities 100.00 150 100.00 1
|ere] :
| Current Liabilities 1282 569.59 65 706 330.93 4
87 )
| 88 TOTAL SHAREHOLDERS EQUITY & LIABILITIES _ >
L hdda s oo e e A G da o a a oo

14. Run Save Excel Template in your Report Manager to save your report for future use.
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Designing a Rolling Income Statement

This is a demonstration on how to design an Income Statement that will always return the current
month's data as well as the prior 12 months data. The report will be designed 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. An intermediate knowledge of Microsoft Excel

formulas and basic accounting is required.

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

[+ [

o oy
S|~ [ [ Blw | =

129
130
131
132
172
173
174
175
230

A

Sample Company Income Statement

SOA
usb

-Sample Company Income Sta-temen

Company:
Currency:

Revenue

Cost of Goods Sold
Gross Profit/(Loss)
Other Income & Expense
Total Income

Operating Expenses

Net Profit/(Loss)

17 894 105.60

2617776 44

Other Income & Expense 23181.98

227 560 96

SOA
usp

2008

3

17 894 105.60

2617 776.44

23181.98

227 560.96

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

J

FINAMNCIALS

formulas

Opening Balance
Closing Balance
Actual

Actual YTD
Budget

Budget YTD
Current Period
Company Name
Quantity

Quantity Opening Balance

AAAAAAAAAAAAAAAAAA
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3. Drag the Current Period formula to the column heading in the cell containing Current Month.

"""" - Y o » O S N ) N <~ [ S
FINAMCIALS
1 Sample Company Income Statement f |
ormulas
2 Company: SOA
3 Currency: usD Opening Balance
4 Closing Balance
3 Actual
6 Actual YTD
4 Budget
8 Revenue 17 894 105.60
61 =| Budget¥TD
62 Cost of Goods Sold 2617 776.44
129 Current Year
132 Other Income & Expense 23181.98 Quantity
172
173 Total Income Quantity Opening Balance
174
175 Operating Expenses 227 560.96
B 0 0400000004000 Lt A A 00 A AA00 0000 G400 00000 0000t 4040000 000060000048

4. In the cell to the right of the current period cell, 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. In this example the
formula will be =IF(C$6-1<=0,C$6-1+12,C$6-1).

D6 v (" Fe | =IF(C$6-1<=0,C$6-1+12,C56-1) <

A B =
1 - Sample Incoxge Statement
2 Company:
3 Currency:
4
5
6
7
3 Revenue 17 894 105,60
61

[/
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5. Inthe cell to the right of the current year, 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. In this example,
the formula will be =IF(C$6-1<=0,C$5-1,C$5).

Sample Incsme Statement

Company: SOA
Currency: uspD

6. Copy the formulas you created previously across to the new column. You can do this by
highlighting the cells and dragging the fill handle across one column.

5
i
8 Revenue 17 694 105 60
6l
62 Cost of Goods Sold 2 617 776.44
129
130 Gross Profit(lLoss)  |IGI2IGI20N6|
131
132 Other Income & Expense 23181.98
i
173 Total Income _
174
175 Operating Expenses 227 560.96
230
231 Net Profit/(Loss) F

7. Expand any Excel groupings you created and using cell referencing, change the copied
formulas to reference the correct year and period.

sum + (" X ¥ K =GlActual500($A9,5C52,D55,D%6,,,,,,5C53) £
A B c D Function Arguments E

GLActuaI500 4

1 Sample Company Income State I DE— .
= - 4

2 Company: SOA 2 1= :
3 Currency: usb fear |DS$5 4
4 Period i!:\_s_s_ 3 :
— 4

3 2008 2008 / o 4
4

4

6 El 2 Returns the month to date general ledger actual amount, 4
4
7 Account the account cade from the main accounts or accounts list retrievedg,
8 Revenue 17 894 105.60___ 26 178 736 91 penl e >
9 |4000-00-00-00  Sales 0.00[[D%6...__sCs3 4
10 4000-00-00-NE  Sales-NE 208 407.00 521525200 4
11 4000-00-00-NW  Sales-Nuy 115 283.00 1321 405,00 |t s b
12 4000-00-00-SE  Sales-Corp-Corp-SE 0.00 0.00 | Help on this function - lj
Al ARERLLL & SilEa 0 0044040004000000040 00 R0 EARLL LA 400000000000000000000000000000000000 000000000
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8. Drag the fill handle down or copy the amended formula to all the accounts required.

25 171 331.98

3 currency: Jsb
4
3
i)
7
[=] 8 Revenue 17 894 105.60
2 9 (4000-00-00-00 Sales 0.00
10 |4000-00-00-NE Sales-ME 208 407.00
11 |4000-00-00-NW Sales-NW 115 283.00
12 |4000-00-00-5E Sales-Corp-Corp-SE 0.00
13 (4000-00-00-5W Sales-SW 6 714.90
14 |4000-10-00-00 Sales-Hdwe-Corp-Corp 0.00
15 [4000-40-00-00 Sales-Toy-Corp-Corp 0.00
16 |4015-00-00-00 Drop Ship -6 500.00
17 |4100-00-00-00 Rev Hardware-Corp-Corp-(J 0.00
18 |4100-10-00-00 Revenue Hardware -70.00
19 |4100-10-00-NE Revenue - Hardware 0.00
20 |4100-10-00-MwW Revenue - Hardware 0.00
21 |4100-10-00-3E Revenue - Hardware 0.00
- | 22 |4100-10-00-3WW Revenue - Hardware 17 682 456.00
Jada A LAUARL s a0 BUANARARE 0 00

40 316.95
5219 452 00
1321 405.00

0.00

18 003 476.64
0.00

0.00

0.00

0.00

49 §380.00
228 236.19
34 480.20
58 400.00
227 87001

Tip: Double-clicking the fill-handle fills the formula down as far as the column to the left is filled

with adjacent data.

9. Select the new column and drag the fill handle across to copy the data for the other eleven

months
T4l AT T B [ "¢ ket - | Fo ] G
<
1 Sample Company Income $
] 4
2 Company: SOA ! :
3 Currency: usD <
4
18 | >
>
|5 | <
4
| 6 | >
L7 | p
8 Revenue 17 894 105.60 4
61 b
62 Cost of Goods Sold 2617 776.44 21 578 693.57 4
129 <
130 Gross Profit/{Loss) 3
131 4
132 Other Income & Expense 23 181.98 26 178.49 :
172 <
1543 Total Income +
174 2
175 Operating Expenses 227 560.96| 290 253.34] <
230 :
231 Net Profit/(Loss) <
232 :
245 4
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10. Provided the correct cell referencing had been used, the amounts, year and periods would have

changed automatically to cater for prior periods and years.

| R B [T e T E YR T e T
1 Sample Company Income Statement
L] Company: SOA
3 Currency: usD
2
5 2008 2008 2008
3 3 p) 1L 12 11
o=lim
8 Revenue 17989 927.60  25693908.22 2424476057 3563439217 21582 979.28
61
62 Cost of Goods Sold 2691227.44 2192239757 21146 137.31 335 850.26 913 915.05¢
12
130 Gross Profit/{Loss)
31
132 Other Income & Expense -51815.02 81592.49 766 795.51 15 807 304.83 -2 641.38
172
EE Total Income
174
175 Operating Expenses 270 861.57 29231642 1514 907.59 732 662.97 86 247.1
230
231 Net Profit/(Loss)
R

11. Run Save Excel Template in your Report Manager to save your report for future use.
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Designing a Quarterly Balance Sheet

This is a demonstration on how to design a Quarterly Balance Sheet using the Report Designer
Task Pane. 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. Follow the instructions to design a basic balance sheet.

A | B | C |D| E | ¢
1 Sample Company Balance Sheet .
A Company: SOA :
z Year: 2013 :
=l | :
el
? Assets :
KN 4

10 | Non Current Assets 1 274 545 65 1 257 946.55 1

2] :
27 Current Assets 279 381 730.23 425806 326 69§

5% 4
58| TOTAL ASSETS | omoeseases 42708421324 ¢
| 4

“ou | 4
61 Shareholders Equity & Liabilities b

62 >

63 Shareholders Equity 279 373 606.29 361207 842,31 4
68 b
...?!g,.J Mon Current Liabilities 100.00 150 100.00 :
3| §
72 Current Liabilities 1282 569.59 65706 330.93 4
87 b
88 | TOTAL SHAREHOLDERS EQUITY & LIABILITIES >

W Y ﬁ“““““AAAAAAAAAAAAAAAAAAAAAAAAAA FY VY VYUY P YR VYT YRYY R Y R T T WY

2. Select the Closing Balance column and drag the fill handle across to three more columns.

E1 - (= x| y
. : N AN
S o —
_+<
1 Sample Company Balance Sheet .
2 Company: SOA 1
3 Year: 2013 1
3 :r
6 : Closing Balance 4
F—=— Opening Balance ) p
7 12 p
4
8 Assets <
E p
10 Mon Current Assets 1274 54565 1257 946.55) :
21 p
Pt Current Assets 27938173023 425 806 326.69 ?
<
57 <
58 TOTAL ASSETS . 28065627588 )
o]
U] $
61 Shareholders Equity & Liabilities :
62 :
63 Shareholders Equity 279 373 606.29 361 207 842.31 4+
68 {
63 Mon Current Liabilities 100.00 150 100.00] 1
7 :
72 Current Liahilities 1282 569.59 65 706 330.93 :*
87 4
88 TOTAL SHAREHOLDERS EQUITY & LIABILITIES m m 4
et 3 \
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3. Change the period numbers to reflect the quarterly periods.

1 S R SRR N D = M (= R I -3 [ g
1 Sample Company Balance Sheet

Z| Company: SOA

3 | Year: 2013

(=)

Closing Balance Closing Balance Closing Balance Closing Bal-
: 6 9 12

Wt | Opening Balance

[3%]

4. Notice the data automatically updated to reflect the correct closing balance amounts for each

quarter.
A | B | e o E F G He
1 Sample Company Balance Sheet
Z Company: SOA
3 Year: 2013
[
6 . Closing Balance Closing Balance Closing Balance Closing F
== Opening Balance g g g g,
7 3 6
i_ Assets
9
| 10 | Mon Current Assets 1274 545 65 1249 946 55 1257 946,56 138374121 12
21
Fred] Current Assets 279 381 730.23 348793 80412 425806 32669 463 386 959.36 425 308
57
| 58 TOTAL ASSETS | 280656 275 88
59
60
61 Shareholders Equity & Liabilities
62
[ 63 | Shareholders Equity 279 373 606.29 300 005 18471 36120784231 39732862654 361 20
68
69 Mon Current Liabilities 100.00 100.00 150 100.00 165 110.00 158
71
[ 72| Current Liabilities 1282 569 .59 5004346696 6570633093 7227696402 6570
87
88 | TOTAL SHAREHOLDERS EQUITY & LIABILITIE
POV TPPPPO I IS P P vV T O v VPP T PV Vv v v v vy v sy v Pl s s o v v s s e s T e s s e Ve s v s Y s v s v e

5. Run Save Excel Template in your Report Manager to save your report for future use.
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Designing a Cash Flow Report

This is a demonstration on designing a Cash Flow Report using the Report Designer Task

Pane. 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. In Microsoft Excel, set up your spreadsheet with a heading and the filters you would like to use.

Tip: 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.

2. Add a heading for the period column.

A B C| D E F
1 Sample Company Cash Flow Statement
—
= Company: SOA
4 | Year 2013
5 | Currency: usD
6 Period
7] 1

3. Drag the formula for Current Year into the correct cell.

”””” TS I Yt ) (s - s N S NS SO MR- B~
FINANCIALS
i Sample Company Cash Flow Statement A,
3 Company: SOA Opening Balance
Z| Year

Closing Balance
5 Currency:

P Actual
Period
Actual YTD
1
Budget
Budget YTD

ferf P = R RN
AT
o
=
3
i
<
b
=
—

3
3
F
3
3
¥
3
4
3
a
a
#
a
2
y
p
p
p
3
#
a
#
4
#
a
a
a
4
3
#
a
#
3
4
4
2
p
3
4
4
¥
a
3
4
4
2
p
3
4
4
¥
a
3
4
4
4
&
p
»

[ A ] B C D 3 F G H [ 5 - x
1 % FINANCIALS
2 3
- lists
3
4 CDmpsnyWﬂ:npticn Account Group Descr Account Type De Type Cash Flow ( Statistical Uni SOA
5 |soa 0000-00-00-00 D saidssets  OtherAssets B K
6 [soA 0000-00-00-SW  Suspense-Corp-Corp-SW Current Assets Other Assets B, “
7 |soa 1010-00-00-00 Corporate Checking Current Assets Cash B 3
e u g r Natural Accounts
8 |soA 1011-00-00-00  Canadian Checking Current Assets Cash B I}
9 [soa 1015-00-00-00 Due From Company COA Current Assets Other Receivabl B '2 Account Groups
10 [soa 1020-00-00-00  Corporate Savings Current Assets Cash B s Account Category
11 |soa 1021-00-00-00  Canadian Savings Current Assets Cash B s
[ = Account Types
12 |soA 1050-00-00-00  Short Term Investments Current Assets Cash B 2
13 |soa 1060-00-00-00 Exchange Account Current Assets Cash B 2 ACCOML SIS
14 |soa 1100-00-00-00  Accounts Receivable Current Assets Net AR B 5! Account Segments
15 |soA 1100-00-00-NE  Accounts Receivable - NE Current Assets Net AR B = Budgets
16 [soa 1100-00-00-NW  Accts Rec-Corp-Corp-NW Current Assets Net AR B '2 Curren
17 |soa 1100-00-00-SW  Accounts Receivable - SW Current Assets Net AR B 2 24
v
TV P Yoo 20k ~ AAD 40000 ssMialiddnssiibittstttistttsisttsbstssssd ASALALAbbLsbbbbisddd
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5. Copy the required accounts with the required details and paste them into the Cash Flow
worksheet.

Tip: Use wildcards, account ranges or mathematical calculations to summarize data.

Al ity
3200-00-00-00 Fetained Earnings
3000-00-00-00 Common Stock

| 3100-00-00-00 Faid-in Capital

Met Increase in Cash

Total Cash & Equivalent at Beginning of Year

Cash & Eqguivalent at End of Year

6. Add the required headings.

A | B el D T E O F e
1 Sample Company Cash Flow Statement *
2 !
3 Company: SOA
4 | Year 2013 !
i| Currency: usD
6 ‘ Period 4
7 1 ,
| 8 |
g5 Investing b

10 |2500-00-00-00 Capital Leases

11 1510-00-00-00 Land
L 2_21520—00—00-00 Leasehold Improvements
13 [1530-00-00-00 Warehouse Equipment

14 1560-00-00-00 Vehicles

_—

-

16 Financing

17 |3200-00-00-00 Retained Eamings
18 |3000-00-00-00 Common Stock
19 |3100-00-00-00 Paid-in Capital

P Y Y VY TN Y Y YO OO OO YV Y Y Y Y Y YN Y Y Y Y Y Y Y YO YYYOYYYY

.

P YO Y YO YO YO Y YO YO YY Y YYYYYYYYYYY vy
-
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7. Drag-and-drop the Actual YTD formula onto your spreadsheet in the same row as your first

account.
A | 8 il D | £ | F G E kistttttseteias %
FINANCIALS
1 Sample Company Cash Flow Statement
= formulas
2
i| Company: SOA Opening Balance
4 Year 2013 a
[tie i) osing Balance
5 Currency: usD
| 0 Actual
= Period
7 | 1
_8_| Budget
9| Investing o sudgetvo
10 (2500-00-00-00 Capital Leases ¥ 1
| 11 |1510-00-00-00 Land Current Year

| 12 |1520-00-00-00 Leasehold Improvements

= Current Period
13 |1530-00-00-00 Warehouse Equipment HHrEiLLene

| 14 |1560-00-00-00 Vehicles Company Name
Financing KRy
Retained Eamings Quantity Opening Ealance
Common Stock
Paid-in Capital

Net Increase in Cash

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

area.

SUM » (K « | =GLACtualYTD500($A10,5D$3,5D54,D57,4,,,,$D$5) ;
i A ] ] €] D | [Function Arguments -
4

GLActualYTD500 4

1 Sample Company Cash Flow ot [ [ - o
(2| N e g
3] Company. g <
[ ____._-—"_- ) 4
K3 Year € = .
: Curency: / Lo — <
s ) <
6 Period — 4
""i,fl 1 Returns the year to date general ledger actual amount. :
_8_| Type to determine whether Income Statement, Balance Sheet or a
et amount should be retrieved. For Example B = Balance Sheet;g
9 | Investing Statement; and R = Retained Income. 4
10 |2500-00700-00 Capital Leases |D87.....5085) | 4
| 11 |1510-00-00-00 Land Formula result = 0.00 :
| 520-00-00-00 Leasehold Improvements 4
13 |1530-00-00-00 WVarehouse Equipment el on this function :

| A AANE AN AR ASLALLALLALALLAALALLNALLAL40440000000000000000000000000000000b0b00hbttdd

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 hame to correct this. Drag the fill
handle down to copy the formula to other rows requiring the same change.

