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Report Designer Overview

About the Report Designer

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

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

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

m Report Designer =0

[ ayout design O m—

layout options

Chart of Accounts clear

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

clear

clear Save Layout
clear Help ®

Show Account Detail
Generate

Balance Type

Balance Source

PP PP bh o b b o b o

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 YTD
Budget

Budget ¥YTD
Current Year
Current Period

Company MName

Quantity

The Report Designer Process

The process to design report templates is as follows:

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

The Report Designer extracts information from your Sage Accounting general ledger. It then
uses your customized report columns and rows to produce professional reports that are
customized to suit your organization's requirements. You can use the Layout Generator or
the Task Pane to design your reports.
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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

I would like to take control of
all design aspects of my
report layout

| am not that familiar with
Microsoft Excel

F N

| am familiar with Microsoft

get started

I am very familiar with

formulas

Excel but | need some help to #

Microsft Excel especially ﬁ-

Use the Layout Generator to
design your report layout

i '
Use the Layout Generator to
design your report layout and
then if you prefer, customize
it further using the task pane.

L. A
' '

Use the task pane to design
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.

Intelligence Reporting
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Accessing and Saving Reports and Templates

Opening Financial Reports and/or Templates
1. Inthe Report Manager, open the Designer folder.

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

Tip: The Demonstration Financial Report Designer report will include a few
demonstration layouts which have been designed to work with the SAMLTD

demonstration company financial data only. It is intended to illustrate how popular financial
layouts can be created.

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

Tip: It is recommended that you always include the latest year and period as some reports
are based on the current year and current period retrieved from Sage Accounting.

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.

w 2018 Fepon Designer - Actuals
w23 YeaEnd Equal To

«_-I
|

UnSelectAll | Select Al | n:.mul
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4. The Microsoft Excel report or template will open automatically and the Report
Designer functions will load.

BHE S &= Demanstration Finencial Report Designer 1-01 - Excel 7 ®m -0 X
“ HOME  MNSERT  PAGELAYOUT  FORMULAS  DATA  ROVIEW  VIEW  ADDJNS  BiTeok Ggnin f
Al a I -

-
. FINANCIALS
Sage Intelligence ® I
; ; " ayouts
What would you like to do with the Report Designer?

Generate or customise standard report layouts Design using only Excel and the Task Pane [ Jakinge.
The drasg-and-drop interface of the Layout Generator s easy to use and  Infermadiate Excel users can taioe full control of their detign process [OFH
automates the design and generation of simple financial repor layouts using juss Exced and the deag and deop lists, farmubas, reporting trees @ mal
quickly and accuratefy into Bxcel for you. within the Laskpane.

[ D @-
1. Generate standard report layout designs 1. Create rows lists [
Draq a report layoutinto Bxcel and it will be penerated for you. Drag fists into Excel to help design ®s
e the rows you would ke bo see in @
fr— b 2
your report. i
layouts e
2. Create columns
Type your column headers in
- 3. Use formulas to return values ——c @
Drag formulas to where your formulas
rows and columns intersect
and wire them up o parameters.
2. Design your own layout using the Layout Generator wirard -«

Lise the wirard to edit out:the-bom kryouts of create your own. Look

o thae "Cruick £dit” and "New Layoet’ buttons in the B Tools tab in the

Turnl sihhrn mar h o

Home Instruchions Balance Sheet Income Statement Summary Cash Flow Cash Flow Deti ... (#) o] »

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.

Intelligence Reporting Page 10 of 220



The Report Designer Ribbon

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

The options are as follows:

Icon Group

@ .

Label Description

New Layout will open the Layout Generator to allow

Mew Reports New Layout you to design a new report layout.
Layout
Quick Generate is a drop down menu of all the report
’ . layouts previously saved. Instead of selecting the
BI Quick . :
_ Manage Layouts option and then generating your
Quick  Reports  Generate .
layouts, you can generate them from the Quick
Generate =
Generate menu.
D Quick Edit is a drop down menu of all the report
! BI Quick Edit layouts previously saved and allows you to select a
Quick Reports report to edit without having to open the Manage
Edit - Layouts option first.
# Manage Layouts will open the Layout Management
BI Manage window which will display the existing report layouts
Manage Reports Layouts that ship with the Report Designer and any new layouts

Layouts

that you have created.

* Bl

Show Reports
Task Pane

Show Task Show Task Pane will open the Report Designer Task
Pane Pane.

Intelligence Reporting
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Creating a Draft Layout

Before you begin, you need to decide what you want your report to look like when it's
complete. If you don't already have a good mental image of the report, then write down what
you would like the end result to look like.

Tip: Don't worry, it can just be a first draft. We can always edit layouts later if you've left

anything out, or you want to make changes.

To help you, let's go through some of the steps and decisions you will need to make:

1. You will need to give your report a suitable heading. Something meaningful so you
will always know exactly which layout you are generating in future.

2. What filters do you want to use? Filters allow you to retrieve specific data based on
your selections. Filters are displayed on the top of your report and can be changed in
Microsoft Excel resulting in your report being immediately updated to reflect the new
data.

Income Statement

comers e | (T
CaprendYear:

R A A A S O

Bt %% R W% R R WNN

3. What details do you want to see down the left of your report? Perhaps a list of
account numbers or category codes and their descriptions.

[ncome Statement

Company Name:
Corrent Year:

P

Caftgory Covle Deseyipfion

R R R R R RARRAARA YRR WA

L A A A R N S A A
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4. What do you want to see in each column of data? This could be different periods,
current vs prior years, current vs budget or YTD.

lncome Stotement

Compandy Name:
Couirrent Year:

Perico

Category Code  Descripfion

B EEEEHERHHEHERHREHRERRYR YRR Y YN

PP PP FPFPPPFPFFFP PP PP PP PFPFP

5. How do you want to categorize the details on the left side? Do you want to see
Revenue, Cost of Sales, Expenses or maybe Assets and Liabilities? List your main
headings. You can go into as much or as little detail as you need.

[necome Statement

Covnpasy Nase:
Cerrrent Year:

Period
1 2 kS
Catigory Code Descripfion
Reyene
Cost of Sales Amsee
Exptrsts

AR EEE A A EE AR EEERREEERTEEREREREREYY YN

F PP PRIPPPPPPPRPPFPIPPIPPPFPPIFPIPPFPPPPPIFEPPPPPRPPPPPIP

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

Accessing the Layout Generator to Design a New Layout

When you've run your Financial Report Designer report, the workbook will open in Microsoft
Excel and the Report Designer functions will load.

1. Onthe Bl Tools tab, select New Layout.

BI Tools

S B K
Mew Quick Quick  Manage  Show
LayoutfGenerate~  Edit -~ Layouts Task Pane

El Reports

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

3. Click OK. The Layout Generator will appear.

m Report Designer =IC

H row sets
I layout design row set e

layout options text columns columns  rows

Chart of Accounts clear

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

clear

clear Save Layout
clear HE||D @

[ Show Account Detail
Generate

Balance Type

Balance Source

P bHb PP oL LVLOLL DO

Reporting Tree Unit
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Navigating within the Layout Generator

Within the Layout Generator, there is a text columns area, a columns area and a rows
area. When you have added columns and rows, they will appear in their respective areas.

I layout design

Group by |inone) B clear

—
layout n;;ﬁi'e t colu JI

Chart of Accounts

E'- Ledger Type
Year

SiteCode
Source Currency
Budget Code
Budget Version
Balance Type

Balance Source

clear Save Layout
clear
. e
L1 show Account Detail .
Generate

bbb HbLLLYLY
3

Reporting Tres Lnit

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

layout options text columns columns rows

Lookup Values

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

Search

The Search function allows you to search the rows and columns area for specific fields. For
example if you search for actual only the fields containing the actual amounts appear.

Intelligence Reporting Page 15 of 220



| zearch | S 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.

Learn More:

Watch the video online:
Layout Generator Explained
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Saving Report Layouts

Whenever changes are made to the Financial Report Designer report, they need to be saved
so that they're available for all subsequent runs.

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

Warning: If you close the workbook, without saving the Excel template in the Report

Manager, all of your changes will be lost.

Save Layout
Help @
Generate @

e The Save Excel Template option in the Report Manager must be used to save the
entire workbook. This is the same process to save any Sage Intelligence report.

Creating Microsoft Excel templates enables you to create a template from an open
Microsoft Excel workbook and link it to an existing report so as to standardize the
output format of the chosen report for every run instance in future.

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

- - Microsoft Excel RN
* Make a copy of w e Save Excel

¢ Run the Report the report layout
leaving it open in

\ Report . Excel when complete ) { Report
Manager Manager

1. Open the Report Manager.

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

copy of the report before you make any changes.
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2. Select and run the report you want to customize.

’
"l
n Home Tools Help :
L - y bz Baname ’ Y ﬂ ,
: ] .
d % I x Delete }: _i #
Copy Move Paste Add  Add Run |Design Save Exce!
To Folder Report me Refresh _l Tunplatg
Actigns #
F
[ Home Properies | Linion Sw
=] Analysis Riepeet ID il
1 Consol Desigres 134 A
2] Consol Desigres Demonstration R Mame "
(@ Corol Finarcial Balance Shest IL'
of Financial R

) Conzol Financial Forecasting ':m_ : A
Z Consol Financial Income Stat Descaiption s
2 Consol Financisl Fatios Report Designer Add
] Dashboard T Storage Loo?

I Demonstiation C:\Program Files
ra
¢
’
’
[#8 Financial Rieport Designer 5300 PVS 10 .
P R dd T Ty S P )

Report Manager.

Intelligence Reporting

In Microsoft Excel, make the changes to the report.

After completing the changes, leave the workbook open and go back to the

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

&

]

‘k % .-' - b i Bename LY ﬂ "'Ll G :
7% I 7% Delete : |t *

Copy Move Paste Add Add Run  Designd Save Exesl | Create Logk/Unlock?
To Folder Report & Refresh 1Ttmpla1:t Shartout :

Actions Report #

; .

£} Home 5 | Union Sub Reports | A
) Anaysiz ’
1 Congol Desigres 4
2 Consol Designer Demonsiration AT A
3 Consol Financial Balance Sheet 1 PT it o Dotot oo
&) Consol Financial Forecasting Cony of Franial Repost Designer D
1 Coreol Finencial Income Statement Descnphion : A
Z Corsol Financial Riatios |Report Designes Addin ¢
C Dashbosd Tempate Storages Location ¢
) Demanstrabon [€:\Program Files (486715 age\S age 300 ERPAB]
:[D f Financial Report Desgres 5300 PYS 1.0 8 ! i el 1 P ;
il Lopey o | iman: {0 esagned o 300 PYs 14l o Fi . o SI0PYS T

[#] D emonstration Report Designer 5300 PYS 10 Covn e v
|#f] Financial Balance Sheet S300 PYS 1-0 Parameders on Second Sheel A

| Financial Foiecasting 5300 FVS 1.0 ’

Far P O O PV I O S A N N N L S N A R S U O A O A O A O
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6. Inthe window that appears, select the Microsoft Excel workbook which
contains the changes you made.

Warning: All Microsoft Excel workbooks that you have open will be listed in the window,
So ensure you select the correct Microsoft Excel workbook to use as a template for your
report.

workbook will be sloned a5 & bemplate for thas reporl.

oK ] _comcel |

7. Click OK.

8. When prompted to specify the template name, change the name of the
template. Doing so ensures that the original template is not overwritten with
the copy.

[My Financial Report Diesigrer 1-0.5b]
[0k | Concel|

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

ﬁ The template was created successfully and linked to the report.

10. Click OK.
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Accessing the Layout Generator to Design a New
Layout

When you've run your Financial Report Designer report, the workbook will open in Microsoft
Excel and the Report Designer functions will load.

1. Onthe Bl Tools tab, select New Layout.

Bl Tonls

S Bk
Mew Quick Quick Manage Show
LayoutfGenerate~  Edit ~ Layouts Task Pane

Bl Reports

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

3. Click OK. The Layout Generator will appear.

111 Report Designer =

i row sets
I'a“’”tdes'g" 8 o by (om0 clear

layout options text columns columns  rows

Chart of Accounts clear

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

clear

clear Save Layout
clear Help @

] Show Account Detail
Generate

Balance Type

Balance Source

PP bPbPovb bbb b oo

Reporting Tree Unit
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Process to Design a New Report Layout

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

Generate

Add Layout Add Text Add

Add Rows

Options Columns Columns Layout
*These actas *Theseindicate *These indicate *These are * These indicate
filters foryour  the descriptive  what you see  selections of the rows you
report data text of your acrossthe top  commonly see down the
rows of the layout  used rows left side

\

Report Dﬁigner—k— Actual vs 'Budg\e'l\

M
I layout desigR  row sets

ACTUAL 14
Varl4 - ActB...

g
a
g

Account

atr 4 Bu-get
Spacer
ACTUAL 13
BUMSET 13
Spacer

¥TD Budget

Spacer layout options text columns columns  rows

Revenue

Spacer Company Code Demato ol clear
Fiscal Year 2020 o clear

Cost of Sales Balance Type o clear

Spacer Currency CAD o clear
Currency Type Functional Lo clear
Budget Set Code O clear

Spacer Reporting Tree Unit o clear

Other Revenue Show Account Detail
7] Show Subtotals at Bottom

@ Selecting this option may slow
down the layout generation.

Spacer

Save Layout @
Help 9
Generate o

Total Income

Spacer
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If you designed a layout using the criteria in the following layout design, it would yield the
layout below it in Microsoft Excel. The data and fields will differ depending on the general
ledger you are using.

EE [ i
g g 5*' = 1= |3 |E
: HHE

layout options text columns colulns  rows

Actual 01 ductaal 0Z

Busdget 01

e B e =
J Fracal Yoar 30 2 chear
conctsies [ R o p ce
|5raa:-=.~r ] Camency Type Functiomul D clear
Structure Code 0o chear
il (| | sucoe s coe e
| SpaLer l Reportng Tree Linit clear
-— SaoboxEing it opfion may
J:Sh-mvmnl.:n‘. o o ] )
| Shaww Sastrictalalit Boitom
Save Layout @
o @
f Generate @
Microsoft Excel
[]z] A ] c D E F 6 H -
1] compary SAMLTD £
-
2| vear o .
3] currency Cap -
4] CurrType F :
5] StructureCade z
6| BudgetSetCode :
) qunrllngTrqvnjnﬂPi
9
10 ‘
11

[+] 4000 to 4160 Revenue 1670 481 769 000 01 481 1 889 08 TR0 4
40 ¢
+ 4] | 5000 to 5051 - 5500 to 5800| Cost of Sales 877 150 {677 190) B47 084 :
Bh #
67 Grass Prafit 993 191 768 000 124 11 1022 744 769000 o
68 p
[+] 594200 to 4240 Gither Revenue 20 807 200 807 230 928 .
77 4
78 Total Income 1194097 768 000 435 097 1253672 Tewoon ¢
LIF O P AP PP PP I PP PP PIIPIIP PP PP PIIPPFIPIPIPPPIIRIIPIIFG
Learn More:

Watch the video online:
Designing Reports using the Layout Generator
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Setting the Layout Options

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

Layout Generator Microsoft Excel
layout options text columns columns — rows

bbb bbbbbi

. Selecting this option may show
¥| Show Account Detail
@ down the layout generation.

[ show Subtetals at Bottom

A B b
Company Code NemaCo Lo clear 1 |Company DemoCo 4
<
Fiscal Year 2020 P clear 2 |Year 2020 4
Balance Type P clear 4 3 |BalanceType :
Currency CAD P clear 4 a 4 Currency CAD :
<
Currency Type Functional L clear 4 5 |currType F :
L
Budget Set Code m sl clear 6 |BudgetsetCode o1 4
4 7 |ReportingTreeUnitPath WORLDWIDE ENTERPRISES> NEW YORK>NEW YORK SALES 4
Reparting Tree Unit  WORLDWIDE ENTERPRISES = NEW p clear ¢ 4
4 P00ttt ettt ittt sttt sttt ttsttsdotoss
4
L
4

i

Show Account Detail uses Microsoft Excel grouping to allow you to include individual
accounts belonging to the row account rules selected. The account rules and ranges are
those defined in the selected Row Set.

Note: Selecting this option may slow down the generation of the layout.

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

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

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

company consolidations, the Task Pane will need to be used.

Remember to save any changes you've made to your layouts, you'll need to save the Excel
template in the Report Manager.
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Adding Descriptive Text Columns for Rows

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

2 15
I layout design row sets ] | 16 jsaies p—
ales Equipment 610101
L8
T 53les Footwear 610102
[ ix i L4
a @ = - | 19 Jsales Clothing §10103
<IN I
= = 5 = 20 [sales Outdoor 610104
L8
g g = = 21 feales 510105
< J< (<] [ ] 22 fsales Non MerchandisePdeuct: 610106
L8
23 Jsales Intercompany 610120
..... 2 I
| | i * | 24 Jsales Raw Materials 610130
f L
: 2 La} out O[C)J[IOHS = | 25 JsalesTrims 610140
Salaries 26 r
: i53les Labour 610150
i
M - |1 27 | sbour Surcharse £10155

To add fields to the Text Columns area:

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

layout design row sets

ActivityPeriodi

AccountDese
Account

Activityi
spacer
Activity{
Spacer

Spacer
| Spacer

f
|
{
|
|
| =
L

— layout options | text columns | columns  rows

Employee Expensd

Freehold Building

SiteCode

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

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

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

layout design row se

AccountDesc
Account

Clearing all of the fields from the Text Columns area

1. Click Clear All.

Clear All ! % :;
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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.

o e —
N o . 1= 1 Layout Generator
=l 8 Jo g Q1= |5 3
- = - = - -l

- = L L (- = L [ = - ’ = k=4

: ENERED | EHERED: EHERED: R ARG |

2 "l B g 2 | 1"H E 2 "W E 2 g. Z 1

W L4 @ > (%] < o A L-4 @ =3 7] L4

layopit opfons thxt columrs, coltsgns OWS

Microsoft Excel

ACTUALDL BUDGETOL Var0l - ActBud ACTUALDZ BUDGETO2 Var02 - ActBud ACTUALDS BUDGETO3 Vard3 - A4

2300771 1105 000 1185771 2 541 361 1 105 000 1436 361 2 679 310 1 105 000 15743
924 040 ( 924 040) 1207 814 (1 207 814) 1207 767 1207 7

Adding Columns to the Columns Area

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

layout options text columns Jcolumns| rows

P dler

FORMULAS CALCULATIONS

all

ActantyPerionil ActivityPeriod 2 tivityPeriod03 ActivityPeriod0d
ActivityPerioa0s | ActivityPeriod(6 | ActvityPerodd? | ActivityPerioddS
ActiityPerioo0d | ActivityPeriod10 | ActvityPeriodll | ActhityPeriod12

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.
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Removing Columns

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

row sets

Actual 01
Actual D2
Actual 03
Actual 04

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.

Varld - ActB...

<t
Lo |
2
E
g

BUDGET 14

.
¥
4

Spacer

ext columns columns

ULATIONS

Add Spacer

| Clear All i.' x)
ACTUAL 06 Add Calculation

Add Columns @

4
4 ACTUIAL OS5
4

4
4 ACTUAL 02 ACTUAL 03
4

1
f ACTUAL 08 ACTUAL 09

ﬁ""""'v"’ e e b e b
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Adding Multiple Formula Columns for Quarters or Years

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

1. Under the columns tab, select Add Columns.

' a o =
Select Columns: m J &

quarters years

Select items to add a column for each period belonging to the groupings below ek I8
ACTUALON & Q2 § ACTUAL Q3 & Q4 ADJALCED Qe ALTUNE;D o

ACTUAL | ACTUAL B ACTUAL | ACTUAL ptteyiEiRy | el eV, B Cla g i ey | Clagu ek Add Spacer @
a1 a2 a3 04 oo || Toa2 TDQ3 || TDOs

Clear All (X)

LASTYROQ1& Q2 || LASTYROQ3&Q4 | |PRIORYTD 1 & Q2| |PRIORYTD 03 & Q4 ;
dd Calculation
LASTYR || LASTYR | | LASTYR || LASTYR |  |PRIORYT||PRIORYT| |PRIORYT||PRICRYT :
a2 03 ool || ooz DGl || Dos Add Columns I

m 3 04
BUDGET O & Q2 BUDGET O3 & 04 PRIOREUDE;L‘T a1 | | PRICRBUDGET Q3
202 & 04

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

Multiple selection.

2. Select the required formula column.
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Using Column Grouping

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

Before adding a column group:

1 | z| B B C D 3 F
1 |Company DemoCo
2 \Year 20192020
3 |RalanceType
4 |Currency cap
5 |CurrType F
b |BudgetSetCade
T ReportngTreeUniPath
9 ACTLALDL ACTLALDZ ACTUALDZ
10
N 11 2000 to 4160 Revenue T 136 482 5 T2 364 T 522 240
40
[+ 41 5000 to 5051 « 5500 to 5600 Cost of Sales 2 582 306 1387718 1 183 550
66
67 Gross Profit 4 554 178 4 404 848 5238 644
68
+ 69 4200 to 4240 Other Revenue 430 828 452 650 441070
i
78 Total Income 4 965 004 4 857 335 5679 714

After adding the fiscal year as a column group:

[1]z] A B C D E F G H 1
1 |Company DemoCo
2 |BalanceType
3 Currency CAD
4 CurrType F
5 BudgetSetCode
6 ReportingTreeUnitPath
7
8 Code 2019 2020
g Description 2019 2020
11 ACTUALOL ACTUALDZ ACTUALDS ACTUALOL ACTUALDZ AC
12
| +: 12 4000 to 4160 Revenue 4835710 4 251002 4 842 930 2300 771 2 541 361 26
42
E 43 5000 to 5051 « 5500 to 5600 Cost of Sales 1658 266 1179 904 1075 830 924 040 1207 814 12
68
69 Gross Profit 3177444 3071098 3 767 100 1376731 1333548 14
70
+ 71 4200 to 4240 Other Revenue 230021 221 762 205 551 200 807 230 828 2
79
30 Total Income 3407 466 3 292 860 3972 651 1577 538 1564 475 17

M&A‘WMWMMM
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Adding a column grouping

1. Click the magnifying glass.

row sets
: Group by | Elﬁ"’“

o

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

farmul... calculati |zearch B clear

_ - : N |+ | - | clear all ()
CTUAL O ACTUAL 02 ! ACTUAL O3 -
: : § | [ En Add Spacer @
ACTUAL OF ACTUAL 06
]' entervalue | add value (@) Clear All (%)
ACTUALOT  [lacTusL 08  [lacTUAL 09 set % [’f‘_ﬁ'

>Madd calculation
2t - sel varian 'j\
| Pr—— Add Columns @

I SaVE ]I cancel ]

The calculator will open.

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

Feature Description

Clear all Clears all fields from the Calculation Area.

These are standard columns that can be used in formulas. When
Formulas creating a formula for a column, the columns appear here, such as
Actual 01 and Actual 02.

These are the calculated fields which are already created which can

Calculations be used in formulas.
Functions Include your addition, subtraction, multiply, divide and parenthesis.
Scroll bar Scrolls between all the account items or calculation items.

Allows you to add a value in the formula you create. For example
Add value calculating GP%. You would need to include a value of 100 to build
this formula ( GP/Sales)*100
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Feature Description

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

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

Changes the sign of variances amounts as per standard accounting

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

Cancel Closes the calculator.

As an example, to create a formula for First Quarter.
1. Select Actual 01.
2. Select the plus sign (+).
3. Select Actual 02.
4. Select the plus sign (+).
5. Select Actual 03.

Calculator

Actual 01 - Actual 02 | + |

account columns  calculation columns

Actual 01 II Actual 02 ‘ Actual 03

Actual 04 Actual 05 Actual 06

+ ] - clear all (%)
.
.

entér '-u-'a.|l.-IE add value@
Actual 07 Actual 08 Actual 09 set % @

Actual 10 Actual 11 Actual 12

At = IWTTY N | At e=TH M7 I A ko= VT VD

6. Click Save.

7. Enter the formula name as 1st Quarter.

Intelligence Reporting Page 32 of 220



Set Variance Option

The set variance option caters for standard accounting calculations.

The Variance calculation is based on the Account Type.

Set Variance Example

1.

w N

Actual Budget Variance
Sales 100 50 50
Cost of Sales 100 50 50

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

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

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

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

Accessing Calculated Fields
1. Inthe Columns Area, click Calculations.

2. Right-click in the calculated fields area.

ayout options text columns | columns| rows

FORMULAS | CALCULATIONS

Edit Calculation

Delete Calculation

Mew Calculation

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

Deleting a Calculated Field
1. Select Delete Calculation.

2. A confirmation message will appear. Select Yes.

Editing a Calculated Field
1. Select Edit Calculation.

2. The Calculator will open allowing you to edit the currently selected formula.
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Row Sets

About Row Sets

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

The purpose of using Row Sets

Row Sets allow you to create rules to include accounts that would commonly be used on
several layouts of similar types, for example income statements. The rows you are able to
select in the rows tab is dependent on the Row Set you have selected.

Layout Generator Microsoft Excel
[0 Report Designer - IS - Actual vs Budget 2 | 0
r |+ 11 |4000 to 4160 Revenue
I layout design  row sets il- ©
+ + 41 5000 to 5051 - 5500 to 5 Cost of Sales
(© Income Statement b 66
: 67 Gross Profit
description account rule : 68
W [Revene 4000t 4160 $ [+] 69 420010 4240 Other Revenue
Cost of Sales 5000 to 5051 + 5500 to 5600 "-——? 77
Other Revenue 4200 to 4240 '—.‘1 78 Total Income
Other Expenses 5400 1o 5450 + 6000 to 6140 + 6180 to 6280 + 6340 10 6760 + 800D : 79
Depreciation Expenses 160 < [+] 805400 to 5450 - 6000 to 6 Other Expenses
Interest Expenses 6300 to 6320 : + 190 %160 Depreciation Expenses
Gains and Losses 7100 to 7200 b +j 192(7100 to 7200 Gains and Losses
Income Taxes 9000 to 9100 : 199
: 200 Net Profit before Interest and
: + 202|6300 to 6320 Interest Expenses
205
206 Net profit before Tax
207
[+]  208|9000 to 9100 Income Taxes
o2
212 Net Profit

A4S0 4404044 4044004505400 455 44404004

Row Sets are set before creating layouts but they can be added/edited during the layout
design process.
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The Preview allows you to view all of the accounts which will be filtered by the selected
account rule. Always check the preview to ensure all of the accounts you are wanting are
included.

||| Report Designer - IS - Actual vs Budget

I layout design  row sets

(© Income Statement
description account rule

[][Revenue |
| |[cost of sales |[5000 b 5051 + 5500 to 5600 |
| |[other Revenue | |42m£ 4240 |
|| |[Other Expenses ||£1.to 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + 8000 |
D |DE|:IFE'IZiatiCII'| Expenses | |E\']I’:|' |
D |Ir1terest Expenses | |63i§l to 6320 |
D |Gain5 and Losses | | .n"ljt} to 7200 |
Dllnccme laxes ||9. 0 to 9100 |
] I |
account rule previ

chart of accounts account account description

|DEMOCO || 4000 ||sales |
[DEMOCO | [4000-100 | Sales |
[DEMOCO | [4000-100-10 | [sales |
[DEMOCO | |4000-100-20 ||sales |
[DEMOCO | [4000-200 | Sales |
[BEMOCO | [4000-200-10 | [sales |
! 1T 1T |

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

From the Layout Generator, select Row Sets. You may now:

Add new Row Sets

Edit existing Row Sets

Rename Row Sets
Copy Row Sets

Delete Row Sets

 2yout design

BS ltems

Learn More:
Watch the video online:
Understanding Row Sets

IS ltems

Intelligence Reporting

Create new row sets and manage existing row sets here

TB ltems

A @
Edit
Rename @
Copy @

Delete ®
Help @
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Managing Row Sets

Adding a New Row Set

1. From the Layout Generator, select Row Sets.

[

[I] Layout Generator - IS Actual vs Prior (with variance) :

+

layout design | row sets p

+

«(

._ +

= +

= #

£ |& s i . N\ ¢

=l = = a a o ¢

g |8 £ B BN :

< < < g Gl < A

PPt P b PP PP IPPIIPLPIIPIPPIIPLPIIS D

2. Select Add.

[[. Layeut Generator - IS Actual vs Prier (with variance) EI

4.
5.

