sage

Sage 300 Intelligence
Reporting
Getting Started Guide

DH
2510 2015



Table of Contents

1] 1o o 11T ox (o o PSS 3
Who Should Read ThiS GUIAE? .......uuuiiiiiiii e 3
About Sage INtelligenCe REPOITING ......uuuuuiiiiiiii s 3
Benefits of using Sage Intelligence Reporting..........cccovieeiviiiiiiiiiie e 3
How Sage Intelligence Reporting WOrKS.........cooovuuuiiiiiii e 4
Overview Of the MOAUIES ... e e a e e e e e e eeeenes 5
(] oo 1Y =T g T= o [ PP 5
Getting Help While YOU WOTK .......oooiiiiiiiiiiiiiiieee e 9

[T o L0 ] 1Y/ =T g =T =T S 10
ADOUL the REPOIT MBNAGET ......uiiiiiiiiiiiiiiii e a e eas 10
ACCESSING COMMANAS.....cciiiiiiiiiie e e e e e e e e et e e e e e e e e aat e e e aeeeeesrnan s 13
USING the RIDDON ... 13
USING the SNOMCUL MENU .....uuei e e e e e e e e 15
USING SNOMCUL KBYS ... 16
=T 0T W R (0] o =T £ 11T P 17

(000101 0 (=T o [0 ] ST 20
ACCESSING COMMANAS ... .cciiiiiiiiiie e e e e e e e et s e e e e e e e e e a e e e e e e e e aarraan s 23
USING the RIDDON ... ..o e e e 23
UsiNg the ShOrCUt MENU ..o 25
USING SNOMCUL KBYS ... . e e et e e e e e e e e e e e ees 25
Y Y o T ] 0| A @] o 1Yo 1[0 ) £ 26
FaN oo UL @] 1 ¢= 11 1= £ 28
ADOUL EXPIESSIONS. ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeeeeas 30

=T 0T B T=T ] (o | 1T PSP 33
ADOUL the REPOIM DESIGNET ...t e e e e e e e e e e e aaeas 33
Choosing the Most Suitable Way to Design RePOIS.........ceiiiiiiiiiiiiiiii e eeeeans 35
About The Report Designer TaSK PANE ............uuuii e 36

=T o To U Lo T I (=TSP 37
What are REPOITING TIEES? .....eiiiiiiiiiiiiiiiiiiieieeie et 37
RePOrting UNIt SITUCIUIES .....ovveiii e e et e e e e e e s 38
Parent Child RelatioNShIPS ... 40

SECUIEY MBINAGET ...ttt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e 41

DISTIIDULION ...t s 42

RESOUICES. . ..ttt oottt e ettt e e ettt e e ettt e e e e saa e e eesba e e aeebaaaaaes 43

Sage 300 Intelligence Reporting — Getting Started Guide Page 2 of 43



Introduction

Who Should Read This Guide?

This guide is designed to help you become familiar with the Sage Intelligence Reporting
modules and their functions and is written for the novice Sage Intelligence Reporting user.

For more information, please refer to the Getting Help topic.

About Sage Intelligence Reporting

Sage Intelligence is a reporting tool that pulls data from Sage accounting and payroll
solutions, or any other ODBC compliant database and delivers it in a Microsoft Excel format
that is easy to understand and customize, putting you in control of the design of your reports.
Sage Intelligence is designed to help you efficiently manage finances, customers, and sales,
and ultimately make informed business decisions.

Benefits of using Sage Intelligence Reporting

e Time Savings: Reduce redundancy, save time and money, and ultimately
increase productivity with automated business reporting.

e Flexible Reporting: Present and meaningfully analyze data in the familiar
environment of Excel and improve insight into your business.

e Improved Access to Information: Give more people access to information they
need and pave the way for true collaboration and better decision-making across
your business.

e Rapid Return on Investment: Deploy Sage Intelligence Reporting seamlessly, and
obtain immediate value.

e Maximized Investment: Get more than a business intelligence solution. Sage
provides you with world-class resources and the support you need to give your
business a competitive edge.

Sage Intelligence software is a new generation Bl product, designed from the ground up with
the needs of Small, Medium and Micro Enterprises in mind, for example:

o It specifically addresses serious challenges around financial reporting — which is
prevalent worldwide — like departmental reporting, general ledger segmentation, project
reporting.

o It caters well for consolidated reporting from multiple sources.

e The product components are structured to cater for a basic user up to the more
advanced.

e Standard pre-designed reports are available straight out of the box which you can quickly
customize to get exactly the information your business needs to see.
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How Sage Intelligence Reporting Works

Sage Intelligence transforms the data that is collected and organized by Sage Accounting
into useful, easy-to-understand information in Microsoft Excel that you can use to improve
visibility into your business and help you make informed business decisions.

The Connector module maintains the connectivity to Sage Accounting, allowing the Report
Manager module to access the data you need to create new reports, run or edit existing
reports, as well as filter and aggregate data. The Report Designer works from within
Microsoft Excel and allows you to customize your financial report layouts, even allowing you
to report on multiple departments or companies instantly. Still working in Excel, reports can
also be easily configured to be distributed to a file, ftp site or email in a number of standard
formats.

Sage Intelligence m Excel

o -
Excel Report
D | Workbook || Designer
Layout Generator
i ‘ Connector REP‘J“ TZZEI:M.: —
Mar‘lage-r Reporting Trees

Distribution

4
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Overview of the Modules

There are five modules of Sage Intelligence Reporting: Report Manager, Report Viewer,
Connector, Security Manager and License Manager.

Report Manager

The Report Manager provides an interface to create, run and modify reports. Reports can be

grouped into folders, and properties of reports can be reviewed and edited as necessary.

Aions

[ [Report Manager]
=
n Home Toals Htlp
Ak i . “ wt Rensme ’ "‘ @ =ty G I3 Run Sample
f\" xnelete ] 't o CheclyTest
Copy Move Faste Add Add o Run  Design Save Excel Create Lock/Unlock 5
To Folder Report w Refresh Template Shortout £ History

Report

Qam; - Properties | Columns | Fiers | Parameters | Son Fieids | Aggregate Fiters | .
oy of s D 21 Do) |y e ]
| Financial Repoits Designer 2.4 [Dema) ]
Management Pack -2 ([emo] Report Name ]
[ZIRKL Anysis Dashboard 24 (Demo) | |Sales Detals 21 (Demo]

[#|RKL Dashboard 2.2 [Dema) Deseription
Sales Cube Repon 20 [Dema]

e 5l Detals 241 (Demo)

¥ 1Stack Re-Oider Leveds 21 [Demal

[~ Show Advanced

[ 10 Objects

Report Viewer

The Report Viewer provides an interface to run the reports directly.

i-- Financial Reports Designer 2-2 (Demoa)
i-- Management Pack D-2-1 (Dema)

REL Analysis Dashboard 2-0 {Dema)
- RKL Dashboard 20 (Dema)

- Sales Details 240 (Dema)

‘. Stock Re-Onder Levels 2-0 {Demo)

Used in Management Pack Union Report. Chart of Account
Detailz reflecting values per period for actual, budget and prior
year

+ (B
- [ Cose |
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Report Designer

The Report Designer is available by running reports from the Report Manager or Report
Viewer, specifically designed to be used with the Layout Generator or Task Pane.

