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Chapter 1

Introduction

Welcome to the Report Designer. The
Report Designer is a powerful and flexible
tool that lets you create all the reports and
stationery layouts that your business
needs.

Depending on the Sage program you are
using, you can create up to four different
types of documents using the Report
Designer. These are reports, stationery
layouts, letters, forms and labels. The
principles for creating these documents
are the same.

For this reason, instead of repeating the
information for all the different document
types, the User Guide refers only to
creating and using reports. However, the
information provided can be used for the
other types of documents. For example,
adding text to reports is exactly the same
as adding text to stationery layouts, letters
and labels.

The Report Designer provides you with a
Report Wizard to help you create your
own reports quickly and easily. You can
also use the Report Designer to make
changes to many of the reports supplied
with your Sage program.

In this chapter:

Using this Documentation.................... 2
Using the Report Designer................... 3




Using this Documentation

This User Guide applies to the Report Designer supplied with all Sage programs.

The examples included in the guide will refer to other programs such as Sage Payroll as
well as Sage 200. While the examples may be based in another Sage program, the
concepts and use of the program work in the same way for Sage 200.

We hope you will find the documentation comprehensive. If you want to email us with your
comments, please email the Sage 200 Documentation Team at
SageTechnicalAuthors@sage.com and mark the subject line as '‘Sage Report Designer'.

Process-oriented approach

This User Guide describes how to use the Report Designer to create reports and
stationery layouts. For information about accessing and printing the reports and stationery
layouts supplied with your Sage program, see the documentation supplied with the Sage
program.

The aim of the examples used throughout this guide is to show you the variety of options
you can use to customise your Sage reports. While some reports use examples specific
to a particular Sage product, the features and how they are used apply across the Sage
product range.

Where the processes comprise of more than one activity, a snapshot of activities is
provided in the coloured side panel on the first page of all chapters. Where it does not, a
snapshot of the topics included in the chapter is provided.

Conventions

= References to other sections in this User Guide, or to other guides are given in italics.

n References to on-screen items, or items you need to enter, are enclosed in single
quotation marks. For example, from the '‘Report Designer' window 'File' menu,
select 'New'.

= References to highlight where information relates specifically to Sage 200 are
highlighted using bold.



Introduction

Using the Report Designer

The types of reports and stationery layouts that you can create using the Report Designer
depends on the Sage program you are using. The principles of creating these documents are
the same, so once you get used to creating one type of document, you can create them all.

Sage 200

The Sage 200 Report Designer can be used to create reports and stationery layouts.

However, if you are using a standard report, there are a number of ready-to-use reports. You
can access these from the Reports folder from each individual module. For example, you can
access the Aged Creditors report (which shows the debts that you owe to your suppliers by
date or period) within the Purchase Ledger module.

(SRS 2.ccounting Sustem
B Sales Ledger

27 Purchase Ledger

&1 Purchase Accaunts

#-] Purchase Enquities

-] Enter Transactions

{:I Adjust Tranzachions

{:I Period End Routines

EI@ Reports

@ Account Analysis

EI@ Payments Control
2] Aged Creditors [Detailed)

_j Aged Creditars [Summary]

[ Due Date [Detailed)

_j Diue D ate [Suramary]

e [1] Valid Discounts

|2 Time Taken to Pay Purchase Invoice

-] Utiliies

Reports

There are currently over 52 report types, grouped into five report categories in Sage 200. You
can also create layouts for any of these report types and once you have specified the
information you want to appear on your report, you can then sort and filter this information as
required. You can also insert graphic objects, such as rectangles and lines on your reports.

The five report categories are as follows:

= Cashbook

= General (Discrepancy Reports, Transaction Audit File and VAT Reports)
= Nominal

s Purchase Ledger

= Sales Ledger.
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If you have the Commercials modules installed, you also have access to the following report
categories:

= POP

= Pricebook
= SOP

= Stock

(includes traceability reports for stock items that use batch/serial numbers).

If you use an additional module, such as Sage 200 Wharehouse and Retail or Manufacturing,
you can also access additional reports for the modules.

Stationery Layouts

Stationery layouts are designed to be printed onto your everyday stationery. When you create
stationery layouts you can view special layout template files to give you a background image of
the Sage stationery that they will be printed on. This ensures that your data is printed in the right
boxes on the stationery.

You can create stationery layouts for:
= Statements

= Remittances/cheques

= Free Text Invoice

= EC Sales List.



Chapter 2

The Report Designer Desktop

This chapter includes information about
the options available on the Report
Designer desktop and in the menus. Use
this chapter as a reference, for information
about how to use the various options.

In this chapter:

Remember.... ... 6
Report Designer Main Desktop ............ 7
The Report Designer Toolbar Options ..8
The Report Designer Menu Options... 11
Shortcut Keys......ooviiviiniiiiie, 15




Remember....

....it you have any further queries about any of the procedures or options, use the Report
Designer Help system.

If you are unsure about what to do on a particular screen, press the F1 function key. The
procedure associated with the screen you are currently using appears.

The Report Designer Help system includes a glossary of the terms used in the Report
Designer. To view this glossary, simply click the 'Glossary' button on the help window
toolbar.

File Edit Bookmark Options Help glOSdS?rS;hOf ,qurmsd
- - used in the Repol
IHeIploplcs Heek I Prritit I Glossary ]‘/Designer, click the
Woja 1#é 1| welcometot Glossary" button
AL Introduction Designer
i-[£] Bage Softwd
Y elnome
@ Using the Fis Your Sage progral
@ Impartant He suite of reports an
N use straight avvay
] Blossaxy the Report Desigr
EEI"@ Deskiop Informs ;
Eﬂ---@ Report Basics reports and station
@ Default Settings The Report Desiy
@ Advanced Feat create reports anc
EEI---@ Queshions and &y Specific requirems




The Report Designer Desktop

Report Designer Main Desktop

When you choose to create a new report from within a Sage application, the Report Designer
Wizard appears. For more information about the Report Designer Wizard see the section
Creating a Report Using the Report Wizard in the chapter Creating Example Reports. As you
become more experienced using the Report Designer you may prefer to open a new blank
report, and add the titles, variables, totals, groups and sorts manually to create a report.

When you open or edit an existing report, the Report Designer main desktop window appears.
Use the options on the desktop and in the menus to work with your reports.

The 'Main' toolbar Use the options on the Use the options on the 'Text'
contains all of the basic '‘Object' toolbar to insert text, toolbar to change the
options that you need to variables, lines and boxes on  appearance and style of any
work with. your report. objects on your report.

B Report Designer - [Cstaddl]

[) Fie Eit View Fomat Took Windeh Help 18l x|
OERE ba® o [ =0

[N Toe~ OE@ [rron S| o e 8

[None T [TTnestenforan =] =] B 2 ) = ‘

= \.|m.m..w\Hz..w\.\a\.w..wuw..\auw\.\nj

Date: | DATE \ NAME

Time: |[IME \ DESCRIPTION

Customer From: USTOMER_REF)

Customer To:

AC Name & Address Comtact Name Telephone
BCCOUNT F  NAME [ EONTACT NAME | TELEPHONE

SDDRESS L

END_OF_REFORT

B
B
i

V_Preven 74| | ]

\

The 'Status' bar The 'Page Header' The 'Details' The 'Page Footer
shows whether your section usually contains  section contains  section usually
report is in Design or the headings of any the body of your contains the totals
Preview mode columns on your report report for your report

Information on all of the toolbars, and menu options is contained in the following sections of this
chapter.
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The Report Designer Toolbar Options

Main Toolbar Options

Once you have opened a report, the 'Main' toolbar contains options to help you work with your
reports. You can create new reports, edit existing ones and send them to your printer. You can
also move selected objects and undo and redo actions on your reports.

Starts the Saves any Removes the Pastes any Increases or  Aligns and
‘Report changesto  selected object objects onthe  decreases resizes two
Wizard' so the report. fromthereportand clipboard onto ~ the amount ~ or more
that you can / places it on the the selected of page objects
create anew | clipboard for report. viewed
report. pasting into a
i different report. /
| JEEE

NEEE sb@ - - o 5=

Opens an Prints your Copies the selected The 'undo' button Chéﬂges the

exisiting report object onto the removes the last design screen
report. clipboard so that action made tothe  to 'Conditional’
another copy of the report. view mode.

object can be pasted
onto the report.

Object Toolbar Options

Use the options on the 'Object’ toolbar to select objects to insert onto your reports, you can
also enter text, insert variables and draw objects. The 'Object’ toolbar is shown below.

Enables Adds an Draws a Displays the list Adds a title and Displays information

you to expression  box on of available total for a variable ~ about an object when you
select to your your variable tables whenyou additto  move the cursor over it
objects  report report a report

<

R T 2=\ O % [reFoRT =] [oate _-||_\|_E Al

Adds Drawsa Adds a Enables you to Displays the list of Sorts the
text to line on variable select a position variables from the variable list in
your your to your and add a picture selected table that you alphabetical

report report report to your report can add to your report order
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Text Toolbar Options

Using the options on the 'Text' toolbar you can change the style and appearance of the
variables included on your reports.

The style list shows the This list shows the font size of U_Se these buttons to
text styles currently set the object currently selected align your text (left,
up for your report N centre, right)

\ \
\

IGroup Field  ° ;I I T Arial j I8 ;I B Z UD rg— E =
This list shows the Use these butténs to change the
name of the font used appearance of all objects that have
for the object currently the same style to either Bold, ltalics,
selected Underlined or Overlined

Status Bar Options

The 'Status' bar at the foot of the Report Designer window shows whether you are in 'Design’
or 'Preview' mode. Click the 'Design' tab to work with your report in '‘Design’ mode. The
variables appear instead of the data and you can control the look of your report, by adding
variables, text and graphic objects if required.

Date: DATE
Time: TIME

¢ Freview

Click the 'Design' tab.
The report displays in
Design mode.

Click the 'Preview' tab to display your report on screen. This shows exactly how your report will
look once it is printed. When you preview your report, instead of the variable appearing, the data
it represents is previewed.
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Date: 30112001
Time: 13:27:42

Customer From:

Customer To: LEELIFTE
AC Name

410001 A1 DesizgnServces
ARZ001 ABZ Garages Ld
BES00L Bobs Building Supplies

Design » Preview /4|

Click the 'Preview' tab to view the report as
it will be printed
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The Report Designer Menu Options

Once a report has been opened, or a new one is being created, the Report Designer has seven
menus. These are the 'File', 'Edit', 'View', 'Format’, "Tools', 'Window' and 'Help' menus. This
section contains specific information about each menu.

File Menu
New
Open

Close

Save
Save as

Send to E-mail Recipient

Page Setup
Print Setup
Print

Print Preview

1,234

Exit

Edit Menu

Undo
Redo
Cut

Copy

Paste

Function

To create new report.
To create an existing report.

To close the current report template (but leave the Report
Designer running).

To save the file as the current filename.
To save the file under a new filename.

To send your Sage report(s) by e-mail, (only enabled when the
report is in Preview mode).

To set up the paper size, margins and paper source.
To set the printer the document is to be printed to.
To print the report template.

To run the report to preview on screen.

The last 4 opened or saved files. You can quickly access the last
4 opened or saved files that you were working on.

To close out of the Report Designer program.

Function

Undo the last change made to the document.
Redo the last undo.
Remove the currently selected object and place in the clipboard.

Take the copy of the currently selected object and place in the
clipboard.

Copy the contents of the clipboard to this document.

11
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Clear
Select All

Send to Front

Send to Back

Properties

Conditional Properties

Note: All 'Edit' menu options except 'Select All' are disabled when in Preview mode. Click

Delete the currently selected object from this document.
Select all objects on document.

If two objects are in the same place, moves selected object in
front of the other object.

If two objects are in the same place, moves selected object
behind the other object.

Opens the 'Object Properties' for the currently selected object.

Opens the 'Conditional Object Properties' window for the
currently selected object, so you can set up a conditional filter.

‘Select All' and all appropriate options are enabled.

View Menu
Report Design
Print Preview

Conditional View

Toolbars
Browser
Margins

Zoom

12

Function

Switch to 'Design' view.
Switch to 'Print Preview'.

Change the design screen to 'Conditional View' mode, to show
all objects using conditional formatting.

Set up which toolbars are to display.
Show or hide the report browser.
Display margins on screen.

Increase or decrease percentage zoom of the document on
screen. The report previews larger or smaller, where 100% is
actual size.
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Format Menu Function

Groups View or add groups to the report.

Sorts Change the way the data is sorted.

Filter Set to exclude certain records or data from the report.

Criteria Enable criteria on the report to filter certain records at run time.
E-mail Change the settings to e-mail report.

Page Allows you to include records with no transactions.

Sections Allows you to view and modify the reports page sections.

Styles View, add, modify and remove various font styles.

Alignment Organise the horizontal and vertical position of selected variables.

Note:With the exception of 'Styles', all Format menu options are only enabled when you are in
‘Design' mode.

Tool Menu Functions
Options Settings for Report and Report Designer.
Variable List Display or Print a list of all tables and variables available with

current report type.

13
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Window Menu

Cascade

Tile

Arrange Icons

1,2,3,4

Help Menu

Report Designer
Contents

Report Information

About Report Designer

Function

Position all currently open windows or reports so that they
partially overlap each other.

Position all currently open windows or reports one underneath
the other.

Arrange icons of all minimised windows or reports along the
bottom of the screen.

If you have more than one report open, they are listed here.
Select a report to bring it to the front of the desktop so that you
can view or edit it.

Function
Opens the Report Designer Help system.

Print all information (filters, expressions, sections, groups and so
on) of currently open report template.

Show information about the Report Designer program.



The Report Designer Desktop

Shortcut Keys

To save time, you can use the shortcut keys instead of choosing options from the menus. The
following key combinations may be used to change the appearance of an object on your report,
or help you to perform a specific task, for example, saving your report or opening an existing
one.

CTRL+A Selects all the objects (variables, text and graphics) on the report.
If required, you can then move all these selected objects together
by using either the arrow keys or the mouse.

CTRL+B Changes the text in the selected objects to bold.

CTRL+C Copies the selected objects to the Report Designer's clipboard.
The objects are not removed from the report layout. You can
then paste these objects into any report.

CTRL+ Changes the text in the selected objects to italics.

CTRL+N Starts the Report Wizard. This lets you create a new report.
CTRL+O Opens an existing report.

CTRL+P Prints your report.

CTRL+S Saves any changes you have made to the current report.
CTRL+U Underlines the text in the selected object.

CTRL+V Pastes whatever is held in the Report Designer's clipboard into

the current report.

CTRL+X Removes the selected objects from the report layout and stores
them in the Report Designer's clipboard. You can then paste
these objects into any report.

CTRL+Z Cancels the previous action. This lets you undo mistakes.

15
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Chapter 3

Report Designer Basics

Your Sage program contains a whole suite
of reports and stationery layouts for you to
use straightaway. However, you can use
the Report Designer to modify and create
reports and stationery layouts to meet any
specific requirements that you have.

This chapter includes information on the
basic options available when using the
Report Designer. For information about
how to create specific reports see the
Creating Example Reports chapter on
page 139.

In this chapter:

Remember.........oooi 18
Creating Reports ......ccceevviviveeniiiecenns 19
AddiNg TeXt ....vvvvviieieeiiiicee i 30
Adding Totals ....uvvveeeeeiiiiiiiiece e, 38
Adding Lines and BoxesS .................... 39
Adding Pictures .........ccocceiiiiiinn 42
UsiNg ObJECES ...eveeiiieieiiiieeciieece 46
Changing Object Properties............... 49
Setting Conditional Properties............ 66
Adding Page Numbers .............ccoe.. 70
Saving Reports ........cocevvvvniiiiiieinn 73
Printing Reports.........covviiiiiieininn, 82

E-mailing Reports ......cccceevviiiiiiennnnnn. 84




Remember....

....if you have any further queries about any of the procedures or options, use the Report
Designer Help system.

If you are unsure about what to do on a particular screen, press the F1 function key. The
procedure associated with the screen you are currently using appears.

If you want more information on a general subject, for example, reports, use the Index
facility. To do this, select the Index tab from the Report Designer Help system and type
reports into the space provided.

- Sage Heport Desig Use the Index tab to

search for keywords in
the help system

creating
deszcription
e-mailing
infarmnation
RrE AR Airg
printing

Questions and Answers

The Report Designer Help system also contains a comprehensive Questions and
Answers section. If you are having problems using the Report Designer, why not have a
look at this section of the help.
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Creating Reports

You can use the Report Designer to create all of the reports and stationery layouts your
business needs. The Report Designer provides you with a Report Wizard to help you create
your reports. You can use the Report Wizard to add titles, variables, totals, groups and sorts to
your report. Alternatively, you could just use the Report Wizard to add a title to your report and
add your variables, sorts, groups and so on manually.

Preparing to create a new report
= The first thing you need to consider when creating a report is exactly what the purpose of
the report is, and what the information is that you need to display.

We advise you to make a note of the information types you want before you start, and
what order you want them to appear in on your report.

= [fyou are using Sage 200, from the Sage 200 tree menu, click the 'Report Designer’
option.
Select the type of report that you want to create, for example, Financials or
Commercials.
The Report Designer appears.
From the 'Report Designer' window ‘File' menu, select '‘New'.

The 'Report Designer Wizard' appears, and you are now ready to start creating your
report.

Adding Variables

Variables are codes that represent specific types of data. When you print your report, instead
of the variable appearing in the final report, the data it represents is printed. For example, if you
place the variable object called, NAME on your report, when you print your report, your
company's name will appear in exactly the same place as you had placed the variable.

Variables are divided into different tables, and the tables that are available vary according to
which type of report you are creating. For example, if you were creating a Nominal Ledger
Report, you would only be provided with tables that include information relating directly to the
Nominal Ledger. This saves you time, as you do not need to search your database to find the
relevant information for your report.

You can view or print information about the variables that are available for your report at any
time. For more information about viewing and printing variables see To view or print the variable
list on page 20 following.

Variables can be added to your report in two different ways:
= When you use the Report Wizard to create your report
= By adding a variable from the Report Designer window.

19
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When you use the Report Wizard to add your variables, the variables are added in the report
layout from left to right in the order that you select them. The Report Designer also automatically
enters a text heading for each variable for you. Once you have added all of the variables you
want on your report, you can move them around to meet your requirements.

If you add a variable to your report from the 'Report Designer' window, and then you want to
add a heading for the variable, you need to add the text for it yourself. For further details on
inserting text, see Adding Text on page 30, later in this chapter. Alternatively, when adding
variables you can use the 'Active Complete' option to automatically add titles and totals for your
variables when you add them to your report. For more information see The Active Complete
Option on page 28, later in this chapter.

To view or print the variable list

1. From the Object Toolbar, select the 'Sort Variable Lists' option if you want the variable list
to be viewed and printed in alphabetical order.

2. From the '"Tools' menu, choose 'Variable' List.

The 'Variable List' window appears, showing all the variables available for the table
selected, together with a description for each. To view the variables for another table,
select the table you require from the drop-down list.

3. To print out your variable list for the table currently selected, click 'Print'.
To print out a variable list for all of the available tables, click 'Print All'.
The 'Print' window appears.

4. Specify your printing requirements, such as the number of copies you want to print, and
click 'OK".
The report is printed.

5. To return to the Report Designer desktop, click 'OK'.
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Using the Report Wizard

The Report Wizard guides you through the various options available for your report. Using the
Sage Payroll program in the following example, we are going to create a report to show a list of
employees and their department details. The report needs to show the Department Reference,
Employee Reference, Title, Forename and Surname. This type of report is often useful to help
you with company tasks that do not necessarily relate directly to Payroll.

In this section you will learn how to:
m  Use the Report Wizard

= Arrange variables on a report
= Save and print a report

= Manually create a report (recreating the report generated by the Report Wizard)
= Add column headings.

For more examples showing how you would use the wizard to create reports see the Creating
Example Reports chapter on page 139.

To create a report using the Report Wizard

1. From the Sage Payroll main toolbar, click 'Reports'.
The 'Reports' window appears.

2. From the 'Reports' toolbar, click 'New"'.

The 'Sage Report Wizard' appears displaying the 'Document Type' page.

Sage Report Wizard - [Departmental Emplopee List Report]

ot R

Report Dasigner
AT . F

Document Type
Select the icon that represents the type of document you want o create. When you do this the data you

can choose to include on the document is filkered accordingly. This saves you time searching the
database to find the relevant information

Fieport | Lapout |

Company Absence Cars & “Year End Fre-update
Fuel

Introduction

Document type

Yariable Sizes

orts

otals
Criteria
Frint Options
et e ates

Al [ ptiors:

Ertter a document description: |Departmental Employee List Report

Cancel <Back |[ Hets | Preview Firish

= = = =z
E i g

E L <,

g 5 =

a2h

o

SR
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3. Fromthe 'Report' tab, select the 'Employee’ option. In the 'Enter a document description'

box, type 'Departmental Employee List Report' as the description for your report, then click
‘Next'.

The 'Report Variables' page appears.
Sage Report Wizard - [Departmental Emplopee List Report]

9 N

Report Designer
oy 4

Navigater
Yariables represent data stored in your Sage program. The variables are grouped into different tables
Select the table and then the variables you want to appear on your repoit. The order wou select the
Document tyne variables is the order, left ta right. that they will appesr on the report, Far information abaut the: variables,
click the Variable Info button. Click the Sart button ta view the variables in slphabetical order.
3 = Table: |sathl_EmployesPersonal =
Yariable Sizes —eve |sg tmpeveereisons’ T1 . —
Wariables Repart Y ariables
roups & —
2 Reference - ;IMove
Sumane =l
Title
Iicks ad>
Print Options Address1 < Remave
0 P ——— Addiess2 =
yont Template s Address3 << Remave A\Il
LLste! D ptisrs Addressd
AddressE
Posteode .
e x| Vaiable Info | [«] [El
Cancel | <Back |[ New> |  Peview | Enieh |

4. From the '"Table' drop-down list, select the 'sgtbl_EmployeePersonal' table.

The 'Variables' list changes to show all the variables available in the
'sgtbl_EmployeePersonal' table.