Intelligence Reporting

I layout design  row sets

Create new row sets and manage existing row sets here

Trial Balance Account Groups Income Statement Add

Edit
Rename @
Copy @
Delete ®
Help @

R A A AT Al o o S S A A A

Type a descriptive Row Set hame. For example, Income Statements or Balance
Sheets.

Under description, add an account rule description. For example, Revenue.

Add the account rule. There are a variety of options available when setting up rules.
You can use full account numbers, a range of account numbers for example from
1500 to 1730, the plus sign to include account numbers, or the minus sign to exclude
account numbers from the range. You can also use wildcards and account delimiters
in your rules. Notice how the Preview window updates with all of the accounts that
are going to be included in this rule.
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Repeat from step 4 for all additional account rules you're going to need for your
report layout based on this Row Set.

Click Save.
Click OK.

Editing an Existing Row Set

1.
2.

3
4.
5

From the Layout Generator, select Row Sets
Select Edit.

Make the necessary changes.

Click Save.

A confirmation message will appear. Click OK.

Renaming an Existing Row Set

1. From the Layout Generator, select Row Sets
2. Select Rename.

3. Type in the new name for the Row Set.

4. Select OK.

Deleting a Row Set

1. From the Layout Generator, select Row Sets

2. Select Delete.

3. A confirmation message will appear.

4. Select Yes.
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Using Account Ranges in Row Sets

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

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

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

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

Wildcards can be used in combination with account ranges and mathematical calculations.
When a single-segment or multi-segment range includes wildcard characters (?), Sage

Intelligence Reporting determines the low and high ends of the range, and then includes all
values between those ends, inclusive.

[ Layout Generator - IS - Actual vs Budget =8 |Ech =
I layout design row sets
(© Income Statement Account Range
description type rule
Sales Account v || 10+11
Insert @
Cost of Sales Account ol 2000000 to 2699999
Expenses Account »||324450 Clear ®
Other Income Account w | 12413416+ 27+ 28+ 29+ 9999000
Save
p Help ®
preview
chart of accounts account account description
Software Sales 2000000 Cost of Sales / Purchases
Software Sales 2100000 Inventory Adjustment
Software Sales 2150000 Irventory Count Vanance
Software Sales 2200000 Purchase Variance
Software Sales 2400000 Recovery Account
Software Sales 240000 Labour Cost Manufac Variance
E il A A A A A A i i A i i i i e A i A A i i i A i i i i i i A i i A i i A S i G S i S i S S i S i i i i A S S S o o S
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Filter Description Result

200-00-00 to Filter all accounts from 200-00-00 up to and 200-00-00, 200-00-01

220-00-50 including 220-00-50 200-00-02 up to 220-00-50
Filter accounts with first segment ranging Sage Intelligence Reporting
from 405 up to and including 495 and will determine the low end of
second and third segments ranging from the range which is 405-00-
00-00 up to and including 03-03. 00 and the high end of the

475-00-0010 ancetun all acoounts.

25-03- 5y i
47?5-03-03 Tip: If you wanted to only include accounts between the ends inclusive.

with the first segment starting with a 4 and T up to and

ending with a 5, you could use a reporting  [SERENS [
with _ g 495-03-03 which
tree unit with a filter of 4?5-??-?? to further would include for example,

filter the results. account 406-01-02.

Tip: Use account ranges to ensure new accounts being added to the general ledger are

included in your reports.
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Using Wildcards in Row Sets

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

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

The following wildcards are available:

Wildcard Character Use Example

Use the question mark as a substitute for any one of
the 36 characters, A through Z and 0 through
9. Multiple question marks (??) can be used to
indicate the number of characters to be substituted.
Sage Intelligence Reporting replaces each question
mark (?) with the entire range of possible values,
including letters. For example, in the range from
1270 TO 1274, Sage Intelligence Reporting
Question Mark? replaces the question mark in 12?0 with the lowest
value in the character set, and replaces the question
mark in 12?4 with the highest value in the character
set. The question mark (?) can be placed in any
position of an account segment. For example, if the
rule contains only natural segment values (assuming
a four-character natural segment), entering 4?77 in
a row, all accounts whose natural segment value
begins with a 4 will be included.

A?7?1 toreturn
AO001 to AZZ1.

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

Wildcards can be used in combination with account ranges and mathematical calculations.
When a single-segment or multi-segment range includes wildcard characters (?), Sage
Intelligence Reporting determines the low and high ends of the range, and then includes all
values between those ends, inclusive.

Filter Description Results may include:
. _— . 4000
47 Znter all Account Numbers beginning with 4000-100
4000-100-10
Filter A t Numbers beginni ith 4
4272 and has a minimum of 4 characters | 4000-100
B 4000-100-10
thereafter
Filter Account Numbers with first segment
4000-???7-1?  of 4000, second segment of 3 characters 388858818

and last segment beginning with 1.

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

- -?
20-2001- 202001

20-2001-999-99-7-777
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Filter Description Results may include:

20-2001-000-00-A-COM up t
20-2001-?7?7- Filter all accounts beginning with segments pto
00-A-COM 20-2001- and ending with -00-A-COM 90-2001-999-00-A-COM

Filter all accounts beginning with segment

40000-?7? 40000-AA up to 40000-Z2Z

40000-
. I . 40000-SA to 40000-SZ or
-S? -

40000-57 Filter all accounts beginning with 40000-S 40000-S1 to 40000-S9

Filter all accounts beginning with 40 and

200- - -
40?00-AA ending with 00-AA 40000-AA to 40900-AA
All accounts starting with 244000 up

244007 Filter all accounts beginning with 24400 to 244009 with any characters

thereafter.

In a single segment range, filter accounts  Sage Intelligence Reporting will
ranging from 4000 to 5900. determine the low end of the range
which is 4000 and the high end of the
LrVRNOR YOV Tip: If you wanted to only include accounts ;?:ré%ir\:\tlg IEZt:/?/esegno?hZnedn(rjesuijrzzlﬁgive

ending with 00, you .COUld.% 4000 up to and including 5900, which
reortm_ tree unit with a filter of??00 to would include for example, account
further filter the results. 4655,

Filter accounts with first segment ranging

from 405 up to and including 495 and Sage Intelligence Reporting will
second and third segments ranging from determine the low end of the range
00-00 up to and including 03-03. which is 405-00-00 and the high end

of the range which is 495-03-03 and

25.00-
4?5-00-00 to ] ) return all accounts between the ends
47?5-03-03 Tip: If you wanted to only include accounts inclusive. 405-00-00 up to and

with the first segment starting with a 4 and including 495-03-03 which would
include for example, account 406-01-

ending with a 5, you could create a
reporting tree unit with a filter of 4?5-2?-??

: 02.
to further filter the results.
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Using Mathematical Calculations in Row Sets

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

Note: The use of a space on either side of the + and/or — signs are required in order for the

formula to be calculated correctly. Brackets are also supported thus calculations in brackets
(parenthesis) are calculated first. For example, accounts (700 + 705) - 840.

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

[ Layout Generator - IS - Actual vs Budget ===
I ayout design row sets
(© Balance Sheet

_description account rule
. Mon Current Assets 1250 + 1500 TO 1730
F Insert
Current Assets 1000 TO 1200 « 1300 TO 1440
Shareholders Equity 3000 TO 3200 + 3500 TO 3510 + 4000 TO 9999 Clear @
MNon Current Liabilities 2700 TO 2900 + 3300
Current Liabilities 2000 10 2500 Save @

account rule preview

chart of accounts account account description
Demo 1250 Investment, long-term
Dema 1500 Furniture and fixtures
Demo 1520 Equipment
Demo 1540 Buildings
Demao 1550 Land
Demo 1600 Acc. Amortization/Depr.

A R O O A O O A A A AT A A A A N A A A
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Adding and Removing Account Rows

Before you can add rows into the Row area you will need to select a Row Set. If you do not
have a Row Set available, you can add one by using the Row Sets tab at the top of the
window. The Row Set determines the rows that will be available for you to select in the rows
tab.

Selecting a Row Set

=

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

layout options text columns columns | rows

Select Row Set [ none) Ef—

Select a Row 5Set

2. Select a Row Set.
The Rows area determines what you see down the left side of the report layout.

Layout Generator Microsoft Excel

5
pacer 12
42
Spacer
43 5000 to 5051 » Ew Cost of Sales
=
69 Gross Profit
Spacer 70
Gross Profit Other Revenue
Spacer Total Income

Other Revenue

+ G000 to 6140 + 6 Other Expenses

Spacer Depreciation Expenses
" 1947100 to 7200 Gains and Losses
201
Spacer 202 Met Profit before Interest and Tax

2
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Adding Rows

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

Sales layout options text columns columns | rows

Spacer select Row Set | Sampie Income Stat.. | O [search | 2 clear

Cost of Sales ACCOUNT ROWS CALCULATION ROWS

c Sales Cost of Sales Salaries Employes Expenses
Spacer e

= oid Building Dep | Media & Production |nk Interest & Charg | Office Equipment

Salaries

tor Vehide & Transg Travel Expense Other Expenses Taxathon
Employee Expensd

Freehold Building

=
-3
-
:

Bank Interest & C

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

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

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

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

Employe. Expense

Freeshold Building

Media & Producti

Bank Interest & C
Office Equipment

Motor Vehicle & T

Clearing all of the fields from the Rows area

1. Click Clear All.

Clear All
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Adding a spacer to the Rows area

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

1. Click Add Spacer.

e

g
3
8
2
o
=4

Spacer

Cost of Sales
Spacer

Other Revenue

Intelligence Reporting

I layout design row sets

ACTUAL 01
BUDGET 01
ACTUAL 02
BUDGET 02
ACTUAL 03
BUDGET 03

ISuiir.er

—

layout options text columns columns  rows pma,
SelctRow S (e S 9

ACCOUNT ROWS CALCULATION ROWS I Add Spacer (..[.J

Cosst of Sales Clear All ®
Add Calculation

Orher Expences

Gaing and Lostes

Page 48 of 220



Calculation Rows

Creating New Calculation Rows

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

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

Calculator

h L clear

account rows

calculation rows

Sales

Cost of Sales

1ployee Expens

3ld Building De

dia & Product

Interest 8 Che

iffice Equipmer

Vehicle & Tra

Travel Expense

Dther Expense:

Taxation

I
=S )
EESR

enter value

clear all @

A
add value@
set %(3)

Add Spacer @
Clear All ®
Calculation ‘I

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.

Add value Allows you to add a value in the formula you crc_eate._For example calculating GP%.
You would need to include a value of 100 to build this formula ( GP/Sales)*100

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

The formula will be saved and will appear as a button in the calculated field's area of
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Feature

Description

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

4 Cost of N D L (e Ty
l g l“_jT.la_J | Aled

calculation rows

account rows

Sales

Cost of Sales

Salaries

1ployee Expens

3ld Building De

sdia 8 Product

Interest & Cha

iffice Equipmer

Wehicle & Tra

Travel Expense

Jther Expenses

Taxation

4. Select Save.

5. Enter the formula name as Gross Profit.

Intelligence Reporting

]
[

enter value add value@
et % @
save | | cancel
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Managing Calculation Rows

Calculated fields are available as standard with the supplied Row Sets, however you will

need to add your own calculated fields to any new Row Sets you add.

Accessing calculated fields
1. Inthe Rows Area, click Calculation Rows.
2. Right-click in the calculated fields area.

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

Deleting a calculated field
1. Select Delete Calculation.

2. A confirmation message will appear. Select Yes.

Editing a calculated field

1. Select Edit Calculation.

2. The Calculator will open allowing you to edit the currently selected formula.

Intelligence Reporting
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Converting a Negative Number to Positive

In the Layout Generator, when you generate a pre-defined layout, you will notice that certain
fields in the Row Set show as a negative value, in particular, sales accounts which are
stored as negative values in Sage Accounting.

By default the field’s sign status will be the same as that of the underlying data — for sales
accounts this will be negative values. You have the option to change the sign of any of these
fields to a positive.

This is important for accounts with credit values such as income accounts. Without this
option, these accounts would appear as negative amounts; whereas, most financial
statements show sales, for example, as positive amounts.

Switching the sign of fields

1. Right-click on the field that you want to change the sign of.

layout options text columns columns |rows

Select Row Set [income Statement | P [search | P clear

ACQ S CALCULATION ROWS

Employes Bxpenses

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 (o

PP i Ty |h‘n-"'la

Example: Before switching the sign on Revenue:
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ACTUALOL ACTUALDZ ACTUALOS

Revenue (7 136 482) (6 792 364) (7 522 240)
Cost of Sales 2 582 306 2387718 2 283 596
Gross Profit (9 718 788) {9 180 082) {9 805 836)

After switching the signh on Revenue:

ACTUALOL ACTUALOZ ACTUALOS
Revenue 7136 482 6792 364 7522 240
Cost of Sales 2 582 306 2387 718 2 283 596
Gross Profit 4 554 176 4 404 646 5 238 644

Learn More:
Reversing Negative Numbers using formulas added by the Report Designer in Excel.
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Generating your Layout

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

1. Select Generate Layout.

Generate @

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

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

branding.

[1]z] «A B C E F G H I

1

. (@ Demo Company Income Statement

3 Current Period: [

4 Company: DemoCo

5 Currency: CAD

6 Currency Type: F

8 2020 2019

9 Current Month Year To Date Current Month Year To Date
+] 1 Revenue 607299 10 148 89764 1832 34459 13 491 707.76
+ 41 Cost of Sales 182947 4 621 579.86 820 376.99 4 567 270 45

67 Gross Profit/{Loss) 424352 552731778 1011 967 60 8924 437 30
(+] 69 Other Revenue 2787.30 1214 152.18 215 019.81 1292 693.94

78 Total Income 703082 6 741 46994 1226 987 41 10 217 131.24
(+] 80 Other Expenses {301.85) 4935 627.88 887 063.47 10 770 052.96
+ 186 Other 66.72 743.34 10.63 2301281

0.00 250 000.00 240 000.00

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

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

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

. Microsoft Excel
layout design  row sets
Group by _[Fiscal Year 1P clear
A B c D E FG6  H 1 J K LM
swl. Compa DEMOCO
3 |cu cap
4 F
R udgetsetCode
6 [ReportingTreeUnitpath
2
E] ~ 2019 2020
p o 9
o a 11 ACTUALOL ACTUALD2 ACTUALO3 ACTUALOL ACTUALO2 ___ ACTUALO3
12 [1000 to 4160 Revenue 2666 287 2372679 2543183 1670481 1899808 1995 181
p d
P ces 3
. 14 [5000 to 5051 + 5500 to 5600 [cost of sales || 924 267 744034 763 597 677 1%0 867 064 887 657
e 15
L2 16 rossproft || 1742020 1628646 217958 %3291 1022748 1107 524
Spacer Show Account Detail 18 4200 to 4240 Other Revenue 230 021 221762 205 551 200 807 230928 235519
Show Subtotals at Bottom 19
Save Layout @
[ ] " .
veip (2) [ 22 o010 560 + 00010 g0 Jotner penses [Jos00 5 2she 12095 10848 1007793 1045135
Other Expenses 23
consae (3)

The layout options are always listed on the top left of the report. These can be changed in
Microsoft Excel at any time resulting in your report being immediately updated to reflect the
new data.

The groups of account rows are set by the Row Set selected in the Layout Generator.

Layout Generator Microsoft Excel
[T Report Designer-1S - Actual vs Budget ® | 10
r |+ 11 4000 to 4160 Revenue
I layout design  row sets b B
+ + 41 5000 to 5051 - 5500 to 5 Cost of Sales
(© Income Statement 3 e
: 67 Gross Profit
description account rule : 68
W [Revene 4000t 4160 $ [+] 69 420010 4240 Other Revenue
Cost of Sales 5000 to 5051 + 5500 to 5600 - 7
Other Revenue 4200 80 8240 "—1'-—‘-? ?; Total Income
Other Expenses 5400 to 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + B0 : 79
Depreciation Expenses 6160 < [+] 805400 to 5450 - 6000 to 6 Other Expenses
Interest Expenses 6300 wo 6320 : [+] 190 "s160 Depreciation Expenses
Gains and Losses 7100 to 7200 b + 192(7100 to 7200 Gains and Losses
Income Taxes 9000 to 9100 : 199
p 200 Net Profit before Interest and
AAALAALALAALAALALAALABAALARAAAARAAALAAALBAAALAAAAS L 201
: +|  202)6300 to 6320 Interest Expenses
205
206 Net profit before Tax
207
: + 2089000 to 9100 Income Taxes
211
212 Net Profit

A4S0 4404044 4044004505400 455 44404004

If you have an intermediate knowledge of Microsoft Excel and you would like to customize
your layout further, you can use the Task Pane. Designing layouts using the Layout
Generator or the Task Pane results in the same formulas being inserted into Microsoft Excel.
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When your layout is generated, the period row is automatically hidden by Sage Intelligence

Reporting.

5 | CurrType F
6 |BudgetSetCode
7 |ReportingTreelUnitPath

s | 1 2

a ACTUALDL ACTUALDZ ACTUALDZ
10

11 4000 to 4160 Revenue 2300 771 2 541 361 2679 310
40

41 |5000 to 5051 « 5500 to 5 Cost of Sales 924 040 1207 814 1 207 767
66

&7 Gross Profit 1376731 1333548 1471544
68

69 4200 to 4240 Other Revenue 200 807 230 928 235 519
7

78 Total Income 1577 538 1564 475 1 707 063

Ay B2 5 5555459595544 5595505494955 445549995054 95540 %

Intelligence Reporting
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Designing a Basic Income Statement

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

1. Onthe Bl Tools tab, select New Layout.

Bl Taols

S Bk
Quick Quick Manage Show
Generate~ Edit ~ Layouts Task Pane

Bl Reports

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

3. Click OK. The Layout Generator will appear.
Adding Layout Options

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

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

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

layout options|text columns columns FOWS

Company Code clear

Fiscal Year clear
Currency clear
Currency Type clear

Structure Code clear

Budget Set Code clear

Reporting Tree Unit clear

%5 bbboo|

[ Show Account Detail
[ Show Subtotals at Bottom

%R R R R A ARV AAR YRS AR AR

iR i i i i iR i A S S S S S S S S A S

Adding Text Columns

1. Click on the required text column from the columns listed under Text Columns. The
account number and account description are typical text columns on a financial
report.
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I layout design row sets

layout options | text columns | columns  rows

ActivityPeriodi

@
&
=
2
g
=

Account

[ Spacer
Activity(@@0

|
|
L E
=

| Spacer
| Spacer

Account AccountDesc SiteCode

L

Employee Expensed

Freehold Building

Adding Columns

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

layout options text columns Jcolumns| rows

CE— T

FORMULAS CALCULATIONS

all

ActantyPerionil ActivityPeriod (2

ActiityPerion0s ActivityPeriod06

ActhvityPerioo0d ActivityPeriod 10
D i

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

Selecting a Row Set

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

layout options text columns columns | rows

Select Row Set | jnone) EH

Select a Row Set

2. Select a Row Set.

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.
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layout options text columns columns | rows

Spacer Select Row Set |Samplencome Stat.. | O [search | 2 clear

Cost of Sales ACCOUNT ROWS CALCULATION ROWS

Spacer Sales Cost of Sales Salaries Empioyes Expendes

=0l Building Dep | Media & Production |nk Interest & Charg | Ofice Equipement

Salaries

tor Vehide & Transg | Travel Expense Other Expenses Taation

Employee Expensd

Freehold Building

i

=
a
=
:
3

Bank Interest & C

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

Generating the Layout

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

2. Select Generate.

Generate @

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

1 Company DEMOCO

2 |vear 2019

3 |BalanceType

4 |Currency CAD

S |CurrType F

6 |BudgetSetCode

7 |ReportingTreeUnitPath

g

10 |4000 to 4160 Revenue

11

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

14 Gross Profit
15

16 |4200 to 4240 Other Revenue
17

18 Total Income
19

20 /5400 to 5450 + 6000 to 6140 + 6120 Other Expenses

ACTUALOL
2 666 287

924 267

1742 020

230021

1972 041

9 506 365

ACTUALOZ
2372679

744 034

1628 646

221 762

1830 408

525719

ACTUALDZ
2943 183

763 557

2 179 586

203 551

2385138

1210335

ACTUALOA
1748 855

685 689

1063 166

215 559

1278724

973 064

ACTUALDS
1923 350

629 307

1299 052

204 781

974 717

You can then customize your report layout further if required, for example by adding your
company branding. Save your changes for future reuse as a template or as a report with

static data.

Learn More:
Watch the video online:

Designing Reports using the Layout Generator
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Working with Existing Layouts

Accessing and Generating Existing Report Layouts

When you've run your Financial Report Designer report, the workbook will open in Microsoft
Excel and the Report Designer functions will load.

The workbook is shipped with a few demonstration layouts which have been designed for
you to view your company financial data. You can use these layouts to work from, or you can
create a new layout from scratch.

Generating an Existing Report Layout

The layouts tab will list the existing report layouts that ship with the Report Designer and
any new layouts that you have created in the Layout Generator. These can also be
accessed from the Bl Tools tab, Quick Generate menu.

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

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

Generating Layout...
—

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

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

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

FINAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

or

BI Tools
B %5 7

Mew Quick Quick
Layout Generate~  Edit -

Bl Reports

Layouts

2. The Layout Management window will appear.
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Layout Management

Income Statement by Site Generate ®

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

From this window you can choose to edit, copy, delete or generate a layout.
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Editing Layouts
Editing an existing layout opens the Layout Generator which allows you to modify the layout.

1. From the layouts tab, select Manage.

v X

FIMAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

2. The Layout Management window will appear.

Layout Management

H Income Statement by
H Company

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

i e e e e e e e i e e e e e e i e e T e e e e A e e e A e

From this window you can choose to edit, copy, delete or generate a layout.
3. Select the layout you wish to edit and select Edit.

4. The Layout Generator will appear.
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I layout design  row sets

g
:
&
8
e

Account

Spacer

Net Profit befor...
Spacer

Interest Expenses
Spacer

Net profit befor...
Spacer

Income Taxes

Spacer

Spacer

=
L]
E
=
[¥)
<

Qtr 4 Actual
Varl3 - ActB...

Qtr 4 Budget
BUDGET 13

M
L]
E
=
(%)
<

Spacer
Spacer
Spacer

layout options text columns columns

Company Code DEMOCO yel
Fiscal Year 2020 ol
Balance Type ol
Currency CAD ol
Currency Type Functional yol
Budget Set Code ol
Reporting Tree Unit ol

Show Account Detail
Show Subtotals at Bottom

@ Selecting this option may slow
down the layout generation.

BUDGET 14

rows

clear
clear
clear
clear
clear
clear

clear

Varld - ActB...

Spacer

YTD Actual
YTD Budget

Spacer

Save Layout
Help @
Generate @

Make the necessary changes.

5. Click Generate to view your report in Microsoft Excel.

Learn More:

Watch the video online:
Layout Generator Explained
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Copying Layouts

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

v X

FINAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

2. The Layout Management window will appear.

Layout Management

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

Company

i e e e e e e e i e e e e e e i e e T e e e e A e e e A e

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

5. The Enter New Layout Name window will appear allowing you to give the copied
layout a new name.
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Enter Mew Layout Name:

Copy of Income Statement by Company

OK

Cancel

6. Select Next.

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

the layout.

8. Select Generate to open the layout in Microsoft Excel.

Intelligence Reporting
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Deleting Layouts

Deleting layouts allows you to remove any unneeded layouts from your workbook.

1. From the layouts tab, select Manage.

v X

FIMAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

2. The Layout Management window will appear.

Layout Management

H Income Statement by
H Company

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

i e e e e e e e i e e e e e e i e e T e e e e A e e e A e

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

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

Are you sure you want 1o permanently
delete the layout "Income Statement by
Company” ?

"'L"IIM'

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 ELa}fDuts Task Pane
# Balance Sheet

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

I5 - Actual vs Prior

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

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

The Quick Generate option is a drop down menu of all the layouts you have previously

saved.

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

m% » &

[ ew Quick Quick  Manage

*

Shiow

Layout GenerateE Edit - Layouts Task Pane

5' Balance Sheet
15 - Actual Budget Prior

5' I5 - Actual vs Budget
5' I5 - Actual vs Prior

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

1 | . A B
1 | Compary Demalo
2 |Vear 20192020
3 |BalanceType
4 | Corrency Cap
S CurrType F
6 |BudgetSetCade
T ReportngTreeUnitPath
9
10
#] 11 200080 4160 Revenue
40
+ 41 5000 to 5051 « 5500 to 5600 Cost of Sales
b6
67 Gress Prafit
b8
+ 69 4200 to 4240 Other Revenue
I
7E Total Income

ACTUALDY

1136 482

2 5B 304

4554178

430 515

4 965 004

ACTUALDZ

6782 184

1 387 718

4 404 Ba8

452 650

4 857 335

ACTUALDS

7522 240

2 283 596

5238 64

41070

5679 714

Learn More:
Watch the video online:
Layout Generator Explained
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Designing Reports using the Task Pane

About The Report Designer Task Pane

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

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

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

Sage Intelligence m Excel

Excel Report
'ﬂ# Workbook || Designer

- Report Layout Generator
E ] ‘ Connector P e e

Manager Reporting Trees

2
o
11,

Distribution
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Navigating within the Task Pane

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

v X
FINAMNCIALS
formulas
FINAMCIALS
. Opening Balance
lists |
Closing Balance
Actual ¥TD
Accounts
Budget
Currency
Budget ¥TD

Account Structure

Current Year
Account Groups

Current Period
Account Segments

Compamny Mame
Budget Sefs

Quantity

Segment Codes

FINAMNCIALS v x

trees FINANCIALS

tools

Missing Accounts View

@ Worldwide Enterprises

FIMAMCIALS

layouts

Balance Sheet

IS - Actual Budget Prior
IS - Actual vs Budget

IS - Actual vs Prior

IS - Current Month

Trial Balance

Intelligence Reporting Page 72 of 220



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

- X

FINAMCIALS

formulas

Cpening Balance

To see additional tabs, click on the ellipses.

L

. v
h ]

% FINANCIALS

»

h ]

L

h ]

g tools

b ]

P :

¢ plists

h ]

A %S SE S SRS ShSA SR

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

FILE Bl Tools

@ 4 7 &=

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

El Reports
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Accessing and Managing Existing Report Layouts

When you've run your Demonstration Financial Report Designer report, the workbook will
open in Microsoft Excel and the Task Pane functions will load.

[ i=] ' Bemenstration Beport Designes $200 PVE 101 - Bucel T = =

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Bl Tools Signin

FINANCIALS

lists

“How to" videos

7 Find videos for “Anytime I.earnmg = 1o halp you get started
; on aur YDUTUI}QC . How 1o copy & nename reports
How 1o add naw folders & roports

For aarnin
L How 1o creale & ik report templatis

| your convenience., Hew to sat up report distribution

Imkallinsame~a
4 ¢ .| IncStatinc Adj Trial Balance

The Demonstration Financial Report Designer report will include a few demonstration
layouts which have been designed to work with the SAMLTD demonstration company
financial data. It is intended to illustrate how popular financial layouts can be created. You
can use these layouts to work from, or you can create a new layout from scratch.

Viewing Existing Layouts

There are several reports which have been designed for you to view the demonstration
companies data. The shortcuts are provided for you or you can click the worksheets directly.
Clicking on the Home icon from any sheet, will return you to the Home sheet above.

