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Report Designer Overview

About the Report Designer

The Sage Intelligence 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 Sage Intelligence Layout Generator

and the Sage Intelligence Task Pane.

The Layout Generator gives you the power to transform Microsoft® Excel® data, in a raw worksheet

format, into a meaningful layout by using an intuitive drag-and-drop interface.

117} Report Designer = H
layout design
I - S e —
layout options
Chart of Accounts o clear
Company Code P clear
Ledger Type P clear
Year P clear
SiteCode P clear
Source Currency P clear
Budget Code P clear
Budget Version P clear
Balance Type D clear
Balance Source P clear Save Layout
Reporting Tree Unit lear
porting Tree Uni P cdlea Help @
_ | Show Account Detail
Generate

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

functionality.

FINANCIALS

Opening Balance

Closi

Current Period

formulas

Account Decsription
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The Report Designer Process

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

Cerate a new or Save the workbook

open an existing Design your layout. as a report or
report or template. template.

The Report Designer extracts information from your Sage Pastel General Ledger. It then uses your
customized report columns and rows to produce professional reports that are customized to suit your
organization's requirements.

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
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 | am not that familiar with ' Use the Layout Generator to
designing my report layout Microsoft Excel design your report layout

| am familiar with Microsoft e e Vot Gencrutontn

Excel but | need some help to —’ gesign yourreport layout and

: then if you prefer, customize
| would I{kﬁ: to take control of get started it further using the task pane.
all design aspects of my

report layout

| am very familiar with
Microsft Excel especially
formulas

Use the task pane to design
your report from scratch

If you do not have an advanced knowledge of Excel then the Layout Generator provides an intuitive
drag-and-drop interface to design reports. If however, you do have an advanced knowledge of Excel
and are familiar with Microsoft Excel formulas, then the Task Pane provides a complete solution to
design your reports using powerful 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 relevant Report Designer report.

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.

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

Saving Reports and/or Templates

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

Save Layout
Help @
Generate @

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

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

The options are as follows:

lcon  Group Label Description
New Layout will open the Layout Generator to allow
Mew Bl Reports New Layout 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 the
- Bl Reports Quick Generate Manage Layouts option and then generating your
Quic layouts, you can generate them from the Quick
Generate =
Generate menu.
j‘ Quick Edit is a drop down menu of all the report
. . layouts previously saved and allows you to select a
Quick BI Reports Quick Edit report to edit without having to open the Manage
Edit - Layouts option first.
@ Manage Layouts will open the Layout Management
window which will display the existing report layouts
Manage Bl Reports Manage Layouts that ship with the Report Designer and any new
Layouts layouts that you have created.
o BI Reports Show Task Pane Show Task Pane will open the Report Designer Task
ow Pane.
Task Pane

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide
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Designing Reports using the Layout Generator

Accessing the Layout Generator

Accessing the Layout Generator to Design a New Layout

1. Onthe Bl Tools tab, select New Layout.

Bl Tools

S B K
Quick Quick Manage Show
Generate~  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.

117} Layout Generator - IS ol Bt TS

Ia>’°“t riesign; .Yow:ss coipty [rom P

layout options text columns columns  rows

Company Code p clear
Year P dear
Reporting Tree Unit ol clear

Show Account Detail

Show Subtotals at Bottom

Save Layout @
Help @

Generate @

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide Page 5 of 103



Accessing the Layout Generator to Edit an Existing Layout

1. Onthe Bl Tools tab, select Manage Layouts.

ew

Quick

Layout Generate -

4

Quick

Edit -
BI Reports

2. The Layout Management window will appear. Select the layout and click Edit.

Report Designer

o

Layout Management

Balance Sheet

IS - Actual vs Prior

IS - Actual YTD by Site

Budget

IS Analytical Actual vs IS Analytical Actual,

Budget, Prior

Trial Balance

Generate @
p_Edit(2)
Copy
Delete @
Help @

3. The Layout Generator will appear with the applicable layout configuration you selected.

4. You may now edit your layout.
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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 layout design row sets

Groupby |inone) |P clear

'\

layout om text

Chart of Accounts
Co e
Ledger Type

Year

SiteCode

Source Currency
Budget Code
Budget Version
Balance Type
Balance Source

Reporting Tree Unit

| Show Account Detail

clear
clear
clear
clear
clear
clear
clear
clear
clear

clear

" P PP PP VvP oo VOO

clear

Save Layout @
Help @
Generate @

Tab Headings

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

layout options text columns

columns

FOWS
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Lookup Values

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

layout options |text columns column:s WS
Company Code L |clear
Year L |clear
Reporting Tree Unit L |clear
[] Show Account Detail

[] Show Subtotals at Bottom

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 | L clear

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.
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Designing a New Report Layout

Process to Design a New Report Layout

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

Add Layout

Options

® These actas
filters for your
report data

¢ These indicate
the descriptive
text of your

Add Text
Columns

rows

Add
Columns

¢ These indicate ®These are
what you see

across the top
of the layout

Select a
Row Set

selections of
commonly
used rows

| [ \ \ Repoﬂ&ener - IS - ActNal vs Prior

Add Rows

* These indicate
the rows you
see down the

left side

| - meni

Generate
Layout

layout desig

g
b
a
3
<}
[

Account

Revenue
Spacer
Cost of Sales

Spacer

Gross Profit
Spacer
Expenses
Spacer

Other Expenses

Spacer

Net Profit/(Loss)

Spacer

Pri~..Actual 10
Spacer

Actual 11
PriorAraal 11

layout options

Chart of Accounts
Company Code
Ledger Type
Year

SiteCode

Source Currency
Budget Code
Budget Version
Balance Type
Balance Source

Reporting Tree Unit

[¥] Show Account Detail

Actual 12

PriorActual "«

ActualYTD 12
PriorActi....

text columns columns

BRI iF:
180 | »
= 10
200 P
‘Wmncrsh ‘ jo
| »
| p
| P
‘ bl
iLedgcr yol

pol

[¥] Show Subtotals at Bottom

®

Selecting this option may slow
down the layout generation.

Group b

rows

clear
clear
clear
clear
clear
clear
clear
clear
clear
clear

clear

C—

o
-
]
=
B
<
~
(=}
=
o

Spacer

ActualYTD 13

]
=
1
<
P
2
=
a

Save Layout

Spacer

)

@

Help

Generate
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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 Excel to manipulate the data being retrieved from the General Ledger.

Layout Generator Microsoft Excel

H ©- = Demonstration Report Desi
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

M5 » @ x BB B

layout options text columns columns  rows

Mew Quick Quick Manage Show Send  Select Manage Distribution
Company Name |Soﬁ||nc Jel clear Layout Generate~  Edit - Layouts Task Pane Mow  Instructions Instructions  Settings
Fiscal Year |2013 o clear Report Designer Distribution
Branch Code | L clear G339 - fe || =SUBTOTAL(9, GA0:G131)
Reporting Tree Unit | o clear
z A B C D
Selecting this option may slow .
Show Account Detail @ down the layour generation. 1 C.ompan}fName ’Softlme
[C] Show Subtotals at Bottom 2 |FiscalYear 2013
3 |BranchCode
4 |ReportingTreeUnitPath
7
r
- g [10 Sales

9 |10-1001-000-00-A-GDS Sales Sales None None HO & Manag
10 [10-1001-036-00-D-GDS  Sales/Diesel/Mane

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 Excel performance issues, as a result of inserting too many accounts
into a single Excel worksheet. If you would like this function to be enabled, consider further filtering
the data being provided in your report within the Report Manager.

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

Note: The Layout Options do not support multiple company codes. In order to do multiple company

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

The Text Columns determine the descriptive text of the rows you want to view in your layout. The
Account Number and Row Description are typical text columns on a financial report.

Microsoft Excel

13000000 Accounting Fees
"3050000 Advertising & Promotions
3150000 Bad Debts

200000 Bank Charges
250000 Cleaning
300000 Computer Expenses

Consulting Fees

Courier & Postage
Depreciation

Discount Allowed for Cash
Donations

Electricity & Water
Entertainment Expenses
Finance Charges

General Expenses

D S G e an o an aw e o o o

Account
Actual 10

4
’

layout options text ¢
s
ACCOUNT DESCRIPTIC

[ — - v
Spacer J 5 g
PO IIIIIIIII e ’

To add fields to the Text Columns area:

SRS ANAANANASAANANASAANASADNAAANADNAANYN

5

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

Group by

|

columns rows

Spacer

Budget 11

Actual 11

=]
—
®
3
&
g

Spacer
Spacer

Sales

Cost of Sales

'.r.é;)a(er

Gross Profit/(Loss

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

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

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

I layout design row sets

Budget 09
Var 09 - Act...

sales layout opt

To clear all of the fields from the Text Columns area:

1. Click Clear All.

Clear l@
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Columns
Formula Columns

Adding and Removing Formula Columns

The Columns area determines what you see across the top of the report layout. In an income statement,

this would typically be Actual, Prior and/or Budget amounts.

Layout Generator
Report Designer - IS - Actual vs Prior - o IEl
row sets
: Il |z 2 | ME 3 ME
NEl ME E Sl ME PE
3 g z |2 < I { B E | : ENEN -
g 18 =l 8 E‘ | = s 1M E IS B
Sl g1z |ER z |B = |EM: |= IEEE | JER
col Sagch~ | P clear
~ Ty,

Microsoft Excel
Actual 01 PriorActual 01 Actual 02 PriorActual 02 Actual 03 PnorActual 03 Actual 04 Prior?
21 156 123 21534 154 20 158 632 22 365 890 24 589 672 21 547 830 21 458 695 23

Adding Columns to the Columns Area

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

layout options text columns Jcolumns| rows
e — T
FORMULAS CALCULATIONS
alt
A yPeriod ActivityPeriod02 AL PeriodD3 ActvityPeriodd
A tyPerionds Act Periodle A\ tyPeriodD? ActivityPeriodis8
thtyPeriod ActvityPeriod10 ActivtyPeriodll ActivityPeriogl2

You can neaten your report layout by adding spacers. Clicking Add Spacer inserts a blank column.

Spacers can be dragged and dropped into position.

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide

Page 13 of 103



Removing Columns

To remove a single column, right-click on the column field in the Column area.

row sets

Right Click

on
=)
©
=
B
<<

Actual 01
Spacer
Actual 02
Spacer

To remove all columns, select Clear All. This clears all of the fields from the Columns area.

Clear A@

Adding a spacer to the Columns area

A spacer will insert a blank column allowing for easier analysis and/or neater report layouts.

Click Add Spacer.

ACTUAL 13
BUDGET 13
Varl3 - ActB.
Spacer
ACTUAL 14
BUDGET 14
Varld - ActB...
Spacer

axt columns  columns rows

P dies

ULATIONS

Add Spacer @
= Clear All ®
ACTUAL 05 all Add Calculation
Add Columns @

ACTUAL D8 ACTUAL 09
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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.

Select Add Col

umns.

Select Columns:

quarters years

ACTUAL O & Q2

ACTUALQ3 & Q4

Select items to add a column for each period belonging to the groupings belaw :

ACTUALYTD O &

ACTUALYTD Q3 &

Q2 Q4
ACTUAL | ACTUAL CTUAL | ACTUAL ACTUALY[|ACTUALY] JACTUALYJACTUALY
! @] Q4 TDOOl || TDO2 oGO3 || ToOs
LASTYRO1 & Q2 LASTYR O3 & 04 PRIORYTD O1 & Q2| |PRIORYTD Q3 & Q4
LASTYR || LASTYR | | LASTYR || LASTYR PRICRYT||PRICRYT| |PRIORYT||PRIORYT
(o] Q2 Q3 Q4 D D Q2 DQ3 D4

]
YT
YTL
Var

'ch P clear

Add Spacer @

Clear All (X)
dd Calculation

BUDGET (M & Q2

Add Columns

PRIORBUDGET O
& Q2

PRIORBUDGET Q3

& Q4
OK

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

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 quickly see which columns fall under similar categories; for example by company, site
or fiscal year.