The Layout Generator allows you to fast track the building of powerful financial reports with
an easy-to-use, drag-and-drop interface to allow for flexible financial reporting with multi-
level groupings according to your unique business needs.

([T Report Designer - IS - Actual vs Budget =0 [E=R (=D
I layout design row sets

YTD Actual
YTD Budget

BUDGET 14

=
-
2
=
(%]
<

Varl3 - ActB...

g
g
4]
g

Qatr 4 Actual
Qtr 4 Budget

BUDGET 13

o
-
2
=
(%]
<

Account
Spacer
Spacer
Spacer
Spacer
Spacer

layout options text columns columns  rows

[C] show Subtotals at Bottom

S
pacer Save Layout
Net Profit
: e @
Spacer
Generate @

I
Net Profit befor...
Company Code DEMOCO o clear
Interest Expenses Balance Type L clear
Currency CAD ol clear
Spacer
Currency Type Functional o clear
Net profit befor... Budget Set Code p clear
Reporting Tree Unit o clear
Show Account Detail @ Selecting this option ma)Ic' slow
down the layout generation.

The Report Designer Task Pane presents an alternative to the Layout Generator to
empower you to take control of all design aspects of your reporting layouts within Microsoft
Excel.

FINANCIALS

formulas

Opening Balance
Closing Balance
Actual

Actual YTD

Current Year
Current Perod

Company Name

Cruantity
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Connector

The Connector maintains the connectivity between Sage Intelligence Reporting and the data
sources.

[
[-][=]x]

o —
n Home | Tools Help
LY

9 I-". v Rename = 'E‘ il . - Add Connection
Delete 5 = i} Add Data Container
!:l‘“h i" x : | N | % b 4
Copy Move Paste Check/Test Sample -~ Test Add Dependencies Find & Check/Test All - :
To Data w Refresh | |ookup Expressions Replace Expressions @ Driver Properties
Actions Expression Data Container Connection

o “ | Froperties |
ﬁ' « ODBC Driver for Access . .
tetal ata R epository Location
s Apply

MC-ISAM ODBC [DSN)

W FieDSNH

m Firebird/InterB aze(r) driver

MMAS 30 4.0 ODEBC Driver

'Jp'!f!a Microzaft ODBC for Oracle
éﬁMicrosoﬂ OLE DB Provider for Oracle
rﬂ\ M!crosoft OLE DB F'lowilder far SAL Server Auto Connect L ser
ﬁ Microzoft Remate Provider

m Microzaft. et OLEDE. 4.0 for C5W
ﬂﬁ Microgaft. et OLEDE. 4.0 Provider
m!u Microzoft SOLSERVER.CE.OLEDE. 35

pﬁﬂi MYOE AccountRight [41 versions) cakd

-

Auto Connect 5erver

Auto Connect Catalog

| 60 Objects

Security Manager
The Security Manager controls the accessibility of Sage Intelligence Reporting reports by the
various users.

General |Jsers Search Enter Search Tem
e [ Security On
Password | || Set |
Roles
|
i Users
Unselect Al Change Password... Add ] [ e ] [ Delete
Securty Manager Loaded.
? Add ] | Delete
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License Manager
The License Manager maintains the licenses installed for Sage Intelligence Reporting.

- e - |m= _._FE'-H:_ ".__._.- 3
aalmpiel ]| 9 Bl |
I B Ity Company lel [-
Marme -
[My Company —
Senial Murrber -
[.ﬁ.BC-DEF-GHI-JId_HN
Licersed For [Workstations) |

i|
a

R Server

Module Enabled

ETL Manager Ensbled

‘445 Enabled

eport [ E

LLast Wik sbaban In

LLast Wekstabon Access Time

Perform Senalization
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Getting Help While You Work
e To get context sensitive help while working, press the F1 key.

e From within the Report Manager or Connector, on the Help tab, click View Help.

Home Tools Help

?, @ = IR o

Website Online Knowledge About
Academy Ease

Help

e From within the Report Designer Layout Generator, click the Help icon.

Generate @

The Help File allows you to view a table of contents for topics covering all the modules, as
well as search for specific topics of interest.

If you're unable to find what you're looking for, try our resources page or so that we can
ensure our help file covers everything you expect to find.
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Report Manager

About the Report Manager

The Report Manager allows you to create new reports or edit existing reports, as well as
filter and aggregate data.

The following key functionality is supported in the Report Manager.
e Auto connection to your ERP database.

e Comes with a set of standard reports for Financial Reports, Dashboards, Sales, and
GL.

e You can create your own reports on existing containers.

e You can import reports from other sources or that may have been specially
developed.

e You can copy standard reports and change them to suite your needs.
e You can use the Dynamic Drill Down functionality in any report.

e You can create run-time versions of your reports and run them as viewers from your
desktop.

e You can create your own filters and parameters to control what data is extracted at
the time of running a report.

e You can schedule reports to run at set times and choose your report output i.e. email;
save to HTML for intranet/internet distribution or automatically save to a file server
location.
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The Report Manager Interface includes a ribbon to simplify its use.