®
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Editing Existing Layouts

Existing layouts can be edited using Microsoft Excel functionality. Filters can also be
changed. If you're unsure, copy an existing worksheet and make changes to the copied
worksheet.

rd
1 I:! ’
,
2 @ SAMLTD Income Statement ‘
3 Current Period: 7 :
4 Company: SAMLTD :
5 Currency: CAD :
[ Currency Type: F /
F F
8 2020 2019

9 Current Month Year To Date Current Month Year To Date
r £
i_+] 11 Revenue 4 730.32 10 153 627.96 1876 558.59 15 368 266.35 »
™ ,
El 41 Cost of Sales 1026.93 4 622 606.T9 911 160.07 5478 430 53:
Exii #
67 Gross Profit/{Loss) 370339 553102147 965 398 .52 9 B89 835.82 :
[+] 69 Other Reveriue 1077.00 1215 22916 225 770 82 1518 464.76
o yA
78 Total Income 4 780.39 6 746 250.33 1191 169.34 11 408 300.58‘:

"Jll‘:!f}d!ldldIJJIJIJ'/J‘IJIIJ‘IfIJIJJIIIJIJJ‘IJIJIJA‘IJIJIJJIJIIIJJIJI//IJIJII'!

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

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

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

— Microsoft Excel SN
* Save Excel

-
* Make a copy of
the report * Make the changes to Template
* Run the Report the report layout

leaving it open in

\ Report . Excel when complete ) | Report
Manager Manager

1. Open the Report Manager.

Tip: If you're unsure of making changes to any of the standard reports, you should

create a copy of the report first and make the changes to the copied report.

Intelligence Reporting Page 76 of 220



2. Select and run the report you want to customize.

’
"l
n Home Tools Help :
L - y bz Baname ’ Y ﬂ ,
: ] .
d % I x Delete }: i #
Copy Move Paste Add  Add Run |Design Save Exce!
To Folder Report me Refresh _l Tunplatg
Actigns #
F
[ Home Properies | Linion Sw
=] Analysis Repest ID il
1 Consol Desigres 134 A
2] Consol Desigres Demonstration R Mame "
(@ Corol Finarcial Balance Shest IL'
of Financial R

2 Consol Financial Forecasting Coppol. A
1l Consol Financial Income Stateme Dmﬂhﬂﬂ. #
2 Consol Financisl Fatios Report Designer Add
] Dashboard T Storage Loo?

I Demonstiation C:\Program Files
ra
¢
’
’
[#8 Financial Rieport Designer 5300 PVS 10 .
T e,

In Microsoft Excel, make the changes to the report.

After completing the changes, leave the workbook open and go back to the Report

Manager.

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

&

]

‘k % .-' - b i Bename LY ﬂ "'Ll G :
7% I 75 Delete & At s

Copy Move Paste Add Add Run  Designd Save Exesl | Create Logk/Unlock?
To Folder Report s Refresh ITtmplaﬂ:t Ehortout :

Actions Report #

; .

£} Home 5 | Union Sub Reports | A
2 Anaysiz ;
1 Congol Desigres 4
2 Consol Designer Demonsiration AT A
3 Consol Financial Balance Sheet 1 PT it o Dotot oo
Zac Fi ol F R Enn-l .m eport Desagries 1:
1 Coreol Finencial Income Statement ﬂmﬂm_ A
Z Corsol Financial Riatios |Report Designes Addin ¢
C Dashbosd Tempate Storages Location ¢
[ Demonstration |Emwnmmsmﬁmmmm§
:[D f Financial Report Desgres 5300 PYS 1.0 8 ! i el 1 P ;
il Lopey o | iman: {0 esagned o 300 PYs 14l o Fi . o SI0PYS T

[#] D emonstration Report Designer 5300 PYS 10 Covn e v
|#f] Financial Balance Sheet S300 PYS 1-0 Parameders on Second Sheel A

H Financial Forecasting S300 FYS 1.0 ;

Lol O O P O O PV I O S A N N N L S N A R S U O A O A O A O
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6. Inthe window that appears, select the Microsoft Excel workbook which contains the
changes you made.

Warning: All Microsoft Excel workbooks that you have open will be listed in the
window, so ensure you select the correct Microsoft Excel workbook to use as a

template for

Select an Excel Workbook from the list below. The foemat of thes
workbook will be sloned a5 & bemplate for thas reporl.

oK ] _comcel |

7. Click OK.

8. When prompted to specify the template name, change the name of the template.
Doing so ensures that the original template is not overwritten with the copy.

[My Finanicial Report Desigrer 1-0.x6
[0k | _Concel |

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

| Completed Successfully ]

Iﬁ The template was created successfully and linked to the report.

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

19 |

3 :?J"I'j; AR COmprehansip INgome 4 4 4 4 s 4 s

| " 18

" 18

Add
Formulas
and Edit

Insert
Column
Headings

Use Groups
and/or
Subtotals

Create the
Heading and
Filters

Add a List
and Edit

Company Mame:
Current Period:

2 Income Sfatement

Company A
3 J

Revenue

Cost of Sales
Distribution Cost
Gross ProfitLoss)

Other Income
Profit'Loss on Sale of Mon-Current Asset
ProfitfLoss On Exchange

Note: Sage Intelligence Reporting for Sage Accounting provides sample Report Designer

layouts with charts to assist you in getting started with your designs.

Learn More:

Watch the video online:
Design Reports via the Task Pane
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Lists

Understanding the Sage Accounting Intelligence List Structure

Lists are retrieved from the General Ledger and can be used to view some of the key
information, for example, accounts and budget codes. Information from the lists are used in
formula arguments to extract specific data.

To understand the list structure, the general ledger hierarchy must be understood. Below is a
typical example of an account hierarchy.

Account « 000003
Segments [REL

Segment K
Codes Southern

.22
Other
Expenses

. 6500
Accounts Office
Supplies

The lists are retrieved from the General Ledger.

An Example could
include:

List Name Description

6110 Bank Charges and

errors
This is a list of the accounts used to define each class 6200 Dues and
Accounts . . . - - o
of items for financial transactions of a business. Subscriptions
6500 Office Supplies
6700 Utilities

USD U.S. Dollars

Currency Lists the currency codes set up in the general ledger.  AUD Australian Dollars
CAD Canadian Dollars

ACC Account

. . Structure
An account structure determines which segments L
Account . . DIV Divisional
appear and their order for each account in the general
Structure ledaer Structure
ger. REGION Regional
Structure

Intelligence Reporting Page 80 of 220



An Example could
include:

List Name Description

Account groups determine if the account is a Balance 02 Accounts Receivable

Account 08 Accounts Payable
Sheet or Income Statement account. Account groups
Groups represent the different sections of financial statements 15 Revenue
P * 22 Other Expenses
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 000001 Account
Account . e
Segments example, you segment the account structure into sub- 000002 Division

levels such as accounts, branch, department and 000003 Region
project, you can extend your financial reporting to
include combinations of these levels.

This is a list of budget accounts used in a Profit and
Budget Sets Loss statement to define each class of items for
financial transactions of a business.

01 Original
02 Conservative

A general ledger account is made up of merged pre- 100 Commercial
Segment existing segment codes. A segment may representa 200 Retail
Codes financial category, master account, sub account, 10 Northern

company, department etc. 20 Southern
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Adding Lists

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

1. Drag and Drop lists that you require from the Task Pane to your Microsoft Excel

worksheet.
""" N e e e e S e S e T e~

1 SAMLTD Income Statement

2 Current Period: 1

3 Company: SAMLTD

4 Currency: CAD

5 Currency Type: F

v —

8 Cumpanym Code  Account 'Iﬁe Account Group Name Group Category Desc Qua
T SAMLTD 1000 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
E SAMLTD 1020 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

11 [SAMLTD 1021 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
? SAMLTD 1022 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
F SAMLTD 1023 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
|14 |samLD 1025 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
? SAMLTD 1027 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
T SAMLTD 1030 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
? SAMLTD 1040 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
" 18 |sAamLTD 1045 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
F SAMLTD 1050 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
T SAMLTD 1060 ACC B Cash and Cash Equivalents Cash and Cash Equivalent
E SAMLTD 1100 ACC B Accounts Receivable Accounts Receivable L

A

FINANCIALS

lists

Accounts

Currency

Account Structure
Account Groups
Account Segments
Budget Sets

Segment Codes

A

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

D11 - .fr| =GLActual300[$A11 BD$3,8D$7,$DS2,,,$C11,,$D3$4,8D55)
A B | D | E
1 SAMLTD Income Statement
2 Current Period: 1
3 Company: SAMLTD
4 Currency:
5 Currency Type:
of
] 8 | Current Montl Year To Date
[=] |10 Revenue 1 670 480 55 1 670 480 55
11 4000 Sales 280 014.85 280 014.85
12 |4000-100  Sales 367 216.30 367 216.30
13 |4000-100-10 Sales 0.00 0.00
] 14 _4[]0[]-10[]-20 Sales 0.00 0.00
15 14000200 Sales 180 765.12 180 765.12
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Changing Companies

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

* A
FINAMCIALS
lists
SAMLTD
Accounts

If you have consolidated multiple companies data, you can select a different company from
the company drop down list.
1. Click on the company code.

v X
FINAMNCIALS
ﬂ SAMLTD
Select a GL Company
Accounts
SAMLTD
Currency

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

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

Using Cell References

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

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

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

The following is an example of a formula using cell references as arguments.

Tip: Excel named ranges can also be substituted for a cell reference in any function

argument.
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Using Relative or Absolute Cell References

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

By default, a spreadsheet cell reference is relative. This means that as a formula is copied
and pasted to other cells, the cell references in the formula change to reflect the formula's
new location. For example, if you copy the formula =A1+B1 from row 1 to row 2, the formula
will become =A2+B2. Relative references are especially convenient whenever you need

to repeat the same calculation across multiple rows or columns.

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

An example of a relative cell reference would be A1l or B2.
An example of an absolute cell reference would be $A$1 or $B$2.

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

Relative Cell References Absolute Cell References

e Default Setting ® Press F4or$
* Change when copied * Do not change when
e =A1+B1 copied
=A2+B2 e =SAS1+5BS1
* =A1+B1 =SAS1+5B51
=B1+C1 e =A1+BS1
=A2+CS1
* =A1+5B1
=A2+5B2

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

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

Formulas are dragged into the Excel workbook to allow you to return balances from the
Sage Accounting general ledger based on provided parameters. Each parameter acts as a

filter.

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

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

| 4] A 8
2
3 Company:
4 Currency:
5 Currency Type:
i
8
-
__10 Revenue
11 4000 Sales

12 4000-100  Sales
13 4000-100-10 Sales
14 4000-100-20 Sales
15 4000-200 Sales

[0

SAMLTD

AAAAAAAAAAAAAAAAAA

| FINAMNCIALS

- formulas

AAAAAAAAAAAAAAAA PP W LU L[~ £ Wt - el - PRy

e Type the equal sign (=), followed by the formula name, directly into the Excel sheet
cell or formula bar. Please refer to Appendix A for a detailed explanation on each

formula.

10

11 (4000

12 |4000-100
13 4000-100-10
14 |4000-100-20
15 |4000-200
16 4000-200-10
17 4000-200-20
18 4010

19 |4010-100

Intelligence Reporting

FRevenue

Sales

Sales

Sales

Sales

Sales

Sales

Sales

Sales, accessories

Sales, accessories

0.00

:GLI
78] LA ctual 300

() GLACtUaIYTD300

() GLBudget300

() GLBudgetYTD300

':E;':' GLClosingBalance 300
':E;-:' GLCompanyMame300
() GLCurrentPeriod300
':E;r:' GLCurrentYear300

':EE:' GLOpeningBalance300
(%) GLQuantity300
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Editing Formulas

Formulas can be dragged into the Excel workbook to allow you to return balances from the
Sage Accounting general ledger based on provided parameters. Each parameter acts as a
filter. Formulas are used to define columns for the report where the type of formula used
determines what data will be retrieved. There are two ways to edit the formulas.

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

. @ HfN-M-|5 Report Designer Add-In 5300500 DEMO 1-01
Home Imsert Page Layout Formulas Data Review View Add-Ins
j ‘3’ Arial 10 A A o ¥ E O custom
e B U @ A EEWEE @ 9% o w8
Clipboard & Font s Alignment a Humber
D11 - (= GLActualiﬂCliSMl $D%$3,057, D$E,,,$C11..$D$d,5035i
[i]2]] A l E

SAML D Income Statement

(=

2

3 Company: SAMLTD

4 Currency: CaD
i85 Currency Type:
F wr

7

8

C

Revenue 1 889 808.25 1836 133.77
| 11 |4000 Sales | 310 537 66 280 014.85
12 4000-100 385 57712 367 216.30

Sales

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

e 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, Account is applied first, followed by
Company,Year, Period,AccountGroupCodein that order.
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".Functinn Argurnents @

Account [a11 (B = 4000 -
Company | $D$3 Fe| = “samLTD" =
Year !._E%? '_F,*- - 2020
Period IE&;& | = 2
AccountGroupCode !_ -|:,"= = -
= -310537.66

Returns the month to date general ledger actual amount.

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

Formula result = 310 537.66

Help on this function E 0K i [ Cancel ]

e Formulas can be edited manually if you are familiar with the format of the formula.
Please refer to Appendix A for a detailed explanation on each formula and its
parameters. Select the cell which contains the formula and then double-click the
parameter within the formula bar and make your changes.

SUM > (* X « fe| =GLActual300{$A11,$D$3,D$7|D$8,,,$C11,,5D54,5D$5) 3
A B | D L E : F

1 SAMLTD Income Sthtement

2

3 Company: SAMLTD

4 Currency:

5 Currency Type:

7

a8
10 Revenue 1 889 508.25 1836 133.77
11 (4000 |Sales $A11,5D53,057,058, 280 014.85

2 14000-1 Sales 385 577.1

Intelligence Reporting Page 88 of 220




Grouping Accounts in Formulas

Using Account Ranges

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

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

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

start and end range values.

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

Wildcards can be used in combination with account ranges and mathematical calculations.
When a single-segment or multi-segment range includes wildcard characters (?), Sage
Intelligence Reporting determines the low and high ends of the range, and then includes all
values between those ends, inclusive.

Some examples of using account ranges:

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

In a single segment range, filter accounts  Sage Intelligence Reporting will
ranging from 4000 to 5900. determine the low end of the range
which is 4000 and the high end of the

4?00 TO w : range which is 5900 and return all
5?00 Ullpe I you WELCCRERIVAREEEEEEEEIES o ccounts between the ends inclusive.
endmg Dt Q0 you _could_create a 4000 up to and including 5900, which
reortln_ tree unit with a filter of??00 to would include for example, account
further filter the results. 4655,
In a multi-segment range, filter accounts
with first segment ranging from 405 up to
and including 495 and second and third Sage Intelligence Reporting will
segments ranging from 00-00 up to and determine the low end of the range
including 03-03. which is 405-00-00 and the high end of
4?5-00-00 TO the range which is 495-03-03 and return
475-03-03 all accounts between the ends inclusive.

Ti_p: If you wanted to only i_nclud.e CCRER /05 00-00 up to and including 495-03-03
with the first segment starting with a 4 and which would include for example,

ending with a 5, you could create a

: e = account 406-01-02.
reporting tree unit with a filter of 4?5-??-?7?

to further filter the results.
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D35 ~ (= [ £] = GLactualzoo($a3s,5D53,087,D88,,,5C35,,$D$4,5D$5) 3
LIz A B | D | E I F | 6 | 4] >
Function Arguments
1 SAMLTD Income St
GLActual300
2 Account | R - - 402070 4050°
_3_ Company: SAMLTD Company |$D$3 = "SAMLTD"
_4_ currency: CAD Year |D$? 2020
5 Currency Type: F -
Ly Ayp Period |D$8 72
7 AccountGroupCode |
8 = -300034.21
Returns the month to date general ledger actual amount.
31 (4020 Sales, chairs 80 895.25 : . g
b—— Account is the account code from the main accounts or accounts list .
g _?ﬁ_ 4030 Sales, des 261 139.64 the general ledger.
_.?L?l_ 4040 ’ 204 696.63
34 4050 ales, dividers 353 302.69] o result = 900034.21
35 |4020 TO 4050 |Sales, Furniture | 900 034.21
36 Help on this function E

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

Learn More:
Watch the video online:
Using Wildcards,Ranges and Mathematical Functions
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Using Account Wildcards

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

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

The following wildcards are available:

Wildcard ;. Example
character
Use the question mark as a substitute for any one of the 36 characters, A
through Z and 0 through 9. Multiple question marks (??) can be used to
indicate the number of characters to be substituted. Sage Intelligence
Reporting replaces each question mark (?) with the entire range of
possible values, including letters. For example, in the range from 12?0 A??1
Question TO 1274, Sage Intelligence Reporting replaces the question mark in 12?0 to return
Mark? with the lowest value in the character set, and replaces the question mark  AQ0O0L to
in 12?4 with the highest value in the character set. The question mark (?) AZZ1.
can be placed in any position of an account segment. For example, if the
rule contains only natural segment values (assuming a four-character
natural segment), entering 4??7? in a row, all accounts whose natural
segment value begins with a 4 will be included.
*
. Use the asterisk to substitute any number of characters or numbers. The  to return
Asterisk * .
asterisk can only be placed alone to return all accounts.. every
account

Wildcards can be used in combination with account ranges and mathematical calculations.
When a single-segment or multi-segment range includes wildcard characters (?), Sage
Intelligence Reporting determines the low and high ends of the range, and then includes all
values between those ends, inclusive.

Some examples of using wildcards:

Filter Description Result

All accounts starting with 100 up to 109

, ] . .

10~ Filter all accounts beginning with 10 with any digits thereafter
Filter accounts with first segment of 101 18%8288

101-0?-00 and last segment of 00 with second 101-02-00

segment of two digits beginning with 0 101-03-00 up to 101-09-00

Filter accounts with first segment of 201 ggiggig
201-??-10 and last segment of 10 with no filter on 201-02-10

second segment of three digits 201-03-10 up to 201-99-10

4?00 TO 5?00 In a single segment range, filter Sage Intelligence Reporting will
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Filter Description Result

accounts ranging from 4000 to 5900. determine the low end of the range
which is 4000 and the high end of the

Tip: If you wanted to only include

range which is 5900 and return all
accounts between the ends inclusive.

ECHOLTIE endin_g with 00, you ﬁouﬂ 4000 up to and including 5900, which
create a reporting tree unit with a filter would include for example, account

of??00 to further filter the results.

4655.

In a multi-segment range, filter accounts
with first segment ranging from 405 up to
and including 495 and second and third
segments ranging from 00-00 up to and
including 03-03.

4?5-00-00 TO

4?5-03-03 ) !
Tip: If you wanted to only include

Sage Intelligence Reporting will
determine the low end of the range
which is 405-00-00 and the high end of
the range which is 495-03-03 and
return all accounts between the ends
inclusive. 405-00-00 up to and

TG RGER TR ER A including 495-03-03 which would
with @ 4 and ending with a 5, you could USRIV Tl ol [SHE:Tole Vg RZIVICRON B

create a reporting tree unit with a filter of Q2
4?5-??-?7? to further filter the results.

An example of using wildcards in Microsoft Excel using the GLActual300formula could be

as follows:
b0 - =GLACtual300($A20,5053,5057,8052..,5C20,,5084.8085) o &
A B D E F G e v X
4
FINANCIALS

: SAMLTD Income Statement 5 g :
| 4
2 Current Period: 3 ormuias :
s i SAMLTD QOpening Balance :
4 Currency: CAD p
5 Currency Type: 3 Closing Balance :

v
8 GLActual300 $

—
= - 100- 4
| 10 Revenue 1 085 909.68 Account | BN 4010-100-22" $
| 11 |4010-100-10 Sales, accessories 7 664.59 Company | $D63 [ = saam j
12 4010-100-20 Sales, accessories 16 84 Year | 5057 (] = 200 ]
| 13 |4010-100-30 Sales, accessories 78.78 Period | $052 = -3 :
14 4010-100-40 Sales, accessones 2385575 AccountGroupCode @ - :
| 15 4010-200-10 Sales, accessories 6 062.06 = -28844.12 :
16 4010-200-20 Sales, accessories 6 570 92| Returns the manth to date general ledger actual amount. b
17 4010-200-30 Sales, accessories 3836.03 Account s the account code from the main accounts ﬂfml!ﬂ
| the general ledger. p
| 18 (4010-200-40 Sales, 2 3 307.85 p
19 b
4010-100-77 28 844 17| Formusresdt = 28844.12 4
21 |4010-7%7-20 23 415 92| Help on this funcion [Ii
A e B B A A A A A A el ek ala s A i i e i i YT T T '

Learn More:

Watch the video online:
Using Wildcards,Ranges and Mathematical Functions
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Using Mathematical Calculations

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

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

Note: The use of a space on either side of the + and/or — signs are required in order for the

formula to be calculated correctly. Brackets are also supported thus calculations in brackets
(parenthesis) are calculated first. For example, accounts (700 + 705) - 840.

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

For example, typing 4020 + 4040 in the cell will give a total value for Account 4020 and
Account 4040.

D35 - =GLACtual300($A35,5053,057,058,,5C35,8D54,5055) _ s
A B I D || Function Arguments :
4
GLActal300

1 SAMLTD Income Stats _ 4
Account | N [[%] = "4020 + 040" <
- Company |$083 [ - s )
3 Company: SAMLTD vene [o&7 | = 2000 :
4 Currengy: CAD P D&t @ i 4
E Currency Type: F e E] _ 5
7 = 23559183 4
B Retuns the month to date general ledger actual amount. :
= Account shmntmdefrwhmmmnmarmnuhtr{
31 4020 Sales, chairs B0 895.25 the general ledger. p
32 |4030 Sales, de; 261 139.64 :
;3 4040 Sajee” cabinats 204 696.63)) e e :
4 :

P Helo on this function
35 [4020 + 4040 _|Sales, Chairs and Cabinets | 285 591.88 (o
36 1 L v i
7 PPPPPPTY PP PP PP PPPTPPPPPTPTPTPTUTY JPUTrrrrrry PUTTrrrrvrl DPoee pom PPV PTPPPPTY |

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

Learn More:

Watch the video online:
Using Wildcards, Ranges and Mathematical Functions

Intelligence Reporting Page 93 of 220


http://int.elligence.co/vidsage300erpusingwildcardsrnagesandmathematicalfunctions

Reversing Negative Numbers

By default the data will show the same as that of the underlying Sage Accounting data. For
revenue accounts this may be negative values. You have the option to change these values
to a positive number by editing the formula.

Before After
Actual Actual
YTD YTD

Total Revenue (12 940 469 42) > 12 940 469 42
Other Revenue (1211 364 86) 1211 364 86
Costof Sales 4 642 535.03 4 642 53503
Fixed Charges 676 066.48 676 066.48
Other Expenses 8 402 536.00 3402 536.00
Amortization/Depreciation Expenses 250 000.00 250 000.00
Other Expenses 0.00 0.00
Total Cost & Expenses 1387113751 1387113751
Interest Expense 7 500.00 7 500.00
Income Taxes 108 000.00 108 000.00
Met Profiti{Loss) (28 238 471.79) 65 196 77

1. Click in the formula bar.

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

vout a4 o aln gl aib an . At o vl -

fe | £ BLActualzoo(sa11,$D$2,087,088,,$C11,,5D34,$DS5)

3. Drag the fill handle down to copy these to other accounts requiring the same change.
You can also double-click to fill the formula down, as far as the column to the left is
filled with adjacent data.

Learn More:
Converting a Negative Number to Positive using the Layout Generator
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Displaying Cell Formulas instead of Values

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

individually:

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

calculate them.

[ i
mla|vee ~jqu bk =

4000
4000-100
4000-100-10
'4000-100-20
4000-200
14000-200-10
4000-200-20
4010
4010-100
4010-100-10
21 4010-100-20
| 22 4010-100-30

B | = | | e
O (WD (00 [~ |Ch || P | L[ M

A

B

=CONCATENATE(D3," Income State

Current Period:
Company:
Currency:

Currency Type:

Revenue

Sales

Sales

Sales

Sales

Sales

Sales

Sales

Sales, accessories
Sales, accessories
Sales, accessories
Sales, accessories

Sales, accessories

| D

3

SAMLTD
CAD
F

Current Maonth

|=sum(D11:D38)

l=sumE11:E38)

=-GLActual300(3A22 $D53,5D57 D52

rowwwwwwwywTwTwTVwYVwywywywwn

=GLActual300(3A11,5D53,3D57 $D52,,
=GLActual300(3A12. 5053, 3D57 $D52,
=-GLActual300(5A13.$053.5D57 5052,
=GLActual300(3A14. 5053, 3057 $D52. .,
=-GLActual300(5A15,$0%3.5D57 5052,
=GLActual300(3A16.5053,3D%57 5052,
=GLActual300(5A17.$0%3.5D57 5052,
=-GLActual300($3A18,5D53,5D57 $D52,
=GLActual300(5A19.5D53,5D57 $D52,
=GLActual300(3A20,5D53,5D57 $D52,
=-GLActual300(3A21,$0%3,5D57 $D52.,

S5C
5C
ABC
5C
SC
3C
SC
5C
§C
5C
5C
.1

e

=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLACtualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3
=-GLActualYTD3

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

] Y S I S N R | -

1 SAMLTD Income Statement

I 2 | Current Period: 3
i 2 | Company: SAMLTD
_4_ Currency: CAD
I 5 | Currency Type: F
7 | 2020 2019
§ Current Month Prio Current Month Ye.
E Revenue 1995 180 78 5 555 469 58 294318329
11 |4000 Sales 374 643.03 965 195 54 387 49063
12 |4000-100 Sales 393 288.66 1146 082.08 38157425
__13 _?4000-100-10 Sales 0.00 0.00 0.00
I 14 _;4000-100-20 Sales 0.00 0.00 0.00
15 |4000-200 Sales 193 599 45 564 167.95 1348 804 72
__15__f4000-200-10 Sales 0.00 0.00 0.00
_17 _?4000-200-20 Sales 0.00 0.00 50 512 .99
18 _;4010 Sales, accessories 0.00 0.00 0.00
19 14010-100  Sales, accessories 0.00 0.00 0.00
20 |4010-100-10 Sales, accessories T 664.59 16 920.06 355448
__21 _?4010-100-20 Sales, accessories 16 845.00 3333742 5 295.61

22 54010-100-30 Sales, accessories 1978.78 5 508.38 177287
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Catering for New General Ledger Accounts

Use account ranges or wildcards when designing your report to cater for new accounts that

may be added to the general ledger in the future.

An example would be if you wanted to summarize specific accounts instead of listing each

one as per below.

The account range would be used in the cell which is referenced in the formula by the

Account argument.

D35 -

- = GLACtual300($435,5D$3,057,088,,,535,, 5054, 505) 3
[iz] A B | o a E F G 3l ‘
1 SAMLTD Income St .
| GLACtuI300 4
= 4
2 Account | D [ - 02070400 4
. 3 Company: Company | £043 !@ = “SAMLTD' :
4 Currency: Yexr |D$7 Fe] = 2020 :
5 Currency Type: pesod 082 & - <
e <
7 AccounttroupCode (] - :
8 = -900034.21 :
= Returns the month to date general ladger actual amount. 4
31 4020 Sal h 80 895.25
| i Account makmdeﬁwhmmmntsormlshlri
32 (4030 Sales, de 261 139.64 the general ledger. 4
23 4040 Saleprtabinets 204 696.63 :
34 4050 gﬂ ales, dviders 353 302.69] | b result = 500 034.21 :
+ | 35 |4020 TO 4050 | Sales, Furniture | 900 034.21 4
T | Helo on this funclion : b
bbbt bddttststtbtdtttttbbbtbdtd 4

el emlsmbeleleileesienbesmslsdleeslmllelesdlisiesiliendleslmcieeslisesibendiesllmslisiedilse il

If any new accounts were added to the general ledger, for example, Account 4035 - Sales,

lockers, it would automatically be included in the Sales, Furniture amount as it falls within

the account range of 4020 to 4050. Therefore no changes would be required in your

summarized report layout.

FETEVVVVIvY YVVOVV .| ..... TETOYY. : ”
1 Income Statement
P
3 Company:
4 currency: CAD
5 Currency Type: F
| 7 2020 2020 2019
8 2 1 12
a5 Fﬂ?ﬂ TO 4050 |Sales, Furniture 955 020.21 74T 246.87 871 437.52
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Designing Financial Reports

Designing a Basic Income Statement

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

required.

