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1.0 Report Designer Overview

1.1 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 Layout Generator and the 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.

Report Designer - Monthly Income Statement

layout design

layout options

Company Name
Fiscal Year
Branch Code

Reporting Tree Unit

Show Account Detail

Show Subtotals at Bottom

=

o clear
o clear
o clear
o clear

Save Layout

Help @

Generate @

For those professionals who want to have complete control of their report layout and who are familiar with
Microsoft Excel, the task pane allows a completely customized layout to be designed using Microsoft Excel’s

powerful functionality.
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1.2 The Report Designer Process

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

Create a new or Save the
open an existing Design your workbook as a

report or layout report or
template template

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

1.3 Choosing the most suitable way to design reports
Depending on the level of control you would like in the design of your report and your knowledge of Microsoft
Excel, the Layout Generator may be used to simplify generating reports, otherwise the task pane may be used.

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

I need some help
with designing my
report layout.

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

| would like to take | am familiar with Use the Layout Generator to
control of all design Microsoft Excel but | design your report layout and

aspects of my report need some help to get then if you prefer, customise it
layout. started. further using the Task Pane.

| am very familiar with
Microsoft Excel,
especially formulas.

Use the Task Pane to design
your report from scratch.
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Report Designer Overview

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 Microsoft Excel and am
familiar with 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.

1.4 Accessing and saving reports and templates

1.4.1 Opening Financial Reports and/or Templates
1. Inthe Sage Intelligence 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 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 Microsoft Excel report or template will open automatically and the Report Designer functions will
load.

1.4.2 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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1.5 The Ribbon

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

The options are as follows:

Icon Group Label Description
BI [ i
. New Layout New Layout will open the Layout Generator to allow you to design a
Mew Reports new report layout.
Layout
’ Quick Generate is a drop down menu of all the report layouts
Bl Quick previously saved. Instead of selecting the Manage Layouts option
Quick Reports Generate and then generating your layouts, you can generate them from the
Generate = Quick Generate menu.
5]
j‘ Bl Quick Edit is a drop down menu of all the report layouts previously
: Quick Edit saved and allows you to select a report to edit without having to
Quick Reports o
Edit - open the Manage Layouts option first.
@ Manage Layouts will open the Layout Management window which
Bl Manage o " o
will display the existing report layouts that ship with the Report
Manage Reports Layouts .
Layouts Designer and any new layouts that you have created.
* Bl Show Task . .
Chow Reports  Pane Show Task Pane will open the Report Designer task pane.
Task Pane
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2.0 Designing Reports using the Layout Generator

2.1 Accessing the Layout Generator
2.1.1 Accessing the Layout Generator to Design a New Layout

1. On the Bl Tools tab, select New Layout.

BI Tools

S B X
Mew Quick Quick Manage Show
Layout|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.

Report Designer - Monthly Income Statement !El B

layout design row sets

layout options text columns columns

Company Name clear

clear

Branch Code clear

Reporting Tree Unit

Fiscal Year I
I clear

b obo

[ show Account Detail
[[] Show Subtotals at Bottom

Save Layout
Help @

Generate @
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2.1.2 Accessing the Layout Generator to Edit an Existing Layout

1. On the BI Tools tab, select Manage Layouts.

BI Tools
[ 4

Mew Quick Quick
Layout Generate=  Edit -
Bl Reports

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

112] Report Designer > =

Layout Management

Balance Sheet IS - Actual vs Prior IS - Actual YTD by Site Generate @

IS Analytical Actual vs IS Analytical Actual, 2
Budget Budget, Prior Freal:Batnce Copy
Delete ®
e ()
PV OVVVVV DYV U VIV PIPPIR AAMALADAALALAAL POV OV OV OV PYPPIN

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

Report Designer - Actual Prior monthly [_ (Ol x

layout design  row sets
1= J T o —

g E -
- 5 = m
= o a (=] @
E _ et . = _ . . . - — o . . Bo . —
2 a@ gJB a m a a a@ al g‘n al al a ] = T @
& S |EM|S S8 ||& & SIS (18 |[EMIS (|2
=1 7 (El: Bl e 2 ||la [|a M|z o (a2 |z |EM|z [|=
=] o (EM| S = 2 lla |l |ENM S alle (o |EMc |z
< @A @ 2] < 7] 7] @A 2 ] wr A o =) 5] v
layout options text columns columns — rows
Spacer
Net Profit Befor... =
Company Name |ngme clear
Spacer Fiscal Year |2m3 clear

Branch Code | clear

oo

Reporting Tree Unit | clear

Spacer ® Selecting this option may slow

¥] Show Account Detail
down the layout generation.

Net Profit After... [C] Show Subtotals at Bottam
Spacer

Dividends Paid

spacar Save Layout
Help @

Spacer
Generate @

g :
IEIIIIIH -

4, You may now edit your layout.
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2.2 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.

_ o

117] Report Designer - IS

I IayOUt de5|gn S Group by  |(none) P clear

~ i)

Iayoutoﬁ[u-' imns ffcolumns]| rows |

Chart of Accounts

p clear
K Ledger Type P clear
Year P clear
SiteCode D clesr
Source Currency D clear
Budget Code p dear
Budget Version P dlear
Balance Type P clear
Balance Source P clear Save Layout @
Reporting Tree Unit P clear Help @
Show Account Detail
Generate @

2.2.2 Tab Headings

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

layout options text columns columns rows

2.2.3 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 columns  rows
Company Name |Snﬂ|ine D |clear
Fiscal Year |2|:|13 p clear
Branch Code | P |clesr
Reporting Tree Unit | o |clear
Show Account Detail @ Selecting this option may slow

down the layout generation.

[ Show Subtotals at Bottom
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2.2.4 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 P 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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2.3 Designing a New Report Layout
2.3.1 Process to Design a New Report Layout

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

Add Layout Add Text Add

Select a Generate

Add Rows

Options Columns Columns Row Set Layout
eThese actas These indicate These indicate ®These are ® These indicate
filters foryour the descriptive  whatyousee  selections of the rows you
report data text of your acrossthe top commonly see down the
rows of the layout  used rows left side
| 11 \ \ Repon&ner - IS - ActNal vs Prior -] O R

layout desid
y Group b I(none)
g = 2 \ 3 ). 2 o
N & g X ~ |E e |t 8 AE
3 B g i N G b = b | g :
z < 5 |2 5 | 3 | < IEml s |2 g
g |2 N £ |8 g |8 £ 18 S IERIE |8 @
< |= & < [a < [ < [= s Il < |= &
layout options text columns columns  rows
Cost of Sales Chart of Accounts |BRI ‘ ol clear
Company Code 180 ‘ o clear
Ledger Type |Legal W p clear
Gross Profit Year |2010 71 L clear
Source Currency ‘ p clear
~ |
Budget Code ‘ P clear
Budget Version ' i o clear
Other Expenses Balance Type ‘ | p clear
Balance Source Ledger ' yol clear
pacer
Reporting Tree Unit P clear Save Layout E)
Net Profit/(Loss) N
@Shchccount Detail @Selecnngthnsopnonmayslow Help ?
down the layout generation.
[#] Show Subtotals at Bottom G
enerate
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2.3.2 Setting the Layout Options

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

Layout Generator Microsoft Excel

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

layout options text columns columns  rows .
N = =
@5 7@ x BE B #
Mew  Quick Quick Manage  Show Send  Select Manage Distribution
Company Mame |Sgﬁ|ine yel clear Layout Generate=  Edit ~ Layouts Task Pane  Mow Instructions Instructions  Settings
Fiscal Year |2013 D clear Report Designer Distribution
Branch Code [ P dear G39 - || =SUBTOTAL(9, G40:G131)
Reporting Tree Unit clear
| L H A B C
Selecting this option may slow p -
[#] Show Account Detail ®dnwn the layout generation. 1 C.ompan}l\lame 'Sof'tlme
[] show Subtotals at Bottom 2 |Fiscalvear 2013
3 |BranchCode
4 |ReportingTreeUnitPath
7
r
- g [10 Sales

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

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.

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

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

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

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

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

Layout Generator Microsoft Excel
I} Reft
I layout design row sets L
14 §6000 Sales
— 15 §6000 Sales Turnover
10 § 6001 Group Sales
- 17
[~ —
3 > IER
g Q. 7000 Cost of Sales
- )
2047100 Purchases
2147100 Purchases
I Iayout optio 22§ 7400 Purchase pr.ice Var.iance
Spacer 7500 Manufacturing Variance

To add fields to the Text Columns area:

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

11 Report Designer - IS - Actual vs Prior :

I layout design row sets
Group by

e
©
g
g
=]
=4
Q.

-
-
®
3
g
~
S
I
a

s = -
2 s o

g s
: l: |E
2 = g
- a <

Account
Spacer
Actual 11
[Spacer
Actual 12
iSpacer
PriorActual...
Spacer
Actual 13
PrinrActual 12

|

layout options|text columns | columns  rows

Spacer

ACCOUNT D, RIPTIONS
Cost of Sales

Note: Any new fields will be added to the right of the text column field selected, or the last field, in the Text

i

Columns area of the layout designer. 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 Text Columns area

into the correct order.

To remove a field from the Text Columns area:

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

I layout design ¢

Right Click

Row Descrifp

—
c
=
=]
(=)
9

<

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

1. Click Clear All.

Clear All !E:;
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2.3.4 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 =i B
row sets
3 a8 3 3 8 8
© © © ™ © ©
— = o = m - g b=} n = o =
c g c |5 I B B S 1t I jc |
s Jg s | s I g J< T IS IERE |2 JE
g |2 g |2 g |2 g |2 |12 IEmE |2 I
< ja < = < ja < = < | Izl < 1= It
lajout §ptions percSN | Pclear
~ OO,
Microsoft Excel
Actual 01 PriorActual 01 Actual 02 PriorActual 02 Actual 03 PriorActual 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

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

layout options text columns Jcolumns| rows

Er—

FORMULAS CALCULATIONS
alf

ActivityPericd01 ActivityPeriod02 ActivityPeriod03 ActivityPericd04

ActivityPeriod05 | ActivityPeriodo6 | ActivityPeriod07 | ActivityPeriod08

ActivityPeriod0% ActivityPeriod10 ActivityPeriod11 ActivityPeriod12
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2. You can neaten your report layout by adding spacers. Clicking Add Spacer inserts a blank column.
Spacers can be dragged and dropped into position.

Removing Columns

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

Layout Generator - IS :

row sets

Right Click

Actual 01
Actual 02
Actual 03

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

1. Click Clear All.

Clear All

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

1. Click Add Spacer.

BUDGET 14
~ ActB.

¥TD Actual

YTD Budget

=
i
Z
2
o
L4

Varl3 - ActB...

BUDGET 13

m
Lol
3
2
o
L3

Spacer
Spacer
Varld

Spacer

pext columns columns rows

P dear

7

Add Spacer @
ACTUAL 03
- Clear All (%)
Add Calculation
Add Columns @

ULATIONS

Yvrvrrvrry
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Adding Multiple Formula Columns for Quarters or Years

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

1. Select Add Columns.

' a o 7
Select Columns: m J &

guarters years

Select itemns to add a column for each period belonging to the groupings below : ek D dear
Dy ¥ - .
ACTuALQ1& Q2 J| ACTUALQ3 &4 AC’JAE’;‘ e ’*‘LT"""LQV;D o
imNEVN et TR Cla T e (VRN | ACTUALY|[ACTUALY] [ACTUALY|[ACTUALY| Add Spacer @
o} a2 a3 a4 O || TDQ2 TDQ3 || TDO4
Clear All (X)
LASTYR 01 & Q2 LASTYR O3 & Q4 PRIORYTD O & Q2| |PRIORYTD Q3 & Q4 )
dd Calculation
LASTYR || LASTYR | [ LASTYR (| LASTYR PRICRYT || PRIORYT| | PRIORYT || PRICRYT
o az a3 04 Dol || a2 Da3 || paos Add Columns I

BUDGET CH & Q2 § BUDGET 03 & O4 FRICR EUS;U ary (R OREUSEET &

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

2. Select the required formula column.

Sage Evolution v7 — Report Designer User Guide Page 15 of 129



Using Column Grouping

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

Before adding a column group:

[1]z] A 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 ACTUALDL ACTUALDZ ACTUALD3
10
11 |4000 to 4160 Revenue 7136 482 6 792 364 7522 240
40
41 |5000 to 5051 + 5500 to 5600 Cost of Sales 2 582 306 2387718 2 283 596
66
67 Gross Profit 4554176 4 404 646 5238 644
68
69 4200 to 4240 Other Revenue 430 828 452 690 441 070
77
78 Total Income 4 985 004 4 B57 335 5679714

After adding the fiscal year as a column group:

[1]z] A B C D E F G H I 3
1 |Company DemaCo :
2 |BalanceType <
3 |Currency CAD :
4 |CurrType F :
5 |BudgetSetCode :
6 |ReportingTreeUnitPath :
7 4
8 Code 2019 2020 4
e} Description 2019 2020 :
11 ACTUALOL ACTUALOZ ACTUALDS ACTUALOL ACTUALOZ AC '1
12 p

13 |4000 to 4160 Revenue 4 835710 4 251 002 4 842 930 2300771 2541 361 2 61
42 4

43 |5000 to 5051 + 5500 to 5600 Cost of Sales 1 658 266 1179 904 1075 830 924 040 1207 814 1 2‘
68
69 Gross Profit 3177 444 3071098 3 767 100 1376731 1333 548 14
70

71 |4200 to 4240 Other Revenue 230 021 221 762 205 551 200 807 230 928 2
79
80 Total Income 3 407 466 3 292 860 3972651 1577 538 1564 475 17

waaaile
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To add a column group:

1. Click the magnifying glass.

rowsets 00000

N

Select a Group By Field

‘ Site Code Fiscal Year Balance Type Currency ‘

‘ Currency Type Budget Set Code Reparting Tree Unit

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

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

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

1. Select the Columns tab.

2. Click Add Calculation.

Calculator

formul... calculati... search P clear
BN cera ®

ACTUAL D ACTUAL 02 ACTUALO3 -
e “ Add Spacer @

ACTUAL 04 ACTUAL 05 ACTUAL 06
@ Clear All (X)
UAL 07 A AL O ACTUAL 09 set % (—_)ﬁ" S
ACTUALO ACTUAL 08 WCTUAL 0% - Add calculatlon E
set varian._. @
Add Columns @

enter value add value

ACTUALT0 ACTUALT ACTUAL 12

save Il 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 formula for
Formulas
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.