L FReport Manager = B e
=] [1s7x
n Home Tools Help
| Y | il - . . weulk manlk is
k b . =1 Rename = '] L Run Sample
A 2 5 & &
X Delete atl o Check/Test
Copy Mowe FPaste Add Add Run  Design Save Excel Create LockMUnlock
Te Foider Repart me Refresn Template Shorteut 45 History
Actions Report
ﬁ:’m ! Mmlmlmﬂ?am:lswmﬁlwﬁm[
'] Demonstrabcn

[# | Management Pack D-2-4 [Dema)

= iy : Repart | I
i oo D 24 e | e — - |
-

[#] REL Analysis Dashbossd 24 [Dema) Fiepart Hame

[#]RKL Dashboud 2-2 [Deme] [Sales Detai: 21 [Dema)

Sales Cube Report 20 (Demo) Deseiiplion

U 5 2l Detads 21 (Demo) [Saiee vilass ol gy pex paclas, -

Stock Re-Order Levels 2.1 [Dema)

Pasamsters on Second Shest ™
Object Window Properties Window
A A

[ Showidvanced yrahd

To use the functions of the Report Manager Interface you will first need to select an object
(i.e. a folder or report) in the object window. When you have selected an object in the object
window, you can edit the properties by using the property fields provided in the properties
window. To save any changes you make to the properties of your chosen object, you must

click the Apply button.
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You can also double-click on an object to expand or collapse the objects. The Report
Manager object hierarchy uses the following method to open and collapse levels.

Home

Demonstration |

Level1
¥ | Copy af Sales Details 2-0 [Dema]
: Financial Reports Designer 2-2 [Dema) Report Folders
. tanagement Pack D-2-1 [Demn) Level 2
‘ kL Analyziz Dazhboard 2-0 [Demao)
; RKL Dashboard 2:0 [Demo) Reports Level 3
. ales Cube Report 2-0 [Demo)
: = l-D =] Source Container
) [ Source Container Level 4
i I [ Sales Detailz 2.M
: E Columnz Columns
: EJ Filters
§ [= DocType )
1 I EJ Parameters I Filters
: | = Date 1
| Ed Sort Fields Parameters
! 3 Agaregate Filters
Sort Fields
Aggregate Filters
Values
Level5
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Accessing Commands

Using the Ribbon

There are additional tabs which will give you access to more options. For example, in the
Tools tab, options are available to export and import reports as well as run all the reports in
a folder. From the Help tab, you can open the help file, connect to the online academy or
the knowledge base.

= == =
“ Home Tools Help
L% i [ < o Y ik s
[ . =i Rename b 4 " I Run Sample
/% N P & Gl § ]
75 Delete e o Check/Test
Copy Move Paste Add Add o Run Design Save Excel Create Lock/AUnlock
Te Folder Report m. Refresh Template Shortcut £ History

Report

Propeities | Cokrnns | Fiters | Parameters | Sort Fields | Aggregate Fiters |
Rlepart ID

The Report Manager ribbon options are as follows:

Icon Name Description

Copy Copies the selected report to the clipboard

Move To Moves a report to another folder

Pastes a report from the clipboard into the selected

Paste folder

Add Folder Adds a folder

Add Report Adds a new report

Rename Allows the selected object to be renamed

Refresh Refreshes on screen properties of the selected object

7%
analk
I
x Delete Enables the user to delete their selection
N
w

Run Runs a report
'{ Desian Allows the user to design a report by opening its
*ut) 9 template in Microsoft Excel for modification
4 Save Excel Enables the user to create a template for the current
—iil Template report from an open Microsoft Excel workbook
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Icon Name Description

' Lock/Unlock  Locks or unlocks the current report

Runs a report using just a sample of the data (sample
g —h Run Sample size is specified by the user). Useful when designing and
o testing reports that are data intensive

Use this to check that a report satisfies minimum
requirements to function correctly. Minimum

« Check/Test requirements are that at least one Column is selected
and that if a template has been assigned to the report
then that the template exists

@ History Displays a Reports Run History

mnnke, Imoort Report Enables the import of reports previously exported from
P P other Sage Intelligence Reporting systems

Export Report Enables the export of reports for import to other Sage

" Intelligence Reporting systems
— Allows the output of a report to be sent to the screen
g Output Mode instead of Excel for debugging purposes
5k Toggle
. Hidden Allows hidden reports to be viewed
X Reports
o Generate
- Scheduler Generates the command to run the report unattended
Command
B8 ) Bulk Allows the bulk import of new reports or updating reports
Import/Update

This will take you directly to the Report Utility web page
where you can download and install the utility from. This
will allow you access to the latest reports quickly and
easily and not have to wait for the next new release of
Sage Intelligence Reporting

LLE] Additional
v Reports

[ Run All Reports "]

Run All Runs all the reports in the chosen folder from top to

Abort If Mo Data Reports bottom

Continue If Mo Data

\ Clean Pivot Opens template and removes all currently unused pivot
\ Fields field pivot items

Clear Report

‘% Clear Report History Permanently deletes the instance history for the report

History
. Sys.tem Displays the system variables available
C Variables
. Unlock It is possible that if a report runs into rendering problems
' Microsoft Microsoft Excel can be left locked. This will unlock
Excel Microsoft Excel and allow user interaction
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Icon Name Description

9 Help Launches the Help Files

Website Launches the Sage Accounting website
;‘-F Online Launches the Online Academy
Academy
Knowledge
E% Base Launches the Knowledge Base
Launches the About window which allows you to view
o About the product versions, licensing details and enabled

features

Using the Shortcut menu

Depending on your current selection in the object menu and your accounting system, the
right-click options shown will differ.

n Home Tools Help
L N k Rename #
LA H i 7% Delete
Copy Move Paste Add Add -~ Run Desi
Folder Feport s Refresh

Actions

Unlock Excel

Switch Output Mode
|54 Show Hidden Reports
53 Show System Variables

Configure Internet Connection

Sage Intelligence Reporting Community
License Manager

Imnport Report

Bulk Import/Update

Compress XL File
UnCompress XL_File
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Using Shortcut Keys

You can use various shortcut keys as follows:

SIS Description

Key

CTRL-R In the Report Manager, this runs the selected report
CTRL-C Copies the selected object

CTRL-V Paste an object from the clipboard

DEL Deletes the selected object

F1 Opens the help file in a new window

F2 Renames the selected object

F5 Refreshes the object list

F12 Adds a child object to the selected object
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Report Properties

The report type (Standard, Dataless, Sub query or Union) determines which standard tabs
are available in the selected properties window. A typical properties window of Standard
report types has, besides the properties tab, also a tab for each report output property,
namely Columns, Filters, Parameters, Sort Fields, and Aggregate Filters.

When selecting a report, tabs appear on the right of the screen. These tabs allow you to
modify the report’s display output.

Properties can be defined for a standard report which allows filtering and sorting of the
report, amongst other options, to further customize the reports for the specific requirements
needed. For example, filters can be used to limit the number of records that are exported,
and parameters can be used to prompt the user for additional information at run-time, such
as a date range.