Before adding a column group:

1]z] A B C D E F
1 [Company DemoCo
2 |Year 20152020
3 |BalanceType
4 |Currency CaD
3 |CurrType F
6 |BudgetSetCode
7 |ReportingTreeUnitPath
9 ACTUALOY ACTUALDZ ACTUALDZ
10
+| 11 4000 to 4160 Revenue 7 136 482 6792 364 7522 240
40
Ed 41 5000 to 5051 + 5500 to 5600 Cost of Sales 2 582 306 2387718 2 283 596
66
67 Gross Profit 4 554 176 4 404 646 5 238 644
68
4| 69 4200 to 4240 Other Revenue 430 828 452 690 441 070
77
78 Total Income 4 985 004 4 857 335 5679 714
After adding the fiscal year as a column group:
[1]z] A B C D E F G H I
1 |company DemoCo
2 |BalanceType
3 |Currency CAD
4 |CurrType F
5 |BudgetsetCode
6 |ReportingTreeUnitPath
7
8 Code 2019 2020
g Description 2019 2020
11 ACTUALOL ACTUALOZ ACTUALOS ACTUALOL ACTUALOZ AC
12
13 |4000 to 4160 Revenue 4835710 4251002 48429030 2300771 2541361 26
42
43 |5000 to 5051 + 5500 to 5600 Cost of Sales 1658 266 1179 904 1075 830 924 040 1207 814 12
68
69 Gross Profit 3177 444 3071008 3 767 100 1376 731 1333548 14
70
71 (4200 to 4240 Other Revenue 230 021 221762 205 551 200 807 230 928 2
79
80 Total Income 3 407 466 3292 860 3072 651 1577538 1564 475 17
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Adding a column grouping

Click the magnifying glass.

n row sets

Select a Group By Field

‘ Site Code Fiscal Year Balance Type Currency ‘

‘ Currency Type Budget Set Code Reporting Tree Unit

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

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

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide Page 17 of 103



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:

Select the Columns tab.

Click Add Calculation.

Calculator

formul t |s=arch P clear

B 1: - ®
Add spacer (3)
2dd value (@) Clear All (X)

set % :-f_‘;.ﬁ' :
- Add Caleulation

set varian,.. |3}
Add Columns @

e ———

I save || 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.
: These are the calculated fields which are already created which can be used in
Calculations
formulas.
Functions Include your addition, subtraction, multiply, divide and parenthesis.
Scroll bar Scrolls between all the account items or calculation items.
Allows you to add a value in the formula you create. For example calculating
Add value GP%. You would need to include a value of 100 to build this formula

(GP/Sales)*100

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

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

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

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

Cancel Closes the calculator.

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

2. Select the plus sign (+).

3. Select Actual 02.

4. Select the plus sign (+).

5

Select Actual 03.

Calculator
+ Actual 02 -
account columns calculation columns
. . 5 e clear all (%)
Actual 0 Actual 03
’
Actual 04 Actual 05 Actual 06

enter value add value@

Actual 07 Actual 08 Actual 09 set %(3)

set variance @

Actual 10 Actual 11 Actual 12

A cdy o= IVTHY NS I A mdu=IVTHY O [ Aty aIVTH ND

save | I cancel

6. Click Save.

7. Enter the formula name as 1st Quarter.

Set Variance Option
e The set variance option caters for standard accounting calculations.

e The Variance calculation is based on the Account Type.
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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

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide Page 20 of 103



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.

wyout options text columns | columns
CALCULATIONS

Right Click

Edit Calculation

Delete Calculation

New 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
Managing Row Sets

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

The purpose of using Row Sets
Row Sets allow a user to set up selections of rows that would commonly be used on several layouts of

similar types, for example income statements. Row sets can include Accounts, Financial Category
Codes or Report Writer Category Codes.

"I Loyout Generator - 1 - Actual vs Budget

v
’ Microsoft Excel
’
I layout design row sets A 4 ¢
¢ [+ 6 10.1 Sales g
(© Income Statement Account Range 2 4] 15 2000000 to 2699999 Cot ot Sales S
: 16 A
description type rule ¢ 2 17 Gross Profit/(Loss) 4
. Sales Account v [10+M ’ 18 .
s 1 ’
Cost of Sales Account v || 2000000 to 2699999 ’ +| 50 3+4+50 Expenses .
= 4+ (4] 60 12+13414.27+28+29+9999000 Other Income 4
XPENSEs Account v [3+4+50 ¢ 61 ’
d s
Other | | [12+413414+27+ 28+ 2949999000
seholciiind Acoount A 62 Net Profit/(Loss) Before Tax A
- ’,
Illllll/llllllllIIIIIIIIIIII/lllll/l’llll: 'II16/311IIII’IIIIII'/IIIIIIIIIIIIII’IIIIIIl

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.

[TH Layout Generator - IS - Actual vs Budget =
lavn t i)<: 1 t
layout design row sets
(© Income Statement Account Range
description type rule
Sales Account v |10+1
Insert @
Costof S Account -
Expenses Account v|[344+50 Clear ®
Other Income Account v 12413414+ 27+ 28+29+9999000
Save
- Help @
preview
chart of accounts account account description
Software Sales 2000000 Cost of Sales / Purchases
Software Sales 2100000 Inventory Adjustment
Software Sales 2150000 Inventory Count Variance
Software Sales 2200000 Purchase Vanance
Software Sales 2400000 Recovery Account
Software Sales 2400010 Labour Cost Manufac Variance

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

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide Page 22 of 103



Accessing Row Sets:

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

Add new Row Sets

Edit existing Row Sets

Rename Row Sets

Copy Row Sets

Delete Row Sets

I layout design row sets

Create new row sets and manage existing row sets here

S Items IS items TB ltems

A g @
Edit @
Rename @
copy @)

Delete ®
Help @

Adding a New Row Set

1
2
3.
4

5.

Select Add.

Enter the required Row Set name.

Select OK.

Use the free form editor to create custom row groupings based on Account or GL Category Code
rules using wildcards and account ranges.

Click Save.

Editing an Existing Row Set

1
2
3.
4

Select Edit.
Make the necessary changes.
Click Save.

A confirmation message will appear. Click OK.

Renaming an Existing Row Set

1.
2.
3.

Select Rename.
Type in the new name for the row set.

Select OK.
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Deleting a Row Set

1. Select Delete.
2. A confirmation message will appear.

3. Select Yes.

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.

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 |{m:1nn} o é—’

Select a Row Set

2. Select a row 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

A

ACCOUNT ROWS CALCULATION ROWS

Sales Cost of Sales Salaries Employee Expenses

~_id Bullding Dep |Media & Production nk Interest & Charg | Office Equipment

Employee Expensd

tor Vehide & Transg

Freehold Building
Media & Productid

Bank Interest & C

Spacer Select Row Set [Samo‘e Income Stat.. ] pel Isea.'ch ] L clear

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

area into the correct order.

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

Removing a Single Row

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

Spacer

Cost of Sales

Right Click

Employe\' Expensg

Freehold Building

Media & Productid
Bank Interest & C

Office Equipment

Motor Vehicle & Ti

Clearing all of the fields from the Rows area

1. Click Clear All.

Clear A@
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Adding a spacer to the Rows area

A spacer will insert a blank row allowing for easier analysis and/or n

1. Click Add Spacer.

eater report layouts.

—
[IT] Report Designer - 15 - Actual vs Budget

(o O]

I layout design  row sets

Revenue

d s |8
= @
g 8 8 8 2 12
€ g _ - _ - _ - _ E a .
g S z B ol < - |- B
= 2 |8 2 | j El © = s I
< 5 i < i < i < v g 1% Iz
Spacer layout options text columns columns — rows — [swach | Pdlear

ACCOUNT ROWS  CALCULATION ROWS

Spacer

Add Spacer (+]

Cost of Sales

m e

Spacer

Spacer

Gains and Losses Income Taxes

Other Revenue

Clear All ®

Add Calculation
Other Expenses Depreciation Expenses

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 Calculation.

o
H 3 H
—

Calculator

account rows calculation rows

Add Spacer @

Clear All @

Calculation

mE | BRI
Sales Cost of Sales Salaries -
1ployEe Expens||old Building De||:dia & Product ‘ .~
enter value add Va|ue®
Interest & Che||/ffice Equipmer || Vehicle & Tra set %@
Travel Expense || Dther Expense: Taxation
save I I cancel

Help m
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3. The calculator will open.

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

Feature Description

Clear all

Clears all fields from the Calculation Area.

Account columns

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

Calculation columns

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

Functions Include your addition, subtraction, multiply, divide and parenthesis.
Scroll bar Scrolls between all the all the saved standard items.
Allows you to add a value in the formula you create. For example calculating
Add value GP%. You would need to include a value of 100 to build this formula
(GP/Sales)*100
Will save the formula you create. A window appears where you can name the
Save formula. The formula will be saved and will appear as a button in the
calculated field’s area of your Layout Generator.
Set % Displays the results of the formula as a percentage, rather than an amount.
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

Cost of
Sales

EAEE @
Sales Cost of Sales Salaries
i
ployee Expens||old Building De|[:dia & Produc
enter value add vaIue@
Interest & Chz||'ffice Equipmer || Vehicle & Tra set % @
Travel Expense || Dther Expenses Taxation

save

I | cancel

4. Select Save.

5.
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Managing Calculation Rows

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 Rows Area, click Calculation Rows.
2. Right-click in the calculated field’s 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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Reversing a Negative Sign

When you generate a pre-defined layout, you will notice that certain fields in the Row Set have their
signs switched, in particular, sales accounts which are stored as negative values in the underlying data.

By default the field’s sign status will be the same as that in the underlying data — for sales accounts this

will be negative values. You have the option to switch the sign of any of these fields that you include in
your Row Set.

This is important for accounts with credit values such as liability and 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 I:nccme Statement | jol Isearch l L clear

ACQ S CALCULATION ROWS

or Vehicle and Trans

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 ROW

Example: Before switching the sign on Revenue:

ACTUALDL ACTUALOZ ACTUALDZ
Revenue (7 136 482) (6 792 364) (7 522 240)
Cost of Sales 2 582 306 2387718 2 283 596
Gross Profit (9 718 788) (9 180 082) (9 BOS 836)
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After switching the sign on Revenue:

ACTUALOL ACTUALDZ ACTUALDS
Revenue 7 136 482 6 792 364 7522 240
Cost of Sales 2 582 306 2387718 2 283 596
Gross Profit 4 554 176 4 404 646 5238 644

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 Excel.

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

1[2] <A B C E F G H I

1

2 @Demo Company Income Statement

3 Current Period 6

4 Company DemoCo

5 Currency: CAD

6 Currency Type:

8 2020 2019

9 Current Month Year To Date Current Month Year To Date
- 11 Revenue 607299 10 148 897 64 1832344 59 1349170776
+] @ Cost of Sales 1829.47 4 621579.86 820 376.99 4 567 270.46

67 Gross Profit/(Loss) 424352 55627 317.78 1011 967.60 8 924 437.30
+ 69 Other Revenue 278730 1214 152.16 215019.81 129269394

78 Total Income 7030.82 6741469.94 1226 987 41 10217 131.24
+ 80 Other Expenses (301.85) 493562788 887 063.47 10 770 052.96
+| 186 Other 66.72 74334 10.63 2301261
+ 194 Depreciation Expense 000 250 000 00 40 000 00 240 000 00

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

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

If you had 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.

I layout design  row sets
[Grovpby Jriscaivear 1 clear

Microsoft Excel

i A 8 c E G H 1 K M
=S 1 [company DEMOCO
HH
8
212 3 cap
S 4 F
Aeudgetsetcode
6 |ReportingTreeUnitPath
Cost of Sales Company Cade DEMOCO p 9
fiscal Year 209200 P der ) 1 ACTUALOL ACTUALO2 ACTUALOS ACTUALOL ACTUALO2 ACTUALDS
{S_ﬂarsr ‘ Salance Type P 12 4000 16 4150 Revenue 2666 287 2372679 2943183 1670481 1889 808 1995 181
= Curency o P ce = N
- 14 [5000 to 5051 + 5500 to 5600 |cost of Sales | 924 267 744034 763 597 77190 867064 887 657
Currency Type Functional ol P
L, 16 Grossprofit || 1742020 1628 646 217958 993291 1022748 1107 524
Spacer Show Account Detail 18 4200 to 4240 Other Revenue || 230021 221762 205 551 200 807 230928 235519
Show Subtotals at Bottom 19
Save Layout @
Spacer ol 2
Help ® 22 |5400 to 5450 + 6000 to 6140 {Other Expenses || 506 365 525719 1210325 1056 418 1007 793 1045 135
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

([0 Report Designer - IS - Actual vs Budget

I layout design  row sets

(© Income Statement

Microsoft Excel

10

11 4000 to 4160

40

41 |5000 to 5051 + 5500 to 5 Cost of Sales

66

description

. Revenue
Cost of Sales
Other Revenue
Other Expenses
Depreciation Expenses
Interest Expenses
Gains and Losses

Income Taxes

Sage Pastel Version 14 Intel

account rule

4000 to 4160

5000 to 5051 + 5500 to 5600

4200 to 4240

5400 to 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + BODD
6160

6300 to 6320

7100 to 7200

9000 to 9100

AAAAAAA.AAAAALAAAAAAAAAA.AAL &

ligence Reporting — Report Designer User Guide

67
68
[+] 69 4200 to 4240

> 7

78
79

1906160
192|710 to 7200
199
200
201
[+] 202 6300 to 6320
205
206
207
+| 208|900 to 9200
211
212

[+]+]+]

bl LA AL LA BLARLBBAMBANAS

Revenue

Gress Profit

Other Revenue

Total Income

B0 | 5400 to 5450 + 6000 to 6 Other Expenses

Depreciation Expenses
Gains and Losses

Net Profit before Interest and

Interest Expenses

Net profit before Tax

Income Taxes

Net Profit
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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.