Sage Evolution v7 — Report Designer User Guide Page 18 of 129



Feature Description

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

Add value 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 formula.
Save 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.

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

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

Cancel Closes the calculator.

As an example, to create a formula for First Quarter.

Select Actual 01.
Select the plus sign (+).
Select Actual 02.
Select the plus sign (+).

a > w nhoe

Select Actual 03.

Calculator

) :

account columns calculation columns
| =l clear all (%)
:

Actual 01 Actual 02 Actual 03

Actual 04 Actual 05 Actual 06
enter value add value@
Actual 07 Actual 08 Actual 09 set “-@
set '.-'ariar*ce@

Actual 10 Actual 11 Actual 12

A mdi = IVTTY NA H At =BVTH AN

save I I cancel

6. Click Save.
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7. Enter the formula name as 1st Quarter.

Set Variance Option

. The set variance option caters for standard accounting calculations.

. The Variance calculation is based on the Account Type.

Set Variance Example

Actual Budget Variance
Sales 100 50 50
Cost of Sales 100 50 50
1. In the above scenario, the variance for Sales is a good variance — actual sales are higher than budgeted

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

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

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

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

Accessing Calculated Fields

1. In the Columns Area, click Calculations.

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

out options text columns | columns

FORMULAS | CALCULATIONS

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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2.3.5 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.

Layout Generator Microsoft Excel
i 1]2] A B
Layout Generator - IS - Actual vs Prior 4 T 13
| o > 14 [5000 sales
avout desia
ayout design row sets < 15 00 Group Sales
: -] 166 Revenue
© IS Items § =
)4. i 18 [7000 Cost of Sales
description account rule : 19 7100 Piirchiases
M (Revenue 6 4 20 (7400 Purchase Price Variance
Cost of Sales 7 : 21 [7500 Manufacturing Variance
Expenses 8 4 B 27 Cost of Sales
Other Expenses 9 : 23
1 24 Gross Profit
1 25
26 3000 Cost of Distribution
27 (2010 Freight Recovered
28 (3200 Salaries
29 210 Pension
30 3210 National Insurance
r
31 [8500 Motor Vehicle Expenses
32 (8501 Motor Vehicle Expensest

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

Note: The Account Rule Preview is limited to 1000 records to prevent performance issues.

[IT] Report Designer - IS - Actual vs Budget b
<
I layout design  row sets )
<
4
(© Income Statement b
p
description account rule :
[[] Revenue | 4
[ ][cost of sales |[s000 b 5051 + 5500 to 5600 | <
D ‘Other Revenue ||4200‘D 4240 | :
[ [Other Expenses | [540qfto 5450 + 6000 to 6140 + 6180 to 6280 + 6340 1o 6760 + 8000 | :
D ‘Deprecwation Expenses ||a1ai' | :
|
D ‘Interest Expenses | |63¢l to 6320 | <
D ‘GEH‘IS and Losses ||.-"I.‘O to 7200 | :
D ‘Income Taxes | |9!DU to 9100 | :
4
O ] |
account rule previifv :
chart of accounts account account description :
[pEmaco | [4000 | [sales | :
[pEmOCE | [4000-100 | [sales [ ]
[pEmaco | [4000-100-10 | [sales | p
[pEmoCD | [4000-100-20 | [sales e
[DEMOCO | [4000-200 | [sales [
[pEMOCD | [4000-200-10 | [sales [
f 1T 17 1 :
<

Accessing Row Sets:

1. From the Layout Generator, select row sets. You may now:
o Add new Row Sets
. Edit existing Row Sets
. Rename Row Sets
o Copy Row Sets

. Delete Row Sets

i m Layout Generator - IS - Actual vs Prior - o

I layout design row sets

Create new row sets and manage existing row sets here

8S Items T8 Items B Add @
dit (£)

Rename @
Copy
Delete ®
Help @

Sage Evolution v7 — Report Designer User Guide Page 23 of 129



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 rules using wildcards and

account ranges.

Select Save changes.

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.

Deleting a Row Set

1.
2.
3.

Select Delete.
A confirmation message will appear.

Select Yes.
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Adding and Removing Account Rows

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

Selecting a Row Set

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

layout options text columns columns | rows

Select Row Set |{m:1n|:} e é’ﬂ

Select a Row Set

2. Select a row set.

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

Layout Generator Microsoft Excel

Spacer

12

Revenue

Spacer 43 |5000 to 5051 + 5500 ¢ Cost of Sales
- ,
60 Gross Profit
Spacer 70

Other Revenue

4200 to 4240

+ 6000 to 6140 + 6 Other Expenses

Spacer Total Income

Other Revenue

Spacer 6160 Depreciation Expenses
1947100 to 7200 Gains and Losses
201
Spacer 202 MNet Profit before Interest and Tax
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Adding Rows

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

layout options  text columns columns | rows

Spacer Select Row Set [SampleIncome Stat.. | O [search | £ clear

Cost of Sales ACCOUNT ROWS CALCULATION ROWS

Spacer Sales Cost of Sales Salaries Employee Expenses

~..old Building Dep |Media & Production | ink Interest & Charg | Office Equipment

Salaries

tor Vehide & Transg | Travel Expense Other Expenses Taxation

Employee Expensq

Freehold Building

=
g
Y]
"3
o
3
=N
c
8

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

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

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

Removing Rows

1.  Toremove a single row, you can right-click on the row in the Rows area. or to remove all rows you can
select Clear All.

Cost of Sales

ddidn.

Freehold Building

Media & Productig
Bank Interest & C
Office Equipment

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

1. Click Clear All.

Clear All

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

1. Click Add Spacer.

||| Report Designer - IS - Actual vs Budget

I layout design row sets

Revenue

¢ 1.
3 A E g |8 g |8 : g
i = E - E - E t a
s |8 : |E s | B 5 | 5 || z
g |z ! ENEN: ERER: EHER G G
N 2 EHER G ERER G EHRER S ERER &
Spacer layout options text columns columns — rows — [seach | Pdlear

Spacer ACCOUNT ROWS  CALCULATION ROWS

| Add Spacer (+]

Cost of Sales

Spacer
Gross Profit

Spacer

Gains and Losses Income Taxes

Other Revenue

4
L
4
4
L
4
4
L
L
4
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Add Calculation
Other Expenses Depreciation Bxpenses
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Calculation Rows
Creating New Calculation Rows

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

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

= = L T

Calculator

account rows calculation rows

clear all @ Add Spacer @
Clear All @

wployee Expens||>ld Building De||:dia & Product s .
o ? N . Calculation |

add value

Sales Cost of Sales Salaries

Interest & Che||/ffice Equipmer|| Vehicle & Tra set @

Travel Expense || Dther Expense: Taxation

| | cancel
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The calculator will open.

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

Feature Description

Clear all Clears all fields from the Calculation Area.

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

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

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

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

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

Add value 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. Select Sales.
2. Select the minus sign (-)

3. Select Cost of Sales.

Calculator
Sales Cost of
:
account rows
s it || 8 EE @
Sales Cost of Sales Salaries
ployee Expens|(>ld Building De||:dia 8 Product
er value add value@
Interest & Chz/||'ffice Equipmer|| Vehicle & Tra set %:@
Travel Expense ||Dther Expense: Taxation
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4. Select Save.

5. Enter the formula name as Gross Profit.

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

Deleting a calculated field

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

Editing a calculated field

1. Select Edit Calculation.

2. The Calculator will open allowing you to edit the currently selected formula.
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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 |chcme Statement | ol |search ] P clear

~“AlL LU ATION YOWAIC
CALCULATION ROWS

Employee Expenses

arg | Office Equipment

or Vehicle and Trans Travel Other Expenses

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

ACCOUNT ROWS

Sales Co

aF 4 P i T ly <o
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Example: Before switching the sign on Revenue:

ACTUALOL ACTUALOZ2 ACTUALO3
Revenue (7 136 482) (6792 364) (7 522 240)
Cost of Sales 2582 306 2387718 2283 596
Gross Profit (9 718 788) (9 180 082) (9 805 836)

After switching the sign on Revenue:

ACTUALOL ACTUALDZ ACTUALDZ
Revenue 7136 482 6792 364 7522 240
Cost of Sales 2582 306 2387718 2283 596
Gross Profit 4554 176 4 404 646 5 238 644
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2.3.6 Generating your Layout

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

1. Select Generate Layout.

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

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

A B C E F G H 1

1

2 @Demo Company Income Statement

3 Current Period: 6

4 Company: DemaCo

5 currency: caD

6 Currency Type: F

8 2020 2019

9 Current Month Year To Date Current Month Year To Date
11 Revenue 607299 10 148 897 64 1832 344 69 13491 707.76
M Cost of Sales 182947 462157986 820 376.99 4567 270.46

67 Gross Profit/(Loss) 424352 5627 317.78 1011 967.60 8924 437.30
69 Other Revenue 278730 121415216 215 01981 1292 693 94

78 Total Income 7030.82 6 741469.94 1226 987.41 10217 131.24
ED) Other Expenses (301.85) 4035 627.88 837 06347 10 770 052.96
186, Other 66.72 74334 1063 2301261
194 Depreciation Expense 0.00 260 000.00 40.000.00 240 000.00

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

For more information: For a better understanding on the generated layout, click here.
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2.3.7 Understanding the Microsoft Excel Workbook

If you designed a layout using the criteria below, it would yield the layout on the right in Microsoft Excel. The data
and fields will differ depending on the accounting application you are using.

I layout design

Microsoft Excel

¢
il
H
= 20 o
—c] b
e (@) [ 22 s cmmere o
Generae ()

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

[IT] Report Designer - IS - Actual vs Budget b
4

layout design  row sets b
{

(® Income Statement $

4

) 4

description account rule :

B [Revenue 4000 to 4160 4
Cost of Sales 500010 5051 + 5500 to 5600 :’a
Other Revenue 4200 10 4240 -

Other Expenses 5400 to 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + 8000 :
Depreciation Expenses 6160 <
4
Interest Expanses 6300 10 6320 p
Gains and Losses 7100 to 7200 b
Income Taxes 9000 to 9100 :
4
4

Microsoft Excel

10

11 |4000 to 4160 Revenue

40

41 5000 to 5051 + 5500 to 5 Cost of Sales

66

67 Gross Profit

68

69 4200 to 4240 Other Revenue

77

78 Total Income

79

80 | 5400 to 5450 + 6000 to 6 Other Expenses
1906160 Depreciation Expenses
192/7100 to 7200 Gains and Losses
199

200 Net Profit before Interest and
201

2026300 to 6320 Interest Expenses
205

206! Net profit before Tax
207

208/9000 to 9100 Income Taxes

211

212

Net Profit

If you have an intermediate knowledge of Microsoft Excel and you would like to customize your layout further,
you can use the task pane for complete customization. Designing layouts using the layout generator or the task
pane results in the same formulas being inserted into Microsoft Excel.
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Note: When your layout is generated the period row is automatically hidden by Intelligence Reporting.

CurrType
BudgetSetCode
ReportingTreeUnitPath

11 (4000 to 4160 Revenue

A0

41 5000 to 5051 + 5500 to 5 Cost of Sales
Gross Profit

Other Revenue

Total Income

Sage Evolution v7 — Report Designer User Guide

ACTUALDL

2300771

924 040

1376731

200 807

1577 538

ACTUALDZ

2 541 361

1207 €14

1333548

230 928

1564 475

ACTUALDS

2679 310

1207 767

1471 544

235 518

1707 063
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2.4 Managing Layouts
2.4.1 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.

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

BI Tools
[ 4

Mew Quick Quick
Layout Generate=  Edit -
Bl Reports

2. The Layout Management window will appear.

Layout Management

Income Statement by Income Statement by Site Generate @
Company E
edit (£)

AAAAAALAALAAALAALAAAALAALALAALAALAAALAADLALAAAAALAAALADAAALAALAALAALALALALDALSALALAAALAAL

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

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

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

Mew Quick
Layout Generate+

Bl Tools

4
Quick
Edit -

2. The Layout Management window will appear.

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

4, The Layout generator will appear.

Report Designer - Income Statement

layout design row sets
i y 9 ‘ Groupby [fmon) ] clear

g
%
g

Account

Spacer

Net Profit Befor...
Spacer

Taxation Paid
Spacer

Net Profit After...
Spacer
Dividends Paid

Spacer

Spacer

g g
3 3
© £
| &
= =
=] 35
< =]

Spacer
Budget 01
Spacer
Spacer
Spacer
Spacer
Spacer
Spacer

layout options text columns columns

Company Name |Soft|ine

Fiscal Year | 2013

Branch Code |

bobodo

Reporting Tree Unit |

Selecting this option may slow
down the layout generation.

Show Account Detail ®
[T] show Subtotals at Bottom

BudgetYTD...

rows

clear
clear
clear

clear

Spacer

Spacer

Spacer

=
]
=]
ag
£
i
2
J

Spacer

IS[=1E3

Spacer

Generate @

Make the necessary changes.

5. 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

Al

Mew Quick Quick [Manage| Show
Layout Generate= Edit - Layouts [Task Pane

Bl Reports

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 I | 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.

Bl Tools
[ 4

Mew Quick Quick
Layout Generate~  Edit 7
Bl Reports

Manage
Layouts

ask 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
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Generating an Existing Layout

Generating a layout will open the layout in Microsoft Excel.

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

Bl Tools
[ 4

Mew Quick Quick
Layout Generate~  Edit 7

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

Layout Management

P RS SRR Income Statement by Site _>
Company

Generate @
Edit
Copy
Delete @
Help @

3. The desired report layout will open in Microsoft Excel.
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2.5 Quickly Editing Layouts

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

Yy 2 F %

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

# Balance Sheet

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

I5 - Actual vs Priar

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

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

The Quick Generate option is a drop down menu of all the layouts you have previously saved. Instead of
selecting the Manage Layouts option, you can run them from the Quick Generate menu.

1 S B ok

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

5’ Balance Sheet

5’ I5 - Actual Budget Prior

% 15 - Actual vs Budget ’
5’ IS - Actual vs Prior

To easily generate a report:
1. From the Bl Tools tab, select Quick Generate. A drop down menu will appear.