5. Click the 'Sort' button to make it easier to locate the variables, and from the 'Variables' list,
select the 'Department Reference' variable then click 'Add >'. This copies the 'Department
Reference' variable to the 'Report Variables' list.

6. Add the 'Reference (Employee)', 'Works No', 'Title', 'Forename' and 'Surname' in the
same way.
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10.

Sage Report Wizard - [Departmental Employee List Report]

Navigator
Introduction Wariables represent data stored in wour 5 age program. The vaiiables are grouped i
Select the table and then the variables you want to appear an your report. The order you select the

wariables is the arder, left b right, that they will appear on the repart. For information about the variables.
click the Wariable Infa buttan. Click the Sort button to view the variables in alphabetical arder.
Variable Gizes Table: IsgthEmpluyEEFarsnna\ =
= ‘ariables I%l Sort Rieport ariables

1oups e ——

P Deceased ‘I satb|_EmployeePersonal Department? ;IMove
Sarts DepartmentReterence satbl_EmployeePersonal Reterence ;I
Totals DirectorFlag sotb_EmployeePsrsonal Work shumb

DirectorStatus Add satbl_EmployesPersonal Title

Emailtddress 2ie sgibl_EmployeePersonal Foreniame

Frirt Options Forename J < Remove sth|_Emplo S
0 el Gender
Yo Tempaes Initials << Remave Al

LLate! Hptiats MaritalStatus
NINumber
MNoOfDaysHolscomed .
NrHAIAFlAR | | Sl | 4 i =

LCancel < Back | Hext > I Preview I Einish |

If you make a mistake, simply select the incorrect variable from the 'Report Variables' list
and click '< Remove'. The selected variable disappears from the 'Report Variables' list.

Click 'Next'.
The 'Variable Sizes' page appears.

You can use this page to set the number of characters you want the variable to generate,
and the width of the variables on your report. However, we are not changing the variable
characters or width on this report, so you do not need to do anything on this page.

Click 'Next'.
The 'Groups' page appears.

You can use this page to group information on your report. However, we are not adding
groups to this report at this stage, so you do not need to do anything on this page.

Click 'Next'.
The 'Sorts' page appears.

Select the 'sgtbl_EmployeePersonal.DepartmentReference’ variable and click 'Add >'.
The 'DepartmentReference’ variable appears in the 'Sort Variables' list.
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Sage Report Wizard - [Departmental Emplopee List Report]
T £
- A
Report Deasigner
_— AT ..
Navigator
Introduction Use this page to choose how your data is sorted. Select the variables you want to sort by and the order in
which yau want them to be used. Use the Mave amows to adjust the order of the sarts. If you have
chosen to group your data, the group wariables wil appear here automatically and be used befare any
sarts added using this page.
Yariable Sizes
Report Y ariables Sart Wariables
Groups ————
sgthl_EmployesPersonal. Reference sath|_EmployeePersonal D epartr Asc) ;IMove
Sorts sgthl_EmplayeePersonal WarksMumb ;I
Total =otbl_EmplopeePersonal Title
satbl_EmployeePersonal Forename = =
satbl_EmplopesPersonal. Sumame L
Print Optiars < Remave |
Layoul Templates << Remove A"l
LL5te! U ptiars:
| B i — B
LCancel | < Back I Nest > | Preview | Einish I
H [ i 1
11. Click 'Finish'.

The Report Designer window appears, showing your report layout.
Your report layout should look similar to this:

Fage Header

Date : | ProcessDate Name Pane PAGE

Time: TIME DESCRIPTION

Departrertrafer Bgference Worksnumber Title Forename

Surrame
Dtz bepatmentRefe| Reference otz Humber Title Forename
Surname

Fage Foater

Note: To see how your report really looks whilst your are designing, you can click the
'Preview' tab from the lower status bar below the report, at any time.

You are now ready to arrange your variables.

To arrange your variables

The Report Wizard places all text headings and variables on the report layout from right to left,
in the order you selected them using the Report Wizard. Therefore, all you need to dois arrange
these so they are in the correct places, using the drag and drop method, and edit those
headings where the title for the column may be longer than you require. So for example you may
want to change 'DepartmentReference' to 'DeptRef'. For more information about editing your
text, see To edit text on page 32, later in this chapter.
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To re-arrange your text headers and variables:

To move a variable, click the variable and while holding down the mouse button, drag the
variable to the required position then release the mouse button. Alternatively, select the
variable and use the arrow keys to position the variable.

Once you have re-arranged your text and variables you need to adjust the height of the
section. To do this click the lower line of the section you require. Hold the mouse button
down and drag the section line to the position you require and then release the mouse
button.

When you have finished, your report layout should look similar to the example shown
below.

Date: ZrocessDate Name Page 2 AGE
rirme : [FIME DESCRIPTION
Dept Ref EE Reference wiorks Mo Title Forerame Surnarme
DepartmentRef®r  Rekrence wiorksHumber Tite Farenama umame

You can preview how the report will print by clicking the 'Preview' tab at any time.
Your report preview should look similar to the example here:

Date : 10/05/2008 J & B Micro Techhology Limited Page 1
Time: 12:22:16

Departmental Employee List Report

Dept Ref EE Reference Wiorks Mo Title Forerarne Surname
1 ki 5 hdr Jaohn Paul hleGee

1 1 1 Mz Aane Pulman

2 10 10 hr Harry Amold Pecher

2 L4 f hdr Dianid Fairhurst
3 T 7 hrs Tracay Ann Meilson

3 L] 4 hdrs Judith Hart

4 9 q hir John Bampton

You are now ready to save and print your new 'Departmental Employee List' report.



26

Sage Report Designer User’s Guide

To save and print your report

1.

6.

From the 'File' menu, choose 'Save As'.
The 'File Save As' window appears.

From the 'Save in' drop-down list, select the folder where you want to store the report.

Tip: If you have installed your Sage Payroll program in the default file location and you save
this report into your C:\Program Files\Sage Payrol\Reports\Employee folder, it will appear
in the 'Employee Reports' folder in the '‘Reports' window.

In the 'Filename' box enter a name for the report.
Click 'OK".
Your report is now saved.

To print your report, from the 'Status' bar click the 'Preview' tab. Then from the main
toolbar, click 'Print'.

The 'Print' window appears.

To print your report, click 'OK".

To create your Departmental Employee List report manually

1.

To create your report manually, you can follow steps 1-4 from the To create a report using
the report wizard section. After you have entered your Report Description, click 'Finish'.

The 'Report Designer' window appears showing your blank 'Departmental Employee List'
report.

Note: If you do not want to use the 'Active Complete' option throughout the design
process, click the 'Active Complete' button on the Object toolbar (so it does not appear
light grey.) This prevents the 'Active Complete' window appearing each time you position
a variable. For more information, see the The Active Complete Option section later in this
chapter.

From the Object toolbar, click the 'Variable option.

From the Table drop-down list on the Object toolbar, select the 'sgtbl_EmployeePersonal’
table.

The 'Variable' drop-down list at the right of the "Table' drop-down list now shows the
variables for the 'Employee_Personal' table you selected.

From the 'Variable' drop-down list, select the 'DepartmentReference’ variable you want to
add to the report. Then click in the 'Details' area of the report at the position you want it to
appear.

The variable is placed on the report.
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If you selected to use the 'Active Complete' option before you added the variable, the
'‘Active Complete' window appears. For more information, see The Active Complete
Option on page 28.

5. Repeat this process to add the following variables, 'Reference (Employee)', '"Works No',
‘Title', 'Forename' and 'Surname".

Note: If a variable does not appear exactly where you want it on your report, then click the
variable with your mouse and use the arrow keys to move the variable to the new position.

The report layout should now look like the following:

Fage Header

Date : | ~rocessDate Name Page P~ AGE
rirme : 1M E DESCRIPTION
Cetais DeparmentRe®r  Re®rence | WiorksMumber T Tile | Forename WEumame []

Fage Footer

Now you have inserted your variables you are ready to add the text for your column
headings.

Note: All variables are surrounded by a blue line to differentiate them from user defined
objects which are surrounded with a grey line.

To add column headings
1. From the Object toolbar, click the 'Text' option.
The cursor changes to a cross shape.

2. Click the report layout at the position where you want to insert the text for your column
heading 'Department Reference'.
Type the words 'Dept Ref' and the text you enter appears surrounded by a box.
Repeat this step to insert your column headings for the other variable columns.

Note: If a column heading does not appear exactly where you want it on your report, then
click on the column heading with your mouse and use the arrow keys to move it to the new
position.

3. To change the headings to bold, double-click on the column heading.
The 'Object Properties' window appears.

4. Click the 'Font' tab, and select 'Bold"' from the 'Font style' list.

5. To save the font setting, click 'OK".

Repeat the above steps for all of your column headings.
The report layout should now look like the following:
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Fage Header

Date :  “rocessDate MName Pange 7 &GE
lime : [FIME DESCRIPTION
DepiRef EE Ref Wiorks No Tifle For enarie Surmare
Cetails DeparmertRer  Rekrence | uorksMumber Title Forename Sumame N

Page fooder

You have now finished creating your report. You should now save and print the report as
required. For more information about saving and printing your report, please see the
previous To save and print your Departmental Employee List Report section earlier in this
chapter.

For further examples and more information about manually creating a report, see the
Creating a Report Manually section in the Creating Example Reports chapter starting on
page 160.

The Active Complete Option

You can use the Active Complete option to automatically add titles and totals for variables when
you add them to a report.

To use the Active Complete option
1. From the Object toolbar, ensure the 'Active Complete' option is selected.

Alternatively, from the "Tools' menu, choose 'Options'. The 'Options' window appears.
From the 'General' section on the 'Options' tab, ensure that the 'Use active complete'
check box is selected.

2. Add the variable to your report.
The 'Active Complete' window appears.
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Active Complete E

Active Complete has detected that you are adding a new variable. You can use Active
Complete to automatically add a title and total for your varisble.

= Titl
Choose the position where you want the title to appear.

£~ Do not add a title

& Add a title in the section above where the variable was placed
£ Add a title to the left of the variable

Enter the test for the title

IBaIanca

[V Use variable width for title width

~ Total

Active Complete can automatically add a total in either the nest or all of the following footer
zechions.

" Do not add & total
£ Orly add a tatal in the next footer section

' Add a tatal for all of the following footer sections

~ Wariable Si
Output | 153 ¢ 1.8021
Length: Wil

™ On completion display the Object Properties window

™ Remember settings for this session

Help Cancel

In the Title section specify where you want the title to appear and enter the text for the title.

If you want the title width to be the same as the value entered in the 'Variable Size'
section's 'Width' field, select the 'Use variable width for title width' check box. Clear the
check box and the title width will be the width of the text.

In the "Totals' section, specify which footer sections should include a total.

In the 'Variable Size' section, you can change the 'Output Length', specifying the number
of characters you want the variable to generate, and also change the width setting of the
variable.

Select the 'On completion display the Object Properties window' check box, if you want
to change the variables properties after completing this window.

Select the 'Remember settings for this session' check box if you want the Report Designer
to use the settings you have entered when you next use this option.

Click 'OK".

If you selected the 'On completion display the Object Properties' window check box, the
‘Object Properties' window appears.

If you did not select the check box then the main Report Designer window appears.

The title and/or total is added to the report.
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Adding Text

You can add as much or as little text to your report as you like. For example, you might want to
add headings for columns on your report, or messages like, '"Thank you very much for your
order'" at the bottom of an invoice as shown in the following example. You can achieve this in
three simple stages, by selecting the text button, placing the text box on the report and then
entering the text you require.

It is important to know when adding text, that nearly every printer has recommended built in
margins, which you can change if you require. You can use the Report Designer to show you
where these areas are when you are designing the report if you want to. They may offer you
more of a guideline when you are setting out the layout of the report.

To view the margins

With the Report Designer displaying the report in the 'Design’ view, from the 'View' menu
drop-down list, select ‘Margins'.

The margins display light grey on the report design. If you add any text in these areas, they
will still be printed. To remove the margins from view, repeat the procedure to deselect
‘Margins'.

|:| ||l||||1|||||||2|||||||3
- Margins
- Date: ProcessDate
- Time : TIME
- Emp
- Ref Employee Hame, Address & Email
Refr: hita Sumame

“ddress1
“ddress?
Address3
“ddress4
“ddresss

To add text to the bottom of an invoice

1.

From the 'Object' toolbar, click the 'Text' option. You are now ready to enter your text,
which we refer to as a text object.

The process we are going to follow here to add some text, ''Thank you very much for your
order'" to the bottom of an invoice can be used for adding text to any Sage report.

You can work with text objects with autosize turned on or off.
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Autosize turned on Click the cursor on the report layout at the point you want to
insert text and start typing. The text you enter appears
surrounded by a box. This box marks the edge of the object but
is not printed.

As you continue to type, the box automatically extends in size.
Press the 'ENTER' key to start new lines and continue to type
for as long as you want. This is the usual way of working with

text.

Autosize turned off Click the cursor on the report layout at the point you want to
insert text. Without releasing the mouse button, drag the box
that appears to the size and shape you want to give to the text
and then release the mouse button.

An insertion point appears in the box for you to start typing. At
this point autosize is automatically turned off, so the text
automatically wraps itself within the boundaries of the box. If
you type more than can fit into the box, you need to either
increase the size of the box or reduce the size of the font used.

Autosize is turned on for the purposes of this example.
Open the invoice layout that you have chosen to add the text to, in ‘Design’ view.

Click on the area of the invoice layout where you want the text to appear, and start typing
your text.

Note: You may prefer to completely remove the delivery address details on the invoice as
we have done in this example, and replace them with the new text.

SOMMENT 1 |
COMMENT 2 |

|

Thank wou very much for vour order. | Total Net Amount | | ITEME NET |
| Carriage Met | | CALPE. HET |
| Total Tax Amount i | INVOICE Ta |

You can edit the text directly in the box until you click on another object or something else
in the Report Designer.

If you do this and then want to edit the text, select the text box, and click on the text to
display the insertion point. Use the arrow keys to move around the text and the 'DELETE'
and 'BACKSPACE' keys to remove text. The 'INSERT' key acts as a switch between insert
mode and typeover mode.
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When you have finished typing text you can format the text by double-clicking on the text
or choosing 'Properties' from the 'Edit' menu. For information about formatting your text,
see Changing Object Properties on page 49, later in this chapter.

Alternatively, you could use the Report Designer styles option to change your text format.

For more information about using styles see To add a new style on page 35, later in this
chapter.

Once you have made the changes to the text that you require, you need to save the
changes. To save the report using the same name, from the main toolbar, click the ‘Save'
option.

To save the report using a different name, from the 'File' menu, choose 'Save As'.

For more information about saving your report see Saving Reports on page 73 later in this
chapter.

To edit text

1.

From the Object toolbar, click the 'Select' option, then select the box you want to edit.
The cursor changes to a cross shape.

Continuing with the example of adding '"Thank you very much for your order."' to an Invoice
Layout, we now want to temporarily add a seasonal greeting, ''We hope you have a Merry
Christmas and a Happy New Year"'.

Select the box again.
The cursor changes to a vertical line.

Edit the text as required.
SOMMENT 1 |
COMMENT 2 |
| |

|
| Total Net Amount || ITEME NET |
|
|

Thank you very ruch for your order. We
hiope o hive a Ilerry Chiristnas and a
Hawmw Mew Vear,

Carriage Net || CHRE. NET) |

1
Total Tax Amount || IMVOICE TAX |

Once you have made the changes to the text that you require, you need to save the
changes. To save the report using the same name, from the main toolbar, click 'Save'.

To save the report using a different name, from the 'File' menu, choose 'Save As'. You may
prefer to save the invoice layout with a file name that indicates the invoice layout is to be
used at Christmas only, rather than re-editing the text on the same layout again once the
seasonal text is no longer required.

For more information about saving your report see Saving Reports on page 73 later in this
chapter.
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Text Wrapping
When you add a variable to a report in Design view there are often occasions when the
information that the report displays is greater in length than the size of the variable on the report.

For example, in Sage Payroll, you can create a report which displays all the employee's notes
from the Analysis section on the Employee record. To make sure the notes display in full, you

can select the "Wrap text' option, and resize the text variable to a suitable size. The text wraps
within the area you define.

Note: If you do not increase the size of the text variable sufficiently, the text does not completely
display on your report.

You can also set the "Wrap text and grow height' option on the text variable's Pos/Size' tab, so
the variable automatically resizes to fit all the text wrapping. With this option set, the text can
continuously move onto the next line until all the text is present on the report.

To set text wrapping and grow height
1. Select and double-click the variable that requires the text wrapping.
The 'Object Properties' window appears.

2. Click the 'Pos/Size' tab.
The Pos/Size properties appear.

Dbject Properties

Font | Hiik | Options ~ Pos/Sice |

i~ Position

Horaontal: ORI 2] From | Left Margin |

Vetiest | 0.0000 2] Fom: [ Top of Section |

- Dimensian

il 15000 ] Size:  [Mone |

Height | D182 S [hone |

Character Dutput
Output 3‘
’7 ¥ Use Dutput Length L:n;‘flh_ Ell—

- Optiare

™ Lock [cant drag or align) I~ Auto width to text
™ Wiap test
™ Wiap test and giow height

Help Cancel I

3. Select the 'Wrap text and grow height' check box.
The Wrap text check box can now be used.
4.  Click 'OK'.
The text wrapping and automatic text variable resizing is now active.

33



Sage Report Designer User’s Guide

The following example shows the report design and the effects on the reports when you select
the 'Wrap Text' and "Wrap text and grow height' options.

Date: ProcessDate Name Page PAGE
Time :|[IME DESCRIPTION
Refarence Foremame Briefnotes
| Reference Surname forename }lr\eﬁ\lmas = :
" =

W wirap bewt

Date: 21/05/2008 J & B Micro Technology Limited Page 1

Time: 09:50:10 Emplovee Report

Reference Sumame Forename Briefnotes

1 Pulman Arne Demonstraion notes to showthe text
weapping feature working when you select

V¥ 'wiraptext ¥ wirap test and grow height

Date: 150872006 J & B Micro Technology Limited Page 1

Time: 14:41:10 Em|g|o: /68 Re|gort

Reference Sumame Forename Briefnotes

1 Pulman Anne Demonsration notes to showthe text
wapping festure working swhen you select
the: Brief Motes variable in the
EmploveeP ersonal table.

2 McTeman AndrewR obert

3 Gorman Ancly
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Using Styles

The Report Designer supplies several styles that you can use straight away. A 'style' is a set of
font properties that is given a name and saved. Rather than selecting individual words or groups
of words and then changing the way they look, you can apply a pre-designed 'style' and apply
that to the selected text.

You apply these styles to text or variable objects by selecting the object and then selecting a
style from the 'Style' drop-down list on the Text toolbar. When you apply a style name to a text
or variable object, the text displayed instantly takes on those saved font properties. This can
save a great deal of time when you typeset a report and it also helps to make your final reports
consistent.

For example, if you always use specific font properties for your company name and address
(such as Times New Roman, bold, size 12), you can save these font attributes as a style called
'Address'. The text object automatically takes on the correct font properties.

Tip: If you are using a style of 'None', you can change the properties of a variable without
affecting any others.

To add a new style
1. From the 'Format' menu, choose 'Styles'.

The 'Style List' window appears, listing the styles which you currently have set up.

Style list |

Style Mame Font Mame IHeightIBoId Iltalic: I

Mone Arial 12 es Mo Al

Fepart Title Arial 12 Yes Mo

Header Title Arial 10 es Mo

Header Details Arial 10 Mo Mo

Criteria Title Arial g es MHo

Criteria Details Arial g Mo Mo

Heading Arial 8 Yes Mo

Title Arial g es Mo

[ etails Arial g Mo No =]

Help | Add Bemove Todify | Cloze |
2. Click ‘Add'.

The 'Style Add" window appears.
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Style add |
Mame: I

Help | QK I Cancel |

3. Inthe 'Name' box, enter the name of the new style then click 'OK'".

The 'Style List' window reappears, with the name of your new style at the bottom of the list.
4. Select the style you have just added from the list, then click 'Modify'.

The "Style Font' window appears.

Style Font E
Font |
FEont: Font style: Size:

ITimes Mew Roman Bald |1 1]

Fegular -

|talic " =)

rmﬁ_ 12
Bold Italic 152 [ |

Effects

™ Stikeout

Preview————
Overline: I Mane vl ’7 AaBhYyZz

Thiz iz TrueType font. Thiz same font will
be uzed on both your printer and your
soIeen

Underline:

Help | ’TI Cancel |

5. Use the 'Style Font' window to adjust the following text properties:

Font This list contains the range of fonts that your printer can use.
Select the font you want to use for your style.

Font style This list contains the types of styles that are available for the
font currently selected. Select the font style you want to apply
to your style.

Size Select the size of font you require.
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6.

7.

Strikeout Select this check box if you want to have a line drawn through
the text for this style.

Overline From the drop-down list, select whether to draw a single or
double line above the text for this style.

Underline From the drop-down list, select whether to draw a single or
double line below the text for this style.

To save the style settings, click 'OK'.
The 'Style List' window reappears.

To return to the Report Designer, click ‘Close'.

To edit an existing style

1.

5.

From the 'Format' menu, choose 'Styles'.
The 'Style List' window appears.

Select the style you want to amend from the list and then click ‘Modify'.
The 'Style Font' window appears.

Amend the font properties as required.

To save the font settings, click 'OK'.
The 'Style List' window reappears.