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

Tip: Double-clicking the fill-handle fills the formula down as far as the column to the left is filled

with adjacent data.
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10. Add any totals, grouping and formatting you require using Excel features and set your print

area.
G 4] e [ B 0]l b ] TTE T T Fe
' 4
1 Sample Company Cash Flow Statement
| 4
: :
L2 ] Company: SOA :
Year 2013 4
Currency: UsD :
2 4
Period 4
.
: 4
4
= g Investing 1422 040.25 b
o 2500-00-00-00 Capital Leases 0.00 4
11 |1510-00-00-00 Land 115 487 98 p
) |1520-00-00-00 Leasehold Improvements 474 780.00 4
| 1530-00-00-00 Warehouse Equipment 502 838.50 :
| 1560-00-00-00 Vehicles 328 933.77 4
| 4
= |16 Financing 3 500 000.00 p
2 |3200-00-00-00 Retained Eamings 0.00 4
3000-00-00-00 Common Stock -2 500 000.00 :
| 3100-00-00-00 Paid-in Capital -1.000 000.00 4
4
Net Increase in Cash _ :
4
4
C om ‘
4
4
__25_:| Cash & Equivalent at End of Year _ 1

11. If you would like to add more periods, select the period column and drag the fill handle across
to fill as many additional columns as required.

12. Delete or amend any necessary data, for example the period numbers you would like to report

on.
————— T T
blel] 4 A | B | €| D \ E | B by
1 Sample Company Cash Flow Statement
Company: SOA
Year 2013
Currency: usD
Period Period Period
1 2
= [ Investing 1422 040.25 1422 040.25
- | 10 | 2500-00-00-00 Capital Leases 0.00 0.00 ;
11 |1510-00-00-00 Land 115 487.98 115 487.98 115 487.98
12 |1520-00-00-00 Leasehold Improvements 474 780.00 474 780.00 474 780.00
13 1530-00-00-00 Warehouse Equipment 502 838.50 502 838.50 502 838.50
| 14 | 1560-00-00-00 Vehicles 328 933.77 328 933.77 328 933.77
= Financing -3 500 000.00 -3 500 000.00
o Retained Earnings 0.00 0.00
Common Stock -2 500 000.00 -2 500 000.00
| Paid-in Capital -1000 000.00 -1 000 000.00
Met Increase in Cash
Total Cash & Equivalent at Beginning of Year
Cash & Equivalent at End of Year 6 711 285.5! »
w vvvvvvvvvvvvvvvvvvvvvvvvvvv*

13. Run Save Excel Template in your Report Manager to save your report for future use.
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Consolidating Multiple Companies Data

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 in the Report Manager
(Consolidated) in Sage 500 ERP.

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

3. Ensure each formula refers to the correct column Company Name, Fiscal Year and Period.

l_____;._____.. _"_“""B___—_T__ sastesesitesestescas = . H
1 Income Statement
I 4 . Currency: CAD
3 Currency Type: F
6
7 Company A Company B Company A and B
| 8 2020 2020 2020
9 March
[11] Revenue 2394 216,94 4389 397.72
_ _12_}&0&0 Sales 449 571 64 824 214 67
13 (4000-100 G L -
| 14 |4000-100-10 Arg (=8-]
15 |4000-100.20 | StAdual )
16 |4000-200 Companytiame = “CompanyE’ -
17 |4000-200-10 MastersubAccount = el
| 18 |4000-200-20 Fiscalfear - 220
| 19 (4010 FiscalPeriod =3
20 4010-100 Type - -
21 4010-100-10 =
| 22 4010-100-20 Returns the month to date general ledger actual amount.
. 23 4010-100-30 MasterSubAccount the account code from the accounts or account classes list retrieved
| 24 4010-10040 from the general ledger.
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4. Create a third column and using Microsoft Excel functionality, add the first two columns

together.
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
'Fdﬂﬂ'ﬂ-m'ﬂ 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 _Anm-mn 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, accessories 2386.75 2626.90 5 182,65

5. Using Microsoft Excel functionality, group the first two columns so that they are only visible
when required.

n Home Ingert Page Layout Formulas Data Rewi

ew  View  Adddns  BiTools

= Y L} P (B connections = S % Clear \le = - = = R Fs) EE | REE 4

g =T =i @ R properties 4 ? f Y T Reapph =] a'i | !ﬂ :t- 1? = {j B
From From From From Other  Existing | Refresh Z| semt | Filter \; ) Testto Remove  Data  Consolidste Whatd | Group JUngroup 5-11
Access Web  Tedt  Sources~  Connecions | All- 5 Edit Links A# Advanced | Columns Duplicates Validation = alysis 2N . ® b
Get External Data Connections Sort & Filter Data Tools Oty
02 @0 £ <
Olz]] < A B J K= p
- 4

FINAN

1 Income Stgtement | t“““ ;
L 4
| 4 |Currency: Ists :
| 5 |Currency Type: :
| 6 4
— 4
7 Company A Company A and B | Accounts :
8 2020 2020 Currency &
. 4
___2,_ 1 March Account StruG:
abk Revenue 1995 180.78 4 389 397.72 Account Grou;:
+ | 12 (4000 Sales 374 643.03| 824 214 67 | Acoount Seg'n%
13 [4000-100  Sales 393 288,66 865 235.05 | 4
14 |4000-100-10 Sales 0.00 0.00 Sudgetoets 4
| 15 |4000-100-20 Sales 0.00] 0.00) | Segment Caded
el 4
| 16 |4000200  Sales 193 599 45, 425 91879 4
- | 17 |4000-200-10 Sales 0.00) 0.00 L
+ | 18 |4000-200-20 Sales 0.00) . | :

s VY r P PPPTPTPRRRPP | el PUPTTTOTOLY PUTUTITT T TP TOPL | SPPPPIPTl
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6. Click the + sign to expand the columns again if you need to drill down into the data.

- .

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.

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide

2 A B G H
1 Income Statement
4 |Currency: CAD
5 |Currency Type: F
6
7 Company A and B
8 2020
g March
[=] 11 Revenue 4 389 397.72
= | 12 (4000 Sales 824 214 67
= | 13 |4000-100 Sales 365 235.056
« [ 14 (4000-100-10 Sales 0.00
= | 15 |4000-100-20 Salas 0.00
* | 16 4000-200 Sales 425 918.79
= | 17 [4000-200-10 Sales 0.00
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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

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.

it FETETETES REPPTeS gaseas freasaresasiisens fenss FRPEPTTeTP TS irasas G i
|1 WORLDWIDE ENTERPRISES Income Statement | RePORTNGTREE
= Sl . Worldwide Entery
| 3 Company: WORLOWIDE EMTERPRISES
| 4 Currency: [#14) @
i 5 Currency Type: F
| () Reporting Unit WORLOWIDE ENTERPRISES » CHILAGO WORLDWIDE ENTERFRISES »NEW YORI Canada
|8 2020 2020 P New York
B Current Manth Year To Date Current Month Year To Date Curre O Mew vork Sales

AAAEEA s Ahd Y - Abd

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

2 A B D E _— = — - -
Ll 4 g G R
1 WORLDWIDE ENTERPRISES In| aua
g Current Period: 1 AccountsirucureCode. | = #
3 Company: WORLDWIDE ENTERPRISES Eamcalna = -
| 4 Currency: CAD Curencycode s+ [m) = oAD"
5 Currency Type: F CurencyType [sDss [ = F E
6 Reporting Unit: WORLDWIDE ENTERPRISES » CHICAGO ReportTreelnit ID%\ - = "WORLDWIDE ENTERPRISES >CHICAC  —
[ 8| 2020 =
= Returns the month to date general ledger actual amount,
g Current Month Year To Dat|
e ReportTreeUnit a reporting tree unit in the format: Tree Name >Parent>Parent >Unit. For
11 ReEnie example, Worldwide Enterprises >New York>NY Sales>NY Retail Sales.
?- 12 4000 Sales ] $D54,5D85.056)
b AB AUt dtdddhsstdtsibrtdssitsdddddshindttbhstbdsdstddistddddsdssddbdsbbssdtbddbssddddd

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 humber 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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Designing Consolidated Report Layouts
After running a report that uses the Report Designer, do the following:
1. Design your financial report titles in the usual manner, but 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 code, Site Code, Year and Period.

PP T TP O PP PSP PTE ST TETTETPETERTTIEPTPETETPPrrrePrrre
) ‘; Income Statement
| 2 Global Enterprise
| coa Sa
LedgerType 1

SourceCurrency LAR
=
210
Site Code Site Code

3 i

2. Drag-and-drop the relevant list from the lists tab. You can then use this list to help create your
report rows.

| B || D
1 y Income Statement
2 Global Enterprise
4 COA SAM
5 LedgerType 1
-] SourceCurrency ZAR
7
8
9 -
10
11
13 6 Sales
” -
15 7 Cost of Sales
Furlf
17 Gross Profit
]
19 8
2 Expenses
21 Met Profit
e
23 Other Expenses
24 (812100+812150+  Other Expenses
25 813077 Taxation
Fi
Met Profit
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3. Create formulas in the usual manner for each company column changing the function
arguments to point to the relevant company code, year and period.

i

m TSRV E ﬂmm!{%%&%l%ﬂ%“h&“ﬂh%h
A [ c [ I E ]

™ - = -1 ~ GLAChalc)
y Income Statement = =
Global E edoeTroe 085 @ -1

-

Rt the monith 1o date peneral ledoer sctual mount.
AccountClassCode on sccount dass retrieved from the general ledger,

nterprise
: / f Y ] =

4 oA SaM — i - s
5| LedgerType 1 =

6 SourceCirency  ZAR SESI i) 001

: SEmP d BEsi1 M = 2013
2 SESLD E -2

9 @ ¥

10 & -

1 @ B

2 atanceSource | Ledger® [t = tesper
_l: Sourcelurrency | $D86 @ - A
1:;] [ = 520725
17

=

15

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.

4. Add totals and formatting using Excel features.

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

LedgerType
SourceCurrency  ZAR

Site Code
1024,1001
2013 2013
Actual Period Actual PeSod
3 1

6. Copy the formula down to all relevant rows.
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7. Using Microsoft Excel functionality, group the first two columns so that they are only visible

when required.

T FEh ey o .@ [ connections

& a 3 2
=1 Cl 3 [ Properties

From From From From Other Existing Refresh

z
Access Web  Text Sources-  Conmections  All- % Edit Links 3

Home Insert Page Layout Formulas Dats | Review View Add-Ing Bl Tools

I Y = e B

T Reapply

] sert Fitter to  Remave

Data

C@Pean

s o 3 Show Detail
E 8

Gl I
; Teit Consoligate Whatdt | Group Lingroup subtetst
¥ advanced | Columns Duplicates Validation Analysis 2t~ -

Hide Detail

AAAAAS PPV VTPV VYV VPO eweey

..........

Get External Data Cannedtions Sart & Filter Outline
2 7 Global Enterprise St
f Coa SAM 210
|5 | LedgerType 1
L SourceCurrency  ZAR Accounts
7 Company Company
s | 210 210, 205 BT e
B Site Code sites
10| 1024,1001 Ledger Types
[Ef 2013 2013 Dimensions
|12 | Actual Period  Actual Period Budget Codes
13 3 1
[=== - Exchange Rates
15 6 Sales
[ 5] Reporting Codes
17 i Cost of Sales
2=
19 Gross Profit

AAAAAAAA

8. Click the - sign.

9. Click the + sign to expand the columns again if you need to drill down into the data.
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E
[ 4] [ & TJe[_ D 6 ICH
1 Income Statement
2 Global Enterprise
4| oA SAM
| 5 | LedgerType 1
| 6 | SourceCurrency  ZAR
EE
Bl
EX Site Code
10 1024,1001
11
12
15
(15 | 6 Sales 12277865
£l
17 7 Cost of Sales 433052
ELl
19 Gross Profit 7947345
K
7 8 Expenses 3236379
&
23 Net Profit 4710966
(25|
(25 | Other Expenses
26 | (312100+812150=  Other Expenses 5236
_g}_f_ 813077 Taxation
29 Met Profit 471096.6
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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 in the Report Manager
(Consolidated) in Sage 500 ERP.

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 iz D E F G H :

1 s,
- 4

. @ consolidated Income Statement ‘
3 #
4 .
5 Company A Company B s
7 2015 2015 ¢
g Accounts 3 Accounts 2 #
g F
10 Sales 10? 10? £
1 &
12 Cost of Sales 2000000 TO 2400050 2000000 TO 2150000 #
13 i
14 GROSS PROFIT :
15 #
16 Other Income 1200000 TO 2900000 2700000 TO 2900000 #
17 .
18 TOTAL INCOME r
19 #
20 Expenses 3000000 TO 4700000 3000000 TO 4650000 :
21 ’
22 NET PROFIT [ (LOSS) BEFORE TAX s
23 :
p;‘{llflfllrlI‘IJ’llJ‘J‘IlIlli"lIlIn\'lIlIfl-f‘l}flJ’J‘{l}ll!l}ll!l!l}f}‘!l‘}f{

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

4. Ensure each formula refers to the correct Company details including Company Name,
Account, Year and Period.
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5. Create a third column and using Microsoft Excel functionality, add the first two columns

together.

td
110 -| £ | =SUM(EL0+H10) .
*
| A B c D E F G H I 4 %
1 s
@ i :
2 Consolidated Income Statement ‘
3 #
#
4 ’
5 Company A Company B Company A and B K4
7 2015 2015 :
8 Accounts 3 February £
g +
10] Sales 107 1T4TET2 107 124 589,00 1 0eer] &
11 rl
12 Cost of Sales 2000000 TO 2400050 (12 800.00) 2000000 TO 2150000 65621.00 £2 821.00 ;

13
&
14 GROSS PROFIT 30 2TE.T2 58 968.00 B 24472 »
15 i
16 Other Income 1200000 TO 2900000 (12 810.00) 2700000 TO 2900000 45 214.00 32 404 .00 :
17 #
18 TOTAL IHCOME 1T 466,72 104 182.00 12164872 #
19 .
&,
20 Expenses 3000000 TO 4700000 (10,00} I000000 TO 4E50000 114 232.00 11422200
21 ’
22 NET PROFIT i [LO55) BEFORE TAX 47 T53.44 48 918.00 9567144 :
23 #
FCr PRSPPI PP PRSPPSO T

6. Using Microsoft Excel functionality, group the first two columns so that they are only visible
when required.

IO rove  mser  paceavour  FoRMuLAS REVIEW  VIEW  ADDNS  BITools signin [
[y From Access D [h |'|—[-»1 (2] Connections 8] Y W Clear [_T}_ Flash Fill o Consclidate Heroup » *
e . A == ) . =
[ From Web g = %4 ] Properties i Y Reapply B Remove Duplicates E What-If Ana &8 Ungroup =
e From Other Existing Refresh il Sort Filter S = ;
L0 From Tesxt Sources~  Connections  All» o EC 5 " Yo Advanced Celumns =o Data Validation ~ E§ Subtotal
Get External Data Connections Sort & Filter Data Tools Outline s ~
D1 | i e v
A | 8 | c D E F G H
i - X
.| @consolidated Indome Statement FINANCIALS
- lists
5 Company A and B =
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 Ea:egor:es
14 GROSS PROFIT . 3ozeT2 | sB9SEO0D 8924472
15 Currency
16 Other Income 1200000 TO 2900000 (12810.00) 2700000 TO 2900000 45 214.00 3z 40400 Exchange Rates
17 -
18 TOTAL INCOME 12164872
19
20 Expenses 3000000 TO 4700000 (10.00) 3000000 TO 4650000 114 232.00 114 222.00
1]
2 MET PROFIT | (LOSS) BEFORE TAX 96671.44
23
24
Ll A O R R R b A RS
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7. Click the + sign to expand the columns again if you need to drill down into the data.

r r

1 :
a - ’
A B c J K L.+

1 o+,
o+

- #

2 @Consohdated Income Statement :
3 ,
4 +
*

5 Company A and B #
T 2015 :
] February /
] #
10 Sales 142 085.72 :
1 A
12 Costof Sales 5282100 ¥
13 s
14 GROSS PROFIT 89 244.72 :
15 v
16 Other Income 32 404,00 ,
17 .
18 TOTAL INCOME 121 645.72 b1
19| ¢
20 Expenses 114 222.00 :
21 .
22 HET PROFIT / (LOSS) BEFORE TAX 95 671 44 #
23 £
2'}!!1#!!!!1!}!}1}IJIIJ‘!JII‘J‘J/J‘J‘J“JJ‘!J‘I‘J"
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Dynamic Account Ranges

About Dynamic Account Ranges

Dynamic Account Ranges allow you to add a dynamic range to your financial layouts in the Report
Designer. Sage Intelligence Reporting will automatically refresh the range to ensure it contains the
latest General Ledger accounts listed on separate rows in your layout. Dynamic Account Ranges
can be found on the tools tab of the Task Pane.

An advanced knowledge of Microsoft Excel formulas as well as accounting knowledge is
recommended to use dynamic account ranges.

To set up dynamic account ranges, you will need to first create a template and set up the dynamic
ranges, and then refresh to automatically populate all of the latest General Ledger accounts.