Note: When your layout is generated the period row is automatically hidden by Sage Intelligence
Reporting.
Curriype
6 |BudgetSetCode
7 |ReportingTrealnitPath

o [
9

ACTUALDL ACTUALDZ ACTUALDZ

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

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

Gross Profit 1376731 1333 548 1471 544

4200 to 4240 Other Revenue 200 807 230 928 235 519

Total Income 1577 538 1 564 475 1 707 063
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Designing a Basic Income Statement

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

1. Onthe Bl Tools tab, select New Layout.

Quick
Generate -

Bl Tools

S B Kk
Quick  Manage Show
Edit - Layouts Task Pane

El Reports

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

3. Click OK. The Layout Generator will appear.

Adding Layout Options

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

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

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

layout options Jtext columns columns  rows

Company Code L [clear
Year L |clear
Reporting Tree Unit L |clear

[] Show Account Detail
[] Show Subtotals at Bottom
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Adding Text Columns

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

A0

Group E

pacer
Yace

ActivityPeriod!

AccountDesc

:'\,X}lll

L
Salanies

=

layout options | text columns | columns rows

Account ‘ AccountDesc SiteCode
Employee Expensd -

Freeohold Ruilding

Adding Columns

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

layout options text columns Jcolumns| rows

Cra—

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

In the rows tab, click the magnifying glass to view the available Row Sets.

layout options text columns columns | rows

Select Row Set |{m:1hn} L é’

Select a Row Set

Select a Row Set.
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Adding Rows

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

Sales layout options text columns columns | rows

' Spacer Select Row Set lSa"rp'e Income Stat... ] el Isea'ch ] P dea

I

ACCOUNT ROWS
Spacer Sales Cost of Sales Sataries | Employes Expenses

~.old Bullding Dep |Media & Production | nk Interest & Charg | Office Equipment

tor Vehide & Transg | Travel BExpense
Employee Expen:
Freehold Building

Media & Productid

Bank Interest & C

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

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

Select Generate.

Save Layout
Help @

Generate

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

A B C D E F G H
1 |Company DEMOCO
2 |Year 2019
3 BalanceType
4 | Currency CAD
5 |CurrType 3
6 BudgetsetCode
7 |ReportingTreeUnitPath
9 ACTUALDL ACTUALD2 ACTUALO3 ACTUALD4 ACTUALDS ACTUAL
10 (4000 to 4160 Revenue 2 666 287 2372679 2943183 1748 855 1928 359 183234
11
12 |S000 to 5051 + 5500 to 5600 Cost of sales 924 267 744 034 763 597 685 689 629 307 820 37
13
14 Gross Profit 1742 020 1628 646 2179 585 10632 166 1299 052 1011 94
15
16 14200 to 4240 Other Revenue 230 021 221762 205 551 215559 204 781 215 03
17
18 Total Income 1972041 1850 408 2385138 1278724 1503833 12269
19
20 5400 to 5450 + 6000 to 6140 + 6180 Other Expenses 9 506 365 525719 1210325 973 064 974 717 10147

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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Managing Layouts
Accessing Layouts

The Manage Layouts menu will list the existing report layouts that ship with the Report Designer and any
new layouts that you have created allowing you to manage them. You can manage layouts as follows:

1. From the Bl Tools tab, select Manage Layouts.

FILE BI Tools

¥y 7| KX

Mew Quick Quick
Layout Generate=  Edit -
Bl Reports

Manage| Show
Laycuts [Task Pane

2. The Layout Management window will appear.

Layout Management

Income Statement by ‘ Income Statement by Site Generate @
Company
. edit (£)

Delete ®
Help @

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

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

1. From the Bl Tools tab, select Manage Layouts.

FILE BI Tools

¥y 7| KX

Mew Quick Quick
Layout Generate=  Edit -
Bl Reports

Manage] Show
Layouts [Task Pane

The Layout Management window will appear.
Select the layout you wish to edit and select Edit.
The Layout Generator will appear.

Make the necessary changes.

o o M WD

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

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

Copying an existing layout will create an exact copy of an existing layout.

To edit layouts, do the following:

1. From the Bl Tools tab, select Manage Layouts.

FILE BI Tools

Yy 7| P

Mew Quick Quick
Layout Generate~  Edit 7
Bl Reports

Manage| Show
Layouts [Task Pane

2. The Layout Management window will appear. Select the layout you wish to copy and select Copy.

3. 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

oK | | Cancel

4. Select Next.
5. The Layout Generator will appear allowing you to make any changes to the copy of the layout.

6. 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 Bl Tools tab, select Manage Layouts.

FILE Bl Tools

Yy 4| P

ew Quick Quick
Layout Generate~  Edit 7
BI Reports

Manage| Show
Layouts [Task Pane

2. The Layout Management window will appear. Select the layout you wish to delete.

3. Select Delete.

4. 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' ?

Yes | | No l
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Generating an Existing Layout

Generating a layout will open the layout in Microsoft Excel.

1. From the Bl Tools tab, select Manage Layouts.

@ % »

ew Quick Quick
Layout Generate~  Edit 7
BI Reports

2. The Layout Management window will appear. Select the layout you wish to generate and select
Generate.

Layout Management

Generate @
Edit
Copy @
Delete @
Help @

i S ) Income Statement by Site _§
H Company i |

3. The report layout will open in Microsoft Excel.

Tip: You can also use Quick Generate to generate existing layouts.

M % 7 & %

[ ew Quick Quick Manage Show
Layout GenerateE Edit - Layouts Task Pane

f Balance Sheet
I5 - Actual Budget Prior

4
f I5 - Actual vs Budget
4

I5 - Actual vs Prior
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Quickly Editing Layouts

The Quick Edit option allows you to easily edit a layout without having to launch the Layout Generator

from the Manage Layouts option.

@ 45 72 &

Mew Cuick Cluick  Manage
Layout Generate=| Edit ELa}rDuts

rd
& 15 - Actual vs
# I5- Actual vs

# Balance Sheet
I5 - Actual Budget Prior

*

Show
Task Pane

Budget

Prior

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

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

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.

5’ Balance Sheet
I5 - Actual Budget P

I5 - Actual ws Prior

M % 7~ & %

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

4
5’ I5 - Actual vs Budget
4

rior

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

T[] ) B C D E F
1 |Company DemoCo
2 |Year 2019,2020
3 |BalanceType
4 |Currency CAD
5 |CurrType F
6 |BudgetSetCode
7 |ReportingTreeUnitPath
9 ACTUALOL ACTUALD2 ACTUALDZ
10
+ 11 4000 to 4160 Revenue 7136 482 6792 384 7522 240
40
hd 41 5000 to 5051 + 5500 to 5600 Cost of Sales 2 582 306 2 387718 2 283 596
66
67 Gross Profit 4 554 176 4 404 645 5 238 644
68
+ 69 4200 to 4240 Other Revenue 430 828 452 690 441 070
77
78 Total Income 4 985 004 4 B57 335 5679 714
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Designing Reports using the Task Pane

The Report Designer Task Pane

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

The model behind the new feature introduced by this add-in is to break down a report into reusable
pieces and then allow users to control where and how these pieces fit together to create a report. These
pieces are 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:

m Excel

o -

‘...

. |

Sage Intelligence

Connector

Report
Manager

o

Excel
Workbook

Report
Designer

Layout Generator
Task Pane
Reparting Trees

Distnibution
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Starting the Task Pane

The process to use the Task Pane is as follows:

Designyour Run Save Excel
Run the Report report dragging Template from
Designer report and dropping the Report

from withinthe financial Manager to save
Report Manager formulasinto your report for
Microsoft Excel future use

The Task Pane must always be started by running the Report Designer report in the Report Manager.
This report is automatically installed into the Designer folder in the Report Manager during installation.

‘st Home
1 Dashboard Reports
) Demonstration

0 Designer
Copy of Demonstration Financial Rep...

Copy of Financial Report Designer 1-0.
@ Demonstration Financial Report Desig..
@ Financial Report Designer 1-0 (Pv14)

] Financial Reports

] Genie Reports

1 Inventory Reports

1 Purchases Reports

15ales Reports

When prompted for the report parameters, select the financial data to view. The report parameters act
as filters.
The Task Pane will open in Microsoft Excel.

FINANCIALS

layouts

il
e A
4
5
B

Income
Statemant Act

“How to" videos Manage
1o help you get started

Find videos for “Anytime Learning

onour YouTubeCl . How to copy & rename reports
- new folders & repoets
eaming o

create & Snk report templates
your convenience 3 ¥ 4 PLASIEERETR

=7 Intelligence 1

%% Reporting %

E% Want to find out more? @ Who are we? O Get in touch! %

% e e e e nme Wl (@) oo %

B S o L o e - 1 7
» Home | Balance Sheet Summary Income Statement Act Bud Prior | Incon ... @) <
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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.

- X
FINAMCIALS
FINANCIALS fOI‘mU|aS
COpening Balance
DEMOCO Closing Balance
Actual
Accounts
Actual YTD
Currency X
. Budget v X
PR
Account Structure Budget VTD FINANCIALS T
Account Groups Current Year treeS tOOIS
Account Segments Current Period
Budget Sets Company Name
_ @ Worldwide Enterprises Missing Accounts
Segment Codes Quantity .

FINANCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

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

=X

FINANCIALS

formulas

Opening Balance

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

[H R\

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

BI Reports
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Generating Existing Layouts from the Task Pane

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.

1. From the Layout tab, select the layout you'd like to generate.

2. Drag-and-drop it onto a worksheet.

Y X

FINANCIALS

layouts

Manage

Balance Sheet

IS - Actual Budget Prior

IS - Actual vs Budget

IS - Actual vs Prior
IS - Current Month

Trial Balance

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

{ S|

The layout will then appear.

2 |FiscalYear 2012
3 |BranchCode
4 ReportingTreeUnitPath

6
35
+ 36 ] Property, Plant and Equipment 1641234
+| 75 23 Other Fixed Assets
77 33 Investment Property
+ 78 22 Investments
83 31 Intangible Asset
84 34 Financial Asset
8s 30 Other Non-Current Asset
86
87 TOTAL NON CURRENT ASSETS 1641234
83
+ 89 24 Inventories 14 904 581
+ a4 25 Trade Receivables 14 463 956
+ 97 1 Cash and Cash Equivalents 16 124 102
+ 109 3 Other Current Assets 473 985
118 19 Unallocated BS
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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.
Managing Layouts

1. From the layouts tab, select Manage.

v X

FINANCIALS

layouts

—~E

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 Z < c i
Income Statement by Site
Company

Generate @

From this window you can choose to edit, copy, delete or generate a layout.
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Lists
Understanding the Pastel Partner Intelligence List Structure

Lists are retrieved from the Pastel Partner General Ledger.

List Name Description Example

10000-00 Petty Cash
This is a list of the accounts used to define each class 40000-00 Sales

Accounts of items for financial transactions of a business. 73500-00 Postage Expense
75000-00 Salaries Expense
Financial Financial Categories represent the different sections of 21 Income

23 Cost of Sales

Categories  financial statements. 24 Expenses

Report The Report Categories list filters data on reporting 1 GLAccount
Categories  categories set up in the General Ledger. 2 Department
Currency Lists the currency codes set up in the General Ledger. $ Dollar

FRF French Francs

The exchange rate list returns the exchange rate
information managed within the ERP when creating
multi-currency layouts.

0.389105 $
0.784314 FRF

Exchange
Rates
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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 Excel worksheet.

A B Cc D E F 2
1 v X
2 @ Software Sales Income Statement I“I”;‘{‘;‘“
3 Company Software Sales
4 Year 2014
5 Period 1
—wis s VIONEN Year to Date Financial Categories
Financial Catego Financial Catejfory Description .
sales '90 sales Report Ca
Consulting 100 Other Income Currency
Online Support 100 Other Income S Rk
1 PP 100 Other Income R AT
Cost of Sales / Purchases 55 Cost of sales
ntory Ad :95 Cost of sales
'95 Cost of sales
'95 Cost of sales
2400000 Recovery Accou 95 Cost of Sales

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

1

Software Sales Income Staten

Period 1

I $CS4.5CSS) l

13 Cost of Sales (69 440.00)
23 GROSS PROFIT ©9 440.00

25 Other Income 0.00

25 TaTas wenssc VTS

2

3 Company Software Sales Account  SA11
: o o / Year SCS4
; -

8

- * [ =GlActualPastel($C$3,5A11,5C$4,5C$5)

A 8 c D F{.m'm' W uments

GlActuaiPastel
Company  $CS3|

Period  SCS5
FinancialCategory

Returns the month to date general ledger actual amount.