To return to the Report Designer, click 'Close'.

To delete a style

1.

From the 'Format’ menu, choose 'Styles'.
The 'Style List' window appears.

Select the style you want to remove from the list and then click '‘Remove’.
A warning message appears.

To delete the style, click 'Yes'.
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Adding Totals

You can add totals to your reports by placing variables in the page footer sections of your
report. When you place a variable in a page footer section it automatically displays the sum of
the values contained on the report.

For example, if you were creating a customer report and added a balance variable to the 'Page
Footer' section it would show the total balance for all customers shown on the report.

If you have set up groups on your report, you can add sub-totals for each group by adding a
variable to the 'Group Footer' section. For more information, see Grouping Report Information
on page 114.

To add a total

1.
2.
3.

From the Object toolbar, click the 'Variables' option.
Select the variable you want to total from the 'Variables' drop-down list.

Place the variable in a page footer section of the report.
The variable is automatically totalled.

If you copy a variable from a details or page header section to the page footer the variable
is not automatically totalled. To specify that the variable is to be totalled, double-click the
variable.

The 'Object Properties' window appears, showing the ‘Numeric' tab.
From the 'Function' drop-down list, select the 'Sum' option.

Click 'OK".

You have now added a total to your report.
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Adding Lines and Boxes

You can use the Report Designer's graphic tools to draw lines or boxes on your report. For
example you may want to see your totals on a report displayed in a box on the report rather
than just being underlined, or create check list reports with boxes that can be ticked manually
when the report is being used.

The lines can be of any thickness and colour and can be solid or dashed. Boxes can be given
a background colour (fill), pattern and line border. Lines and boxes are referred to as 'graphic
objects'.

Note: You cannot add lines and boxes to stationery layouts.
To add a line or box
1. From the Object toolbar, click either the 'Line' option or the 'Box' option.

2. Click the report layout at the point you want to insert the graphic object and without
releasing the mouse button, drag the graphic object to the size and shape you want, and
then release the mouse button.

If you drop the graphic, you can easily re-size it by clicking once on the object's outline and
dragging it to the correct size.

To set line properties
1. Double-click the line or box.

The 'Object Properties' window appears, showing the 'Line' information.

Line |Dpti0ns | Poz/Size |
- General ~weight
|§°'°“'—_, 0.2500 pt -
Style Custam: I 0.25003

— Preview

\

Help | QK I Cancel
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2.

On the 'Line' tab, enter the following properties:

Colour From the drop-down list, select the colour you want the line to
be.

Style Select the style you want the line to take, for example, solid or
dashes.

Weight Select the thickness required from the list available. If you want

to enter a thickness not listed here, enter the thickness you
require in the 'Custom’' box.

Custom If you have selected 'Custom' from the 'Weight' list, use the up
or down buttons to increase or decrease the thickness of the
line.

Shadow (boxes only)  Select this check box if you want to display a shadow effect
behind the box.

Round corners (boxes Select this check box to give a box a rectangular outline with
only) rounded corners.

The object appears in the Preview area showing the properties you have entered.

To save your line settings, click 'OK".

Tip: To make your line extend to the width or height of the report, click the 'Pos/Size' tab
from the 'Object Properties' window. Then select 'Full Width' or 'Full Height' from the two
'Size' drop-down lists.

To set box properties

1.

Double-click the box.

The 'Object Properties' window appears, showing the information on the 'Box' tab.
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Object Properties E

Box |Line | Options | Pos/Size |

— Colour

I None .

NN | |
IHENEN | %@g%gg
i CEERENR AN
llllllll Caolour: lm
l....r.. — Preview

T I

Help | QK I Cancel |

On the Box tab, enter the following properties:

Colour In the 'Colour" area select the background colour that you
require by clicking on the appropriate colour button.

Pattern In the 'Pattern' area, select the pattern you want to appear on
top of the background colour. From the 'Colour' drop-down
list, select the colour of the pattern.

Note: The pattern is only shown when a background colour has
been selected.

The object appears in the Preview area showing the properties you have entered.

To save your box settings, click OK.

You can also change the printing options and position and size properties for graphic
objects. For more information, see Changing Object Properties on page 49.

1
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Adding Pictures

You can use the Report Designer's picture tool to add pictures to your documents. This is
particularly useful if, for example, you are going to release a report for public viewing or want to

add a company logo to a report.

You can manually change the size of the image once it is on your document, or proportionally
resize it using the 'Keep Aspect Ratio' option. You can also set the image to print only on the

first copy of a document or add a hyperlink to an image if the document is sent as an electronic
copy. Adding a hyperlink to an image means a direct link to websites, e-mail addresses or other

details held in the variables within the report tables.

To add a picture to your report

1.
2.

From the Object toolbar, click the 'Picture' option.

Click the report layout at the point you want to insert the picture. The top left corner of the

image will start here.

Do not worry about the exact positioning at this stage. You can move the location of the

picture once it appears on your report.

The 'Open' window appears.

Look jn: | 1) My Dacuments j L &5 E5-
|5 Documents and Settings lEMy Wideos

() Help Info [C5) Training

@My Captivate Projects @User Requirerments

() My eBooks |5 wark Forms

éMy IMusic

(= My Pictures

Files of type: |Image files [*jpa; *jpea; * bp: * wmf; ".ico]j Cancel

I Link to file

Select the folder that contains your picture, and then select the picture you want to add to
your report. You can add pictures with the following formats: JPEG (.jpg or .jpeg), Windows

bitmap (.bmp), Windows metafile (.wmf) and Icon (.ico).

The picture appears in the preview area on the right side of the Open window.
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4.

Open HE
Loak if: I@ My Pictures j gl

@ Image3

1 (I3 g

File name: |Sage|ogo DOpen I

Files of type: IImagefiles[".ipg;".ipeg;".bmp;".wmf;".ico]j Cancel |

™ Link to file

If you want to embed the picture file into the report itself, clear the 'Link to file' check box.

The picture is saved within the report itself. This means that if you delete or change the
location of the picture file, it still exists within your report. Saving a picture to a report makes
the report file size larger however, and if you make changes to the original picture you will
have to add it to the report again.

If you want to link to the picture file, select the 'Link to file' check box.

The picture does not become part of the report. The report is able to show the picture
every time you run the report by retrieving it from the path you selected earlier. This means
that the report file size stays smaller, but if you change the location of the picture, the report
cannot find it and breaks the link. If this occurs, a warning message appears advising you
of a broken link. To repair the link you need to select the picture's new location.

Note: If you send a report in HTML format by e-mail that uses a linked picture, the Report
Designer sends a copy of the picture(s) used with the report. The recipient of the e-mail
should save all the files into the same folder, and the links remain intact.

Click 'Open'.
The picture appears on your report.
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If you want to change the position of the picture, select the picture (8 small black squares

(22

appear around the picture), and without releasing the mouse button, drag the picture to

the position you require on the report.

To set picture properties
1. Double-click the picture on your report design view.

The 'Object Properties' window appears.
2.

You can use the object properties to affect the picture in a number of different ways.
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Hlink

Options

Pos/Size

Using this tab, you can set up a hyperlink for your picture. For

example, you can enable someone reading an electronic copy

of the report to click a picture which takes them to a website of
your choosing. For more information, see the Setting hyperlink
properties section later in this chapter.

Select 'Print on first copy only'

If you print more than one copy of your report, you can specify
that you want the picture to appear just on the first copy. Select
the 'Print on first copy only"' option.

If you want the picture to print on every copy make sure you
clear the 'Print on first copy only' check box.

‘Select 'Suppress printing'
You can also prevent the picture from being printed on any

copies of the report by selecting the 'Suppress Printing' option.

When you add a picture to your report, the height and width of
the picture are identical to the dimensions you saved originally
with the source image.

Select 'Keep Aspect Ratio'

If you adjust one dimension such as the height of the picture,
the other dimension (width) changes automatically and vice
versa when you select 'Keep Aspect Ratio'.

Select the picture you want to resize. Eight black boxes appear
around the picture. Hover the mouse over one of the black
boxes until the mouse pointer changes to a double ended
arrow. Drag the mouse to increase or decrease the picture size.
The picture resizes and keeps its original proportions.

If you prefer to manually adjust a value for one of the
dimensions such as 'Width' the other dimension value (Height)
automatically adjusts and vice versa.

Clear 'Keep Aspect Ratio'
If you change any of the 'Size' options within the Dimensions
section, you cannot use the 'Keep Aspect Ratio' facility.

If you want to adjust the ‘Width' and 'Height' values manually,
or drag the picture to the size and shape you want without it
automatically amending the proportions, clear the 'Keep Aspect
Ratio' check box.
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Using Objects

An object refers to any item that is placed on a report, whether it is a piece of text, a variable or
a graphic object such as a line or box.

You can move objects using the mouse or the various options within the Report Designer.

This section covers the following topics:

Selecting, moving and resizing objects
Aligning and resizing multiple objects
Autosizing objects

Anchoring objects.

Selecting, Moving and Resizing Objects

You can select all of the objects on your report or specific objects. This is useful if you want to
select a number of objects to align simultaneously.

To select, move and resize objects

1.

Select the object or objects as follows:

= To select an object, click once with the left mouse button on the object required, or
press the TAB key until the object is selected.

= To select multiple objects, hold down the SHIFT key continuously while clicking on the
objects required. Alternatively, click the 'Select’ option from the toolbar, and by
holding down the mouse button drag the box over the objects you require.

Using the arrow keys, move the object(s) to the new position on your report.

Alternatively, hold down the mouse button and drag the object(s) to the position you
require.

To resize an object, select the object and then move the cursor over the horizontal line on
the right hand side of the graphic until a two-way arrow appears. Hold down the mouse
button and drag the object to the size you require.
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Aligning, Resizing and Justifying Multiple Objects

To save you manually aligning and resizing each object individually, you can use the Align and
resize button on the Main toolbar or the Alignment option from the Format menu, and resize
several objects at one time. You can align your objects either horizontally or vertically.

The resize option is useful for adjusting the size of multiple objects. For example, if you want all
the address variables on a report to be the same size, you can adjust just one of the address
variables to the size you require, select the remaining address variables and use the Align and
resize button on the Main toolbar.

You can also justify your object(s) on the report to change the appearance of the information
within the object. There are three types of justification: left, right and centre.

To align or resize multiple objects
1. Select the objects you want to align or resize.

2. From the main toolbar, click 'Format' and then select 'Alignment'.
The 'Alignment’ window appears.

Alignment E
Alignment |
Alignment

Horizantal:

FErom: I Firzt Object 'l
Wertical: INone vl From: IFirst Object 'l

Nane

()8 | Cancel |

3. To align objects horizontally, from the 'Horizontal' drop-down list, specify how you want to
align them, either from the left, centre or right. Then, using the 'From' drop-down list, select
where you want the alignment to start.

To resize all objects to the same width as the object with the smallest width, from the
‘Horizontal' drop-down list select 'Width Min'. To resize all objects to the same width as
the object with the greatest width, from the 'Horizontal' drop-down list select 'Width Max'.

4. To align your objects vertically, from the 'Vertical' drop-down list, specify how you want to
align them, either from the top, centre or bottom. Then using the 'From' drop-down list,
select where you want the alignment to start.

To resize all objects to the same height as the object with the smallest height, from the
‘Vertical' drop-down list select 'Height Min'. To resize all objects to the same height as the
object with the greatest height, from the 'Vertical' drop-down list select 'Height Max'.

5. To save your alignment and resizing settings, click 'OK".
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To justify your object(s)
1. Select the object(s) you want to justify.

2. From the text toolbar, select the appropriate justification button

| | |
EEmployeeHame ®
u L [

| [ | |
H Employee Hame B
| = ]

| | |
B Employee Hamel
u [ [

L1

The information in the object justifies to the selected position.

In the examples above, you can see that the text justifies to the left side, the centre or the
right side of the object box depending on which justification button you select.

Autosizing

When you enter text into a report the object border will cut off the text if you either type too much
text or the text box is too small. Usually you would have to resize the text box so that all of the

text appears on your report.
If you use the autosizing option and you change the font of the object, the Report Designer
recalculates the size of the object so that the text does not get cut off.
To set up autosizing for an object
1. From the report layout, double-click the object you require.
The 'Object Properties' window appears.
2. Click the 'Pos/Size' tab.
3. Select the Auto size check box.

4. To save your changes, click 'OK".
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Anchoring Objects

You can anchor objects on a report layout to ensure they are not moved. This is particularly
useful if you are using pre-printed stationery. Once you have placed an object on the report
layout so that it prints in the correct place on the stationery, you can anchor the object to ensure
it does not get moved accidentally.

To anchor an object

1. From the report layout, double-click the object you require.
The 'Object Properties' window appears.

2. Click the 'Pos/Size' tab.

3. Select the 'Locked' check box.

4. To save your anchor, click 'OK'.

Changing Object Properties

You can modify the properties of the variable, text and graphic objects on your report. The
properties you can change depends on the type of object selected. You can change the
numeric, text, date, time, hyperlink, printing, size and position properties of an object.

Note: If you amend an object's properties, this overrides any default settings which have been
made for the report. For more information about changing the default settings for your report,
see the Changing Your Default Report Settings chapter on page 91.

This section covers the following topics:

= Updating the object properties of multiple objects

= Setting numeric properties

= Setting text properties

= Setting date properties

= Setting time properties

= Setting hyperlink properties

= Setting printing properties

= Setting size and position properties.

For information about setting line and box properties, see Adding Lines and Boxes on page 39.
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Updating the object properties of multiple objects

To save you updating an object's settings individually when a change needs to affect more than
one object, you can select multiple objects and change the setting once. The changes you
make to the object properties only affects the relevant variables. For example, if you amend the
date setting, only date variables are affected. If you wanted to change the decimal precision of
a number of numeric fields, you could select the numeric fields, set the 'Decimal Places' option,
and update all the selected objects together.

To update the object properties of multiple objects

1. To select multiple objects from the report layout, hold down the SHIFT key continuously
while clicking the objects required.

The selected objects are highlighted with small black boxes.

Job: WobHao Hilitke n
Curtomer: Eusmsﬂame n
Job Status:  WohStatos n

Multiple selected objects

2. From the report layout, double-click on any of the selected objects.
The 'Object Properties' window appears.

3. From the 'Object Properties' window, amend the settings as required, and click 'OK".
The selected objects are updated with the new settings.

Note: For more information about changing the object properties settings, see the
following topics covered in Changing Object Properties on page 49.

Setting Numeric properties

Setting the properties of the numeric variables on your report ensures that your values are
presented accurately using the correct symbols and decimal precision where required. Once
you add a variable, the numeric properties also give you the opportunity to change its function
quickly and easily.

For example, if you have a column of values and you later decide to edit the report and want to
see a total of the values, you can quickly add the same variable into the footer section of the
report, and change its numeric properties to 'Sum'.
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To set an object's numeric properties

1. From the report layout, double-click the object you require.

The 'Object Properties' window appears, showing the '‘Numeric' information.

Numeric |F0nt | HLirk. | Options | Pos/Size |

—E |
Leneral

Function:

Sign after group:

Object Properties E
— Sumbal
INone vl Thouzands symbal: I
Ha T Megative symbal: I
Mo -

Cumulative:
™ Suppress if zero

[ Fized curency symbal

Decimal symbal:

|_—
B

Currency symbaol:

Dizplay leading zero: ID.‘I

j — Component

Decimal places: [Cieraui I Part: IWhoIe 'l
Mumeric: format: £11 - DiSD'Q‘d:IVaIue vl
Sign Frevie
’75.@11 I Signed vl ’7 993593599999553.98 ‘
Help | ()8 I Cancel |

2. From the 'Function' drop-down list, select the option you require.

Sum

Average

Min

Max

Select this option to print the sum of the variable. If the variable
is in a footer section then it will show the total amount for all
values in the section above it. If the variable is in a details or
group header section, it will show the running total of the values
on the report.

Select this option to print the average value of the variable. If the
variable is in a details section, it will show the average value as it
moves down the list of values.

Select this option to print the minimum value of the variable. If
the variable is in a details section, it will show the variable's
minimum value as it moves down the list of values.

Select this option to print the maximum value of the variable. If
the variable is in a details section it will show the variable's
maximum value as it moves down the list of values.
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Count

Count All

Select this option to show the number of transactions on the
report (or within each group if you have groups set up).

This means that the value of the variable is replaced by the
number of times the variable appears in the report (or group). If
the variable is in a details section, it shows the number the
transaction is in the list.

Select this option, in conjunction with the 'Cumulative' option, if
you have groups set up to show the number of transactions in
the whole report.

This means that the value of the variable is replaced by the
position number of the variable in the report, not in the group.

Note: The Report Designer highlights all objects using functions with a magenta border to
make it easier for you to identify them when working in report design mode.

3. Enter the following settings to indicate the numeric properties you require:

Sign after group

Normally, you only use this option if you have separate debit
and credit columns on your report.

If you apply a sign to a value, the total shown is calculated by
adding the debit and credits. For example:

DR CR
100 O
0 50

0

(o
(@]

If you do not apply a sign, the totals for the debits and credits
columns are calculated separately. For example:

DR CR
100 O
0 50

L

00 5

(@]

From the drop-down list, specify when you want to apply the
sign.
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Cumulative

Suppress if zero

Fixed currency
symbol

Display leading zero

Decimal places

Numeric format

From the drop-down list, select whether you want running
totals over different groups.

You can use this option in conjunction with the '‘Count All'
option from the 'Function' drop-down list to show the number
of transactions in your whole report.

Select this check box if you do not want to print a value of zero
for the variable.

Note: If you select this check box, the Report Designer still
prints the line of the report, but does not print a zero.

Select this check box if you want the currency symbol entered
in the 'Currency symbol' box, to appear in a fixed position for
the variable.

From the drop-down list, select whether to show a decimal for
the variable with a leading zero or without (either as 0.1 or .1).

From the drop-down list, specify how many decimal places you
want to display for the variable.

From the drop-down list, select the numeric format you require
for the variable.

4. From the 'Sign' drop-down list, select which sign you want for the variable as follows:

Signed
Unsigned

Reversed

Debit

Credit

Debit/Credit

Select this option to print the value and the sign.

Select this option to turn off the sign. So, if you are totalling
positive and negative values, the Report Designer treats all
values as if they were positive.

Select this option to reverse what appears for the variable.

Select this option to change the variables value to zero if the
value is negative. If the value for the variable is positive, then the
value is displayed.

Select this option to change the variables value to zero if the
value is positive. If the value for the variable is negative, then the
value is displayed.

Select this option to show the value with either a Dr or a Cr
alongside.
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5. From the Symbols section, specify the symbols you want to use as follows:

Thousands symbol

Negative symbol
Decimal symbol

Currency symbol

Enter the symbol you want to use to separate the thousands for
your variable.

Enter the symbol you want to use for negative amounts.
Enter the decimal symbol you want to use to for your variable.

Enter the currency symbol you want to use for your variable.

6. Inthe 'Component' section, use the options to change how your numeric values are

displayed.

Part

Display

From the drop-down list, select which part of your numeric
value is displayed. As a default it will be set to 'Whole'.
However, if you are displaying large numeric values and only
want to show the figures in thousands, select "Thousands' from
the drop-down list. The value displayed is the last digit of the
whole thousand. For example, 12,000 will show as 2.00 and
150,000 will show as 0.00.

From the drop-down list, select how you want the numeric
value to be displayed. You can display the value numerically or
as a written amount.

7. To save your settings, click 'OK".

Note: You can also amend the text, options and position/size properties of your numeric
variable. For more information about these, see the sections To set an object's text
properties, To set an object's printing properties and To set an object's position and size
properties, later in this chapter.
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Setting text properties

Changing the text properties of an object offers more opportunity to make the information on
your report more meaningful for the recipient of the report.

For example, you may want important information to appear in bold or italics, on a report. Your
company might also use a particular font for all its correspondence which can be standardised
on the reports you produce using the Report Designer.

To set an object's text properties

1. From the report layout, double-click the object you require.

You can select more than one object by holding down the SHIFT key continuously while
clicking on the objects required, and then double-clicking on any of the selected objects.

The 'Object Properties' window appears, showing the 'Font' information.

Object Properties
Font |HLink | Optiens |

Font:

Pos/Size |

Font st_lgle

ITimes Mew Roman

Times New Roman 1B
T Times New Roman W
T Trebuchet M5 ;l

Effects
[~ Stikeout

Dverline: INone 'l
Underline: INone 'l

~:||I:

§
Italic
Bold
Bold Italic

Text colour: I. Black 'l

Presview
’7 AuEbYy T

This is TrueType font. This same font wil
be uzed on bath pour printer and pour
SCIEEN

Help |

ok I Cancel

2.  Complete the boxes as follows:

Font

Font style

Size

This list contains the range of fonts that your printer can use.
Select the type of font you want to use for your text.

This list contains the styles that are available for the font
currently selected. Select the font style you want to apply to
your text.

Select the size of font you require.
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Strikeout Select this check box to draw a line through your text.

Overline From the drop-down list, select whether to draw a single or
double line above your text.

Underline From the drop-down list, select whether to draw a single or
double line below your text.

Text colour From the drop-down list, select the colour you want your text to
be.

3. To save the text settings, click 'OK".

The 'Update Font Settings' prompt appears.

4. Select whether to update the changes to all objects with the style or just update the

selected objects.
The style changes appear.

Note: If you do not want to see the 'Update Font Settings' prompt in future, select the ‘Do
not show this message again' check box. Any font change updates made in the future,
default to your last prompt choice.

To change the default, see the Changing Your Grid Settings, Measurement Units and

Other General Options section in the Changing Your Default Report Settings chapter
starting on page 93.
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Setting date properties

Changing an object's date format offers you the opportunity to use formats that might have
been set as a Company preference for reports, or are simply just your personal preference.

For example, you may prefer to see the month referred to using its first three letters rather than
its month number.