The property tabs can be accessed by first selecting the relevant report and then selecting
the relevant report tab on the right:

Properties l I:Dlumns] Filters] Parametersl Sort Fieldsl Aggregate Filters]

Columns

Columns list the fields you selected when you created the report. You can add, remove or
change the order of the fields.

= N
m Home Tools Help
Rename -
B K Delete
i alde T ,:' Refresh
Adtions Report
'HH[T Pioperlisg Fiters | Pasameters | Scet Fiskds | Agregate Fikess |
emonistiabon !
_Iﬂl:ﬂﬁr‘:.‘fSalesDelai: .m . | WFﬂim i =

Financial Reports Designer 2.4 [Demao] [} | CostPrice | .

Management Pack D24 Demel £ Bskoen oy Y e

REL Analysic Dathboard 2-4 (Demo) & ushorme e |

RKL Dashboard 2:2 (Demal % E“:mnm | Movetp

;;]Sdes Cube Report 240 [Dema) u !

S ales Detais 21 (Demol z Date | Move Dom

] tock Re-Oider Levels 241 [Dema) 3 Enfrrmm _

ocType
B OideaNo
E= Pesiod i

10 Obyects
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Filters

Filters are used to limit the number of records in the report. There is no interaction with filters
at report runtime. You can add, remove or change the order of the filters.

n. Home Tools Help
W ."- - sk Rename "L J_] phzk I Run Sample
7% oK Delete w - : W Check/Test
Copy Maove Faste Add Add Run Design Save Excel Create Lock/Unlock _
To Folder Report s Refresh Template Shortout £ History
Actions Report
ﬁ%"? s Propesties | F'aml Soet Fiekds | Aggregate Fitess |
Bl : Name %ﬁjﬂ;{ Comparator | Use O Loge | Logic Expression
Firnancial Repoits Desigrer 2-4 (D Add
d e Dewol | 1o Pryscsl EquaiTo 1 No a0 Pryscace| —5_|
[# ] Maragement Pack D-2-4 [Demc] > B ol T o b B E
[#] REL Analysis Dashbosd 24 [Demo) ocked Exual o Wo AND Blocked Equal | panyye |
[#1REL Dashbosd 2-2 [Deme]
S ales Cube Fleport 240 [Dema)
[¥]5ales Detals 21 [Deme]
| Stock Re-Order Levels 241 [Dema)
4 [ m,. | ]
I 9 Objects

Parameters

Adding parameters allows you to refine or limit the rows of data that will be displayed in the
report based on selections you make when running the report.

ﬁ Home . Tools Help
kS l - R i Rename Eah i Pk, G 3 Run Sample
- s g ol . x Delete of Check/Test
Copy Move FPaste Add Add Run I.'.Icﬂun Save Excel Crtatt Lock/Unlock )
To Folder Report o Refresh Template Shorteut 45 History
Actions Report
ﬂ.’r:tm Smﬁaid:l .ﬁmﬁu:]
o i - Comparsios | Use Or Logie| LogeE
¥ Financial Freports Designer 2-4 (Demo) 2 MR gy |
(] Management Pack D-24 [Demo) b= Date Em“‘mﬂrEMTn 0 September 2003 No AND Date
¥ ] FEL Analysiz Dashboard 24 (Demo)
[#]REL Dashbosd 2-2 [Deme]
Sales Cube Report 240 [Dema)
Sales Detads 241 [Dema)
| Siock Re-Order Level: 2.1 [Demo)
‘ m 3
|9 Objects
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Sort Fields

Displays the report records in a specified sequence. You can have multiple sort fields but
then you must ensure the order of the sort fields are correct, for example, you can first sort
according to name and then ID within similar name records.

REL Analysiz Dashboard 2:4 (Demo]
REL Dashboard 2-2 [Dem]

Sades Cube Report 240 [Dema)

| Sales Detads 21 (Deme]

Hsma Rie-Order Levels 21 [Dema)

A

& .
" o O .
D =R
n Home | Jools  Help
l."' L Fe ,I. ".| R
% N 3 Delet - .
i -:‘--I il 'F: -CI:" I';;.“.':l.". 'I...’ Refresh G ..!:_.::L‘:-_:I; th .:-!I': ut fist
Adtions REpUI‘l
&'g‘gmﬁ:m Properties | Cohumes | Fiters | Parametess Aggregate Fiters |
] Finsncisl Repoits Designer 2-4 (Dol :m | Aggregate Funchon
[# ] Management Pack 024 [Demo] o &mﬂ;m

130

|9 Objects

Aggregate Filters

Enables the use of comparison values such as Equal To, Greater Than, Less Than and
many others, when setting up filters on the report.
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Connector

About the Connector

The Connector maintains the connectivity between Sage Intelligence Reporting and Sage
Accounting. It also allows you to make connections to any other ODBC-compliant data
sources allowing you to deliver Excel reports from any ODBC compliant data source.

The Connector adds additional tools for skilled users and/or consultants. The following key
functionality is supported.

e Reporting from multiple data sources by enabling connection paths to all ODBC-
compliant data sources; a few examples:

¢ Microsoft SQL

e Microsoft Access

e Microsoft Excel

e Sage CRM

e Other CRM sources

e Easy creation of advanced, professional dashboards that display data from multiple
sources in visual graphs, charts and Sparklines.

e Re-use existing data containers or create your own containers incorporating user
defined fields.

e Targeted reports built by using advanced filtering, sorting, lookups and joins to
determine specific data output.

o Extreme flexibility in building data source combinations down to the field level.

e Take advantage of advanced query language syntax to do complex data
interrogation or enable advanced data source combinations without SQL skills.

e Take advantage of stored procedures or views that have been created in the source
database.

e Security-based control of connections and data.
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The Connector contains connections to the accounting database/s. Inside the connection are
containers which are the tables, joins or stored procedures in the database/s, and inside the
containers are the expressions which are the fields in the tables, joins or stored procedures.

ﬁConnector EI@
= NEE

m Home Tools Help

Rename = 4 Add Connection

'-_-.- I -::-:- z Refresh --_“_.-. Exp :-- ons S ?;--::_T.; _:,-_-.. gssions

Actions Expression Data Container Connection

-;ernterprise “| Properties |
" DDBC Driver for Access

: 3 [ Connection Typpe 1D
. QHKL Trading Dema |3 I:I
ME-ISAM ODBEC [D5N] |= R
W File SN Connection Type j
ﬁﬂ Firebird/InterB ase(r] driver |UD BC Driver for Access

MMAS 30 4.0 0DBC Driver
fud - '

- Object Window Properties Window

ﬂMicrosoftHemot Provider

W MicrosoftJet OUEINE 4.0 for C5Y A

MMicrosoft.Jet.DLE DB.4.0 Provider

iﬁ!Microsoft.SQLSE VER.CE.OLEDB.35 [~ Show &dvanced Vﬂ

61 Dbjects

You are able to select objects using your mouse from the object window in order to either
view the objects' properties or perform a task with the object. For example, you are able to
select an object in the object window and rename the object just as you'd rename a file in
Windows Explorer.