Ci

code

= "Software Sales™

from the general ledger.

Formula result = 0.00

Help on this function

(o |
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Changing Companies

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

v X
FINANCIALS
lists
Software Sales
Accounts

To change the company code:

1. Click on the Company Code.

v X

FINANCIALS

lists
\ Software Sales

Select a GL Company

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

Note: The Company Code is obtained from your Pastel Partner General Ledger.
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Formulas

Adding Formulas
There are two ways to add formulas to your Microsoft Excel worksheet.

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

A B c D E F -
1 ] v X
2 Income Statement FINANCIALS
3 Company Software Sales Ilsts
“ Year 2014
5
7
8
9 Accounts

10

e ——
12{5  Unaliocaled Balance Sheet & =

13 Share Caylital e = rigene
Retained|income
Sharehol flers Loans
Long Terr) Borrowings Exchange Rates
g Term Liabilities

Fixed Asskts

Investments

Other Fixild Assets

R GEuBGE
g

¢ Type the formula name directly into the cell.
Please refer to Appendix A for a detailed explanation on each formula.

[ o~

=G
B GLAcDescPastel |

@ GLActualPastel

#) GLActualYTDPastel

) GLBudgetPastel

(%) GLBudgetYTDPastel

@) GLClosingBalancePastel

@) GLOpeningBalancePastel
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Editing Formulas

There are two ways to edit the formulas.

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

[ 1= > R < Demonstration Financial Report D
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEV]

O - —

S P -%10 <A A T=Z2 - E Custom

_] [?B = ;
Pajte e (BT U- B+ DA E=E=EE B $-%
Clipboard Font = Alignment M Number
E11 \ *f =-GLOpeningBalancePastel(SCS3,,5C54,5411)

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.

? ’
X Vv =GLOpeningBalancePa el(fSl_S3,,SI‘.';-'-,SM1)‘10/100 p

L AR A A A A S A R R

¢ The formula parameters provided in the Function Arguments window will be used to specify what
data is retrieved by the formula. Each setting serves as a filter to retrieve the data. The filter is
applied in the order that the settings are displayed.

In the following formula example, Company is applied first, followed by Account, Year, Period and
FinancialCategory in that order.

GlActualPastel
Company | 5Cs3| @ = “Software Sales” -
Account = _:
Year |SCS4 - 2014 9
Period | $C$5 =1
FinancialCategory | SA1L - 90" -
=0

Returns the month to date general ledger actual amount.

Company a company code retrieved from the general ledger.

Formula result = 0.00

Hel is{ [ oK ][ Cancel ]
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Formulas can be edited manually if you are familiar with the format of the formula.

Please refer to Appendix A for a detailed explanation on each formula and its parameters.
Select the cell which contains the formula and then click within the formula bar and make your

changes.
SUM - X  f  =GlActualPastel(5C53, 5054 6C55,5A11)
Al B c D E F

1

2 @ Software Sales Income Statement

Software Sales

2014

1

3 Company
B Year

5 Period

7

8 -

9

10

1 [9135‘1:25

12

13 %5  Costof Sales

Current Month
Actual Budget Prior

|-~<}L»‘~ctua!°as(;‘ 20 000.00 0.00

(69 440.00) 1100000 (149 034.95)

Reversing a Negative Sign

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

formula.

{FActualpastel($c$3,,$C$4,5C$5,9A11)

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

Using Account Ranges

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

between those two values.

- X fo  =GlActualPastel($C$3,5A17,$C54,5C$5)
A B C D
1
@ GlActualPastel

2 Software Sales Income Statel Company |scs3 -

3 Company Software Sales Account  SA17 =

& Year 2014 =
Year =

5| Period 1 35

7 Period | 5Cs5 -

8 | FinancialCategory -

9

10 Sales 0.00 =

11 11000000 Sales 0.00 Returns the month to date general ledger actual amount.

12 . G a code

13 12000000 Cost of Sales / Purchases 0.00

14 12100000 Inventory Adjustment (69 440.00)

15 (2150000 Inventory Count Vag 0.00

16 [2200000 Purchase Vagd 000 | Formula result = |69 440.00)

172000000 70 2200000 scsascss) |

18 Help on this function

“Software Sales” A
2000000 YO 2200000"
2014

-

:

from the general ledger.

[ox ][ concer |

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

your reports. Alpha characters are also supported in an account range.
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Using Mathematical Calculations
Mathematical calculations can be performed on all GL Accounts. This includes addition and subtraction.
The mathematical calculation would be used in the cell which is referenced by the Account argument.

For example, typing 2000000 + 2100000 in the cell will give a total figure for Account 2000000 and
Account 2100000.

v » S =GlActualPastel($C$3,5A15,5C54,5C$5)
A B c D Function Arguments
1
@ GlActualPastel
2 Software Sales Income State| Company [scs3l 8] = “software sates’
3 Company Software Sales Account  SA1S ';'1_—(;] = "2000000 - 2100000
- Year 2014 =
Year || = 2014
5 Period 1 Sca 5')
7 - J14 Period | SCSS E&-_. =1
8] Cur~ . donth Y FinancialCategory ) =
9
10 Sales 0.00 o
11 11000000 Salkes 0.00 Returns the month to date general ledger actual amount.
12 . G y ac code ret from the g | ledger.
13 72000000 Cost of Sales / Purch 200 256.00
14 72100000 inventory Ag fent (69 440.00)
15 |2000000 + 2100000 | $C$4.5CSS) ‘I
:?’ Formula result = 69 440.00)
18 Help on this function ' oK
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Using Wildcards

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

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

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

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

Filter Description Result

All accounts starting with 244000 up to

- : I .
244007 Filter all accounts beginning with 24400 244009 with any digits thereafter.

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

- *  f~  =GlActualPastel($C$3,5A18,5C54,5C$5)

- B c D Function Arg o=
L GlActualPastel
2 @ Software Sales Income State| Company | scs3 ) - -soware sales .
3 Company Software Sales Account  SA13 @ = 2r i
7 Period | $CSS ] =1
;‘. FinancialCategory E.J = i

= 69340
Returns the month to date general ledger actual amount.

Company a company code retrieved from the general ledger.

Formula result = (59 440.00)

Help on this function oK | cancel
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Using Cell References

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

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

For example, if you wanted information for the year 2013 and you used 2012 in the Year parameter of the
Actual formula, you would have to modify every formula that used the old value. If you store the year in
a cell, you simply change that one cell and Excel updates all the formulas that use that parameter.

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

Using Relative or Absolute Cell References

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

In contrast, an absolute cell reference does not change when its formula is copied and pasted to other
cells.

An example of a relative cell reference would be A5 or B10.
An example of an absolute cell reference would be $A$5 or $B$10.

You can also mix absolute and relative cell references. An example would be copying a cell reference of
$A5, the column reference will remain A but the row reference will change to reflect the formulas new
location.

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

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

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

(112 A B c | D E F
1
2 6 Software
3| Company Softw|
4 Year 2014
5 Period 1
7 Current Month
8 | Actual Budget Variance
9

= 10 Sales =SUM(D11) =SUM(E11) =010-£10

I_ 11 (1000000 Sales =1'GLACtuaPastel $CS2 SA11,5( =-1"GLBudgetPastel SCSI SAT1.S =D11-E11
12

+ 13 Cost of Sales «SUM(D14:021) =SUM(E14E21) «(D13-£13)
22
23 GROSS PROFIT |-o|oma =E10-E13 =023-E23
24 |

4 25 Other Income ~SUM(D26:033) *SUM(E26:€33) »D25-E25
34 |
35 TOTAL INCOME !M =E23+E25 =D3S-E35
36

[+ 37 Expenses =SUM(D38.D68) =SUM(E38 E68) =(D37-£37)
69
70 NET PROFIT { (1 0SS) =D3S 037 =EISFAT =N70-F70

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

112] A B C D E F G H 1 J
:
2 é Software Sales Income Statement
3| Company Software Sales
< Year 2014
5 Period 1
7 Current Month
8 | Actual Budget Variance Actual Budget Variance
9
=] 10 Sales 0.00 2000000 (20 000.00) 0.00 2000000 (20 000.00)
L - " 'lm Sales 0.00 20000.00 {20 000.00) 0.00 20 000.00 (20 000.00)
12
[+ 13 Cost of Sales (69 440.00) 11 000.00 80 440.00 (69 440.00) 11 000.00 80 440.00
22
23 GROSS PROFIT | 69 440.00 9000.00 £0 440.00 69 440.00 9000.00 60 440.00
24|
+ 25 Other Income ‘ 0.00 1.000.00 (1 000.00) 0.00 1.000.00 (1 000.00)
34
35 | TOTAL INCOME | 83440 10000 59440.00 83440 10000 5944000
36
F} 37 Expenses ‘ 0.00 4 200.00 4 200.00 0.00 4 200.00 4 200.00
69
70 MET PROFIT /(1 OSS) REFORF TAX | £9 44000 SBM000 BIBL000 £944000 SB000 E364000 |
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Catering for New General Ledger Accounts

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

An example would be if you wanted to summarize specific accounts instead of listing each one as per
below.

The account range would be used in the cell which is referenced by the Account argument. If any new
accounts were added to the General Ledger, for example 2050000, it would automatically be included in
the account range, 2000000 TO 2200000.

v X« v =GlActualPastel($C$3,5A17,5C54,5C$5)
A 8 c D Function Arg B
1
@ GlActualPastel

2 Software Sales Income Statet Company [scs3 B = “software sales” -
3 Company  Software Sales Account | sA17 [ = 2000000 O 2200000°

. - E
4 Year 2014 Year |$CS4 | = 2014

5 Period 1 -

7 Period | SCSS ) -1

8 | FinancialCategory K = N
9
10 Sales - 69440
11 (1000000 Sales Returns the month to date general ledger actual amount.
12 > C a pany code from the general ledger.
13 12000000 Cost of Sales / Purchases 0.00
14 12100000 inventory Adjustment (69 440.00)
15 2150000 Inventory Count Va ).00

v o
16 /2200000 Purchase Vag ).00 Formula result = 69 440.00)
17]2000000 TO 2200000 SCS4,5CSS -
18 Help on this function OK | Cancel
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Missing Accounts

The Missing Accounts tool allows you to ensure that your report designer layouts are accurate by
checking the accounts that exist in the layout and comparing them to the accounts which exist in your
General Ledger. 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.

FINANCIALS

tools

Missing Accounts

Current Sheet
All Sheets

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

v X

FINANCIALS

tools

Missing Accounts

Missing Accounts

Hooray! You have no missing accounts,

If there are accounts missing from your current worksheet a Missing Accounts worksheet will be
generated in the Excel workbook to display the accounts that are missing from your current

A B [+ D E B~
v X
+|Missing Accounts for Income Statement Act vs Prior s
FAl Company Name |Account Number | Account Description Financial Categol too]s
3s sales 5200000 Retained Income / (Accumulated Loss) Retained Income
Software Sales 0 ng Term Li Long Term Borrowings
Software Sales 000 nstalment Sale Creditors Other Long Term Liabilties Missing Accounts View
wa Sales 000 an ildings - N o Xe +3
7 ware Sales 0010 il i 3
W les 0 lding Xe +3
s ) - xe s
ware Sales 0020 \ - ve s
2 |Software Sales ) ¢ x s
3 W S puter E nent - @ Cost X S MlSSiﬂg Accounts x
. s 0 puter Equip Accum Depre  Fixe
B st 5 n  Ceuipeat - NeEvaloe : You have accounts which existin your
report data that are missing from your
w s 0 e Equipment st Fixe s layout(s).
7 |Software Sales 0020 Office Equipment - Accum Depre Fixed Assets
< alac B R debittinae FUNEEA TPy Fivad Accate o
i Income Statement Actvs ... (3 < »
READY B @ M -——+ 100%
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Viewing Missing Accounts for All Layouts

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

2. Select View, All Sheets.

FINANCIALS

tools

Missing Accounts

o

View

Current Sheet

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.

A

c D E E [~

Software Sales

5

6

7 |Software Sales
8 |Software Sales
9 |Software Sales
10 |Software Sales
11 |Software Sales
12 |Software Sales
13 |Software Sales
14 |Software Sales
15 [Software Sales
16 |Software Sales

«

5500000

Missing Accounts for Income Statement Act Bud Prior

SW
5600000
6100000
6100010
6100020
6200000
6200010
6200020
6250000

Income Statement Act vs Prior

FINANCIALS

tools

Missing Accounts

Long Term Liabilities Long Term Borrowings

Retained Income / (Accumulated Loss) Retained Income

Long Term Liabilities Long Term Borrowings

Instalment Sale Creditors Other Long Term Liabilities

Land & Buildings - Net Value Fixed Assets

Land & Buildings - @ Cost Fixed Assets

Land & Buildings - Accum Depre Fixed Assets Missing Accounts X
Motor Vehicles - Net Value Fixed Assets You have accounts which exist in your
Motor Vehicles - @ Cost Fixed Assets report data that are missing from your
Motor Vehicles - Accum Depre Fixed Assets R

Computer Equipment - Net Value Fixed Assets -

Missing Accounts Income Statement Act vs ... (¥ < »

CALCULATING: (1 PROCESSOR(S]k 0%

CALCULATE
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Designing Financial Reports
Designing a Basic Summarized Income Statement

This is a demonstration on how to design a summarized income statement using the Report Designer.
We will be using the Financial Categories 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
1 —
2 @ Income Statement
3 Company Software Sales
4 Year 2014
5

2. Afew lines under the filters, drag-and-drop the Financial Categories from the Lists. You will use

this list to help create your report.