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

1]z A B C D E F

1 |Company DemoCo
2 |vear 2019,2020
3 |BalanceType
4 |Currency CAD
5 |CurrType F
6 |BudgetSetCode
7 |ReportingTreeUnitPath
9 ACTUALOL ACTUALDZ ACTUALOD3
10

11 (4000 to 4160 Revenue 7 136 482 6792 364 7522 240
40

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

69 |4200 to 4240 Other Revenue 430 828 452 690 441 070
77
78 Total Income 4985 004 4 857 335 5679714
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3.0 Designing Reports using the Task Pane

3.1 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.

While the Task Pane is installed separately, it enhances the Report Designer module. The positioning of the Task
Pane within the overall Intelligence Reporting product is as follows:

Sage Intelligence m Excel

I Excel Report
E# Workbook || Designer
Report Layout Generator
I ‘ Connector M P ==I Task Pane
anager -éf Reporting Trees

&

Distribution

L 4
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3.2 Starting the Task Pane

The process to use the Task Pane is as follows:

Run the Report Design your report
Designer report from dragging and dropping

within the Report financial formulas into
Manager Microsoft Excel

Run Save Excel
Template from the
Report Manager to
save your report for

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.

S s 2 Rename
e i:ﬂ )\"Delete

Copy Move Paste Add Add
To Folder Report & Refresh

Actions

=7 Home

1 Demonstration

o« Designer

| Demonstration Report Designer 1-0-1 [Eva)
_Tnventory Feports

) Purchases Reports

1 5ales Reports
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When prompted for the report parameters, select the financial data to view. The report parameters act as filters.

Tip: Filters allow you to retrieve specific data based on your selections. These selections can be changed in

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

> =18x|
Enter Report Parameters

Report Designer - FiscalYears
FiscalYears Equal To

| =

|Busy : Waiting for User Selection«

Select: FiscalYears

UnSelect All Select &l l oK I Eancell

The Task Pane will open in Microsoft Excel.

V/A B C 2] E F G H | J K /4 L) N o P =] R S T U v [a
1l =
s -
3
X FINANCIALS
o lists
Softline
7
8 . w o Accounts
s . How to” videos
1 . . “ . P— ... to hel t started | Segments
" Find videos for “Anytime Learning ) AR R | ¢
2 || s t
& onour YouTube Ch . . How to copy & rename reports | Segment Codes
L L~ = How to add new folders & reports | Branches
] For earning o ] " |
® J - How to create & link report templates | || Exchange Rates

13 |, your convenience. How to set up report distribution
Departments

Category Codes

29 1
2 ~Intelligence
a <
« Reporting
33 >
2; 7 ? Get in touch!
38 7

Want to find out
3; ¢ more? -‘?;:": B 2::‘““ i
= inteligence and Excel

40 Website:

| Balance Sheet | Categories | IS - Current vs Prior
READY FH M o-———+ 0%

Sage Evolution v7 — Report Designer User Guide Page 45 of 129



3.3 Navigating within the Task Pane

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

v X
FINAMCIALS
FINANCIALS formulas
IIStS Opening Balance
Closing Balance
Actual
e Actual YTD
Currency Budget
Account Structure Budget YTD
Account Groups Current Year
Account Segments Current Period
Budget Sets Company Name
Segment Codes Quantity

To switch between lists and formulas, click on the tab headings.

v X

FINANCIALS

formulas

Opening Balance

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

BI Tools

M % 7 &Nk

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

Bl Reports
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3.4 Lists

3.4.1 Understanding the Sage Evolution Intelligence List Structure

Lists are retrieved from the Sage Evolution General Ledger.

List Name  Description Example
This is a list of the accounts used to 10-1001-000-00-A-COR - Product Sales
Accounts define each class of items for financial 10-1001-010-00-A-COR  Rental Income
transactions of a business 40-4001-010-00-A-COR Office Supplies
' 40-4001-020-00-A-COR Telephone Expense
You can create General Ledger accounts
using multiple segments up to ten levels.
Each segment becomes a reporting
dimension in its own right. If for example, 1 Master Account
Segments you segment the account structure into 2 Sub Account
sub-levels such as accounts, branch, 5 Company
department and project, you can extend
your financial reporting to include
combinations of these levels.
A general | r ntis m f
e e 1001 Sas
Segment se r?]entpma re régsen?a financial . 2001 Cost of Sales
Codes g yrep 015 Casual Wages
category, master account, sub account, .
B Electronics
company, department etc.
A single company can have multiple DBN  Durban
branches, and the branches can .
Branches represent different locations, warehouses FLO  Florida
P ’ " CAL California
etc
The exchange rate list returns the
Exchange e>.<cr.1ange rate information .manage_d EUR to GBP 1.25
Rates within the ERP when creating multi-
currency layouts.
Asi i .
single branch may have multiple 1 Retail Sales
departments. The departments usually
Departments . . . 2 Wholesale Sales
represent different business functions. .
. 3 Service
For example, Sales, Service etc.
. . 1 Asset
Account categories represent the different L
Category . , . 2 Liability
sections of financial statements such as
Codes A 4 Revenue
Assets and Liabilities.
5 Cost of Sales

Sage Evolution v7 — Report Designer User Guide

Page 47 of 129



3.4.2 Adding Lists

There are various lists that can be used to view some of the key information, for example, account numbers and
budget codes.

1. Drag and Drop lists that you require from the task pane to your Microsoft Excel worksheet.

A B C D E F G H 1 [4]
1 v
2 @ Income Statement EAVNOALS B
= lists
4 | Current Year: 2013
5 | Softline
6 |
7 Accounts
B {
9 ] Segments
10| Compa Category Description Segment Codes
11| Softline
Branches

12| Softline
13| softline 2 Other Income Exchange Rates
14| softline 2 Other Expense Departments

v

12

15| Softline Tax Expense -
16| sotine s Dwidends o e

17| Softline 8 perty, Plant and Equip
18| softline 31 Intangible Asset

19| Softline 73 Other Current Asset

20| Ssoftline 1 Cash and Cash Equivalents
21| Softline 7 Share Capital

22| softline 11 Retained Earnings

23| Ssoftline Non Current Liability

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

E10 v S =-GLActualEvo("Softline",,SES4,SES5 1SB10
Al B C D E F

1

5 @ Income Statement

4 Current Year: 2013

5 Current Period: 3

6

7 Actual :
8 Current Month Year To Date )
10: 9 | Revenue | 2 902 724 63 8 926 447 638
12| 710 Cost of Sales 2 314 878.05 7 090 493.94
14 Gross Profit/(Loss) 587 846.63 1835 953.74
16 .4 0O 0,283.69
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3.5 Formulas
3.5.1 Available Formulas
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

=GLActualEvo(CompanyName,MasterSubAccount,FiscalYear,FiscalPeriod, Type,GLCategoryCode,ReportingCa
tegoryCode,BranchCode,BalanceType,ReportingTreeUnit

The Actual 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. A Sage Evolution general

N ledger supports multiple companies. The
company name you have selected in the
task pane lists is automatically placed into
the formula.

A company name retrieved

CompanyName from the general ledger.

An account used to define each
MasterSubAccount class of items for financial N
transactions of the business

It filters the master sub account being
referenced to a specific account.

It filters the general ledger accounts being
referenced to a specific fiscal period. A
fiscal year is a length of time that a
company uses for accounting purposes.
The fiscal year may or may not be the
same as a calendar year.

The fiscal year to return data
FiscalYear on. The default is the current Y
year based on today's date.

It filters the general ledger accounts being

The period to return data on. referenced to a specific period. A period is
FiscalPeriod The default is the current period Y the operating cycle of a company for
based on today's date. which accounting information is collected

and reported.
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What needs to be filled in?

What is the purpose of the filter?

Type

The type of account in the
general ledger. Type | for an
Income Statement account or
B for a Balance Sheet account.

Mandatory

It filters the type being referenced to a
specific account type.

GLCategoryCode

The category code 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
Code

The reporting category code to
filter on.

It filters the general ledger accounts to a
specific reporting category code. 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 you need additional financial
categories over and above the standard
account types.

BranchCode

The branch code retrieved from
the general ledger.

It filters the general ledger branch code
being referenced to a specific branch
code. A single company can have multiple
branches, and the branches can represent
different locations, warehouses, etc

BalanceType

Type Debit or Credit.

It filters only the credit or debit balances to
be returned for the accounts which are
being referenced by this formula.

ReportingTreeUnit

A reporting tree unit in the
format :

Treename>Parent>Parent>unit.

For example, Worldwide
Enterprises>New York>NY
Sales>NY Retail Sales

Reporting Trees are used to achieve
organizational reporting. It allows the
account filter rule within one of a reporting
tree’s units to be applied to the formula.
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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 Account
argument allowing you to filter on Account Numbers or Account Classes.

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:

=GLActualEvo("Softline",,$E$4,$E$7,,$B8)

SUM e x v

A B C

D E

2 @ Income Statement

Current Year:

2013

Current Mont!i

fe =GLActualEvo("Softline",,$E$4,5E57,,5B8)

CompanyName I‘Softline'

MasterSubAccount ||

FiscalYear |SESA

FiscalPeriod [SES7

Categ Category Description 1 SiCategonCode Isss -
3 22 $4,5£97,988) | | ReportingCategoryCode || = =
.

"0 Cost of Sales BranchCode | ==
10| 2 otherincome BalanceType | B =

v
1 '2 Other Expense ReportingTreeUnit | = = -
12 12 Tax Expense i

v Sz X =y o
13| 14 Dividends Paid Returns the month to date general ledger actual amount.
14 |
15 R yCode the rep g cate code retrieved from the general ledger.
16
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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

=GLActualYTDEvo(CompanyName,MasterSubAccount,FiscalYear,FiscalPeriod, Type,GLCategoryCode,Reportin
gCategoryCode,BranchCode,BalanceType,ReportingTreeUnit)

The Actual YTD 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. A Sage Evolution general

N ledger supports multiple companies. The
company name you have selected in the
task pane lists is automatically placed into
the formula.

A company name retrieved from

CompanyName the general ledger.

An account used to define each
MasterSubAccount class of items for financial N
transactions of a business

It filters the master sub account being
referenced to a specific account.

It filters the general ledger accounts being
referenced to a specific fiscal period. A
fiscal year is a length of time that a
company uses for accounting purposes.
The fiscal year may or may not be the
same as a calendar year.

The fiscal year to return data on.
FiscalYear The default is the current year Y
based on today's date.

It filters the general ledger accounts being

The period to return data on. The referenced to a specific period. A period is
FiscalPeriod default is the current period Y the operating cycle of a company for
based on today's date. which accounting information is collected

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

The type of account in the

general ledger. Type | for an It filters the type being referenced to a
Income Statement account or specific account type.

B for a Balance Sheet account.

Type

It filters the general ledger category code
being referenced to a specific code.

GLCategoryCode  The category code to filter on. N Account categories represent the different
sections of financial statements such as
Assets and Liabilities.

It filters the general ledger accounts to a
specific reporting category code. You use
report categories to group general ledger
accounts together and then report on

N 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.

ReportingCategory The reporting category code to
Code filter on.

It filters the general ledger branch code
The branch code retrieved from being refgrenced to a specific branch .
BranchCode N code. A single company can have multiple
the general ledger.
branches, and the branches can represent
different locations, warehouses, etc

It filters only the credit or debit balances to
BalanceType type Debit or Credit. Y be returned for the accounts which are
being referenced by this formula.

A reporting tree unit in the format
: Reporting Trees are used to achieve
Treename>Parent>Parent>unit. organizational reporting. It allows the

ReportingTreeUnit For example, Worldwide N account filter rule within one of a reporting
Enterprises>New York>NY tree’s units to be 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 Intelligence Reporting formulas is by using cell
references. This method makes modifying and maintaining your worksheet easier.
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e Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the Account
argument allowing you to filter on Account Numbers or Account Classes.

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:

=GLActualYTDEvo("Softline",,$E$5,E$8,$B12)

¥ X v Kk =GLActual YTDEvo("Softline",,$ES5,E$8,5B12)

A B c D E

: |
‘ ~GLActualYTDEvo
2 @Statement of Cash flows e 5
; | MasterSubAccount I Eﬁ = i
5| Current Year: 2013 FiscalVear [SEss B = 2013 p
o ) ) 4
FiscalPeriod IESS Eﬂ =1 p
Do
9 | =0 4
10 | Returns the year to date general ledger actual amount. :
*&:] i Company a company name retrieved from the general §
12' 8 erty. Plant and Equipment |iE$5ESS.SB12) _I :
13| "31 Intangible Asset 4
| v .
14 : 6 Non Current Liability e o p
v
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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

=GLBudgetEvo(CompanyName,MasterSubAccount,FiscalYear,FiscalPeriod, Type,GLCategoryCode,ReportingC

ategoryCode,BranchCode,ReportingTreeUnit)

The Budget formula syntax has the following arguments:

Filter What needs to be filled in?

A company name retrieved

Mandatory What is the purpose of the filter?

It filters the general ledger accounts being
referenced to one or more specific
companies. A Sage Evolution general ledger

CompanyName N . .
pany from the general ledger. supports multiple companies. The company
name you have selected in the task pane lists
is automatically placed into the formula.
An account used to define
each class of items for It filters the master sub account bein
MasterSubAccount . . N o g
financial transactions of a referenced to a specific account.
business
It filters the general ledger accounts being
The fiscal year to return data referenced to a specific fiscal period. A fiscal
FiscalYear on. The default is the current Y year is a length of time that a company uses
year based on today's date. for accounting purposes. The fiscal year may
or may not be the same as a calendar year.
It filters the general ledger accounts being
The period to return data on. referenced to a specific period. A period is
FiscalPeriod The default is the current Y the operating cycle of a company for which

period based on today's date.

accounting information is collected and
reported.
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The type of account in the

general ledger. Type | for an It filters the type being referenced to a

Type Income Statement accountor N specific account type.
B for a Balance Sheet
account.
It filters the general ledger category code
being referenced to a specific code. Account
GLCategoryCode  The category code to filteron. N categories represent the different sections of
financial statements such as Assets and
Liabilities.

It filters the general ledger accounts to a
specific reporting category code. You use
report categories to group general ledger

ReportingCategory The reporting category code accounts together and then report on them.