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

L0, O - S TR Ny

A

SAMLTD I

Current Period:

Company:

Currency:

Currency Type:

{ D E F
ncome Statement
'S-'a.r\.:LTD
Cap
F

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

create your report.

o

3

SAMLTD

CAD
F

SAM LfD Incofne Stafement

FINANCIALS

1 lists

| SIPRegersapasegeasqasengansy.
1
2 Current Period:
3 Company:
4 Currency:
<3 Currency Type:
| 6
| 8 [samLTD 2000 Pettycash  ACC
| 9 [samLTD 1020 Bank account, c ACC
10 |SAMLTD 1021 Bank account, 2 ACC
| 11 [samLTD 1022 Bank account, VACC
_£2_ SAMLTD 1023 Bank account, NACC
| 13 [SAMLTD 1025 CCB Visa ACC
| 14 [SAMLTD 1027 Bank account, c ACC
15 SAMLTD 1030 Bank account, g ACC
| 16 [SAMLTD 1040 Bank account, LACC
17 [SAMLTD 1045 SEATAC Visa ACC
| 18 |SAMLTD 1050 Bank account,  ACC
| 19 [SAMLTD "1060 Bank account, EACC
| 20 [SAMLTD 1100 Accts receivablt ACC
PP TIVIT . PP T PP e

oo oo oEooWmmm

B

AGRAAA54 405840464 44

C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
C Cash and Cash Equivalents
A Accounts Receivable

Company MMMN Code Accou?Type A Group Category DeQuantity Unit of M .

Segment Codes

VOV OU VO T T TTTUYYY

3. Delete the columns and the balance sheet accounts not required.

4. Insert a column heading for the period.

5. Drag and Drop the Actual formula onto your spreadsheet in the same row as your
first account.
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; | =GLActual300(,,GLCurrentYear300{"SAMLTD"), GLCurrentPeriod300("SAMLTD")) ~
£ L c | D I E F G l? * X
() P
1 SAMLTD Income Statement fl NALS I
2 Current Period: 3 ormuias
2 o R Opening Balance
4 Currency: CAD )
5 Currency Type: F Closing Balance
6
7 2020
8 Current Month
>
10 Budget YTD
11 |4000 Sales ACC Current Year
12 |4000-100  Sales ACCOIV iy
13 (4000-100-10 Sales REGION =
C ny Name
14 |4000-100-20 Sales REGION ompany Name
15 14000-200 Sales ACCDIV Quantity
A bbbttt btbtdttbtbbttttttttttttdtdssbbtttdittstttttttbbttbbtbtttdittbdstdtbbtbis

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

Sum w0 % ¥ fe =GLAual300($A11,5D53,5D57,5D52,,,5C11,,5054,5055)
A 8 c [ D "Function
GLActual300

1 SAMLTD Income Statement

2 Current Period:

3 Company:

4 Currency:

5 Currency Type:
| 6
L7 1

4

= p
| 10 CAD" :
i_!_.LdUOU Sales ACC# 11,5084, 8055) D85 gl = ¥ 4
| 12 la000-100  Sales ACCDV - 37464303 )
| 13 |4000-100-10 Sales REGION Returns the month to date general ledger actual amount. :

14 |4000-100-20 Sales REGION GroupCategoryCode s an account category cnde refrieved from the general ledger.
| 15 |4000-200 Sales ACCDIV :
| 16 |4000-200-10 Sales REGION :
| 17 |4000-200-20 Sales REGION Formula resuit = 374 643.03 4

18 (4010 Sales, accessories ACC ==
i Help on this function | : o

19 4010-100 Sales, accessories ACCDIV

20 (4010-100-10  Sales, accessories REGION | :
R LAl A TS 0000000000 00 T 0000000000000 00000008600066000000000000000000000s0tstnnd

7. Drag the fill handle to copy the formula down to all of the accounts.
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1 SAMLTD Inhcome Statement
2 Current Period: 3
3 Company: SAMLTD
| 4 ] Currency: CaD
5 Currency Type: F
6
7 2020
B8 Current Month
10
11 |4000 Sales ACC 374 643.03
| 12 |4000-100 Sales ACCDIV 393 288 66
13 |4000-100-10 Sales REGION 0.00
14 14000-100-20 Sales REGION 0.00
| 15 |4000-200 Sales ACCDIV 193 599 45
16 |4000-200-10 Sales REGION 0.00
| 17 14000-200-20 Sales REGION 0.00 Fill
18 |4010 Sales, accessonies ACC 0.00 Handle
| 19 |4010-100 Sales, accessones ACCDIV 0.00
| 20 4010-100-10 Sales, accessofies REGION
. 21 |4010-100-20 Sales, accessories REGION
Aadib i S st Eritsssssssssssliiliibassdssssssssss

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.
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1. Add headings, totals and formatting using Excel features and set your print area. You
can hide any rows or columns you do not wish to view in the final layout.

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

I_Tl'z_'l__ % i . LY 3 S =

1 SAMLTD Income Statement

2 Current Period: 3

3 Company: AMLTD

4 Currency: CAaD

5 Currency Type: E

6

7 2020

8 Current Month
[+ |10 Revenue 1 995 180.78
[+] . 40__ Cost of Sales 88T 656 57

66 Gross Profit|Loss) m
[+] | 68 Other Revenue 235 519.14

o

7 Tota ncome s
[+ 79 Otther Expenses 968 787.90
I e )
[ 185 Other 204,77

| ETL

Depraciation Expense 50 000.00

3. Run Save Excel Template in your Report Manager to save your report for future use.
Refer to the help file in your Sage Intelligence Report Manager for more information
on how to create and link templates: Home > Report Manager > Working with
Reports > Saving a Report Layout
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Designing a Basic Balance Sheet

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

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

like to use.
. .ﬂ. ............... hhdddbans hass i D .
1 SAMLTD Balance Sheet
2 . Current Year:
3 | Current Period:
4 Company: SAMLTD
5 | Currency: CAD
6 Currency Type: F

Tip: Reports that return huge data sets can be difficult to analyze and can cause

performance issues. Filtering is a quick and easy way to find and work with only the
data you need. Instead of your report extracting millions of records, filtering extracts
only the necessary data resulting in faster more efficient reports.

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

respective cells.

- ._D.?:._ aaaa -'.j PR ﬁ :GLCI;lrEntPenDdSOD{"SA_MLT-D'] rasasaa e AR ARAAAASRAAAA S AL AL a A _ PP i
= B I 3 v x
m| FINANCIALS
; SAMLTD Balance Sheet £ : !
_2_. Current Year: 2020 ormuias
3 | Current Period: Opening Balance
4 Company:
5 Curreney: Closing Balance
6 Currency Type: Actual
7| Actual YTD
8 Budget
5 i Budget ¥YTD
T
11 Current Year
x| Current Period
13
14 Company Name
15 Quantity
16
AAALAAALLASALLLLALLLAASLASASASALLALLLLLALASAEALAttitititotittdtsdt ittt sttitdbsitiibdhsdhbddsdssssds
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3. Drag and drop the Accounts list onto the spreadsheet

create your report.

| i o i i 1

] . S S W !
1 SAMLTD Balance Sheet
: 2 Current Year: 2020
: 3 Current Period o1
: 4 Company: SAMLTD
| 5 Currency: CAD
6 Currency Type: F
|2
| 8

1000 ACC

SAMLTC 1020 ACC
SAMLTC 1021 ACC
SAMLTC 1022 ACC
[SAMLTC 1023 ACC
ISAMLTC 1025 ACC
SAMLTC 1027 ACC
ISAMLTC 1030 ACC

b1 MM‘I‘

pa*ﬁa-mmber Structure Code

A Account Group | Group Category Quantity Unit of

B Cash and Cash 'Cash and Cash Equivalents
B Cash and Cash ' Cash and Cash Equivalents
B Cash and Cash 'Cash and Cash Equivalents
B Cash and Cash Cash and Cash Equivalents
B Cash and Cash Cash and Cash Equivalents
B Cash and Cash 'Cash and Cash Equivalents
B Cash and Cash Cash and Cash Equivalents
B Cash and Cash Cash and Cash Equivalents
RA%ANA L AR EA SR A o

Measure

PP PP P

[m] '[‘:

. You will use this list to help

FINANCIALS

lists

| saMLTD

Currency

Account Structure

nt Groups

ALC

Account Segments
Budget Sets

Segment Codes

PP PPN

4. Delete the income statement accounts not required, and create headings and totals

where required for your rows.

1
13
14
15
16
17
18
19
20
21
22
23
24

=

26
27
28
29
30
31
32
33

1500
1520
1540
1550
1600
1620
1640
1700
1710
1720
1730

1000
1020
1021
1022
1023
1025

Assets

Mon Current Assets
Furniture and fixtures

E quipment

Buildings

Land

Acc. Amortization/Depr
Acc. Amor./Depr. Equipment
Acc. Amort /Depr. Buildings
Leasehold improvemeants
Acc. amodtization, leasehold
Orgamzation costs

Acc_ amonization, org. costs

Cumrent Assels

Petty cash

Bank account, operating

Bank account, Amencan Express
Bank account, VISA

Bank account, Mastercard

CCB Visa

Bank account, corparate

5. Add column headings for the Opening and Closing Balances.

6. Drag and Drop the Opening Balance formula onto your spreadsheet in the same
row as your first account.
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7. Change the formula to link to the correct account as well as the correct year. You
can do this by clicking the fx button and making the changes or alternatively typing
directly into the formula area.

SUM - X v E =GLOpeningBalance300{$A14,5D%4,5052,,,5C14,,5D55,5056) _:1
[ A B C D |€ Function Arguments
1 SAMLTD Balance Sheet
[E2 Current Year: 2020
3 Current Period: o1
4 Company:
5 Currency:
6 Currency Type:
7 "ACC” e
I 4
|8 Opening Balance 4 E:
9 "CAD" b
iw <
11 o b
= ReportTreelnit = >
13 4
k] = 102996.25 %
| 14 11500 umniture and fixtures 14,.50%5,5D%6) Returms the opening balance general ledger amount, y
= «
| 15 1520 Equipment ACC AccountStructureCode Identifies the format of the account rumbers that are assigned to t
16 1540  Buildings ACC Becount structure code, The structure specifies: Which segments apf
- the account number and the order in which the segments appear, %
17 (1550 Land ACC :
18 1600  Acc. Amortization/Depr ACC Formula result =  102996.25 >
19 (1620  Acc. Amort./Depr. Equipment ACC .
Helo on this function Cy
20 (1640  Acc. Amort./Depr Buildings ACC [I]
21 1700  Leasehold improvemants ACC 0.00 | .I:
................................ P B N P PP PPy

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

9. Drag and Drop the Closing Balance formula onto your spreadsheet in the Closing
Balance column in the same row as your first account.

10. Change the formula to link to the correct account as well as the correct year and
month. You can do this by clicking the fx button and making the changes or
alternatively typing directly into the formula area.

sum - @ xZ[E] =Gu:|(:singnélanceadu[hu,{nﬂ&nSz,FSD,,_.Scté,,iDsstf,e} o o o
A B C D E| it

2 Current Year: 2020 GLClosingBalance300

3 Current Period: 01 Account A4

4 Company: SAMLTD <& — Company  $054

5 Currency: = vexr [s082

6 Currency Type: F Period |Fg0 @

; oCode = -

sl =

9 gﬁ" GroupCategoryCode ] - >

v kcis "ACC! !

= b

13 085 <
14 | 1500 %Fimiture and fixtures ACC 102 996.25] |4 st)ss! CurrencyType 5035 p
15 1520 Equipment Acc 659 862,54 | T >

16 |1540  Buildings ACC 0.00: Returns the dosing balance general ledger amount. :

17 {1550  Land ACC 300 000.00 AccountStructureCode |wm?ﬁv:mmﬂﬁm%m‘;umm to%

18 [1600  Acc. Amontization/Depr ACC -82 569.89 B it o - Lot

19 1620  Acc. Amon./Depr.Equipment ACC 679 856.53 kSl oichuind :

20 1640  Acc. Amert./Depr.Buildings ACC 0.00 Formua result = 702 $36.25 )

21 [1700  Leasehold improvements ACC 0.00 Heko on this fimcion E Ei:

22 [1710  Acc. amortization, leasehold ACC 0.00

23 1720 Organization costs ACC 0.00 :

G0 fcc amotizationocosts L O et P P P PPy

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

LIz]] 4] A | B | D |E] F G
1 SAMLTD Balance Sheet
2 . Current Year: 2020
3 . Current Period: 01
as Company: SAMLTD
5 Currency: CAD
6_ _ Currency Type: F
? ']
g | Opening Balance @ Closing Balance
9 12
1 | Assets
= [13] Non Current Assets 300 462.37 1651 628.37
= |[26] Current Assets 11931 701.45 16 711 658.08
|
s TomaLasses  nmwmw | wmmss
2]
60 | Shareholders Equity & Liabilities
[+ |62 Shareholders Equity 1232 265.39 241 193.91
1 T
= |75 Mon Curent Liabilities 300 963.54 240 963 54
= |81 Current Liabilities 13 163 465 67 16 363 516.82
TOTAL SHAREHOLDERS EQUITY & LIABILITIES  [[i2gaeeana) (18 a6a2aamus)

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

This is a demonstration on how to design an Income Statement that will always return the
current month's data as well as the prior 12 months data. The report will be designed in
such a way that once set up, no manual changes will need to be made to it, allowing you to
use the same report for all future periods and years without any input. An intermediate
knowledge of Microsoft Excel formulas and basic accounting is required.

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

mal A B C D E
1 SAMLTD Income Statement
2 Current Period: 3
3 Company: SAMLTD
4 Currency: CAaD
3 Currency Type: F
6
7 2020
| 8 Current Month
[+] |10 Revenue 1995 180.78
_40__ Cost of Sales 88T 656.57
66 Gross Profit|Loss) _
[+] | 68 Other Revenua 235 519.14
=T
¥ | 79] Other Expenses 956 787.90
IE' _1_35_ 'Dlher _29_1 ??
Depreciation Expense 50 000.00

2. Drag the Current Year formula to the column heading in the cell containing the year.

e

Gla[ 4 A 8 e — ’ eaaa Sa——
FINA
1 SAMLTD Income Statement "‘ fw NaaLs I
2 Current Period: 3 i Tormulas
M R it Opening Balance
4 Currency: CAD gt
5 Currency Type: F Closing Balance
6 Actual
T Actual YTD
8 Budget
=
10 Revenue 1995 180.78 Budget YTD
—
[ T
—oo— rrent Peri
6 Gros ProfiLon BRNTETT
= Company Name
+] &8 Othar Revenue 235 619.14
e Quantity
7 To e BRETTE
o
X |79 Other Expenses 968 787.90
o
[+] 185 Other 294 77
b E A bbb bbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbbsbbbbbbbtbbbbsss
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3. Drag the Current Period formula to the column heading in the cell containing
Current Month.
s I I B il N S M ] MO0 U i °%
1 SAMLTD Income Statement J Pt
2 Current Period: 3 E formUIas
3 Company: SANLID Opening Balance
4 Currency: CAD -
5 Currency Type: F Cloing Belance
6 Actual
7 Actual YTD
[ 8 | Budget
10 Revenue 1995 180.78 Budget YTD
40 Cost of Sales 887 656.57 CUTSrR fear
66 Gross Profit/(Loss) [ t10752421
| é?, Other Revenue 235 519.14 ;-“:,—,.-:.;,I S
?’3 Total Income “ .
__1?3\_ Other Expenses 968 787.90
| 185 Other 29477
4. In the cell to the right of the current period cell, add an Excel formula to determine the

correct period to report on. One way in which you can create this formula is to use
the IF function. The IF statement checks whether a condition is met, and returns one
value if True, and another if False. In this example, the period is calculated by
subtracting one from the current period. If the result is less than or equal to zero, then
the period is within the previous year and provided the periods are representative of
a year, will start at prior year period 12.

A
1 SAMLTD
2 Current Period:
3 Company:
4 Currency:
5 Currency Type:
6
=7
8|
]
10 Revenue
ol
40 Cost of Sales
L=
66 Gross Profiti{Loss)

£ [SIF|D38-1<=0,D%8-1+12,058-1)]

B D E [ F
Incom

1995 180.78

887 656.57
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5. In the cell to the right of the current year, add an Excel formula to determine the
correct year to report on. One way in which you can create this formula is to use the
IF function. The IF statement checks whether a condition is met, and returns one
value if True, and another if False. In this example, the year is calculated by
subtracting one from the current period. If the result is less than or equal to zero, then
the period is within the previous year.

E7 - fe | =IF(D38-1<=0,087-1,057) |

1 B - 1
SAMLTD IncomeStatement

1
2 Current Period: 3
_ 3 Company: MLTD
4 Currency: CAl
5 Currency Type F
[+

[ 7] 2020
| 8 3
‘10 Revenue 1 995 180.78

| 40 Cost of Sales 887 656.57

Gross ProfitiLoss

6. Expand any groupings you created previously. Copy the Actual formula you created
previously across to the new column.

7. Change the copied formula to reference the correct year and period.

sUM - X ¥ fe =GlActual300(5A11,$D53,E47,E58,,,5€11,,$D84,5D85) ~I2
Lz A ] [ D ] E ‘Function Arguments
GLactal300
1 SAMLTD Income Statement x| s - w00
2 Current Period: 3 Company  $D$3 EAMLTD'
3 Company: SAMLTD Year [E87 2020
4 Currency: cAD iod | Es8| m;2
5 Currency Type s
6 = -310537.66
i s the month to date general ledger actual amount.
8 Period is the period to return data on. A period is the operating cyj
.t for which accountng information is colected and reported.
=] |10] Revenue 1995 180.78
- [ 22 J4000 Sales 374 643.03(1, SD%4,5055) | rormuaresut = 310 537.66
| 12 |4000-100 Sales 393 288.66 |
Helo on this finction o3
+ | 13 |4000-100-10 Sales 0.00 [:
TOMpany MName
< | 14 4000-100-20 Sales 0.00
S ; A0 PAPETE: |
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8. Drag the fill handle down or copy the amended formula to all the accounts required.

E11 -

8 4010
9 14010-100

1

1

1 y

17 | 4000-200-20
1

1

20 4010-100-10

Sales, accessonies
Sales, accessornies
Sales, accessones

9. Copy any formulas or totals required from the first column.

(DB = Uhckuat300(8A1 S085,657 65, 611 S0 505)
Llz]] 4] A | B | D | E
1 SAMLTD Income Statement
| 2 . Current Period: 3
3 | Company: SAMLTD
4 Currency: CAD
5 | Currency Type: F
[
[
8
= |10] Revenue 1995 180.78
« | 11 |4000 Sales 374 643.03 310 53?.55!
12 4000-100 Sales 393 288.66
13 4000-100-10 Sales 0.00}
i 4 4000-100-20 Sales 0.00
« | 15 4000-200 Sales 193 599.45
6 4000-200-10 Sales 0.00
. Sales 0.00

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

eleven months.

OI2]] < A

&+ [

Other

B+ & B & [+
igliglalizllselsal{slis] =~ [ofa][~] -

Intelligence Reporting

Company:
Currency:
Currency Type:

Revenue

Cost of Sales
Gross Profit{Loss)
Other Revenue
Total Income

Other Expenses

Depreciation Expense

Fixed Charges

SAMLTD Income Statement

Current Period:

M_

2020

1995 180.78 1 889 808.25

88T 656.57 BET 0B4.25

235 519.14
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11. The year and period would have changed to cater for prior periods and years.

4
1
i
3..
5.
6..
?.
|
& |10
40
e
66..
[+ |68
7]
& |79
=
185
e
F 193
& [196

Current Period:
Company:
Currency:
Currency Type:

Revenue

Cost of Sales

Gross Profit{Loss)
Qther Revenue

Total Income

Other Expenses
Other

Depreciation Expense

Fixed Charges

tatement'

1985 180.78
BBT 656.57

235519.14

968 T87.90
-294.77
50 000.00

76 4747

el
P T P T TR T T T T T T T T T T T T T T T TYTYT T T YT TRTWwS

1889 608.25
B6T 064.25

230 927.55

525 359.58
-0.01
45 000.00

8243299

1670 480.55

67T 189.92

200 806.55

968 273.21
69.16

40 000.00
88 144.33

L2 - AT RN DA N T It R R AR

| B
SAMLTD Income S

245381394
1090 346.19

251 008.19

1263 264.76
0.00
40 00000

87 081.88

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

This is a demonstration on how to design a Quarterly Balance Sheet. 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.

- - R Yo R R PR S R

5

TR

Intelligence Reporting

B
SAMLTD Balance Sheet

Current Year: 2020
Current Period: 1) ]
Company: SAMLTD
Currency: CAD
Currency Type: F
Opening Balance @ Closing Balance
12
Assets
Mon Cument Assets 300 482.37 1651 62837
Curmrent Assets 11931 701.45 16 711 658.08

Shareholders Equity & Liabilities

Shareholders Equity -1 232 265.39 24119391
MNon Curment Liabilities 300 963.54 240 963 54
Current Liabilities 13 163 465.67 18 363 516.82

TOTAL SHAREHOLDERS EQUITY & LIABILITIES  [[i2gaeeana) (18 a6a2aamus)
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2. Select the Closing Balance column and drag the fill handle across to three more

columns.

o LT E T i
fin P : o N ¢ | § [
— p
1 SAMLTD Balance Sheet ;
o 4
2 Current Year: 2020 4
3 Current Period: o :
B 4
4 Company: SAMLTD p
5 Currency: CAD :
6 Currency Type: F :
L 7] | 4
8 Opening Balance [l Closing Balance :
9 12 :

e 1
D 4
11 Assets “
= 4
s 4
13 Non Curment Assets 300 462 37 1651 628.37 4
= 4
26 Current Assets 11931 701.45 16 711 658.08 5
] L
58 TOTAL ASSETS | 1amiese <
=) b
&0 Shareholders Equity & Liabilities 4
t=rz—1 4
el ) 4
62 Shareholders Equity -1232 265.39 -241 193.91 :
75 Mon Cument Liabilities 300 963.54 240 963.54| :
81 Current Liabilities 13 163 46567 18 363 516.82 :
T L
125 TOTAL SHAREHOLDERS EQUITY & LIABILITIES :

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

lifz]] B | D IE F G H
1 SAMLTD Balance Sheet
| 2 Current Year: 2020
I 3 | Cwrrent Period: 01
) Company: SAMLTD
: 5 Currency: CAD
j 6 Currency Type: F
i
8 Closing Balance Closing Balance Closing Balance Closing Balance'
o] 3 3 9 | 12

o

|11 Assets
i
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4. Notice the data automatically updated to reflect the correct closing balance amounts
for each quarter.

(ifz] A B | D E F G H
1 SAMLTD Balance Sheet
2 Current Year: 2020
3 | Current Period: 01
4 Company: SAMLTD
5 Currency: CAD
§ Currency Type: F
7
.8_ | Opening Balance [l Closing Balance Closing Balance Closing Balance Closi.
9 3 6 9
1| Assets
[+] 13 | Non Current Assets 300 462.37 1 165 462.37 1650 56837 165162837
[+] 26 I Current Assets 11 931 701.45 14 169 239.04 16 732 692.52 16 711 658.08
=l
60 Shareholders Equity & Liabilities
= |62] Shareholders Equity -1232 265.39 733 07T -225 796 .62 24119391
& |[75] Non Current Liabilities 300 963 54 264 963.54 240 963.54 240 963.54
e
[+] Current Liabilities 13 163 465,67 15802 811.04 1836809397 18363 51682
TOTAL SHAREHOLDERS EQuITY & Liasilimes  [EES2N6a02)
-~

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

This is a demonstration on designing a Cash Flow Report. The report will be created in such
a way that once set up, no manual changes will need to be made to it, allowing you to use
the same report for all future periods and years. Accounting knowledge is required.

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

Tip: Reports that return huge data sets can be difficult to analyze and can cause
performance issues. Filtering is a quick and easy way to find and work with only the

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

2. Add a heading for the period column.

| A B D E
1 SAMLTD Statement of Cash Flows

: 2 Company: SAMLTD

I 3 Currency: CAD

: 4 Currency Type: F

L5 Current Year: 2020

8

| 8

29

|10

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

| A B | s T 5 F G H = v x
FINANCIALS
1 SAMLTD Statement of Cash Flows ; |
2 Company: SAMLTD ormulas
] Currency: CAD =l opening Balance
| 4 Currency Type: F _
5 Current Year: 2020 Lo falnce
6 Actual
L8 Period Actual YTD
!__9_ 01 Budget
10 - Budget YTD
11
. 12 Current Year
| 14 Company Name
15 sirdity
AL 04040400 40004040040 0000000000000000000000000000tttttttettsittsstsss R PP PO PP PPow

4. Create headings for your cash flow report.
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On a new worksheet, drag and drop the Accounts list. You will use this list to help
create your report.

”-\”-A- ----- B ”_|“-C”-|‘“D ------ E“-l-“F ------ G \H_ 1 1 K L Mo - x
it FINANCIALS
2 |Compan: ount N Account D Structure C Account Ty Account G Group Cat Quantity Lhit of Measure i |iStS
| 3 |SAMLTD Cash and { Cash and Cash Equivgflents
4 |SAMLTD 1020 Bank accol ACC B sh Equivelients E
| 5 [SAMLTD 1021 Bank accol ACC B Cash and ¢ Cash and Cash Equiv.
| 6 |SAMLTD 1022 Bank accol ACC B Cash and (Cash and Cash Equivgfients
7 [SAMLTD 1023 Bank accol ACC B Cash and (Cash and Cash
| 8 [SAMLTD 1025 CCB Visa ACC B Cash and (Cash and Cash Equivaflents R
9 |SAMLTD 1027 Bank accol ACC B Cash and (Cash and Cash Equivalents
| 10 [SAMLTD 1030 Bank accol ACC B Cash and (Cash and Cash Equivdients
| 11 |SAMLTD 1040 Bank accol ACC B Cash and (Cash and Cash Equivejients
12 [SAMLTD 1045 SEATAC ViACC B Cash and (Cash and Cash Equivdlients
13 [sAMLTD 1050 Bank accol ACC B Cash and (Cash and Cash Equivglents
| 14 [samLTD 1060 Bank accol ACC B Cash and ( Cash and Cash Equiveflents
| 15 [SAMLTD 1100 Accts rece ACC B Accounts F Accounts Receivable
16 |SAMLTD 1115 Accounts r ACC B Accounts F Accounts Receivable
17 |SAMLTD 1120 AccountsrACC B s ne e | N IS NS SO . PO I T TU

Delete all of the columns except the Account Number, and Account Description
columns.

Copy the rows you require and insert the copied cells under the correct headings in
the Cash Flow worksheet. (Right-click, Insert Copied Cells).

Drag and Drop the Actual YTD formula onto your spreadsheet in the same row as
your first account.

P12 - (" f| -GUACtualYTD300[$AL2,SD52,§556,099,,,5C12,,5053,5D%4) 9]
| A B [ o | E F G H | i
1 SAMLTD Statement of Cash Flows ?mmts |
2 Company: SAMLTD ormulas
3 Currency. CAD .
2| Opening galance
4 Currency Type: F K )
5 Current Year: 2020 Closing Balance
. é Actual
i
g m
|11 Investing
| 12 1500  Fumiture and fixtures
| 13 (1520 Equipment
14 |1540  Buildings
15 1550  Land
P -

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.

SUM -« (% « fe =GLACtualYTD300($A12,5D52,$D$5,0$9,,,$C12,,5D53,5054)

T B [ D | FunctionAguments :
GLAChUTD300 4

1 SAMLTD Statement of Cash Flows —_— i
2 Company: Company | $D§2 €] = sawm 4

3 Currency: Year [085 @ - 202 :
4 Currency Type: 5ssl @ e :
5 Current Year: ] - 5

8 B .
2 sc1z - “MCC" $
1 - b
-lé] 1500 urniture and fixtures kps3 = "CAD' :
(13 (1520  Equipment CurrencyType [sD$4 -F :
14 (1540  Buildings =0 :
15 [1550 Land Returns the year to date general ledger actual amount. :
16 (1250  Investment, long-term CurrencyCode :s\enuntr\c\r code for which amounts must be reum:d: 1
17 1700 Leasehold improvements 4
1Ea 2720 4 L I W YT YT T YT T TV Y YYYYYYYys AAAAAAAAA‘AAAA‘AAAA‘AAAA‘AAAAAAAAAAAAAAAAAAAAAAAAA‘
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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: Some data may be stored as a negative number which causes your reports to

reflect data incorrectly. Add a - (minus) to the beginning of the formula name to
correct this. Drag the fill handle down to copy the formula to other rows requiring the
same change.