AL - J« || =GLDynamicRange(SB$19:5)519;58:58;5B55;1)
A B C D E F G H | 1

: ABA Income Statement

2 Company: ABA

3 iYear: 2010

4

B Total

(] Quarter 1

7

8

9 Revenue 675 003,20 75623948 1744749,62 1471011,07

10 GLLink is required 675003,20 75623948 1744 743,62 1471011,07

1

12 Cost of Sales 444579,89 492067,35 1089024,90 803132,21]

13 GLLink is required 444 579,89 492 067,35 1089 024,50 803132,21 ¢
14 !
15 Gross Profit 23042331 264 172,13 655724,72 667 878,36 !
16

17

18 Operating Expense 279543,21 255 354,22 361 050,09 423 748,86

19 GLLink is required 279543,21 255354,22 361050,09 423 748,86

20 ';
21 49119,90 _ 8817,91 29467463 244 130,00 Jll 498 502,64 I
PR PP PP PSPPI P P PP IP ISP IPPIPIPIPPI PP PIPP PP TIPPIIPIIPIT PP PSPPI PP PP PP IT PP PP Irry

A B G D E F G H | J =1

1 |ABA Income Statement :
M Dynamic Range (B10:33)  [eslul=ERIH ABA :
Ell Dynamic Range (B36:)82) RE:IH 2010 :
-l Dynamic Range (B88:1118) ;
3 Period Period Period Period Total ‘¢
6 1 2 3 a Quarter 1 g
7 Actual Actual Actual 4
2 ¢
g Revenue 749,62 1471011,07 ;
10 40000-01-000-010-000 Desk Sales:Irvine-Main-Steelcase 109 350,52 122 510,80 0,00 391353,23 623 214,55 :
1 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave.-Steelc 82012,89 91 883,10 13697742 156 537,50 467410,91) ¢
12 40000-03-002-010-000 Desk Sales:New York-Broadway-Steel 66 825,32 74867,71 111611,23 127 545,08 380 853,34 :
13 40000-04-003-010-000 Desk Sales:Houston-Clay St.-Steelcast 45562,72 51 046,16 76 098,57 86965,28 259672,73 ‘;
14 40200-01-000-010-000  Chair Sales:Irvine-Main-Steelcase 72900,35 81673,86 121757,71 13914445 415476,37 | +
13 40200-02-001-010-000 Chair Sales:Atlanta-Peach Ave.-Steelc 54 675,26 61 255,40 91 318,28 104 358,33 311607,27 :
16 40200-03-002-010-000  Chair Sales:New York-Broadway-Stee 44 550,21 49911,81 74 407,49 85032,72 253 902,23 :
17 40200-04-003-010-000 Chair Sales:Houston-Clay St.-Steelcas 30375,14 34 030,78 50732,38 57976,85 17311515 »
18 40300-01-000-010-000  Lighting Sales:Irvine-Main-Steelcase 19 440,09 21779,70 332 468,72 37 105,19 410 793,70 ;
19 40300-02-001-010-000  Lighting Sales:Atlanta-Peach Ave.-Ste 14 580,07 16334,77 324 351,54 27 828,89 383 095,27 :
20 40300-03-002-010-000 Lighting Sales:New York-Broadway-5St 11 880,06 13 309,81 15 842,00 22 675,39 67707,26] ¢
21 40300-04-003-010-000  Lighting Sales:Houston-Clay St.-Steel 8100,04 9074,87 13 528,63 15460,49 46 164,03 :
e N jeselesliyine Mg sieelu: : ‘ 3 P
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There are 3 ways you could set up the Dynamic Ranges in the active sheet:

e Using the Set Up Button on the Tools tab in the Task Pane.

e Typing the Dynamic Range into the active sheet.

e Using the Excel Functions option.

Note: You can only add or refresh Dynamic Ranges in the active sheet.

Learn More:

Dynamic Range formula syntax
Refreshing Dynamic Account Ranges
Troubleshooting Dynamic Ranges
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Creating a Template for your Report that Uses Dynamic Account Ranges

Dynamic Account Ranges allow you to add a dynamic range to your financial layouts in the Report
Designer. Sage Intelligence Reporting will automatically refresh the range to ensure it contains the
latest GL accounts listed on separate rows in your layout.

Note: You can only add or refresh Dynamic Ranges in the active sheet.

Before setting up dynamic account ranges you must create the report layout (template) in Microsoft
Excel of what you'd like your report to look like. The following is an example of an income statement
for the first quarter of the financial year.

1. Starting in cell B1, set-up your spreadsheet with a heading and the filters you'd like to use.

A B C o

+

4

: ABA Income Statement ¢
2 Company: ABA :
3 Year: 2010 :
4 ’
fSIIIIIIIIIIfII"IIIIIIIII"""'l'l"""""":

2. Starting in cell E5:E7, create column headings for the data you'd like to report on.

b

A B C D E F (<] H J v

rd

P

: ABA Income Statement :
B

2 Company: ABA :
3 Year: 2010 pl
¢ [
5 Period Period Period Period Total f
5 1 2 3 a Quarter1 |4
7 Actual Actual Actual Actual Actual A
’

L R P N Y X P

3. Drag-and-drop the Account Types from the Lists group into cell B9. You will use this list to
help create your report.

B [4 2] £ F [ H [ ' -

ABA Income Statement FNANCIALS @

Company: ABA

Year: 200 I Ists

Totsl
Quarter 1
Actual

| & e i A0

|® [ Cash

|10 06 Other Assets

|11 o7 Current Liability

|12 (1] Long Term Liability

|13 03 Stockhalder Equity

|14 10 Retained Eamings

|15 11 Met Sales

|16 12 Cost of Sales

|17 13 Operating Expense
1 15 Mon-Financial

T T T S T N P

4. Clear the headings and the balance sheet rows not required for this report.
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5. Format the account type rows as headings, leaving an extra row where the list of accounts will
later be populated.

o 8w e e o hw o

w

»
.

A ] C D E F G H
ABA Income Statement
Company: ABA
Year: 2010

Period Period Period Period

1 2 3 4
Actual Actual Actual Actual

o kevence Q|

Cost of Sales -

PRPPPPPPIPPPPPIIPIPIPPPPPPPIIPIPPPPPIPPIPPIPIPPPIPIPPIPPIPPPIPPPPIPPPPIPPPIPIP

ARMAAARAAAARAAAAAANARNAAANNN

6. Create Subtotal rows if required.

8
g

10
1
12
13
14
15
16
17
18
19

20

21

A

Fa
o eene
ra
s

Cost of Sales

P P PP PPPIIPPPPPIIPIIPIPPPPIIPIPPPIIPPIIPPPPPIIPPPPPIPPPPPPPPPPIIPIPPIIIPIIPPIPIPTr S

7. Use the Microsoft Excel =Sum function in the subtotal rows.

SUM - X v A || =SuM(E9-E12) p

+
A B SUM(number1; [number2]; ..] |C D E F

+
+

: ABA Income Statement .

2 Company: ABA ;

3 Year: 2010 ¢

4 #

3

]

7

8 —_—

g 11 Revenue 1__-

10

1

12 Cost of Sales

13

Sage 500 E

L

L
5] | GrossProfit __________________J=sum(es-£12)

L

Pl ol oV o o S S S A
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8. Copy the formulas to all of the rows and columns which need subtotalling.

SUM - X o F | =sum{EsHI)
A B c o 3 F G H
i ABA Income Statement
2 Company: ABA
3 Year: 2010
4
5 Period Period Period Period Total
6 Quarter 1
7 Actual Actual Actual Actual Actual
8
EEEE_—_——————————————...
9 (i Revenwe ]
——————————.
10
11
12 Cost of Sales
13
14
15 | GosProfit ¢ . N |
16
17
18
19
,
20 ¢
21 ¢
P S S N N

9. When adding subtotals to, what will be, all of the account rows beneath it, ensure that you use
ranges so that when the rows are populated, the subtotals include all of the rows.

SUM - X« K | =SUM(E10:E10) :
Ed
A B c D E F G H I ) M
4
: ABA Income :
2 Company: ABA :
3 Year: 2010 :
4 Y
5 Period Total
6 2 Quarter 1
7 Actual Actual
. :
9 1 Revenue =SUM (E10:E10) _ 0,00 0,00
10 0,00 +
1 M
12 Cost of Sales 0,00 0,00 0,00 mj
13 0,00,
14 ¢
15 [ Grosprore § W
16 M
17 M
18 Operating Expense 0,00 0,00 0,00 m;
19 0,00
20 b
21 BT T
P P

10. Now we're going to add the template row where our accounts are going to be listed. We need to

add this row so Sage Intelligence Reporting knows what details we want to see for each

account. Click cell C10 and add the Account Description formula.

11. Edit the formula to connect to the correct formula arguments. Cell B10 is where our account

number will be listed.

B10 - * « f  =GLAccountDescription($C$2;$B10) M
rd
A B c D £ F G H J A
‘ y
. ABA Income Statement I
Function Arguments : v
2 Company: ABA 4
3 Year: 2010 GlLAccountDeseription :
N T — company = aea ’
5 — r
5 GLlink |81 =0 P
6 / M
7 = “GLLink s required” ¢
Returns the account deseription. ﬁ

8
GLLink is the account code from the main accounts or accounts list retrieved ¢
g from the general ledger.. ¢
10 1 1=GLAccountDescription($C$2;5810) ﬁ
1 ’
12 Cost of Sales Formula result = GLLink is required ﬁ
14 ¢
15 T N
B Yy Yy YYrryr iy s
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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.

12. Copy the formula to the other rows requiring the same change. Don't worry about the GLLink is
required error. This will be resolved when the account rows are populated.

E9 A F || =SUM(E10:E10) ‘
4
A B C D| E ¢
Y
: ABA Income Statement :
2 Company: ABA :
3 Year: 2010 :
4
5 Period
6 1
7 Actual
g 4
)| mﬁ
10 GLLink is required 4
11 p
E P —
13 GLLink is required ¢
14 M
s | GrossProit K 1
16 ’
17 ‘
18 : Operating Expense m
19 GLLink is required ¢
20 p
21 [ Netprofe
L S A S P P P S S A O A S S S A O O P A A A O P O O

13. Drag-and-drop the Actual formula onto your spreadsheet in the first row under the first period.

A B [4 (¥ E i G H | J [=]
—_— v X
; ABA Income Statement ANANCIALS @ -
2 Company: ABA
S o om0 formulas
H
H Period Period Period Period
& 1 2 £ a Opening Balance
T Actual Actual Actual Actual .
L .
@ Revenue
10 GLLInk 15 required
n
LE} GLLInk 15 required 1
14
3 | GrossProfie . § . . . - N |
P AL L LALLLLELLLLELLLLLELLLLELLELELLLLLLLLELELLLLLLEELELELLLLLLELLLLLLELLLLELLLELLLLLLELLLLELLLLLALLELELLELELEELE LS

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 114



14. Change the Actual formula to link to the correct Account, Year, Period, Company and Account

Type. You can do this by clicking the fx button and making the changes.

. ¢

E10 | X v =GLActual($B10;$C5$3;E56;5C52;;;5B59) ¢
¢

A B c D) E F G H 1 J M

'

s

. ABA Income Statement A
¢

2 Company: ;
3 Year: 2010 Function Arguments M
4 .
GLActual ’

5 = .
= s

p Period  ES6 =1 .
9 Company |5C52 = TABA A
rd

'"’] AccountCategoryCode | . = :
n AR ARV VNN LAVLRRALNAY
12 2 Cost of Sales 0.00 AccountGroupCode = :
13 GLLink is required AccountTypeCode | $B5% [ - .
= s

14 ReportTreeUnitPath = - ¢
17 4
18 3 Operating Expense O SEEIER o
— . Retums the month to date general ledger actual amount. .

19 GLLink is required ’
20 RollupTypetCode s the rollup type code retrieved from the gerf
2 [ NetProfe | &7500320 :
Cd
ISP

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.

15. Copy the formula to other cells requiring the same formula.

16. Now that you have set up your template row, your report template is ready for you to set up
your dynamic account ranges. Before you continue, save your workbook in case you have

made a mistake and have to revert back to the template to make a change.

A B C D E F G H 1 £

+
‘

. ABA Income Statement ‘

2 Company: ABA ;

3 Year: 2010 M

2 rl

5 Period Period Period Period Total

6 1 2 3 4 Quarter 1

7 Actual Actual Actual Actual Actual

8

9 11 Revenue 675003,20 75623948 1744749,62 1471011,07

10 GLLink is required 675003,20 75623548 1744749,62 1471011,07 4647 003,37;

n -

12 2 Cost of Sales 444 579,89 492 067,35 1089024,90 80313221 2828 804,35

13 GLLink is required 444 579,85  492067,35 108902490 80313221 2828 804,35:

14 4

15 [ GrossProft |

16 M

17 +

18 3 Operating Expense 279543, 11 255 354,22 361 050,09 423 748,86

19 GLLink is required 279543,21 255354,22  361050,05 423748,86 1319 696,3&;

20 4

21 [ NetProfie

Rl o i A o o o A A A ]

Learn More:

Setting Up Dynamic Account Ranges using the Set Up Option
Dynamic Range formula syntax

Refreshing Dynamic Account Ranges

Troubleshooting Dynamic Ranges
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Editing an Existing Report Template to use Dynamic Ranges

If you've previously created a layout, there are some changes you'll need to make before you can

set up dynamic ranges.

You'll need to ensure:

e The Account Description formula is used.

e Formulas are edited to include an account type, group or category.

As an example, let's work with the Income Statement layout in the Demonstration Financial

Report Designer report which is provided for you.
1. Runthe Demonstration Financial Report Designer report.

2. Select the Income Statement report.

H © - < Demonstration Financial Report Designer 1-01 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Bl Tools
Al ¥ I
[1]z] AlB € D E F G H 1 J K[«
i
5 @SOA Income Statement
3
4 Current Period: 1
5 Company: SOA
6 Currency: uso
7
3 2008 2007
9 Current Month  Year to Date Current Month  Year to Date
10
1+ 11 Revenue 23792957 23792957 18 264 549 18 264 549
64
I+ 65 Cost of Goods Sold 20828171 20828171 895324 896 324
133
134 Gross Profit/(Loss) 2964786 2964786 17 368 224 17388 224
135
I+ 136 Other Income & Expense 806796 806796 7827 7827
176
177 Total Income 3771581 3771581 17 360 397 17 360 387
178
I+ 179 Operating Expenses 1505233 1505 233 26125 85125
234
235 Net Profiti{Loss) 2266 349 2266349 17274272 17 274 272
236
237
238
239
240 =
3 | Home Instructions Balance Sheet | Income Statement Trial Balance ... (¥) [« ]

FINANCIALS

lists

Accounts

Natural Accounts
Account Groups
Account Category
Account Types
Account Structure
Account Segments
Budgets

Currency

? B - O X
Signin

H M -——+ 80%

3. Expand the Revenue heading and delete all the rows except the first one.

4. Repeat for the Cost of Goods Sold, Other Income and Expense and Operating Expenses

|A|B c D E F G H I J K L s
B I
b
2| @SOA Income Statement ‘
| .
Ell ¢
4 Current Period: 1 ’
5 | Company: SOA ;
6 Currency: usp 4
7 ’
3 2008 2007 Variars
g3 | Current Month ~ Year to Date Current Month  Year to Date Current Month
10| P
-l 11 Revenue 56 602 56 602 158 049 158 049 101 447%
L. 12 4000-00-00-00 Sales 56 602 56 602 158 049 158 048 101447 )]
13 ’
-l 14 Cost of Goods Sold 109 304 108 304 99421 99 421 9883
L 15 4500-00-00-00 COGS 109 304 108 304 99 421 99 421 9 383§
16
17 | Gross Profiti{Loss) 52702 52702 58 628 58 628 ELT m;
18|
1=l 19 | Other Income & Expense 0 0 0 0 0:
L 20 | 78_50—00—00—00 Prof Sves-Corp-Corp-Corp [1] [1] [1] [1] ok
a7 ‘
2| Total Income -52702 -52702 58 628 58 628 11330 ¢
23 ‘
1=l 24| Operating Expenses 0 0 0 0 Gf
25 I “JEE0-00-00-00 Transfer EXp-COrp-Corp-Lorp [1] 0 [1] 0 oL
2 | ¢
27 Net Profit/(Loss) -52702 -62702 58 628 58 628 11330 ¢

28 | +
PPPPFPPIPIIPIPPIPIPIIPIPIPPIPILPPPIPPIPIPPIPIIPIPIIPIPIIPIPIIPIPIIPIPIPPIPPIPIPPIIID
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5. Inthe description column, drag the Account Description formula into the cell.