Code to filter on. 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.

It filters the general ledger branch code being
The branch code retrieved rgferenced to a specific branch code. A
BranchCode N single company can have multiple branches,
from the general ledger. .
and the branches can represent different
locations, warehouses, etc

A reporting tree unit in the

format : Reporting Trees are used to achieve
. . Treename>Parent>Parent>un organizational reporting. It allows the account
ReportingTreeUnit . . i .y . , .
it. For example, Worldwide filter rule within one of a reporting tree’s units
Enterprises>New York>NY to be 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 Intelligence Reporting formulas is by using cell
references. This method makes modifying and maintaining your worksheet easier.

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

e To change the sign of an account to a negative number, add a minus sign (-) to the beginning of the
formula.
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Example
An example of a Budget formula could be:

=GLBudgetEvo("Softline", $E$4,$E$5,,$B10)

S| 1 [X 7 e

~GLBudgetEvo
Al B G D E F G H =
N i - - - —_— CompanyName I’Softline1 5 = “Softline”
MasterSubAccount | 5 =
P @ Income Statement B =
/ | FiscalPeriod [SESS = -3

4 Current Year: 2013 Hpe I E =
5 Current Period: 3
6 L GLCategoryCode 4
7 Actual ReportingCategoryCode l 5 = :
8 ZunentMonth  Year To Date Current Month BranchCode | E = 1
10| 7 9GevermE 2902 724.68 8926 447,68 |4,3E35,,5B10) ReportingTreeUnit [ i >
Ir = <
12| 710 Cost of Sales 2314 878.05 7 090 49394 2035 000.00 220008 4
e Returns the month to date general ledger budget amount. 4
14 Gross Profit/(Loss) 587 846.63 1835 953.74 965 000.00 Type the type of account in the general ledger. :
16| " 4 OtherIncome 19 122.05 30 283.69 0.00 1
18 Total Income 606 968.68 1866 237.43 965 000.00 4
et Formula result = 3 000 000.00 4

r 4

2

39 Other Expense 622 679.77 1821 325.86 0.00 S S :
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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

=GLBudgetYTDEvo((CompanyName,MasterSubAccount,FiscalYear,FiscalPeriod, Type,GLCategoryCode,Report
ingCategoryCode,BranchCode,ReportingTreeUnit)

The Budget YTD 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

A company name retrieved companies. A Sage Evolution general ledger
CompanyName . .
from the general ledger. supports multiple companies. The company
name you have selected in the task pane lists
is automatically placed into the formula.
An account used to define
each class of items for It filters the master sub account bein
MasterSubAccount . . N o g
financial transactions of a referenced to a specific account.
business
It filters the general ledger accounts being
The fiscal year to return data referenced to a specific fiscal period. A fiscal
FiscalYear on. The default is the current Y year is a length of time that a company uses
year based on today's date. for accounting purposes. The fiscal year may
or may not be the same as a calendar year.
. It filters the general ledger accounts bein
The period to return data on. g o g . . g
. referenced to a specific period. A period is
. . The default is the current . .
FiscalPeriod . : Y the operating cycle of a company for which
period based on today's o o
date accounting information is collected and
' reported.
The type of account in the
Tvoe general ledger. Type | for an N It filters the type being referenced to a
yp Income Statement account specific account type.

or
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B for a Balance Sheet
account.

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.

The category code to filter

GLCategoryCode on.

It filters the general ledger accounts to a
specific reporting category code. You use
report categories to group general ledger

ReportingCategory The reporting category code accounts together and then report on them.

Code to filter on. 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.

pd

It filters the general ledger branch code being
. referenced to a specific branch code. A
The branch code retrieved . .
BranchCode N single company can have multiple branches,
from the general ledger. .
and the branches can represent different
locations, warehouses, etc

A reporting tree unit in the

format : Reporting Trees are used to achieve
. .. Treename>Parent>Parent>u organizational reporting. It allows the account
ReportingTreeUnit . . . - . , .
nit. For example, Worldwide filter rule within one of a reporting tree’s units
Enterprises>New York>NY to be 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 Intelligence Reporting formulas is by using cell
references. This method makes modifying and maintaining your worksheet easier.

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

e To change the sign of an account to a negative number, add a minus sign (-) to the beginning of the
formula.
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Example
An example of a Budget YTD formula could be:

=GLBudgetYTDEvo("Softline", $E$4,$E$5,,$B10)

™M v i X « f  =GlBudgetYTDEvo("Softline", $E$4,5E$5,,$B10)
A B C D E | E G H 1 FunclmnArguments

1 GL
CompanyName | *Softline’] @ = 'Soﬁliﬂ
. (@) Income Statement g e T
<
i | 5 4

4 Current Year: 2013 <€ Ehaliearysest ol
5 Current Period: 3 € F [sess B =3 :
6 Type E = <4

.
7 Actual Budget . GlCategoryCode |SB10 =
8 Current Month _ Year To Curienitvonth  Year To Date ReportingCategoryCode ] E = 4
> 4

L BranchCode | 2
10 9 «Gevere 2902 724.68 8 926 447.68 3000 000 00|4_$E$5__$B10) ! SN oo >
& ReportingTreeUnit E = <

12 10 Cost of Sales 2314 878.05 7090 493.94 2035 000.00 6 105 000.00
= = 9000004
14 Gross Profit/(Loss) 587 846.63 183595374 965 000.00 289500000  Returns the year to date general ledger budget amount. :
16| " 4 Other Income 19 122.05 30 283.69 0.00 0.00 ReportingTreeUnit is a reporting tree unit in the format £
ar For example, Worldwide En(erpnsesi'
18 Total Income 606 968.68 1866 237.43 965 000.00 2895 000.00 St <
20| "2 Other Expense 622 679.77 182132586 0.00 0.00  Formula result = 9000 000.00 1
22 Net Profit/(Loss) Before Interest & Tax (15 711.09) 44 91157 965 000.00 2895000.00 ey jis function :
= ;
24| "12 Tax Expense 0.00 0.00 0.00 0.00 0.00 | <4
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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
=GLCurrentYearEvo(CompanyName)

The Current Year formula syntax has the following argument:

What needs to be
filled in?

Mandatory What is the purpose of the filter?

It filters the general ledger accounts being referenced to

A company name one or more specific companies. A Sage Evolution general
CompanyName retrieved fromthe Y ledger supports multiple companies. The company name
general ledger. you have selected in the task pane lists is automatically

placed into 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.

Example
An example of a Current Year formula could be:

=GLCurrentYearEvo("Softline™)

23 - fe | =GLCurrentYearEvo("Softline") v 3

. . D T T

3 —i
CompanyName [Softiine] B8] = ‘Softline”
3 @ Income Statement .
Returns the fiscal year from the general ledger.
4 ] Current Year: 2013
" CompanyName a company name retrieved from the general ledger..

5 Current Period: |
= %
L] Formula result = %
7 Acti
z Coment Mo S e
2 sudaet YTD 4
10/ 7 9 Revenue 2902 724.68 8 926 44768 3000 000.00 9 - = 4
10 4
12| 710 Cost of Sales 2314 878.05 7090 493.94 2035 000.00 6 :
14 Gross Profit/{Loss) 587 846.63 183595374 965 000.00 2 :
== 4
16| "4 Otherincome 1912205 3028369 000 4
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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.

F6 v| fe || =IF(E$8-1<=0,E$6-1,ES6)

A B C 3 -

(® Income Statement

Current Year: 2013

N

2013

Current Month Period
1 12

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.

Tip: In Sage Evolution, by default, the current period is determined by the windows system date. If you would like

to specify the current period, you can add a Pass through Variable expression to the source container of the
report.

Syntax

=GLCurrentPeriodEvo(CompanyName)
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The Current Period formula syntax has

What needs to

AU be filled in?

A company name
CompanyName retrieved from the Y
general ledger.

the following arguments:

Mandatory What is the purpose of the filter?

It filters the general ledger accounts being referenced to one
or more specific companies. A Sage Evolution general ledger
supports multiple companies. The company name you have
selected in the 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 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:

=GLCurrentPeriodEvo("Softline™)

SUM X v Kk =GLCurrentPeriodEvo("Softline")

A C D E

3 @ Income Statement

Current Period:

B

Function Arguments

GLC i ‘

=ohn = ety
S5 |{CompanyName Softline’| a Softline’

Returns the current period from the general ledger.
Current Mo

ADAAAAAAAAAAAAAAAADAAAAAAAMLAAAAALA

CompanyName a company name retrieved from the general ledger..

Formula result =

|

Help on this function

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 fe =IF(ES8-1<=0,E$8-1+12,E$8-1)

A B G D

-

(@ Income Statement

Current Year: 2013

2013
Current Month

Period

1

VL N O LA LN

" 9 Revenue 2 675 459 32

[
o
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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

=GLOpeningBalanceEvo(CompanyName,MasterSubAccount,FiscalYear, Type,GLCategoryCode,ReportingCateg
oryCode,BranchCode,ReportingTreeUnit)

The Opening Balance formula syntax has the following arguments:

What needs to be filled

Mandatory What is the purpose of the filter?

Filter in?
It filters the general ledger accounts being
A company name referenced to one or more specific companies.
) A Sage Evolution general ledger supports
CompanyName retrieved from the . .
multiple companies. The company name you
general ledger. . L7
have selected in the task pane lists is
automatically placed into the formula.
An account used to
Qeflne eaqh cla_ss of It filters the master sub account being
MasterSubAccount | items for financial .
) referenced to a specific account.
transactions of a
business
The fiscal year to return It filters the general nglggr accounts belng
X referenced to a specific fiscal period. A fiscal
. data on. The default is ; .
FiscalYear year is a length of time that a company uses
the current year based on . s
! for accounting purposes. The fiscal year may
today's date.
or may not be the same as a calendar year.
The type of account in
the general ledger. Type |
Tvpe for an Income Statement It filters the type being referenced to a specific
yp account or account type.
B for a Balance Sheet
account.
It filters the general ledger category code being
The catedory code to referenced to a specific code. Account
GLCategoryCode gory categories represent the different sections of

filter on.

financial statements such as Assets and
Liabilities.
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It filters the general ledger accounts to a
specific reporting category code. You use
report categories to group general ledger

ReportingCategoryC | The reporting category accounts together and then report on them.
ode code to filter on. 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.
It filters the general ledger branch code being
The branch code referenced to a specific branch code. A single
BranchCode retrieved from the company can have multiple branches, and the
general ledger. branches can represent different locations,
warehouses, etc
A reporting tree unit in
the format :
Treename>Parent>Paren Reporting Trees are used to achieve
ReportingTreeUnit t>unit. For example, organizational reporting. It allows the account
Worldwide filter rule within one of a reporting tree’s units
Enterprises>New to be applied to the formula.
York>NY 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 Intelligence Reporting formulas is by using cell
references. This method makes modifying and maintaining your worksheet easier.

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

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

formula.
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Example
An example of an Opening Balance formula could be:

=GLOpeningBalanceEvo("Softline",,$D$4,,$B13)

v i X v K =GLOpeningBalanceEvo("Softline",,$D%4,,5B13)

Al B C D E
1 N Function Arguments

| ~GLOpeningBalanceEvo
. (@ Summary Balance Sheet SN — =
— = <
4 Current Year: 2013 o Mas U o B «
5 Current Period: 3 Hsal ISD“ E = 2013:
6 | Type | B - ¢

| GlCategoryCode [5B13 B =7 4

Ope gB —
7| = 570934
s | Returns the opening balance general ledger amount. :
=S MasterSubAccount the account code from the account51
10 Assets from the general ledger. <
11| b
12 | 4
- e . Formula result = 570 93291 4

13 8 roperty, Plant and Equipment Ie ..5D%4,.5B13) ‘l p
1| 31 Intangible Asset Help on this function :
177
16 | | Exchange Rate
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Closing Balance Formula

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

=GLClosingBalanceEvo((CompanyName,MasterSubAccount,FiscalYear,FiscalPeriod, Type,GLCategoryCode,Re
portingCategoryCode,BranchCode,BalanceType,ReportingTreeUnit)

The Closing Balance formula syntax has the following arguments:

What needs to be
filled in?

Mandatory

What is the purpose of the filter?

A company name

It filters the general ledger accounts being referenced
to one or more specific companies. A Sage Evolution

CompanyName retrieved from the | N general ledger supports multiple companies. The
general ledger. company hame you have selected in the task pane
lists is automatically placed into the formula.
An account used to
define each class
MasterSubAccount o_f items for N It flltgr_s the master sub account being referenced to a
financial specific account.
transactions of a
business
The fiscal year to It filters the general ledger accounts being referenced
return data on. The to a specific fiscal period. A fiscal year is a length of
FiscalYear default is the Y time that a company uses for accounting purposes.
current year based The fiscal year may or may not be the same as a
on today's date. calendar year.
The period to
return data on. The It filters the general ledger accounts being referenced
. . default is the to a specific period. A period is the operating cycle of a
FiscalPeriod X Y . o L
current period company for which accounting information is collected
based on today's and reported.
date.
The type of
account in the ' . -
Type general ledger. N It filters the type being referenced to a specific account

Type | for an
Income Statement

type.
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Filter

What needs to be
filled in?

account or
B for a Balance
Sheet account.

Mandatory

What is the purpose of the filter?

The category code

It filters the general ledger category code being
referenced to a specific code. Account categories

GLCategoryCode to filter on. N represent the different sections of financial statements
such as Assets and Liabilities.
It filters the general ledger accounts to a specific
reporting category code. You use report categories to
. The reporting group general ledger accounts together and then
ReportingCategory .
Code category code to N report on them. They are u_sed if you need to create a
filter on. more complex set of financial reports, and you need
additional financial categories over and above the
standard account types.
It filters the general ledger branch code being
The branch code referenced to a specific branch code. A single
BranchCode retrieved fromthe | N company can have multiple branches, and the
general ledger. branches can represent different locations,
warehouses, etc
. It filters only the credit or debit balances to be returned
type Debit or ) : .
BalanceType Credit N for the accounts which are being referenced by this
’ formula.
A reporting tree
unit in the format :
Treename>Parent>
. _ Zj;ig;umt' For Repor_ting Trees are used to ach_ieve orgar_lizational
ReportingTreeUnit Worldwide N reporting. It allows the account filter rule within one of
X a reporting tree’s units to be applied to the formula.
Enterprises>New
York>NY
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 Intelligence Reporting formulas is by using cell
references. This method makes modifying and maintaining your worksheet easier.