The properties window on the right displays the properties of whichever object is selected on
the left in the object window.

To maintain or view the fields, first select the relevant object (Enterprise. Connection,
Container or Expression) on the object window. All properties windows have editable and
read-only fields to setup and display various configurations, except the Enterprise object
(has only read-only display fields and is not able to be edited). All selected objects also have
a Show Advanced option to display more options, with the exception of Enterprise and the
expressions.

To save any changes you make to the properties of your selected object, click the Apply
button.

The Connector also includes a ribbon to simplify the use of the Sage Intelligence Reporting
software functionality.
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The following diagram explains the hierarchy of how the various object levels fit together.
Each level below is opened by either double-clicking on the level above it or, with the focus

on the upper level; right-click and select Open to open the level below it. To collapse a level,
double-click on the level above it.

Enterprise
Level 1

Connection
Types
ype Level 2
Connection
Objects
J Level 3
Containers
Level 4
Expressions
Level 5

Referential Integrity

To protect structural relationships, the principle of Referential Integrity is applied to prevent
the deletion of the following:

e Connection - if there are any containers linked to it that are used in reports as could
be seen in the Report Manager module.

o Container - if there are any reports linked to it in the Report Manager module. Right-
click on any container and select Show Dependencies to see if there are any Report
Manager Module reports currently associated to this container.

o Expression - if there are any reports in the Report Manager that use it.
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Accessing Commands

Using the Ribbon

All of the ribbon icons have their own tool tips that are displayed when hovering your mouse
over the icon.

124 Connector = FoR
il - & x
Home Tools Help
g " o Wl Reansme = == & Agd C il Ta {1y
AN ' X Delete 2 e y 4 Wi Add Data Container
Move FPaste CheckTest Sample - Test Add Dependencies Find & ChedoTest &
To Data m Refresh | |sokup | Expressions Replace  Expretsions o Driver Properties

Actions Expression Data Container Connedtion

There are additional tabs which will give you access to more options. For example, in the
Tools tab, options are available to view system variables and run SQL queries. From the
Help tab, you can open the help file, connect to the online academy or the knowledge base.

The Connector ribbon has various options which perform the following functions:

Icon Function Description
L.'
Copy Copies the selected object to the clipboard.
d’\ Move To Moves a connection or a container
t’ Paste Pastes an object from the clipboard into the selected object
w Check/Test Checks that the selected object will function correctly
W Sample data Takes a 50 row sample from the selected Source data container and
.;:,h P displays this data on the data screen
Allows you to rename the selected connection, container or
I Rename :
expression
x Delete Enables the user to delete their selection
E Refresh Refreshes on screen properties of the selected object
=
i%" Test Lookup Returns all of the values from the general ledger
==
5@. Add Expressions  Enables the user to add a data expression
i

Dependencies Returns the list of reports using the selected container
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Icon Function Description

"\* Find and Replace Finds a value and replaces it with another value

Check/Test All
Expressions

'3

Checks all expressions in a data container.

Add Connection Enables the user to add a data connection

o+

Add Data

) Enables the user to add a data container
Container

Driver Properties  Returns the driver properties of a connection

g

"
"
n
r

"' Import Report Enables the import of reports into your system
L] . . .
ﬁ Direct Query Opens the SQL Direct Query window

Configure Engine  Allows configuration options for the Excel Output Engine to be set

System Variables  Allows the system variables to be viewed

@ Oe«elMAB *

Log File Allows the log file to be viewed or deleted

Gpply Metabase Applies a supplied Metadata Hot fix or Service Pack
pdate

Help Launches the Help Files

Website Launches the Sage Accounting website

Online Academy  Launches the Online Academy

[
'

ga% Knowledge Base Launches the Knowledge Base

Launches the About window which allows you to view the product
About . . . .
versions, licensing details and enabled features
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Using the Shortcut Menu

Depending on your current selection in the object menu and your accounting system, the
right-click options will differ.

—

1

o =1 Rename ==

d% ' " - xD:I:I: 7

Copy Move Paste Check/Test Sample -~ Test
To Data w ReEfresh | oopup
Artions Expression
% Erlerprise -
i opeC Dy |

i cisam 0DBC DSH [ OPen

]ﬁFh DSH Rename
FinebindIritedB axe(i] Delete
MAS 90 400DBC| i

Sl ODBC fox Add Data Container

Microsalt OLE DB F Check/Test
¥ Miciosolt OLE DB F Properties
ﬁ”hmn& Femete P —
Micrasaft.Jet OLEDI
i Micrasoit Jet OLEDI Import Report
Microzolt SOLSERY Connection Driver Properties

Using Shortcut Keys

You can use various shortcut keys as follows:

SEIEL: Description

Key

CTRL-R In the Report Manager, this runs the selected report
CTRL-C Copies the selected object

CTRL-V Paste an object from the clipboard

DEL Deletes the selected object

F1 Opens the help file in a new window

F2 Renames the selected object

F5 Refreshes the object list

F12 Adds a child object to the selected object
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About Connections

A Data Connection holds the relevant connection information to connect to a supported
ODBC or OLEDB compliant Data Source. This Data Connection object is then used for all
connections to this Data Source.

By default, a connection has already been created to connect to Sage Accounting. By
adding another data connection,you can make data available from other data sources.