To set an object's date properties
1. From the report layout, double-click the date variable you require.
The 'Object Properties' window appears, displaying the 'Date’ information.

Object Properties

Date |F0nt | HLirk. | Options | Pos/Size |

General Separatar
’7Date farmmat; |{N]aR ’7 Date separatar; I.-"

Preview
’7 3141241936

Help | ar I Cancel

2. Complete the boxes as follows:

Date format From the drop-down list, select the date format you require.

Date separator Enter the character you want to use to separate both the day
from the month, and the month from the year when using a
short date format. For example, you could use / or a hyphen.

3. To save your date settings, click 'OK'".
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Setting time properties

The time object properties offers you the choice of different formats for the time information on
a report. For example, you may prefer your time format to be in 24 hour clock format to quickly
tell at a glance if a report has been run off in the morning or afternoon.

To set an object's time properties

1. From the report layout, double-click the time variable you require.

The Object Properties window appears, displaying the "Time'" information.

0Object Properties

Time |Font | HLink. | Optians | PosiSize |

I ilise 24 hour clock
¥ Apply zeros to time

Separator
Tirme separator: I

AM: I
PH: I
Preview
23:553:59
Help | ak I Cancel

2.  Complete the boxes as follows:

Use 24 hour clock

Apply zeros to time

AM

PM

Select this check box if you want to use the 24 hour clock
format.

Select this check box if you want all time variables to consist of
six digits, for example, if the time was 9.30am this would
appear as 09.30.00.

Enter how you would like AM to appear on your report. For
example, AM or am.

Enter how you would like PM to appear on your report. For
example, PM or pm.
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Time separator Enter the character you want to use to separate the hours from
the minutes. For example, you could use a colon or a full stop.

3. To save your time settings, click 'OK'.

Setting hyperlink properties

Setting up an object on your report with hyperlink properties, can provide very useful additional
information for anyone receiving and viewing the report, and all provided within the confines of
the report.

For example, if you were e-mailing an Invoice to a customer, you could set up a hyperlink for
your 'Company Name' variable. This could take the customer to your company website when
they clicked on the company name on the report. Alternatively, you might like to have the
'‘Contact Name' variable on a report set up with a hyperlink for an e-mail address.

To set an object's hyperlink properties

1. Fromthe 'Design' view of your report, double click the object you want to set up a hyperlink
for.

The 'Object Properties' window appears.
2. Select the "HLink' tab, displaying the 'Hyperlink Source' section.

Object Properties

Font  HLink |Dpti0ns | Poz/Size |

— Hyperlink Source

Table Wariable
C Isglbl_Compan}\Addred IName j

Huperlink target

O

Help | ak I Cancel

3. Complete the section as follows:
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No Hyperlink Selected by default, but you should also select 'No Hyperlink', if
you want to remove a hyperlink from a selected object.

Table/Variable Select this option if you want to create a hyperlink using a value
held in a specific 'Table' and related 'Variable' on a report. The
tables available vary depending on the type of report you are
using.

Hyperlink Target Select this option to enter your own text to create a hyperlink on
your report, For example, http:\\ and mailto:

4. Click 'OK', and from the report layout, preview your report.

The report preview appears.

5. From the 'File' menu, select 'Save'.

If the report is a non-fixed report, and you select 'Save', the changes you have made
automatically overwrite the existing report, and so no additional Save window appears.

If the report is a fixed report, it cannot be over written and so you must save the amended
report using a new filename. The 'Save As' window appears, and the following steps must
be followed.

6. From the 'Save in' drop-down list, select the folder where you want to store the report.
7. To save your report under a different file name, enter a new name in the File name box.

8. From the 'Save as' type drop-down list, select HTML Files (*.htm), and click 'Save'.

You have now completed entering your hyperlink settings. When you preview your report
to HTML output, the hyperlinks are activated for you to use.
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Setting printing properties

Setting the printing properties for an object is particularly useful for hiding elements of the design

from the final report print out.

For example, you may want to add some additional design help notes on a report design view,
but obviously do not want to see these on the printed report itself. You can set the text field to
be suppressed when printing, so the text does not print.

To set an object's printing properties

1. From the report layout, double-click the object you require.

The 'Object Properties' window appears.

2. Click the 'Options' tab.

The Options information appears.

Object Properties

Hurneric: | Fontl HLink ~ Options | Pas/Size |

_E
Ler

]

™ Suppress prirting
Suppress duplicates: MNa

 Leqislative format options

Fill character: |*

Fill mode: IND fill 'l
Fill format: I 'l
Help | ak I Cancel |

3. Use the following options to indicate the printing properties for this object:

Print on first copy only Select this check box, if when you print more than one copy of

Suppress printing

Suppress duplicates

this report, the object only prints on the first copy.

Select this check box if you do not want the object printed on
your report.

From the drop-down list, select whether you want the object
repeated on your report.
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4. Depending on the forms you may print, for example bank cheques, select from the

following options.

Fill character

Fill mode

Fill format

Enter a character that you want to include to fill in the gaps in a
field. For example, you may be printing cheques and need to fill
in any gaps to avoid fraud.

Entering * would create ***100.00. Entering # would create
###100.00.

From the drop-down list, select a fill mode to specify where you
want the fill character to appear in the field. For example, Pre-fill
would be **100.00, Post-fill would be 100.00*** and Surround
would be **100.00***.

Enter how many characters you want to include in total,
including fillers. If the fill mode has been set to 'Surround’, the
fill format works on the nearest even number.

For example Surround 1, 2 or 3 would give *100*. Surround 4
or 5 would give **100™*.

Selecting 'Default’ allows the maximum amount possible
available for the field.

5. To save your settings, click 'OK'.

Setting size and position properties

During the design of a new report or editing an existing report, you may find that information is
not being displayed in full or the spacing between variables needs adjusting.

In design view, you can use the size and position properties of an object, to move the object
precisely using measurement units, and control the number of characters that an object

displays.

To set an object's size and position properties

1. From the report layout, double-click the object you require.

The 'Object Properties' window appears.

2. Click the 'Pos/Size' tab.

The position and size information is displayed.
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Object Properties

Funll HLink. | Options ~ Pos/Size |

— Position
Horizantal: I 0.5500 g Eram: ILefl Margin vl
Werlical: I 1.0000 j From: ITop targin j
r— Dimension:
width: | IEEEEEIE = |None =
Height: I 0.1458 g Sjze: INone vl

™ Locked
Help | 0k I Cancel |

3. Enter the following information in the Position section as required.

Horizontal Enter the distance the object is placed from the setting you
specify in the 'From' box.

From From the drop-down list, select where the horizontal distance
starts from.

Vertical Enter the distance the object is placed from the setting you
specify in the 'From' box.

From From the drop-down list, select where the vertical distance
starts from.

4. Enter the following information in the 'Dimensions’ section as required.
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5.

Width

Size

Height

Size

Enter the width of the object. Use the up/down buttons for fine
adjustment if necessary.

From the drop-down list, select the width of the object as
follows:

" ‘None' means it will use the measurement entered in
the Width box

= 'Full Width' means the object's size will be increased
to fill the width of the page

= 'Width' means the object's size will be increased to fill
the width of the page starting from where the object
was originally placed.

These options are generally only used for graphical objects
such as lines and boxes. For example, you could choose the
‘Full Width' option to extend a line to the width of the report.

Enter the height of the object. Use the up/down buttons for fine
adjustment if necessary.

From the drop-down list, select the height of the object as
follows:

" ‘None' means it will use the measurement entered in
the Height box

= 'Full Height' means the object's size will be increased
to fill the height of the section where it is placed

= 'Height' means the object's size will be increased to fill
the height of the section starting from where the object
was originally placed in the section.

These options are generally only used for graphical objects
such as lines and boxes. For example, you could choose the
‘Full Width' option to ensure that the height of a box matches
the height of the section.

Select the following information in the ‘Character Output' section as required:

Use Output Length

Select the check box to enter an output length.
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6.

7.

Output Length

Use the up or down buttons to set the length of a variable or
expression on your report. The length is measured in terms of
characters.

Note: You should also select 'Auto size', to ensure that the
variable is resized on screen to fit the new number of
characters.

If the 'Use Output Length' box is not selected, the field lengths
are determined by the data length.

Select the following check boxes as required.

Locked

Auto sizing

Select this check box to fix the variable in this position on the
page.

Select this check box to activate auto sizing, or clear it to turn it
off.

Note: For further information about auto sizing see Autosizing
on page 63.

To save your settings, click 'OK".
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Setting Conditional Properties

You can use conditional formatting when you want to format an object based on its value or
that of another variable.

For example, in Sage 200, you can set up a Cash Book report which displays any bank account
balances that have fallen below a specified amount. You can also enable information messages
to appear when objects meet certain conditions. For example, if the value of the bank account
field falls below a specified amount, you can display a warning message, '‘Warning - Bank
account balance below £x.xx'".

To set up conditional formatting

The following example uses a Sage 200 Cash Book report. This example shows how you can
change the way that a field is represented in a report, when certain conditions are met. In this
example, the account balance of any bank account that is less than £2500 will be displayed in
the report in a different.

1. Select the report that you want to edit. In this example we will be editing the Cash Book
report, 'Cash Book Account Details Report.srt'.

2. Select the 'Conditional View' from the "View' menu to highlight any conditional changes
that you make to the report.

If the report has no conditional formatting on it, a message will appear; "There are no

objects with conditional properties set. The conditional view will appear the same as the
normal view'. Click 'OK" to continue.

3.  Onthe report layout, select the object that you want to apply conditional formatting to and
double-click. In this example, the field to select is the one next to the 'Current Balance'
field, named 'CBAccount.CurrentBalancelnAccntCurrency'.

The 'Object Conditional Properties' window appears.
4. Click 'Build".
The 'Filter Builder' window appears.
5. From the 'Variables' table, select the variable(s) that you want to involve in the filter.

For example, this report needs to be able to recognise all bank account balances below

£2500. Select and double-click the 'CBAccount.CurrentBalancelnAccntCurrency' variable
so that it appears in the 'Filter calculation' box. Select the '<' symbol from the 'Operators'
drop-down list and click Add. Next, move to the 'Filter calculation' box and enter the value
2500.

Note: If you know that name of the variable, you can type the filter calculation manually into
the box.
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Filter Builder x|
Filter |
FEilter calculation:
CBAccount CurentB alancelndccntCurency < 2500 =]
— Operatar
Clear

| _Clear |

— Function
=l add

Table REFORT j [ Show values
Wariahles I | Walues in Database
CBBankLocation AddressLing3 ;I
CBBankLocation AddressLined
CBBankLocation. PostCode
CBAccount B ankaccounti ominal umber -
CBAccount BankaccountM ominalCostCentre
CBAccount B ankAccauntMaminalllepartment

Heln | sdd | 0K | concal |

Click 'OK', and you are returned to 'Object Conditional Properties' window.

The first part of the condition is now set up. The next stage involves setting up the
formatting effects you want to show on the report when the filter is in use. In this example,
when an account balance value is less than £2500, it needs to be displayed in a different
font, in italics and in maroon.

To set up the formatting effects, select the 'Font' tab.
The Font information appears.

Change the font details. For the purposes of this example, the 'Font style' is changed to
[talic and the "Text colour' is changed to ‘Maroon'.

Click 'OK". The text for the edited field is now displayed in coloured italics.

Next, we can add some text as an additional warning against any bank account balance
that falls below £2500.

67



68

Sage Report Designer User’s Guide

To add some conditional information text

To see additional information or a warning message on a report when certain object criteria are
met, you can apply conditional formatting to text objects. For example, instead of changing the
font and style of the sales balance when it is less than £2500, a warning message could appear
against the value, or the message could appear in addition to other conditional changes.

1.

4
5.
6
7

Open the report, set it to conditional view and add the text you require for the message to
your report.

You can then position the text box where you want the text to appear. In this example, the
‘Criteria 2" line has been moved down from the original report allowing for the text to be
added underneath the 'Last Statement Balance' field.

LUTEnt Balance ; [ancemAcomLamency] [URE| | JanGelNDsses. LrTency|
Last Statement Balance: StstemertBalance| asat | LastStaemer

!/Vam."ng - gcoount ba!ance:ﬁs Jess than £2500

Adc ref from fic description from BCCOUNT _DESC_FF

Double-click on the text object.
The 'Conditional Object Properties' window appears.

To add your filter, follow steps 3-5 of the 'To set up conditional formatting' procedure.
Continue with steps 6 and 7 from that procedure if you want to format the font details, and
click OK. In this example you would set the same Filter;
‘CBAccount.CurrentBalancelnAccntCurrency < 2500'.

Select the text box, and click on the right-hand mouse button.
Select the 'Properties' option from the menu.

Click on the 'Options' tab and select the 'Suppress Printing' option.
Click 'OK" to save the 'Object Properties' settings.

When you run the report, the warning message text that you setup earlier appears against the
balances that exceed £2500.

In the example, you can see that the Petty Cash account has a warning displayed as the current
balance is only £163.88. The amount is also displayed as italics. If you have followed the
example, the amounts in your report will also be displayed in a different colour.
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Report Design

[Cash Book Account Detail

J File Edit “iew Format Tools ‘“Window Help =8 |5|
D@ & [ o |
D N I O D =

- AiC Sort

: Ref Description Bank Hame & Address Code Contact & Telephone

- 4 Deposit Bank Account Barclays Bank PLC 102317 Sitm on Millar

- 23 Rose Street 01804 5656712

- Cumency: £ P ounds Sterling Bishopthorpe

- Mork Y021 4BL

- Hominal Bank

P_‘ Curent Balance : 107695.43 { 10769543 £ ¥ Bank

- Last Statement Balance : 7769543 asat 29/072004 Exchange IIIif_I

Z 5 P ety Cash [Office) 000000 Elaine Stust

t Cumency: £ P ounds Sterling

z Horrinal Bank

- Curent Balance : 16385 { 163.88£ ) Bank _

- Last Statement Balance : 000 asat Exchange Dif ;.

- Warning - account balance Is less than £2500

- 6 P ety Cash (Warehouse) 0ooaoa Moel Crmond

% Design j Preview ;4 I
Page 2/2 | T |
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Adding Page Numbers

There are two types of page numbering in Sage Report Designer. If your report, layout or letter
prints over more than one page, you may want your page numbering to display each page out
of the total number of pages being printed. This is called batch page numbering. However, if
you are printing letters that vary in number of pages, you may want your letters only to display
each page out of the total number of pages for that letter alone.

To add a batch page number

1.

In 'Design' mode, open the report, letter, label or layout that you want to add a batch page
number to.

Note: If you want to add text to the page numbers, you may find it easier to select the
'Active Complete' option on the Object Toolbar before proceeding with the next steps.

Select the 'REPORT" table from the 'Table' drop-down list, and then select the
'BATCH_PAGE' variable. This displays the page number only.

Click the report layout at the position in the 'Header' or 'Footer' section where you want to
insert the page number.

If you have chosen to use 'Active Complete’, the '‘Active Complete' window appears.

Select to enter text to the left of the variable, and type in a description. In this example the
word 'Page' is suitable.

Click 'OK', and the text and variable appears on the report design.

If you want to display the page number out of the total number of pages, you also need to
add the 'BATCH_PAGES' variable. In this instance you may add the word "'of'' to the left
of the variable.

When you have finished, your report design layout should look like the following:

L_HAME
L_ADDRESS 1
L_ADDRESS 2
L_ADDRESS 3 [V OICE_OF_CHage EAT|pf BATCH F|
L_ADDRESS 4
L_sDDRESS_5

¥ AT Regllo: ¥ AT REG NUMEER

HAME | . || [N OICE NUME ‘
T ADTRESE 1 [mvoice No.

A ADDRESS 2 | T ——— || [NV OICE_DATE ‘
C_ADDRESS 3

C_ADDRESS 4 | Cust. Order No. || CUST_ORDE ‘
G ADDRESS 5

VAT RegNo: [ AT_REG_NUMBER | Account No. || ACCOUNT_R ‘

A preview of the reports, letters labels or layouts shows the consecutive numbering.
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To add a page number
1.

Al Design Services
674 Station Road
Elackponol
Lancashire
BFIZ7HT

VAT RegMNo: GB238 3830 38

Bobs BuildingSupplies
Timber Vard

123 Preseot Way
Alnwick
Horthumberland

AL1Z 6GH

VAT RegHNo: GE454 3450 43

Save your changes.

In the example above, the invoice layout uses batch numbering. There are 69 invoices to
be printed, so the batch page numbering shows Page 1 of 69, Page 2 of 69 and so on, on
each page.

Invoice Page 1 of 6%

0271242006
TEET
AlDool

Invoice Page 2 of 67

In design mode, open the report, letter, label or layout that you want to add a page number

to.

Select the 'REPORTS' table from the 'Table' drop-down list, and then select the 'PAGE'
variable.

Follow the procedure for adding batch page numbers and at step 5, select the 'PAGES'
variable.

Save your design.
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When you run the design to preview or print a number of copies of the document, the
number of pages appears in the position you specified on the design screen.

The same invoice layout used in the previous batch page numbering example, is now set
up using the PAGE/PAGES variables. Notice the difference in the following illustrations.

Invoice Page 1 of 1

Al Design Services
57a Station Road
Blackponl
Lanecashire
BPFI3THT

027124006

TEET

VAT RegMo: GB238 3830 38 AlDool

Invoice Page 1 of 1

Bobs Buillding Jupplies
Timber Vard

123 Prescot Way
Alnwrick

H orthumberland
AL1Z6GH

VAT RegHo: GB454 3450 42 BBES001

02/12/2006

1253

Although there are 69 invoices to be printed, there is only one page for each customer
invoice. The first copy states ''Page 1 of 1", and all subsequent copies state ''Page 1 of
1",
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Saving Reports

When you are finished creating or editing your report, you must save your changes. If you are
editing a fixed report, you must save the report using a different file name so that the original
report information remains unchanged.

You can also save your report as a different type of file output if required. For example, you can
save the report as a Comma Separated File (*.csv) or as a Delimited File (*.csv) if you need to
edit the output format before it is saved.

To save your report

1.

To save the report using the same name, from the main toolbar, click the 'Save' option.

To save the report using a different name, from the 'File' menu, choose 'Save As'.
The 'Save As' window appears.

Save As @

Save in: | ) Mominal j L =¥ EE-

Balance Sheet Memo Accounts, srt Norninal
Balance Sheet Report (MTD-YTD) by Cost Centre.srt Morninal
Balance Sheet Repork (MTD-YTD).srt Torminal
Balance Sheet Report (¥TD) by Cost Centre, srt Mominal
Balance Sheet Report (YTD). stk Norminal
Create Journal Entry . srt Marminal
£ >

File name: |N arminal
Save as type: | Rrepart Files [* srt) | Cancel

From the 'Save in' drop-down list, select the folder where you want to store the report.

It is good practice to store all reports of the same type in the same folder. For example,
customer reports should be saved in the Customer folder. In Sage 200, this means that
you could access the report from the Sales Ledger module, whereas in Sage 50, these
reports would be accessed from the Customers module. For information about where the
different types of reports are stored see The Report Designer File Structure section.

In the 'File name' box enter a name for the report.
Click 'Save'.
The report is now saved.
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Saving reports as CSV files

The CSV file format enables you to import your report information into other products including
other Sage programs, Spreadsheet products, BACS and third party company software,
avoiding the need to duplicate work and enter values manually.

You can save your report as a CSV file from two different areas in the Report Designer; when
running your report to preview from your Sage program Reports Windows, and also when
working on the report in the Report Design or Preview mode.

To save your report as a CSV file

1. If you are running your report to preview from one of your Sage program's Report
Windows, the report options are displayed below the report preview.

— Heo Tp Dae Refn. N Details Depi  T/C Valie [15:]
- 2] I 02082006 1 4000 AT Tifid Tomrer Case 1 Tl 16.63
- 1m I 02082006 1 4000 White board - Drymepe (900 15 1 T1 2897
; 101 I 02082006 1 4000 A4 Ledger Book: - 5 Cobmn 1 T1 TLE
1 I 02082006 1 4000 Shurthand Hotebook: - 50 Sheete 1 Tl Q897
- lic] I 02082006 1 4000 Caloubtar - Dreshiop 1 T1 1112
- 1M I 02082006 1 4000 Caloubtar - Deshiop (Prirtig) 1 T1 1391
B 105 I 02082006 1 4000 Caloubtar - Pridivg Rolls 1 T1 1m 02
- 106 I 02082006 1 4000 Comrection Fluid - White 1 Tl 19.42
- il I 02082006 1 4000 Errebpe - Whie (110 22017 1 T1 199 94
- 10 S 02082006 1 4000 Flin Chart - 41 Fad 1 Tl 177 94

1|
Open I SaveAsJ\ E-mail |PageSetup Frint Setup Frint | Styles Zoom | Cloze

Report option buttons

2. To save your report as a CSV file from this view, click 'Save As' below the report preview.
The 'Save As' window appears.

3. From the 'Save as type' drop-down list, select ‘Comma Separated Files (*.csv)'.

4, Click 'Save'.

The report is now saved as a CSV file. When viewed, the CSV file shows all text variables
enclosed within quotation marks, leaves numeric variables without enclosing quotation
marks, and separates each field with a comma.

If you want to save your report as a CSV file and are in the Report Design or Preview mode,
from the 'File' menu drop-down list, select 'Save As'. Follow steps 3 and 4 above, to
complete saving your report as a CSV file.
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Saving reports as delimited files

The Delimited file output is essentially the same as CSV file format, but offers you more control
about how the format is created. You can specify the file extension, separator, text and numeric
qualifiers (',"", and none for no qualifier), and fixed length applied to each variable.

For example, you may be using a third party company program that uses a slightly different CSV
file format to the standard, requiring a full stop rather than a comma to separate fields. The
delimited output, allows you to change the format to accommodate these differences.