A B Cc D E F -

. @

3 Company Software Sales
K Year 2014
s
7

Income Statement

v X

FINANCIALS

lists

11 |Finai 4 -

12{5  Unaliocaled Balance Sheet

13[10 Share Cajital
R djincome

Sharehol flers Loans

Long Terr) Borrowings

Other Lorg Term Liabilities

Fixed Asspts

Investments

Other Fix}d Assets

Inventory|

®
EREWENE G

Financial Categories

3. Delete the columns and the accounts not required.

4. Insert a column heading for the period. You can drag the Current Period formula into the cell to

ensure the correct period is always

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

6. Change the Actual formula to link to the correct function arguments. You can do this by clicking the

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

D11 v x v Kk =GlActualPastel($C$3,,5C54,5D$8,5A11) Y]
A — e | Function hgumeds 7] @
1 —
@ GlActualPastel
= Income Statement : Company |scs3| [ES] = -software sates” -
Company Software Sales Account @ -
4 Year 2014 o = B
P Year |SCs4 (6] = 2014
7 o Period 5053 ] -1
8 = -l — \Flmnmlcneoory SAll @ - 90" =
L — =0
l SOS8 SA11 ) Returns the month to date general ledger actual amount,
Company a company code retrieved from the general ledger.
Formula result = 0,00
Help on this fundtion oK | Cancer )
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Tip: To change the sign of an account to/from a negative number, add a minus sign (-) to the
beginning of the formula.

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

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

Period
1
fill

| 106989.52_] / handle

Tip: If there are blank rows in between, you can also copy and paste the formula to the required rows.

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

A B C D
1
2 @ Income Statement
3 Company Software Sales
4 Year 2014
7 Period
8 1
9
10
11 o0  Sales 106 989.52
12
13 /85  Costof Sales 69 440.00
14
15 GROSS PROFIT / (LOSS) 37 549.52
16
17 1100 Other Income 0.00
18
19 /35 Unallocated 0.00
20
21 TOTAL INCOME 37 54952

9. Save your report.
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Designing a Basic Balance Sheet

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

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

B

2 Balance Sheet

3 Company
4 Year
5 Period

C | ‘D | E

Software Sales
2014
1

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

11 {10 Share Capital
13 fis Retained Incol

15 20 Shareholders

A B & D E F G H J -
1 [ v X
2 Balance Sheet FINANCIALS
al mpumy  mecomes formulas
4 I Year
5 Feriad Opening Balance
7 Closing Balance
8 Al isi
9 CAPITAL EMPLOYED Actual

me

Loan

17 [30 Other Long Term Liabilties

Actual YTD
Budget

Budget YTD

3. Drag-and-drop the Financial Categories list a few rows down from the filters. You will use this list to
help create your report.

A B

3 Company
B Year
5 Period

9 |FinatF -

10 Unallocated ||
Share Capital
Retained Inc
Shareholders)
Long Term Bo
Other Long Te
Fixed Assets
Investments
Other Fixed A

-
ey

=

o=y

TEREw

p

N
P
"

2 @ Balance Sheet FINANCIALS
Software Sales I|St$

alance Sheet

ime

fLloans
yowings

m Liabilities

Sets

D E F G H | J -
v X

Financial Categories

hange Rates

4. Delete the accounts not required, and create headings where required for your rows.

5. Add column headings for Opening Balance and Closing Balance period.

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

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

v > « [ =GlOpeningBalancePastel($C$3,,5C54,5A11)
A B c 0 E e s = =
1 Function Arguments
GLOpeningBalancePastel
2 @ Balance Sheet z
Company |scs3| = “Software Sales
3 Company Software Sales g— [—"4 Account =
4 Year 2014 —
. Period 1 Year SCS4 % = 2014
_» FinancialCategory  $all ]E] = 10
; ReportingCategory -
9 CAPITAL EMPLOYED ™ =0
10 T - Returns the opening balance general ledger amount.
110 S Captal [scsascsasai
1 Captal ) P
12 s Retained icome a company code from the general ledger.
13 20 Shareholders Loan
14 M0 Other Long Term Liabities
15| 35 Fixed Assets
16| 40 Investments Formula result = 0.00
47 A5 Divgr £ "l

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

9. Add the period to the closing balance period title. This allows you to change the period to see
different results per period.

Closing Balance

3

10. Drag-and-drop the Closing Balance formula onto your spreadsheet in the same row as your first
account.

11. Change the Closing Balance formula to link to the correct function arguments. You can do this by
clicking the fx button and making the changes or alternatively typing directly into the formula area

as below.
v X v K =-GLClosingBalancePastel($C$3,,5C$4,G56,5A11) ﬂ'F;andion w
A B C D E F G GLClosingBalancePastel
1 — Company | 5cs3} |%&i| = “Software Sales”
2 @ Balance Sheet : Account -
o " Year |scs4 (@] - 2014
3 Company Software Sales (i =
3 i 016 e _ Period | G35 =] -3
5 Period 3 e _SiencialCategory | SALL = 10
7 =0
: Retums the closing balance general ledger amount.
9 CAPITAL EMPLOYED Company a company code retrieved from the general leg
10 e
11[10 M85 Capttal 405 981.94 | $CS4.GS5.SA11
1215 Retained ncome (174 209.13
1320  Sharehokiers Loan Formula result = 0.00
1430 Other Long Term Lisbities 2
15 |35 Fixed Assets 154 983.00 Help gn this function

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

13. Add totals, grouping and formatting using Excel features and set your print area.
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A B C D E F G H
.1
2 @ Balance Sheet
3 Company Software Sales
4 Year 2014
5 Period 3

Closing Bal

7 Opening Balance Gt B
8 3
9 CAPITAL EMPLOYED
10
11 '10 Share Capital 405 981.94 405 981.94
12
13 M1s Retained Income (174 209.13) (154 985.00)
14
15 (20 Shareholders Loan 26 333.00 26 333.00
16
17 ?30 Other Long Term Liabilties 27 343.00 24 589.00
18
19
20
21 EMPLOYMENT OF CAPITAL

Tip: Under the Shareholders Equity, in this example, the accumulated retained earnings can be
calculated for the closing balance by using the following formula:

=$E$13+(-
(GLActualYTDPastel($C$3,,$C$4,G$8,85)+GLActual YTDPastel($C$3,,$5C$4,G$8,90)+GLActual YT

DPastel($C$3,,$C$4,G$8,100)))-GLActual YTDPastel($C$3,,$C$4,G$8,95)-
GLActualYTDPastel($C$3,,$C$4,G$8,105)-GLActual YTDPastel ($C$3,,$C$4,G$8,110)

where 85 is the Unallocated Income Statement financial category, 90 is the Sales, 100 is Other
Income, 95 is the Cost of Sales, 105 is the Expenses and 110 is Taxation.

14. Save your report.

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide Page 64 of 103



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. A knowledge of Excel formulas and basic accounting is required.

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

2. Select the cell above the Current Month\Period cell.

3. Drag the current year formula to the cell.

A B C D E F G -
1 [ * X
2 @ Income Statement FINANCIALS
3 Company Software Sates fO rmUlaS
4 I Year 2014
7 =
!

11790 Saks
1385  Costof Sales
15 GROSS PROFIT / (LOSS)

17 1100 Other income

21 TOTAL INCOME 3754852 Current Period

19 /85 Unalocated

231105 Expenses 0.00 Account Decsription

4. On the right of the Current Month/Period cell, create a heading named Period.

5. Inthe cell below it 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.

F8 - f =IF(ESS-1<=0,E$8-1+12,E58-1)

A B C D £ F

=

L]

(# Income Statement

a Current Year: 2013

5

6 2013

7 Current Month
8

9

10/ " 9 Revenue 2 675 459.32
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6. 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.

Fo ] s fe =IF(ES8-1<=0,E56-1,E96)

A B C D E F

(# Income Statement

Current Year: 2013

| 2013

Current Month Period
| 12

W N Oy oL N

7. Drag the data across using the fill handle to the new column you just created.

A B C D 13 F G

Current Year: 2013

4

5

6 2013 2012

7 Current Month Period

8 1

a

10| " 9 Revenue 2 675 459.32 3 955 406.99
12| "10 Cost of Sales 211319329 32125648
14 Gross Profit/{Loss)

16| " 4 Otherincome 576194 28209.25
18 Total Income || seaozzsr 366235976
20| " 2 Other Expense 590 602.67 87151645
22 Net Profit/(Loss) Before Interest & Tax —l
24| " 12 TaxExpense 0.00 (298 200.00)
2% Net Profit{Loss) After Tax | @2s7470) 308904331
28| " 14 Dwidends Paid 0.00 0.00
30 Net Profit ﬂIIIIIIIIIIIIIIIIIIIIIIII|!g,-- Fill

Handle

w
-
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8. Select the new column and drag the fill handle across to copy the data for the other eleven months.

A B C D E F G H
< Current Year:
S
6 2013
7 Current Month
8 1
9
10| " 9 Revenue 2675 459.32
12| " 10 Cost of Sales 2 11319329 32125648
14 Gross Profit|(Loss) 5622’6603I—
16| " 4 Otherincome 5761.94 28209.25 15 726.90
18 Total Income 568 027 97|11 366236976° 108326715
20| " 2 Other Expense 590 602 67 871516.45 648 089,53
22 Net Profit/(Loss) Before Interest & Tax (22 574.70)'_
24| " 12 TaxExpense 0.00 (298 200.00) 0.00
26 Net Profit/(Loss) After Tax (22 574. 70)|—
28| " 14 Dwidends Paid 0.00 0.00 0.00
30 Net Profit (2257470

Note: The year and period numbers changed automatically to cater for one calendar year.

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

10. Save your report.
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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. 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.

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

A B C D E F G - H 1
3 H
2 @ Summary Balance Sheet
4 Current Year: 2013
5 Current Period: 12
6

Opening Balance

7
8
>
10 Assets
1
12 Non Current Assets 570 932.91 724 069.83
13| % Property, Plant and Equipment 570 932.91 724 069.83
14| 31 Intangible Asset 0.00 0.00]
i3
16 Cument Assets 17 481 557.08 16932 251.22
20 TOTAL ASSETS 18052489.99  (INHZIE5692108
21
22
23 Shareholders Equity & Liabilities

3. Change the period numbers to reflect the quarterly periods.

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

8 (& D 3 F G H 1 )
1
: (@ Summary Balance Sheet
4 Current Year: 2013
5 Current Period: 12
6
Closing Closing Closing Closing
Opening Balance) Balance Balance Balance Balance
7 Period Period Period Period
8 3 6 9 12

quarter.
12 A 8 C [ E F G H 1 J
1
. (@ Summary Balance Sheet
4 Current Year: 2013
5 Current Period: 12
6
Closing Closing Closing Closing
Opening Balance Balance Balance Balance Balance
7 Period Period Period Period
8 3 6 9 12
>
10 Assets
1
- 12 Non Current Assets 570 932.91 724 069.83 865 007.99 75439124 801 965.79|
13 8 Property, Plant and Equipment 570 932.91 724 069 83 865 007.99 75439124 801 965.79|
}-j 3 Intangible Asset 0.00 0.00 0.00 0.00 0.00]
+ 16 Current Assets 17 481 557.08 16 932 251.22 1827841519 2015275833 26 111580.21
20 TOTAL ASSETS 18 052 489.99 1765632105 1914342318 20907 149.57 26 913 546.00
21
2
23 Shareholders Equity & Liabilities

5. Save your report.
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Designing a Cash Flow Report

This is a demonstration on designing a Cash Flow Report using the Report Designer. 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 worksheet with a heading and the filters you would like to use.