LIz A B [ 1] E F [ H 1 I} K L M [=

3 @SOA Income Statement FINANCIALS @
| cumntpeos 1 formulas
5 Company: S04
& Cumency: vsp
1
8 2008 2007 Variance
] Current Month  Year to Date Current Month  Year to Date Current Month  Year 1o
w
| =i 1n Revenue
L- &f &
1
|= " Cast of Gonds Soid
L. s 4500-00-00-00 OGS

7 Gross ProfitiLoss)

1=l 19 Other Inceme & Exgense
L. = TH30.00.00.00 Brof Sves.CompCorp. Comp
a
u Total Income
FT]
[T} Operating Expenses
L. & 4660-00-00-00 Tianater Exp-Corp-Cotp-Corp
X
2 Net ProfuTLoss)
]
k)
]

B L R O T Tl T s

6. Edit the formula to reference the correct account.

1]z A B € D E | F G H I J K L Me
1 <’
)
P
5 @SOA Income Statement £
3 4
-
4 Current Period: 1 M
5 Company: SOA :
6 Currency: usD b
7 4
8 unctn'rgumems
9
GlAccountDescription500
10 ¢
|E| 11] Revenue Company |"SOA" -& = "SOA" e
- HZ 4000-00-00-00 eliscdptiona00CsA S ] ; . "
Y Account | sC12| . = "4000-00-00-00 e
-l 14 Cost of Goods Sold R -
L- 15 £500-00-00-00 coes T W
16 Returns the account description for a specified account related to the company. :
g Gross Frofiti(Loss) Account  The account code from the main accounts or accounts list retrieved from :
the GL..
|-l 19 Other Income & Expense I
L- 20 7830-00-00-00 Prof Sves-Corp-Corp-Corp :
21
2 G e PR Formula result = Sales ;
i o
|=l 24 Operating Expenses. Help on this function M
- 25 4660-00-00-00 Transfer Exp-Corp-Corp-Corp |
Pl bt s 8 b 2 T P PP PP PP PP PP PP PP PP PP PSPPI PP PP 0780808080808 0000000000270 8000800080020 02200280202007804

1b /
|-l 11 Revenue "
12 4000-00-00-00 Sales _________—ommmmmT e
13 £
=l 14 Cost of Goods Sold ’
- 15 4s00-00-00-00 [ cocs g
16 %
17 Gross Profitl{Loss) rl
18 £
|=] 19 Other Income & Expense £
L =20 7830-00-00-00 | Prof Svcs-Corp-Corp-Corp :
al
22 Total Income :
23 ¢
=] 24 Operating Expenses
L - 25] 4660-00-00-00 | Transfer Exp-Corp-Corp-Corp
26
27 Het ProfitliLoss)
bt P PR P P P P P P P P P P PP PP PP PP PP PP PP PPy
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8. Create a new worksheet.

9. Dragthe Account Types list onto your sheet. You'll use these account types in your layout.

10. Add the relevant account types to the headings.

10| ’:
[=] 11} ER&venue :
L- 12| 4000-00-00-00 Sales rl
13| 4
= 14| Cost of Goods Sold ’
15 | 4500-00-00-00 COGS £
16 | ’
17 | Gross Profit'(Loss) :
18 |
=] 18] Other Income & Expense :
L- 20| T7&30-00-00-00 Prof Svcs-Corp-Corp-Corp &
21 | ¢
22 | Total Income E &
23| :
[=] 24| EOperating Expenses ¢
L 25 | 4660-00-00-00 Transfer Exp-Corp-Corp-Corp
26 | ’
27 | Net ProfitiLoss) e
28 4
;g | 4
PP P FL PP PP P PP PP PP PP PP PP PP PP L S

11. Edit the formulas to also refer to the correct account type code.

A B = D E F G H I J K Ll
1 |company | Account TyiAccount Ty pe Description ik ik
2 [soA Other Assefs
3 |soA 19
4 |soa 21 Other R
5 |soa ’20 Net AR
6 |soA 22 Inventory
7 |soA 23 Prepaid Exjpenses
8 |soa 151 Fixed Asseils
9 [soa 25 Current Liapilities
10 |soA 26 Long Term liabilities
11[so0a 27 kholde}s" Equity
12 |soA 28 Retained Ejrnings
13 |soAa 29 Net Sales
14 |soA 30 Cost of Goc|ds Sold
15 |soA 34 Operating fxpense
16 |sOA 31 Other Incothe and Expense
17 |
18
19
VP P P PP PP PP PP PP PP PP PP PP PP PP T PP PP PP PP PP PP PTG PP PP PP PP PP PP PP PP PP PP PP PP PP PP PRI PP PP PP PP PP PP I P dIr

- x
FINANCIALS @
lists
SOA
Accounts

Natural Accounts
Account Groups
Account Category
Account Structure
Account Segments
Budgets

Currency

4 . Current Period: 1 Function Arguments @

5] Company: SOA 3

| GLActual500 4

6 Currency: UsD 3

7| Type =il

| 4

8 2008 AccountCategoryCode rl

9| Current Month O E IS |: 54

10| AccountTypeCode |$B511] ) 3

= 1l {3 56602 BalanceType e
12| 4000-00-00-00 Sales (54, 3B511.3086) ] 4

5 = 5660202 j

1=l ]1-2 - E;SELDDTSDDET;SDSDH cocs 1£ g: Returns the month to date general ledger actual amount. :
16| Account The account code from the main accounts or accounts list retrieved 4

17 Gross Profiti{Loss) 52702 from the GL. 4

18 | 4

|-/ 13| 31 Otherlncome & Expense 0 :
20 7830-00-00-00 Prof Svecs-Corp-Corp-Corp 0 >

il Formula result = 56 602 39

22| Total Income 52702 ‘4

2 b st [

P

24 34 Operating Expenses

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide

= ti 0
L JI}IIIIIJIIIIIIIJIIIIIIIIIIIIIIIIIIIIIIIIJIIIIIIIIIIIIIIIIIIIJIIIIIIIIIIIIIIIIIII"

X

118



12. Ensure all of the formulas in the sheet have been edited to include the account type code.

F20 34 5 =-1*GLActual500(SC20,5DS5,5F58,5054,,,,5B519,,5D56) :
’
A B c D E F G H 1 ] K ¢
1 4
.
’
5 SOA Income Statement b
3 L4
: ’
4 Current Period: 1 ¢
5 Company: S0A :
[ Currency: ’
7 ’
8 2008 2007
g Current Month ~ Year to Date Current Month ~ Year to Date
10 v
=l 1 28 Revenue 56 602 56 602 153 049 158048 #
- 12 4000-00-00-00 | et 55 B0 158 048 1B o0dn] 4
13 ’
=l 14 30 109 304 100 304 99 421 99 421 :
L- 15 4500-00 COGS 100 304 95 421 v
16 b
17 Profitl{Loss) 62702 52702 58 628 [5:17"
18 +
|-l 19 31 Other Income & Expense [i] 0 0 0 ,
- 20] 7830-00-00-00 Prof Sves-Corp-Corp-Corp | 1 [il| 0 [i] of :
21
2 Total Income -62 702 52702 58 628 58 628 ;
3 ’
=] 24 34 Operating Expenses 0 0 0 0 r
L. 25 4660-00-00-00 Transfer Exp-Corp-Corp-Corp I i [ i ) [
26 £
2z Net Profiti|Loss) 52702 62702 58 628 58 628 :
0ll}&l'flllll/llllllllllllllllllllllllllllllllIllllllllllllllllllllllllll]

13. Save your worksheet.

14. Now you're ready to set up dynamic account ranges in the usual manner.

[4
AB - I =GLDynamicRange500(5BS180:5M5233,5C:5C,,0) ¢
[4
1]z A B C &) E F ;
1 |Dynamic Range (B12:M63) ¢
L4
2 |ynamic kange sz (@ SOA Income Statement :
: y
4 | Dynamic Range (B137:M175) Current Period: 1 :
5 Company: SOA P
6 |Dynamic Range (B180:M233) | Currency: ush s
?' L
& 2008
g Current Month

L S o P N NN NN NN

15. Remember to save the template before refreshing the dynamic account ranges in case you
need to make a change.

16. You can use Excel grouping to hide the account details again until you need to analyze it.

Learn More:

Setting Up Dynamic Account Ranges using the Set Up Option
Setting Up Dynamic Account Ranges using the Excel Functions Option
Setting Up Dynamic Account Ranges by Typing the Formula In
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Setting Up Dynamic Account Ranges
Setting Up Dynamic Account Ranges

Dynamic Account Ranges allow you to add a dynamic range to your financial layouts in the Report
Designer. Sage Intelligence Reporting will automatically refresh the range to ensure it contains the
latest GL accounts listed on separate rows in your layout. Dynamic Account Ranges can be found
on the tools tab of the Task Pane.

Note: You can only add Dynamic Ranges to the active sheet.

Before setting up dynamic account ranges you must create the template in Microsoft Excel for
dynamic ranges.

Using the Set Up Button on the tools tab in the Task Pane

Set Up allows you to set up the Dynamic Ranges in the active sheet. The Set Up option gives you a
step-by-step process to guide you through setting up the Dynamic Ranges, and provides a
checkbox option to exclude rows with a zero balance. This is the easiest method to set up dynamic
ranges as it provides you with the step-by-step process.

1. Onthetools tab on the Task Pane, select the Set Up option under Dynamic Ranges.

v X

FINANCIALS ®

tools

Missing Accounts

Lists all GL accounts inthe chart of
accounts which are not appearing
inyour report.

View

Dynamic Account Ranges

Refresh your Dynamic Accounts
Ranges so they contain the latest
GL accounts listed on separate

FOs,

Set Up

Refresh
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2. The Dynamic Ranges window will appear. Click the first ellipses to select the range of cells in

Excel that contain your template row. This will be the row that the dynamic ranges will use to
copy the formulas and parameters to the other rows that are added to the layout.

FINANCIALS @
(© Dynamic Ranges

Select the range of cells in Excel

waorksheet that contain your
template row

Select the column in Excel
waorksheet that will populate with
your updated list of Accounts,

[P

Select the cell in the Excel
warksheet that contains the
Account rule far this range.

=

Check the box below to exclude
any rows that have zero balances
in this range.

[ Exclude Zero Raws

Mext

Example below:

A \ B c

Select Range 7 H ]
ABA InCOme Statement Please select a range

=5B510:5)510]

Company: ABA

1
2
4

5 Period Period Period Total

6 il Z 3 Quarter 1

7 Actual Actual Actual Actual

8

= Ea Revenue 174

10 GLLink I required 675003,20 75623948 1744749,62 147101107

1

12 2 Cost of sales 444579,89 49206735 1083024,30 80313221
13 GLLink is required 44457989 492067,35 108902490 80313221 2828804,35

ATARAAAAAAALAAAAAAAAN NN AANN

15 | GrossProfit | 23042331 264172,13 655724,72 667 878,86 1818 193,02 |4

B Yy
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3. Absolute cell references will automatically be added for you. Click OK.

4. Now click the second ellipses to select the column in the Excel worksheet that will populate with
your updated list of accounts.

v X

FINANCIALS @
(© Dynamic Ranges

Select the range of cells in the
Excel worksheet that contain your
template row

5B510:8J510 |@

Select the column in the Excel
worksheet that will populate with
your updated list of Accounts.

o

Select the cell in the Excel
warksheet that contains the
Account rule for this range.

|

Check the box below to exclude
any rows that have zero balances
in this range.

[ Exclude Zero Rows

Mext

5. Example below:

A B c Select Range 7 H ! d E
1 Please select a range $
s ‘:QB:SBI | ;
: :
4 ¢
5 Period Period Period Period Total :
6 1 2 3 4 Quarter 1 ¢
T Actual Actual Actual Actual Actual ﬁ
: :
9 Revenue 67500320 75623948 1744749,62 147101107 4
10 GLLink is required 675003,20 756239,48 1744749,62 147101107 4647003,37 ¢
1 {
12 Cost of sales 444579,89 492067,35 108902490 80313221 4
13 GLLink is required 444579,89 492067,35 108902430 80313221 2828804,35 ¢
14 {
s [ _1815199,02 ¢
16 ’
17 ﬁ
18 Operating Expense 279543,21 255 354,22 361 050,09 423 748,86 $
19 GLLink is required 37954321 255354,22 361050,09 423 748,86 1319 696,38 4
20 ﬁ
21 Net Profit [ ass 502,64 J4
ORI PS P AP PP IR P PP PP P PP IR PP PP T PP PP PP PP PP IR PP PP PRI P PP IPTS
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6. Click the third ellipses to select the cell in the Excel worksheet that contains the Account rule. If
you have created the layout at a higher level than account level, the Account rule is not
mandatory.

TEEEENY
el
-
»

FINANCIALS @

I

(© Dynamic Ranges

Select the range of cells in Excel
worksheet that contain your
template row

sCsEsise 5

Select the column in Excel
waorksheet that will populate with
wvour updated list of Accounts.

s -

[ Selecting an Account Rule is only mandatory

when creating a Dynamic Range at GL Account Level. /

| |23

Check the box below to exclude
any rows that have zero balances
in this range.

b e e T e T e

Exclude Zero Rows

(=]

7. Enable the Exclude Zero Rows option if you do not want to see account rows which have zero
balances in all of the columns..

8. Click Next. The Select Range window will appear. Select a cell in the active worksheet to save
the dynamic ranges formula to. This can be any cell but top left is best. You can hide this row or

A B S Select Range H ! J e %
! ABA Income Statement | fesone ANANGIALS 6)
: [ ] company: a8A D i
namic Ranges
5 - © Dy 9
3
5 Period Period Total You have successfully set up your
6 2 3 Gbarters formula range. Select a cell in the
- Excel worksheet to save this
7 Actual Actual Actual T
8 —
9 11 Revenue 675 003,20 756239,48 1744 749,62 1471011,07 4647 003,37
10 GLLink is required 675003,20 756239,48 174474962 147101107 4647 003,37 EECHFIER,
1 This will take you back to the Tools
= —— e - - menu where you can Set Up a new
12 12 Cost of Sales 434579,89 492067,35 1089024,90 803132,21 2828 804,35 pemuis e ey
13 GLLink is required 44457989  492067,35 1085024,50 803132,21 21828 804,35
14
EFVONOPIIIOOIN | Coosabrodie B 23940331 26317 5572072 ccz a7nac W o 213 100 02 SIS OUSIIIPTISPPP

9. Click Finish.
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10. Repeat the set up process for all Dynamic Ranges required in the active sheet. Example below:

AL - 5 =GLDynamicRange($B519:5)519;5B:58;5B55;1)

A B [« D E F G H J

: ABA Income Statement

2 Company: ABA

3 c Range (B13:13) . "\EElH 2010

Ll Dynamic Range (B19:119) |

5 Period Period Period Period Total

] 1 2 3 4 Quarter 1
T Actual Actual Actual Actual Actual
8

9 Revenue 675003,20 75623948 1744749,62 147101107

10 GLLink is required 675003,20 75623948 1744749,62 147101107

n

12 444 579,89  492067,35 10890249 ).

13 444 575,89 492067,35 1089024,50 803 132,21

14

s Gross Profit

16

17

18 Operating Expense 279543,21  255354,22  361050,09 423 748,86

19 GLLink is required 279543,21  255354,22  361050,09 423 748,86

20 |$
21 4911990 881791 294674,63 244 130,00 ¢

PP P PR P PP PP L PP PP PR PSP PP PP B PP PP PPL PP PP P PP PP PP PP PP PSP PP PP PP L PP L P PRSP P PP PP PP PP L LI PP PP PP PP}

11. Before you continue, save your workbook in case you have made a mistake and have to revert
back to the template to make a change.

12. Once all dynamic ranges have been set up in the active sheet, on the Task Pane, in the tools
tab, under Dynamic Ranges, click Refresh.

v X

FINANCIALS ®

tools

Missing Accounts

Lists all GL accounts inthe chart of
accounts which are not appearing
inyour report.

View

Dynamic Account Ranges

Refresh your Dynamic Accounts
Ranges so they contain the latest
GL accounts listed on separate
rows,

Setup

\ Refresh
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13. All of the General Ledger accounts will be refreshed and available in your report.

A B c D E F G H J 54

1

1 ABA Income Statement E
2 Company: ABA :
3 £ Year: 2010 :
L Dynamic Range (B88:1118) :
5 Period Period Period Period Total k4
6 2 3 a Quarter 1 A
7 Actual Actual Actual ;
g ¢
g Revenue : 4 4 2 147101107 A
10 40000-01-000-010-000 Desk Sales:Irvine-Main-Steelcase 122 510,30 0,00 39135323 623 214,55 ;
1 40000-02-001-010-000 Desk Sales:Atlanta-Peach Ave.-Steelc 82012,89  91883,10 136977,42 156537,50 467410,91 | #
12 40000-03-002-010-000 Desk Sales:New York-Broadway-Steel 6682532 7486771 111611,23 12754908 380 853,34 :
13 40000-04-003-010-000  Desk Sales:Houston-Clay St. I 45562,72  51046,16  76098,57 8698528 259672,73| ¢
14 40200-01-000-010-000  Chair Sales:Irvine-Main-Steelcase 72900,35  81673,86 121757,71 13914445 415476,37 | «
15 40200-02-001-010-000  Chair Sales:Atlanta-Peach Ave.-Steelc 5467526 6125540  91318,28 104 358,33 311607,27| &
16 40200-03-002-010-000  Chair Sales:New York-Broadway-Stee 44550,21  49911,81  74407,49 8503272 253902,23 :
17 40200-04-003-010-000  Chair Sales:Houston-Clay St.-Steelcas 3037514  34030,78  50732,38  57976,85 17311515 «
18 40300-01-000-010-000  Lighting Sales:Irvine-Main-Steelcase 19440,09  21779,70 332468,72 3710519 a10793,70 | %
19 40300-02-001-010-000  Lighting Sales:Atlanta-Peach Ave.-Ste 14580,07  16334,77 324351,54  27828,89 383 095,27 ;
20 40300-03-002-010-000  Lighting Sales:New York-Broadway-5t 11880,06  13309,81  19842,00 2267539 67707,26 | »
21 40300-04-003-010-000  Lighting Sales:Houston-Clay St.-Steelt 8100,04 907487  13528,63  15460,49 46 164,03 j
*23 A A AP AA A i J j 1 > ™ £2 218? 20, 24302,16 2363502, gL ;:

Learn More:

Dynamic Range formula syntax
Refreshing Dynamic Account Ranges
Troubleshooting Dynamic Ranges
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Setting Up Dynamic Account Ranges Using the Excel Functions Option

Dynamic Account Ranges allow you to add a dynamic range to your financial layouts in the Report
Designer. Sage Intelligence Reporting will automatically refresh the range to ensure it contains the
latest GL accounts listed on separate rows in your layout.