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

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

formula.
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Example

An example of a ClosingBalance formula could be:

=GLClosingBalanceEvo("Softline", $D$4,G$8,,$B13)

[ IR B S 8

31

x v Kk =GLClosingBalanceEvo("Softline",,$D$4,G$8,,5B13)
E c | b | E
Current Year: 2013
Current Period: 3 —GLClosingBalanceE: b
CompanyName |'Somme1 ‘
Closing Balai.c2
Opening Balance e o wm’mcoum I_é
Period FiscalYear |SDS4
3 [ FiscalPeriod IGSB !
Assets Type 4'
GLCat ode [sB1.
Non Current Assets 5 _ b
3Nt and Equipment 57093291 [54.658,5B13) | | Reporinacatesentode | 4
Intangible Asset 0.00 0.00 BranchCode [ 4
BalanceType I—:
Current Assets
ReportingTreeUnit I—:
TOTAL ASSETS 0.00
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Exchange Rate Formula

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

Description

The Exchange Rate formula returns the exchange rate that is managed within the ERP after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=ExchangeRateEvo(CompanyName,CurrencyCode,FiscalYear,FiscalPeriod,RateType, TransactionType)

The Exchange Rate formula syntax has the following arguments:

What needs to be
filled in?

Mandatory What is the purpose of the filter?

A company name

It filters the general ledger accounts being referenced to
one or more specific companies. A Sage Evolution general

CompanyName retrieved fromthe Y ledger supports multiple companies. The company name
general ledger. you have selected in the task pane lists is automatically
placed into the formula.
The currency code It filters the type being referenced to a specific account
CurrencyCode  retrieved fromthe Y tvoe yp 9 b
General Ledger. ype.
The fiscal year to It filters the general ledger accounts being referenced to a
return data on. The e o . ) ) .
. . specific fiscal period. A fiscal year is a length of time that a
FiscalYear default is the Y ; ;
company uses for accounting purposes. The fiscal year
current year based
. may or may not be the same as a calendar year.
on today's date.
The period to return
data on. The It filters the general ledger accounts being referenced to a
. . default is the specific period. A period is the operating cycle of a
FiscalPeriod ; Y . . 0 )
current period company for which accounting information is collected and
based on today's reported.
date.
RateType Type Spot or v It filters the rate being referenced to either the spot or
Average. average rate.
TransactionType Type Buy or Sell. Y It filters the transaction type to buying or selling.
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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 Account
argument allowing you to filter on Account Numbers or Account Classes.

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

The Exchange Rate formula can then be used to create multi-currency layouts.

E16 w Jx =SUM(D16*SD$9)

A B c E
2| (#) 180 Income State
3] Chart of Accounts
4| Ledger Type
5 Company
6 | Site
2] Year
8 | Current Period:
9 | Exchange Rate
10|
1" 010
12 | O O L)
13 R
14 |

[ =] 15 | Revenue 151 562,00 1 364 058.00
16| '5000 Sales Turnover 125 884,00 1132 776.00,
17 | %5001 Group Sales 25698,00 231 282,00
18

A ABADH LALLMV AHALANL224004
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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

=AccountDescriptionEvo(CompanyName,MasterSubAccount)

The Account Description formula syntax has the following argument:

What needs to be

Filter filled in?

Mandatory

A company name
CompanyName retrieved from the Y
general ledger.

What is the purpose of the filter?

It filters the general ledger accounts being referenced
to one or more specific companies. A Sage Evolution
general ledger supports multiple companies. The
company name you have selected in the task pane lists
is automatically placed into the formula.

An account used to
define each class of
MasterSubAccount | items for financial Y
transactions of a
business

It filters the master sub account being referenced to a
specific account.

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.
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Example
An example of an Account Description formula could be:

=AccountDescriptionEvo("Softline",$A$11)

SUM v X v Kk =AccountDescriptionEvo("Softline",$A%11)
1]2 A B c D |ElE G H I J R
1 |CompanyName Softline Function Arguments
2 :BranchCode AccountDescriptionEvo
3 |ReportingTreeUnitPath
3 [ER g CompanyName l‘Softline' Eﬂ = “Softline”
= - MastersubAccount [sasti] 8] = 10-1001-000-00-A-GDS"
6 = "Sales Sales None None HO Manager
3 | Returns the account description from the general ledger.
9 MasterSubAccount the account code from the accounts or account classes list retrieved from
. b the general ledger..
(= 10 [10 les
11 llO-lOOl-OOO-OO-A-GDS I=AccountDescriptionEvo("f
12 |10-1001-036-00-D-GDS Sales/Diesel/None Formula result = Sales Sales None None HO Management Gillespie
13 |10-1001-050-00-D-GDS  Sales/Generator Sales/Not o o shic function oK I Cancel I
| -, 14 ]10-1001-088-00-D-GDS _ Sales/Other/None
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3.5.2 Adding Formulas

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

. Select the desired formula from the task pane. Drag and drop the formula onto your Microsoft Excel
spreadsheet.
& B c D E F G H ]
o 8
4 @ Income Statement PRNGALS [
formulas

4 Current Period: 12

;
= 2013 212 Actual YTD

7 Current Month  Year To Da*- Current Month Yea i

L ., Budget

9 9 Revenue

e Budget YTD

11| 710 Cost of Sales . y

e urrent Year

}3 Gross Profit/(Loss) ‘ Current Period

15 " 4 Other Income Opening Balance

]‘.z Total Income ‘ Closxr‘g Balance —

o Type the formula name directly into the cell.

2013

Current Month Year To Date
el |
)

#) GLActualVTDEvo

#) GLBudgetEvo

#) GLBudgetYTDEvo

@ GLClosingBalanceEvo
@ GLCurrentPeriodEvo
@ GLCurrentYearEvo

@ GLOpeningBalanceEvo
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3.5.3 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.

H © - s Demonstration Report Designer1-0

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

E9 v| =-GLActualEvo("Softline", ES6,5£34,,$B9)

A B C D | E F

.

; @ Income Statement

Current Period: 12

2013
Current Month Year To Date

4
5

6

7

o) " 9 Revenue | 3 955 406.99_' 48 510 942 59
.L&

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

v || =GlactualEvo("Softline", £36,5E54,,589) *10/100

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

In the following formula example, CompanyName is applied first, followed by MasterSubAccount, FiscalYear,
FiscalPeriod, and Type in that order.

Function Arguments | 2§ X|
LActualEvo
CompanyName |*Softline]| E = “Softline” -
MasterSubAccount | ﬁ = j
FiscalYear [ES6 ] - 203
FiscalPeriod [SEs4 I - 12
Tee | H - =l
= -3955406.99
Returns the month to date g | ledger actual it.
Ce ac name retrieved from the | ledger.

Formula result = 395 540.70

Help on this function OK I Cancel
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o Formulas can be edited manually if you are familiar with the format of the formula. Select the cell which
contains the formula and then click within the formula bar and make your changes.

SUM v i | X « f || =GlActualEvo("Softline",£565ES4,,389)
A B C D | E A F

. |

3 @ Income Statement

Current Period: 12

2013
Current Month Year To Date

Is5.5E354. 5B9) 48 510 94259

Revenue
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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.

fe \zﬂsLActualEvo("Softline",,E$6,$E$4,,$BQ)

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

3.5.4 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.

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

HOME Function Arguments ﬂ m
LActualEs
SUM vl i CompanyName |*Softline’| & = “softline" =
MasterSubAccount lSBZO 5 = "20-2001-000-00-A-GDS TO 20-20...
L —— FiscalVeal [ES6 =] = 2013
2 @ FiscalPeriof [sES4 B =12
z Type | B - =
= = 4118162811
&} | Returns the month to Hate general ledger actual amount,
6 | CompanyName a company name retrieved from the general ledger.
1
9 10-1001-000-C

10| 10-1001-036-( Formula result =
11| 10-1001-050-C

12| 10-1001-088-¢ H [ o | _conce |
13

14|  20-2001-000-00-D-GDS Cost of Sales/None/None HO 0.00 >
15 20-2001-036-00-D-GDS Cost of Sales/Diesel/None HO (0.06) <
16|  20-2001-038-00-D-GDS Cost of Sales/Discount Received/None HO 102 813.59 :
17 20-2001-051-00-D-GDS Cost of Sales/Generator Service/None 0.00 4
18 20-2001-054-00-D-GDS Cost of Sales/Import Costs/None HO 0.00 :
19|  20-2001-077-00-D-GDS Cost of Sales/Manufacturing/None (514 629.81) <
zq] | 20-2001-000-00-A-GDS TO 20-2001-077-00-D-GDS | | {411 816.28)] j
21| L

Tip:

— Use account ranges to ensure new accounts being added to the general ledger are included in your reports.

— Alpha characters are 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 could be used in the cell which is referenced by the MasterSubAccount argument.

For example, typing 20-2001-038-00-D-GDS + 20-2001-077-00-D-GDS in the cell will give a total figure for
Account 20-2001-038-00-D-GDS and Account 20-2001-077-00-D-GDS.

7= B =
HOME Function Arguments ﬂ E
~GlActualEvo
El6 v CompanyName |‘Soft|ine' Eéj = “Softline” b
) MasterSubAccount [SB16| £8] = 20-2001-038-00-D-GDS + 20-200... .
A
FiscalYear |ESG E'Q = 2013
2 @ FiscalPeriod |sEss = = 12
Tyee | sl - =l
4
= 411816.2211

5 Returns the%ﬂonth to date general ledger actual amount.
6 MasterSubAccount the account code from the accounts or account classes list retrieved
7 from the general ledger. D
9 10-1001-000-C 1
10 10-1001-036-C Formula recult = (411 816.22)
11 10-1001-050-C D¢
12 10-1001-088-( Help on thi; function | OK I Cancel I

3
14 20-2001-038-00-D-GDS Cost of Sales/Discount Received/None HO 102 813.59
15 20-2001-077-00-D-GDS ‘V Cost of Sales/Manufacturing/None (514 629.81)
16I | 20-2001-038-00-D-GDS + 20-2001-077-00-D-GDS I I (411 81622)]
17

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

recognized. Brackets are also supported thus calculations in brackets (parenthesis) are calculated first.
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Using Wildcards

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

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

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

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

Filter Description Result
, - , 20-2001-000-00-A-AAA up to
- -2 - -
20-2001-~ Filter all accounts beginning with segments 20-2001 50-2001-999-99-7-777

20-2001-???-00- Filter all accounts beginning with segments 20-2001- and  20-2001-000-00-A-COM up to
A-COM ending with -00-A-COM 20-2001-999-00-A-COM

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

HOME TNICEDT DAGE L AVALIT CODAALI AC NATA DCIACIAL VTCIAL ANN_TAIC DI Trnl-

T = GlActualEvo
CompanyName |'Softline'| £&] = “Softline” -
\ =
A MasterSubAccount [5520 E&] = 20-2001-077-00-D-GDS '
1

FiscalVear [ES6 B = 2013

2 @ FiscalPeriod [SES4 & =12
Bl - =

Type | =

2 = 411816.2811

5 Returns ‘he month to date general ledger actual amount.

6 C a company name retrieved from the general ledger. !
7

o

9 10-1001-000-C 0
10 10-1001-036-C Forgiula result = (411 816.28)

E ig_iggi_g;g_g Helip on this function ITI Cancel l g
13

14 Cost of Sales/None/None HO 0.00

15 Cost of Sales/Diesel/None HO (0.06)

16 Cost of Sales/Discount Received/None HO 102 813.59

17 Cost of Sales/Generator Service/None 0.00

18 Cost of Sales/Import Costs/None HO 0.00

19 - - -D- Cost of Sales/Manufacturing/None (514 629.81)

20| 20-2001-07?-00-D-GDS [ @11816.28)]
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3.5.5 Using Cell References

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

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

For example, if you wanted information for the year 2012 and you used 2011 in the Year parameter of the Actual
formula, you would have to modify every formula that used the old value. If you store the year in a cell, you
simply change that one cell and Microsoft 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.
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Using Relative or Absolute Cell References

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

In contrast, an absolute cell reference does not change when its formula is copied and pasted to other cells.
An example of a relative cell reference would be A5 or B10.
An example of an absolute cell reference would be $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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3.5.6 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.

@ Income Statement

N —n

Current Year:
Current Period:

jem——
9 IRevenue

2013

Current Month

Actual

I=-GLActualEvo("SoﬂIine".‘SE54.5E55.|=-GLActualYTDEvo("

Year To

12 10 Cost of Sales =GLActualEvo("Softline”, $E$4,SES5,, =GLActual YTDEvo("g
14 Gross Profit/(Loss) =E10-E12 =F10-F12

16 e A Other Income =-GLActualEvo("Softline"”, $E$4,$ES5. =-GLActualYTDEvo("3‘
18 Total Income =E14E16 =F14+F16 [
20 " 2 Other Expense =GLActualEvo("Softline", SE$4,SESS. . =GLActuaIYTDEvo("g;
22 Net Profit/(Loss) Before Interest & Tax =E18-E20 =F18-F20 [
24 ” 12 Tax Expense =GLActualEvo("Softline”, SES4 SES5,. =GLActuaIYTDEvo("§;
26 Net Profit/(Loss) After Tax =E22-E24 =F22-F24

“ ‘
28 T Dividends Paid =GLActualEvo("Softline”, SE$4,SES5.. :GLActuaIYTDEvo("§ R
3,& t Profjt
2. Press Ctrl ~ again to return to displaying the values.

E10 > fe || =-GlActualEvo("Softline",,SE$4,$E$5,,$B10)

& B D E F G H I !