You can save your report as a delimited file from two different areas of the Report Designer;
when running your report to preview from your Sage program Reports Windows, and also when
working on the report in the Report Design or Preview mode.

To save your report as a delimited file

1. If you are running your report to preview from one of your Sage program's Report
Windows, the report options are displayed below the report preview.

2. To save your report as a Delimited file from this view, click 'Save As' below the report
preview.

The 'Save As' window appears.
3. From the 'Save as type' drop-down list, select 'Delimited Files (*.csv)".
The Options button appears at the bottom of the 'Save As' window.

Save As H
Save in: IaASSEtS j gl

File name: IASSLIST.CSV Save I
LRV D) elimited Files [* cav] Cancel |

Options. .. |

4. Click 'Options'.
The 'Delimited Output Options' window appears.
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Delimited Output Options E

Drelimited Output Options |

— Setting:
Separator

" None
" Space
 Tab

Text Qualifier: I " vl
MNurneric Qualifier: |<N0ne> vl

Fived Length Wariables: v

™ Save as defaults for new reparts

Help | QK I Cancel |

5.  Select one of the following options as required:

None Do not use a separator between each variable.

Space Use a space as a separator between each variable.

Tab Use a tab to provide the space between each variable.

Other Select this check box and enter any single character to act as

the separator between each variable.

6. Select from the following drop-down lists as required:



Report Designer Basics

Text Qualifier From the drop-down list, select the type of qualifier you want
to use to enclose the text fields.

Numeric Qualifier From the drop-down list, select the type of qualifier you want
to enclose the numeric fields.

Fixed Length Variables  Select this check box, and the variable's length is set to the
output length already defined in the Object Properties Pos/
Size tab.

If you clear the check box, the data length determines the field
length.

Save as defaults for new Select this check box, to make the completed settings
reports become the standard settings for each new delimited output
report you create.

These new settings will not be applied to any delimited output
reports saved prior to the changes.

Click 'OK".
From the 'Save As' window, click 'Save'.

The report is saved with the delimited output settings you have chosen.

Note: If you want to save your report as a delimited file and are in the Report Design or
Preview mode, from the 'File' menu drop-down list, select 'Save As'. Continue to follow
the To save your report as a delimited file instructions from step 2 onwards.
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Saving Reports as Text Files

The 'Text Files (*.txt)' format enables you to import your report information into other products
including other Sage programs, Spreadsheet products, BACS and third party company

software, eliminating the need to duplicate work and enter values manually. You can enable the
Sage Report Designer to save your text files either in ANSI or OEM format, with the ANSI format

as the default setting.
To save your report as a text file in ANSI or OEM format
1. Before you run your report to preview, from the "Tools' menu select 'Options'.

The 'Options' window appears.

Options E

Options | Document | Printer | Murneric | Date | Time |

— Grid zetting:

Harizontal setting: I 0.0500 g
Wertical setting: I 0.0625 g

™ Sticky buttons Measzurement: Ilnches 'l
™ Soit variable lists Text output: IAnsi vl

V' Use active complete

V' Show obiect tooltips

V' Show section names left of page

— Font change setting

V' Show dialog on %) liways update styles orfont chatge
fant change ) Heven update styles orfont chatge
Help | QK I Cancel |

2. From the 'Text output' drop-down list, select 'Ansi' and click 'OK".
Run the report you want to save as a text file to preview.

4. To save your report as a text file, click the 'Save As' option which is positioned below the
report preview.

The 'Save As' window appears.
5. Enter a name for the report in the 'File name' box.

6. From the 'Save as type' drop-down list, select 'Text Files (*.txt)', and click 'Save'.
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Save As HE
Save i [ 3 Employee = ci
File name: Employee Detail: Report 2 Save I
Save as tvpe: (IR
4

Your report saves as a text file in ANSI format.

All subsequent reports you save as text files are saved in ANSI format. To change the
format to OEM, follow steps 1 and 2 of this procedure, and select the OEM file output
option.
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The Report Designer File Structure

The Report Designer stores all report information in a main folder 'Reports'. Within the Reports
folder there are a number of sub-folders which hold specific report and stationery layout

information.

Sage 200 Accounts

The file structure for the reports and stationery layouts supplied with Sage 200 accounts is as

follows:

Type of Documents

General (VAT Analysis) *SRT
Reports
Sales Ledger Reports *SRT

Purchase Ledger Reports *SRT

Cash Book Reports *SRT
Nominal Reports *SRT
Layouts *SLY
Letters *SLT

Filename Extension

Directory

SAGE\REPORTS\GENERAL

SAGE\REPORTS\SALES
SAGE\REPORTS\PURCHASE
SAGE\REPORTS\CASHBOOK
SAGE\REPORTS\NOMINAL
SAGE\LAYOUTS
SAGE\LETTERS

You can also find the reports from the Commercials modules in the following directories:

POP *SRT
SOP *SRT
Pricebook *SRT
Stock *SRT

Additional reports can be found here:

BOM *SRT
Traceability *SRT

SAGE\REPORTS\POP
SAGE\REPORTS\SOP
SAGE\REPORTS\PRICEBOOK
SAGE\REPORTS\STOCK

SAGE\REPORTS\BOM
SAGE\REPORTS\TRACEABILITY
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Sage 200 Manufacturing

Labour Categories *.report
Certificates of Conformity *.report
Drawings *.report
Employees *.report
Estimates *.report
Expense Types *.report
One-off Works Orders *.report
Labour *.report
Machines *.report
Non Chargeable Time *.report
Operations *.report
Planning *.report
Prospects *.report
Sub Contract *.report
Timesheets *SRT

Works Orders *.report
Project Accounting *SRT

SAGE\REPORTS\CATEGORY
SAGE\REPORTS\CERT
SAGE\REPORTS\DRAW
SAGE\REPORTS\EMPLOYEE
SAGE\REPORTS\ESTIMATE
SAGE\REPORTS\EXPENSE
SAGE\REPORTS\JOBS
SAGE\REPORTS\LABOUR
SAGE\REPORTS\MACHINE
SAGE\REPORTS\NONPROD
SAGE\REPORTS\OPERATION
SAGE\REPORTS\PLAN
SAGE\REPORTS\PROSPECT
SAGE\REPORTS\SUBCONTRACTING
SAGE\REPORTS\TIMESHEET
SAGE\REPORTS\WORKS
SAGE\REPORTS\PROJECT
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Printing Reports

In the Report Designer main window you can switch between viewing the report layout and
previewing the actual report details. You can print both the report layout and the actual report
details.

If you are viewing the report layout and you click the 'Print' option from the main toolbar, the
report layout is printed. The printout displays the section names slightly differently to the screen
view; presenting them in a shaded bar, for ease of viewing. For further information about the
various tables, criteria and sorts that have been placed into the report, from the 'Help' menu
select 'Report Information'. You can then select the information types appearing on your report
that you want further details about.

If you are previewing the report and click the 'Print" option from the main toolbar, the actual
details of the report are printed (such as names, addresses and values).

To print your report
1. From the Status bar, click either the 'Design' tab or 'Preview' tab as required.

2. From the main toolbar, click the 'Print' option.
The 'Print' window appears.

Print |

Frinter: HF Lazerlet 5/5M PostScript on %4L3_ps145m
Frintrange—————

Lopies: ﬂ g
@« Al

Frint guality: IBDD dpi » BOO dpi 'l € Cunent page

Frint options: IAII vl " Range

™ Prirt ta file " Collate copies FID"“:I 13 To: I 13

Help | Frinter | Setup | QK I Cancel |

3. Inthe boxes provided, enter your printing requirements.

Copies Enter the number of copies you require.

Print quality From the drop-down list, select the number of dots per inch
(dpi) you require. The greater the dpi the higher the quality of
output.
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Print options From the drop-down list, select how you want to print your
report. The 'All' option uses true type fonts and is the slowest
of the four options in this list. The quickest method of printing
is to use the 'Quick Text' option which just uses the quickest
font suitable for your printer.

Print to file Select this check box if you want to print your report to a file.
A 'Print to File' window appears. You can specify which folder
you want to save your file to, and enter a name for the report
file.

Note: Your report saves as a windows *.prn file which cannot
be re-opened within Sage Report Designer.

Collate copies If you are printing more than one copy of your report and want
to print your first copy completely, before printing the first
page of the second copy, select this check box. If you leave
this check box clear, the Report Designer prints all the copies
of page 1, then prints all the copies of page 2, and so on.

Print range Enter the print range you want to print, for example, Page 1 to
Page 5.

4. To change the printer to be used to print the report, click 'Printer'. To amend the controls
of your printer, click ‘Setup'. For more information about selecting a different printer see
the the Changing Your Printer Settings section in the Changing Your Default Report
Settings chapter starting on page 106.

5. Click 'OK".
The report is printed.

To preview your report

1. From the Status bar at the bottom of the main reports window, click the 'Preview' tab.
The report appears in Preview mode.

2. To return to the Report Designer design view, from the Status bar select the 'Design' tab.
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E-mailing Reports

Reports can be e-mailed to individuals or groups of people. You can e-mail reports when you
are previewing them, and using the 'E-mail' option on your Reports window. E-mail
attachments can also be stored and included with your Sage reports when sending. The Report
Designer can be used to obtain e-mail addresses from your Sage data.

To use this feature, you must have a MAPI compatible e-mail program. Examples of MAPI
compatible programs are Outlook 97 and Outlook 2000.

Note: Outlook Express is not MAPI compatible. If you are using an e-mail program that is not
MAPI compliant, you are given an error message when sending the e-mail, and the e-malil fails
to send.

You can use the Report Designer to enter the settings that should always be used for the report.
You can specify:

= Who you want to receive the e-mail

= Whether the report is sent in plain text format or HTML format

= What parts of the report should be sent

= Whether the report is sent straight away or saved to your mailbox
= Whether the report is to be sent with any other e-mail attachments.

Once you have saved your report's e-mail settings, you can e-mail the report whenever
required.
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E-mail Settings

The E-mail Settings window is split into three main areas:

= Who the report is going to be sent to, and how the e-mail is going to be identified in the
recipient's Inbox

= How the report is going to be formatted, to make it easy for the recipient to access the
report

= How you, the sender, decide to send the e-mail to ensure success first time.

The following instructions explain each of these stages to guide you though the e-mail process.
To set up your e-mail addresses

1. From the 'Format' menu, choose 'E-mail'.

The 'E-mail Settings' window appears.

E-mail Settings E
E-mail Settings | E-mail Attachments |

LCec.. | I
Subject... | I

' Send the report as plain text

" Send the report in HTML [web page] format, with the following nots:
The attached file iz a Sage Feport in HTML [web page] format =l

E-mail mezzage should contain:

The whale report j

‘when the report is run:
" Send e-mails automatically
& Save e-mails to mailbox

Help | QK I Cancel
2. Click "To'".

The 'E-mail Addresses' window appears.
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E-mail Addresses E

If you have entered e-mail
e | Ee | addresses within your Sage
_'::td;:e-;ail addresses for | d th program, they are stored in
e A ] T e T S e (et the table that relates to the

G area they were entered in.

For example, if e-mail

addresses were entered in a

[elete | Customer record, they will
: be held in the SYSCompany
[ Vaiible table as EMAIL_ADDRESS.

Select the variables that contain the e-mail addresses for the
people you want to gend the report to and click Add. /

Table: Wariable:

I SALES_LEDGER = l E_MAIL

[elete |
()8 I Cancel |

In the 'Addresses' box, enter the individual addresses for the people you want to send the
report to and click 'Add".

The e-mail address appears in the list.
Note: If you make a mistake, select the e-mail address from the list and click 'Delete’.

In the Variables section, from the 'Table' drop-down list select the table that holds a
variable containing e-mail addresses. From the 'Variables' drop-down list, select the
variable that contains e-mail addresses and click 'Add'.

Note: This variable is usually named 'E_MAIL".

The table name followed by the variable name appears in the list. When you run the report,
the report is e-mailed to all e-mail addresses contained in the variable.

For information about variables, see Adding Variables on page 19, earlier in this chapter.
Click 'OK" to save your address information.

The 'E-mail Settings' window reappears.

To enter addresses for people you want to send copies of the report to, click 'Cc'.
Repeat steps 3 to 5 to enter the second set of addresses.

To enter a description for the e-mail which identifies the e-mail when it arrives with the
recipient, click 'Subject'.

The '"E-mail Subject' window appears.
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E-mail Subject E

E-mail Subject |

— Subject Text

Enter the text for the subject.
To include the values of variables in the subject text, select a
wvaniable in the section below and click Inzert into Subiect”.

— Wariable:

Table: Wariable:

|aUDIT_HEADER x| [4CCOUNT_REF =] Insettinto Subiect|
Help | 0K I Cancel |

8. Inthe 'Subject Text' box, enter the text you want to use to describe the contents of your
e-mail. To include a variable's value in the subject box, use the drop-down lists to select
the variable you require and then click 'Insert into Subject'.

9. Click 'OK' to save your subject text.

The 'E-mail Settings' window is displayed again.

Selecting the formatting option for your e-mail report
= You can choose to format your report in two different ways:

E-mail Settings | E -mail &ttachments |

To... | I
Cc... | I
Subject.. | I

€~ Send the repart as plain text

£+ Send the repart in HTML [web page) format, with the follawing note:

The attached file iz a Sage Report in HTHL [web page] farmat
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Send the report as plain  Select this option if you want the report to become the

text

Send report in HTML
(web page) format

contents of the e-mail.

Note: The formatting or layout of the report can be
significantly altered due to the design screen setting the
length of the lines on the report/layout. The specified line
length does not fit onto an e-mail and so the words on the
lines are forced to wrap (move onto the lines below).

Select this option to send your e-mail in HTML format. This
differs to the above option, as the actual report/layout is
attached to the e-mail as an HTML file rather than being part
of the e-mail itself.

Note: The HTML format can then be viewed using an Internet
browser such as Internet Explorer or Navigator. This also
means that the formatting of the report/layout is kept due to
automatic resizing.

To enter the settings for sending your e-mail report

1. From the 'E-mail message should contain' drop-down list, select an option as follows:

The whole report

Group

Select this option to send the entire report to the e-mail
addresses you have entered on the 'To' and 'Cc' tabs.

Select the group options to send only the information
contained in the selected group section to the e-mail
recipients.

Generally, you would use this option if you selected a variable
that contains e-mail addresses on the E-mail Addresses
window. When you choose this option, recipients only receive
information that relates directly to them.

To use this option you need to have groups set up on your
report and ensure the group has a page break so that each
person's information is shown on a separate page. For
information about groups see the Grouping Report
Information section in the Advanced Features of the Report
Designer chapter starting on page 114.

For information about adding page breaks to sections, see
Sections on page 134.
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2. Select either of the options below as appropriate:

Send e-mails All e-mails are automatically sent through your e-mail client,
automatically S0 you do not have to go into each individual e-mail and send.
A copy of the e-mail is saved into your Sent ltems folder.

Save e-mails to mailbox Each e-mail is saved into your Inbox for you to send later. This
allows you to check the e-mails created by the system before
sending them.

3. Click 'OK' to save your e-mail settings.

E-mail Attachments

When you e-mail Sage reports, you can add any type of attachment you require to your e-mail.
For example, you may want a Sage report to be accompanied by other company reports. To
do this, attach the company report(s) you require to the Sage report during the e-mail set up
process. In our example, this would be accomplished by locating the company report file,
selecting it, and confirming the procedure.

Note: If you attach a Sage *.SRT file to your e-mail, you are sending the report design rather
than the report data.

To enter your e-mail attachment settings
1. With your report open in design view, from the '‘Format' menu choose 'E-mail'.
The 'E-mail Settings' window appears.

2. To view the Attachment file(s) list, select the 'E-mail Attachments' tab.
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E-mail Setting: ~ E-mail Attachments |
Attached files:
d Change
| COrder
AddFils) | | Fenove
Help | ()8 I Cancel |

To add the file(s) you want to attach to your e-mail report, click 'Add File(s)'.
The 'Add Attachment File(s)' window appears.

Select the file(s) that you want attached to your e-mail, and click 'Add".

The file(s) is displayed in the 'Attached Files' box.

To remove a file from the Attached Files box, select the file and click 'Remove’.
A confirmation window appears.

Click 'OK" and the file disappears from the Attached Files box.

To change the order of the files in the Attached Files box, which controls their order on the
e-mail, select the file to move, and use the 'Change Order' up or down buttons.

The file moves up or down the list.
Once the file(s) appears in the correct position in the Attached Files box, click 'OK".
Save your report.

You have now completed entering and saving your e-mail attachments settings. When you
e-mail your report, the attachments you have specified are included.



Chapter 4

Changing Your Default Report

Settings

This chapter includes information about
changing the default settings for your
report.

When you make a change to a default
setting, the change is applied to the whole
report. For example, if you changed the
numeric settings to place a pound sign
before each value, then all numeric
variables placed on the report after the
change was made will automatically have
a pound sign. The numeric values already
on the report will remain unchanged.

The default settings can be changed using
the 'Options' option from the Tools'
menu.

In this chapter:

Remember......ccooovvviiiiiiiiii, 92

Changing Your Grid Settings,
Measurement Units and Other General
OPLIONS. ..t 93

Changing Your Document Settings ....96
Changing Your Numeric Settings ....... 98

Changing Your Date Settings ........... 100
Changing Your Time Settings........... 101
Changing Your Page Settings .......... 103

Changing Your Printer Settings ........ 106
Changing Your Label Settings.......... 108




Remember....

....as well as changing the default settings for the objects on your report, you can change
the properties of individual objects.

When you change the properties of an individual object, it overrides the default settings
you have entered. You change an objects properties by double-clicking the object on the
report layout and then making amendments in the Object Properties window.

For more information about changing the properties of individual objects see the
Changing Object Properties section in the Report Designer Basics chapter.

Changes to your default settings only affect objects added to the report after the changes
were made. Objects that already existed on your report will remain unchanged.
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Changing Your Grid Settings, Measurement Units and Other
General Options
You can use the settings available on the 'Options' tab to set up your measurement units, your

ixt file format and other general options, such as sticky buttons and the way that you sort your
variable lists.

Grid lines are invisible lines used to align the objects on your report. You can set the distance

between the grid lines to any width and height you require. When the 'Snap to grid' option is

selected, any new objects entered, automatically align themselves to the nearest horizontal and
vertical grid position.

The Report Designer works in centimetres or inches. You can change the units used at any time
and the measurements already in use will be converted automatically.

To change your default general options
1. From the "Tools' menu, choose 'Options’.
The 'Options' window appears.

Options E

Options | Document | Printer | Murneric | Date | Time |

— Grid zetting:

Harizontal setting: I 0.0500 g
Wertical setting: I 0.0625 g

Q |
General

™ Sticky buttons Measzurement: Ilnches 'l
™ Soit variable lists Text output: IAnsi vl

V' Use active complete

V' Show obiect tooltips

V' Show section names left of page

— Font change setting

V' Show dialog on %) liways update styles orfont chatge
fant change ) Heven update styles orfont chatge
Help | QK I Cancel |

2. Inthe 'Grid Settings' section, enter your grid position requirements as follows:
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Snap to grid

Horizontal setting

Vertical setting

Select this check box to activate the grid. When the 'Snap to
grid' check box is selected, any new object entered,
automatically aligns itself to the nearest horizontal and vertical
grid position.

Enter the horizontal spacing you require between the grid
positions. If necessary, use the up or down buttons to
increase or decrease the values shown.

Enter the vertical spacing you require between the grid
positions. If necessary, use the up or down buttons to
increase or decrease the values shown.

3. Inthe 'General' section, enter your document options as follows:

Sticky Buttons

Sort variable
lists

Use active
complete

Show object
tooltips

Show section
names left of

page

94

If you select this check box, the cursor remains in the selected
mode until you change it.

For example, if this check box is selected, after you insert text
the cursor remains in text mode until you select the 'Select’
mode.

Select this check box to order the variable lists within Report
designer alphabetically.

Select this check box if you want to automatically add titles
and/or totals for variables when you add them to your report.

Select this check box to view information about objects when
the cursor is moved over them.

Select this check box to show the section names and
extended section line at the left of your report layout.

To view further details about the section, from the object
toolbar select tooltips. Move the cursor over the section name
and additional information is displayed about the section.

Clear the check box to show the section names on the report
layout.

Note: These names are never printed on the final report print
out.
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Measurement

Text output

From the drop-down list, select either 'Centimetres' or
‘Inches'. You can change the units used at any time and the
measurements already in use will be converted automatically.

You can choose to save your CSV, Delimited or TXT output
files, as ANSI (Windows format) or OEM (DOS format). From
the drop-down list select which file format you require. When
you next save one of the file types detailed above, it will use
the ANSI or OEM format you have specified.

In the 'Font change settings' section, enter your requirements as follows:

Show dialog on
font change

Always update styles on
font change

Never update styles on
font change

Select this check box to always display a prompt when
changing a font property of an object. The prompt asks
whether to apply the changes to the style or just to the object
selected.

If the check box is not selected, the following two options
become enabled:

Select this option so that if one object is selected and its style
is altered, the changes affect all objects using that style
without giving a prompt.

Select this option, so that if one object is selected and its style
is altered, the changes only affect that object, without giving a
prompt. The object's style is set to 'None', disassociating it
with its original style.

To save your settings, click 'OK".
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Changing Your Document Settings

The Report Designer helps you to place objects so that they appear in the correct boxes on
your pre-printed stationery by providing you with a special image of the Sage stationery you are
working on. These are stored in separate files called template files and you can load one at any
time. The layout template files are never actually printed, they are for your guidance only. You
can also amend the description of your report using the Document tab.