Note: You can only add Dynamic Ranges to the active sheet.

Before setting up dynamic account ranges you must create the template in Microsoft Excel for
dynamic ranges.

Although using the Set Up option in the tools tab of the Task Pane is the easiest method to set up
dynamic ranges, if you are familiar with Excel and understand how dynamic ranges work, you may
find typing the formula in and editing its function arguments quicker.

Using the Excel Functions (Fx) option

One of the options to set up dynamic ranges on the active sheet is to use the Insert Function
option.

Jr

2
3
4
5

A2 > S E
A B C :

1 ABA Income Statement ¢
Company: ABA :

Year: 2010 :

Crr s b b P b 2 2 PP PPPPPPLPPPIPILPIIPSPPPLPILPLTIPILPLIIPILS

1. Select an empty cell in the active sheet. Top left is recommended.
2. Select Insert Function.

3. Select a category. For example Sage 500 functions depending on your Sage Intelligence
integration.

4. Select a function from the list. GLDynamicRange.

5. This will open the function arguments window for the GLDynamicRange function. You can now
use this to set up your GLDynamicRange formula.
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Function Arguments | B = |

GLDynamicRange
DynamicRange |
AccountMumberColumn .

AccountRule

ExcludeZeroRows

“Dynamic Range Reference require...
Mo help available,

DynamicRange

Formula result = Dynamic Range Reference requiredAccount Column required

Help on this function [ K J [ Cancel

 N—

Learn More:
Dynamic Range formula syntax
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Setting Up Dynamic Account Ranges by Typing the Formula In

Dynamic Account Ranges allow you to add a dynamic range to your financial layouts in the Report
Designer. Sage Intelligence Reporting will automatically refresh the range to ensure it contains the
latest GL accounts listed on separate rows in your layout.

Note: You can only add Dynamic Ranges to the active sheet.

Before setting up dynamic account ranges you must create the template in Microsoft Excel for
dynamic ranges.

Although using the Set Up option in the tools tab of the Task Pane is the easiest method to set up
dynamic ranges, if you are familiar with Excel and understand how dynamic ranges work and the
syntax of the dynamic ranges formula, you may find typing the formula directly in quicker.

Typing the Dynamic Range Function into the active sheet

You can add dynamic account ranges into the active sheet, by typing the formula directly into a cell.
Top left of the page is recommended. You can always hide this column later. Example below:

7
A2 =GLDynamicRange(5B510:5)510;5B:5B8;;1) I ‘¢
7
8 c D E F G H J ?
K
b
1 b
ABA Income Statement :
P Dynamic Range (B10:)10 ’
" — Company: ABA ’
EQl Dynamic Range (B13:J13) ¢
5 L Year: 2010 b

Ll Dynamic Range (B19:119)

B Period Period Period Total
& X 3 4 Quarter 1
i Actual Actual Actual Actual
a b
9 11 Revenue 675003,20 756235,48 1744749,62 147101107 A
10 GLLink is required 675 003,20 75623948 1744749,62 1471011,07 4647 003,37,
J}IlltttlllllllllIlIlltttlllllllllllll'l'lltttttlllllllIlI'lIlIltttttllllllllllllttttllt:
Learn More:

Dynamic Range formula syntax
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Refreshing Dynamic Account Ranges

Dynamic Account Ranges allow you to add a dynamic range to your financial layouts in the Report
Designer. Dynamic Account Ranges can be found on the tools tab of the Task Pane.

v X

FINANCIALS ®

tools

Missing Accounts

Lists all GL accounts in the chart of
accounts which are not appearing
inyour report.

View

Dynamic Account Ranges

Refresh your Dynamic Accounts
Ranges so they contain the latest
GL accounts listed on separate
rows.

Refresh

Refresh

If there are Dynamic Account Ranges in the active sheet and you click Refresh, Sage Intelligence
Reporting will automatically update the financial layout with new accounts that may have been
added to your Sage 500 ERP General Ledger.

Refreshing will also exclude any rows with a zero balance, if you have enabled this option in the Set
Up, or in the function arguments.
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Dynamic Range Formula

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

The GLDynamicRange formula refreshes General Ledger accounts and can exclude rows with
zero values, applying all the filters specified as arguments. Each argument can be a cell reference,
a constant, or a named range.

Syntax

=GLDynamicRange(DynamicRange,AccountNumberColumn,AccountRule, ExcludeZeroRows)

The GLDynamicRange formula syntax has the following arguments:

What needs to be

Filter Need filled in?

What is the purpose of the filter?

Used to reference one or more General
Ledger accounts for which values must be

DynamicRange Required the template range returned. Supports main accounts, accounts,
account ranges, account wildcards &
account addition/subtraction.

The account code from
the main accounts or
accounts list retrieved

Filters the General Ledger accounts being

AccountNumberColumn Required referenced to a specific account number

from the General Ledger. column.
Depending on what level
you have set your layout
at. (Level — Account
Optional  Group, Account Type, Filters the General Ledger accounts being
AccountRule o
Account Category). If referenced to a specific account rule.

your layout is set up at
an account level then the
Account Rule is required.

Filters the General Ledger accounts being
referenced to either display or not display
rows with zero values.

1 = Exclude Zero Rows,

ExcludeZeroRows Optional 0 = Include Zero Rows

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.
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Example

An example of a GLDynamicRange formula could be:

=GLDynamicRange($B10;$C$3;E$6;$C$2;;;$B$9)

¢

E10 e X v K =GLActual($B10;$C53;E56;5C52;;;5B59) ¢

4

’

A B C ol E | F G H | J s

¢

-

! ABA Income Statement FiNAY

’

2 Company: ;

3 Yoar: Function Arguments ‘

“ GLActual g
ual

5 Period = :

: -1 :

10] sccomcoegoncose | 7] - ‘

LAl VRNV Y

- oo L :

s AccountTypeCode 1 ‘

’

15 | GrossProft [ 67500320 atsncerype A

17 v

8 Operating Expense 0,00 = -675003,.2 .

— N Returns the month to date general ledger actual amount, ¢

19 GLLink is reguired ’

20 RollupTypeiCode is the rollup type code retrieved from the gel's

21 [ netprofie ___________J 67500320 :

’

fzgIIIIIIIIIII)IIIIII)IIIII)IIIIII)IIIIIIIll'l"l'l'l"ll'll'lll’)IIII'IIIIll"l}lll"l'l'l"l’l
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Troubleshooting Dynamic Account Ranges
Troubleshooting Dynamic Ranges

XXXX-XXXX-XXXX

A | B c D £ F G H J 4
)

: ABA Income Statement :
2 : Dynamic Range (B10:J10) Company: ABA j
El Dynamic Range (B13:159)  R{EEIS 2010 ¢
L Dynamic Range (B65:195) b
5 Period Period Period Period Total
6 1 2 3 4 Quarter 1
7 Actual Actual Actual Actual Actual
8 ¢
9 0,00 0,00 0,00 [ o008
10 ¢
24 4
12 Cost of Sales 444 579,89  492067,35 1085024,950 80313221
13 50000-01-000-010-000  COS Desks:Irvine-Main-Steelcase 43 740,21 49 004,32 73 054,63 83 486,67 249 2&5,83:
14 | 50000-02-001-010-000 COS Desks:Atlanta-Peach Ave.-Steelc 36 905,80 41 347,39 51639,84 70441,88 200 334,91/

Why does this happen?

If you have typed in an incorrect or invalid Account number, Account Group, Account Type or
Account Category & you refresh the dynamic range, the account column will return a cell with

XXXX-XXXX-XXXX.

Solution

Check the formulas to ensure the Account number, Account Group, Account Type or Account

Category reference is correct.

I3 e e e e eeersres s SPOGGI00200000 5 GOS PesksNaW Yok BroddwavSiegl, » » 5013899, » 5615078, » T3 W0593, » 9566184 4 2 s » 1375640-01),-

<’

E10 - X & f | =GLlActual($B10;$C5$3;E56;5C52;;;5B59) M

‘.

A B c D E F G H I J ‘

’

L

1 ABA Income Statement FinArS

’

2 Company: ABA: i ;

B Year: 2010 Function Arguments ‘

“ GlActual g
ual

5 Period _ :

. -0 :

s -1 4

» T et [

" e T Reeumcroupcons | el - :

13 GLLink is required AccauntlypeCode - n ¢

— ’

15 | GromProfit [ 67500320 Bamncee | [E] - ¢

17 M

18 Operating Expense = <ZETEZ o

— . Returns the month to date general ledger actual amount. ’

19 GLLink is required ’

20 RollupTypeiCode is the rollup type code retrieved from the gen;

21 Net Profit 675 003,20 5

22 ’

RaE o R A R AR R S S
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Troubleshooting Dynamic Ranges

Your data did not Refresh.

Your data did not Refresh. Check that the
nurnber of columns specified in each range is
the same for all dynarmic range functions in the
active sheet

Why does this happen?

The range of cells that contain your template row must have the same number of columns for all
dynamic range functions in the active sheet.

Solution

Check the dynamic range formulas to ensure the column range is identical.

A
Dynamic Range (E12:M12)

=

Dynamic Range (B15:M15)

P
7
#
P
+
F
+
#
#
4
Dynamic Range [B25:M25) »
4

2
3
4 |Dynamic Range (B20:M20)
5
6
7

Ll ST S S S S S . F

In this example, column B to column M is being used. You would need to change the N in the last
dynamic range formula to an M, and then refresh your dynamic account ranges again.
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Drilling Down on Values
To view the detail of the value being returned by a formula, you can use the Drill Down option.

1. Select the value.

2. Right-click and select Drill Down.

2008 2007

Current Month Year to Date Current Month Year

15 752 696.48 137 9o RightClick | 54 445 501,39 1294
94 93730 191 355_; | 24 735.00]

0.00[ 9912 997 Ay ot

0.00| 2048 612 #S cu

0.00 =2 Copy
0.00| 36032006 [ PasteOptions:
0.00 d =]
0.00 ] &
0.00 -f 500 Paste Special...
0.00 { Insert...
0.00 459 810
Delete...

0.00 538 977
0.00 107 720 Clear Contents
0.00 108 320

Filter F
15 668 454 921 89 024 265

sort » 4

0.00 0

0.00 26 722 12\ 1nsert Comment

0.00 2130

0.00 9 108 I? Format Cells...

0.00 2T 642 ick From Drop-down List...
ggg TEE efine Mame...

U-UU 0 % erlink...

Drill Down

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

| M"
| 1 mmm-m

2 soA 4000-00-00-00 Sales 1 -56602.02
3 SOA 4000-00-00-00 Sales [ zona 2 -40316.95
4 SOA 4000-00-00-00 Sales I 2008 6 -949373
5
6
7
| 8

9
|10

11

|M 4 r W] Notes ~Babnce Sheet

Income Statement
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4. 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.

[ _1_ m-m Trar
2 Systems of Americz 4000-00-00-00 Sales 18404
3 SOA Systems of Americ: 4000-00-00-00 Sales Re\renue '2008 1'840
4 S0A Systems of Americz 4000-00-00-00 Sales Revenue 2008 13404
5 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008 1840
6 SOA Systems of Americ: 4000-00-00-00  Sales Revenue 2008 18408
7 SOA Systems of Americz4000-00-00-00 Sales Revenue 2008 18404
8 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008 1841
9 S0A Systems of Americz 4000-00-00-00 Sales Revenue 2008 1850
10 SOA Systems of Americz 4000-00-00-00  Sales Revenue 2008 1850
11 SOA Systems of Americ: 4000-00-00-00  Sales Revenue 2008 1850
| 12 'soa Systems of Americz 4000-00-00-00  Sales Revenue 2008 178625
13 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008 18624
14 SOA Systems of Americ: 4000-00-00-00  Sales Revenue 2008 18627
15 SOA Systems of Americz 4000-00-00-00 Sales Revenue 2008 18624
16 SOA Systems of Americz 4000-00-00-00  Sales Revenue 2008 18622
17 |SOA Systems of Americz 4000-00-00-00  Sales Revenue 2008 1'8634
18 SOA Systems of Americz4000-00-00-00 Sales Revenue 2008 18764
19 SOA Systems of Americz4000-00-00-00 Sales Revenue 2008 173764
20 SOA Systems of Americz4000-00-00-00 sales Revenue 2008 175764
21 SOA Svstems of Americ:4000- 5 Revenue 2008 18763
HdkH Income Statement Dril Balance Dnl iransacl:lons Trial Balance .~ Summary - Categoriesi| 4
Ready

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.

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 135



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.

FIMAMNCIALS

tools

Missing Accounts

&ll 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! ¥ou 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.

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.

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.
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FIMAMCIALS

tools

Missing Accounts View

Current Shaet

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.

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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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.

SOA Income Statement

Current Period:; 6
Company: SOA

2008

Current Month Year to Date

2007

Current Month  Yearto

Revenue 15 752 696.48 137 998 B874.79 29 442 501.39 129 434 463
100-00-00  Sales =Ty 191 856.27 2473500 324 94
1-00-00-ME Sales-NE = 912 997. 1M1 0.00 65 46
1O0-00-NW  Sales-NW G Detete 048 612.00 0.00
1-00-00-5E Sales-Corp-Corp-SE Hemame 0.00 0.00
1-00-00-SW Sales-SW Have or Copy... 032 0D6.82 0.00 4154
1-10-00-00 Sales-Hdwe-Conp-Corp View Code 0.00 0.00
1-40-00-00 Sales-Toy-Corp-Corp i 0.00 0.00
«00-00-00  Drop Ship Brobect Sheet.. -6 500.00 0.00
1-00-00-00 Rev Hardware-Corp-Cor Tab Color . 0.00 0.00
1-10-00-00 Revenue Hardware o 49 81000 29 017 706.39| 126 089 31
1-10-00-NE Revenue - Hardware = 530 97738 131 900.00 912 0
-10-00-MNWY Reveniid Unhide... 107 78017 27 e00.00 170 70
110-00-SE  Revenue Select Al sheets | 108 820.00 7900.00] 94 35F

5 . Babnce Sheet | Income S{“¢ement' —rrerweswee——owmmary .~ Categores Ji]4[

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

worksheet copied to.

-.n.:l'}r-t:- =

Move selected sheets
To book:

'Report Designer Add-In 5500 Demo 1-0-11 =]

Before sheet:

Motes -
Balance Sheet

Income Statement

summary

Categories

Cash Flow

Cash Flow Detail ¥

Qreate a copy

Lok || conce

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

4. Save your report for future use.
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Note: In the copied report below, all formatting, formulas and lists are retained.

SRR TR 8] =t

00 =] | on L%

9 |4000-00-00-00
10 |4000-00-00-NE
11 |4000-00-00-NW
12 |4000-00-00-SE
13 |4000-00-00-SW
14 |4000-10-00-00
15 |4000-40-00-00
16 |4015-00-00-00
17 |4100-00-00-00
18 |4100-10-00-00
19 |4100-10-00-NE
20 |4100-10-00-NW
21 |4100-10-00-SE

b M| Notes " Balance Sheet

Current Period:

.SOA Income Statement

Company:; SOA
2008 2007
Current Month Year to Date Current Month  Year to Date
Revenue 15 752 696.48 137 998 874.79 29 442 501.39 129 434 46937
Sales 94 937.30 191 856.27 24 735.00 324 94510
Sales-NE 0.00 9912 997.71 0.00 65 463 .37
Sales-NW 0.00] 2048 612.00 0.00 0.00
Sales-Corp-Corp-SE 0.00 0.00f} 0.00 0.00
Sales-SW 0.00) 36032 006.82 0.00 415472 30
Sales-Hdwe-Corp-Corp 0.00 0.00 0.00 0.00
Sales-Toy-Corp-Corp 0.00 0.00 0.00 0.0
Drop Ship 0.00 -6 500.00 0.00 0.00
Rev Hardware-Corp-Corp-(] 0.00 0.00 0.00 0.00
Revenue Hardware 0.00 49 810,00 29 017 T06.39| 126 089 311.37
Revenue - Hardware 0.00 538 977.38 131 900.00 912 034.00
Revenue - Hardware 0.00 107 78017 27 600,00 170 700,00
Revenue - Hardware 0.00 108 820.00 7 900.00

"Income Statement

Income Statement (2} - Trial Babnee  J]4[

il tudiecl P

|
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Protecting the Worksheet when Distributing Reports

You can 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.

e

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

[ Hidden

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

4. Click OK.
Hiding formulas

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

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

4. Click OK.

Password Protecting the worksheet

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

2. Inthe 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 the
Select locked cells 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
Select unlocked cells 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
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unlocked cells on a protected worksheet.

Format cells

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

Format columns

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

Format rows

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

Insert columns

Inserting columns.

Insert rows

Inserting rows.

Insert hyperlinks

Inserting new hyperlinks, even in unlocked cells.

Delete columns

Deleting columns. Note: If Delete columns is protected and Insert columns is
not also protected, you can insert columns but you cannot delete the
inserted columns.

Deleting rows. Note: If Delete rows is protected and Insert rows is not also

Delete rows protected, you can insert rows but you cannot delete the inserted rows.
Using any commands to sort data (Data tab, Sort & Filter group). Note: You
Sort can't sort ranges that contain locked cells on a protected worksheet,

regardless of this setting.