1 iL

. (@ Income Statement

4 Current Year: 2013

5 Current Period: 3

6

7 Actual Budget

) Current Month  Year To Date Current Month  Year To Date

" 14

Revenue

Cost of Sales
Gross Profit/(Loss)
Other Income
Total Income

Other Expense

Net Profit/(Loss) Before Interest & Tax

Tax Expense

Net Profit/(Loss) After Tax

Dividends Paid
et Profi

| 2 902 724,68_|

2314 878.05
587 846 63
19 122.05
606 968 68
622 679.77
(15 711.09)
0.00

(15 711.09)
0.00

(15 711.0
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8 926 447 68
7090 493.94
1835 953.74
30 283.69
1866 237.43
1821325.86
44 91157
0.00

44 91157
0.00

3000 000.00
2 035 000.00
965 000.00
0.00

965 000.00
0.00

965 000.00
0.00

965 000.00
0.00
0./

2895 ooo.otT
0.00
2 895 000.00'
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3.6 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 MasterSubAccount.argument. If any
new accounts were added to the general ledger, for example 20-2001-080-00-D-GDS Cost of Sales/Fuel, it
would automatically be included in the Cost of Sales amount as it falls within the range of 20-2001-0000-00-D-
GDS TO 20-2001-100-00-D-GDS.

]
Function Arguments | 2{ ]
GlActualEvo Bl Tools
CompanyName |'Soft|ine‘| Eﬂ = “Softline” -
SuMm MastersubAccount [s512 E&| = °20-2001-000-00-D-GDS TO 20-20...
A FiscalVear |sEs4 ] = 2013 E
1 fiscalPeriod |SESS El,ﬂ =3
Type | B - Al g
2
= 2330067.123
Returns the mcnth to date general ledger actual amount. -
4 2013
5 CompanyName a company name retrieved from the general ledger.
6
7
8 Formula result &+ 2330067.12 Current Month
>
i i OK G |
10 Help on this fur ction I ancel | 2902 724 68

12| 20-2001-000-00-D-GDS TO 20-2001-100-00-D-GDS  Cost of Sales 2.5E%4,$E$5) ‘l
572 657.56

Gross Profit/(Loss)

Sage Evolution v7 — Report Designer User Guide Page 84 of 129



3.7 Designing Financial Reports
3.7.1 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 Category Codes list to report from with current period figures. A basic accounting knowledge is
required.

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

2 @ Income Statement

4 . Current Year: 2013

Tip: Filters allow you to retrieve specific data based on your selections. These selections can be changed in
Microsoft Excel at any time resulting in your report being immediately updated to reflect the new data.

2. At least two lines under the filters, drag and drop the Category Codes from the Lists. You will use this list
to help create your report.

A B C D E | F | 6 | H

D

|»

FINANCIALS

lists

Current Year: 2013 ‘ Softline

2. @ Income Statement

} = Accounts
C: eg Category Description

S0'9 ‘ Segments

5010 ::ths\ Segment Codes

10|s02  Otherincome s ‘ i

11[so2  OtherExpense S ‘

121S012 Tax Expense

13|So14 Dividends Paid D R
Departments

14|S08 Property, Plant and Equipment

15{S031 Intangible Asset

16 So{'s Other Current Asset

17 Sor 1  Cashand Cash Equivalents

18|S07  Share Capital | —

1219911 4 JREIAINQAEININGS o 0 s a0 asessss OO0 00000000000000000000000000000000000

Branches

Exchange Rates

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.
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SUM n2d | x v =GLActualEvo("Softline",,$E$4,$E57,,5B8)
8l 5 5 £ Function Arguments [ 2] x4
Gl

1
CompanyName I‘SOftline' E = “Softline” =

2 Income Statement Moot || -
3 FiscalYear ISE54 E = 2013
a e T FiscalPeriod |ses7 E =1
5
(- N Current Monti e s a0 04 0 2 2 4 o -
7 | categCategory Description 1 Sl 5
8 5 $4,5657,,588) | | ReportingCategoryCode || E =

Yy <= [sases7,588) |
9 10 Costof Sales BranchCode | E =
10 :t Other Income BalanceType I 5 =

LA
11 '2 Other Expense ReportingTreeUnit | E = -
12 12 Tax Expense G

” = = -
13 13 |Dividendspaid Returns the month to date general ledger actual amount.
% 3
15 ReportingCategoryCode the reporting category code retrieved from the general ledger.
16
-

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

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill handle
down to copy these to other accounts requiring the same change.

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

Current Month

3
[ 2902724.68

fill handle
I’4

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

,A B C D &
i
. (@ Income Statement
4 Current Year: 2013
M
6
7 Current Month
8 1
9
10| "9 Revenue 2 675 459.32
12| 710 Cost of Sales 2113193.29
14 Gross Profit/(Loss) 562 266.03
16| " 4 Otherincome 5761.94
18 Total Income 568 027.97
20| " 2 Other Expense 590 602.67
22 Net Profit/(Loss) Before Interest & Tax (22 574.70)
24| 712 Tax Expense 0.00
26 Net Profit/(Loss) After Tax (22 574.70)
28| " 14 Diidends Paid 0.00
30 Net Profit (22 574.70)

9. Save your report.
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3.7.2 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 accounts list to report the opening and closing balances.

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

[ =1
—_—
~n |

|

A B c | D

. (#® Summary Balance Sheet

4 Current Year:
Current Period:

Tip: Filters allow you to retrieve specific data based on your selections. These selections can be changed in
Microsoft Excel at any time resulting in your report being immediately updated to reflect the new data.

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

. fe || =GLCurrentPeriodEvo("Softline") v
A B c D 3 F G H [4]
1 o
2 @ Summary Balance Sheet FINANGALS
- formulas
4 Current Year: 2013
5 Current Period: 3 Actual
6 Actual YTD
7
Budget
8 {
9 Budget YTD
10| I Current Year
12

3. Drag and drop the Category Codes list into cell A10. You will use this list to help create your report.

| A B C D E F G H [«]
1 p
. (@ Summary Balance Sheet AL
- lists
4 Current Year: 2013
5 Current Period: 3
6
7 Accounts
8 Segments
9
Segment Codes
10 |Company Categc Category Description
11 |Softline | || Branches
v
12 |Softline 10 Cost of Sales Exchange Rates
v
13 |Softline '4 Other Income Departments
14 |Softline 2 Other Expense
4 — EET—
15 |Softline 12 Tax Expense
v
16 |Softline 14 Dividends Paid
] v
17 [Softline 8 Property, Plant and Equipment
| r
18 [Softline 31 Intangible Asset
v
19 [Softline 3 Other Current Asset
v
il 3 CREEeSRRUEEIe

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.
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6. Drag and Drop the Opening Balance formula onto your spreadsheet in the same row as your first account.

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

v X v K =GLOpeningBalanceEvo("Softline",,$D$4,,$B13) v
A B C D E E G H A
1 Function Arguments
~GLO| il
4
2 @ Summary Balance Sheet Comparyame [Somime —F - ot
= = - 4
4 Current Year: 2013 & | 4
5 Current Period: 3 e Fiscalfear |SDS4 ,E = 2013 :
Type & - <
5 { <
GlCategoryCode [sB13 =3 4
Opening Bala —

7z = 570935
8 Returns the opening balance general ledger amount. p
z MasterSubAccount the account code from the ac(ounts}
10 Assets from the general ledger. <
11| $
12 4
v = Formula result = 570 93291 <
13 [ roperty. Plant and Equipment e",.5D%4,.5B813) ! <
14| 3 Intangible Asset Help on this function <
1 4
16 | Exchange Rate <

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

Period
3
WV VVVVVY VN

10. Drag and Drop the Closing Balance formula onto your spreadsheet in the Closing Balance Period column
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 kK =GLClosingBalanceEvo("Softline",,$D$4,G$8,,$B13) v |3
A B C D E E G L= '
- By b4
4 Current Year: 2013 Function Arguments

GLClosi

5 Current Period: 3

CompanyName [*Softline]
MasterSubAccount

[ e Cr—

Closing Balai.c2
Period

N

Opening Balance

g 3 e FiscalPeriod [GS3 4
10 Assets Type <
11 mvm
GlLCategoryCode [$B1

12 Non Current Assets ; [31—.:
13| 5 <€~PrOPERYPTaR and Equipment 57093291 [54.G58.5813) | | RepertinaCatesenoce <
14| 31 Intangible Asset 0.00 0.00 Branchtoce 4
= BalanceType :
16 Current Assets

1z ReportingTreeUnit :
20 TOTAL ASSETS 0.00

4
21 Returns the closing balance general ledger amoung
- 4

12. Drag the fill handle down to copy the formula to all the accounts required.
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13. Add totals, grouping and formatting using Excel features and set your print area.

1]z A B | c D E [F G
1
. (@ Summary Balance Sheet
4 Current Year: 2013
5 Current Period: 3
6
Closing Balance
Opening Balance
7 At Period
8 3
5
10 Assets
11
[+ 12 Non Current Assets 570 932.91 724 069.83
+ 16 Current Assets 17 481 557.08 16 932 251.22
20 TOTAL ASSETS 18 052 489.99 17 656 321.05
21
22 Shareholders Equity & Liabilities
23
+ 24 Shareholders Equity 10 172 151.80 10 127 240.23
L 29 Non Current Liabilities 22734 61 35 069.56
Current Liabilities 5404 539.77 5833 285.33

Note: Under the Shareholders Equity, the accumulated retained earnings for all open years can be calculated by
adding the following formula:

-GLActualEvo("Softline",,"1900 To "&$D$4-1,"1 TO 12","I")

where 1900 is the earliest open year and cell $D4 is the current year.

=-GlActualEvo("Softline",,"1900 To "&$D$4-1,"1T0 12","1")
c | F
Current Year: ,
Current Period: FINANCIALS
lictc

Function Arguments
Opening Balance
CompanyName [ *Softline] ’E = “Softline”

MasterSubAccount
FiscalVear [1900To &sDS41  E§] = 1900To2012°
Non Current Assets 570 932.91 FiscalPeriod [170 12° & - 17012

Type [T =T

Assets

Current Assets 17 481 557.08

= -2453063.805
TOTAL ASSETS 18 052489.99  Returns the month to date general ledger actual amount.

CompanyName a company name retrieved from the general ledger.

Shareholders Equity & Liabilities

Formula result = 2453 063.81
Shareholders Equity 12 625 216.61
Share Capital 100.00 | Helo-onthis fundtion _concet|
Retained Earnings 1017205180 — 1017205780 1017205750 10 17205780 10 172 05150
Retained Eamings - Accumulated 17170 12T 245306381 245306381 245306381 245306381
ol OO 1Y ST RN AL A8 EE% R  a e 4

14. Save your report.
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3.7.3 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 Microsoft Excel formulas and basic accounting is required.

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

A B C D E

N)

@ Income Statement

4 Current Year: 2013

6

7 Current Month
8 1L

9

10| "9 Revenue 2 675 459.32
12| 710 Cost of Sales 2113193.29
14 Gross Profit/(Loss) 562 266.03
16| " 4 Otherincome 5761.94
18 Total Income 568 027.97
20| " 2 Other Expense 590 602.67
22 Net Profit/(Loss) Before Interest & Tax (22 574.70)
24| "12 Tax Expense 0.00
26 Net Profit/(Loss) After Tax (22 574.70)
28| " 14 Dividends Paid 0.00
30 Net Profit (22 574.70)

AASHLALLAADA0480 4000400040040 40 0040040000400

2. Select the cell above the Current Month cell.

3. Drag the current year formula to the cell.

E6 2 f || 2013

A B c D E F G H 2]
1

2 @ Income Statement ?mms I
- ormulas

4 Current Year: 2013
5 Actual

143
©

Revenue 2675459.32
Cost of Sales 2113193.29

e

1 Gross Profit/(Loss) 562 266.03
16| "4 Otherincome 5761.94
18 Total Income 568 027.97
Other Expense 590 602 67

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

5. In the 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.
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F8 v| @ Fe =IF(ES8-1<=0,E$8-1+12,E$8-1)

A B C D

[

@ Income Statement

Current Year:

2013
Current Month
1

W W N O s CN

" 9 Revenue 2 675 459 32

=
o

Period

22 Net Profit/(Loss) Before Interest & Tax
24 12 Tax Expense

26 Net Profit/(Loss) After Tax

28 14 Dividends Paid

Net Profit
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Add an Excel formula to determine the correct year to report on. One way in which you can create this

6.
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.
F6 v & S =IF(E$8-1<=0,ES6-1,E56) :
4
A B c bW, E F >
3 4
4
2 @ Income Statement ‘
= <
4 Current Year: 2013 :
5 4
6 2013 >
7 Current Month Period :
8 1 12 4
O AAAAAAAAAA‘A‘AAAAAAAAAAAA‘AAAAAAAAAAAAAAAAAAAA‘
7. Drag the data across using the fill handle to the new column you just created.
A B (e D | E F G
4 Current Year: 2013
5
6| 2013 2012
7 | Current Month Period
8 | 1 12
9
10 " 9 Revenue 2 675 459.32 3 955 406.99
12| "10 Cost of Sales 2113193.29 321256.48
1 Gross Profit(Loss) | 6226603 363415051
16 " 4 Other Income 5761.94 28 209.25
18] Total Income | SB02.97 366236976
20| " 2 Other Expense 590 602.67 87151645
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8. Select the new column and drag the fill handle across to copy the data for the other eleven months.

4 Current Year:

5

6 2013

7 Current Month

8

9

10[ "9 Revenue 2 675 459.32, 3 955 406.99 4 904 096.55
12| 710 Cost of Sales 2113 193.29] 321256.48 3836 536.30
1| Grosprofos 52 20002 TGS EU ST 56025
16 " 4 OtherIncome 5761.94 28209.25 15 72690
18 Total Income 56 027 97|[[13662 3691761 1 083267:15
20| " 2 Other Expense 590 602.67, 87151645 648 089.53
22 Net Profit/(Loss) Before Interest & Tax

2| "12 Tax Expense

ZG Net Profit/(Loss) After Tax
28 14 Dividends Paid

30 Net Profit

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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3.7.4 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.