If you are using Sage 200, the Criteria Help File facility is an additional feature available on the
‘Document' tab for you to use. It can only function with Sage 200, although you may still see
the additional details on the 'Document’ tab if you are using other Sage programs. When you
run a report, it enables you to specify a topic in a Help file and set that topic to appear if you
press F1 from the 'Criteria’ window. You can use this feature to show help that describes the
purpose of the report and the criteria displayed for the report.

To change your default document settings
1. From the 'Tools' menu, choose 'Options'.
The 'Options' window appears.

2. Click the 'Document’ tab.
The Document information appears.

Options E
Options ~ Document |F'rinle| I Mumeric | Datel Timel
i Template
™ Uss template
Filename: | Browse... |
r— Description
Description: |Customer Report

3. To load a template, select the 'Use template' check box, then enter the name of the
template you require in the 'Filename' box. To find the template on your system, click the
'‘Browse' button.

Note: All template files are saved in the \TEMPLATE folder within the appropriate Sage
program directory. For example, if you are using Sage 200, the templates would be stored
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in CASAGE\TEMPLATES. If you are using Sage Payroll, the templates would be stored in
C:\PROGRAM FILES\SAGE PAYROLL\TEMPLATE.

4. Inthe 'Description’ box, enter or amend the description for your report.

5. To save your settings, click 'OK".

To set up the Criteria Help File (Sage 200 only)

If you are a developer and create your own help systems for the 'Criteria’ area so that you can
create a link to it. Once it has been set up, your help system will be called up when you press
the F1 key on the 'Criteria’ window.

1. From the "Tools' menu, choose 'Options’.
The Options window appears.

2. Click the 'Document’ tab.
The 'Document’ tab information appears showing the 'Criteria help file' section.

Options
Options ~ Document |F‘nntar | Mumeric I Date I Time I
—Templat

[~ Use template

Eilename; | Browse

i~ Diescription

Description:

i~ Criteria help fil

[~ Use help file

Help file: | Browse..

Topic 1D: 0

Help | Cancel |

Select the 'Use help file' check box, to activate the help.

4. Enter the path to the Help file in the 'Help file' box or locate it using the 'Browse' option.
You can select a Windows Help file (*.hip) or an HTML Help file (*.chm).

5. Enter the identification number for the appropriate Help topic (which is contained within the
Help file), in the "Topic ID' box, and click 'OK'".

6.  When you next run the report and need help with Criteria in Sage Report Designer, click
'Help' or press F1. The Help topic from the Help file you specified appears.
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Changing Your Numeric Settings

Use the 'Numeric' tab to set up the numeric defaults for your report. You can change the
currency symbol which the Report Designer uses, set which numeric format to use, and you
can set the Report Designer to suppress all items which are equal to zero.

To change your default numeric settings
1. From the 'Tools' menu, choose 'Options'.
The 'Options' window appears.

2. Click the 'Numeric' tab.
The Numeric information is displayed.

Options I Document I Frinter ~ Numeric |Date| Timel

— General — Spmbaols
i Thouzands zymbaol: I_
™ Fized currency symbal Negative spmbol I_
Decimal symbol: I_
Dizplay leading zero:. |01 -
Currency symbol; I_
Mumeric: format; +11 M
— Preview
99333333333339.93

Help | Ok I Cancel |

3. Use the options on the ‘Numeric' tab to set up your default numeric settings as follows:

Suppress if zero Select this check box if you do not want to print a value of
Zero on your report.

Note: If you select this check box, the Report Designer still
prints the line of the report, but does not print a zero.
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Fixed currency
symbol

Display leading zero

Numeric format
Thousands symbol
Negative

symbol

Decimal symbol

Currency symbol

Select this check box if you want the currency symbol entered
in the 'Currency symbol' box to be in a fixed position on your
report.

From the drop-down list, select either to show a decimal on
your report with the leading zero or without (either as 0.111 or
A11).

From the drop-down list, select the numeric format you
require for your report.

Enter the symbol you want to use to separate thousands on
your report.

Enter the symbol you want to use for your negative amounts.

Enter the decimal symbol you want to use for your numeric
values.

Enter the currency symbol you want to use for your numeric
values.

To save your numeric settings, click 'OK'.

Note: The settings affect all objects added after the numeric settings are saved.
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Changing Your Date Settings
Use the 'Date' tab to set up the default format you require for the Date variables on your report.

To change your default

1. From the "Tools' menu, choose 'Options’.
The 'Options' window appears.

2. Click the 'Date’ tab.

The Date information appears.

Options | Document | Frinter | Mumeriz ~ Date |Time |
General Separators
’7Date farmat: [ A ’7 Date separator: l.-"_

Preview
’7 31/08/2006

Help | QK I Cancel |

3. Use the options on the 'Date' tab to set up your default date settings as follows:

Date format From the drop-down list, select the date format you require.

Date separator Enter the character you want to use to separate both the date
from the month, and the month from the year when using a
short date format. For example, you could use / or a hyphen.

4. To save your date settings, click 'OK'".
The settings affect all objects added after the numeric settings are saved.
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Changing Your Time Settings

Use the 'Time' tab to set up the default format you require for the Time variables on your report.

To change your default time settings
1. From the "Tools' menu, choose 'Options’.
The 'Options' window appears.

2. Click the 'Time' tab.
The Time information appears.

3. Use the options on the 'Time' tab to set up your default time settings as follows:
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Use 24 hour
clock

Apply zeros to
time
AM

PM

Time separator

Select this check box if you want to use the 24 hour clock
format.

Select this check box if you want all time variables to consist
of six digits, for example, if the time was 9.30am this would
appear as 09.30.00.

Enter how you would like AM to appear on your report. For
example, AM or am.

Enter how you would like PM to appear on your report. For
example, PM or pm.

Enter the character you want to use to separate the hours
from the minutes. For example, you could use a colon or a full
stop.

To save your time settings, click 'OK".

Note: The settings affect all objects added after the numeric settings are saved.
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Changing Your Page Settings

The Report Designer obtains the default page size and margin information from the printer you
have specified to print the report. In many cases, you should simply accept these automatic
page settings. However, if you need to you can enter your own specific size and set the margins
to how you want them.

To change your default page settings
1. From the 'File' menu, choose 'Page Setup'.

The 'Page Setup' window appears, showing the Margins information.

Margins |Size | Source |

~ Margin
Left margin: m
Top margin: Im
Right margin: Im
BEottom margin: Im

— Print adjustrment

Haorizontal: I 0.0000 3:
Wertical: I 0.0000 3:

— Prirt zcaling

Haorizontal: I 100.000 3: b4
Wertical: I 100.000 3: #

Help | QK I Caticel |

2. Inthe 'Margins' section, enter your margin settings.
To change the margins on each side of the report, click the appropriate up or down button.
Alternatively, you can type the margins you require directly into the boxes.
Your altered margin settings will affect the position of the objects on the design view.
Note: You can also change your margins using the mouse, while viewing the report layout.
Move the mouse pointer onto the ruler where the margin starts. A two-way arrow appears.

Click and hold down the mouse button and drag the margin into a new position, then
release the button.
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In the 'Print adjustment' section, enter any horizontal or vertical adjustments that the
Report Designer should use when printing the report layout. You would use these options
to print all of your report information further to the left or down the page.

Your print adjustment amendments do not alter the position of the objects on the design
view.

The 'Print Scaling' section gives you the ability to increase or decrease the scale of your
report horizontally and vertically when you print it out.

For example, you may find this particularly useful if you want a report to fit to a particular
paper size you are using, or if you are using pre-printed stationery and need to make small
amendments in combination with print adjustments to make the items fit in the boxes
properly.

The report's standard size is 100%. To decrease the scale, use the down spinner arrow to
decrease the percentage. To increase the scale, use the up spinner arrow.

Note: For more information on Print Scaling and using it effectively with Print Adjustments
search the Report Designer Help for printing:adjustments and scaling.

Click the 'Size' tab to adjust the following:

Paper size From the drop-down list, select the paper size that matches
your stationery. The list shown is appropriate for the printer
you selected using the 'Print Setup' option (see the following
section Changing Your Printer Settings), although you can
adjust the paper size using the boxes below.

If you are using a template and have changed the paper size,
the paper size reverts back to the template's default when
you save the layout.

Paper width If your paper size is set to 'User Defined' you may need to
enter the width of your paper. In all other cases the paper
width will revert to the paper size settings.

Paper height If your paper size is set to 'User Defined' you may need to
enter the height of your paper. In all other cases the paper
height will revert to the paper size settings.

Paper orientation Select whether the short side of the paper is the top of the
page (portrait) or the long side of the paper is the top of the
page (landscape).

Click the "Source' tab to select which of your printers' paper trays to use. The list shown
on the 'Source' tab is appropriate for the printer you selected using the 'Print Setup' option
(see the following Changing Your Printer Settings section).
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To save your page settings, click 'OK".

The page settings are saved ensuring that you do not have to edit the settings each time
you want to print the report.

Note: If your report's layout cannot be edited, you must save the report using a different
filename. For more information, see the Report Designer Basics section in the Report
Designer Basics chapter.

If you are using Sage 200, and want to launch a report saved with a different filename from
the tree menu, you can edit the tree menu to include the amended report. For more
information, refer to your Sage 200 product documentation.
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Changing Your Printer Settings

You can change the printer used to print your report, and the default printer fonts.

When you select a printer, the Report Designer checks which fonts are available and sets the
margins. The paper size will also be automatically set for you from the default size that was set
up for the printer when you installed the printer into Windows. When you save your report, the
information about what printer has been selected is also saved. This means that when you print
the report it will always use the printer you specified.

The 'Printer' tab automatically shows the default fonts for your default printer. If your printer has
been set up correctly you should not normally need to amend them.

To set the default printer

1.

From the 'File' menu, choose 'Printer Setup'.
The 'Printer Setup' window appears.

From the list of printers, select the printer you want to use to print the report.

This list is made up of those printers already installed to work with Windows. If you want
to add a new printer, use the Windows Control Panel (see your Microsoft Windows Help
system).

Click 'OK".

The Report Designer now builds the font list for the printer you selected and sets the
margins.

Whenever you print your report the printer you selected will be used by default.

Note: The fonts and margins available in the Report Designer vary depending upon the
printer driver loaded. Therefore, if you change your printer, you may need to adjust your
report layout accordingly.

To change your default printer fonts

1.

2.
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From the "Tools' menu, choose 'Options'.
The 'Options' window appears.

Click the 'Printer' tab.
The Printer information appears.
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Options E

Options | Document  Printer |Numeric | Drate | Time |

Drefault fonts for printer HP Lazer)et 5750 PostScript

Item Font Mame IHeight I
Default Arial g
Quick Print Courier 7

Todify |

Help | QK I Cancel |

Select which font you want to change, either the 'Default’ or the 'Quick Print' font, then
click the "Modify" button.

The 'Style Font' window appears.

Amend the font as required and click 'OK'.

Note: We recommend that when modifying the Quick Print font, you choose a 'Printer' font
(identified by a small printer icon beside it) rather than a "True Type' font. This ensures
faster printing when you select 'Quick Text'.

To return to the Report Designer window, click '‘OK".
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Changing Your Label Settings

You can amend the settings of the labels that are available within the Sage 50 and Instant
Accounts Plus Report Designer. For example, you could change the number of labels required
for the width of the page.

To change your label settings
1. From the 'File' menu, choose 'Page Setup'.

The 'Page Setup' window appears.

Page Setup

Labels |Margins | Size | Source |

Printer type: IDot b atri j

Label Type Acrozz | Down

EaL 04 Address

FAB 03 Mame Tag
Okl 033 Diskette
OrL 107 Diskette
OML 102 Address

_
Y

e [ ok | caeel |

2. From the 'Printer type' drop-down list, select the type of printer you want to use to print
your labels.

3. From the 'Label Type' list, select the label type that matches the stationery you want to
print your labels on.

4. To modify a label type's settings, select the label type and click '"Modify'.
The 'Label Options' window appears.

5. Inthe boxes provided enter the margins, the width and height of the labels, and number
of labels you want to appear on a page.

6. Click 'OK".
The 'Page Setup' window reappears.

7. To save your label settings, click 'OK".

108



Chapter 5

Advanced Features of the Report

Designer

The Report Designer's flexibility lets you
be very selective about the information
you want to include on your reports and
how you want to show it.

This chapter includes information about
how to use the more advanced features
available to you when using the Report

Designer.

In this chapter:
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Grouping Report Information............ 114
Setting Criteria.......cooocveevieinien, 121
Adding Filters......ccoovviiii, 123
Section Filters ......covvveeviciieiie 127
Creating EXpressions...........ccccoveens 129

Sections ... 134




Remember...

... the Example Reports chapter includes instructions about how to create a number of
different reports using the features described in this chapter and the Report Designer
Basics chapter.

The examples in the Example Reports chapter cover the following topics:
= Using the Report Wizard

= Creating reports manually

= Using sorts

= Using groups

= Using criteria

= Using expressions

= Using filters

= Removing sections to produce a summary report.
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Sorting Report Information

You can arrange the information on your report in a specific order by adding a sort to your
report. Sorts enable you to get the most out of a report simply by re-ordering your report
information. For example, the report below shows the balances sorted by the Customer's

'Account Reference'.

Date:  10/10/2006
Time: 10:55:10

Stationery & Computer Mart UK Page: |

Account Balances by Account Status

Custaner Ref Fran: ALDOOL
Custaner Ref To: FGLI1

Acgount Sahw Open

Account Ref Hame

AID001 A1 Degign Searvrices
ABZ001 ABS Carages Itd
EES001 Buhs Building Smpplies
ERIN01 Fred Eriart

ER0001 Eranson b

ETT2001 Busivess Exddbitione
CAZHIOL Cashand Credit Card Sales
CESm1 Conmty Golf Smpliss
CORDOL Comrptom Packaging
DETO0L Tobnson Design & Buoild Partners
FELI0L F 0 Landsc ape & Desizn

Balince
oo
253331
430077
oo
oo
2066 62
oo
02803
1343654
oo
1126026
ERLEE

You may prefer to see the Customer's Balance information sorted by the Balance Value in
descending order, to more easily identify particular customers that you need to contact. This
requires removing the Account Reference Sort and adding a sort on the 'Balance' column.

Date:  10/10/2006
Time: 11:05:04

Stationery & Computer Mart UK Page: |

Account Balances by Account Status

Custaner Ref Fran: ALDOOL
Custaner Ref To: FGLI1

Acgount Sahw Open

Account Ref Hame

AID001 A1 Decign Sarvices
DETO0L Tobwson Design & Build Partewrs
ERIN01 Fred Eriart

ER0001 Eranson b

CAZHIOL Cashand Credit Card Sales
CORDOL Comptom Packaging
CESm1 Conmy Golf Spplies
ETT2001 Busitess Exddbitions
ABZ001 ABS Carages Itd
EES001 Buhs Building Smpliss
FELI0L F 3 Landsc ap e & Design

Balince
oo
oo
oo
oo
oo

1343654

02803

2066 62

253331

430077

1126026
ERLEE
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For more information about creating a Customer Balance report, see the Creating a Customer
Balances Report (Sage 50 and Instant Accounts Plus) section in the Creating Example Reports
chapter.

The three key points to remember about Sorts...
= A sort can be applied to any variable that is present on your report.

For example, you could set up a sort for the 'Date’ variable, so that the items on your report
print in chronological order rather than the order in which the transactions were entered in
your Sage program, or with the oldest transaction first.

= Asortis automatically added by a group and can be applied to any groups you have set
up on your report. You can also add as many sorts as you want to a report.

= Asort can be either be in ascending or descending alphanumeric order.

For example you can use the 'Sort' option to list variables in ascending order (A-Z) or
descending (Z-A), or you can sort on a numeric variable, which means you can sort in
ascending (lowest-highest value), or descending (highest to lowest value).

To sort information on your report
1. From the 'Format' menu, choose 'Sorts'.

The 'Sorts' window appears.

Sorts |
Sort I Order I =
=
Help | Add | Eemoye | Cloze |

Note: If you have set up any groups, the group variables will appear in this window
automatically.

2. Click 'Add".
The 'Add Sort' window appears showing all the variables in your report.
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6.

Sorts | X .
The list displays the
I variables that have been .
SALES_LEDGER NAME - added to the report. The list
SALES_LEDGER.CREDIT_LIMIT e will change depending on
SALES_LEDGER. TURMOVER_YTD the report you are viewing.

AUDIT_HEADER.AGED_BALAMCE
AUDIT_HEADER.AGED_FUTURE
AUDIT_HEADER.AGED_CURREMT -|
L I ¥

— Order
& Ascending " Descending

Help | QK I Cancel |

Select the variable you want to sort by from the list.

You can sort in ascending or descending order. Select the option you require.

Note: Numbers are sorted before letters in ascending order, so 01ABLE would be listed
before ABLEO1.

Note: The sort ignores the case of a character, for example, 'A' is the same as 'a'.

To save your sort, click 'OK'.

The Sorts window reappears.

To return to the Report Designer window, click 'Close’.

To delete a sort from your report

1.

From the 'Format' menu, choose 'Sorts'.
The 'Sorts' window appears.
Select the sort you want to remove and click 'Remove'.

To return to the Report Designer window, click 'Close".
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Grouping Report Information

When you create a report, you may want to list all the items relating to one variable together.
You can list these items by creating a group. For example, you could set up your report to show
all the items for one sales account reference together. Alternatively, you could list together all
transactions with the same date.

A simple report consists of the following three basic sections:
= Page Header

s Details

= Page Footer.

When you add a group to your report, the Report Designer automatically creates a header and
footer section for the group in your report layout. For example, if you added a group to list all
the items which have the same account reference together, the sections on your report would
change to:

= Page Header

= Account_Ref Header
s Details

= Account_Ref Footer
= Page Footer.

If you add another group to the report using the same variable, so for example, you now want
to have a second group using the Account Reference variable, the section names are appended
with a 2 as follows:

= Page Header

= Account_Ref header

= Account_Ref header 2
s Details

= Account_Ref footer

= Account_Ref footer 2
= Page Footer.

Once you have set up a group, you may want to arrange the variables within that group in either
an ascending or descending order (see the Sorting Report Information section).

You can set up your group to keep together all the items relating to the group on the same page
of the report. If there are too many entries to fit onto one page, the Report Designer puts as
many as it can on one page and continues on the next.
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You can set up as many groups as you like on a report, and can create a group for a variable
which does not even appear in the report. For example, if your report shows the sales account
reference and net amount, you could organise your report to show the net amounts in date
order.

When you preview a report in Sage 200 that contains a preset group, you can choose to
override this group and select another variable from the same table to group by.

You can remove a group from your report at any time. However, if you delete a group, you also
remove a sort for it. The group header and footer sections are also removed, which also
includes the removal of any variables contained within the group header or footer.

Preparing to create a group

= The first steps to creating a group relate to understanding what information it is that you
are trying to get from your report.

You need to group by common elements on a report, so it is best to look at or imagine
your list of data, and consider what the common elements are that would be most useful
grouped together.

Date: 05/12/2005 J & B Micro Technology Limited
Time : 12:03:21 Employee Report
1] Ref D epartmentname Title Sumame Totalgrosstd
1 Directors Wz Pulman 1443110
5] Programmers hir hcTeman 519362
4 Adminigtration hr Farman 633175
3 Sales Mrs Hart 436714
1 Directors hr WMozee 1545110
2 Ianagem ert hr F zittiurst 435.72
3 Sales hirs Meilzan 12591615
a Analysts Mrs Bambrough 945516
4 Administration e Bampton 6374 54
2 lanagem ert hr Lrcher 380418

In the example above, the common element that will give meaning to the report, if grouped,
is the Department Reference. This makes the report more useful, enabling the report to
more clearly display the employees in each department.

= Once the purpose of the report is determined, and the common element(s) identified, you
can locate the Department Reference variable on the Design view, and add a group.
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To group information on your report
1. From the 'Format' menu, choose 'Groups'.

The 'Groups' window appears.

Groups |
Group Keep Character | Character | Include
Together | Break Count Blank.

Help | sed || pediy || Do || Ciese

2. To set up a new group on your report, click 'Add'.
The 'Add Group' window appears.

Add Group
Group |
The example shown
is for Sage Payroll/
Table: zothl D epartmert 9 y

S Payroll Professional

| [ only. The tables and
i variables available on
this window will
change depending
on the program you
are using.

Y ariables

Reference
Departrienttame

Ok I Cancel |

3. From the 'Table' drop-down list, select the table you require.
The 'Variables' list displays the variables for the table you selected.
4. Select the variable you want to group by, and click 'OK".

The 'Groups' window reappears, and an additional 'Header' and 'Footer' are created on
the report design.
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Page Header Reference Header and
Reference Footer
sections created when a

Date: ProcessDate group is applied to a

Time : | TIME Department Reference
variable.
DeptRef Deparimentname
Reference header
Dep rth ame

Details
Reference footer

Fage Fooler

You are now ready to set up the details for the group.

To set up the details for a group

1.

3.

From the 'Format' menu, choose 'Groups'.

The 'Groups' window appears.

Select the group you want to set up the details for and click 'Modify"'.
The 'Group Options' window appears.

Group Options E
Group |

—E |
Leneral

™ Include blark tranzactions

—Break
™ Break after character change

LCharacter count: ID

Help | QK I Cancel |

In the boxes provided, enter the following details:

117



Sage Report Designer User’s Guide

Keep together Select this check box if you want to keep together all
transactions/items relating to this group on the same page of
the report.

Note: If there are too many entries to fit onto one page, the
Report Designer puts as many as it can onto one page then
continues on the next.

Include blank Select this check box if you want to include all transactions in
transactions the group, even if they are blank.

Break after character Select this check box to create a break in your report only

change when it sees a change in the variable within the first 'n’
characters of the data, where 'n' is the number you enter in
the 'Character count' box.

For example, if you have selected sales account references:

= Jones
= Joney
= Jonne.