Use AutoFilter

Using the drop-down arrows to change the filter on ranges when AutoFilters
are applied. Note: You can't apply or remove AutoFilters on a protected
worksheet, regardless of this setting.

Use PivotTable reports

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

Edit objects

Doing any of the following:

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

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

3. Adding or editing comments.

Edit scenarios

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

3. 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.
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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.

Best Practice

The benefits of applying a best practice standard are:
o 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.

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

We recommend that you ...

e 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, you will be able to discern 'good' or 'bad'
values in seconds.

MI Home | inset  Pagelayout  Formulas  Data  Review  View  Adddns  BlTools a
- T M [ %

j & Calibri Tl AL ™oyl @ & Wrap Text General - _rjé ﬁ % j- ? |l .Z
i = == :

i gy
Paste 7 B I U~ T~ &- A. EE ST ELE dMerge & Center - '.g_l,. % | %3 ;%% |Conditional | Format  Ceil Insert Delete Format

ormatting = fas Table = Styles =
Clipboard 7 Font ¥ Alignment - Number -
Lwboard 1), ont.. S} _Allanment =Rl Mumber /&1 ]
o - = —_‘jzi Highlight Ceils Rules » —'ﬂi Greater Than...
| A ] B c o E F

3 compaﬁ\r ABC _:Lij'! Top/Bottom Rules  » :ﬂj Less Than...
2 |Year 2010
I3 EJ Data Bars > .:’j Between...
|4 l ABC Company Income Statement i
5 Period Period Period Pe :j Color Scales L
|6 1 2 3 e |
|2 SALES 1= konSets > :‘_;hl Text that Contains...
| 2 400 Distribution sales (history) 378085.87 351619.87 369200.87 3€
|9 425 Returns & allowances 530153 4930.42 5176.94 | MewRule.. -—5 A Date Occurring...
| 10 $381387.40 $356550.20 $374377.81 $36 o ClearRules 3
|11 COST OF SALES [H) Manage Rules... L__gj Duplicate Vahues..
[12 450 Purchases 154607.42  157689.07  163824.63  156375.49
13 $154607.42 $157689.07 $163824.63 $156 375.49 More Rules...

e Avoid the extraneous - remove any 'noise'. If it doesn't serve a purpose in the spreadsheet, take
it out. That includes prior old data, prior layout attempts etc.
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Use a consistent naming strategy with versions, 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 start making your changes. If something goes terribly

wrong, you can always revert to the old version.

Set Freeze Panes in Microsoft Excel so you can easily scroll around the worksheet without
losing view of report headings etc.

Add-Ins Bl Tools
— = i Y View Side by Side

.:I: I;ﬂ =] split __.1 iew Side by Side

== i‘ ™ Hide ] Synchronous Scrolling

smo 100%  Zoomto Mew  Arrangej Freeze
] Unhide ' 4 Reset Window Pasition W

Selection | Window  All Panes

=
Zoom | ez Unfreeze Panes
!!I Unlock all rows and columns to scroll
through the entire worksheet.
D E F | Freeze Top Row

Keep 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

Worldwide
[Summaryunit) Enterprises inc.

Parent ReportingUnitto Sales and Service Department New York Chicago

Child of New York
and Parenttothe
Retail and Wholessle
Sales Departments

New York Sales New York Service Chicago Sales Chicago Service

Wholesale e Wholesale
Sales Studio [F::t:l:‘tsr:ls;::t Sales : studio
Department P Department

Child ReportingUnit Retail Sales
(Detail unit) Department

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

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

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

By rearranging the structure among the reporting units, you can create different Reporting Trees.
You can then use the same Report Designer Layout with each Reporting Tree, enabling you to
create different financial report layouts very quickly.

For example, the diagram below shows a Reporting Tree that is essentially the same as the
Reporting Tree that is shown above. The difference is that the reporting structure displays an
organizational structure that is divided by business function instead of by location. These two
Reporting Trees demonstrate different perspectives on entity operations.

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 of all

{Summary unit) Units

Parent Reporting Unit to o
R;taimndﬁ.\,rh,:,f,;_—_ﬂesm,,_‘, Sales Department Service Department

Child of SalesDept

and Parentto New Retail Sales Wholesale Sales
York and Chicago Department Department
Retail Sales Dept

Lab Service Studio Service

“hild R i i New York L Chicago New York Chicago
Child Reporting Unit 2 :

Retail Sales Retail Sales Wholesale Wholesale
Department = Department Sales Dept Sales Dept

New York Chicago Lab New York Chicago
Lab Service Service Studio Studio

{Detail unit)
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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 Reporiing Tree
Reporting Tree Units

= = Woarldwide Enterprizes
- T Mews Vork
S T Mews York Sales
b MY Retail Sales
) T NY Wholesale Sales
- T Mew Yark Service

e T NY Studio
=~ T Chicago
- T Chicago Sales

: ----- T Chicago Retail Sales
) ol Chicago Wholesale Sales
-7 Chicago Service

----- ¥ Chicago Lab

. ¥ Chicago Studio
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Account Filters

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

New York Retail Sales

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 at the end. 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
OR 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)

Used to describe a range of segments.

In the above example, the value "1100-1???-100? TO 1100-8???-100" will
TO return all data with a segment range from 1100-1000-100 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)
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Account Filter Examples

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

Example below:

Large International Corporation

Division Department

would be used.

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

Large International Corporation

Division Department

| Departmerl{ :

H

In this example to include all cash transactions, an account filter rule of 1100-??7?7?-???7? would be
used.
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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)
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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.

v X

FIMNAMNCIALS

frees

Manage

@ Worldwide Enterprizeslil

%% A A% %% AN %A% %AY

L i

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

REPORTIMG TREE

Worldwide Enter
®©

Chicago
Canada
B Mew York ‘('""”"-:
5 New York Sales 42 e,
<

MY Wholesale Sales
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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.

Edit Reporting Tree
Reporting Tree Units
- = Worldwide Enterprises x _' Com| Fitter | Name | Account Filter Rule
BT Worldwide Enterprises Company A v | Worldwide Enterprises
T East Branch — — 1
T west Brandh Company A __:'J, East Branch | 22222701

Company &4 || west Branch | 72727702
| LA O—— | -

= !

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

Show Subtotals at Bottom

; L

layout options |text columns columns  rows
L

,

L

= ’
Company Code Software Sales o clear Pl
,

Year 2014 o clear ’
!

Reporting Tree Unit E clear .
+

= . Selecting this option may slow L
ShmonEENTel @ down the layout generation. :
!

,

#

El i il i i i i S o o S S S S S

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.
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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.

Edit Reporting Tree

Reporting Tree Units
- = Worldwide Enterprises Company Fitter Hame | Account Fitter Ruie
B ¥ Worldwide Enterprises | ) [ Company A Warldwide Enterprises
| East Branch
L% west Brandh Company A EastBranch ~ |MM.M

Company & ‘West Branch 2272.77.02

e llefLefie

Lo i e e S R e

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.

A B | C D E F G H ] J -
1 I - X
2 @ Software Sales Income Statement REPORTING TREE
e 33 Worldwide Enter

T] Reporting Unit | WORLDWIDE ENTERPRISES>WORLDWDE ENTERPRISES>THE HEALTH STORE

®

= Worldwide Enterprises
— Software Sales

8 The Health Store

2015 2014 Varia

Current Month i ea

Cumrent Month Year to Date Cument Month

1350  Sales 0.00 17 826.72 0.00 0.00 0.00

B i R P T o T s b Y Y

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

I, 55 T - | c [} E_| F

l

GLActual
2 @ Software Sales Income Statemel Year D33 B - 205
4 Vear 2015 Period 585 = -3
5| Period 3 FinandalCategory '“—13 ' - 90
; Reporting Unt  WORLDWIDE ENTEI DWDE EN RISE: E HEALTH STORE ReportingCategory l Ea =

ath | 5C57 ) = ENTERPRISES>WORLD!

Arassaaaas TR TR R AR A A

10 e =0

11 Returns the month to date general ledger actual amount.

‘:gﬁq Saies 1782672 ReportingCategory the reporting category retrieved from the general ledger.

14

1555 Costof Solkes 1280000 (5643000}

16

17 GROSS PROFIT / (LOSS) | {12800.00)  T43MET2 Formula result = 0.00

18

19 Fi00  Other ncome (10,00} 3990.00 Help on this function E Cancel’
20

PV B PNPIY 1200200000000 0000000000% 0000000000 00000FPP0000 PPt r00strtPPVrbssrtssressvssrissers

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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Adding a New Reporting Tree

Before you build any Reporting Trees, you will first need to determine the various reporting
structures your company will require. The best approach is to draw an organizational chart of your
company. Refer to the topic, Reporting Unit Structures. Use your current General Ledger
departments as the lowest detail level. Add to these as many boxes as you need to show higher-

level divisions or regions. Remember that each box represents a potential reporting unit in any of
your Reporting Trees.

1. 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.
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Enter Reporting Tree Mame

4. Inthe right pane each reporting unit will need to be added in a separate row with its relevant
account filter rule.

Edit Reporting Tres
Reporting Tree Units
~ & Worldwide Enterprises Company Filter Name Account Fitter Rule

Account
Account Number Description

[
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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
e-8 \:oﬂdudde Enterprises | Company Filter Maime Accournit Filter Rule Distribution
{ Eatbrnch ABC Distribubi.. | EastBranch T ' Lo
West Branch T
' |ABC Distributi... = |West Branch | 772702 J s
- |

Reporting Tree Unit Preview Data
Account Number Account Description i
Iﬁﬁ.u: Jh:u:ts rECEh, - Wei‘t’;‘\mrthl! 'z
| 115-00-02 Trneeritary - West Warehouse ¥
'-ABC Distribution and Sendce Cor;-. -il.wl:l-ﬂl-ol' Dim‘-hwﬁn sales - West o
| ABC Distribution and Senvice Corp. : 400-02-02 | Service fees - West
:AEC Distribution and Sendce Conp. . 400-03-02 Freight charges - West
._AB( Distribution and Sendice Comp. 4§4»25-tllil-l.'12 Rreturns £ allowances - West
ABC Distribution and Sendce Corp. | 450-01-02 Purchases - West
ABC Distribution and Service Corp. | as0.02-02 |Ereight . West

| ABC Distribution and Senvice Corp. | 450-03-02 Emnhouscman payroll - West

\

o ) Coe ) Coom

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.
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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.

? Ménageﬁepnr‘tiﬁg :I'.rees -.
P

Manage Reporting Trees

e | Add

[ Ed

Delete...

Rename. ..

Duphicate....

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
Ad

II

Edit...

Delete_

|
|—

Rename. ..

Duplicate. ..

Close

3. A confirmation window will open. Select Yes to permanently delete the Reporting Tree.

-

Delete Reporting Tree |3

§ l; Arewou sure you want to delete this Reporting Tree?

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 159



Renaming a Reporting Tree

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

2. Select Rename.

?-.Manage Reporting Trees
r &
Manage Reporiing Trees
Add

Edit...

Delete_

I
-

\ Rename. ..

Duplicate. ..

Close

3. Enter the new name for the Reporting Tree.

Enter a Walue [E3]
| 4 ]
Enter Mew Reporting Tree Mame
Worldwide Enterprises
[ ok ) cancel ]
[ il

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

Sage 500 ERP 2016 Intelligence Reporting — Report Designer User Guide 160



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 .
e . |
Manage Reporiing Trees
Add

Edit...

Delete_ .

Rename. ..

(!

Duplicate...

b

Close

3. Enter a name for the copy of the Reporting Tree.

Enter a Walue [E3]
B &

Enter Mew Repaorting Tree Mame

Copy of Worldwide Enterprises

[ o« J[ cnca )

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. Open Report Manager.

2. Select Home.

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

“ Home Tools Help

- I = T, ‘o Rename "‘," Y I = b Ip Run Sample
7% m 7% Delete . . v Check/Test
Copy Move Paste Add Add Run Design Sawve Excel Create Lock/Unlock -
To Folder Repart o Refresh Template Shortcut &3 History
Actions Repart
2 Demonstraton

[# | Management Pack [-2-4 [Demal N ——
REL Anslysis Dashboard 2-4 [Demol Auto Connect Server

[W¥]RKL Dashboad 22 (Demol .

|5 s Cube Report 240 [Desmol Auto Connect Catalog

¥/J5 s Devsis 241 (el |

| Stack Re-Order Leval: 21 [Demal

Copying Reporting Trees

1. Using windows explorer, browse to the location of your metadata repository.

2. Double-click the ReportTrees folder.

3. Alist of all your Reporting Trees will be displayed. Copy the required Reporting Tree/s.

ﬁ

v| L. # SagelntelligenceReporting » MetaData » ReportTrees - l‘, ll Search RepontTrees j}|

Organize = Include in library = Share with « Burn Mew: folder 3= - m 9

-

e

Mame Date modified Type Size

_—
R 1 [ Worldwide Enterprises.re 11/8/2012 1214 PM _ TRE File 1KB
[ Documents j - e S - - - -

o Music
mw Pictures
B videos

1 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 Formula

This topic describes the formula syntax and usage of the GLOpeningBalance500 formula in
Microsoft Excel. The GLOpeningBalance500 formula is made available in Microsoft Excel by the
Report Designer Task Pane.

Description

The GLOpeningBalance500 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

=GLOpeningBalance500(Account,Company,Year, Type,AccountCategoryCode,AccountGroupCo

de,AccountTypeCode,BalanceType,CurrencyCode,ReportTreeUnit)

The GLOpeningBalance500 formula syntax has the following arguments:

Need

What needs to be filled in?

What is the purpose of the
filter?

The account code from the Accounts

Used to reference one or more
General Ledger accounts for
which values must be returned.

Account Required or Natural Accounts list retrieved Supports Accounts, Natural
from the General Ledger. Accounts, account ranges,
account wildcards & account
addition/subtraction.
Filters the General Ledger
. accounts being referenced to one
. A company code retrieved from the I :
Company Optional or more specific companies.
General Ledger. .
Supports a single company code
and comma separated values
The fiscal year to return data on. A
fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a
purposes. The fiscal year may or may specific fiscal year.
not be the same as a calendar year.
To determine yvhere the amount Identifies where the amount
should be retrieved from. For should be retrieved from - income
Type Optional example, B = Balance Sheet, | =
- ! statement, balance sheet or
Income Statement, R = Retained - .
retained income.
Income.
Summarizes all of the General
. An account category code retrieved Ledger accounts which are linked
AccountCategoryCode  Optional from the General Ledger. to the specified category and
returns the summary value.
An account group code retrieved from Summarizes all of the General
AccountGroupCode Optional group Ledger accounts which are linked

the General Ledger.

to the specified account group
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What is the purpose of the

Filter What needs to be filled in? :
filter?

and returns the summary value.

Identifies the format of the

AccountTypeCode Optional An account type code retrieved from  account numbers that are

the General Ledger. assigned to the account type
code.
To determine whether only debit Allows only the credit or debit
BalanceTvpe Obtional amounts or only credit amounts must  balances to be returned for the
yp P be retrieved. For example, type Debit accounts which are being
or Credit. referenced by this formula.
CurrencvCode Required A currency code retrieved from the Filters the currency code for
y q General Ledger. which accounts must be retrieved.
. o Used to achieve organizational
Reporting lree : : .
A Reporting Tree unit in the format reporting. Allows the account filter
. . Treename>Parent>Parent>unit. For iy .
ReportTreeUnit Optional . ; rule within one of a Reporting
example, Worldwide Enterprises>New Tree’s units to be aoplied to the
York>NY Sales>NY Retail Sales P
formula.
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
Account argument allowing you to filter on Account Numbers or Account Groups.

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 GLOpeningBalance500 formula could be:

=GLOpeningBalance500($A11,$C$2,$C$3)

SUM - ¥ « Jfx | =GLOpeningBalance500{$A11,5C52,5C53,,,,,,5C55)
| A B : C | Function Arguments b
GLOpeningBalance500 y
4
; Sample Company Balance Sheet N S
b ] - . "
2 Company: SO Company | $C$2 "SOA :
3 Year: e Year 8083 [] = 2013 y
4 Trpe (= - §
5 UsD AccountCategoryCode || | = :

6

Opening Balance ; = 8100 >
7 Returns the opening balance general ledger amount. 4
4
8 AccountCategoryCode mmtmmmﬁmhmdwi
9 4
10 | fon Current Assets . 8 100.00 :
[ 11 |1500-00-00-00“ Fixed Assats-Corp 5CS3___SCsh) H 4
12 1500-10-00-00  Fixed Assets-Hawe it 3
13 1500-40-00-00 Fixed Assets-Senice el gn this function : |:
T N PUIIIIOOON . 0/ D0t Do b A O i s i P i S T e T s
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Closing Balance Formula

This topic describes the formula syntax and usage of the GLClosingBalance500 formula in
Microsoft Excel. The GLClosingBalance500 formula is made available in Microsoft Excel by the
Report Designer Task Pane.

Description

The GLClosingBalance500 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

=GLClosingBalance500(Account,Company,Year,Period, Type,AccountGroupCode,AccountTypeC

ode,BalanceType,CurrencyCode,ReportTreeUnit)

The GLClosingBalance500 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 which
values must be returned. Supports
Accounts, Natural Accounts,
account ranges, account wildcards
& account addition/subtraction.