A 8 C D
2 @ Software Sales Cash Flow
3 Company Software sales
- Year

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

3. Add a heading for the period column.

A B C D
1
2 @ Software Sales Cash Flow
3 Company Software sales
4 Year 2014
5
6
7
8
e
10

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

A B c D E F G H I

Software Sales Cash Flow

1

2

3 Company Software sales
4 Year 2014
6
7
8

9 Period
10 1

v X

FINANCIALS

lists

Software Sales

—

13 |Company int Description Financial Categi Financial fategory Description
14 |Software Saies "1000000 Sales %0 Sales

15 |Software Sales "1200000 Consulting "100 Other Inccime.
16 [Software Sales "1300000 Online Support "100 Other Inccme
17 |Software Sales 1200000 Telephonic Support "100 Other Inceme
18 |Software Sales 2000000 Cost of Sates / Purchases s Costot Safes
19 |Software Sales 2100000 Inventory Adjustment a5 CostofSales
20 | Software Sales 2150000 Inventory Count Variance s Costof Safes
21 |Software Sales 2200000 Purchase Variance s CostofSafes
22 | Software Sales 2400000 Recovery Account a5 Costof Safes
23 |Software Sales 2400010 Labour Cost Manufac Variance s Costof Safes
24 |software Sales 2400020 Direct Cost Manufac Variance "5 CostofSales
25 |Software Sales 2400030 Other Cost Manufac Variance K3 CostofSafes

5. Delete the columns and the accounts not required.

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

: A B C D E F G H |
2 Software Sales Cash Flow

3 Company Software sales

4 Year 2014

5

7

8

9 Period

10 1

- X

FINANCIALS

formulas

13| 5200000 Resined income / (Accumulated Loss) _.‘f"

14| 5500000 Long Term Liabilities

15 5600000 Instaiment Sale Creditors

16| '6100000 Land & Buildings - Net Value

17| 6100010 Land & Buildings - @ Cost

18| 6100020 Land & Buildings - Accum Depre
19| 6200000 Motor Vehicles - Net Value

20| 5200010 Motor Vehicies - @ Cost

21| 6200020 Motor Vehicles - Accum Depre
22 "5250000 Computer Equipment - Net Value
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7. Change the formula to link to the correct account, year and period. You can do this by clicking the
fx button and making the changes or alternatively typing directly into the formula area.

A 8 C D E W P
@ Software Sales Cash Flow el
| s Company 5053

Software sales

2014 Account
e
Period
Auwou

Company
Year

5813
SDS4
D510

Loss) |3.5054,0510)

14| 5500000 Long Term Liabilities

15 '5600000 Instalment Sale Creditors

16| 5100000 Land & Buildings - Net Value
17| 6100010 Land & Buildings - @ Cost

18 6100020 Land & Buildings - Accum Depre

Formula result = 0.00

Help on this tunction

= “Software sales”
= “5200000°

= 2014

=1

EEEEE

=0

Returns the year to date general ledger actual amount.

Company 3 company code retrieved from the general ledger.

o] [

=&

i

19| 5200000 Motor Vehicies - Net Value
20 E200010 Mosoc Vehiciec . @ Cace

Account Decsription

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

Relative or Absolute Cell Referencing.

Tip: To change the sign of an account to/from a negative humber, add a minus sign (-) to the
beginning of the formula.

8. Use the fill handle to copy the formula down to all of the other accounts.

9. Add any totals, grouping and formatting you require using Excel features and set your print area.

10.
as you would like to report on.

1]2] A B C .m\ - _* E f
. \ - .
.| @ Software Sales Cafh Flow
3 Company Software sales
4 Year 2014
5 Period 1
6
7
8
9
10
1"
12
13 .
=] 14 nvesting 0.00
11. The formulas will automatically update.
112] AAB c D E F G H
2 @ Software Sales Cash Flow
3 Company Software sales
4 Year 2014
5 Period 1
8
7
8
9
10 Pesiod Period Period Period Peri
1 1 2 3 4 5
12
13
- 14 hvestng 0.00 0.00 0.00 0.00
15 "5100010 Land & Buidings - @ Cost 0.00 0.00 0.00 0.00
16| 6200010 Motor Vehicles - @ Cost 0.00 0.00 0.00 0.00
17 5250010 Computer Equipment - @ Cost 0.00 0.00 0.00 0.00

12. Save your report.
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Consolidating Multiple Companies Data

Designing Consolidated Report Layouts

1. Design your financial report layout in the usual manner, creating a column for each of the companies
you would like to consolidate.

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

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

Relative or Absolute Cell Referencing.

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

H12 v (® fe| =sum(D12:F12) |
4 A | B 1 D E| F g H l
\

1| Income Statement
_4_\ Currency: CAD
I 5 1 Currency Type: F
=

7 Company A Company B Company A and B
EX 2020 2020 2020

f_)v 1 Period 01 Period 03 March

11 | Revenue 1995 180.78 2 394 216.94 4 389 397.72

12 (4000 Sales 374 643.03 449 571.64 824 214 .67
13 14000-100  Sales 393 288.66 471 946.39 865 235.05
114 7‘;4000-100-10 Sales 0.00 0.00 0.00
}757)4000-100-20 Sales 0.00 0.00 0.00
»727[‘677‘14000-200 Sales 193 599.45 232 319.34 425 918.79
17 |4000-200-10 Sales 0.00 0.00 0.00
18 ‘14000-200420 Sales 0.00 0.00 0.00
7&?4010 Sales, accessories 0.00 0.00 0.00
20 |4010-100  Sales, accessories 0.00 0.00 0.00
772}7:}4010-100—10 Sales, accessories 7 664.59 9197.51 16 862.10
22 !4010-100-20 Sales, accessories 16 845.00 20 214.00 37 059.00
_237?4010-100-30 Sales, accessories 1978.78 237454 4 353.32

24 |4010-100-40 Sales, accessories 2 35575 2826.90 518265

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

Home Insert Page Layout Formulas Data Review View Add-Ins BITools
D Z N = = (@) connections 4, F ¥ Clea = = — — E
R0 6B B RETrA@ YR, EH S & B
From From From From Other Existing Refresh ﬁl Sort Filter ; Textto Remove Data Consolidate What-If
Access Web Text Sources~  Connections | Allv = Editlinks .7 Advanced | Columns Duplicates Validation ~ Analysi
Get External Data Connections Sort & Filter Data Tools
D2 v (= £] i B
Glz) 4] A | 8 D ) 2
FINANCIALS
1 Income Stgtement E liet
4 |Currency: ISts
5 |Currency Type:
22
7 Company A Company B Company A and B Accounts
8 2020 2020 2020 Currency
g Period 01 Period 03 March ‘Accourtstrud
11 Revenue 1995 180.78 2394 216.94 4389 397.72 Account Groy
12 |4000 Sales 374 643.03 449 571.64 824 214 67 Account Segn
13 [4000-100  Sales 393 288.66 471 946 39 865 235.05 s
— t
- | 14 ]4000-100-10 Sales 0.00 0.00 0.00 fgetsets
15 [4000-100-20 Sales 0.00 0.00 0.00 Segment Cod|
- | 16 |4000-200  Sales 193 599.45 232 319.34] 425 918.79
17 |4000-200-10 Sales 0.00 0.00 0.00
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5. Click the + sign to expand the columns again if you need to drill down into the data.

E ’ / .
LIzl 4| A | B G -
1 Income Statemen
| {}_ECurrency: CAD
57 Currency Type: F
6
7 Company A and B
8 | 2020
73 | March
= [11] Revenue 4389 397.72
- | 12 14000 Sales 824 214.67
13 |4000-100 Sales 865 235.05
= | 14 |4000-100-10  Sales 0.00
15 |4000-100-20  Sales 0.00
- | 16 14000-200 Sales 425 918.79
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Designing Consolidated Report Layouts using Reporting Trees

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

common with both companies GL data structure.

After running the report mentioned above, do the following:

1.

differences:

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

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

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.

G 4] A B D T T = " T = %
1 WORLDWIDE ENTERPRISES Income Statemen [ REPORTING TREE
2 Current Period: 1 WOHdWlde EnterF
3 Company: WORLDWIDE ENTERPRISES @
4 Currency: CAD
5 Currency Type: [ iz
6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO WORLDWIDE ENTERPRISES > NEW YORI Catiads
8 2020 2020 ™= New York
9 Current Month Year To Date Current Month  Year To Date ElNew York Sales

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

from.

1]z A B D E e = =

L] Function Arguments [
1 WORLDWIDE ENTERPRISES In| s
2 Current Period: 1 BecauStictNSCoy ‘f G
3 Company: WORLDWIDE ENTERPRISES BalanceType |
4 Currency: CAD CurrencyCode | $D$4 AD" P
5 Currency Type: F CurrencyType |$D$5 3 i
6 Reporting Unit: WORLDWIDE ENTERPRISES » CHICAGO ReportTreeUnit | D$é| ORLDWIDE ENTERPRISES>CHICAC  ~
8 2020 2

Returns the month to date general ledger actual amount.

9 Current Month Year To Datg|
b ReportTreeUnit areporting tree unit in the format: Tree Name >Parent>Parent>Unit. For
11 Reveriue example, Worldwide Enterprises >New York>NY Sales >NY Retail Sales.

? < | 12 {4000  Sales ).....5D$4,5D$5.D$6)

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

Relative or Absolute Cell Referencing.

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

To drill-down into the data, right-click on the amount and select Drill-Down. A new worksheet

will be created and you will be able to see from which company and which accounts the amount

was made up of.

Save your report for future use.
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Drilling Down on Values

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

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

=

A 8 C D
Sort »

nsert Commen
Software Sales Incon‘; ik Sommet

2
Format Cells...
3 Company Saitwmce:Sues Pick From Drop-down List..
4 Year 2014 R
5 Period 1 Define Name...
7
iy Hyperlink...

12| aolp Drill Down
130 Costof Sawes 200U [0y S3UUY) 114y y

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

A B C D E F G

2 2000000 CostofSaleslPl.Soﬁwa'eSales 20141 0
3 [2100000 Inventory Adjustm Software Sales 2014”1 | -69440]
4
5
6
7
8
9
10
11
12
13
14
15
16

¢« » .. | Income Statement Act vs Prior Drill Transactions w @
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To drill down further to GL transaction level, right-click on the cell which contains the value you want to
view more detail on, and select Drill Down again. Another new worksheet named Drill Transactions
will be created with the GL transaction details.

LAccounlnumber - GLAccountDescrl tion vﬁm Em m H

2 2100000 2100000 - Inventory Ad;ustn 2100 Software Sales
3 12100000 2100000 - Inventory Ad)uslrr2100 000 Software Sales
4 2100000 2100000 - Inventory Adjustn’2100 000 Software Sales
5
6
7
8
9
10
1
12
13

¢ » .. | Income Statement Act vs Prior Drill Balance lDriII Transactionsl Income S ... (H

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

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

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

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

0.00 0.00 0.00

{69 440.00) (69 440.00) £440.024 06124
[nsert...
69 440.00 69 440.00 G Delete 149
0.00 0.00 Rename
0.00 000 Move or Copy...

View Code 145

2
8
8
g
8

Protect Sheet..,

0.00 0.00
Tab Color »
65 440.00 69 44000 149
Hide
0.00 0
Unhide..
69 44000 89 s 149
Select All Sheets
Income Statement Act vs Prior Ir..

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

‘Move or Copy =
Move selected sheets
To book:

Demonstration Financial Report Designer 1.0 (Pvld)t :v]

EBefore sheet:

Home -
Balance Sheet Summary

Income Statement Act Bud Prior

Income Statement Act vs Prior

Income Statement Act vs Bud

Cash Flow

Cash Flow Detail

(move to end) »

[V][Create a copyl

[ ox ][ canca |

3. Select OK. Make any changes you require in the copied worksheet.
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4. Save your report for future use.

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

A B c . D € F G

. @ software Sales Income Statement
3 Company Software Sales
4 Year 2014
5 Period 1
7 2014 2013
8 | Current Month Year to Date Current Month Y
9
10
11 %0 Salkes 0.00 0.00 0.00
12
13 %5 Costof Saks (69 440.00) (69 440.00) (149 034.95)
14
15 GROSS PROFIT / (LOSS) 6944000 6944000 14903495
16
17 7100 Other ncome 0.00 0.00 0.00
18
19 /85  Unamocated 0.00 0.00 0.00
20
21 TOTAL INCOME 65 440.00 69 440.00 14903485
22
23 05 Expenses 0.00 0.00 0.00
24
25 NET PROFIT / (LOSS) BEFORE TAX 6944000 69 440.00 149 024 95
26
27 | 110 Tax 0.00 0.00 0.00
28
29 NET PROFIT / (LOSS) AFTER TAX 6944000  ©9440.00 14903495
an |

¢ » .| Income Statement Act Bud Prior Income Statement Act vs Pri (2 b.. (4
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Saving Reports

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

Refer to the help file in your Sage Intelligence Report Manager for more information on how to save
excel templates: Home > Report Manager > Working with Reports > Saving a Report Layout

Sage Pastel Version 14 Intelligence Reporting — Report Designer User Guide Page 78 of 103



Preserving Formulas when Distributing Reports

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

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

Unlocking Cells or Ranges

To unlock any cells or ranges that you want other users to be able to change, do the following:

1.
2.
3.