If you then create a character break and the character count
is set to 4, your list would print as:

= Jones
= Joney
= Jonne.

In this example, a break only occurred when the fourth
character was different. The Report Designer ignored any
changes occurring after the fourth character.

Note: If the change had been on the third letter, no break
would have been given.

Character count Enter the number of characters of a variable that the Report
Designer should check to see if a change has occurred. This
number is only used when the 'Break after character change'
check box is selected.

4. To save the details for the group, click 'OK".
Your report is organised by the group you have applied.

For example, if we grouped the Employee Report discussed in the Preparing to create a
group section, by the Department Reference, the report would look similar to the following.
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Date: 13/M0/2006
Time: 11:47:43

DeptRef

To make the report look tidier, the Department Reference and Department Name variables
have been moved from the Details section of the report design into the additional
Reference Header created by the Group.

This means that the Department Reference and Name only appear once per set of
employees, rather than for each employee.

To delete a group

1.

From 'Format' menu, choose 'Groups'.

Cepartmentram e

Directars

Management

fales

Administration

J & B Mcro Techhology Limited

Empleyee Report

hidrs
hirs

hir
hir

The 'Groups' window appears.

Select the group you want to delete and click 'Delete’.

A confirmation message appears.

To delete the group, click "Yes'.

When you delete the group, the Report Designer automatically deletes the header and
footer sections of the report layout that were created for that group and any variables held

in these sections.

e
c
=
"

MelGee
Pulman

Froher
Fairhurst

Meilzan
Hart

Bampton
Guorman

Page 1

Totalgrosstd

1545110
1445110

3804.18
43372

12916 18
4967 .14

637454
B331.75
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To override a group in Sage 200

1.

From the 'Format' menu, choose 'Criteria’.

The 'Criteria’ window appears.

Select the 'Group Sort Override' status box, and from the drop-down list, select 'Enabled’,
and click 'OK'.

Note: To set up your own preset group sort override, follow the instructions to override a
group, selecting Preset from the drop-down list in step 2.

From the 'Group Sort Override Status' box, select the variable that you want to sort the
report by, and then select whether the sort is to be ascending or descending. It will default
to ascending.

Click 'OK".
The report previews and prompts you to use the group sort override.

If you select Preset in Step 2, the report previews using the group sort override
automatically without prompting you.

Note: To activate 'Group Sort Override' for a group, the group must appear in your report
design view in the outermost report table. This is preset for each report type. You can view
it more easily by selecting 'Groups' from the 'Format' menu. The outermost table is the first
table description shown in the '‘Groups' column.

To remove a group sort override

120

Select the 'Group Sort Override Status' box, and from the drop-down list, select
'‘Disabled'.

The report applies the original group sort.
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Setting Criteria

If you do not set up criteria for your report, then the report generated includes every record that
exists in the data file that it reads. Use the 'Criteria’ option to be more selective about the
information you print.

For each report you create, you can set up a pre-set criteria so that each time you run the report
it uses the same criteria. For example, you may always want to run the same report for
customers with an account reference between AO01 to A999.

Alternatively, you can enable the criteria, so that each time you run the report a Criteria window
appears asking you to enter the criteria you require. Sage 200 also enables you to save and
load criteria settings. For more information about Saving and Loading, see the Prepare Reports
Chapter in the Sage 200 Operations Guide.

Note: Any criteria you set up is saved for that report only.
To set up criteria for your report
1. From the 'Format' menu, choose 'Criteria’.

The 'Criteria" window appears. By default, all criteria is disabled (turned off).

Criteria |

Mame I Status
Customer Fef Enabled  #id

Disabled
Disable

Tran Date

Tran Date [b/, o/ The variables displayed

[T———__ will change depending

Feport Date Enabled
_ on the Sage program
Payment D ate Dizabled you are using.
Summary Tran Mumber Dizabled
Detailed Tran Mumber Disabled =

Help | QK I Cancel |

2. Set the status you require for each variable as follows:

121



Sage Report Designer User’s Guide

Disabled Select this option if you do not want to set any criteria range
for the variable when the report is run.

Enabled Select this option if you want the Report Designer to ask you
to enter a criteria range for the variable every time you run this
report.

The default range is for the full range of the variable. For
example if you choose the 'AccountNumber' variable in Sage
200, the default range would be the first and last account.
You can change this range if required every time you run the
report.

Preset Select this option if you always want to use the same criteria
range every time you run this report.

When you first apply the criteria you are asked to enter a
range. This is the range that will always be applied to the
report. You are not asked to confirm or amend this range
when you run the report. If you want to amend the range,
from the 'Format' menu, select 'Criteria’, and click 'OK".

To accept your criteria, click 'OK'".

4. Ifyou have set some variables to have the status of 'Preset’, the 'Criteria window' appears
for you to set your criteria.

Enter the variable ranges which you want the Report Designer to use automatically for this
report, then click 'OK".
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Adding Filters

Use the Report Designer's Filters option if you want to be more selective about the records or
transactions you want to include in your reports. This is similar to criteria except that it embeds
the selection into the report. The selection will always be used for the report. You are not given
the choice of selecting the records you want to display when you run your report.

If you want the information included on your report to meet more than one condition then you
can either connect your filters together or set up section filters. These filter statements can then
be shortened if you require, and you can also use wildcards in your filter statements to search
for information to include or exclude on your reports.

To set up a filter

1. From the 'Format' menu, choose 'Filter'.
The 'Filter' window appears.

2. Click 'Build".
The 'Filter Builder' window appears.

Filter Builder When a variable has been selected,
Fil the name of the table the variable
et | comes from followed by the variable
Filter calculation: name is displayed.
'S4LES_LEDGER''TURNOVER_YTD' > 1000 =
i Select the 'Show values' check box, to

display the values in your database for the
<o =fof 1] of and o not] Like | g selected variable in the 'Values in
Table: l—_ISALES_LEDGEH -] ¥ Show values——— ||~ Database' list. Warning: If you have a

large database it may take a few minutes
Y ariables I Malues in Database to load the values.
FIRST_INV_DATE &l [1o2s. ﬂ
LAST_INV_DATE 1061.95 £
BALANCE 143083
TURNCVER_MTD - 12315513 The variables available in
PRIOF, YEAR Sk ¥l the 'Variables I|§t will

. change depending on
the table you have

Help | sad | 0k | cencel | selected.

3. Use the variables from each table and the operand buttons in the 'Filter' area to create the
filter you require. To use a variable in the filter calculation, double-click the variable name,
or select the variable and click 'Add".

The operand buttons have the following meanings:
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Greater than. Use this for Alpha, Numeric or Date fields where
the field value required is higher than the filter value.

For example, for Sage 50, to include customers with a
turnover for the year to date which is greater than £1000,
select from the list of variables and use the buttons, to enter
the following:

'‘SALES_LEDGER'.'TURNOVER_YTD' > 1000

For Sage Payroll, to include all employees whose Net Pay is
more than £800, enter the following:

'sgtbl_EmployeePay_Values'.'NetPay1' > 800

For Sage Job Costing, to include jobs with a quoted value
which is greater than £1500, enter the following:

'tolJob".'Value' > 1500

Less than. Use this for Alpha, Numeric or Date fields where
the field value required is lower than the filter value.

For example, for Sage 50, to include customers with a
turnover for the year to date which is less than £1000, enter
the following:

'SALES_LEDGER'.'TURNOVER_YTD' <1000

Greater than or equal to. Use this for Alpha, Numeric or Date
fields where the field value required is the same as or higher
than the filter value.

For example, for Sage 50, to include customers with a
turnover for the year to date which is greater than or equal to
£1000, enter the following:

'SALES_LEDGER'.'TURNOVER_YTD' >= 1000

Less than or equal to. Use this for Alpha, Numeric or Date
fields where the field value required is the same as or lower
than the filter value.

For example, for Sage 50, to include customers with a
turnover for the year to date which is greater than or equal to
£1000, enter the following:

‘SALES_LEDGER'.'TURNOVER_YTD' <= 1000
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<>

And

Equals. Use this for Alpha, Numeric or Date fields where the
whole field is equal to the filter value.

For example, for Sage 50, to include customers with a
turnover for the year to date which is equal to £1000, enter
the following:

'SALES_LEDGER'.'TURNOVER_YTD' = 1000

Not equal to. Use this for Alpha, Numeric or Date fields where
the whole field is not equal to the filter value.

For example, for Sage 50, to include customers with a
turnover which is not equal to £1000, enter the following:

‘SALES_LEDGER'.'TURNOVER_YTD' <> 1000

Use these brackets if you want to enter more than one set of
conditions in your filter, but want the Report Designer to use
the condition within the brackets first.

For example, for Sage 50, to display all Sales Invoices and
Sales Credits on any account where the current balance is >
£1000, enter the following:

(AUDIT_SPLIT>TYPE=SI OR
AUDIT_SPLIT.TYPE=SC) AND
SALES_LEDGER.BALANCE>1000

The AND statement can be used to used to link variables that
are alike or different. All values need to be matched in order
for them to be picked up by the filter.

For example, for Sage 50, to include customers with both a
turnover for the year to date which is less than £1000 and
with a prior year balance which is greater than £2500, enter
the following:

'‘SALES_LEDGER'.'TURNOVER_YTD' < 1000
AND 'SALES_LEDGER'.'"PRIOR_YEAR' > 2500
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Or

Not

Like

Clear

The OR statement is used as a link between variables that are
alike, where the information in the field cannot be more than
one thing at the same time. Either value needs to be matched
in order for the filter to pick it up.

For example, for Sage 50, to include customers with either a
turnover for the year to date which is less than £1000, or with
a prior year balance which is greater than £2500, enter the
following:

'‘SALES_LEDGER'.'TURNOVER_YTD' < 1000 OR
'‘SALES_LEDGER'.'PRIOR_YEAR' > 2500

The NOT statement is used to reverse the operand directly
following it and impose a limit on the variable you are filtering
on.

For example, for Sage 50, you can use this button if you do not
want to include customers with a turnover greater than £1000,
enter the following:

'‘SALES_LEDGER'.'TURNOVER_YTD' NOT > 1000
This operator is most effectively used where Wildcards are

necessary. For more information about Wildcards see the
Using Wildcards section later in this chapter.

For example, for Sage 50, if you only want to include
transactions for customer ABC, enter the following:

'‘SALES_LEDGER'.'"ACCOUNT_REF' LIKE ABC

Use this button to clear the filter area so you can start to
create your filter again.

Tip: Select a variable from the list then select the 'Show values' check box to show the
current values in your database for that variable in the 'Values in Database' list.

To save your filter, click 'OK'.

The 'Filter' window is displayed again.

To return to the Report Designer window, click 'OK'".
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Section Filters

Section filters work in exactly the same way as standard filters, but they are set up on the
individual sections of your report. For example, you could set up a filter to show only accounts
with balances in credit in one section, and only accounts with balances in debit in another
section. You could then specify which section is printed when you come to run your report,
depending on whether you wanted to see your creditors or debtors information.

Note: Functions are currently only available in Sage 200. For more information about the
function types and how you can use these, please refer to the Report Designer online Help.

To set up a section filter
1. From the 'Format' menu, choose 'Sections'.
The 'Sections' window appears.

2. Select the section you want to add your filter to and click 'Modify'.
The 'Section Options' window appears.

3. From the 'Print' drop-down list, choose whether the section is printed by selecting 'If filter
true' or 'If filter false'.

4. Click the 'Filter' tab.

The 'Filter' tab information is displayed.
5. Click 'Build'.

The 'Filter Builder' window appears.

6. Use the variables from each table and the operand buttons in the 'Filter' area to create the
filter you require. For information about the meanings of the operands available, see step
3 of the procedure, To set up a filter on page 123.

7. To save your section filter, click 'OK".
The Sections window reappears.

8. To return to the Report Designer window, click 'Close'.
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Shortening Large Filters

Filter statements which are connected together using the 'OR' operand button can become
quite large, and you may find them difficult to read. You can shorten these filters using the 'IN'
operator without altering the condition.

For example, for Sage 50, if you want to include all payment and receipt transaction types from
the Audit Trail on your report, using the Or operand would be:

‘AUDIT_HEADER'.'TYPE' LIKE 'SR' OR 'AUDIT_HEADER'.'TYPE' LIKE 'SA' OR
‘AUDIT_HEADER'.'TYPE' LIKE 'PP' OR 'AUDIT_HEADER'.'TYPE' LIKE 'PA' OR
'‘AUDIT_HEADER'.'TYPE' LIKE 'BR' OR 'AUDIT_HEADER'.'TYPE' LIKE 'BP'

Using the 'IN' operator the same filter statement would be:
'AUDIT_HEADER'.'TYPE' IN ('SR', 'SA', 'PP', 'PA', 'BR', 'BP")

Using Wildcards

In addition to the operand buttons in the Filter Builder window, wildcard searches can be used
in your filter statements. Wildcard searches enable you to filter on only part of the information
held in a field.

Wildcard Description

% Multiple (string of) characters

Single character

For example, for Sage 50, using the multiple character wildcard % to include all customers
starting with the letter A on your report type:

'‘SALES_LEDGER'.'"ACCOUNT_REF' LIKE A%

or, using the single character wildcard _ to include all sales ledger transaction types, for
example, for SI, SC, SR and SA, type:

= 'AUDIT_SPLIT'.'TYPE' LIKE S_
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Creating Expressions

When you set up a report, you are given a list of tables and variables from which to select.
However, if you want the report to show a value that is not immediately available to you as a
variable on a drop-down list, you can derive this from a calculation involving other existing
variables and functions. When a value is derived by a calculation involving other variables and
functions it is called an 'Expression’.

For example, in Sage Payroll you might have a report that shows an employee's Pension To
Date, and AVC To Date, but you also want the report to calculate the Total Pension To Date per
employee, which is a sum of the two variables.

The variable tables do not immediately provide you with this information. So you need to create
an expression which adds the two variables together and displays the total value per employee.
In the following example, a report for Employee Pension Contributions has already been
created.

To create an expression
1. From the 'Object' toolbar, click the 'Expression' option.
2. Click the cursor on the report layout at the point you want to insert the expression.

3. To set up your expression, double-click the expression.
The 'Object Properties' window appears.

Expr |Numeric | Drate | Faont | HLink | Options | Pos/Size |
Mame: ITotEE Pens Cont
Ex=pression:
=
=

Help QK Cancel
I I |

4. Inthe 'Name' box, enter a name for this expression. In this example, you might enter "Tot
EE Pens Cont'.
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Note: Two expressions cannot have the same name.

Click 'Build'.

The Expression Builder window appears.

When a variable
Expr | has been selected,
the name of the
el ~ table the variable
*zgtbl_EmployeeCumulative’. PensnEmplopeeTD' + -
*zgtbl_EmplopeeCumulative’. &Y CAmountTD' comes from,
followed by the
= variable name, is
displayed here.
T T o
Tables Y ariables I | The tables and
REPORT = MICHoIP14 =l . .

. :I - ||  variables displayed
sotbl_EmploecDetals =1 R N = —— '
zgtbl_EmployeePerzonal PensionablaTD / will Change
zgtbl_Employeel ankAccou EmployerRebate depending on the
sgtbl EmployeeCumulative B3 I I GRS R Sage program that

» FrimaryRebate =l you are using
Hep | sdd | ok | cancel |

Use the variables from each table and the buttons provided to create the expression you
require. To use a variable in the expression, double-click the variable name, or select the
variable and click 'Add".

For example, from the tables list choose 'sgtbl_EmployeeCumulative', then from the

variables list choose 'EmployeeTD".

Note for Sage 200 users: Variables added to the Expression Builder will be enclosed in
straight brackets. For example, the variable for the Account Code in the cash book
account table is displayed as [CBAccount].[AccountCode].

A formulae for the calculation is made up from one or more of the following arithmetic

symbols:

For addition.

For subtraction.

For multiplication.

For division.

Use brackets for grouping and prioritising calculations.
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Clear This button clears the 'Expression' area, so you can start to
create your expression again.

You can also include any numeric variables that currently exist in the report variable list,
and any number (including decimals). If you use decimals, you should enclose the whole
number using quotation marks. For example, '100.00'.

7. Continuing with the current example, click the '+' symbol.
The '+' symbol appears in the 'Expression' box.

8. Leaving the 'sgtbl_EmployeeCumulative' selected, choose the variable for
'AVCAmMountTD', and click 'Add' (or double click on the variable to select it).

9. You have now completed the expression, and can click 'OK'.
The 'Object Properties' window reappears, displaying the expression you have just built.

Object Properties E
Expr |Numeric | Drate | Faont | HLink | Options | Pos/Size |
Mame: ITot EE Penz Cont
Ex=pression:
*zgtbl_EmployeeCumulative’. PensnEmplopeeTD' + =

*zgtbl_EmplopeeCumulative’. &Y CAmountTD'

Cancel |

Help |

Use the other tabs to set the properties for this expression.

10. Once you are happy with the expression, click 'OK".
The expression is added to the report. You can now add a title and total if you require.

Employee TD Awe TD Tot EE Pens Contrib
PensrE mployeeTD AC AmountTD Tot EE Pens Cont
| PensrE mploveeTD] | AYCAmourdTD| | Grand Total Pension |
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Further examples of simple expressions

Sage 50

Sage Payroll

Sage Job Costing

To divide the prior year value by 12 then multiply by 6, select from
the 'Variables' list and use the operand buttons to enter the
following:

('SALES_LEDGER'.'PRIOR_YEAR'/12)*6

Or, to add the invoices for months 1 and 2 then subtract the total
of the credits for months 1 and 2, enter the following:

("SALES_LEDGER'.'INVOICE_MTH1'+'SALES_
LEDGER'.'INVOICE_MTH2') -
('SALES_LEDGER'."CREDIT_MTH1'+'SALES_
LEDGER'."CREDIT_MTHZ2')

To find out the total of Employee and Employer NIC contributions
for each employee to date, enter:

'sgtb_EmployeeCumulative'.'"EmployerNICTD" +
'sgtb_EmployeeCumulative'.'EmployeeNICTD'

To show the budget value for a job divided by 12, use:
'tblJobCost'.'BudgetValue'/12

Or, to calculate the difference between the original budget value
and revised budget value for a job, use:

'blJobCost'.'BudgetValue' - 'tblJobCost'.'RevisedBudgetValue'

Once you have created an expression such as the "Tot EE Pens Cont' used in an earlier
example, you can use that expression as you would a standard variable and include it within

new expressions.

For example, you may now want the Employee Pension Contributions report to also calculate
the total of Employee's and Employer's contributions.
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Expression Builder E
Expr |
Ex=pression:

‘Tot EE Pens Cont' + "sgtbl_E mployeeCumulative’. PensnEmployerTD' =

zgtbl_Employesdttachment

=

i i d Y =3
Tables Y ariables I |
sgtbl_EmponeeBankAccou:l SkPwks =
zgtbl_EmployeeCumulative | PensnEmployesTD ﬂ

PensnEmploper T

zgtbl_EmployeeD eduction HolPayTD
sgtbl EmployeePayment v [MetPayTD
R — CashRndBF =
Hep | sdd | oK | Cancel

Using the 'Expression Builder' as before, you can now choose 'Tot EE Pens Cont' from the
variable list, and add it to the 'PensEmployerTD' variable.

You can then follow the steps to create your expression as previously detailed, amending the
object properties if you require, and adding a title and total.
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Sections

When you create a report, the Report Designer automatically divides it into sections.

Page Header
Daie: pATE | MAME | Page:
Time [ME DESCRIPTION |
ArcomrdBed | Nane Balayce
Deteits WOCOUNT_REE HAME 7 BALANCT
Page Fooler | T CF REPOET | BALANC]'

A simple report consists of the following sections:
= Page Header

s Details

= Page Footer.

If you add a group to your report, for example to list all items which have the same account
reference together, this changes the sections on your report to:

s Page Header

= Account_Ref Header
= Details

= Account_Ref Footer
= Page Footer.

If you add another group to the report using the same variable, the section names are appended
with a 2 as follows:

= Page Header

= Account_Ref header

= Account_Ref header 2
= Details

= Account_Ref footer

= Account_Ref footer 2
= Page Footer.

This numbering system continues with consecutive numbers for every additional group section
name. If you delete a group, the sections will re-number accordingly.

Note: To view further details about the section, from the 'Object' toolbar select the Tooltips'
button. Move the cursor over the section name and additional information is displayed about
the section.
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Use the 'Sections' option from the 'Format' menu to change the properties of each section. You
can set:

The height of each section
Whether to print the section

Whether to print the section if a particular condition (filter) is true or false. For example, you
could print the section only if the sales account reference is between C001 to C999, or not
between C001 to C999

Whether to show this section on the report layout
Whether to insert a page break after this section
Whether to suppress the page header on the first page
Whether you want to remove a section from the report.

To set section properties

1.

From the 'Format' menu, choose 'Sections'.
The 'Sections' window appears.

Select the section you want to amend and then click '"Modify".
The "Section Options' window appears.

Section Options E

Section |Filter |

— Optio:
Height: m

Prirtt: lm
IV Wisible on design window

I | Page break

¥ Align to top of page

™ Appear on first page only

Help | QK I Cancel |

In the boxes provided, enter the following details:
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Height

Print

Visible on design
window

Page break

Align to top of page
(page header sections
only)

Align to bottom of page
(page footer sections
only)

Appear on first page
only (page header
sections only)

Appear on last page
only (page footer
sections only)

Enter the height of the section. Use the up and down arrows
to make fine adjustments if necessary.

Note: When you add an object to a section, the Report
Designer automatically changes the height of the section for
you.

Tip: You can also alter the height of a section. Position the
mouse over the lower line of the section you want to change,
press and hold down the mouse button, and drag the section
line to the new position you require. Release the mouse button,
and the new section height is set.