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

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

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

I A B [ » TR [ i I - G H R
1 SAMLTD Statement of Cash Flows
2 Company: SAMLTD
3 Currency: CaD
| 4 Currency Type: F
|5 Current Year: 2020
| & Period Period Period Period Period Period Period
| ‘9:’ i 2 ¢ 4 ] 1] 7
I. 11 | Imvesting 12 000.00 524 000.00 1036 000.00 1 348 000.00 1 660 000.00 1 660 106.00 1661 166.00 ‘:
| 12 |1500 Furniture and fixtures 0.00 0.00 0.00] 300000.00) 60000000 &00000.00( GOOODO0.00| 4
13 (1520  Equipment 0.00( 500 000.00) 1000 000.00] 1 000 000.00{ 1 000 000.00| 1000 106.00] 1001 166.00 1:
| 14 _15-10 Buildings 0.00 0.00 0.00) 0.00 0.00 0.00 0.00 :
15 1550  Land 0.00 0.00 0.00 0.00 0.00 0.00 0.00] 4
16 1250 Imestment, long-term 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
[ 17 1700 Leasehold improvements 0.00 0.00 0.00 0.00 0.00 0.00 0.00| §
_' 18 1720  Organization costs 0.00 0.00 0.00 0.00| 0.00 0.00 0.00 :
| 19 (2700 Lang term debt proceeds 0.00 0.00 0.00/ 0.00 0.00 0.00 0.00 :
20 |2710 Long term debt payments 12 000.00 24 000.00 36 00000 48 000_00 60 000_00 60 000.00 60 000.00( 4
| 21 2800  Shareholders’ loans 0.00 0.00 0.00| 0.00] 0.00 0.00 0.00 :
g.} .2900 Deferred income taxes 0.00 0.00 0.00 0.00| 0.00 0.00 0.00 .
AN NSRS EELEE L4888 4884888848888 4888848888808 8888888858880 8 8NN

13. Run Save Excel Template in your Report Manager to save your report for future use.
Refer to the help file in your Sage Intelligence Report Manager for more information
on how to create and link templates: Home > Report Manager > Working with
Reports > Saving a Report Layout
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Consolidating Multiple Companies Data

Preparing to Desigh Consolidated Report Layouts

In order to use the Task Pane for multiple company consolidations, you will need to ensure
the database consolidation list is correctly set up in the reports.

1. Inthe Report Manager, open the Consol Designer folder.

2. Select the first union report. Union Reports are depicted by a blue icon.

1 Anaysis

ik Feport Desigher -
¥ | Fleport Designer -

[l Conzol Designer
Congol Financial Report Deszigner 5300 PYS 1-0
Ao Structure S 300FPVS 1-0

Account Group S300PWS 10

Report Designer -
Feport Designer -
Repart Deszigner -
Repart Deszigner -

Accounts 5300PYS 1-1
Actualz S300PYS 141
Budgetz 5300PWS 1-1
Currency 5300P%S 1-0

SRR R R RV RV EYEYEYEY

Repart Deszigner -
FRepart Deszigrer -
Repart Desigrer -
Repart Designer -
Report Designer -

FizcvrrDetail 5300FWS 1-0
Open Balances 5300PS 141
Quantity S300PYS 1-1
Segment Codes S300PS 1-0
Settings S300PYS 1-0

3. Select the Database Consolidation List button to browse for the available
databases to consolidate.

Intelligence Reporting

ﬂﬁepm Drazigreer -
"‘ Repodt Desigrer -
Repoit Desigrer -
aﬁeﬂ]l Dresigner -
Repodt Designer -
Hﬂepm Drezigrer -
*| Riepost Designe: -
| Repert Desigrer AddHinS egments S00PYS 10
) Conzol Designer Demorst ation
Ay AR A A A e A A A

- Ace Struchuee STE00FVS 1-0
- count Gioup 5300PYS 1-0
- Accounts S300AVS 141

- Actuals SE0PYS 1-1

Budgets S300PYS 141
Curency S300PVS 1-0
FeevDetad S300PVS 10
Open Balancas S300PVS 1-1
Quankity 5300FYS 11
Segment Codes 5300PY5 1-0
Settings 5 300AVS 140

nz

Repot Name i|
|Report Designer - Ace Shucture S300PYVS 1-0

Description

|Account Stiucture

Databaze Consobdation List *

| i T I

Template Storage Location —

[itesti-pciSage 300 ERPBXDATANPVSAT emplates\

Fepot Templats

|

Paramneders on Second Sheet -

i e o i i e i e i i e o i e i e i e
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4. Select the company databases you would like to consolidate from the list.

e e

W SAMING
- BN R e

UrSelectal | Selectar |[ ok | cancel |

Note: The company list is populated by each company that Sage Accounting has

previously been logged into.

5. Select OK.

6. Repeat the process for all union reports in the Consolidation folder. After running
the Consol Financial Report Designer report, you will now be able to combine
information from multiple companies.
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Designing Consolidated Report Layouts

Consolidating company data, even running on different fiscal periods and/or years, can be
done using the method below:

To design consolidated report layouts, you will need to run a report that is using a
consolidated connection.

1. Design your financial report layout in the usual manner, creating a column for each of
the companies you would like to consolidate, and placing any company specific
information in the column heading, for example, Company Name, Fiscal Year and
Period.

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

FINAMCIALS

lists

L A i

%R R OR R R RO R R R R %R R RN
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3. Ensure each formula refers to the correct column Company Name, Fiscal Year and

Period.
d A | B | D [ F G| H ]
1 Income Statement
4 | Currency: CaD
5 Currency Type: 2
6
7 Company A Company B Company A and B
8 2020 2020 2020
- g 3
11 | Revernie 2 394 216.94 4389 397.72
12 (4000 449 571.64 824 214 67
13 [4000-100

15 4000-100-20
16 |4000-200
17 |4000-200-10

18 |4000-200-20
19 (4010
20 4010-100
21 4010-100-10
22 |4010-100-20
23 |4010-100-30

24 4010-10040

Intelligence Reporting

14 4000-100-10 [

CompanyName SFSJ' = “Company B =
MasterSubAccount | - H
Fiscaltear | sfsa ¥ - 2020
FiscalPeriod | 5F5od [ -3
Type | - =

Returns the month to date general ledger actual amount.

MasterSubAccount the sccount code from the accounts or account classes list retrieved
from the general ledger.
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Create a third column and using Microsoft Excel functionality, add the first two
columns together.

] A | B | D E F G H |
1 Income Statement
T Currency: CAD
I 5 Currency Type: F
[ 6
7 Company A Company B Company A and B
I 2020 2020 2020
| 9 | 3 March
A
L Revenue 1995 180.78 2394 216.94 4 389 397.72
12 |4000 Sales 374 643.03 449 571,64 824 214.67
' 13 4000100  Sales 393 288 .66 471 946.39 865 23505
| 14 4000-100-10 Sales 0.00 0.00| 0.00
' 15 4000-100-20 Sales 0.00 0,00 0.00
| 16 4000200  Sales 193 599 45 232 319.34 425 918.79
| 17 |4000-200-10 Sales 0.00 0.00 0.00
' 18 4000-200-20 Sales 0.00 0.00 0.00
| 19 4010 Sales, accessones 0.00 0.00 0.00
j 20 _-1.{]11]-101] Sales, accessones 0.00 0.00 0.00
| 21 4010-100-10 Sales, accessones 7 66459 9197.51 16 862.10
22 4010-100-20 Sales, accessores 16 845.00 20 214.00 37 059.00
. 23 4010-100-30 Sales, accessories 1978.78 2 374 54 4 353.32
| 24 |4010-10040 Sales, accessories 238575 2826.90

~ H12 - f | =SUM{D12:F12] o o

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

visible when required.

n Home  Inset  Pagelayout  Formulas | Data | Review  View  Adddns  BlTools 5
i ; L, HEL) B ™[] Connections E s W Clear = - [ B> 0y orm o
B G B RBToremYen, =B B B B a4
From From From From Other  Existing | Refresh Z| sot | Fiter o i Testto Remove  Data  Consoligste Whatdt | Group lungroup suf
Access Web Tet Sources=  Connedions | Al = Edit Links 27 Advanced | Columns Duplicates Validation = alysi S~ . b
Get External Data Connections Sort & Filter Data Tools Outiy
02 S| <
Olz]| < A B I J K= b
" 4

FINAMI
1 Income Stgtement " t“‘“‘ :
=) L
| 4 |currency: ISts :
| 5 |Currency Type: :
| B 4
— 4
7 Company A Company B Company A and B | Accounts :
8 2020 2020 2020 Currency :
9 ! March Account Structy
== 4
1 Revenue 1995 180.78 239421694 4 389 397.72 Account Grour.:
- | 12 (4000 Sales 374 643.03] 449 57164 24 214.67 | Acoount Seg'n%
13 [4000-100  Sales 393 288.66 471 946 865 235.05 | 4
14 |4000-100-10 Sales 0.00 0.0 0.00 Sudgetsets 4
| 15 |4000-100-20 Sales 0.00 0. 0.00) | Segment Code:
|16 |4000200  Sales 193 599.45 232 319.34 425 918.79 :
| 17 |4000-200-10 Sales 0.00] 0.0 0.00 L
+ | 18 |4000-200-20 Sales 0.00 0.0 0.00) | :
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6. Click the + sign to expand the columns again if you need to drill down into the data.

i — - T o

2 A B G H
1 Income Statement
4 -{urrenq,.': CAD
5 |Currency Type: F
&
7 | Company A and B
8 2020
4 March
[=] 11 Revenue 4 389 397.72
= | 12 4000 Sales 824 214 67
= [ 13 |4000-100 Sales 865 23505
« | 14 |4000-100-10 Sales 0.00
= | 15 (4000-100-20 Sales 0.00
. | 16 |4000-200 Sales 425 918.79
= | 17 |4000-200-10 Sales 0.00

Another way to design consolidated report layouts when the same chart of accounts is used,
is to use the Reporting Trees in the Task Pane.
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Designing Consolidated Report Layouts

After running a report that uses the Report Designer, do the following:

1. Design your financial report titles in the usual manner, but creating a column for each
of the companies you would like to consolidate, and placing any company specific
information in the column heading, for example, Company code, Site Code, Year and

Period.
A4000600000000050000008bM0RHIAAI0MAEA0S -
i ‘, Income Statement
2 Global Enterprise
COa Sakd
LedgerType 1

SourgeCurréncy TAR

Company
210
Site Code
1024

2. Drag and drop the relevant list from the lists tab. You can then use this list to help
create your report rows.
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| B | C} D

1 \ Income Statement
2 Global Enterprise
4 COA SAM

5 LedgerType 1

-] SourceCurrency  ZAR

7

8

9 -

10

11

13 [ Sales

14

15 7 Cost of Sales
2L

17 Gross Profit
aa

19 8

= Expenses

21 Met Profit

£L

23 Other Expenses
24 (B12100+812150+  Other Expenses
25 813077 Taxation

Fi

Net Profit

3. Create formulas in the usual manner for each company column changing the function
arguments to point to the relevant company code, year and period.

;;;;;

SUM e ) asmmmmmam:s,ﬂ#.ieito.iesu.sam....'ﬁ.m:- 4
: A [ c [ I E ]
- ~ . . - GLAChabC
1 ‘j} Income Statement - & -
2 Global Enterprise Lotmioe L088 i - 1
Acceunt | sng1s M -
: f:’:g " 51'”" P ] - =5
| erType e
[ SourceCumrency  ZAR o @ L
7 Comp~..y d Besiy [ - 200
8 813 fE =2
9 g acassc =
10 s -
1 M -
2 sstancesource | Ledger ) = Tesger
!}3 SourceCumrency | §D86 [ - e

- SHOTLS
Furtumes the month o date general ledger actual amount.

AccountClassCode o scoourt dass retraved from the genersl ledger,

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

Tip: Some data may be stored as a negative number which causes your reports to

reflect data incorrectly. Add a - (minus) to the beginning of the formula name to
correct this. Drag the fill handle down to copy the formula to other rows requiring the
same change.

4. Add totals and formatting using Excel features.
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5. Create a third column and using Microsoft Excel functionality add the first two
columns together.

a,
|5
i
>
== )
ol
&
=
=
I3
X
t

N e n e

COA SAM
LedgerType 1
SourceCurrency  ZAR

Company Company
i Site Code
1024,1001

ol w

11| 2013 013
Actual Period  Actual Pe.od
3 1

6. Copy the formula down to all relevant rows.

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

MM Insert Page Layout Formulas. Data | Review View Add-Ins ElTools

GRB & B @5::;:1;“:"' T hesuE-N NN

fa.nuuu i
From From From FromOther = Existing  Refre Z| sen | Fitter extto  Remove  Data  Consolidate Whatll | Group bingroup Subtotal
Access Web  Text  Sourcest  Connections ,m- &2 Edit L X ravanced Enmmn; Duplicates validation = Analysisz g -
Get External Data Connections Sort & Fitter Data Tog Outiine A
v Global tnterpnse TTSTS TOTTITOTSS TTET
Coa 210
LedgerType 7l
SourceCurrency  ZAR Accounts
Company Company Company
205 210 210, 205 ROSIENClases

Site Code Site Code Sites
1024 1024,1001
2013 2013

Actual Period  Actual Period

Ledger Types
Dimensions

Budget Codes

Exchange Rates
6 Sales
Reporting Codes
i Cost of Sales
Gross Profit

pelEslan]s [k [F]s[e[=[~]olu]=]~

POTPPPY PP 5 i . 0 B A e e

8. Click the - sign.
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9. Click the + sign to expand the columns again if you need to drill down into the data.

E
(4] A | 8 | D ) G T
1 Income Statement
2 Global Enterprise
f Coa SAM
5 | LedgerType 1
6 | SourceCurrenty  ZAR
| 7 | Company
8 210, 205
| 9 | Site Code
10 1024,1001
11
12 |
13 |
15| 5 Sales 12277865
16
17 7 Cost of Sales 433052
1]
19 Gross Profit 7947345
20
21 8 Expenses 1236379
22
23 Net Profit 471096.6
£l
|25 | Other Expenses
26 | (312100+812150=  Other Expenses 5236
_g?_f_ 813077 Taxation
29 Net Profit
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Designing a Consolidated Report Layout with a
Different Chart of Accounts

Consolidating company data, using different chart of accounts and/or fiscal periods and/or
years, can be done using the method below:

To design consolidated report layouts, you will need to run a report that is using a
consolidated connection.

1. Design your financial report layout in the usual manner, creating a column for each of
the companies you would like to consolidate, and placing any company specific
information in the column heading, for example, Company Name, Fiscal Year and
Period.

2. Add a column for each companies account details.

A B G D E F G H
1

@ Consolidated Income Statement

22 NET PROFIT / (LOSS) BEFORE TAX

#
,
o,
o+
2 #
o+
3 s
4 v
5 Company A Company B ’
7 2015 2015 ’
8 Accounts 3 Accounts 2 #
lj F
10 Sales 107 107 .
1 »
12 Cost of Sales 2000000 TO 2400050 2000000 TO 2150000 ’
13 *
14 GROSS PROFIT :
15 &
16 Other Income 1200000 TO 2600000 2700000 TO 2900000 ,
17 .
18 TOTAL INCOME /
19 #
20 Expenses 3000000 TO 4700000 3000000 TO 4550000 :
ra
F
#
s
,

':!9‘-“?}fll'f}f}fl‘l'f}‘“l‘!f}f}‘fl}f}‘ﬁl}‘l‘}IIJ‘IJIJ‘J‘IJ‘IJ!'IJ‘IJfl‘f}‘ﬂ‘l‘}f}‘l‘ll‘f
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3. Add formulas, in the usual manner for each company, ensuring the correct company
is selected in the lists tab of the Task Pane.

FINAMCIALS

lists

Accounts
Currency
Account Struc
Account Groups
Account Segments
Budget Sets

Segment Codes

LR i i i i e i A i i S S S i B

R OH R R OR R OR R R R R R R R R

4. Ensure each formula refers to the correct Company details including Company
Name, Account, Year and Period.

C

D E F G H

B
2 @ Income Statement

4
5
L
7
a8
9
10 Revenue
12 Cost of Sales
14 Gross Profiti{Loss)
16 Other Income
18 Total Income
20 Other Expansa
Net Profit{Loss) Before
22 Interest & Tax

24

Company A Company B

Accounts

1000=007

i
Segment Co
£

Branches +
’,

Exchamge

e

#

2000007

¥

ﬁ - 'tnnwﬁ':

395732645 1subccount [$D10 T - -1000-007 &

2700 TO 2990 24T 337.96 FiscalYear [SES7 B = 2013 A
+

4204 BEAAA FiscalPeriod [sES3 Bl -2 ‘

377 636 940.45 s E 4

" +

Returns the month to date general ledger actual amount. #

3 567 723.96 ’

CompanyMame a company name retrieved from the general ¥

#

F
FR L P PIPL ISP PP PP PP LI EEL PP P IR PP PP PP EL PO PP I P E PP S E SO ELE P E RGP P F R PP PP r s
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5. Create a third column and using Microsoft Excel functionality, add the first two
columns together.

#
J10 | ¢ fe | =SUM({E10+H10) ¢
F
LA 8 c D E F G H ] 4 %
1 /
@ i :
2 Consolidated Income Statement ‘
3 ,
I
4 ,
5 Company A Company A and B :
7 2015 ¢
8 Accounts : Accounts 2 February #
g 4
10] sales 107 1747672 107 124 589.00 Tz ee1z] 4
1 &
12 Cost of Sales 2000000 TO 2400050 (12 800.00) 2000000 TO 2150000 B85 621.00 52 821.00 :
13
,
14 GROSS PROFIT 30 276.72 58 963,00 8928472
15 ¢
16 Other Income 1200000 TO 2200000 (12 810.00) 2700000 TO 2300000 45 214,00 32 404.00 :
7 r
18 TOTAL INCOME 1T #6672 104 182.00 12164872 #
19 .
#
20 Expenses 3000000 TO 4700000 (10,00} J000000 TO 4850000 114 232.00 11422200 ,»
Fa #
22 NET PROFIT / (LOSS) BEFORE TAX 47 T53.44 4891300 S5 671,44 :
2 »
T A A A A A A P P A O P O A A A P O A P A W O O P A P O

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

IO rove  mser  paceavour  FoRMuLAS REVIEW  VIEW  ADD-NS  BlTools signin [

[ = : - e - < ¥
From Access "  [2] Connections 1 T Clear ¥ Flash Fill f-o Consolidate 58 Gro .
Dromim 3| By | Gy 2o [0 0] |Y ¥om | e B ot R
L& From Web - = =l = i T B Remove Duplicates E5 What-If Anal 8 Ungroup = =
e Fram Other Existing Refresh z 1 Sort Filter S ;
[GFromTet  Sourcesw  Connsctions  All= s Edit Links - Y Advanced  Columns So Data Validation = = B subtotal
Get External Dats Connections Sort & Filter Data Tools Outline I
D1 | i e v
A | 8 | c D E F G H
1 - X
.| @consolidated Indome Statement FINANCIALS
- lists
5 Company A and B =
8 February -
2 Accounts
10 Sales 107 1747672 107 124 569.00 142 065.72
1" Financial Categories
12 Cost of Sales 2000000 TO 2400050 (12 800.00) 2000000 TO 2150000 65621.00 52 821.00
13 Report Categories
14 GROSS PROFIT | zen | s8seB00 8924472 ey
15 Currency
16 Other Income 1200000 TO 2900000 (12810.00) 2700000 TO 2800000 45 214.00 32 404.00 Exchange Rates
17 N
18 TOTAL INCOME 12164872
19
20 Expenses 3000000 TO 4700000 (10.00) 3000000 TO 4650000 114 232.00 114 222.00
21
22 HET PROFIT / (LOSS) BEFORE TAX SEET1.44
23
24
Ll d

P VPV FYFFFFE DS e e e e P P P Y Y T T Y A
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7. Click the + sign to expand the columns again if you need to drill down into the data.

r &+

F— / ’
Fd s
A B C J K L #

1 -

o+

- (

2 @Cunsohdated Income Statement ’

3 #

4 #

i

5 Company A and B #

T 2015 :

] February ’

] #

10 Sales 142 085.72 #
1 :
12 Cost of Sales 52 821.00 ¥
13 s
14 GROSS PROFIT 89 244.72 :
15 ’
16 Other Income 32 404.00 ’
17 .
18 TOTAL INCOME 121 648.72 1
19 ¢
20 Expenses 114 222.00 :
21 p
22 HET PROFIT / (LO55) BEFORE TAX 95 671 44 #
23 :
E'}!I}‘JJ‘J}‘J"J‘J‘IIJ‘J‘JI}')J‘J‘}‘J}J‘J‘}‘JJ‘JJ‘J‘J‘J‘!J‘}'I‘f
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Dynamic Account Ranges

About Dynamic Account Ranges

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

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

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

namic Range (311111 SOA Income Statement
ynamic Range (B14114)
YNAMIC Range . Company 504
Year 2007
Curr Code USD Period Period Period Total

1 P 3 Quarter 1
Actual Actual Actual Actual

18264548.59 17742240 27427664 53434453
Account is required 18264548.59 17742240 27427664

d 3 9 5451111
Arcount is reguired 89632434 -233199 5481111 1209235

Cost of Go

17368224.25

B11134 SOA Income Statement

i

B37154)

B591590;) Company SOA

BO3I100) Year 2007
Curr Code USD

Dynamic Range
Cynamic Range
Dynamic Range
Cynamic Range

Actual Actual Actual

18264548.59 1774

4000-00-00- Sales 15804491 26827 24561 2084371
4000-00-00- Sales-ME 43204 0 22169.37 653463.37
4000-00-00- Sales-5vw 0 16889531 2465772 4154723
4100-10-00- Revenue Hardware 17489834.5 17121304 25704682 51315820
4100-10-00- Revenue - Hardware 286479 148705 156250 591434
4100-10-00- Revenue - Hardware 25600 gaon 15250 49750
4100-10-00- Revenue - Hardware 19450 7300 13000 39750
4100-10-00- Revenue - Hardware 106830 172050 150800 429800
4100-20-00- Revenue - 15400 nl22 1400 224922

Software

There are 3 ways you could set up the Dynamic Ranges in the active sheet:
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e Using the Set Up Button on the Tools tab in the Task Pane.

e Typing the Dynamic Range into the active sheet.

e Using the Excel Functions option.

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

Learn More:

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

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

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

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

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

use.
A B C D F F
1 SAMINC Income Statement
2
3 Company  SAMINC
4 Year 019
5

SAMINC Income Statement

Company  SAMIMNC
Year 2019
Currency  LISD

O == O oun e ) R

Period Period Period Period Taotal
1 2 3 1 Quarter 1
Actual Actual Actual Actual Actual

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

A # [- [ [ £ & H
SAMING ncome Statament

FRARE LS
Company bbb I.ists
T £

D

R i e

AT SRR

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

A B C D E F G H I J K
1 SAMINC Income Statement
Z
3 Company  S&MINC
4 Year 2019
3 Currency  USD
f Period Period Period Period Total
7 1 p 3 4 Quarter1
8 Actual Actual Actual Actual Actual
]
10 Revenue
11
12

Cost of Sales

6. Create Subtotal rows if required.

) B C D E F G H I J K
1 SAMINC Income Statement
2
3 Company SAMING
4 Year 2014
5 Currency USD
6 Pericd Period Period Period Total
7 1 2z ES 4 Quarterl
& Actusl Actial Actiel Actual Actual
]
10
11

Gro== Profit

Chthar Rave rus

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

A E C C E F G H 4

1 SAMINC Income Statement

2

3 Company  SANMINC

4 Year 2019

5 Currency  USD

] Period Period Period
7 1 2 3

8 Actual Actual Actual
9

10 15 Revenue

11

12

13 Cost of Sales

14

15

]:Ev‘L Gross Profit

A B C (] E F G H 1 J K
SAMINC Income Statement

Compary  SAMING
Year 1019
Currency USD
Period Period Period Period Total
1 2 3 4 Cuarter 1
Actual Actual Adtual Actual Actual

W e S I g ka2

Revenus

==
L=}

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

F10 | £ | =SUM{F1O:F10)

A B C o]
SAMINC Income State

Company SAMINC
Year 2019
Currency  USD
Period Period Period Period
1 b 3 4
Actual Actual Actual Actual

Revenue ] 1] 0 ]

T W TN YN YT rTrrrvrwrywrwrv¥y

L= I Y N A

.y
(=]
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10. Now we're going to add the template row where our accounts are going to be listed.
We need to add this row so Sage Intelligence Reporting knows what details we want
to see for each account. Click cell C10 and add the Account Description formula.

Tip: The Account Description formula is a new formula found under Formulas in

the Task Pane.

11. Edit the formula to connect to the correct formula arguments. Cell B10 is where our
account number will be listed.

Function &rgurments @
GlAccountDescription300

Company | $C$3] Fe| = SAMINCT

Account |$Blu e = 0

= “Accountis required”
Returns the account description for a specified account related to the company.

Company The Company Code retrieved from the GL.

Formula result = Account is required

Help an this function I QK I[ Cancel

12. In cell D10 add the Structure Code formula.

Tip: The Structure Code formula is a new formula found under Formulas in the

Task Pane.

13. Edit the formula to connect to the correct formula arguments. Cell B10 is where our
account number will be listed

Function Arguiments Iilﬂ

GLEtructureCode300

Company | $C33] "SANINC"

=10

Pl |t

Account |$|31|:|

= “Accountis required”
Returns the structure code for a specified account related to the company.

Company The Company Code retrieved from the GL.

Farmula result = Account is required

Help on this function I 0] 4 I[ Cancel ]

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

the topic Using Relative or Absolute Cell Referencing.
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14. Copy the formula to the other rows requiring the same change. Don't worry about the
Account is required error. This will be resolved when the account rows are
populated.

SAMINC Income Statement

Company SANINCG
Year 2019
Currency  USD

o TN, . b b bbb

Account is required Account is required

iAA

FY

Account is required Account is required

|

Account is required Account is required 4

Account is required Account is required

|

15. Drag and Drop the Actual formula onto your spreadsheet in the first row under the
first period.

»

b v X
E ment FINANCIALS ® "
»

»

b formulas

»

» Period Period Period Period Total

: 1 2 3 4 Quarter 1 Opening Balance

4 Actual Actual Actual Actual Actual i

: Closing Balance

0.00

0,00

0,00 ape
0,00 Actual YTD
0,00 0,00 0,00 Budget

Budget YTD

Current Year

Il

Current Period
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16. Change the Actual formula to link to the correct Account, Year, Period, Company
and Account Type. You can do this by clicking the fx button and making the changes.

Fid - oW eOLACtualEMSETL A0S S0, P
~ -] c ) E F G

E =
1 SAMINC Income Statement Liwﬁ
<
3 Company  Santne T S e
4 e e Acoownt §B3Y E. - b
H Curancy  USD 053 l u TR E
r: " L 54 [ = o
g H -1
-9 ) E B L
10 o
1] ol B - “mecenn s .
12 DahinceTyon -
EF ™ Cumeeede 3555 B - e
14 Lumenaps = - u
15 Empertfreeting = - =
14 Giress Profi AN
17 Boetums thie SO 10 040t ptaenl iedger paus Weownt.
ASDEES T ROCIoN SO TP vk Beben) BOTDTL &4 BECEAIN RFL SRt
T the geneerel M dgar.
Farvels rassft = 0
| Bl o0 8 Stien Lo ]l o |

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

Tip: Some data may be stored as a negative number which causes your reports to

reflect data incorrectly. Add a - (minus) to the beginning of the formula name to
correct this. Drag the fill handle down to copy the formula to other rows requiring the
same change.

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

18. Now that you have set up your template row, your report template is ready for you to
set up your dynamic account ranges. Before you continue, save your workbook in
case you have made a mistake and have to revert back to the template to make a
change.

Learn More:

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

Refreshing Dynamic Account Ranges

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

If you've previously created a layout, there are some changes you'll need to make before
you can set up dynamic ranges.