To display the properties of your data connection, in the Sage Intelligence Reporting
Connector, select the data connection in the object window. The data connection properties
window will appear in the right pane.

kef Connector E=RiNeR =)
= =[]
ﬁ Home Tools Help
sk | aagm | 3 e oo
' tﬁ k =F B LogFile-
Import | Direct Configure System
Report = Query Engine Variables W Update Metabase
Report System
ﬂ?fﬂr':leip'ise « I Properies ]
ODBC Driver for Access <
” Connecton D
1 M i (=T
4 C-1S4M DDBC DSN) -
File DSN Connection Type ID
W% Firebird/rteB asel) diiver =B : 4
ﬂ.ms 90 4.0 ODBC Driver Connection Mame
w8 Microsolt ODBC for Dracle [REL Trading Deme
Mictozolt OLE DB Provider foe Dracle :
i Usze Auto Connection S
ﬁmmmdt OLE DB Provider for SOL Server frees e »
W Miciosolt Remote Provider Access Database (mdb)
o Miciozalt Jet OLEDE. 4.0 foe TSV |@APPPATHE\REL Tradng mdb _|
w8 Miciosolt.Jet OLEDB 4.0 Provider User ID
Mictosolt SOLSERVER.CE.OLEDE. 35 |
WO AccountPight [0 versions]
: P
9 MYDB AccountRight V13 (ALIS) | Swrond
¥ MYDB MYDALIOSOT Diiver
W MYOB ODBC Drvver
w8 MO ODBC Dirver AU7 | ShowAdvanced =
61 Obyects

To Hide/Unhide advanced properties check/uncheck the Show Advanced option
v Show Advanced

Property Description

Connection ID A Technical Key Value used to identify the Data Connection.

%’Sg%ﬂon Value used to associate the Data Connection with a Connection Type.
The Auto Connection System is a system used to automate a connection to a data
source at report execution time. This system allows the database connection
Use Auto properties for reports to be set at execution time and not to be hard wired into the
Connection Connection in the Connector.
System
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Property Description

ﬁgnmneectlon The name assigned by the Administrator for the Data Connection.
User ID The user ID that will be used to gain a connection to the underlying Data Source.
Password The Password that will be used to gain a connection to the underlying Data Source.

Forces the full Date and Time values to be passed to the underlying database

system. If this option is not selected the Date Format (to pass to Driver) will be
Use Time with enabled and the format specified will be used, otherwise the Date Time Format (to
Dates pass to Driver) will be enabled and the format specified will used.

See Also: Connection Date Time Formats

The Date format that the underlying Database System expects Dates to be
presented in. This is the format that Sage Intelligence Reporting will convert dates
to, before passing them to the underlying system. This needs to be correctly
configured in order for Filters and Parameters to work correctly with dates in the

Report Manager Interface. It is not the Date that a user of the Report Manager has
Date Format g yse.

(to pass to

Driver) See Also: For a full list of the expected Date Formats for supported

Connection Types, refer to Connection Date Formats.

Note: This is only available when Use Time with Dates is not selected.

The Date Time format that the underlying Database System expects Dates/ Times
to be presented in. This is the format that Sage Intelligence Reporting will convert
dates to before passing them to the underlying system. This needs to be correctly
configured in order for Filters and Parameters to work correctly with dates in the

) Report Manager Interface. It is not the Date that a user of the Report Manager has
Date Time to use.

Format (to
pass to Driver)

Note: This is only available when Use Time with Dates is not selected.

This is the Date Delimiter that the Connection expects dates to be prefixed and

Date/Time suffixed with. This needs to be correctly configured in order for Filters and
Delimiter Parameters to work correctly with dates in the Report Manager Interface. Most

systems use a single quotation mark (') for this while some use a hash (#) symbol.
_CI_:;SQectlon Sets the type of the Data Connection.
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About Containers

A Container is a set of metadata which is made available (published) by the Connector
module which will allow users access to the data using the Report Manager module. The
source of this data can be a database table, view, sql query, stored procedure or a custom
join based on two or more tables/views.

Using the Connector, data is made available through the addition of data containers and
relevant expressions. The source of the underlying data can be a Table, a View, a Stored
Procedure or a user defined SQL Join or Graphical Join.

To display the properties of your data container, select the data container in the object
menu. The data container properties will appear in the properties pane.

A o Wi =l Rename 5%‘ :*’ Add Connaction
AL W B 5 H O R
Add

Add Data Container
Copy Mowe FPaste ChedoTest Sample Test Dependencies Find & ChedoTest All

To Data m Refresh | |ooiup Expressions Replace Expressions | Driver Propertics
Actions Expression Data Container Connedion
fa Em * | Propestes |

ODBC Driver for Access .

Sl o —— ]
B Dashboard 5 ales Details 2.0 ) =
B Dashboard Sales Detals 2.0 Published Container Name wl
Financial Reports Designer 2-1 [5ates Detaits 2.0
B GL Tranzactions 20 = | Desciplion —
& GL Transactions 2-1 |Sales Detads
ﬂ Managament Pack 2.0 C tion ID

&=
Stock Relrders 2.0

W CSaM ODBC [DSNM) Source Conlainer Type
W Fie D3N | [ Geaphical Join =]
piy Firebird/IrteiB ase(i] diives Graphical Join Tool

MAS 90 4.0 ODBC Driver |

Euhm ODEC for Oracle Join SQL
; Miciozoft OLE DB Provider for Diacle .
¥ Miciosolt OLE DB Provides fos SOL Server

ﬁ Mictorsolt Renmte Puovider

Micsosoft Jet OLEDE.4.0 for C5V

Eunmmmna.m Provider

iy Miciozolt SOLSERVER.CE.OLEDB.35

8 MYOB AccountRight (A1 versions] '

9 MYOB AccountRight V13 (AUS) I™ Show Advanced v -
— | 9 Objects

Property Description

Container ID A Technical Key Value used to identify the Data Container

Published Container

Name The name assigned by the System Administrator for the Data Container

Description A description for the Data Container

A Technical Key Field for the Data Connection to which the Data Container is

Connection ID assigned

The name of the underlying Source Data Structure (TABLE, VIEW or STORED
PROCEDURE) or a supported SQL JOIN to define a set of Data. Note that
selection for the Source Container Type property must reflect what is held in this
Source Container property

Source Container
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Property Description

This is used to specify how the underlying source data is held. Set this to TABLE
if it is simply a single data structure (most common), to a VIEW if it is a virtual
table based on a query and to a JOIN if it is a logical combination of data from two
ore more tables defined using a SQL join

Source Container Type

Allows a threshold to be set for the amount of time that Sage Intelligence
Reporting will spend attempting to query the Data Container

e Setthis to O for Sage Intelligence Reporting to wait indefinitely for
execution to complete
Timeout Enquiries After e  Setthis to -1 for Sage Intelligence Reporting to use the defaults settings
(Seconds) of the underlying database system

Note: This setting may have no effect for certain underlying Database systems.

See Also: Troubleshooting Timeouts.

Sets the Company that has been authorised to import reports that use this
Container Licensed To container. If this property is left blank then anyone can import and use the
Container.

Sets the Company that is the owner of the original Container and all those created

Container Owned By on import to other systems.

In addition to these container properties you can also view a list of reports that have been
created from this container.

To view the list, do the following:
1. Right-click on the container and select Show Dependencies.