The account code from the Accounts
Account Required or Natural Accounts list retrieved from
the General Ledger.

Filters the General Ledger
accounts being referenced to one
or more specific companies.
Supports a single company code
and comma separated values.

A company code retrieved from the

Company Optional = eral Ledger.

The fiscal year to return data on. A

fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a

purposes. The fiscal year may or may  specific fiscal year.

not be the same as a calendar year.

The period to return data up to. A Filters the General Ledger
. Required period is the operating cycle of a accounts being referenced to the
Period ; ; o
company for which accounting accumulated total up to a specific
information is collected and reported. period.
To determine where the amount should Identifies where the amount should
Type Optional be retrieved from. For example, B = be retrieved from - income
Balance Sheet, | = Income Statement, statement, balance sheet or
R = Retained Income. retained income.

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

AccountGroupCode Optional

Identifies the format of the account
numbers that are assigned to the
account type code.

An account type code retrieved from

AccountTypeCode Optional the General Ledger.

To determine whether only debit Allows only the credit or debit

BalanceType Optional amounts or only credit amounts must balances to be returned for the
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What is the purpose of the

Filter filter?

What needs to be filled in?

be retrieved. For example, type Debit
or Credit.

accounts which are being
referenced by this formula.

A currency code retrieved from the Filters the currency code for which

CurrencyCode Required General Ledger. accounts must be retrieved.

A Reporting Tree unit in the format: Used Fo achieve organ|zat|ona]

. reporting. Allows the account filter
. . Treename>Parent>Parent>unit. For s .

ReportTreeUnit Optional : . rule within one of a Reporting

example, Worldwide Enterprises>New Tree’s units to be applied to the

York>NY Sales>NY Retail Sales bp

formula.

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
Account argument allowing you to filter on Account Numbers or Account Groups.

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 GLClosingBalance500 formula could be:

=GLClosingBalance500($A11,$C$2,$C$3,E$7)

SUM - ®  Jf | =GLClosingBalanceS00{5A11,5C52,5C53,E57,,,,,,5C54) v

A B C D | E [IE [ | v x
1 Sample Company Balance Sheet R
| GLObsingSalances00
2 Compary: SOA N Account |11 = "1500-00-00-001
3 Year. 2013 . w52 - Soa"
| 4 Currency: usp [ — R Py ] - 208
| : Opening balance Llosng aly Berelj| E47 i
[ 12 Tyee ] & -
| 8 Assets =
| 9 Returns the dosing balance general ledger amount.
110 Non Mssets

|11 |1500-00-00-00
| 12 11500-10-00-00
| 13 |1500-40-00-00
| 14 |1510-00-00-00
| 15 |1520-00-00-00
| 16 1525-00-00-00

| 171530000000  Warehouse Equipment, o 00 000l Lo

=Tiad Assets-Corp

Fixed Assets-Hdwe

Fixed Assets-Senice

Land

Leasehold Improvements

Accum Depr - Leasehold Improvements

100.00

0.00

0.00

115 487.98

474 T80.00

-4 497 36
PPPPPPPL L5 T

-

Type to determine whether Income Statement, Balar]
amount should be retrieved. For Example B = B
Statement; and R. = Retained Income.

5CS3.E57..... SCY

Formula result = 8 100.00

PP TTTO] VUTTTTTTTTTT T N H L TTTTTTTTTTTYY
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Actual Formula

This topic describes the formula syntax and usage of the GLActual500 formula in Microsoft
Excel. The GLActual500 formula is made available in Microsoft Excel by the Report Designer Task

Pane.

Description

The GLActual500 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

=GLActual500(Account,Company,Year,Period, Type,AccountGroupCode,AccountCategoryCode,

AccountTypeCode,BalanceType,CurrencyCode,ReportTreeUnit)

The GLActual500 formula syntax has the following arguments:

Filter

Need

What needs to be filled in?

The account code from the Accounts

What is the purpose of the
filter?

Used to reference one or more
General Ledger accounts for
which values must be returned.

Account Required or Natural Accounts list retrieved Supports Accounts, Natural
from the General Ledger. Accounts, account ranges,
account wildcards & account
addition/subtraction.
Filters the General Ledger
. A company code retrieved from the accounts be"?g referencgd to one
Company Optional General Ledaer or more specific companies.
ger. Supports a single company code
and comma separated values.
The fiscal year to return data on. A
fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a
purposes. The fiscal year may or may specific fiscal year.
not be the same as a calendar year.
The period to return data on. A period .
. Required is the operating cycle of a company Filters the G_eneral Ledger
Period ) A0 o accounts being referenced to a
for which accounting information is specific period
collected and reported. P P '
To determine where the amount o
should be retrieved from. For Idhentllgebs Whe_re th(;a famour)t
Type Optional example, B = Balance Sheet, | = 2ta9c:mer?t rsg;:xge Srr?énet—(;rrlcome
Income Statement, R = Retained ined i ’
Income. retained income.
Summarizes all of the General
. An account category code retrieved Ledger accounts which are linked
AccountCategoryCode  Optional from the General Ledger. to the specified category and
returns the summary value.
Summarizes all of the General
AccountGroupCode Optional An account group code retrieved from Ledger accounts which are linked

the General 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?

Identifies the format of the

AccountTypeCode Optional An account type code retrieved from  account numbers that are

the General Ledger. assigned to the account type
code.
To determine whether only debit Allows only the credit or debit
BalanceTvpe Obtional amounts or only credit amounts must  balances to be returned for the
yp P be retrieved. For example, type Debit accounts which are being
or Credit. referenced by this formula.
CurrencvCode Required A currency code retrieved from the Filters the currency code for
Y q General Ledger. which accounts must be retrieved.
A Reporting Tree unit in the format: Used _to achieve organlzatlona_ll
. . Treename>Parent>Parent>unit. For reportl'ng'. Allows the —accognt filter
ReportTreeUnit Optional : o rule within one of a Reporting
example, Worldwide Enterprises>New Tree’s units to be applied to the
York>NY Sales>NY Retail Sales PP
formula.
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
Account argument allowing you to filter on Account Numbers or Account Groups.

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 GLActual500 formula could be:

=-GLActual500($A9,$C$2,C$5,C$6,,,,$C$3)

| A B | © Function Arguments ==
S I C I GLACtual500
A ampie Lompany lncome Account | $A3 [ = *000-00-00-00"
2 Current Period: 3 3 ompany | $C$3 E] = 5047
=

3 Company: ol Year |$C55 (] = 2008

4 Currency: Period | 552 [ = &

5 e || [ - -

- 94937.3

6 Returms the month to date general ledger actual amount,

7 Type to d whether Income Balance Sheet or Retained Income
| & 5 15 752 696.48 amount should be retrieved. For Example B = Balance Sheet; [ = Income
|9 14000-00-00-00 “*Sales cs2.....5C54) Sl L T

10 4000-00-00-NE Sales-NE 0.00|

11 (4000-00-00-NW Sales-NwW 0.00|| Formuaresut = 94937.30

12 |4000-00-00-SE Sales-Corp-Corp-SE 0.00 -

PR A0S Salea OV 000f| FERELE SRR [ome )
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Actual YTD Formula

This topic describes the formula syntax and usage of the GLActualYTD500 formula in Microsoft
Excel. The GLActualYTD500 formula is made available in Microsoft Excel by the Report Designer
Task Pane.

Description

The GLActualYTD500 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

=GLActualYTD500(Account,Company,Year,Period, Type,AccountGroupCode,AccountCategoryC

ode,AccountTypeCode,BalanceType,CurrencyCode,ReportTreeUnit)

The GLActualYTD500 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 which
values must be returned. Supports
Accounts, Natural Accounts,
account ranges, account wildcards
& account addition/subtraction.

The account code from the Accounts
Account Required or Natural Accounts list retrieved
from the General Ledger.

Filters the General Ledger
accounts being referenced to one
or more specific companies.
Supports a single company code
and comma separated values.

A company code retrieved from the

Company Optional - = eral Ledger.

The fiscal year to return data on. A

fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a

purposes. The fiscal year may or may specific fiscal year.

not be the same as a calendar year.

The period to return data on. A period

Required is the operating cycle of a company Filters the General Ledger

Period ) SO e accounts being referenced to a
for which accounting information is - i
specific period.
collected and reported.
To determine yvhere the amount Identifies where the amount should
should be retrieved from. For be retrieved from - income
Type Optional example, B = Balance Sheet, | =

statement, balance sheet or

Income Statement, R = Retained : .
retained income.

Income.

An account group code retrieved from

AccountGroupCode Optional the General Ledger.

Summarizes all of the General
An account category code retrieved Ledger accounts which are linked
from the General Ledger. to the specified category and

returns the summary value.

AccountCategoryCode Optional

AccountTypeCode Optional An account type code retrieved from  Identifies the format of the account
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What is the purpose of the

Filter What needs to be filled in? :
filter?
the General Ledger. numbers that are assigned to the
account type code.
To determine whether only debit Allows only the credit or debit
BalanceTvpe Obtional amounts or only credit amounts must  balances to be returned for the
yp P be retrieved. For example, type Debit accounts which are being
or Credit. referenced by this formula.
CurrencvCode Required A currency code retrieved from the Filters the currency code for which
y q General Ledger. accounts must be retrieved.
A Reporting Tree unit in the format: Used _to achieve organlzanona!
) reporting. Allows the account filter
. . Treename>Parent>Parent>unit. For iy .
ReportTreeUnit Optional . ; rule within one of a Reporting
example, Worldwide Enterprises>New Tree’s units to be aoplied to the
York>NY Sales>NY Retail Sales P
formula.
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
Account argument allowing you to filter on Account Numbers or Account Groups.

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 GLActualYTD500 formula could be:

=-GLActual YTD500($A9,$C$3,$C$5,$C$2)

4
1_12| A B C | D |H Function Arguments 4
4
GLAChuAlTTDS00 4
1 SOA Income Statement T T :
2 Current Period: 6 o /Cmr 83 [E$] = soa" :
3 Company: SOA Year |$C6 [ - -2008° >
4 Currency: usD >-<Pe(vod €2 =] = % >
5 e & - 4
6 2008 = 19185627 >
Returns the year to date general ledger actual amount.
7 Current Month  Year to Date )
Account the account code from the main accounts or accounts kst rey
8 general ledger, 4
= [ 9] Rguane® 1575269648 137 998 B74.79 $
- [0 |4000-00-00-00 £&ales 94 937 30[SCS2...__5C54) 4
+ | 11 |4000-00-00-NE  Sales-NE 0.00 9912 997 71| | Formiaresit = 151856.27 4
12 4000-00-00-NW  Sales-NW 0.00 2 048 612.00 - fe E
SO LONDLOSE | SaexCOPCORSE | L\t 0 e eesoshosssss 00l 4 eeaaes O e e s S
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Budget Formula

This topic describes the formula syntax and usage of the GLBudget500 formula in Microsoft
Excel. The GLBudget500 formula is made available in Microsoft Excel by the Report Designer

Task Pane.

Description

The GLBudget500 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

=GLBudget500(Account,Company, Year,Period, Type,AccountCategoryCode,AccountGroupCode,

AccountTypeCode,BalanceType,CurrencyCode,ReportTreeUnit)

The GLBudget500 formula syntax has the following arguments:

Filter

Need

What needs to be filled in?

The account code from the Accounts

What is the purpose of the
filter?

Used to reference one or more
General Ledger accounts for
which values must be returned.

Account Required or Natural Accounts list retrieved Supports Accounts, Natural
from the General Ledger. Accounts, account ranges,
account wildcards & account
addition/subtraction.
Filters the General Ledger
. accounts being referenced to one
. A company code retrieved from the - i
Company Optional or more specific companies.
General Ledger. .
Supports a single company code
and comma separated values.
The fiscal year to return data on. A
fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a
purposes. The fiscal year may or may specific fiscal year.
not be the same as a calendar year.
_ The period tc_) return data on. A period Filters the General Ledger
. Required is the operating cycle of a company .
Period ) A0 o accounts being referenced to a
for which accounting information is specific period
collected and reported. P P '
To determine where the amount o
) Identifies where the amount
should be retrieved from. For . .
. ~ _ should be retrieved from - income
Type Optional example, B = Balance Sheet, | =
_ : statement, balance sheet or
Income Statement, R = Retained - .
retained income.
Income.
Summarizes all of the General
. An account category code retrieved Ledger accounts which are linked
AccountCategoryCode Optional o
from the General Ledger. to the specified account category
and returns the summary value.
Summarizes all of the General
AccountGroupCode Optional An account group code retrieved from Ledger accounts which are linked

the General Ledger.

to the specified account group
and returns the summary value.
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Filter

What needs to be filled in?

An account type code retrieved from

What is the purpose of the

filter?

Identifies the format of the
account numbers that are

AccountTypeCode Optional the General Ledger. assigned to the account type
code.
Filters the General Ledger budget
amounts being referenced to a
. The budget type code retrieved from  specific budget type code. The
BudgetTypeCode Required the General Ledger format of the budget type code
must be identical to the format in
your General Ledger.
. A currency code retrieved from the Filters the currency code for
CurrencyCode Required General Ledger. which accounts must be retrieved.
A Reporting Tree unit in the format: Used FO achieve organlzatlona_l
) reporting. Allows the account filter
. . Treename>Parent>Parent>unit. For S -
ReportTreeUnit Optional : . rule within one of a Reporting
example, Worldwide Enterprises>New Tree’s units to be applied to the
York>NY Sales>NY Retail Sales PP
formula.
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
Account argument allowing you to filter on Account Numbers or Account Groups.

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 GLBudget500 formula could be:

=-GLBudget500($A9,$C$3,C$5,$C$2,,,,," Current Budget")

"Current Budget",,$C54)

- |10 ]4000-00-00-00
11 |4000-00-00-NE
12 |4000-00-00-HW
13 4000-00-00-SE
14 4000-00-00-5W
15 4000-10-00-00
16 |4000-40-00-00
17 4015-00-00-00
18 4100-00-00-00
19 |4100-10-00-00
20 14100-10-00-NE

Dl e A0 AR AL

Income Statement

Current Period:
Company:
Currency:

Sales-NE

Sales-NW
Sales-Corp-Corp-SE
Sales-SW
Sales-Hdwe-Corp-Corp
Sales-Toy-Corp-Corp

Drop Ship

Rev Hardware-Corp-Corp-Corp
Revenue Hardware

Revenue - Hardware

Ao b bbb

e [ D Function Arguments

GLBudgets00

-

4

4

| = "4000-00-00-00" :

== » 4

@ = "SOA’ L

&) - oo :

= b

% 4
=

. <

Current Month Budget BudgetTypeCode | “Current Budget” = "Current Budget”
BalanceType =
15 752 696 .48 $C54 T

94937 30[dget”5C54) |

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

e

Formula result = 27 703.20

Help on this function

sssssssddessssizcancaless

&

fa

= -27703.2

Retums the month to date general ledger budget amount.
ReportTreeUnit a reporting tree unitin the format : Treename >Parent >Par
wample, Worldvide

rde Enterprises >New York >NY Sales>NY

o )
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Budget YTD Formula

This topic describes the formula syntax and usage of the GLBudgetYTD500 formula in Microsoft
Excel. The GLBudgetYTD500 formula is made available in Microsoft Excel by the Report Designer

Task Pane.

Description

The GLBudgetYTD500 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

=GLBudgetYTD500(Account,Company,Year,Period, Type,AccountCategoryCode,AccountGroup

Code,AccountTypeCode,BudgetTypeCode,CurrencyCode,ReportTreeUnit)

The GLBudgetYTD500 formula syntax has the following arguments:

Filter

Need

What needs to be filled in?

The account code from the Accounts

What is the purpose of the
filter?

Used to reference one or more
General Ledger accounts for
which values must be returned.

Account Required or Natural Accounts list retrieved Supports Accounts, Natural
from the General Ledger. Accounts, account ranges,
account wildcards & account
addition/subtraction.
Filters the General Ledger
. A company code retrieved from the accounts belr]g referencgd to one
Company Optional General Ledger or more specific companies.
ger. Supports a single company code
and comma separated values.
The fiscal year to return data on. A
fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a
purposes. The fiscal year may or may specific fiscal year.
not be the same as a calendar year.
The period to return data on. A period Filters the General Ledger
. Required is the operating cycle of a company . 9
Period ) SO e accounts being referenced to a
for which accounting information is specific period
collected and reported. P P '
;-r?oc:l?:iel;r; Irl?rivt\al\r:g(rjefrgrialr:noorum Identifies where the amount
Type Optional example, B = Balance Sheet, | = ztr;glrﬂebri rgg;:xgg ;rt?en;t-c;r;come
Income Statement, R = Retained ined i '
Income. retained income.
Summarizes all of the General
AccountCategoryCode Optional An account category code retrieved Ledger acc'o'unts which are linked
from the General Ledger. to the specified account category
and returns the summary value.
Summarizes all of the General
AccountGroupCode Optional An account group code retrieved from Ledger accounts which are linked

the General Ledger.

to the specified account group
and returns the summary value.
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Filter What needs to be filled in?

An account type code retrieved from

What is the purpose of the

filter?