You'll need to ensure:
e The Account Description formula is used.

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

As an example, let's work with the Income Statement layout in the Demonstration
Financial Report Designer report which is provided for you.

1. Runthe Demonstration Financial Report Designer report.

2. Select the Income Statement report.

=] = Demenstration Financial Report Designer 1-01 - Excel ? H - O %X
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS  BlTools Signin
Al i Fe v
A B C D E F G H 1 1 K[«
1 - x
., @SOA Income Statement ANANCIALS
3 .
4 Current Period: 1 lists
5 Company: 504
6 Currency: usD
7
SOA
3 2008 2007
9 Current Month  Year to Date Current Month  Year to Date AcEsinite
10
I+ 11 Revenue 23792957 23792957 13264 549 18264 549 Natural Accounts
64
I+ 65 Cost of Goods Sokt 20828 171 20828171 895 324 896324 Account Groups
133
134 Gross ProfitiLoss) 2964786 2964786 17 368 224 17 368 224 Account Category
135
1+ 136 Other Income & Expense 806796 806 796 7827 7827 Account Types
176
177 Total Income 3771581 3771581 17 360 397 17 360 397 Account Structure
178
|+ 179 Operating Expenses 1505233 1505233 86125 86125 Account Segments
234
35 Net Profiti{Loss) 2266349 2266 349 17 274 272 17274 272 Budgets
236
237 Currency
38
238
240 -
3 Home Instructions Balance Sheet | Income Statement | Trial Balance ... (¥ El v

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

4. Repeat for the Cost of Goods Sold, Other Income and Expense and Operating
Expenses headings.
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A B G D| E | E G H 1 J K L oA
i ¥
'
b
. @SOA Income Statement ‘
,
= ¢
4 Current Period: 1 ¢
5 Company: SO :
6 Currency: uso M
7 4
3 2008 2007 VENEL
urrent Month Year to Date Current Month  Year to Date rrent Month
10 4
11 Revenue 56 602 56 602 158 049 158 049 101447 ¢
12 '4000-00-00-00 Sales 56 602 56 602 158 049 158 049 101 447
13
P
14 Cost of Goods Sold 108 304 109 304 99 421 99 421 93883
15 '4500-00-00-00 COGS. 109 304 109 304 99 421 99 421 9883 ;
16
17 Gross Profiti(Loss) -52702 -52702 58628 58 628 -1 m:
18
.
|-l 19 Other Income & Expense: 0 0 0 0 0,
|_ - 20 T7830-00-00-00 Prof Sves-Corp-Corp-Corp 0 0 0 0 [
2 <
22 Total Income -52702 -52702 58 628 58 628 1113304
23 4
-1 24 Operating Expenses 0 0 0 0 Df
L. =5 ZEB0-00-00-00 Transier Exp-LOrp-COrp-Gorp (] (] 1] (] 7}
26 v
27 Net Profit/{Loss) 62702 52702 58628 58 628 11330 ¢
28 4
PP EA PP PP PP PPPIPP PP ry

5. In the description column, drag the Account Description formula into the cell.

A B C 1] 13 F G H 1 ] K L M =]
. @SOA Income Statement FINANCIALS @
3
4 Currnt Pericd: ! formulas
5 Comparny: S04
5 Cumency: o
7

" 008

9 ent Month  Year Current Month  Year to Date

-l 1 Revenus 158048 158 048 101 447
L- a3 4000-00-20-00 158 42 158 048 101 447
13
Il 14 Cost of Gooss Soia 109 304 109 304 9421 waz EL] Budget
L 15 4500-00-00-00 OGS e o IO
16 Budget YD
17 Gross ProfitiLoss)
18
1=l 18 Otner inceme & Expenss
L- 2 7630-00-00-00 Prof Sves-Com-Com-Com
2
2 Tousl ncome
a
=l 2 Dperatng Exporses
L. i 4660.00.00.00 Teanntee Exp.Corp-Corp. Corp
b
b/l Nt ProfitiLoss)
b
Fo ]
]

R R R R P R R P P P R P P R PP P P P T T R PP PP PRy

6. Edit the formula to reference the correct account.

112 A B C D] E | F G H 1] J K L Me
1 £
‘
M
, (@ SOA Income Statement ‘
3 -
’
4 Current Period: 1 v
5 Company: SOA ;
6 Currency: usp %
7 4
g
9 Current|
GlAccountDescription500
10 ) e
0 ovome conary [sox [ - sox ‘
= = e
g] HOOEOEORON W Account | 5C12| [B%] = -2000-00-00-00" "
14 Cost of Goods Sold = o 4
15 4500-00-00-00 CoGS
16 Returns the account description for a specified account related to the company. :
g Greas:Profit{Loas) Account The account code from the main accounts or accounts list retrieved from :
the GL.
|-l 19 Other Income & Expense I
L- 20 7830-00-00-00 Prof Sves-Corp-Corp-Corp :
21
77 Total Income Formula result = Sales :
23 e
= 24 Operating Expenses Help on this function e
- 25 4660-00-00-00 Transfer Exp-Corp-Corp-Corp |
Pl bbb P PP PP TP PP PP PP PP PP PP PP PP P PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PRI P PP PP PP PP IT
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7. Copy the formula to the other account description cells.

1l | ’
[=] 11} Revenue ’
' 12| 4000-00-00-00 Eales ______—ommmmmm e
13| Y
= 14| Cost of Goods Sold ol
L- 15] 4500-00-00-00 [ cocs L
16 | i
17 | Gross Profit'(Loss) Pl
18 | y
=] 19 Other Income & Expense ’
| 20| 7830-00-00-00 I Prof Swcs-Corp-Corp-Corp :
21
i Total Income ;
23| ¢
[=] 24 Operating Expenses
L - 25] 4B60-00-00-00 |Transfer Exp-Corp-Corp-Corp i
26 | .
27 | Net Profit|Loss) $
bt Pt PR P P P P P P P P P P P P P PP P PP P PP PP PP IFy

8. Create a new worksheet.

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

A B C D E F G H I J K L[] g
1 |company ocountTylAccount'Iy e Description
2 |soa 5 FINANCIALS
3 |soA .
2| lists
5 |soa
6 [soA Inventol
Y SOA
7 [soa Prepaid Exjenses
8 [soA 151 Fixed Assefls " .
Accounts
9 |soA 25 Current Liapilities
10(soa 6 Long Term [iabilities Natural Accounts
11|s0A B kholdels" Equity Account Groups
12 [soa 28 ined Ejrnings | Account Category
13 |soA 29 Net Sales
Account Types
14 |soA 30 Cost of Gocfds Sold
15|soa 34 Operating ffxpense Account Structure
16 |soA 31 Other Incothe and Expense Account Segments
17 Budgets
18
19 Currency
LTI VPPV PP PPV YIS P PP PO P P P PP S S PP P P Y P Y PP

10. Add the relevant account types to the headings.

10| ’
=l 11 ERwenue :
L 1z 4000-00-00-00 Sales i
13| ¢
[=] 14 Cost of Goods Sold ¢
L 15 | 4500-00-00-00 COGS ’
16 | ’
17 | Gross Profitl(Loss) :
18 |
=l 19 Dther Income & Expense :
L- 20| 7&30-00-00-00 Prof Svcs-Corp-Corp-Corp #
21 | ¢
22 | Total Income ’
23| ¢
[=] 24 EOperating Expenses :
L- 25 4660-00-00-00 Transfer Exp-Corp-Corp-Corp
26 | ¢
27 | Net Profit/(Loss) s
28 | s
;g | 4
PP P FL PP P PP PP PP PP PP PP PP PP PLE S
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11. Edit the formulas to also refer to the correct account type code.

L
4 Current Period: 1 Function Arguments [T @
5 Company: SOA %
GLActual500 ¢
B Currency: uso be
7 Type B - ill3
: I  AccountCategoryCode | = ?
i ¢
9 Current Month AccountGroupCode | .as = = ¢
e o3
10 AccountTypeCode | 5B511] = 4
- 1l [ ss 602 B il
L - [1z] 4000-00-00-00 Sales [S4__5B511,5056)
B 3 = 5660202 ‘);
1=l 14 30 Costof Goods Sold 109 304
Returns th ith to dat I ledger actual t. ¢
T it coss 100504 eturns the month to date general ledger actual amoun! s
16 Account The account code from the main accounts or accounts list retrieved 4
17 Gross Profiti{Loss) -52702 from the GL. i
18
- 19 31 Other Income & Expense ] j
|_ - 2 7830-00-00-00 Prof Sves-Corp-Corp-Corp 0 ?
n Formula result = 56 602 51
2 Total Income 52702 4
= 24 34, Operating Expenses 0 rd
PIPPLPPPIPIIFIIIPILP PP PP I IPIILPIPIPIPLPIPIPIPII PP PP PP IPIPIPPIPIPIPPPPIPIPPPPIPIPIPPIPIPIIP PG

12. Ensure all of the formulas in the sheet have been edited to include the account type
code.
F20 - fe || =1*GLActual500{$C20,5D35,5F$8,5D34,,,,5B519,,5D56) :
¢
A B C D E F G H 1 J K ¢
1. 4
¢
]
5 SOA Income Statement S
3 4
¢
4 Current Period: 1 ¢
5 Company: S04 :
G Currency: )
7 ¢
g 2008 2007
9 Current Month ~ Year to Date Current Month  Year to Date
10 %
=l 11 29 Revenue 56 602 56 602 158 049 158048 ¢
L. 12 4000-00-00-00 | Wt TEE0Z 158 045 158 045 :
13
-l 14 30 109 304 109 304 95 421 59 421 :
L. 15 4500-00- coes 100 204 50421 p
16 ¢
17 Profiti{Loss) 52702 52702 58628 58628 o
18 ¢
|-l 19 31" Other Income & Expense 0 1] 0 0 k4
L - 20] 7830-00-00-00 Prof Sves-Corp-Corp-Corp | 01 il [ 0] :
pa
2 Total Income 52702 -52702 58628 58 628 :
3 r
=] 24 34 Operating Expenses 0 0 0 0 ’
L. 25 4660-00-00-00 Transfer Exp-Corp-Corp-Corp [ il il ] 1
2% ¢
z Net Profiti{Loss) 52702 52702 58628 58628 :
0ll)&llllllllllllll'lfllllIIIIIIIIIIIIIIIIIIIIIIIJlllllllll'lllllf’lllfllI

13. Save your worksheet.

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

[4
AB - I =GLDynamicRange500(5BS180:5M5233,5C:5C,,0) ¢
[4
1]z A B & D E F b
1 |Dynamic Range (B12:M63) b
L4
2 loynamicange sy (@ SOA Income Statement ‘
3 y
4 |Dynamic Range (B137:M175) Current Period: 1 :
5 Company: SOA P
6 |Dynamic Range (B180:M233) | Currency: uso s
?' L

a 2008

9 Current Month

L Al ol S O S S S S S P S S S S S S S S S
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15. Remember to save the template before refreshing the dynamic account ranges in
case you need to make a change.

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

Learn More:

Setting Up Dynamic Account Ranges using the Set Up Option

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

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

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

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

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

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

1. Onthe tools tab on the Task Pane, select the Set Up option under Dynamic

Ranges.
- %
FINANCIALS @
tools

Missing Accounts

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

View

Dynamic Account Ranges

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

TS,

Set Up

Refresh
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2. The Dynamic Ranges window will appear. Click the first ellipses to select the range
of cells in Excel that contain your template row. This will be the row that the dynamic
ranges will use to copy the formulas and parameters to the other rows that are added
to the layout.

FINANCIALS @
(© Dynamic Ranges

Select the range of cells in Excel

waorksheet that contain your
template row

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

| s

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

|5

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

[ Exclude Zero Raws

Mext

Example below:

SAMINC Income Statement

Company SaminNC

Year 2019 Select Range [
Currency USD Please select a range
Period Period Period 4 =351k

1 2 3
Actual Actual Actual

Revenue -9457661.65 -1809.68 -2684366.18 -1606330.27 -13750167.78

Account is required Account is required -4.43833E-10 1.13687E-12 8.87667E-10  3.0559E-10

3. Absolute cell references will automatically be added for you. Click OK.
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4. Now click the second ellipses to select the column in the Excel worksheet that will
populate with your updated list of accounts.

- X

FINANCIALS @
(© Dynamic Ranges

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

SES10:3J810 | Fs

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

o

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

E

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

Mext

5. Example below:

SAMINC Income Statement

ICompany  SAMINC

|

IVEE!I’ 2011 Select Range @
ICurrenc\; JsD Flease select a range

| =1B:56|

i [ o ]’ Cancel l

-9457661.
-4, 42833E-:

2963093.

-12420760.:

-425539.2

W e e i e
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6. Click the third ellipses to select the cell in the Excel worksheet that contains the
Account rule. If you have created the layout at a higher level than account level, the
Account rule is not mandatory.

v X

FHRNNNY
=
s
*

FINANCIALS @

I

(© Dynamic Ranges

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

SCsa:5l58 5

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

fesc =

[ Selecting an Account Rule is only mandatory

when creating a Dynamic Range at GL Account Level, /

| |23

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

A e b

[ Exclude Zero Rows

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

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

1
1 ISAMI NC Income Statement 1
2 :
3 Company  S&MIMNC b
4 vear 2019 Select Range :
3 Currency  USD Please select a range 4
6 =$451 Period
! [ ok ] 2
8 Actual

=

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

Lhpamic Bange (B11ET1LE SAMINC Income Statement

Chymamic Range (B14:K14)

Cynamic Range (B19:K19) |Company  Samme
Yaar 2015

Currency  USD

Period Period Period Tolal
2 £ 4 Dpuarter 1
Artual Aatual Actual Aurtual

Rewenue ST 66165 1809.68 -2684366.18 160633027 1375016778

B I I 12 5 e B O W1 b 1 0S8 1F-100

FHI09E, 72
-8, 4FBIIE-10

6.3

L13ERTE-12

TIH343.83
BATEETE-10

BREENG.04

3.0555€-10 T7.505£1E-10

S g e 1 “PAB0AL  -FA0ETI0L  ERD4E36.31

42553097

« 4833610

205203.008
1.1388TE-12 B.ATEETE-10

21555060 4639204

T.50%51E-10

Accaount is required Account i3 required 3.0552€:10

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

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

v X

FINANCIALS ®

tools

Missing Accounts

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

View

Dynamic Account Ranges

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

Setup

\ Refresh

Intelligence Reporting Page 148 of 220



13. All of the general ledger accounts will be refreshed and available in your report.

A B C o E F G H I ) K
1 |Dynamic Range B811K29) SAMINC Income Statement
2 |Cwnamic Range (B32K4%)
3 |Dynamic Range B85441M) Company  SanING
4 VA 009
3 Currency  WsD
f Perind Parad Period Period ot
? 1 2 1 Cuarty]
a Agtual Acisal Aatual wrtua tu
9
1 % Revenue SR TRAL &5 REL L B 160633027
11 Sals TBEYSAE.14 0 191467554  THET45.67
1l - Sales B35 33 0 ITHAZZE  394193.TH
13 - Sales ITIMELAR 0 134880472 19404435
14 Sales, acceisones S 56 1009.68 2695399 FLECE R
15 - Sales, accassorias 535037 1809.68 1205646 L1659.78
16 A010-100-10 4l &, ALossLoras REGION Tara0a 195. 78 56633 ITET.25
17 4010-100- 31 Sales, accessorias HEGION 1S TS 0 524175 5432.75
18 4010-100-3 fales, aicessonias REGION 1 145596 1544.7
15 4010-100-4 Sales, acoessories HEGION 1613.9 179242 1865.54
20 4010-300  Sales, srcassorias ACCDN 1 1455748 1570354
21 4010-300-10 Sal e, acoessories AEGISM k. A5TLER

Learn More:

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

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

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

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

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

Using the Excel Functions (Fx) option

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

A2 M

INC Income Statement

Company  SAMINC
Year 2013
Currency  USD

el e e e e e e e e e e e e e

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

3. Select a category. For example Report Designer Add-In Sage 300, depending on
your Sage Intelligence integration.
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4. Select a function from the list. GLDynamicRange300.

Insert Function @

Search far a function:

Type a brief description of what you want to do and then Go
click Go

Or select a categony | Report Designer Add-in Sage 300 |E|

Select a function:

GlCompanyMarme300 ) -
GLlCurrentPeriod300
GLCurrentYeari0o

GLDyhnamicRange300
GLlOpeningBalance300
Gluantity300
GLytructureCade300

A [m |

GLDynamicRange300(DynamicRange, AccountMumberColumn,...)

Automatically refreshes your data and gives the aption to exclude zera
balance rows,

Help on this fundcion o] 4 ][ Cancel

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

Function Arguments | @I P |

GLDynamicRange

DynamicRange =
AccountMumberCalumn £

AccountRule | 5%

ExcludeZeroRows =

= "Dynamic Range Reference require...

Mo help available,

DynamicRange

Formula result = Dynamic Range Reference requiredAccount Column reguired

I Help an this fundion [ QK J [ Cancel

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

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

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

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

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

Typing the Dynamic Range Function into the active sheet

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

a1 - % I=GLD3-'namicHangE3UD(SBSl]:SKSEB,SB:SB..].)I :

4

C O 4

j 4

1 SAMINC Income Statement 1

: :

3 Company  SARMINGC 4

4 Year 2019 :

3 Currency  USD 1
Learn More:

Dynamic Range formula syntax
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Refreshing Dynamic Account Ranges

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

v x

FINANCIALS @

tools

Missing Accounts

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

View

Dynamic Account Ranges

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

Set Up

Refresh

Refresh

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

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

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

Description

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

Syntax

=GLDynamicRange(DynamicRange,AccountNumberColumn,AccountRule,
ExcludeZeroRows)

The GLDynamicRange formula syntax has the following arguments:

What needs to be What is the purpose of the

Filter Need  giied in? filter?

used to reference one or more
general ledger accounts for which
values must be returned. Supports
main accounts, accounts, account
ranges, account wildcards &
account addition/subtraction.

DynamicRange Required the template range

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

filters the general ledger accounts
being referenced to a specific
account number column.

AccountNumberColumn Required

depending on what level
you have set your layout
at. (Level — Account
Optional  Group, Account Type,
Account Category). If
your layout is set up at
an account level then the
Account Rule is required.

filters the general ledger accounts
being referenced to a specific
account rule.

AccountRule

filters the general ledger accounts
being referenced to either display or
not display rows with zero values.

1 = Exclude Zero Rows,

ExcludeZeroRows Optional 0 = Include Zero Rows

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

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

An example of a GLDynamicRange formula could be:
=GLDynamicRange($B10;$C$3;E$6;$C%$2;;;$B$9)

Fii e E ' 1 whLActu 0 51,5050 5054, 50
A B = o E F G
SAMINC Income Statement

1

i

3 Company SANENC t_
4 Year s

5

teroent $H1Y - aer .
Currancy LSO Cowpany 5053 ! o RN Ei
': §os & - y
3 7 e 1
9 b1 E - l5 -
10
::.1 ctount 11 requingd Ao B o %]J : SO if el -
13 S Cuneeide | 05 B - e
14 Account i3 regquined Aot i5 reguined G, E‘ - i
15 Expertireeling E] -
15 ik Prafi = 8
. Bietums tve Fonih 10 G40t greanl Iesger bub el

AATOUN Tt RCEEET DROE oM Tt Bl ROC0WHLE £ ROCEURE L Fetsewed
from i garesl Mdgar.

Farwesls ssit s 1

ik ) e Lo J[ com |
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Troubleshooting Dynamic Account Ranges

XXXX=-XXXX=-XXXX

A B c D E F G H J 4
rFl

: ABA Income Statement :
kll Dynamic Range (B10:110) Company: ABA ﬁ
El Dynamic Range (B13:J59)  R{=EIH 2010 ¢
3 Dynamic Range (B65:195) b
5 Period Period Period Total
6 1 3 4 Quarter 1
7 Actual Actual Actual Actual
8 ¢
9 0,00 0,00 0,00 ™ T
10 ¢
1 4
12 2 Cost of Sales 444 579,89 492067,35 1083024,90 30313221
13 50000-01-000-010-000 COS Desks:Irvine-Main-Steelcase 43 740,21 49 004,32 73 054,63 83 486,67 249 2&5,83)
14 50000-02-001-010-000  COS Desks:Atlanta-Peach Ave.-Steelc 36 905,80 41 347,39 51639,84 70441,88 200 334,914
A3lr s v v v vrerrrr SPPYEL000000 ,COS PasksNew York-Broadwarstesl, , » 5011899, » S150.05, » T3 10580 » /55658 v 1 ,stolﬁ

Why does this happen?

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

Solution

Check the formulas to ensure the Account number, Account Group, Account Type or
Account Category reference is correct.

rd

E10 - X W fo | =GLActual($B10;5C$3;E$6;5C52;;;5B59) e

Ed

A B c D E F G H J - M

K

Ld

| ABAIncome Statement ANA

Pl

2 Company: ABA: ;

3 Year: Function Arguments M

‘ GLActual K
ua

5 Period — :

. -0 :

n AR R AR LAVVLRAAALA LY

12 2 e W hcouniorouecods | e - :

E GLLink is required AccountTypeCode 1 ‘

= *

15 | GrossProfit [ &7500520 N ¢

e Rolupmpeicose | | k

17 4

18 3 Operating Expense = 6750052 it

— - Returns the month to date general ledger actual amount. <+

19 GLLink is required 4

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

21 [ NetProft __________J 67500520 :

v

'23IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII'IIIIIIIIIIIIIIIIIIIIIIIlIIIIIIIIIIIIIIIIIIIIII'J

Intelligence Reporting Page 156 of 220



Your data did not Refresh.

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

Why does this happen?

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

Solution

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

A
1 |Dynamic Range (B12:M12)

Dynamic Range (B15:ML5)

P
]
.
o/
F
P
£
£
.
o/
Dynamic Range [B25:M25) »#
o/

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

rrbrrrrrr s p

In this example, column B to column M is being used. You would need to change the N in
the last dynamic range formula to an M, and then refresh your dynamic account ranges
again.
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Drilling Down on Values

To view the detail of the value being returned by a formula, you can use the Drill Down
option.

1. Select the Intelligence Reporting formula.

2. Right-click and select Drill Down.

Opening Balance Quarter 1 Quarter 2 Quarter 3

3 6 EX

300 462 3| Right Click J5275

102 996.25 102 996.25] .

659 892 54 9892 & Cut
0.00 0|53 Copy

300 000.00 300 000.| { Paste Options:

82 569.89 o569 [

679 856.53 -799 856. Prict SpEtial..
S 0. Insert...
L 0. Delete...
0.00 0. Clear Contents
0.00 ]

Filter ¥

0.00 1]

Sort k
11 931 701.45 14 169 239.

Insert Comment

Format Cells...

Pick From Drop-down List...

Define Mame...

-1 232 265.39 -733073| @&, Hyperlink...

264 963 Drill Down

300 963.54

3. A new worksheet named Drill Balance will be created in the Microsoft Excel
workbook with the account balance details of the data.
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1 Compamrl: Ac-:ount - WM Fiscal Pefiod > m—

2 SAMLTD 1500 Furniture and fixtures 2020 Opening balanc CAD F

3 SAMLTD 1500 Furniture and fixtures nCC 2020 1CAD F

4 SAMLTD 1500 Furniture and fixtures  ACC 2020 2 CAD F

5 SAMLTD 1500 Furniture and fixtures  ACC 2020 3 CAD F

6

7

8

9

10
M 4 » M| MNotes - Babnce Sheet m Categones Income Statement Income Statement (4) . Income Stafi] 4 | |l X
Ready | |

4. To drill down further to GL transaction level, right-click on the cell which contains the
value you want to view more detail on, and select Drill Down again. Another new
worksheet named Drill Transactions will be created with the GL transaction details.

A B
‘mmm Curr,
| 2 SAMLTD 1500 Furniture and fixtures  ACC 2020 Opening balanc CAD F
|3
|4
| 5
6
7
| 8
|9
|10
[ 4 b W[ Notes ~Babnce Sheet .~ Drl Babnce " Categories " Income Statement . Income Statement {4 [ w |
| Ready |

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

-) based on the mathematical context. For example if you drill down on the following
rule 1000 - 3000, the drill down will show you the account balances of all accounts
which match this rule. It will not put a negative sign in front of accounts which match
3000.

Learn More:
Watch the video online:
Drilling Down to Transactions
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Missing Accounts

The Missing Accounts tool allows you to ensure that your Report Designer layouts are
accurate by checking the accounts that exist in the layout and comparing them to the
accounts which exist in your general ledger. This allows you to view which accounts are
missing and then to decide if you'd like to add them to any of your report layouts.

Tip: We recommend that you regularly run the Missing Accounts option on each of your

financial statements to view any new General Ledger accounts which have not been
included in your reports.

The option to view missing accounts is available from the Task Pane in Microsoft Excel
under the Tools tab.

Viewing Missing Accounts for the Current Layout

1. To view missing accounts from your current layout, from the current worksheet that is
displayed in Microsoft Excel, select the Tools tab from the Task Pane in Microsoft
Excel.

2. Select View, Current Sheet.

FIMAMNCIALS

tools

Missing Accounts

all Sheets
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If there are no missing accounts a notification message will indicate that there are no
accounts missing from your current worksheet that exist in your general ledger.

FINAMCIALS

tools

Missing Accounts

Missing Accounts

Hooray! You have no missing accounts.

If there are accounts missing from your current worksheet, a Missing Accounts
worksheet will be generated in the Microsoft Excel workbook to display the accounts
that are missing from your current worksheet. Don't panic! Odds are you will always
have missing accounts because if you're checking the Income Statement, all of your
Balance Sheet accounts will be missing, and vice versa.

3. Inthe same workbook, click on the Missing Accounts worksheet. A list of accounts
which exist in the general ledger but are not being used in the formulas you selected,
will be listed.

Note: This worksheet is updated each time the Missing Accounts option is run.

Always select your formulas and click the Missing Accounts View option before
viewing the Missing Accounts worksheet.

4. Copy any missing accounts which you'd like to be included in your report, and insert
them under the correct heading in your financial statement.
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Viewing Missing Accounts for All Layouts

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

2. Select View, All Sheets.

X
FIMAMNCIALS
tools
Missing Accounts View

Current Shaat

If there are no Missing accounts a Task Pane notification message will indicate that
there are no accounts missing from your current sheet that exist in your general
ledger.

If there are accounts missing from your current sheet a Missing Accounts
worksheet will be generated in the Microsoft Excel workbook to display the accounts
that are missing from each layout. Don't panic! Odds are you will always have
missing accounts because for the Income Statements, all of your Balance Sheets
accounts will be missing, and vice versa.

3. Inthe same workbook, click on the Missing Accounts worksheet. A list of accounts
which exist in the general ledger but are not being used in the formulas you selected,
will be listed.

Note: This worksheet is updated each time the Missing Accounts option is run.

Always select your formulas and click the Missing Accounts View option before
viewing the Missing Accounts worksheet.

4. Copy any missing accounts which you'd like to be included in your report, and insert
them under the correct heading in your financial statement.
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Copying Reports

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

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

2019
Current Month Year to Date Current Month Year 1

1995 180.78 5555 4 Insert... 33.29 T
374 643.03 9651 G pelete 30.63
3493 288.66 1146 0 Rename .25

0.00 Move or Copy... 0.00
0.00 I Wiew Code 0.00
193 599.45 564 1 @y protectsheet.. D472
0.00 Tab Color » | 0.00
0.00 Hide 12.99
0.00 Wit 0.00
0.00]| Right Click 0.00
Select All Sheets L

" Drill Balance(1) qfﬂtiafgguries %ﬂﬂmé mmnwmﬁtément NE

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

ur{:dp}r

Move selected sheets
To book:

(Report Designer Add-In S3005QL DEMO 1-01.xlsx EI

Before sheet:

Motes "
Balance Sheet
Crill Balance

Drill Balance(1)
Categories
Income Statement

Income Statement (4)

Income Statement (3) i

%reateampy
Lok J[ ol |
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3. Select OK. Make any changes you require in the copied worksheet.