The following message will display, listing the reports that are dependent on this
container.

'mptndm:yl.iﬂ -"'I'

Copy of Sales Details 2-0 (Deme) [ID : 25]
Sales Detarls 2-0 (Dema) [ID : 4]
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About Expressions

An expression is a selection from the available fields of the selected container. In addition to
a data field from the container, an expression can be a:

o Data Field - This is an expression that is directly linked to the database field.

e SQL Expression - Returns data from a field or combination of fields based on a SQL
expression; the data reflected in this expression is based on the SQL syntax entered
into the expression.

e Microsoft Excel Formula - This is an Excel formula that will only resolve once it
opens in Excel; the data reflected in this expression is based on the Excel syntax
entered into the expression.

e Pass Through Variable - Pass through Variables enable the queries (or SQL
statements) that are sent to the database systems during report execution to be
affected at run time.

Each different type of expression is represented by a different icon.

d Connector
)
n Home Tools Heilp
wt ’ Y v— = Rename
ﬂ‘ h 4 ;‘ﬁd -—" x Delete
Copy Move Paste Ched/Test Sample - Test
To Data & Refresh | aakur Expres
Actions Expression
‘.-:&Mﬁﬁriw *| Propeities |
ODBLC Driver for Access c ;
Microsoft Excel W REL Trading Dema =
Formula S D.ashboaed S ales Detads 2.0
eQL
Expression
Data Feld <€

Pass Through
Variable
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To display the properties of an expression, select the expression in the object window. The

properties of the expression will be displayed in the right properties pane.

14 Connector [E=8 R ==
i, ==l x
B o roon e
™ ; v— =i Rename = =
o R o ‘__h 7 Delete ~d ata
Copy Move Paste Chedi/Test Sample o Test [ v 3 1 & T <
Tc Data m Refresh  ppokup  Expressions Replace @ Driver Prope
Actions Expression Data Container Connedion
(J:“'FEEW’E | Properties |
ODBC Driver for Access .
rersion |
¥ RKL Trading Demo ﬁ’;; 2 [ 2oy ]
& Dashboard Sales Details 2.0 — ) - =
B Dashboad S akes Detads 2.0 Expeession Name
2y = | [CostPiice
2 CustomerCategary Expression Source
] CustomesCodet ame [[DocunentLines] . [CostPrice]
J_]Eusm:er”ame Expe Tups
CustSupplD :
Data Fisld
< Date [Date =
3 Desciption Allew Viewing ¥
j Dacho Bllows Fikeding i
DrocT ppe
=EndDate Sllow Sorting ¥
_1_1 GrossProfit Allow Lockups 3
r 2:‘_3"" Lookup Type
Direct from Conla
) ProductCategery Dl Gt =l
(1 ProduciCodet ame Dats Type
3 ProductD [Double =
21 PresduciM ame
Day
< RecodType | v -
47 Objects

To Hide/Unhide advanced properties, check/uncheck the Show Advanced

option. v Show Advanced .

Property Description

Expression ID  This is a Technical Key Identifier for the Data Expression.

ﬁ);[;:(;ssmn The Name or Alias for the Data Expression.

Expression The Source Data Field Name of the underlying data for the Data Expression or a SQL

Source Expression or an Excel Formula depending on the Expression Type (see below)..
This indicates the type of expression that is being used. By default it is set to
Data Field and in this case will be referring to a single column in an underlying
Data Table. It can also be set to SQL Expression to allow a raw SQL
expression to be used (including the use of the ODBC drivers available
Functions), or to Microsoft Excel Formula

Expression In the last case Mic_rosoft Excel formulae can_be specified in the Exprgssion

Type source. No equal sign should be used to prefix the formulae. When Microsoft

Excel formulae are used here then to reference other Data Expressions in the
formula use their Expression Names. For

example, CONCATENATE(Category," - ",ProductName)

If the Expression names have spaces or other non Alpha-numeric characters in
them then simply replace these characters with underscores in your Microsoft
Excel Formula.
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Property Description

Allow users to Report on this Expression. This setting allows the user to add
Allow Viewing this expression as a column to a report. If switched off it does not stop reports
functioning that were created before the setting was changed.

Allow users to filter on this Expression. This setting allows the user to add this
Allow Filtering expression as a filter to a report. If switched off it does not stop reports
functioning that were created before the setting was changed.

Allow users to perform sorting using this Expression. This setting allows the
Allow Sorting  user to add this expression as a sort field to a report. If switched off it does not
stop reports functioning that were created before the setting was changed.

Allow users to perform lookups on this Expression which will make Parameter
Lookup Lists available for this Expression. This option should only be used on

Allow Data Expressions which are expected to have a fairly limited set of distinct
Lookups ; ; . .
values. Using Lookups against large diverse data sets can vastly hinder system
performance.
Lookup Type Sets where the Parameter Lookup List dataset is pulled from. See Defining

Parameter Lookups for further information.

The underlying data type for the Expression. If you change an Expression to be
Data Type of Expression Type SQL Expression then you should pick the correct Data type
that the Expression is expected to return.
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Report Designer

About the Report Designer

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

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

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

M Report Designer =1 &

I layout design i Yl

layout options

Chart of Accounts clear

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

clear

clear Save Layout
clear Hf:‘|p ®

Show Account Detail
Generate

Balance Type

Balance Source

" PP oo bbb buvo

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

* X

FIMAMCIALS

formulas

Opening Balance
Closing Balance
Actual

Actual ¥TD
Budget

Budget YTD
Current Year
Current Period

Company MName

Quantity
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Choosing the Most Suitable Way to Design Reports

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

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

| need some help with
designing my report layout

design your report layout and
Excel but | need some help to je——— then if you prefer, customize
| would like to take control of get started it further using the task pane
all design aspects of my L ) L )
report layout - N P ~
I am very familiar with

Microsft Excel especially ﬁ be the bk pane to deigh

-
| am not that familiar with
Microsoft Excel
L%

' '

| am familiar with Microsoft

formulas

Use the Layout Generator to
design your report layout

4 N
Use the Layout Generator to

your report from scratch

If you do not have an advanced knowledge of Microsoft Excel then the Layout Generator
provides an intuitive drag and drop interface to design reports. If however, you do have an
advanced knowledge of Microsoft Excel and am familiar with Microsoft Excel formulas then
the Task Pane provides a complete solution to design your reports using powerful Microsoft
Excel functionality giving you complete control.