[1]2 A B | c | o E F G
2]
. (@ Summary Balance Sheet
4 Current Year: 2013
5 Current Period: 3
6
Closing Balance
Opening Balance A
Z B & Period
8 3
5
10 Assets
11
[+] 12 Non Current Assets 570 932.91 724 069.83
E‘, 16 Current Assets 17 481 557.08 16 932 251.22
20 TOTAL ASSETS 18 052 489 99 17 656 321.05
21
22 Shareholders Equity & Liabilities
23
|+ 24 Shareholders Equity 10 172 151.80 10 127 240.23
|+ 29 Non Current Liabilities 2273461 35 069.56
Current Liabilities 5404 539 77 5 833 285.33

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
L& r g 4
4
4
2 @ Summary Balance Sheet ;
<
- <
4 Current Year: 2013 4
5 Current Period: 12 :
6 <
4
4
4
Opening Balance :
. :
8 <
> <
10 Assets :
u 4
2 Non Current Assets 570 932.91 724 069,83 b
13| B Property, Plant and Equipment 570 932.91 724 069.83 >
14 31 Intangible Asset 0.00 0.00 4
a3 4
16 Current Assets 17481 557.08 16 932 251.22 >
= b
20 TOTAL ASSETS 18052489.99 | [A7656 32108 <
21 b
22 b
23 Shareholders Equity & Liabilities 4
% $
%/ SR E45% RV 131222023 <

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

B C D | 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
Zal
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4, Notice the data automatically updated to reflect the correct closing balance amounts for each quarter.

[1]z] 4a B c D 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 ) 12
N
10 Assets
11
[-] 12 Non Current Assets 570 932.91 724 069.83 865 007.99 754 391.24 801 965.79
[ - 13| B Property, Plant and Equipment 570 932.91 724 069.83 865 007.99 754 391.24 801 965.79:
- }ﬁ K1l Intangible Asset 0.00 0.00 0.00 0.00 0.00
E 16 Current Assets 17 481 557.08 1693225122 1827841519 2015275833 26 111580.21
20 TOTAL ASSETS 18 052 489.99 17656 32105 1914342318 20907 14957 26 913 546.00.
21
22
23 Equity & Li
24
:+‘AA25  Shareholders Equity . PN 1017215180 1012724023 = 896224216 = 8901100.18 4333084 89

5. Save your report.
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3.7.5 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 spreadsheet with a heading and the filters you would like to use.

A B C D E

. (@) Statement of Cash flows

Current Yean:

Tip: Filters allow you to retrieve specific data based on your selections. These selections can be changed in
Microsoft Excel at any time resulting in your report being immediately updated to reflect the new data.

2. Add a heading for the period column.

A B C D E
1
. (@) Statement of Cash flows
4]
é Current Year:
7
8
9

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

A B C D | E | F e

(#) Statement of Cash flows

W ~ cun &~ N
.

Current Year: I 2013
Period
1
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4, Drag-and-drop the Category Codes from the Lists. You will use this list to help create your report.

A B C D E F [~
1 ' v X
2 (#) Statement of Cash flows s
- lists
4
5 Current Year: 2013 Softline
7 Period
8 1 Accounts
9 | Segments
10
Segment Codes
11|
12 |Company gteg Category Description Branches
13 |Softline E e Exchange Rates
14 |Softline 10 Costof Sales
15 |Softline '4 Other Income \ -
17 |Softline 12 TaxExpense
18|Softline 14  Dividends Paid
19(softline 8 Property, Plant and Equipment
20|Softline 31 Intangible Asset
21 |Softline 3 OtherCurrent Asset
22|Softline 1 Cashand Cash Equivalents
{2
g U VTV NN AL NA00000000000000000000000000000000000000000000

5. Delete the columns and the accounts not required.
6. Drag and Drop the Actual YTD formula onto your spreadsheet in the same row as your first account.

A B c D E i F | G [

1 T ) o b
. (@) Statement of Cash flows i

- formulas
4

) Current Year: 2013 Actual

7 ’

8 : Budget

9

10 Budget YTD

2] s Property, Plant and Equipment 0.001 Current Year

13| 3 Intangible Asset Current Period

14 | " 6 Non Current Liability

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.

¥| x v K =GLActual YTDEvo("Softline",,$E$5,E$8,$812)
A B C D E
1 T Function Arguments
| -GlActualYTDEvo
<
. (#)Statement of Cash flows e o
; 3 MasterSubAccount | - :
| . <4
5 Current Year; 2013 = f Isess g = 2L $
= FiscalPeriod [ES3 B’ =1
7 Period / ’ :
8 | e Type [sB12 B - 4
9 | =0 4
= Returns the year to date general ledger actual amount. <
4
x| - Ce ac name retrieved from the general
12 8 erty, Plant and Equipment |iE$5_E$8,SB12) _l :
13| " 31 Intangible Asset <
14 | " 6 Non Current Liability FamaEy 2 089 p
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Tip: Change to absolute cell referencing where the cells remain constant. Refer to the topic Using Relative
or Absolute Cell Referencing.

Tip: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill handle
down to copy these to other accounts requiring the same change.

8. 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. Select the Period column and drag the fill handle across to fill an additional column.

11. Repeat for as many periods as you require for the fiscal year.

1]2 A B c D E F G 9
ik
. (@) Statement of Cash flows
4
5 Current Year:
7 Period Period Period
8 1 2 3
(=] 10 Investing
12| "8 Property, Plant and Equipment 265 824 .50 171 006.11 153 136.92
13| "3 Intangible Asset 0.00 0.00 0.00
14| " 6 Non Current Liability 4111.65 8223.30 12 334.95
I 15
16
-] 17 Financing 0.00 0.00 0.00
19| " 7 Share Capital 0.00 0.00 0.00
L 20| " 11 Retained Earnings 0.00 0.00 0.00
21
22 Net Increase in Cash 4 356 578.76 7 588 250.11 9 287 673.72
23
r

é
4

12. Save your report.
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4.0 Drilling Down on Values

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.

1 -~ A v .60
o v %o 5
12 Non Current Assets m v wvs vuruy
13 Property. Plant and Equipment 570 93714 osana s PRI
Cut
14 Intangible Asset 0 }\ % Cut

%
3
L B Copy
16 Current Assets 17 481 557.0¢ B
= Paste Options:
20 TOTAL ASSETS 18 052 489.9¢
21
22
23 Shareholders Equity & Liabilities Insert...
24 Delete...
25 Shareholders Equity 12 625 215.61 Clear Contents
S
31 Non Current Liabilities 22734615 Quick Analysis
34 Current Liabilities 5404 539.77 Filter '
st ort »
37 TOTAL SHAREHOLDERS EQUITY & LIABILITIES 18 052 489.9¢
= Insert Comment
38
39 [ Format Cells...
40 Pick From Drop-down List...
4 Define Name...
42
% & Yyyeerink...
44 rill Down

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

1 2 3 4 5 6 7 H 9

1 p B MastersubAccountfd AccountbescBd GLcategoryDesBd Type B Branchcoded Fiscalvearld FiscalPeriod B Amount/d

2 [Softline 60-6001-018-00-D-GDS Computer Equip Property, Plant ancB HO 2013 OpeningBalanci  103147.6
3 |softline 60-6001-019-00-D-GDS Computer Equip Property, Plant anc8 HO 2013 OpeningBalance -55357.97
4 |Softline 60-6003-047-00-D-GDS Furniture & Fitti Property, PlantancB HO 2013 OpeningBalanct  53566.64
5 |Softline 60-6003-048-00-D-GDS Furniture & Fitti Property, Plant ancB HO 2013 OpeningBalance -25147.56
6 Softline 60-6005-080-00-D-GDS Motor Vehicles/ Property, Plant ancB HO 2013 OpeningBalanct 682721.06
7 Softline 60-6005-081-00-D-GDS Motor Vehicles/ Property, Plant ancB HO 2013 OpeningBalance -584435.54.
8 |Softline 60-6006-085-00-D-GDS Office Equipmer Property, Plant ancB HO 2013 OpeningBalance  77438.92
9 |Softline 60-6006-086-00-D-GDS Office Equipmer Property, Plant ancB HO 2013 OpeningBalance -21812.35
10 Softline 60-6007-099-00-D-GDS Plant & Equipme Property, Plant ancB HO 2013 OpeningBalanct 187615.94
11 Softline 60-6007-100-00-D-GDS Plant & Equipme Property, Plant ancB HO 2013 OpeningBalanc -145643.87
12 [Softline 60-6017-068-00-D-GDS Lease Holders/Li Property, PlantancB HO 2013 OpeningBalanct  32775.82
13 |Softline 60-6017-069-00-D-GDS Lease Holders/Li Property, Plant ancB. HO 2013 OpeningBalance  -8467.91
14 Softline 60-6018-035-00-D-GDS Development Cc Property, Plant ancB HO 2013 OpeningBalance 507965
15 |Softline 60-6018-162-00-D-GDS Development Cc Property, Plant ancB HO 2013 OpeningBalance -84660.83
16 Softline 65-6505-040-00-D-GDS Group Loan Accs Property, Plant ancB HO 2013 OpeningBalance -252732.73
17 |Softline 65-6505-095-00-D-GDS Group Loan Accs Property, Plant ancB HO 2013 OpeningBalance  103960.69,
18

19

20

21

22

23

24

2

<« » .| Balance Sheet Categories | IS - Current vs Prior - @ gl

READY

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.

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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5.0 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.

211319329 266242259 23148784

10 Cost of Sales

14 Gross Profit/(Loss) L e e
Insert...
16 4 Other Income 5761 = 9122 ¢

xr Delete

%? Total Income 568 027. Rename 6 968.
20 " 2 Other Expense 590 602

22 Net Profit/(Loss) Before Interest & Tax (225747 Q] View Code

24 "12 Tax Expense o/ER Protect Sheet.. 0.¢
26 Net Profit/(Loss) After Tax @osTay P Cor " 7110

Hide
Unhide...

28| " 14 Dividends Paid

30 Net Profit
T Select All Sheets

IS - Currentv ... (&

Categories IS - Current vs Prior

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

Move selected sheets
To book:

IDemonstration Report Designer 1-0-5 (Evo)11 j

Before sheet:

Balance Sheet

Drill Balance

Drill Balance(1)

Categories

IS - Current vs Prior

Income Statement

IS - Current vs Budget =l

\ ,Tl Cancel I

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

4, Save your report for future use.
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e copied report below, all atting, formulas and lists are retained.

= -] £ | =GlActualEvo("softline", $ES4,ES8,,$B10)

A B C D E F
1

@ Income Statement

2

4 Current Year:

5

6

7

8

9

10] "9 Revenue 267545932 334826368 290272468
12| 710 Cost of Sales 2113193.29 266242259 2314 878.05
14 Gross Profit/(Loss) £62266.03 68584109 58784663
16| " 4 OtherIncome 5761.94 5399.70 19122.05
18 Total Income 568 027.97 69124079 60696868
20| " 2 Other Expense 590 602.67 60804342  622679.77
22 Net Profit/(Loss) Before Interest & Tax (22 574.70) 83197.37  (15711.09)
24| 712 Tax Expense 0.00 0.00 0.00
26 Net Profit/(Loss) After Tax (22 574.70) 83197.37  (15711.09)
28| " 14 Dividends Paid 0.00 0.00 0.00
30 Net Profit (22 574.70) 83197.37  (15711.09)

» Income Statement (2) | Home | Balance Sheet Drill Balance ori .. ®
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6.0 Saving Reports

Run Save Excel Template in your Report Manager to save your report for future use.
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7.0 Preserving Formulas when Distributing Reports

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

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

Unlocking cells or ranges

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

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

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

| Format Cells @

[

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

~

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

4. Click OK.
Hiding formulas

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

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

4 Click OK.
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Preserving Formulas when Distributing Reports

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

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

Uncheck This To Prevent Users From

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

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

Select unlocked cells

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

Format cells

Using any of the column formatting commands, including changing column

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

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

Format rows hiding rows (Home tab, Cells group, Format button).

Insert columns Inserting columns.
Insert rows Inserting rows.
Insert hyperlinks Inserting new hyperlinks, even in unlocked cells.

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

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

Using any commands to sort data (Data tab, Sort & Filter group).
Sort Note: Users can't sort ranges that contain locked cells on a protected
worksheet, regardless of this setting.

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

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

Use AutoFilter

Formatting, changing the layout, refreshing, or otherwise modifying PivotTable

Use PivotTable reports )
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

Edit objects runs a macro, you can click the button to run the macro, but you cannot
delete the button.

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

3. Adding or editing comments.

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

Edit scenarios

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

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

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

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

Removing protection from a worksheet

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

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

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

The benefits of applying a best practice standard are:

e Consistency - spreadsheets have a consistent structure and look, making sharing easier.

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

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

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

We recommend that you ...

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.

3 H‘or;;e‘ Insert Page Layout Formulas Data Review View Add-Ins Bl Tools o
% - g 2 s E{,x B0 ) e Tk B Z-$
Calibri vi11 v A A = Wrap Text General ad rE | = | ] £
2 e Y. A < 0 .00 |G d't#l | FA‘ﬂt _c‘nd IA] rt D{ Format @- §
B 7 U-~ Sy A~ a1 M & Center ~  E8 . o 9 | €0 onditional orma e nsel elete Forma 2 3
s = Bl Merge & Center - % 00 >0 g ormatting ~ fas Table + Styles ~ - - - AN
| Clipboard 5 Font - £l Alignment . Number J ’ I g
! v . o / ;—Q Highlight Cells Rules » —_lll Greater Than.. §
A | B8 C D E F Z5E| | <
| > Top/Bottom Rules 4 — <€
| 1 Company ABC Ee) P B LesThan f
2 |Year 2010 . o= <
|3 Ef Data Bars » j Between... €
4 _I ABC Company Income Statement | 2

T =

5 Period Period Period Pe [jg5| Color Scales » | g EavalTo- 2
| 6 1 2 3 e <
7 SALES 3= Icon Sets > —"thj 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 & NewRule.. A;JJJ A Date Occurring... :
| 10 $383387.40 $356550.29 $374377.81 $36 -/ ClearRules K f
1 COST OF SALES 45| Manage Rules.. =i| Duplicate Values.. €
| 12 450 Purchases 154607.42 157689.07 163824.63 156375.49 2

13 $154607.42 $157 689.07 $163824.63 $156 375.49 More Rules...
*VVVVVVVVVVIVIVVIVVVVVIVIVVVIVIPIPVFV v Ive IvrvdPvvive v ir e vV vVVVOvVVYVIVUVYS vV vVVVVVIVE

PN

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

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

Sage Evolution v7 — Report Designer User Guide Page 105 of 129



o Set Freeze Panes in Microsoft Excel to enable easy scrolling around the worksheet without losing view of
report headings etc.