4.

Select each cell or range that you want to unlock.
On the Home tab, in the Cells group, click Format, and then click Format Cells.

On the Protection tab, uncheck the Locked box.

i Number l Alignment l Font I Border l Fill | Protection 1

[ Format Cells @1

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

Click OK.

Hiding Formulas

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

1.

2
3.
4

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

On the Home tab, in the Cells group, click Format, and then click Format Cells.
On the Protection tab, check the Hidden box.
Click OK.
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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:

Select locked cells

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

Select unlocked cells

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

Format cells

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

Format columns

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

Format rows

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

Insert columns

Inserting columns.

Insert rows

Inserting rows.

Insert hyperlinks

Inserting new hyperlinks, even in unlocked cells.

Delete columns

Deleting columns.

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

Deleting rows.

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

Note: Users can't sort ranges that contain locked cells on a protected
worksheet, regardless of this setting.

Use AutoFilter

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

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

Use PivotTable
reports

Formatting, changing the layout, refreshing, or otherwise modifying PivotTable
reports, or creating new reports.
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Uncheck This: To Prevent Users From:

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

Edit objects delete the button.

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

3. Adding or editing comments.

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

Edit scenarios

3. Inthe Password to unprotect sheet box, type a password for the sheet.

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

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

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

Removing protection from a worksheet

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

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

2. If prompted, type the password to unprotect the worksheet.
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Best Practice

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

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

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

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

We recommend that you ...

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, Analyzers will be able to discern 'good’ or
'bad' values in seconds.

m Home Tnsert Page Layout Formulas Data Review View AddIns ElTools
i O I poee Ju A s == 9 | Swaptet General v iﬂ 2 ) Tm D ~| z -
= B alibri A =|=| ¥» =1 Wrap Te; eneral & ;‘d :‘d =2) ‘r’\ BN
Paste B I U~ =~ S~AY  EE=E 5= &M & Center v | B8~ o o | %0 .00 |Conditional | Format  Cell Insert Delete Format
i 7 = > = £ Merge & Center ‘} ° roe ormatting  |as Table v Styles ~ f . X
Clipboard 7 Font ] Alignment % Number / | |
— — = - e
A4 - £ 7| ;) Mioniight CelisRules > | [ =) Greater Than..
A | B8 c D E F B i =
| & Top/Bottom Rules > Less Than...
1 |Company ABC =19 g e Then
| 2 |Year 2010 - =
| 3 ‘E-_j Data Bars » :j Between...
4 _I ABC Company Income Statement e |
5 Period Period Period Pe é: Color Scales K ,:i:J EqualTo...
6 1 2 3 .
7 SALES i Icon Sets » —_\a_bl Text that Contains...
8 400 Distribution sales (history) 378085.87 351619.87 369200.87 3€
9 425 Returns & allowances 5301.53 4930.42 5176.94 Ei - NewRule.. A%I A Date Occurring...
10 $383387.40 $356550.29 $374377.81 $36 - ClearRules %
1 COST OF SALES @ Manage Rules... = Duplicate Values..
12 450 Purchases 154607.42  157689.07  163824.63 156375.49
13 4154 Mare Rule

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

« Use a consistent naming strategy, versioning and save often. If you are working on updating the 4™
version of your income statement worksheet, name and save the workbook as Income Statement
5.0 before your begin your modification. Then if something goes terribly wrong, you can always
revert to the old version.
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report headings etc.

Add-Ins Bl Tools
= r
| B @ 1 | Split (Y View Side by Side
S ™ Hide B! Synchronous Scrolling
)m 100% Zoomto New Arrange| Freeze | : y
Selection | Window All |Panes~ ] Unhide ' 334 Reset Window Paosition ' |
Zoom 1 f== Unfreeze Panes
== Unlock all rows and columns to scroll
through the entire worksheet.
D | E F l , Freeze Top Row
3 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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Appendix A

Available Formulas

Opening Balance Formula

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

Description

The Opening Balance 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

=GLOpeningBalancePastel(Company,Account,Year,FinancialCategory,ReportingCategory,ReportingT

reeUnitPath)

The Opening Balance formula syntax has the following arguments:

What needs to be filled in? Mandatory

A company name retrieved

What is the purpose of the filter?

It filters the General Ledger

Company from the General Ledger. accounts Iqe_mg referenced to one or
more specific companies.
used to reference one or more
the Account number from General Ledger accounts for which
. . values must be returned. Supports
Account the Accounts list retrieved
accounts, account ranges, account
from the General Ledger. :
wildcards & account
addition/subtraction.
It filters the General Ledger
accounts being referenced to a
The fiscal year to return data specific fiscal period. A fiscal year
Year on. The default is the is a length of time that a company

current year.

uses for accounting purposes. The
fiscal year may or may not be the
same as a calendar year.

FinancialCategory

The financial category to
filter on.

It filters the General Ledger
category code being referenced to a
specific code. Account categories
represent the different sections of
financial statements such as Assets
and Liabilities.

ReportingCategory

The reporting category to
filter on.

It filters the General Ledger
accounts to a specific reporting
category. You use report
categories to group General Ledger
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Filter What needs to be filled in? Mandatory What is the purpose of the filter?

accounts together and then report
on them. They are used if you need
to create a more complex set of
financial reports, and you need
additional financial categories over
and above the standard account

types.

A reporting tree unit in the
format :
Treename>Parent>Parent>u

Reporting Trees are used to
achieve organizational reporting. It

ReportTreeUnitPath . . N allows the account filter rule within
nit. For example, Worldwide X . ;
. one of a reporting tree’s units to be
Enterprises>New York>NY aoplied to the formula
Sales>NY Retail Sales PP '
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.

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 an Opening Balance formula could be:

=GLOpeningBalancePastel($C$3,,$C$4,$A11)

v X v K =-GLOpeningBalancePastel($C$3,,5C54,5A11)

A B Cc D E e
; e
2 @ Balance Sheet SRt

Company | $C$3

3 Company Software Sales i I [’——‘ Account
4 Year 2014 s

()

5 Period 1 Year |SCS4 = 2014
:
E3)

w0 FinancialCategory | Sall
ReportingCategory

9 CAPITAL EMPLOYFD ™ =0
10 __— Returns the opening bal g I ledger t
o 4T " l 3 SCS4.SA11)
:; ‘; Rc:;:f:;:m SC39,5CS4.S Company a company code retrieved from the general ledger.
13720 Shareholders Loan

14 fo Other Long Term Liabiites
15| 35 Fixed Assels

16| 40 Investments Formula result = 0.00
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Closing Balance Formula

This topic describes the formula syntax and usage of the Closing Balance formula in Excel.
The Closing Balance formula is made available in Excel by the Report Designer.

Description

The Closing Balance 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

=GLClosingBalancePastel(Company,Account,Year,Period,FinancialCategory,ReportingCategory,Rep

ortingTreeUnitPath)

The Closing Balance formula syntax has the following arguments:

Filter What needs to be filled in? Mandatory What is the purpose of the filter?

A company hame retrieved

It filters the General Ledger

Company from the General Ledger. accounts b_e_ing referer_lced to one or
more specific companies.
Used to reference one or more
Account Accounts list retrieved from ' pports
the General Ledger. accounts, account ranges, account
wildcards & account
addition/subtraction.
It filters the General Ledger
accounts being referenced to a
The fiscal year to return data specific fiscal period. A fiscal year
Year on. The default is the is a length of time that a company
current year. uses for accounting purposes. The
fiscal year may or may not be the
same as a calendar year.
It filters the General Ledger
The period to return data on. accounts being referenced to a
Period The default is the current specific period. A period is the

period based on today's
date.

operating cycle of a company for
which accounting information is
collected and reported.

FinancialCategory

The financial category to
filter on.

It filters the General Ledger
category code being referenced to a
specific code. Account categories
represent the different sections of
financial statements such as Assets
and Liabilities.

ReportingCategory

The reporting category to
filter on.

It filters the General Ledger
accounts to a specific reporting
category. You use report
categories to group General Ledger
accounts together and then report
on them. They are used if you need
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Filter

What needs to be filled in? Mandatory

What is the purpose of the filter?

to create a more complex set of
financial reports, and you need
additional financial categories over
and above the standard account

types.

A reporting tree unit in the
format:

Reporting Trees are used to
achieve organizational reporting. It

ReportingTreeUnitP  Treename>Parent>Parent>u N allows the account filter rule within
ath nit. For example, Worldwide . , ;
: one of a reporting tree’s units to be
Enterprises>New York>NY aoplied to the formula
Sales>NY Retail Sales PP '
Remarks

e 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.

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the

Account argument allowing you to filter on Account Numbers.

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 Closing Balance formula could be:

=GLClosingBalancePastel($C$3,,$C$4,G$6,$A11)

14 30
15 a5

Other Long Term Liabities

Eicad Luaate

27 343.00

154 GR3 00

- X « K =GLCl 1(5€$3,,5€$4,6%6,5A11) [ Function Arguments
A B C D € F G GLClosingBalancePastel
1 Company $CS3i @ = “Software Sales”
2 @ Balance Sheet — r/ Account s -
. — Year |sCS4 - 2014

3 Company Software Sales gl =
4 Year 2014 s g Period [ GS6 [ -3
5 Period 3 _FaiincialCategory | SAt1 - 10"
7 =0
8 Returns the dosing balance general ledger amount.
9 CAPITAL EMPLOYED, G a code from the general le
10 =
1 Do YaFTe Coptal as9819¢  [scsecsesan
12 15 Retained income (174 209.13)
1320 Shareholders Loan 26 333.00 Formula result = 0.00

HMelo an thic function
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Actual Formula

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

Description

The Actual 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

=GLActualPastel(Company,Account,Year,Period,FinancialCategory,ReportingCategory,ReportingTre

eUnitPath)

The Actual formula syntax has the following arguments:

Filter

What needs to be filled in? Mandatory

What is the purpose of the filter?

A company retrieved from

It filters the General Ledger

Company the General Ledger. accounts b_e_ing referer_lced to one or
more specific companies.
Used to reference one or more
the Account from the G(Tneral Led%er accounc;cs for which
Account Accounts list retrieved from values must be returned. Supports
the General Ledger. accounts, account ranges, account
wildcards & account
addition/subtraction.
It filters the General Ledger
accounts being referenced to a
The fiscal year to return data specific fiscal period. A fiscal year
Year on. The default is the is a length of time that a company
current year. uses for accounting purposes. The
fiscal year may or may not be the
same as a calendar year.
It filters the General Ledger
The period to return data on. accounts being referenced to a
Period The default is the current specific period. A period is the

period based on today's
date.

operating cycle of a company for
which accounting information is
collected and reported.

FinancialCategory

The financial category to
filter on.

It filters the General Ledger
category code being referenced to a
specific code. Financial categories
represent the different sections of
financial statements such as Assets
and Liabilities.
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The reporting category to

It filters the General Ledger
accounts to a specific reporting
category. You use report
categories to group General Ledger
accounts together and then report

ReportingCategory filter on on them. They are used if you need
' to create a more complex set of
financial reports, and you need
additional financial categories over
and above the standard account
types.
grrr?]p;ct)r.tlng tree unitin the Reporting Trees are used to
ReportingTreeUnitP  Treename>Parent>Parent>u aﬁhlevehorganlzatlofr_llal replortlr_]gh._ It
ath nit. For example, Worldwide allows the account filter rule within
En.terprises>New’ YorksNY one of a reporting tree’s units to be
Sales>NY Retail Sales applied to the formula.
Remarks

e Arguments are applied in the order that they are displayed.

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

e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
AccountID argument allowing you to filter on Account Numbers.

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 an Actual formula could be:

=-GLActualPastel($C$3,,$C$4,$D$8,$A11)

D11 v X « fv  =GlActualPastel($C$3,,5C54,5D$8,5A11)

A B C D (T

Function
GlActualPastel

@ Income Statement

12795 CostofSales
G

2
Compa

S pany | $Cs3|
3 Company Software Sales SIS Account
4 Year 012 Year |sCS8
5
7 o Period 5DS3
8 ————
3 ] FinancialCategory | SA11
10
110 e |SOSS SA11) ! Returns the month to date general ledger actual amount.

13 7100 Other lncome
14 /85 Unalkocated
15 7105 Expenses

16 (110 Tax

17 Formula result = 0.00
18

19 Help on this f ion

[Fo=
= “Software Sales” -
. d
- 2014 f |
-1
- 90" v
=0
from the general ledger.
oK Cancel |
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Actual YTD Formula

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

Description

The Actual YTD 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

=GLActualYTDPastel(Company,Account,Year,Period,FinancialCategory,ReportingCategory,Reportin

gTreeUnitPath)

The Actual YTD formula syntax has the following arguments:

Filter

What needs to be filled in?

Mandatory What is the purpose of the filter?