Note: In order to do multiple company consolidated reports, the Task Pane will need to be

used.
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About The Report Designer Task Pane

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

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

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

Sage Intelligence m Excel

Excel Report
'ﬂ# Workbook || Designer

- Report Layout Generator
E ] m| | Connector P e e

Manager Reporting Trees

2
o
11,

Distribution
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Reporting Trees

What are Reporting Trees?

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

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

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

Each reporting tree contains a group of reporting units. Sage Intelligence Reporting allows
you to easily add or change reporting units without requiring a change to your financial data.
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Reporting Unit Structures
Sage Intelligence Reporting uses the following kinds of reporting units:

o 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.

Parent Repaorting Unit Worldwide
(Summary unit) Enterprisesinc.

Parent ReportingUnitto Sales andService Department New York Chicago

Child of New York
and Parentothe
Retail and Wholesale
SalesDepartments

New York Sales New York Service Chicago Sales Chicago Service

Wholesale c Wholesale
sales studio [I}:.t:rlti:‘eist Sales studio
Department P Department

Child ReportingUnit Retail Sales
{Detail unit) Department

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

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

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

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

For example, the diagram below shows a reporting tree that is essentially the same as the
reporting tree that is shown above. The difference is that the reporting structure displays an
organizational structure that is divided by business function instead of by location. These two
reporting trees demonstrate different perspectives on entity operations.
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If you create several different Reporting Trees, you can print a series of financial statements
each month that analyze and present your entity's operations in various ways.

Parent Reporting Unit Summary of all

{Summary unit Units

Parent Reporting Unit to

Retail and Wholesale Sales Sales Department Service Department

Retail Sales Wholesale Sales

Lab Service Studio Service
Department Department

Rl Rt F New York Chicago New York Chicago -
Child ReportingUnit . .

Retail Sales Retail Sales Wholesale Wholesale

Department = Department Sales Dept Sales Dept

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

{Detailunit)

Learn More:

Watch the video online:
Using Reporting Trees
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Parent Child Relationships

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

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

Edit Reporting Tree
Reporting Tree Units

= = Waorldwide Enterprises

:.l T pews York
B T Mews York Sales

----- T NY Retail Sales
e 7MY wholesale Sales
-7 Mew York Service

=- 7 Chicago
= 7 Chicago Sales
- 7 Chicago Retail Sales
P b T Chicago Wholesale Sales
-7 Chicago Service
..... k4 Chicago Lab
----- T Chicago Studio
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Security Manager

The Security Manager is an administration tool that lets an administrator manage roles (user
groups) and assign users and reports to each role. When security is enabled the user will be
required to login and then will only have access to the reports selected for the role that the
user belongs to. The Security Manager ensures that access to important or sensitive reports
is securely controlled.

Warning: It is highly recommended that security be enabled to prevent unauthorized user

access into the security manager.

The following rules apply:

o Report level security will by default be switched off at installation and must be
switched on within Security Manager to take effect.

e Only users added to the Administrators role will be allowed to Add/Edit/Delete
reports within the Report Manager.

e The list of users within the Security Manager will be synchronized from the Sage
Accounting user list.

The Security Manager allows you to:
e Set Security On or Off
e Manage Roles
e Select which users belong to which Roles.

e Select which Reports belong to which Roles.

' 1| Security Manager - DEFAULT == Fom =
File
General == I Reports Search Erfer Saarch Tem
‘g S =T AN N ) [13] Top Customers by Product 20 (Dema) |
[ 2] Tral Balance Sub 2-0 [Dema) [ [14] Top Products by Customes 20 (Demo)
Password  * [sa ] [ [3GL Transactons Sub 20 (Dema) [ [15] Sales Cube Repoa 2-0 (Dema)
[ [4] Sales Detais 2-0 Demo) [ [16] Fnancial Reparts Designer 2:2 [Demo)
Roles [7] [5) Stock Re-Order Levels 24 (Dema) [7] D171 GL Trarsactions Designer 2-0 (Dema)
[ [] (6] RKL Dashboard 2-0 (Dema)
"""‘"‘”"ﬁ.”“‘ 7] [7) Sales Detads for Dashboand (Demo)
[ [8] Financials for dashboard {Demo)
o 7] [3] RKL Analysis Dashboard 20 (Demo)

[7] [10] Dashboard Financials Acc Sub 2-4) (Dema)
[] [11] Dashboard Financisls Gep Sub 240 (Dema)
[ [12) Dashboard Sales Detads 20 (Demo)

.. Soet by

| Select A

e : @ Ascerding () Descending
One Click Select il ki
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Distribution

Improve workflow and speed up business processes by automating report delivery and
distribution. Report distribution is a powerful feature which saves time and effort by allowing
you to send reports to a file, ftp site or email in a number of standard formats.

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

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

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

e Manage
Distribution vianags
e Distribution
Settings :
Instructions

sAutomatically works sSetup instructions for sSelectwhichinstructions  eSelect Send Now to
with Qutlook profile each unique distribution  to use for your report execute your Distribution
«Exchange or SMTP can method *Save the Excel Template Instructions forthe
beset up +*0nly setup once per inthe Report Managerto  current report
«Only setup once instruction retainyour settings for +Can also be executedvia
each report a scheduler command
Learn More:

Watch the video online:
Distributing Report Layouts
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Resources

We provide many ways for you to learn about Sage Intelligence Reporting. Depending on
your learning style, you may find some of these very useful.

e We have tried to ensure our help file covers everything you may need to know. If you
have not found something you think should have been covered. Please so that we
can ensure it is covered in the next help file release.

e Want to learn, but not sure where to start? Download the kick off document which will
link you to all the information you need.

e Visit the Sage Intelligence Community page to share discussions and ask questions
to people who have experience using Sage Intelligence Reporting.

o Don't like reading? Visit the YouTube playlist to watch videos and learn visually how
to use Sage Intelligence Reporting.

e Have the freedom to learn when and where you want, and learn at your own pace
with our academy online courses.

e Join a webcast (web-based seminar) where information is demonstrated and
discussed online. You can also send your questions or comments to the presenter.

e Waitch recorded webcasts to learn from the experts.

e Read our blog to learn even more about Sage Intelligence Reporting.

e Connect to the knowledgebase for up to date articles on how to resolve current and
past issues.

e Visit our website to learn more about the company behind Sage Intelligence
Reporting.

e Phone the Intelligence Support Desk - Africa Telephone: 0027-11-304-2000 - North
America: 1-877-541-1681

o Email the Intelligence Support Desk - Africa: x3support@accpac.co.za - North
America: intelligence.na@sage.com
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