Identifies the format of the
account numbers that are

AccountTypeCode Optional the General Ledger. assigned to the account type
code.
Filters the General Ledger budget
amounts being referenced to a
. the budget type code retrieved from specific budget type code. The
BudgetTypeCode Required the General Ledger format of the budget type code
must be identical to the format in
your General Ledger.
. A currency code retrieved from the Filters the currency code for
CurrencyCode Required General Ledger. which accounts must be retrieved.
A Reporting Tree unit in the format: Used FO achieve organlzatlona_l
) reporting. Allows the account filter
. . Treename>Parent>Parent>unit. For S -
ReportTreeUnit Optional : . rule within one of a Reporting
example, Worldwide Enterprises>New Tree’s units to be applied to the
York>NY Sales>NY Retail Sales PP
formula.
Remarks

Arguments are applied in the order that they are displayed.

The recommended method for entering data into the Sage Intelli

gence 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

Account argument allowing you to filter on Account Numbers or Account Groups.

the formula.

Example
An example of a GLBudgetYTD500 formula could be:

=-GLBudgetYTD500($A9,$C$3,$C$5,$C$2,,,,," Current Budget")

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

fe | =GLBUdgetYTDS00($A9,5C53,5C$5,9C52,,,,,"Current Budget”,,$C54)

[ C D E

SOA Income Statement

11
12

4000-00-00-NW
4000-00-00-SE

Sales-NW
Sales-Corp-Corp-SE

0.00
0.00

2 048 612.00
0.00

1 Account [ a9 ] = 4000-00-00-00"
2 Current Period: 6 Company | $C$3 'f-g = "soa”
B Company: Year | $C55 | = 2008"
4 Currency: Period | $C52 ] -
5 Tie =] -
S At s S S S E T Ty > SRS S S S S
6 Current Month Year to Date | 2adget YTD - bde £l =
7 BudgetTypeCode | “Current Budget” | = “CurrentBudget”
= | 8 Bl 15 752 696.48 137 998 874 79 BalanceType E] =
- [79"14000-00-00-00™Sales 94 937.30 191 656.27| dget”. SCS4) CurencyCode | <Cs4 ] = v
10 4000-00-00-NE Sales-NE 0.00] 9912997.71 ReportTreeunit | B -

= -355508.71

Retums the year o date general ledger budget amount.

ReportTreeUnit areporting tree unit in the format : Treename >Parent>Fy
exampie, Worldwide Enterprises >New York >N Sakes>NY

13 4000-00-00-SW
14 4000-10-00-00 Sales-Hdwe-Corp-Corp
15 4000-40-00-00 Sales-Toy-Corp-Corp
16 4015-00-00-00 Drop Ship

[ aaalda 00000000 Ry Hardware Cop CormCom v atsss

Sales-SW 0.00
0.00
0.00
0.00
0.00

FUVTTTE Y

36 032 006.82
0.00

0.00

-6 500.00

PPPPPP L

SAAAALLAALLAAALLALLLLESAteitdtittsdsstdtdsiddsddsd
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Current Year Formula

This topic describes the formula syntax and usage of the GLCurrentYear500 formula in Microsoft
Excel. The GLCurrentYear500 formula is made available in Microsoft Excel by the Report
Designer Task Pane.

Description

The GLCurrentYear500 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

=GLCurrentYear500(Company)

The GLCurrentYear500 formula syntax has the following argument:

What needs to be filled

Filter Need in? What is the purpose of the filter?

A company code retrieved Filters the General Ledger accounts being referenced to

Company  Optional from the General Ledger. one or more specific companies.

Remarks
¢ 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 GLCurrentYear500 formula could be:

=GLCurrentYear500(" SOA")

cs - fe| =GLCurrentYear500("sOA") |
I A B | & | D E
1 Sample Company Income Statement
2 Company: SOA
3 Currency: usD
ek
| 5 1
6
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The GLCurrentYear500 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.

B R R R R L R R L R R R R R R R SR A N N . T T s

H5 - 8 £ | =GLCurrentYear500($C$3)-1

A B C |
1 Sample Company Incom
2 Current Period: 6
3| Company: S04
4

5 2008 2007

Current Month  Year to Date Current Month  Year to Date
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Current Period Formula

This topic describes the formula syntax and usage of the GLCurrentPeriod500 formula in Microsoft
Excel. The GLCurrentPeriod500 formula is made available in Microsoft Excel by the Report
Designer Task Pane.

Description

The GLCurrentPeriod500 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

=GLCurrentPeriod500(Company)

The GLCurrentPeriod500 formula syntax has the following arguments:

Filter Need What needs to befilled in?  What is the purpose of the filter?

A company code retrieved from Filters the General Ledger accounts being referenced

Company  Optional the General Ledger. to one or more specific companies.

Remarks
¢ 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 GLCurrentPeriod500 formula could be:

=GLCurrentPeriod500($C$3)

c2 v £ | =GLCurrentPeriod500(5C53)
4] A | B f G E [ 6] H : 1
1 Sample Company/Income Statement
_T_| Current Period:
Company: SOA

2013 2012
Current Month  Year to Date Current Month  Year to Date
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This is especially useful when reporting on the current period as well as prior periods. The
GLCurrentPeriod500 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 in cell C6 has been used to work
out which periods to report on prior to it.

D6 . Je | =IF(CS6-1<=0,0$6-1412,056-1) .;

| A B C [ D | E

1 Sample Incowe Statement
: 2 Company: S04
. 3 Currency: usp
124
L 2 |
| & |
5T
| 8 Revenue 17 894 105.60
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Company Name Formula

This topic describes the formula syntax and usage of the GLCompanyName500 formula in
Microsoft Excel. The GLCompanyName500 formula is made available in Microsoft Excel by the
Report Designer Task Pane.

Description

The GLCompanyName500 formula returns the full company name from your General Ledger after
applying the company code filter specified as arguments. Each argument can be a cell reference, a
constant, or a named range.

Syntax

=GLCompanyName500(Company)

The GLCompanyName500 formula syntax has the following arguments:

| Need What needs to be filled in? What is the purpose of the filter?

A company code retrieved from  Filters the companies to return a specific

CompanyCode Required the General Ledger. company name.

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.

Example
An example of a GLCompanyName500 formula could be:

=GLCompanyName500("$C$2")

£2 - (8 £ | =GLCompanyName500{$CS$2
a2 a R B S
1 Systems of America Balance Sheet
2] Company: OA |Systems of America |
| -3 Year: 2008
| 4 Period:
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Quantity Opening Balance Formula

This topic describes the formula syntax and usage of the GLQtyOpeningBal500 formula in
Microsoft Excel. The GLQtyOpeningBal500 formula is made available in Microsoft Excel by the
Report Designer Task Pane.

Description

The GLQtyOpeningBal500 formula is used for statistical reporting and returns the opening balance
General Ledger quantity information in a financial report, such as number of units, 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

=GLQtyOpeningBal500(Account,Company,Year,Period, Type,AccountGroupCode,AccountCateg

oryCode,AccountTypeCode,ReportTreeUnit)

The GLQtyOpeningBal500 formula syntax has the following arguments:

Need

What needs to be filled in?

What is the purpose of the
filter?

The account code from the Accounts

Used to reference one or more
General Ledger accounts for
which values must be returned.

Account Required or Natural Accounts list retrieved Supports Accounts, Natural
from the General Ledger. Accounts, account ranges,
account wildcards & account
addition/subtraction.
Filters the General Ledger
. A company code retrieved from the accounts be"?g referencgd to one
Company Optional General Ledaer or more specific companies.
ger. Supports a single company code
and comma separated values.
The fiscal year to return data on. A
fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a
purposes. The fiscal year may or may specific fiscal year.
not be the same as a calendar year.
The period to return data on. A period .
. Required is the operating cycle of a company Filters the Qeneral Ledger
Period : A S accounts being referenced to a
for which accounting information is specific period
collected and reported. P P '
To determine where the amount dentifi h h
should be retrieved from. For ! hentlldlebs where t éefamour_]t
Type Optional example, B = Balance Sheet, | = 2ta9cgmer?t rsg;:xge Srr?gt—(;rrlcome
Income Statement, R = Retained ; 7
Income. retained income.
Summarizes all of the General
AccountGroupCode Optional An account group code retrieved from Ledger accounts which are linked

the General Ledger.

to the specified account group
and returns the summary value.

AccountCategoryCode Optional

An account category code retrieved
from the General Ledger.

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

Identifies the format of the
An account type code retrieved from  account numbers that are
the General Ledger. assigned to the account type
code.

AccountTypeCode Optional

Used to achieve organizational

A Reporting Tree unit in the format reporting. Allows the account filter

Treename>Parent>Parent>unit. For

ReportTreeUnit Optional example, Worldwide Enterprises>New Elyr Ee\,’!tgr']?t:?: Sé 2 R(Tig?jr?g?he
York>NY Sales>NY Retail Sales PP
formula.
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 statistical reporting that returns the quantity information in a financial report is as
follows:

REEAET] A 8] E ¥ I J K e
| = b
' >

2 HOTEL LEMEIN INCOME STATEMENT 4

| 4

| 3 |For the Five Months Ending May 29, 2012 :

|4 4

4

|5 4

| 6 THIS LAST :

7 YEAR % CPOR YEAR CPOR BUDGET CPOR

8 .

9 |Rooms Available 1680 1680 1680 j

10 |Rooms Sold 1295 1521 1512 r

11 4

12 [ADR 117 44 100.27 112 :

13 Qccupancy % T7.08 90,54 90 4

14 3

e 4

[+] 26 |Total Sales 154743.34 100 119.493 155261.63 102.079 172151.04 113.857 :
| 27 4

[+] 41 Total Purchases 6646.93 429545 513276 B673.92 4.38785 7386.12 4 885 :
42 <

[+] | 62 |TOTAL WAGES & SALARIES 22789.34  14.7272 17.5979 25507.8 16.7704 2621561 17.3384 :
63 b

1 4

[+] 72 [ TOTAL PAYROLL BURDEN 417445 269766 3.22351 39498 2.50684 4057.531 2.68355 :
|73 4

| T4 [TOTAL COST OF SALES 33610.72 21.7203 25.9542 3613152 23.7551 37659.26 249069 j
N T T e P Trr Y v
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Quantity Formula

This topic describes the formula syntax and usage of the GLQuantity500 formula in Microsoft
Excel. The GLQuantity500 formula is made available in Microsoft Excel by the Report Designer

Task Pane.

Description

The GLQuantity500 formula is used for statistical reporting and returns the quantity information in a
financial report, such as number of units, 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

=GLQuantity500(Account,Company,Year,Period, Type,AccountCategoryCode,AccountGroupCod

e,,AccountTypeCode,ReportTreeUnit)

The GLQuantity500 formula syntax has the following arguments:

Filter

Need

What needs to be filled in?

The account code from the Accounts

What is the purpose of the
filter?

Used to reference one or more
General Ledger accounts for
which values must be returned.

Account Required or Natural Accounts list retrieved Supports Accounts, Natural
from the General Ledger. Accounts, account ranges,
account wildcards & account
addition/subtraction.
Filters the General Ledger
. accounts being referenced to one
. A company code retrieved from the I :
Company Optional or more specific companies.
General Ledger. .
Supports a single company code
and comma separated values.
The fiscal year to return data on. A
fiscal year is a length of time that a Filters the General Ledger
Year Required company uses for accounting accounts being referenced to a
purposes. The fiscal year may or may specific fiscal year.
not be the same as a calendar year.
_ The period tc_) return data on. A period Filters the General Ledger
. Required is the operating cycle of a company .
Period ) SO e accounts being referenced to a
for which accounting information is - i
specific period.
collected and reported.
To determine where the amount o
should be retrieved from. For Identifies whe_re the amount
. ~ _ should be retrieved from - income
Type Optional example, B = Balance Sheet, | =
_ : statement, balance sheet or
Income Statement, R = Retained - .
retained income.
Income.
Summarizes all of the General
AccountCategoryCode Optional An account category code retrieved Ledger accounts which are linked
from the General Ledger. to the specified account category
and returns the summary value.
An account group code retrieved from Summarizes all of the General
AccountGroupCode Optional group Ledger accounts which are linked

the General Ledger.

to the specified account group
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What is the purpose of the

Filter What needs to be filled in? :
filter?

and returns the summary value.

Filters the General Ledger
accounts being referenced to a
specific account.

An account type code retrieved from

AccountTypeCode Optional the General Ledger.

Used to achieve organizational

A Reporting Tree unit in the format reporting. Allows the account filter

Treename>Parent>Parent>unit. For

ReportTreeUnit Optional example, Worldwide Enterprises>New Elyrlt:e\’zlt{::i]t:rtf Sé 2 R?igcc)ir?c;]?he
York>NY Sales>NY Retail Sales PP
formula.
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 statistical reporting that returns the quantity information in a financial report is as
follows:

afz]s A 3]

m
T
4
=
-

4

1 4

2 HOTEL LEMEIN INCOME STATEMENT 4

4

3 |For the Five Months Ending May 29, 2012 :

: :

5 4

| 6 THIS LAST $

7 YEAR % CPOR YEAR CPOR BUDGET CPOR

4

8 4

9 |Rooms Available 1680 1680 1680 j

10 |Rooms Sold 1295 1521 1512 r

11 b

12 ADR 117 44 100.27 112 :

13 |Occupancy % T7.08 40,54 90 4

14 3

e 4

[+] 26 |Total Sales 154743.34 100 119.493 15526163 102.079 172151.04 113.857 :
| 27 4

[+] 41 |Total Purchases 6645.93 4.29545 5.13276 6673.92 4.38785 738612 4885 3
42 <

[#] | 62 |TOTAL WAGES & SALARIES 22789.34 14.7272 17.5979 25507.8  16.7704 2621561 17.9384 §
63 b

1 4

[+] 72 |TOTAL PAYROLL BURDEN 417445 269766 3.22351 39498 2.50684 4057.531 2.68355 :
73 p

| T4 [TOTAL COST OF SALES 33610.72 21.7203 25.9542 3613152 23.7551 37659.26 24.9069 §
N T T e P Trr Y v
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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 account name from your General Ledger based on
the account number given, 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 from Filters the companies to return a specific

Company  Required the General Ledger. company name.

Used to reference one or more General
The account code from the main Ledger accounts for which values must be

GLLink Required accounts or accounts list retrieved  returned. Supports main accounts,
from the General Ledger. accounts, account ranges, account

wildcards & account addition/subtraction.

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",$C10) :
)
A B C D E F G H - ‘
1 4
¢
FINANCIALS ¢
, @ABX Income Statement :
£ 1 <
3
Function Arguments
4 Current Period: 2 R GLAccountDescription
5 Budget Code: Original
s Company | “ABX™ = CABXT
; GLLink | 5¢10] = "40000-01-000-000-000"
3 = "Desk 5ales:Irvine-Main™
9 2 Returns the account description.
5 " " GLLink is the account code from the main accounts or accounts list retrieved
10 40000-01-000-000-000 |=GLAccountDescription("ABX' .$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
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 Cancel
15 40000-03-002-000-000 Desk Sales:New York-Broadway

Pl d b b P PP PP PP PP PI PP PP IIT LI PPPPIIPP PP PP IPP PP PP PT P PP PP PPPPPP PP PP PP PP PP P TP P PP PGP I T I TP PP PP P70
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Dynamic Range Formula

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

Description

The GLDynamicRange formula refreshes General Ledger accounts and can exclude rows with
zero values, applying all the filters specified as arguments. Each argument can be a cell reference,
a constant, or a named range.

Syntax

=GLDynamicRange(DynamicRange,AccountNumberColumn,AccountRule, ExcludeZeroRows)

The GLDynamicRange formula syntax has the following arguments:

What needs to be

, , , -
Filter Need filled in 2 What is the purpose of the filter 7

Used to reference one or more General
Ledger accounts for which values must be

DynamicRange Required The template range. returned. Supports main accounts, accounts,
account ranges, account wildcards & account
addition/subtraction.

The account code from
the main accounts or
accounts list retrieved

Filters the General Ledger accounts being

AccountNumberColumn Required referenced to a specific account number

from the General Ledger. column.
Depending on what level
you have set your layout
at. (Level — Account
Optional Group, Account Type, Filters the General Ledger accounts being
AccountRule o
Account Category). If referenced to a specific account rule.

your layout is set up at
an account level then the
Account Rule is required.

Filters the General Ledger accounts being
referenced to either display or not display
rows with zero values.

1 = Exclude Zero Rows,

ExcludeZeroRows Optional 0 = Include Zero Rows

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.
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Example

An example of a GLDynamicRange formula could be:

=GLDynamicRange($B10;$C$3;E$6;$C$2;;;$B$9)

¢

E10 e X v K =GLActual($B10;$C53;E56;5C52;;;5B59) ¢

4

’

A B C ol E | F G H | J s

¢

-

! ABA Income Statement FiNAY

’

2 Company: ;

3 Yoar: Function Arguments ‘

“ GLActual g
ual

5 Period = :

: -1 :

10] sccomcoegoncose | 7] - ‘

LAl VRNV Y

- oo L :

s AccountTypeCode 1 ‘

’

15 | GrossProft [ 67500320 atsncerype A

17 v

8 Operating Expense 0,00 = -675003,.2 .

— N Returns the month to date general ledger actual amount, ¢

19 GLLink is reguired ’

20 RollupTypeiCode is the rollup type code retrieved from the gel's

21 [ netprofie ___________J 67500320 :

’

fzgIIIIIIIIIII)IIIIII)IIIII)IIIIII)IIIIIIIll'l"l'l'l"ll'll'lll’)IIII'IIIIll"l}lll"l'l'l"l’l
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