A company hame retrieved

It filters the General Ledger

Company from the General Ledger. accounts b_e_lng referenced to one or
more specific companies.
Used to reference one or more
The Account Dot
Account Accounts list retrieved from ' PP
accounts, account ranges, account
the General Ledger. :
wildcards & account
addition/subtraction.
It filters the General Ledger
accounts being referenced to a
The fiscal year to return data specific fiscal period. A fiscal year
Year on. The default is the current is a length of time that a company
year. uses for accounting purposes. The
fiscal year may or may not be the
same as a calendar year.
It filters the General Ledger
The period to return data on. zcgg;;ir(\:ts gr?(l)r:jg rzfe;erir:)cdeidsttc;]:
Period The default is the current b b - P

period.

operating cycle of a company for
which accounting information is
collected and reported.

FinancialCategory

The financial category to filter
on.

It filters the General Ledger
category code being referenced to a
specific code. Financial categories
represent the different sections of
financial statements such as Assets
and Liabilities.

ReportingCategory

The reporting category to filter
on.

It filters the General Ledger
accounts to a specific reporting
category. You use report
categories to group General Ledger
accounts together and then report
on them. They are used if you need
to create a more complex set of
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Filter What needs to be filled in? Mandatory What is the purpose of the filter?

financial reports, and you need
additional financial categories over
and above the standard account

types.
Q:r?]g(t)'rtlng tree unitin the Reporting Trees are used to
: . ' achieve organizational reporting. It
ReportingTreeUnitP _Treename>Parent>Pare_nt>un N allows the account filter rule within
ath it. For example, Worldwide

one of a reporting tree’s units to be

Enterprises>New York>NY applied to the formula.

Sales>NY Retail Sales

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.

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 an Actual YTD formula could be:

=GLActualYTDPastel($D$3,$B13,$D$4,D$10)

A 8 Cc D ERf ¥ ) r

1 e Function Arguments e
GlActualYTDPastel
2 @ Software Sales Cash Flow . %
Company | SDS: %] = “Software sales” -

3 Company Software sales SIS pm— 5
4 Year 2014 Account | 5B13 |f%i| = 5200000
5 — ¥ = 5
H ear  SDS4 ] = 2014
7 Period | DS10 [ -1 &
s %ﬂlc‘uwow @ = -
10 =0
1 Returns the year to date general ledger actual amount,
12 % C 3 code from the general ledger,
13| 5200000 ained Income / (Accumulated Loss) I! $054,0810) ‘l
14 5500000 Long Term Liabilities
15 5600000 instaiment Sale Creditors
16 5100000 Land & Buildings - Net Value R
17| ‘6100010 Land & Buildings - @ Cost Help onthis fundtion E} [ cancel
18 6100020 Land & Buildings - Accum Depre
19 5200000 Motor Vehicies - Net Value Account Decsription
2 A % ey ccount Decsriptior
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Budget Formula

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

Description

The Budget 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

=GLBudgetPastel(Company,Account,Year,Period,FinancialCategory,ReportingCategory,ReportingTre

eUnitPath)

The Budget formula syntax has the following arguments:

Filter

What needs to be filled in?

Mandatory What is the purpose of the filter?

A company retrieved from the

It filters the General Ledger

Company accounts being referenced to one or
General Ledger. o .
more specific companies.
Used to reference one or more
Account Accounts list retrieved from ' PP
accounts, account ranges, account
the General Ledger. :
wildcards & account
addition/subtraction.
It filters the General Ledger
accounts being referenced to a
The fiscal year to return data specific fiscal period. A fiscal year
Year on. The default is the current is a length of time that a company
year. uses for accounting purposes. The
fiscal year may or may not be the
same as a calendar year.
It filters the General Ledger
The period to return data on. zcgg;;ir(\:ts gr?(l)r:jg rzfe;erir:)cdeidsttc;]:
Period The default is the current P P - P

period based on today's date.

operating cycle of a company for
which accounting information is
collected and reported.

FinancialCategory

The financial category to filter
on.

It filters the General Ledger
category code being referenced to a
specific code. Financial categories
represent the different sections of
financial statements such as Assets
and Liabilities.

ReportingCategory

The reporting category to filter
on.

It filters the General Ledger
accounts to a specific reporting
category. You use report
categories to group General Ledger
accounts together and then report
on them. They are used if you need
to create a more complex set of
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financial reports, and you need
additional financial categories over
and above the standard account

types.
errip;ct)'rtlng tree unitin the Reporting Trees are used to
ReportingTreeUnitP  Treename>Parent>Parent>un achieve organlzatlor_lal reportlr)g._ It
. ) N allows the account filter rule within
ath it. For example, Worldwide

one of a reporting tree’s units to be

Enterprises>New York>NY applied to the formula.,

Sales>NY Retail Sales

Remarks

¢ Arguments are applied in the order that they are displayed.

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

¢ Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the
Account argument allowing you to filter on Account Numbers.

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 Budget formula could be:

=-GLBudgetPastel($C$3,,$C$4,$C$5,5A11)

E11 v X « Jfo  =GlBudgetPastel($C$3,,$C5$4,5C55,9A11) Y
A B c | o E E g
1 GLBudgetPastel
. @ software Sales Income Stateml s company |scsi = Software Sales
V'//’“ Account -
3 Company Software Sales vear |scs4 - 2014
4 Year 2014 o 7
5 Period 1 4b Period | SCSS =1
9| i = -20000
10 Returns the month to date general ledger budget amount.
11 oo dswed™ o.co[scsssary ]
12 r - C 3 code from the general ledger.
1385  Costof Sales (69 440.00) 11000.00
14
15 GROSS PROFIT / (LOSS) 69 440.00 $000.00
16 L Formula result = 20 000.00
17 100 Other income 0.00 1000.00
18 Help on this function OK g
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Budget YTD Formula

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

Description

The Budget YTD 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

=GLBudgetYTDPastel(Company,Account,Year,Period,FinancialCategory,ReportingCategory,Reportin

gTreeUnitPath)

The Budget YTD formula syntax has the following arguments:

A company retrieved from

What needs to be filled in? Mandatory What is the purpose of the filter?

It filters the General Ledger accounts

Company the General Ledger. belng _referenceql to one or more
specific companies.
Used to reference one or more
General Ledger accounts for which
the Account from the values must be returned. Supports
Account Accounts list retrieved from ' PP
accounts, account ranges, account
the General Ledger. ;
wildcards & account
addition/subtraction.
It filters the General Ledger accounts
being referenced to a specific fiscal
The fiscal year to return data period. A fiscal year is a length of
Year on. The default is the time that a company uses for
current year. accounting purposes. The fiscal year
may or may not be the same as a
calendar year.
The period to return data on. It f!lters the General Ledger accounts
. being referenced to a specific period.
. The default is the current o .
Period A period is the operating cycle of a

period based on today's
date.

company for which accounting
information is collected and reported.

FinancialCategory

The financial category to
filter on.

It filters the General Ledger category
code being referenced to a specific
code. Financial categories represent
the different sections of financial
statements such as Assets and
Liabilities.

ReportingCategory

The reporting category to
filter on.

It filters the General Ledger accounts
to a specific reporting category. You
use report categories to group
General Ledger accounts together
and then report on them. They are
used if you need to create a more
complex set of financial reports, and
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Filter What needs to be filled in? Mandatory What is the purpose of the filter?

you need additional financial
categories over and above the
standard account types.

A reporting tree unit in the Reporting Trees are used to achieve

format: organizational reporting. It allows the
ReportingTreeUnitP Treename>Parent>Parent>u 9 X porting.
. . N account filter rule within one of a
ath nit. For example, Worldwide reporting tree’s units to be applied to
Enterprises>New York>NY P 9 PP
the formula.

Sales>NY Retail Sales

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.

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 Budget YTD formula could be:

=-GLBudgetYTDPastel($C$3,,$C$4,$C$5,$A11)

11 v > & =GlBudgetYTDPastel($C$3,,$C%4,5C$5,5A11)
A B C | H ! FUncHon STpUREIS
1 GLBudgetYTDPastel
C .| = ftw les”
2 @ Software Sales I ek— Compary |SCs3 ) = software sales
R Account —
3 Company Software Sales R —
= e nic g8 Year |SCS4 ) - 2014
5 Period 1 < " Period | SCSS @] -1
; FinandalCategory | SA11 (€] = w0
3 = -20000
10 Returns the year to date general ledger budget amount.
1o dfswr=" ooofscsssatn ]
12 r’ G a code from the general ledger,
1375 Costof Sakes (69 440.00) 11 000.00
14
15 GROSS PROFIT / (LOSS) £9 440.00 8000.00
16 Formula result = 20 000.00
17 7100 Other income 0.00 1000.00
18 L Help on this tunction ‘ oK l
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Current Year Formula

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

Description

The Current Year 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

=CurrentYearPastel(CompanyName)

The Current Year formula syntax has the following argument:

Filter What needs to be filled in? Mandatory What is the purpose of the filter ?

It filters the General Ledger accounts being
referenced to one or more specific companies.

A company name retrieved

ComPaNY fom the General Ledger.

Remarks

e 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 Current Year formula could be:

=CurrentYearPastel($C$3)

ca v >x « [« =CurrentYearPastel($C$3)

A B c | (T o
1

@ | CurrentYearPastel

2 Software Sal}SIg;— company [scs8 - “Software Sles
3 Company Software Sales & : | - "2014°
4 | Year | =CurrentYearPastel(SCS3) | | Returns the fiscal year from the general ledger.
? Feriod ! e a code retrieved from the general ledger..
: i
8 Formula result = 2014
10
- e anios i o) o]

The Current Year can be used in formulas to return data based on the current year, for example the
report below will use the current year formula to determine the prior year to report on.

6 v : fo | =IF(ESS-1<=0,E$6-1,E96)

A B C D E F

@ Income Statement

Current Year: 2013

] 2013

Current Month Period
1 12

W N Oy oL
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Current Period Formula

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

Description

The Current Period 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

=CurrentPeriodPastel(CompanyName)

The Current Period formula syntax has the following arguments:

Filter What needs to be filled in? Mandatory What is the purpose of the filter?

It filters the General Ledger accounts being
referenced to one or more specific companies.

Company ﬁocrgThpeagiﬂggleLr:g'aed Y The company name you have selected in the
ger. Task Pane lists is automatically placed into
the formula.
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 Current Period formula could be:

=CurrentPeriodPastel($C$3)

cs Y| & | X « =CurrentPeriodPastel($C$3)

A B | C | | Function Arguments {5
1

@ J CurrentPeriodPastel
2 Software Sales Inl.. company [scsd BE| - -software sales”
3 Company Software Sales s/ = 1
4 Year 2014 Returns the current period from the general ledger.
3 I kertod I =CumentPeriodPastel[$C53) Company a company code retrieved from the general ledger..
8
9 ‘ Formula result= 1
10 ¥ Help on this function [ oK ] [ Cancel ]
L 11790 Sales
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This is especially useful when reporting on the current period as well as prior periods. The Current
Period 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 D8 has been used to work out which periods to
report on prior to it.

F8 > = =IF(ES8-1<=0,ES8-1+12,E58-1)
A B C D E F
1
. (@) Income Statement
4 Current Year: 2013
5
6 2013
7 Current Month Period
8 1
9
10/ " 9 Revenue 2675459 32
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Account Description Formula

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

Description

The Account Description formula returns the account description 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

=GLAccDescPastel(Company,AccountNumber)

The Account Description formula syntax has the following argument:

Filter What needs to be filled in? Mandatory What is the purpose of the filter?

It filters the General Ledger accounts

. being referenced to one or more specific
A company name retrieved

Company Y companies. The company name you
from the General Ledger. have selected in the Task Pane lists is
automatically placed into the formula.
Used to reference one or more General
The Account number from the Ledger accounts for which values must
AccountNumber Accounts list retrieved from Y be returned. Supports accounts,
the General Ledger. 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 an Account Description formula could be:

=GLAccDescPastel($D$3,$B15)

B1S - X« Jo  =GLAccDescPastel($D$3,5815)

[z A B c D E F G H [«

Software Sales Cash Flow FINANCIALS

Company Software sales

po formulas

2

2

5 Period 1 (AN

[ :n Arguments |
9 Company SDS3 . “Software sales”

“6100010°

AccountNumber  $B13|

&

“Land Bulidings - @ Cost”
Returns the name of an account.

AccountNumber the account code from the accounts of financial category list
from the general ledger..

15] 100010 PCLACCDes cPastel SOS3 SB15)
16 6200010 Motor Vehicles - @ Cost

17| 6250010 Computer Equipment - @ Cost
18| 6300010 Office Equipment - @ Cost

19 :e:soowc Furnture & Fitings - @ Cost

20| 6600010 Other Fixed Assets - @ Cost
21| 7000000 Goodwil/intangble A?sﬂs Help on this function I oK l [_‘

Formula result = Land Buildings - @ Cost

coocoooo
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