4. Save your report for future use.

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

£11 «(*  f| =GlActualYTD300(SA11,SD$3,$DS7,5DS2,,,5C11,,$DS4,5055) :
[z A B ' D [ E G G H
1 SAMLTD Income Statement
2 Current Period: 3
. 3 Company: SAMLTD
4 Currency: CAD
' 5 Currency Type: F
57 2020 2019
. E Current Month Year to Date Current Month Year To Date
= |10 Revenue 1995 180.78 5 555 469 58 2 943 183.29 7 982 149.503
' i-ﬂlﬂﬂ Sales 374 843.03 965 19554 38T 490,83 1 387 713.37] :
. 12 4000-100 Sales 393 288.66 1 146 082.08 381 574.25 1 005 837 S‘B“:
13 4000-100-10 Sales 0.00 0.00 0.00 0.00%
14 4000-100-20 Sales 0.00 0.00 0.00 0.0 :
' 15 (4000-200  Sales 193 599.45 564 167.95 1348 804.72 1722013 14~:
- | 16 14000-200-10 Sales 0.00 0.00 0.00 0.00 :
| 17 4000-200-20 Sales 0.00 0.00 50 512.99 1447 331.66] :
| 18 |4010 Sales, accessories 0.00 0.00 0.00 0 U'J‘:
| 19 4010-100  Sales, accessories 0.00 0.00 0.00 0.004%
20 4010-100-10 Sales. accessones 7 664.59 16 920.06 355448 11 267.954 :
A | 21 4010-100-20 Sales, accessories 16 845.00 33 33742 K 295 61 18 008.57, :
22 4010-100-30 Sales, accessories 1978.78 5 508.38 177287 5 800.84, :
23 -100-10-13Ies. acc*ses ' 75 6304 $9 :_1.3 BOS. 75 :
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Protecting the Worksheet when Distributing Reports

You can use worksheet protection to prevent changes to the worksheet.

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

Unlocking cells or ranges

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

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

3. Onthe Protection tab, uncheck the Locked box.

“Format Cells Co s

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

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

4. Click OK.

Hiding formulas

To hide any formulas that you do not want to be visible, do the following:
1. Inthe worksheet, select the cells that contain the formulas that you want to hide.
2. Onthe Home tab, in the Cells group, click Format, and then click Format Cells.
3. Onthe Protection tab, check the Hidden box.
4. Click OK.

Intelligence Reporting Page 165 of 220



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

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

UNCHECK THIS TO PREVENT USERS FROM

Moving the pointer to cells for which the Locked box is checked on
Select locked cells the 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
Format columns column width or hiding columns (Home tab, in the Cells group,
Format button).

Using any of the row formatting commands, including changing row

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

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

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

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

Using any commands to sort data (Data tab, Sort & Filter group).
Sort Note: You 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
Use AutoFilter AutoFilters are applied. Note: You can't apply or remove
AutoFilters on a protected worksheet, regardless of this setting.

Formatting, changing the layout, refreshing, or otherwise modifying

Use PivotTable reports PivotTable reports, or creating new reports.

Doing any of the following:

Edit objects 1. Making changes to graphic objects including maps,
embedded charts, shapes, text boxes, and controls that
you did not unlock before you protected the worksheet. For
example, if a worksheet has a button that runs a macro,
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UNCHECK THIS TO PREVENT USERS FROM

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

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

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

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

Removing protection from a worksheet

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

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

protected.

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

The benefits of applying a best practice standard are:

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

easier.

Clarity - spreadsheets are clear and structured, reading like a book, navigating like a

website. This makes them easier to share and audit.

Efficiency - spreadsheets use efficient formula structures. They will be easier to use

and share, saving time at key points in critical processes.

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

re-work.

We recommend that you ...

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.

Use account ranges in your reports to ensure new accounts being added to the

general ledger are included in your reports.

Use Conditional formatting - with proper visual design, you will be able to discern

‘good' or 'bad' values in seconds.

Review View Add-Ins ElTools

m Home | Inset  Pagelayout  Formulas  Data

&

) Calibri - |11 g

A A == - S Wrap Text General

F'l_v
aste v
te. o | BT O

h-A- EET EE Evegeacenters -4 o | 49858

3 | Conditional | Format

_—‘LL Highlight Cells Rules *

A B G D E F B
, Top/Bottom Rules
1 Company ABC — 1
2 |Year 2010 =
3 E Data Bars
a l ABC Company Income Statement =
5 Period Period Period Pe |G i Color Scales
6 1 2 3 =
7 SALES ‘;_] Jcon Sets
8 400 Distribution sales (history) 378085.87 351619.87  369200.87 3¢
9 425 Returns & allowances 5301.53 4930.42 5176.94 G | MewRule..
10 $383 387.40 $356550.29 $374377.81 $36 - ClearRules
11 COST OF SALES 5] Manage Bules...
12 450 Purchases 154607.42  157689.07  163824.63  156375.49
$154 607.42 $157 689.07 $163 824.63
Al B B B B BB BB BB BB B BB BB B o B

$156 375.49

M E

Formatting = jas Table = Styles =

i

|
[n]

T B [

o

PV VY VT TV VYV TT POV ER PR wY Freee

Insert Delete Format

H

Greater Than...

|
v

L

Less Than...
Between...

Equal To...

Text that Contains...

EM

_J_Jﬂ A Date Occurring...

=
| Duplicate Values...

More Rules..

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

Use a consistent naming strategy with versions, and save often. If you are working

on updating the 4th version of your income statement spreadsheet, name and save
the workbook as Income Statement 5.0 before your start making your changes. If

something goes terribly wrong, you can always revert to the old version.
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e Set Freeze Panes in Microsoft Excel so you can easily scroll around the worksheet
without losing view of report headings etc.

| View | Add-Ins Bl Toaols
' iﬂ @ E% =] split [0 View Side by Side

T Hide _\_'I: Synchronous Scrolling

mo 100%  Zoomto Mew  Arrange| Freeze
Selection | Window Al IPanes =] Unhide ' {4 Reset Window Position |y

Zoom | : Unfreeze Panes
E% Unlock all rows and columns to scroll

through the entire worksheet.
0 | E F | E% Freeze Top Row

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

- Freeze First Column
E% Keep the first column visible while scrolling
through the rest of the worksheet,
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Reporting Trees

What are Reporting Trees?

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

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

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

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

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

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

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

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

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

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

Parent Reporting Unit Worldwide
(Summary unit) Enterprisesinc.

Parent ReportingUnit to Sales andService Department. New York Chicago

Child of New York
andParenttothe

New York Sales New York Service Chicago Sales Chicago Service

Retail and Wholessle
Sales Departments

Wholesale
Sales E Studio
Department

Wholesale
Sales F Studio
Department

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

If you create several different Reporting Trees, you can print a series of financial statements
each month that analyze and present your entity's operations in various ways.

Parent ReportingUnit Summanjufali
{Summary unit) Units

Parent Reporting Unit to

Retailand Wholesale Sales Sales Department Service Department

Child of SalesDept

5 Flli=T Retail Sales Sl Em Lab Service Studio Service
York and Chicago Department Department

Retail Sales Dept

New York 1 Chicago New York Chicago
e Retail Sales Retail Sales Wholesale Wholesale
Det=ilo) Department = Department Sales Dept Sales Dept

Child Reporting Unit New York Chicago Lab New York Chicago

Lab Service Service Studio Studio

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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Using Account Filter Rules in Reporting Trees

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 | § | 2000 100

Natural Segment Identifying Segment

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

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

Example below:

Large International Corporation

=g
E g
oo
5

4=
o BS
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An extra digit may even be added to further identify a segment :

Large International Corporation

The following account delimiters are supported in Intelligence Reporting:

- (Dash)
[/ (Slash)

\  (Backslash)

(Full stop)

#  (Number sign)
% (Percentage)

A (Caret)

& (Ampersand)

(Colon)

< (Greater than)

> (Lessthan)
*  (Asterisk

Intelligence Reporting

Division

Department
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Using Ranges in Account Filter Rules

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

Alpha characters are also supported in an account range.

Note: You must use a space before and after TO or OR in order to ensure clear
distinction.

Function Description SENTIE

Used to list a range of accounts. The
range will consist of two accounts where

you want to retrieve data for those two 1100-1???-100? TO 1100-8???-100
TO accounts and every value between those  will return all data with a segment range

two. This is indicated by using TO from 1100-1000-100 to 1100-8999-100.

between your start and end value of your

range.

Used to describe multiple segments. The

range will consist of any accounts where ~ 1100-2000-100 OR 1100-2000-200
you want to retrieve data for those will return all data with a segment of either
accounts matching the specified list. This ~ 1100-2000-100 or a segment range of

is indicated by using OR between your 1100-2000-200

account list.

OR

Using Wildcards in Reporting Tree Account Filter Rules
Wildcards can be used to group the list of accounts to return in your Sage Intelligence
Reporting Trees, without specifically naming each account.

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

The following wildcards are available:

Character | Function Example

1100-2??7?-100
will return all data with a segment range between
1100-2000-100 to 1100-2999-100.

? Question A placeholder for a single
Mark character in a segment.

A placeholder for one or
more characters atthe end. 440 5490

will return all data with a segment range between
Note: The astensk can 1100-2000-0 to 1100'2000'999, a.SSUming a three
digit last segment.

*  Asterisk

only be used at the end.
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Working with Reporting Trees

Viewing Reporting Trees

Reporting Trees which have already been created will be listed in the Task Pane.

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

b

% v A
4

:_:[mmcms

.

s trees

»

L)

~
L

d

4 @ pemo

5

%

L AR R R R R R R R L LA R R E R L !

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

REPORTING TREE

Demo

©

B samLTo e e e .
= Commercial " Ly
Marthern "’
Southern
Eastern
Western
SRetail MP"T0,
Marthern “
Southern
Eastern
Western

LR i i i b A A i S R S G S g G S S e N Rk

%R R R R R R R R R R WA %R
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Using Reporting Trees in a Layout Generator Report Layout

Note: You can't use Reporting Trees to consolidate companies in the Layout Generator.

You'll need to use the Task Pane to create consolidated report layouts.

Within the same general ledger company, you can use Reporting Trees to report on different
divisions or branches using account segment filters.

Edit Reporting Tree
Reporting Tree Units
B- 5 Demo Company Filter Hame Account Filter Rule
B- T samLD SAMLTD
i Elumur::::.::" e »| commercial | 7100
¥ Southem SAMLTD | Morthem [7777-100-10
X v  [saum =] southern |20
57 Retall SAMLTD _* || Eastern _????.man
: ::;:!m SAMLTD = | westem [777a0040
Y it N e =] Retail |772-200
T wWestern SAMLTD :J_Hul‘th!m | 7717-200-10
SAMLTD ¥ | Southem T7-200-20
: SAMLTD - E.aslem. -????.mac-'
Reporting Tree Unit Preview
Company | AccountMumber | AccountDescription -
P - ety
| SAMLTD | 1020 Bank account, operating
] "SAMLI'D ! 1021 “Bnnt account, American Express
SAMLTD I 1022 Bank account, VISA
-"SAMLI‘D : .16?3 : -Snnkam:unt, M.!“sl:.em!ld
SAMLTD 1025 CCBVisa
SAMILTD 1027 -Eantacmunt, corporate
. "SM"ILI'D : 1030 "amta.:munt. Dac.rmll
T -
C o ) Cone ) Crm )
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1. Tofilter a financial statement to a specific reporting unit, in the Layout Options,
select the Reporting Tree Unit magnifying glass.

[layout options| te
Company Code SAMLTD clear
Fiscal Year 2020 clear
Currency CAD clear
Cumrency Type Functicnal

Structure Code
Budget Set Code

Report ng Trese Unat

[oJo v ooV

Selecting this option may

domen the layout gencratson

o | Show Account Detal

Show Subtotals at Bottom

n
a
-1

BSOS O ORONON %N O OR OROR OY RSN YR YRR

PR R AR A A AT A S S S S S S S A S S

2. Select the Reporting Tree name and click OK.

3. Select the Reporting Tree unit and click OK. Depending on your tree, there may be
several child unit levels you can choose from.

4. When you generate the layout, the Reporting Tree unit will be automatically added to
all of the formulas resulting in data for that specific unit displaying.
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Using Reporting Trees in a Task Pane Report Layout

Within the same general ledger company, you can use Reporting Trees to report on different
divisions or branches using account segment filters.

Edit Reporting Tree
Reporting Tree Units
E- 5 Demo Company Filter Mame | Account Filter Rule -
BT sAamuD SAMLTD -
8- 7 Commercial e
I T Northem _|34mMuD x| Commercial | 1777100
¥ Southern SAMLTD _*| Horthemn | 7777.100-10
¥ !
g SAMLTD | seuthem | 710020
— T Western — L T
=7 Retail ST J| Eastem jee T
: Haorthern SAMLTD =] westem | 7777-10040
Southemn = T
< 7
Y Eastarn =) SAMLTD x| Retail :mm
¥ wWestem SAMLTD | Morthern | 7777-200-10
SAMLTD | southem | r777-200-20
SAMLTD | Eastern | 777720030 -
Reporting Tree Unit Preview
| Company | Accounthumber | ActountDescription B
] 1000 Petty cash
SAMLTD 1020 Bank account, operating
SAMLTD 1021 | Bank account, American Express
_,fw-le 1022 Bank atcount, VISA
| | samLTD 1023 | Bank account, Mastercard
SAMLTD 1025 | CCB Visa
SAMLTD 1027 Bank account, corporate
SAMLTD 1030 Bank account, payroll
| PP ian | PR R G B =

l" C ox ) ( e ) fﬂ_m; )

1. Tofilter a financial statement to a specific reporting unit, add Reporting Unit to the
filters list.

2. Drag and drop a reporting unit onto the report layout.

i =]
[T <a s ¢ e v | [ N
1
REPORTING TREE
. @  SAMLTD Income Statement i
; Demo
3 Current Period: 3
4 Company: SAMLTD
5 Currency: CAD
6 Currency Type: E
7| Reporting Unit: DEMO>SAMLTD > COMMERCIAL il Y Commenti
o -
- -~ Northern
)20 019 |
i? Current Month Year To Date Current Month Y Eastern
;Lf&rUaflmmﬂ—mfaf%?f&'o¢'f;»fa¢f¢'offf&afa»fa;fﬂon¢¢dafazfmﬂ¢afaa;azaﬂ%¢ao¢:f¢¢fﬁf¢a¢o«da;azf&
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3. Edit formulas to include the cell reference in the ReportTreeUnit argument.

.

E13 - X & f | =GlActual300($B13,$E4,5E$9,5E43,, 5013, $ESS, $EG6,SES7) bt 4

v

A B C E F G H <] y

1 - =%

Function Arguments 4

. (@  SAMLTD Income Statement Chcasie :

3 e s 3 = AccountStructureCode | $D13 ] = acc 4

4 Company: SAMLTD BalanceType EE - ‘

e o =l = - ,

5 Currency cAD CumencyCode | SESS | = D ‘

6 Currency Type: F CurrengyType | SES5 = -~ 4

¥ = .

7 Reporting Unit: DEMO>SAMLTD > COMMERCIAL s ReportTreeUnit |BEST ",ﬂ = "DEMO>SAMLF

. P

- .

9 2020 Returns the manth to date general ledger actual amount. 4

}? Cure=nbhionkts LA ReportTreelinit a reporting tree unit in the format : Treena,

-] 12 Revenue 42213278 1218 680 SRRk, Wordwidc E““""’“’"‘“E

1 4000 Sales s6.SES6.SEST) | 0 ‘

14|  4000-100 Sales 393 288 66 1146 0g2| Formula result = 0.00 .

15| 400010010  Sales 0.00 0 bietp an this tuntion [j:
HodaloosdBPV VDo s BP9 v 0222000000700 20 000000000000V Wissrrsreld

4. By dragging in another reporting tree unit into the same cell, the report data is
immediately updated for the new reporting tree unit.

Adding a New Reporting Tree

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

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

FINAMCIALS

frees
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From the Manage Reporting Trees window, you can now Add a new or Edit,
Delete, Rename or Duplicate your existing Reporting Trees.

2. We're going to add a reporting tree. Select Add.

3. Enter a name for your Reporting Tree.

Enter Regoriing Tree Name
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4. In the right pane each reporting unit will need to be added in a separate row with its
relevant account filter rule.

Edit Reporting Tree

Reporting Tree Units
~ & Worldwide Enterprises Company Filter MName Account Filter Rule

Account
Actount Mumber Description

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

Edit Reporting Tree
Reporting Tree Units
o S CompanyFiler  Mame Account Filter Rule Distribution
East Branch i |
' : T 77
© west Branch ABC Distributi East Branch | 01 11'

ABC Distribubi.. ¥ |West Branch | 72702

- |

Reporting Tree Unit Preview Data

| Company Account Number Accaunt Description

& I&s.ﬁ-uz EAI:I:T.‘I receid, - Werz'ﬁ?r\;hn
| ABC Distribution and Sendce Corp. | 115-00-02 E.I-nvtntory- West Warehouse
.ABC Distribution and Sendce Cor'p.. E'WIJ*EILW I Distribution sales - West

| ABC Distribution and Sendice Corp. | 400-02-02 - Service fees - West

'ABC Distribution and Sendce Corp. 400-03-02 : Freight charges - West

_.A.EC Distribution and Sendce Corp. 4EI.ZS-IJEI-EI"* iR!l‘ums 2 allowances - West
ABC Distribution and Sendce Corp, | 450-01-02 | Purchases - West

| ABC Distribution and Service Carp. 4500202 | Freight - west
:.B?I;;_hu;u_n_and-stm-::zurp E¢Sn—ﬂ3—_ll? EW-‘;rlthm.!scrnan p_aymll - West

o ) Came ) (2w )

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

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

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

9. Click Apply to save and continue. Click OK to save and exit.

Learn More:
Watch the video online:
Using Reporting Trees
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Editing Reporting Trees
To edit Reporting Trees, do the following:

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

? M:anage. .Is'xepnr‘t.ir.ﬁg Trees ..
P

Manage Reporting Trees

ad

[ B

Delete

Rename. ..

Dwplicate. ..

Close

2. Make the necessary changes. Click Apply to save and continue. Click OK to save
and exit.
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Deleting a Reporting Tree
To delete Reporting Trees, do the following:

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

2. Select Delete.

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

Edit...

Delete_

Il
|—

Rename. ..

Duplicate. ..

Close

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

-

Delete Reporting Tree |3

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

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

2. Select Rename.

?“Manage Reporting Trees .
e

Manage Reporiing Trees

Add

Edit...

Delete_

I
-

Rename. ..

LY

Duplicate. ..

Close

3. Enter the new name for the reporting tree.

Enter a YWalue [E]
| 4 . |
Enter Mew Reporting Tree Name
Worldwide Enterprises
[ o« J[ cnca )
[ =

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

‘Worldwide Enterprises

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

Enter Mew Reporiing Tree Name

4. Select OK to save.
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Copying Reporting Trees to Other Sage Intelligence Reporting systems

To copy Reporting Trees to other Sage Intelligence Reporting systems, you will need to
locate your metadata repository and copy the required reporting tree files.

Locating the Metadata Repository

1.
2.

Open Report Manager.

Select Home.

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

W o | oon meo

> R g Rename *L = J . b Ip Run Sample
% ' ﬁ’ X Delete = . = W Check/Test
Copy Move Paste Add Add Run  Design Save Excel Create Lock/Minlock
To Folder Report m Refresh Template Shortcut 45 History
Adtions Report
T -
2l Demomstration
¥ | Financial Reports Designer 2-4 [Demo)
[# ] tanagement Pack D-2-4 [Demo)
[+ REL Analysis Dashbosed 24 [Demo)
[+ | kL Dashbosd 22 [Demo)
Sales Cube Report 240 [Dema)
| Sles Detads 21 Deme]
| Stock Re-Order Levels 241 [Dema)

Copying Reporting Trees

1.
2.

Using windows explorer, browse to the location of your metadata repository.
Double-click the ReportTrees folder.
A list of all your Reporting Trees will be displayed. Copy the required reporting tree/s.

=

G@v| L. = SagelntelligenceReporting » MetaData » ReportTress - [#, ” Search ReportTrees })l

Organize »  Include inlibrary v  Sharewith *  Burn  New folder = 0l &

Mame 5 Date modified Type Size
".I ,I\Jbﬁnﬁ T | || Worldwide Enterprises.tre 11/8/2012 1214 PM TRE File 1KB|
[% Documents | Ry S T e uhrdoie e o bl LR

o' Music J
‘mw Pictures
B videos

1 Computer

l 1 item
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Pasting Reporting Trees

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

2. Paste the reporting tree you copied previously into the ReportTrees folder.
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Appendix A

Available Formulas

Opening Balance Formula

This topic describes the formula syntax and usage of the GLOpeningBalance300 formula in
Microsoft Excel. The GLOpeningBalance300 formula is made available in Microsoft Excel
by the Report Designer Add-In.

Description

The GLOpeningBalance300 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

=GLOpeningBalance300(Account,Company,Year,AccountGroupCode,GroupCategoryCode,Account
StructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLOpeningBalance300 formula syntax has the following arguments:

What is the purpose

Filter Need What needs to be filled in? of the filter?

Used to reference one
or more general ledger
accounts for which
values must be
returned. Supports main
accounts, accounts,
account ranges,
account wildcards &
account
addition/subtraction.

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

Filters the general
ledger accounts being
referenced to one or

A company code retrieved from the more specific

general ledger. companies. Supports a
single company code
and comma separated
values

Company Optional

The fiscal year to return data on. A
fiscal year is a length of time that a
Year Required company uses for accounting
purposes. The fiscal year may or may
not be the same as a calendar year.

Filters the general
ledger accounts being
referenced to a specific
fiscal year.

Summarizes all of the
An account group code retrieved from general ledger accounts
the general ledger. which are linked to the

specified account group

AccountGroupCode Optional
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What is the purpose

. i in?
Filter Need What needs to be filled in~ of the filter?

and returns the
summary value.

Summarizes all of the
general ledger accounts
A group category code retrieved from  which are linked to the
the general ledger. specified group category
and returns the
summary value.

GroupCategoryCode  Optional

Identifies the format of
An account structure code retrieved the account numbers
from the general ledger. that are assigned to the

account structure code.

AccountStructureCode Optional

Allows only the credit or
To determine whether only debit debit balances to be
amounts or only credit amounts must  returned for the

BalanceType Optional be retrieved. For example, type Debit accounts which are
or Credit. being referenced by this
formula.
. A currency code retrieved from the Fllters_the currency code
CurrencyCode Optional for which accounts must
general ledger. )
be retrieved.
Determines whether the
CurrencyType Optional A currency type retrieved from the source, functional or
general ledger equivalent amounts
must be retrieved.
Used to achieve
. - ] organizational reporting.
A SO e unin e Tt Ao the accour
ReportTreeUnit Optional example, Worldwide Enterprises>New filter tr.ule tWIth’In on$ c:f a
York>NY Sales>NY Retail Sales reporting tree s units o
be applied to the
formula.
Remarks

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

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

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

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

An example of a GLOpeningBalance300 formula could be:

=GLOpeningBalance300($A14,$D$4,$D$2,,,$C14,,$D$5,$D$6)

SUM ~ " % ¥ fu -GlOpeningBalance300($A14,$D$4,5D52,,,$C14,,5D$5,50$6) | 3
| A | B l D [ »
1 SAMLTD Balance Sheet
2 . Current Year: 2020
3 Current Period:
=8| Company:
B Currency:
6 Currency Type:
8 Opening Balance
=
v '
13 Nog@ffirent Assets 300 462 37
14 |1500 umiture and fidures 14, 5055, 5056)
15 |1520 Equipment 659 892 54
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Closing Balance Formula

This topic describes the formula syntax and usage of the GLClosingBalance300 formula in
Microsoft Excel. The GLClosingBalance300 formula is made available in Microsoft Excel by
the Report Designer Add-In.

Description

The GLClosingBalance300 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

=GLClosingBalance300(Account,Company,Year,Period,AccountGroupCode,GroupCateg
oryCode,AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeU
nit)

The GLClosingBalance300 formula syntax has the following arguments:

What is the purpose

. i in?
Filter Need What needs to be filled in~ of the filter?

Used to reference one
or more general ledger
accounts for which
values must be
returned. Supports main
accounts, accounts,
account ranges,
account wildcards &
account
addition/subtraction.

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

Filters the general
ledger accounts being
referenced to one or

A company code retrieved from the more specific

general ledger. companies. Supports a
single company code
and comma separated
values.

Company Optional

The fiscal year to return data on. A
fiscal year is a length of time that a
Year Required company uses for accounting
purposes. The fiscal year may or may
not be the same as a calendar year.

Filters the general
ledger accounts being
referenced to a specific
fiscal year.

Filters the general
ledger accounts being
referenced to the
accumulated total up to
a specific period.

The period to return data up to. A
Required period is the operating cycle of a

company for which accounting

information is collected and reported.

Period

Summarizes all of the
general ledger accounts
which are linked to the

An account group code retrieved from

AccountGroupCode Optional the general ledger.
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What is the purpose

. i in?
Filter Need What needs to be filled in~ of the filter?

specified account group
and returns the
summary value.

Summarizes all of the
general ledger accounts
A group category code retrieved from  which are linked to the
the general ledger. specified group category
and returns the
summary value.

GroupCategoryCode  Optional

Identifies the format of
An account structure code retrieved the account numbers
from the general ledger. that are assigned to the

account structure code.

AccountStructureCode Optional

Allows only the credit or
To determine whether only debit debit balances to be
amounts or only credit amounts must  returned for the

BalanceType Optional be retrieved. For example, type Debit accounts which are
or Credit. being referenced by this
formula.
. A currency code retrieved from the F|Iters_the currency code
CurrencyCode Optional for which accounts must
general ledger. )
be retrieved.
Determines whether the
CurrencyType Optional A currency type retrieved from the source, functional or
general ledger equivalent amounts
must be retrieved.
Used to achieve
. - ) organizational reporting.
A SO e unin e Tt Ao the accour
ReportTreeUnit Optional example, Worldwide Enterprises>New filter tr.ule tWIth’In on$ c:f a
York>NY Sales>NY Retail Sales reporting tree s units o
be applied to the
formula.
Remarks

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

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

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

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

An example of a GLClosingBalance300 formula could be:

=GLClosingBalance300($A14,$D$4,$D$2,F$9,,,$C14,,$D$5,$D$6)

v K « f =GlClosingBalance300($A14,5D54,5D52,F$9,,,5C14,,50$5,5056)

SUM
4] A | 8 ¢ D
1 SAMLTD Balance Sheet
| 2 Current Year:
3 Current Period:
4 company
&5 Currency:
6 Currency Type:
[ 4
3 Opening Balance QJuarte, 1 ' T o 4
4
9 3 b
s “caD” 4
| 12 Assets - :
_JJ. 4
13 etirent Assets 300 462.37 1165 462.37 = 1029%6.25 4
114 |1500 “*Fumiture and fixtures 102 996.25| |sDs5 sDs5) || Retums the dosing belance general ledger amount. >
|15 (1520  Equipment 659 892.54 1659 892.54 SroupCategoeyCae .l an acotut ixagacy code seirieved Com e Gencatle
| 16 1540  Buildings 0.00 0.00 S
17 1550  Land 300 000.00 300 000.00 :
18 1600  Acc. Amontization/Depr. 82 569.89 -97 569.gg| Formiarest= 102996.25 “
| 19 (1620  Acc. Amort Depr Equipment -679 856.53 -799 856.53|| Help on this function I oK
| 20 1640 Acc. Amort/Depr. Buildings 0.00 0.00 O T
| A AR A R RLVARRATRYA A s s 00000000 004] MM““L‘&MW‘I ¢ Y ]
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Actual Formula

This topic describes the formula syntax and usage of the GLActual300 formula in Microsoft
Excel. The GLActual300 formula is made available in Microsoft Excel by the Report

Designer Add-In.