Bl Tools
@, ~= Split 1] View Side by Side

— o |
~1Hide [ Synchronous Scroliing

sm 100% Zoomto New Arrange| Freeze | ) ) o
Selection  Window  All lPanes~ 1 Unhide ' 3Y4 Reset Window Pasition W

Zoom { E@ Unfreeze Panes

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

D E | F l @ Freeze Top Row

Keep the top row visible while scrolling
through the rest of the worksheet,

% Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet.

b
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9.0 Reporting Trees

9.1 What are Reporting Trees?

Although you can create financial reports without the aid of a reporting tree, the reporting tree allows you to
model a very sophisticated reporting structure and view your organization in many different ways with the click of
a button. Some companies may have very complex corporate hierarchies that require hundreds of tree units, as
well as other hierarchies that require much fewer tree units.

Most organizations have a hierarchical structure in which departments (or other business units) report to one or
more higher-level units. In a traditional organizational chart, the lower units on the chart typically report to
increasingly higher units.

Intelligence Reporting uses the term reporting unit for each box in an organizational chart. A reporting unit can
be an individual department from the general ledger, or it can be a higher-level, summary unit that combines
information from other reporting units. For a Report Designer layout that includes a reporting tree, one report is
generated for each reporting unit and at the summary level. All of these reports use the text columns, row and
column layouts that are specified in the Report Designer.

Each reporting tree contains a group of reporting units. Intelligence Reporting allows you to easily add or change
reporting units without requiring a change to your financial data.
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9.2 Reporting Unit Structures

Intelligence Reporting uses the following kinds of reporting units:

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

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

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

e A parent reporting unit is a summary unit that pulls summarized information from a detail unit. A summary
unit can be both a detail unit and a summary unit; that is, a summary unit can draw information from a
lower unit, the financial data, or an Excel spreadsheet. Thus, a parent unit can, in turn, be the child unit of
a higher parent unit.

e A child reporting unit can be either a detail unit that pulls information directly from the financial data or a
spreadsheet, or it can be an intermediate summary unit (that is, the parent unit to a lower unit, but also
the child unit to a higher-level summary unit).

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

ParentReporting Unit Worldwide
(Summary unit) Enterprises inc.

ParentReporting Unit to Sales and Service Department Chicago

Child of New York
and Parent to the
Retail and Wholesale
Sales Departments

Child Reporting Unit Retail Sales studio Retail Sales w':;';:ale e
(Detail unit) Department Department Depatnent udio

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

Wholesale
Sales

Department

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

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

By rearranging the structure among the reporting units, you can create different reporting trees. You can then use
the same Report Designer Layout with each reporting tree, enabling you to create different financial report

layouts very quickly.

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

If you create several different reporting trees, you can print a series of financial statements each month that

analyze and present your entity's operations in various ways.

ParentReporting Unit Summary of all
(Summary unit) Units

ParentReporting Unit to
Retail and Wholesale Sales

Sales Department Service Department

Child of Sales Dept
and Parent to New
Yorkand Chicago
Retail Sales Dept

. . . i New York Chicago
Child Reporting Unit New York Chicago s New York Chicago Lab i
(Betluan Retail Sales Retail Sales Wholesale Wholesale Lab Service Ser%ice N;‘ﬁ;ﬁ:k (;';LC:%)
Department Department Sales Dept Sales Dept
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9.3 Parent Child Relationships

The most common type of reporting tree is composed of parent units that pull summarized information from the
detail units and child units that contain detail units of account information. However, many detail/summary
hierarchy combinations can be created. A child unit can be both a child to the higher unit as well as a parent to a
lower unit. See topic Reporting Unit Structures.

You can create this parent/child hierarchy structure by moving individual reporting units or an entire branch
(parent unit and all child units) to higher or lower levels on the graphical tree. This is called promoting and
demoting units. Promoting a unit moves it to a higher level in the tree. Demoting a unit moves a unit to a lower
level. When you build a reporting tree, you can promote and demote reporting units using a drag-and-drop
operation.

Edit Reporting Tree
Reporting Tree Units

== Worldwide Enterprises
= 7 News York
- 7 New York Sales
7 NYRetail Sales
LY NYWholesale Sales
57 New York Service
7 NY Lab
Y ONY Studio
=~ Y Chicago
=} T Chicago Sales
- 7 Chicago Retail Sales
. L. Y Chicago Wholesale Sales
- Y Chicago Service
7 Chicago Lab
. ¥ Chicago Studio
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Reporting Trees

9.4 Account Filters
9.4.1 Account Filters

Most organizations use an account structure that separates business entities into different categories. A fully
qualified account contains a value for the natural segment, for example, Cash or Sales, as well as values for
additional segments, for example, Location, Division and Department. The following figure demonstrates how the
natural segment and the Identifying segments combine to form a fully qualified account number.

Account Structure in Financial Data

Cash New York Retail Sales

1100 g 2000 gl 100

Natural Segment Identifying Segment

The distinction between the natural and identifying segment is critical to the successful use of the Report
Designer. Typically users specify the natural segment in a row definition and the identifying segment in a
reporting tree definition. When reports are generated, these values combine to pull specific financial records
from the source.

Reporting Trees support the use of special characters as a way to identify multiple segment values without
specifically naming each one.

Character Function

A placeholder for a single character in a segment.

In the above example, the value "1100-2???-100" will return all data with a segment
range between "1100-2000-100" to "1100-2999-100" which will be all retail sales cash
transactions from all branches with codes between 2000 and 2999.

?  Question Mark

A placeholder for one or more characters.

In the above example, the value "1100-2000-*" will return all data with a segment range
between "1100-2000-0" to "1100-2000-999" which will be all cash transactions from all
departments in New York.

*  Asterisk

Used to describe multiple segments.

In the above example, the value "1100-2000-100 OR 1100-2000-200" will return all data
OR with a segment of either 1100-2000-100 or a segment range of 1100-2000-200 which will

be all retail sales cash transactions from New York branch or wholesale sales cash

transactions from New York (if 200 represented wholesale sales)

Used to describe a range of segments.

TO In the above example, the value "1100-1???-100? TO 1100-8???-100" will return all data
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with a segment range from 1100-2000-100 to 1100-8999-100 which will be all cash retail
sales from all branches whose branch segments range from 1000 to 8999.

9.4.2 Account Filter Examples

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

Example below:

Large International Corporation

Cash Division Department

1100 gl 2705 gt 100

Small Local Business

Cash Department Section

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

Large International Corporation

Cash Division Department

1100 g 2705 g 1001
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Reporting Trees

9.5 Managing Reporting Trees
9.5.1 Accessing Reporting Trees from the Task Pane

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

1. To view the reporting unit structure, click on the reporting tree name.

FINANCIALS

trees

Manage

@ Worldwide Enterprises(

.~

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

v X

REPORTING TREE

Worldwide Entery
®

- Chicago
§~Canada
= New York (-"""--...
- New York Sales ""u_
B NY Retail Sales [Pt
- NY Wholesale Sales

3. The reporting tree can be dragged and dropped into al financial report.
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A 8 w D E F G H i = B
1 WORLDWIDE ENTERPRISES Income Statement [ REPORTING TREE
5 R g Worldwide Entery
3 Company: WORLDWIDE ENTERPRISES
4 Currency: CAD @
5 Currency Type: | [ Chicago
6 Reporting Unit: WORLDWIDE ENTERPRISES> CHICAGO WORLDWIDE ENTERPRISES > NEW YOR L caiia
8 2020 2020 ™= New York
9 Current Month Year To Date Current Month  Year To Date E-New York Sales

AAASE A LA D ALALALALADAlAAAAALA AL AAAAAD AN DANAAALARARANANAlALARAALADLAADAA ALA ALA

4, The reporting tree cell can then be used in formulas to run the report on that specific reporting tree.

1lz A B D E e - = =
=i Function Arguments B
1 WORLDWIDE ENTERPRISES In| s
2. Current Period: 1 DL R E e @ = &
3 Company: WORLDWIDE ENTERPRISES pamceline =
4 Currency: CAD CurrencyCode |$D$4 = "cap”
5 Currency Type: F CurrencyType | $D$5 @ == i
6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO ReportTreeUnit | Dg6| = "WORLDWIDE ENTERPRISES>CHICAC  ~
8 2020 =
Returns the month to date general ledger actual amount.
9 Current Month Year To Datg
zu ReportTreeUnit a reporting tree unit in the format: Tree Name >Parent>Parent>Unit. For
1 — example, Worldwide Enterprises >New York>NY Sales>NY Retail Sales.
? 12 |4000 Sales D $D$4,5D85,D86)
000 A AAA AR RSSO AA A A sadanananasslo i i ononsansnsnssnsntntsttststdtdddddsdsdsdsssd

5. By dragging in another reporting tree unit into the same cell, the report is immediately generated for the
new reporting tree.

Managing Reporting Trees from the Task Pane

1.  To manage reporting units, in the trees tab, click Manage.

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

trees.
¥ Manage Reporting Trees -
Manage Reporting Trees

Worldwide Enterprises

Edit
Delete...

Rename...

Duplicate.

Close
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Reporting Trees

9.5.2 Creating a New Reporting Tree

Before you build any reporting trees, you will first need to determine the various reporting structures your
company will require. The best approach is to draw an organizational chart of your company. Refer to the topic,
Reporting Unit Structures. Use your current general ledger departments as the lowest detail level. Add to these
as many boxes as you need to show higher-level divisions or regions. Remember that each box represents a
potential reporting unit in any of your reporting trees.

1. From the Manage Reporting Trees window, select Add.

Manage Reporting Trees

2. Enter a name for your Reporting Tree.

Enter Reporting Tree Name

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

vide Enterprises
— — =

Edit Reporting Tree
Reporting Tree Units
= Worldwide Enterprises CompanyFilter  Name Account Filter Rule Distribution

Reporting Tree Unit Preview Data

o
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4. The graphical tree on the left side of the Reporting Tree Manager allows you to visualize the relationship of
parent/child unit hierarchy while the right side displays each reporting unit in a separate row with its
relevant account filter. The Preview Pane will change dynamically to display the results of the account filter
for each reporting unit. Example below:

¥ Edit Reporting Tree - Worldwide Enterprises o[ )
=

EX3)
Edit Reporting Tree
Reporting Tree Units
= Worldwide Enterprises CompanyFilter  Name Account Filter Rule Distribution
¥ SRR
§ cestenenc ABC Distributi.. v | East Branch 777701 =)
¥ West Branch — —
7 | ABC Distributi.. v |West Branch 772.72:07 )
* -

Reporting Tree Unit Preview Data

Company Account Number Account Description
, w5002 At recen - viest warese i
ABC Distribution and Service Corp. 115-00-02 Inventory - West Warehouse i
ABC Distribution and Service Corp. 400-01-02 Distribution sales - West
ABC Distribution and Service Corp. 400-02-02 Service fees - West
ABC Distribution and Service Corp. 400-03-02 Freight charges - West
ABC Distribution and Service Corp. 425-00-02 Returns & allowances - West
ABC Distribution and Service Corp. 450-01-02 Purchases - West
ABC Distribution and Service Corp, 450-02-02 Freight - West
ABC Distribution and Service Corp. 450-03-02 ‘Warehouseman payroll - West -

(o« ) (e J( a0y )

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

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

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

8. Click Apply to save and continue. Click OK to save and exit.
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Reporting Trees

9.5.4 Editing Reporting Trees

To edit reporting trees, do the following:

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

button.
? Manage ReportingTrees
Manage Reporting Trees
Add.
[ Edi..
| ¥ |

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

To delete reporting trees, do the following:

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

2. Select Delete.

\? Manage Reporting Trees 7
Manage Reporting Trees
s
A
b

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

=

Delete Reporting Tree |-

b3

4 I\ Are you sure you want to delete this Reporting Tree?

Sage Evolution v7 — Report Designer User Guide Page 118 of 129



Reporting Trees

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

2. Select Rename.

i Manage Reporting Trees -
—
Manage Reporting Trees
e ]

3. Enter the new name for the reporting tree.

Enter a Value
7

Enter New Reporting Tree Name

Worldwide Enterprises

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

2. Select the Duplicate button.

Manage Reporting Trees

Worldw:de Enterprises |

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

4, Select OK to save.
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Reporting Trees

9.6 Copying Reporting Trees to other Intelligence Reporting systems

To copy Reporting Trees to other Intelligence Reporting systems, you will need to locate your metadata

repository and copy the required reporting tree files.

To locate the metadata repository:
1. Open Report Manager.

2. Select Home.

3. In the properties window, under MetaData Repository Location, note the path to your metadata
repository.
Ll Report Mansger felle =
= HEE
P e | ro: e

e W . %
Move Paste Add Add o Run
Folder Report & Refresh

Actions

Properties |

&0 i . .
1 Demonstration MetaData Repository Location

|Z, Financial Reports Designer 2-4 [Demo)
Management Pack D-2-4 [Demao]

[#]RKL Analysis Dashboard 2-4 [Dema) Auto Connect Server

|CAProgramD atatdlchemex\ProgramiMetaDatah

RKL Dashboard 2-2 ([Demo)
Sales Cube Report 20 (Demo) Auto Connect Catalog

[#]sales Details 2-1 (Demo) [

E, Stock Re-Order Levels 2-1 [Demo) o A

YV v

[ 3 Objects

To copy the required reporting trees:

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

2. Double-click the ReportTrees folder.

3. A list of all your reporting trees will be displayed. Copy the required reporting tree/s.

= o
@Uv' 1. « SagelntelligenceReporting » MetaData » ReportTrees v |$,H Search ReportTrees P‘
Organize v Include in library v Share with v Bumn New folder g= v i @
* Name Date modified Type Size
4 Libraries — —
T 11/8/201212:14 PM  TREFile 1KB|

3 Documents
JW Music

[&=] Pictures

E Videos

‘ | L] Worldwide Enterprises.tre

1% Computer

' 1 item
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To paste reporting trees:

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

2. Paste the reporting tree you copied previously into the ReportTrees folder.
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9.7 Getting Support

The Sage Intelligence Reporting Help Files have been written to provide maximum information and assistance to
all Intelligence Reporting users. Every effort has been made to make Intelligence Reporting easy to understand
and use. For further assistance, please contact:

Website www.pastelevolution.co.za

Email evolutionsales@pastel.co.za
Support evolutionsupport@pastel.co.za
Sage Intelligence Reporting Training (011) 304 1400 or (031) 266 9112
Sage Intelligence Reporting Online Training Academy www.alchemexacademy.com
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