Description

The GLActual300 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

=GLActual300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryCode,
AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLActual300 formula syntax has the following arguments:

What is the purpose of

Filter Need What needs to be filled in? :
the filter?
Used to reference one or
more general ledger
accounts for which values
Z\he account C(”\?e froml T\e must be returned.
Account Required 10COUNIS O NatUTal ACCOUNIS  supports Accounts,
IISd retrieved from the genera Natural Accounts,
edger. account ranges, account
wildcards & account
addition/subtraction.
Filters the general ledger
accounts being referenced
. A company code retrieved from the  to one or more specific
Company Optional .
general ledger. companies. Supports a
single company code and
comma separated values.
The fiscal year to return data on. A
fiscal year is a length of tlme that a Filters the general ledger
) company uses for accounting ;
Year Required . accounts being referenced
purposes. The fiscal year may or e
to a specific fiscal year.
may not be the same as a calendar
year.
The period to return data on. A
. period is the operating cycle of a Filters the general ledger
. Required ; ; -

Period company for which accounting accounts being referenced
information is collected and to a specific period.
reported.

Summarizes all of the
An account group code retrieved general ledger accounts
AccountGroupCode Optional group which are linked to the

from the general ledger.

specified account group
and returns the summary

Intelligence Reporting
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What is the purpose of

. i in?
Filter Need What needs to be filled in~ the filter?

value.

Summarizes all of the
general ledger accounts
A group category code retrieved which are linked to the
from the general ledger. specified group category
and returns the summary
value.

GroupCategoryCode  Optional

Identifies the format of the
An account structure code retrieved account numbers that are
from the general ledger. assigned to the account
structure code.

AccountStructureCode Optional

Allows only the credit or

To determine whether only debit debit balances to be

amounts or only credit amounts

BalanceType Optional . returned for the accounts
must be retrieved. For example, hich bei
type Debit or Credit. which are being
referenced by this formula.
. Filters the currency code
CurrencyCode Optional A currency code retrieved from the for which accounts must
general ledger. .
be retrieved.
Determines whether the
CurrencyType Optional A currency type retrieved from the source, functional or

general ledger equivalent amounts must
be retrieved.

Used to achieve
organizational reporting.
Allows the account filter
rule within one of a
reporting tree’s units to be
applied to the formula.

A reporting tree unit in the format:
Treename>Parent>Parent>unit. For

ReportTreeUnit Optional example, Worldwide
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 Sage Intelligence Reporting
formulas is by using cell references. This method makes modifying and maintaining
your worksheet easier.

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

e To change the sign of an account to a negative number, add a minus sign (-) to the
beginning of the formula.
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Example
An example of a GLActual300 formula could be:

=-GLActual300($A11,$D$3,$D$7,$D%$2,,,$C11,,$D$4,$D$5)

| B I D

|1 SAMLTD Income Statement m -
|2 Current Period: Company :wss = “SAMTD
=] conpany o o0 - o
| 4 Currency: A Period wsz -1
.: E Currency Type: Eﬁ
L2 [
|10 1 670 480.55 L
| 11 |4000 Sales 111,,5D84,5055) CurrencyCode |$D34 = "caD"

12 4000-100  Sales 367 216.30 CurrencyType :3?_'-_‘_‘5 __ =
| 13 14000-100-10 Sales 0.00 T i

14 4000-100-20 Sales 0.00 Rreturris the month to date general ledger sctual smount.
| 15 4000200  Sales 180 765.12 GroupCategoryCode s an account category code refrieved from the general ledger.
| 16 |4000-200-10 Sales 0.00
[ ARARABARARAALAALAE A4 A40440404000004004 460004040404 244040400004 20440044404 A0AAAAS 20440444004
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Actual YTD Formula

This topic describes the formula syntax and usage of the GLActualYTD300 formula in
Microsoft Excel. The GLActualYTD300 formula is made available in Microsoft Excel by the
Report Designer Add-In.

Description

The GLActualYTD300 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

=GLActualYTD300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryC
ode,AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLActualYTD300 formula syntax has the following arguments:

What is the purpose

Filter Need What needs to be filled in? of the filter?
Used to reference one
or more general ledger
accounts for which
, values must be
The account code from the main returned. Supports main
Account Required accounts or accounts list retrieved accounts, accounts,
from the general ledger. account ranges,
account wildcards &
account
addition/subtraction.
Filters the general
ledger accounts being
referenced to one or
single company code
and comma separated
values.
The fiscal year to return data on. A .
fiscal year is a length of time that a IFeI ge(r; :]cecgjr?ti rablein
Year Required company uses for accounting ref(grence dto a speci?ic
purposes. The fiscal year may or may fiscal year
not be the same as a calendar year. '
The period to return data up to. A IFeI ge(r; :]cecgsgg rablein
Peri Required period is the operating cycle of a 9 9
eriod ; : referenced to the
company for which accounting accumulated total up to
information is collected and reported. o .
a specific period.
An account group code retrieved from Summarizes all of the
AccountGroupCode Optional general ledger accounts

the general ledger.

which are linked to the
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What is the purpose

. i in?
Filter Need What needs to be filled in~ of the filter?

specified account group
and returns the
summary value.

Summarizes all of the
general ledger accounts
A group category code retrieved from  which are linked to the
the general ledger. specified group category
and returns the
summary value.

GroupCategoryCode  Optional

Identifies the format of
An account structure code retrieved the account numbers
from the general ledger. that are assigned to the

account structure code.

AccountStructureCode Optional

Allows only the credit or
To determine whether only debit debit balances to be
amounts or only credit amounts must  returned for the

BalanceType Optional be retrieved. For example, type Debit accounts which are
or Credit. being referenced by this
formula.
. A currency code retrieved from the F|Iters_the currency code
CurrencyCode Optional for which accounts must
general ledger. )
be retrieved.
Determines whether the
CurrencyType Optional A currency type retrieved from the source, functional or
general ledger equivalent amounts
must be retrieved.
Used to achieve
. - ) organizational reporting.
A SO e unin e Tt Ao the accour
ReportTreeUnit Optional example, Worldwide Enterprises>New filter tr.ule tWIth’In on$ c:f a
York>NY Sales>NY Retail Sales reporting tree s units o
be applied to the
formula.
Remarks

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

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

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

e To change the sign of an account to a negative number, add a minus sign (-) to the
beginning of the formula.
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Example
An example of a GLActual YTD300 formula could be:

=-GLActualYTD300($A11,$D$3,$D$7,$D$2,,,$C11,,$D$4,$D$5)

Intelligence Reporting

SUM » % ¥ fe| =GlACtualYTD300($A11,5053,$D57,$D$2,,5C11,50$4,5D55)
A | B | D E |F ';
4
1 SAMLTD Income Statement kel 4
Account | KAz1 = 4000 :
2 | Current Period: o 083 T :
2 Company: ey P s >
4 Currency: o 0% " Lt :
E Currency Type: S & - :
~ 0000000040008 88404048405548000000000004004
i7 2620 GroupcategoryCode | ) - $
§ Current Month YearTo Daw AccountStruchreCode | $C11 = "AaCC” :
10 1995 180.78 5 555 469 BekacTmet] (= - 4
11 4000 ales 374 643.03):11, 5D54,5D55) CurrencyCode |$D¢4 = "cAD” 4
12 4000-100  Sales 393 28866 1146 082.08 CurrencyType |05 - ¥ ‘
13 4000-100-10 Sales 0.00 0.00 = 965195.54 )
14 |4000-100-20 Sales 0.00 0.00] Retums the year to date generalledger actual amount. 4
15 4000200 Sales 193 599.45 564 167.95 GroupCategaryCede is an sccount categery cos d from the 4
16,4%0%20% 105855 e e 4
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Budget Formula

This topic describes the formula syntax and usage of the GLBudget300 formula in Microsoft
Excel. The GLBudget300 formula is made available in Microsoft Excel by the Report
Designer Add-In.

Description

The GLBudget300 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

=GLBudget300(Account,Company,Year,Period,BudgetSetCode,AccountGroupCode,Grou
pCategoryCode,AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,Repor
tTreeUnit)

The GLBudget300 formula syntax has the following arguments:

What is the purpose
of the filter?

Filter Need What needs to be filled in?

Used to reference one
or more general ledger
accounts for which
values must be
returned. Supports main
accounts, accounts,
account ranges,
account wildcards &
account
addition/subtraction.

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

Filters the general
ledger accounts being
referenced to one or

A company code retrieved from the more specific

general ledger. companies. Supports a
single company code
and comma separated
values.

Company Optional

The fiscal year to return data on. A
fiscal year is a length of time that a
Year Required company uses for accounting
purposes. The fiscal year may or may
not be the same as a calendar year.

Filters the general
ledger accounts being
referenced to a specific
fiscal year.

The period to return data on. A period Filters the general

. Required is the operating cycle of a company ledger accounts being
Period : T S A
for which accounting information is referenced to a specific
collected and reported. period.
. Filters the general
BudgetSetCode Required The budget set code retrieved from ledger budget amounts

the general ledger being referenced to a
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What is the purpose

. . o
Filter Need What needs to be filled in~ of the filter?
specific budget set
code. The format of the
budget set code must be
identical to the format in
your general ledger.
Summarizes all of the
general ledger accounts
AccountGroupCode Optional An account group code retrieved from Whlcr_l_are linked to the
the general ledger. specified account group
and returns the
summary value.
Summarizes all of the
general ledger accounts
GroupCategoryCode ~ Optional A group category code retrieved from whlch_are linked to the
the general ledger. specified group category
and returns the
summary value.
Identifies the format of
AccountStructureCode  Optional An account structure code retrieved the account'numbers
from the general ledger. that are assigned to the
account structure code.
Allows only the credit or
To determine whether only debit debit balances to be
BalanceTvoe Obtional amounts or only credit amounts must  returned for the
yp P be retrieved. For example, type Debit accounts which are
or Credit. being referenced by this
formula.
. A currency code retrieved from the F|Iters_the currency code
CurrencyCode Optional for which accounts must
general ledger. )
be retrieved.
Determines whether the
. A currency type retrieved from the source, functional or
CurrencyType Optional .
general ledger equivalent amounts
must be retrieved.
Used to achieve
. - ] organizational reporting.
A b res untn e ot alows e accon
ReportTreeUnit Optional example, Worldwide Enterprises>New 1;|Iterrtrilrj1le ':/rvltgm o:if c;l;a
York>NY Sales>NY Retail Sales eporting tree s units
be applied to the
formula.
Remarks

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

e The recommended method for entering data into the Sage 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
Groups.

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

Example
An example of a GLBudget300 formula could be:

=-GLBudget300($A12,$D$3,$D$7,$D$2,$D$6,,,,,$D$4,$D$5)

asassssanonpis L T i e M AMAsasssssssasssssssssassasssana sassssana
I A 8 D [ E inction Argun B =
4
1 SAMLTD Income Statement S g
. m 5 - wo
2 Current Period: D83 E] = "SAMLTD" 551
3 Company: o857 @ e b
4 Currency: 0% @ S >
5 Currency Type: BudgetSetCode ] = or :
6 Budget Set Code: — 00000000000000000'00000000 0000000000010000604
7 2020 AccountStructureCode || éj = -
8 Current Month Budget BalanceType E =
= CurencyCode |$D54 [ - oo
ll] | 1 670 480 55,, 1163 193.29 G Tyoe |sgs @ - F
_E_d@ﬂo Sales 280 014.85)5,.,,,5084,5D55) R Tr :@ L
12 |4000-100  Sales 367 216.30 0.00
= 82000
:3 4000-100-10 Sales 0.00 0.00] Ve it o dofe gl |
4000-100-20 Sales 0.00 186 000.00 e e ot oF the ¢ e e
15 |4000-200  Sales 180 765.12 0.00 account structure code. The structure spedfies: \M‘chsegmnlswn
BNsog200t0saon i 000 ettt SR S s P,
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Budget YTD Formula

This topic describes the formula syntax and usage of the GLBudgetYTD300 formula in
Microsoft Excel. The GLBudgetYTD300 formula is made available in Microsoft Excel by the
Report Designer Add-In.

Description

The GLBudgetYTD300 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

=GLBudgetYTD300(Account,Company,Year,Period,BudgetSetCode,AccountGroupCode,
GroupCategoryCode,AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,R
eportTreeUnit)

The GLBudgetYTD300 formula syntax has the following arguments:

What is the purpose

. i in?
Filter Need What needs to be filled in~ of the filter?

Used to reference one
or more general ledger
accounts for which
values must be
returned. Supports main
accounts, accounts,
account ranges,
account wildcards &
account
addition/subtraction.

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

Filters the general
ledger accounts being
referenced to one or

A company code retrieved from the more specific

general ledger. companies. Supports a
single company code
and comma separated
values.

Company Optional

The fiscal year to return data on. A
fiscal year is a length of time that a
Year Required company uses for accounting
purposes. The fiscal year may or may
not be the same as a calendar year.

Filters the general
ledger accounts being
referenced to a specific
fiscal year.

Filters the general

The period to return data up to. A ledger accounts being

Required period is the operating cycle of a

Period ; : referenced to the
company for which accounting
) L accumulated total up to
information is collected and reported. . .
a specific period.
BudgetSetCode Required The budget set code retrieved from Filters the general
the general ledger ledger budget amounts
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Filter

Need

What needs to be filled in?

What is the purpose

of the filter?

being referenced to a
specific budget set
code. The format of the
budget set code must be
identical to the format in
your general ledger.

An account group code retrieved from

Summarizes all of the
general ledger accounts
which are linked to the

AccountGroupCode Optional the general ledger. specified account group
and returns the
summary value.
Summarizes all of the
general ledger accounts

GroupCategoryCode ~ Optional A group category code retrieved from whlch_are linked to the

the general ledger. specified group category
and returns the
summary value.
Identifies the format of
AccountStructureCode  Optional An account structure code retrieved the account'numbers
from the general ledger. that are assigned to the
account structure code.
Allows only the credit or
To determine whether only debit debit balances to be
BalanceTvpe Optional amounts or only credit amounts must  returned for the
yp P be retrieved. For example, type Debit accounts which are
or Credit. being referenced by this
formula.
. A currency code retrieved from the F|Iters_the currency code
CurrencyCode Optional eneral ledaer for which accounts must
9 ger. be retrieved.
Determines whether the
. A currency type retrieved from the source, functional or
CurrencyType Optional .
general ledger equivalent amounts
must be retrieved.
Used to achieve
. L _ organizational reporting.
A DOl e ut e format Alows e accoun
ReportTreeUnit Optional : filter rule within one of a

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

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 Sage Intelligence Reporting
formulas is by using cell references. This method makes modifying and maintaining
your worksheet easier.

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

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

Example
An example of a GLBudgetYTD300 formula could be:

=-GLBudgetYTD300($A12,$C$4,$C$2,$C$3,5C$7,,,,, $C$5,$C$6)

_ sum < X v =GlBudgetYTD300(SA12,5C54,5C52,5C53,C57,,,,,555,556)
A B C D| E | Function Argumenss 0 [§
1 SAMLTD Summary Income Stat( s=*™>
Account | kA 12 = "30004401049020+403044090+...  ~

2 Current Year: 5l = eamTD" E
3 Current Period: L

4 Company: =3

S Currency: . |
6 Currency Type: X T Y Yy T I AT R R T Y
7 Budget Set: AccountStructureCode || - F:
; BalanceType &

10 CurrencyCode | $C$5 |
e CurrencyType | $C$6 E
33 ReportTreeUnit [=

14 1500045010 Cost of Sales

15 4200 + 421( Other Revenue

16 |6260 + 6561 Fixed Charges

17 15400 + 541(Other Expenses

18 6160 Amortization/Depreciation Expenses
19 (7100 + 7111 Other Expenses

Retumns the year to date general ledger budget amount.
AccountStructureCode Identifies the format of the account numbers that are assigned to the

sccount structure code. The structure specifies: Which segments sppear in
the account number and the order in which the segments appear.

Formula result = 2 307 000.00

Heoon 85 frcien o ) (o

‘Sbbbbb bbb bidbadads o

Total Cost & Expenses
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Current Year Formula

This topic describes the formula syntax and usage of the GLCurrentYear300 formula in
Microsoft Excel. The GLCurrentYear300 formula is made available in Microsoft Excel by
the Report Designer Add-In.

Description

The GLCurrentYear300 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

=GLCurrentYear300(Company)

The GLCurrentYear300 formula syntax has the following argument:

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

Filters the general ledger accounts being
referenced to one or more specific
companies.

A company code retrieved from the

Company Optional general ledger.

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

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

Example
An example of a GLCurrentYear300 formula could be:

=GLCurrentYear300("SAMLTD")

suM «° % ¥ /& =GLCumentYear300[$D$4) (e R [

| A B q D || GLourentyear3no
, Compan %] = SAMLTD

1 SAMLTD Balance Sheet | pomesy; o &
| - 2013 I
2_ Current Year: Returns the fiscal year from the general ledger. K

3 Current Period: 1 Company is the company code retrieved from the general ledger.

4 Company: SAMLTD

5 Currency: CaD Formula result = 2013

6 Currency Type: F

Quarter 1 Quarter2  Quarter3  Quarter 4

Opening Balance

e
Ao |gie e

3 6 9
Assets
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The GLCurrentYear300 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.

= »(® & =6lCumentvear300{$D$3)-1_ 1
[ A B | 1
1 SAMLTD Income Statemen
| 2 Current Period: 3
| 3 Company: SAMLTD
4 Currency: CaD
5 Currency Type: F
EEo
7y 2013 2012
| B Current Month Year To Date Current Month Year To Date
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Current Period Formula

This topic describes the formula syntax and usage of the GLCurrentPeriod300 formula in
Microsoft Excel. The GLCurrentPeriod300 formula is made available in Microsoft Excel by
the Report Designer Add-In.

Description

The GLCurrentPeriod300 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 300, 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

=GLCurrentPeriod300(Company)

The GLCurrentPeriod300 formula syntax has the following arguments:

What needs to be filled

Filter Need in? What is the purpose of the filter?

A company code retrieved Filters the general ledger accounts being

Company  Optional from the general ledger. referenced to one or more specific companies.

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

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

An example of a GLCurrentPeriod300 formula could be:

=GLCurrentPeriod300($D$3)

SUM » © X ¥ f| =GLCurrentPeriod300(5D$3)
| A B
it
I 2 ] Current Period:
3 Company: SAMLTD
| 4 Currency: CAD
| 5 Currency Type: F
7 2020
| 8 Current Month
j 10 Revenue

[ o | GLCurentPeriod300
SAMLTD Income Statement [ <~ = ) - e

Period300(SD33) , 1 Returns the cument period from the general ledger,

1 670 480.55 1 670 480.55 2 666 286.86 2 666 28686

= 01"

Company is the company code retrieved from the general ledger.

- e Lo ]

Year To Date Current Month Year To Date q

Budget

PTG ar ey

This is especially useful when reporting on the current period as well as prior periods. The
GLCurrentPeriod300 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.

| A 8 D | E | Fornchon Argamcts

1 SAMLTD Income Statement

Logical_test | Dgs-1<=0 = FALSE
; Value_if true |D$8-1412 =13
Company: SAMLTD

¢ Value if_false |Dg8-1 =1

4 Currency: CAD
| s Tunps =1

3 Curency Type: g Checks whether  condition is met, and returms one vakue iF TRUE, and another value iFFALSE,
[EZA 2020 | 2020 | Logical_test s any vaiue or expression that can be evauated to TRUE or FALSE.
[EE] 2 3-1+12,D%8-1)
=
| 10 Revenue 1889 §08.25 1836 13307 [ISose e ey

11 |4000 Sales 310 537.66 280 014.85
| 12 |4000-100  Sales 385 577.12 367 216.30| | Helo.on this function o ]

| B0 0 S e asssssssssssssslld

sbsssaadd

00000000 ilt ttittttttttttibbitbbbibiitbbintiosdd
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Company Name Formula

This topic describes the formula syntax and usage of the GLCompanyName300 formula in
Microsoft Excel. The GLCompanyName300 formula is made available in Microsoft Excel by
the Report Designer Add-In.

Description

The GLCompanyName300 formula returns the full company name from your general ledger
after applying the company code filter specified as arguments. Each argument can be a cell
reference, a constant, or a named range.

Syntax

=GLCompanyName300(Company)

The GLCompanyName300 formula syntax has the following arguments:

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

A company code retrieved from  Filters the companies to return a

CompanyCode Required the general ledger. specific company name.

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

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

Example

An example of a GLCompanyName300 formula could be:

=GLCompanyName300("SAMLTD")

e

A B | f E _ F G H &5
| - - 4
[ Sample Company Limited Income Statement :
| 2 4
i_3] Company: | Sample Company Limited l :
: 4 Currency: cAD :
| 5 Currency Type: E :
Iz 2020 2020 2019 4
[ 8 2 | 12 $
5 .
| 10 Revenue 0.00 0.00 0.00 :
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Quantity Formula

This topic describes the formula syntax and usage of the GLQuantity300 formula in
Microsoft Excel. The GLQuantity300 formula is made available in Microsoft Excel by the
Report Designer Add-In.

Description

The GLQuantity300 formula is used for statistical reporting and returns the quantity
information in a financial report, such as number of units, from your general ledger, after
applying the filters specified as arguments. Each argument can be a cell reference, a
constant, or a named range.

Syntax

=GLQuantity300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryCode,AccountS

tructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLQuantity300 formula syntax has the following arguments:

Need

What needs to be filled in?

What is the purpose
of the filter?

The account code from the

Used to reference one
or more general ledger
accounts for which
values must be
returned. Supports

Account Required Accounts or Natural Accounts Accounts. Natural
list retrieved from the general ledger.  A-counts account
ranges, account
wildcards & account
addition/subtraction.
Filters the general
ledger accounts being
referenced to one or
. A company code retrieved from the more specific
Company Optional )
general ledger. companies. Supports a
single company code
and comma separated
values.
The fiscal year to return data on. A .
) 4 ! Filters the general
fiscal year is a length of time that a .
. . ledger accounts being
Year Required company uses for accounting A
. referenced to a specific
purposes. The fiscal year may or may fiscal vear
not be the same as a calendar year. year.
The period to return data on. A period Filters the general
. Required is the operating cycle of a company ledger accounts being
Period : S S A
for which accounting information is referenced to a specific
collected and reported. period.
Summarizes all of the
AccountGroupCode Optional An account group code retrieved from general ledger accounts

the general ledger.

which are linked to the
specified account group

Intelligence Reporting

Page 214 of 220



What is the purpose

. i in?
Filter Need What needs to be filled in~ of the filter?

and returns the
summary value.

Summarizes all of the
general ledger accounts
A group category code retrieved from  which are linked to the
the general ledger. specified group category
and returns the
summary value.

GroupCategoryCode  Optional

Identifies the format of
An account structure code retrieved the account numbers
from the general ledger. that are assigned to the

account structure code.

AccountStructureCode Optional

Allows only the credit or
To determine whether only debit debit balances to be
amounts or only credit amounts must  returned for the

BalanceType Optional be retrieved. For example, type Debit accounts which are
or Credit. being referenced by this
formula.
. A currency code retrieved from the Fllters_the currency code
CurrencyCode Optional for which accounts must
general ledger. )
be retrieved.
Determines whether the
CurrencyType Optional A currency type retrieved from the source, functional or
general ledger equivalent amounts
must be retrieved.
Used to achieve
. - ) organizational reporting.
A SO e uni e oM Alows the accour
ReportTreeUnit Optional example, Worldwide Enterprises>New filter tr.ule tWIth’In on$ c:f a
York>NY Sales>NY Retail Sales reporting tree s units o
be applied to the
formula.
Remarks

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

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

An example of statistical reporting that returns the quantity information in a financial report is

as follows:
lodz]sy) A [¥] E F | J K )5
| ! | r 4
S| :
2 HOTEL LEMEIN INCOME STATEMENT 4
i 4
3 |For the Five Months Ending May 29, 2012 :
4 4
5. >
6 | 3
7 % CPOR BUDGET 4
B | 4
9 IRooms Available 1680 1680 1680 ¥
10 JRooms Sold 1295 1521 1512 4
11| 4
12 |ADR 117.44 100.27 112 $
13 |Occupancy % 77.08 90.54 90 :
| 14 4
[+] 26 |Total Sales 154743.34 100 119.493 155261.63 102.079 17215104 113857 :
27 | 4
[+] 41 |Total Purchases 6646.93 429545 513276 6673.92 4.38785 TiB6.12  4.885 1
42 4
[+] 62 |TOTAL WAGES & SALARIES 22789.34 147272 17.5979 265078 16.7704 2621561 17.3384 1
63 4
P 4
[+] 72 |TOTAL PAYROLL BURDEM 417445 269766 322351 39498 259684 4057.53 2.68355 :
73 4
74 | TOTAL COST OF SALES 33610.72 21.7203 259542 3613152 23.7551 37659.26 24 9069 1

Al i TR A B B i A A B e B A e e e e i e e e e e R e e B e e e e e e e e e e A e e
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Account Description Formula

This topic describes the formula syntax and usage of the GLAccountDescription300
formula in Microsoft Excel. The GLAccountDescription300 formula is made available in
Microsoft Excel by the Report Designer.

Description

The GLAccountDescription300 formula returns the account name 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

=GLAccountDescription300(Company,Account)

The GLAccountDescription300 formula syntax has the following arguments:

What needs to be

Filter Need filled in?

What is the purpose of the filter?

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

A company code
Company Optional retrieved from the
general ledger.

The account code from  Used to reference one or more general ledger

the Accounts or accounts for which values must be returned.

Account Required Natural Accounts list Supports Accounts, Natural Accounts,
retrieved from the account ranges, account wildcards & account
general ledger. addition/subtraction.

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

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

Example

An example of a GLAccountDescription300 formula could be:

=GLAccountDescription300("SAMINC",$B10)

Intelligence Reporting Page 217 of 220



Structure Code Formula

This topic describes the formula syntax and usage of the GLStructureCode300 formula in
Microsoft Excel. The GLStructureCode300 formula is made available in Microsoft Excel by
the Report Designer.

Description

The GLStructureCode300 formula returns the structure code 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

=GLStructureCode300(Company,Account)

The GLStructureCode300 formula syntax has the following arguments:

What needs to be

Filter Need filled in?

What is the purpose of the filter?

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

A company code
Company Optional retrieved from the
general ledger.

The account code from  Used to reference one or more general ledger

the Accounts or accounts for which values must be returned.
Account Required Natural Accounts list Supports Accounts, Natural

retrieved from the Accounts, account ranges, account wildcards

general ledger. & account addition/subtraction.

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

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

Example
An example of a GLStructureCode300 formula could be:

=GLStructureCode300("SAMINC",$B10)
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Dynamic Range Formula

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

Description

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

Syntax

The GLDynamicRange formula syntax has the following arguments:

Filter Need What needs to be What is the purpose of the

filled in? filter?

Used to reference one or more
general ledger accounts for which
values must be returned. Supports
main accounts, accounts, account
ranges, account wildcards &
account addition/subtraction.

DynamicRange Required the template range

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

Filters the general ledger accounts
being referenced to a specific
account number column.

AccountNumberColumn Required

Depending on what level
you have set your layout
at. (Level — Account
Optional Group, Account Type,
Account Category). If
your layout is set up at
an account level then the
Account Rule is required.

Filters the general ledger accounts
being referenced to a specific
account rule.

AccountRule

Filters the general ledger accounts
being referenced to either display or
not display rows with zero values.

1 = Exclude Zero Rows,

ExcludeZeroRows Optional 0 = Include Zero Rows

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

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

An example of a GLDynamicRange formula could be:
=GLDynamicRange($B10;$C$3;E$6;$C$2;;;$B$9)

Fii e E ' 1 whLActu 0 51,5050 5054, 50
A B = o E F G
SAMINC Income Statement

1

i

3 Company SANENC t_
4 Year s

5

teroent $H1Y - aer .
Currancy LSO Cowpany 5053 ! o RN Ei
': §os & - y
3 7 e 1
9 b1 E - l5 -
10
::.1 ctount 11 requingd Ao B o %]J : SO if el -
13 S Cuneeide | 05 B - e
14 Account i3 regquined Aot i5 reguined G, E‘ - i
15 Expertireeling E] -
15 ik Prafi = 8
. Bietums tve Fonih 10 G40t greanl Iesger bub el

AATOUN Tt RCEEET DROE oM Tt Bl ROC0WHLE £ ROCEURE L Fetsewed
from i garesl Mdgar.

Farwesls ssit s 1

ik ) e Lo J[ com |
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