From the drop-down list, select either to 'Always print the
section', never print the section, only print the section 'if filter
true', or only print the section 'if filter false'.

If you make a selection which is dependent on a filter, click the
‘Filter' tab to set up the filter you require. For more information
about how to set up your filter, see the Adding Filters section
earlier in this chapter.

Select this check box if you want to show this section on the
report layout.

Clear the check box to remove the section.
Select this check box to insert a page break after this section.

Select this check box if you want to align the section to the
top of the report page

Select this check box if you want to align the section to the
bottom of the report page.

Select this check box if you only want to show the information
from the page header section on the first page of your report.

Select this check box if you only want to show the information
from the page footer section on the last page of your report.

To save your section details, click 'OK'.
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4. To return to the Report Designer, click 'Close’.

To disable a section
1. From the 'Format' menu, choose 'Sections'.
The 'Sections' window appears.

2. Select the section you want to disable and click 'Modify'.
The "Section Options' window appears.

Clear the 'Visible on design window' check box.
From the 'Print' drop-down list, select the 'Never
Click 'OK".

o o M

To return to the Report Designer, click 'Close'.
The section is now omitted from your report.

Adding Extra Page Sections

If you want to show only certain information on the first and last pages of your reports, such as
the date range you are running your report for, the transaction number range, or the page count,
you can add extra page sections to your reports.

To add extra page sections
1. From the 'Format' menu, choose 'Sections'.
The 'Sections' window appears.

2. Click 'Add Section'.
A new page header and page footer section is added to your list of existing sections.

3. Select the newly created page header section and click 'Modify'.
The 'Section Options' window appears.

4. Inthe boxes provided, enter the details as described in step 3 of the To set section
properties procedure, earlier in this chapter.

5. To save your section details, click 'OK'.

6. To return to the Report Designer, click 'Close’.

137



Sage Report Designer User’s Guide

138



Chapter 6

Creating Example Reports

Work through the example reports in this
chapter to familiarise yourself with the
Report Designer's features.

This chapter includes examples showing
how to use the Report Wizard to create
reports in Sage 200, Sage 50, Sage
Instant Accounts Plus, Sage Payroll/
Payroll Professional and Sage Job
Costing.

While the examples in the chapter relate
specifically to one Sage product, the
processes described can also be applied
to create reports in the Report Designer in
any Sage product.

In this chapter:

Remember.... ..ccooovvvviiiiiiiiii 140

Creating a Report Using the Report
Wizard ... 141

Creating a Report Which Groups Each
Customer's Transactions Using the
Report Wizard.........ccovvvviiiiii. 164

Using Expressions to Calculate the
Available Credit for Each Customer's
ACCOUNT...cceiiiiiiiiiei e 169

Using Filters to Show Only Those
Customers Who Have Exceeded Their
Credit Limit ....oevveeiieieeeeeeee, 172

Using Criteria to Select Which
Customers Appear on Your Report..174

Removing the Details Section from Your
Report to Produce a Summary ........ 176




Remember....

....you can use the following shortcut keys:

CTRL+A Selects all the objects (variables, text and graphics) on the report. If
required, you can then move all these selected objects together.

CTRL+B Changes the text in the selected objects to bold.

CTRL+C Copies the selected objects to the Report Designer's clipboard.
You can then paste these objects into any report.

CTRL+I Changes the text in the selected objects to italics.

CTRL+N Starts the Report Wizard. This lets you create a new report.

CTRL+O Opens an existing report.

CTRL+P Prints your report.

CTRL+S Saves any changes you have made to the current report.

CTRL+U Underlines the text in the selected object.

CTRL+V Pastes whatever is held in the Report Designer's clipboard into the

current report.

CTRL+X Removes the selected objects from the report layout and stores
them in the Report Designer's clipboard. You can then paste these
objects into any report.

CTRL+Z Cancels the previous action. This lets you undo mistakes.
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Creating a Report Using the Report Wizard

This section contains examples of reports created using the Report Wizard for Sage 200, Sage
50, Sage Instant Accounts Plus, Sage Payroll and Sage Job Costing.

Creating a Supplier Balances Report (Sage 200)

This example creates a Supplier Balances Report using the Report Wizard. The report contains
each supplier's account reference, company name and account balance. The accounts are
then sorted to show the supplier with the highest balance first on the report. Such a report
would allow you to see the accounts where you should contact your supplier or pay some
invoices.

The steps in this procedure show how to move and edit the details displayed in the previous
example report. While the report is a Sage 200 report, the process here applies to the Report
Designer in all Sage products (except the Sage Forecasting suite).
To use the Report Wizard to create your Supplier Balance report
1. From the Sage 200 main toolbar, click 'Report Designer'.
2.  Select the 'Financials Reports' option.
The Report Designer Browser appears.
3. From the Report Designer Browser's main toolbar, click 'File' and then 'New'.
The Report Designer's Sage Report Wizard appears displaying the Introduction page.
4. Click 'Next'.

The 'Document Type' page appears. This displays all of the basic report types for the
Financials modules in Sage 200.
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Sage Heport Wizard - [Cash Book Report]

Report Designer

=
Y
=
@
S
o
=

nitroduction Select the icon that represents the type of document you want ta create, When pou do this the data you

cah choose to include on the document iz filtered accaordingly. This saves you time searching the
Document type database to find the relewant infarmation

Enter a document description: ICESh Eook Repart

Fieport | Label | Layout | Letter | AFD Report | 4FD Layout]
Wariable Sizes =
DDs and Cash Cash Book Morminal Financials
S0s B.. Statements Defened
- MNaminal Mominal Mominal Maminal Mominal MNominal
1L5kse! i tinrs: Histary Ledaer Pending Periods Postings Skeletons LI

LCancel < Back | Preview | Finish |

For this example, you need a report that accesses the tables for the supplier accounts.

5. From the 'Report' tab, select the 'Purchase Ledger Report'. In the 'Enter a document
description box', type Supplier Account Balances Report.

6. Click 'Next'.

The 'Variables' page appears. This lists all information associated with the selected report.

In this case, the 'Variables' page shows all information relating to the supplier records on
your Sage 200 system.
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10.

11.

The 'Variables'
list displays the
variables

Report Designer

available for the

table you have
htroduction Variables represent data stored in your Sage program. The variables are grouped into differer tables. selected.

Select the table and then the variables vou want to appear on your report. The arderPou select the
wvanables is the order. left to right. that they will appear on the report. For inforfnation about the variables,

Document type

Varables click the Yarniable Info button. Click the Sort buttan to view the vasstles in alphabetical order.
~| Iable
Variable Sizes PLSupplierdccount J ES
Wariables in the Table WVariables on the Report
PLS upplierd.ccountlD . %l PLSupplierd.ccount. SupplierdccountM umber ;I
¥ Suppliert.ccounttumber PLSuppliethccount. Suppliethccounth ame LI
T Suppliertccountlame PLSuppliert.coount. CreditLimit As you select

PLSupplierd.ccount AccountBalance
SupplierdccountShorth ame PR

variables from
AccountBalance
Frint O ptions CreditLirnit < Bemove the Purchase
EVEC ] —— R
SYSE:g:::;EHaIeTypalD << Remaove Al Ledger list they
ate! i SYSCountiyCodslD appear here.
PLFactorHausellr

-
Flpfau\rRYRTauRa}el 1 _Dl_l Variable Info

LCancel < Back | Mest > | Preview | Finish |

Criteria

ayaut Templates

= | [i= [ ][ =
= =1
=
=1
o w

From the "Table' drop-down list, select the 'PLSupplierAccount’ table.

The 'Variables in the Table' list changes to show all the variables available in the selected
table.

From the 'Variables in the Table' list, select the 'SupplierAccountNumber' variable and
click 'Add'. This copies the variable to the 'Variables on the Report' list.

Copy the 'SupplierAccountName', 'CreditLimit' and 'AccountBalance' variables in the
same way so that they are displayed as they are in the figure above.

Click 'Next' to move to the next page in the Wizard.
The 'Variable Sizes' page appears.

You can use this page to set the number of characters you want the variable to generate,
and the width of the variables on your report. At this point you can choose 'Preview' to see
how the report looks. You can see if the field lengths are the right size; if they are too small
the text or numbers in the report will not be fully displayed. However, you can change these
field lengths manually once you have finished entering information into the Sage Report
Wizard. We will do this later in the example.

Click 'Next'.

The 'Groups' page appears. You can use this page to group information on your report.
We do not need to group any variables for this report.

Click 'Next'.

The 'Sorts' page appears. From here you can specify whether the variables should be
sorted in ascending or descending order.
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12.
13.

14.

15.

16.

17.

144

Add the variable 'AccountBalance’, so that it appears in the 'Variables to Sort By list.

Click on the 'Asc' button, and select 'Descending Order' from the pop-up menu.

The button changes to '‘Dsc'. The details on the report will be sorted in descending
account balance.

Click 'Next'.
The 'Totals' page appears. This is where you can specify if you want a monetary value to

be totalled on the report. Any numeric variables are listed in the 'Variables to Total' by
default.

Click 'Next'.
The 'Criteria' window allows you to restrict the data that appears on your report. In Report

Designer you are often prompted to enter date and record criteria before you run a report.
This page of the Wizard allows you to set up these criteria for your new report.

By default the status of each criteria is set to 'Disabled'. Set the criteria option to 'Enabled’
if you want to be prompted to enter a criteria variable every time you run the report. This
example is using the demonstration data supplied with Sage 200 which is relatively small
in size, but if you had a large amount of data, you may want to set some criteria to allow
you to filter your information by date, transaction number or by supplier.

Click 'Next'.

The 'Print Options' page is displayed. This allows you to set up the default print settings
for this new report. From here you can specify paper size, orientation and the paper tray
that should be used by your printer.

Note: You should specify the paper size that is placed in your printer so that it is the same
that is specified in the 'Paper size' drop-down list.

Click 'Preview' to view how the report looks with your data. You can see if you need to go
back some steps to edit what you have entered. Click 'Close' to go back to the Sage
Report Wizard. Alternatively, you can click 'Finish' to close the Sage Report Wizard and
work on the design of the finished report.

In this example, it is easier to edit the report manually.

The 'Design' tab of the report looks like this:
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. Report Designer - [RepDesl] [=] 3
j Ele Edit ¥iew Fomat Tools Window Help -8 5[
DERE sa@E - [ =@d= |
[k To\ O @ [rerorr =l [oete E=

[Group Fieid =l [fasl =l F = B zruowo E7

R =

DESCRIPTION

Supplisraccou Supplieracoountname
Accounthalance

Bupplierdcoa Suppliersccourtam e

[ AooountBalance]

[Eammp Ay g PiRalance] ]
DESCRIPTION

5, Design Preview

[ |Page 141 | | | |

Clicking on the 'Preview' tab shows how the report would look when it is printed:

B Report Designer - [RepDes1]

I [=] 3
| Eie Edt View Fomat Took window Help =8| x|
el a [m = ‘ |
] I R R A R A A I
- Supplier Account Balances Report Date  08/11/2008
- Time 111421
- Supplieraccau Supplieraccountname Credtimit
- Accourtbalance
_ BGTO01 BGT Distribution Lt 2000000
- 10711653
- FORM1 FormicaWarshouse Ltd 2000000
e S0902 86
- KEMOO1 Kerenay Lic 2000000
- 1430054
— KOPOO Kopsane Manutacuring 20000.00
- MET0.58
- ORTOO1 Orter Mesdcan Kitchenware (Mex 2000000
o 1056900
- KITO0 Kitchen Builders 2000000
- 9934 53
| MOLO0T Molster Style 2000000
- 940000
B KITON2 Kitchen Style Co 20000.00

. Design j, Preview /4

[ |Page 1/2 [ [ [

In this example, you can see that the 'Credit Limit' column is on the far right of the page.
The report would look better if the 'Account Balance' and 'Credit Limit' columns were

swapped around. The next procedure will show how you can manually change the look of
the report.
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To edit the report manually

The steps in this procedure show how to move and edit the details displayed in the previous
example report. While the report is a Sage 200 report, the process here applies to all Sage
products that use the Sage Report Designer.

1.
2.

With the report open, select the 'Design' tab.

Select the 'CreditLimit’ field and swap its position with the 'AccountBalance' field in the
'SupplierAccountNumber' header section.

This swaps the values displayed on the report so that the credit limit is listed alongside the
account name. The account balance will now be displayed on the right side of the report.

Do the same with the 'CreditLimit' field and 'AccountBalance' fields in the Report Header
2 section.

This swaps the column headings so that they are above the correct values in the report.
At the moment, the 'AccountBalance' and 'CreditLimit’ fields are in the incorrect place on

the 'Page Footer' area of the report. You do not need a total for the 'CreditLimit' field as a

credit limit only applies to the individual supplier account, so this can be removed from the
report.

Arrange the 'Page Footer' area of the report so it looks like this:

CaompanyMame | PRODUCT
DESCRIPTION | Page

The report will look similar to this when you select the 'Preview' tab:

I Report Designer - [RepDes1]

I8 [=] S
] Els Edt View Fomst ook Window Help eS|
NDeRE& [ = ‘
= D O e O A R

Supplier Account Balances Report Date  03/10/2008
Time 141325

Supplieraccou Supplierscoourtname
Credilimit Accourtbalance
BGTO0! BGT Distrikution Ltdl
20000.00
FORID! F ormica Werehouss Ltd
20000.00
KENOD1 Kenwey Ltd
20000.00
KOPOD  Kopane Manufacturing
20000.00
ORTOO! Ortez Mesican Kitchermare (Mex
20000.00
KITO0 Kitchen Builders
20000.00
MOLOM  Molster Style
20000.00

10711653

5090286

1430054

1187058

10569.00

9934 53

R

2400.00

\ Desgn_j,_Preview /4




Creating Example Reports

10.

The report is almost complete, however the titles of are still based on the variable names
from the selected tables. These should be edited so they are more meaningful.

Select the 'Design' tab. We will now replace the default variable names with some text
boxes.

Delete the first variable name in the 'Report Header 2', 'Supplieraccountnumber' by
clicking on the right-hand mouse button and selecting 'Clear'. Alternatively, select the
report variable and then press the DELETE key on your keyboard.

Select the 'Text' icon (the T picture) from the toolbar.
The mouse pointer changes to a cross-hair.

Click on the area where you want to put the text.
A text box will appear on the report.

Enter the text in the text that you want to display in the report, in this case 'Account
Number'.

If necessary you can change the font size and colour of the text. To do this, click on the
title, select 'Edit' and then 'Properties’.

Continue to do this for the rest of the variable titles.

Remember to check how the report looks, by clicking on the 'Preview' tab. Once you have
renamed all of the variables, you can make further adjustments to the layout of your report.
For example, this shows what the report could look like:

Supplier Account Balances Report Date  (8/11/2006
Time 14:28:05
Accourt Mumber  Supplier Account Mumber
Creit Limit Agcount Balance

BGTOO1 BGT Distribution Ltd

20000.00 10711653
FORD Farmica Warshouss Ltd

20000.00 50902 86
KEMOO Kenway Ltd

2000000 14300.54
KOPODM Kopane Manufaduring

20000.00 11870.58
ORTOO Ortez Mexican Kitchenware (e

20000.00 10563.00
KITO0 Kitchen Builders

2000000 993453
mMoLa0T Molster Style

20000.00 940000
KITOOZ Hitchen Style Co

20000.00 725958
SAZOM SAZ Europesn Dist.

2000000 E718.65
ERNOOT Ernie: Swirton Whiteware Lid

20000.00 B650.50
HBEN O HEBM Distribution Ltdl

20000.00 BO07E 07
DOMOn Donaldsons Edrusions
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Creating a Customer Balances Report (Sage 50 and Instant Accounts
Plus)

This example creates a Customer Balances Report using the Report Wizard. The report
contains each customer's account reference, company name, credit limit and account balance.
The accounts are sorted to show the customer with the lowest balance first on the report.

To use the Report Wizard to create your Customer Balance report
1. From the Sage 50 or Sage Instant Accounts Plus main toolbar, click '‘Reports'.
The Report Designer Browser appears.
2. From the Report Designer Browser's main toolbar, click 'New'.
The Report Wizard appears displaying the Introduction page.
3. Click 'Next'.
The 'Document Type' page appears.

1r Il peezan s e Ly el maaen s sand bl Ssiongmb izl eila d.
i v Loaont Bl Tl seeas o s seen i e

“anazles

| -awout| Letter | Label |

Waniazle Sizzz B
Sl -

Spplizr Worind  Managemet Frzduct Invcize

ril-aim Sk Del Mo lvmsee:
acterl 2 Fi=liéAdr =

Vel Iphons '| = = '| =
[ e e
—_— Nalen I Mok

Erler a docon iznl sl [ uzomer Hopr:

Can vl <Bak || keer |

4. From the 'Report' tab, select the 'Customer' option. In the 'Enter a document description’
box, type 'Customer Balances' and then click 'Next'.

The Report Variables page appears.
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The 'Variables' list
displays the
variables available
for the table you
have selected.
Ireraducazn
Cozumnert ype
Waiizblaz
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From the 'Table' drop-down list, select the 'SALES_LEDGER' table.

The 'Variables' list changes to show all the variables available in the 'SALES_| EDGER'
table.

From the 'Variable' list select the '"ACCOUNT_REF' variable and click 'Add>'. This copies
the '"ACCOUNT_REF' variable to the 'Report Variables' list.

Copy the 'NAME' and 'BALANCE' variables in the same way.
Click 'Next'.
The 'Variable Sizes' page appears.

You can use this page to set the number of characters you want the variable to generate,
and the width of the variables on your report. However, we are not changing the variable
characters or width on this report, so do not need to do anything on this page.

Click 'Next'.
The 'Groups' page appears.

You can use this page to group information on your report. However, we are not adding
groups to this report, so do not need to do anything on this page.

Click 'Next'.
The 'Sorts' page appears.
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10. Select the 'SALES_LEDGER.BALANCE' variable then click 'Add >'.
The 'SALES_LEDGER.BALANCE' variable appears in the 'Sort Variables' list.
Note: To see a preview of the report you can click the 'Preview' button at any time.
11. Click 'Finish'.

The 'Report Designer' window appears, showing your report layout. Your report layout
should look like the following.

FPage Feader
Du: | DETE | NAME | Page:
Tine: | DESCRIPTION |
dcont Ref | Warue Bl

Deis RECCUHT RE FAME | Bl

Fage Font" I END_17 BEPOET | DALY

Note: The report is automatically set so that the customer with the lowest balance is
displayed first.

You are now ready to save and print your report.
To save and print your Customer Balances report
1. From the 'File' menu, choose 'Save As'.

The 'File Save As' window appears.

2. From the 'Save in' drop-down list, select the folder where you want to store the report.
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Tip: If you save this report into your
C:\Program Files\Accounts\Reports\Customer directory, it appears in your Customer
Reports window in Sage 50 or Instant Accounts Plus.

In the 'Filename' box, enter 'Custbal' as the name for the report.
4. Click 'OK'.
Your report is now saved.

5. To print your report, from the Status bar click the 'Preview' tab. Then, from the main
toolbar, click the 'Print' option.

The 'Print' window appears.
6. Click 'OK".
Your printed report should look similar to the following.

{Date: 15102006 Lady Bird Enterprises Page: |
ETi.me: 143300 Customer Renort

 AccowntRef Name Balane
$3Do0l DIY Stows #.00
‘sToOL Tocl Kits Ltd. n.m
S5m0z Saw Blade Supplies @0
ESSEIJI Spanrers Lindted #.00
50001 Quick Fit Fittess @0
SHOO1 Hammes & Nails £29.38
sconl Conpets Forge £56.40
SEOOL Brent Tookrorks £57.58
S4002 Amutage Tools £l55.29

‘54001 A g Supplies £1484.07

FANCN)

Congratulations, you have now printed your Customer Balances report!

You could now try to create this report manually. For further information, see the Creating
a Report Manually section, later in this chapter.

Creating an Employee Details Report (Sage Payroll/Payroll
Professional)

This example creates an employee report which shows the name, address and National
Insurance number for all your employees. This report is useful if the Contributions Agency

requests this information. The employees are sorted to show the Surnames in alphabetical
order.
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To use the Report Wizard to create your Employee Details report
1. From the Sage Payroll/Payroll Professional main toolbar, click 'Reports'.
The 'Reports' window appears.
2. From the Reports toolbar, click ‘New".
The Report Wizard appears displaying the Introduction page.
3. Click 'Next'.
The 'Document Type' page appears.

Sage Report Wizard - [Departmental Employee Report]

.
i

Report Designer

ntioduction Select the icon that represents the type of document you want to create. ‘When you do this the data you
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Document type
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orts
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Enter a document description; |Departmental Employee List Report

LCancel < Back I Hext » I Breview I Einish |

== =1 el = =
E o
2 F
il [=4
& T [
]
3

4. From the 'Report' tab, select the 'Employee’ option. In the 'Enter a document description’
box, type 'Employee Details Report' as the description for your report, then click 'Next'.

The 'Report Variables' page appears.
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Sage Report Wizard - [Departmental Employee List Report] [ %]

ll-__A
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From the "Table' drop-down list, select the 'sgtbl_EmployeePersonal' table.
The 'Variables' list changes to show all the variables available in the
'sgtbl_EmployeePersonal' table.

From the 'Variables' list, select the 'Surname' variable then click 'Add>'". This copies the
‘Surname' variable to the 'Report Variables' list.

Copy the 'Forename', 'Address1’, 'Address2’, 'Address3’, 'Address4’, 'Address5’,
‘Postcode’ and 'NI Number' variables in the same way.

If you make a mistake, simply select the incorrect variable from the 'Report Variables' list
and click ‘< Remove'. The selected variable is removed from the 'Report Variables' list.

Click 'Next'.
The 'Variable Sizes' page appears.

You can use this page to set the number of characters you want the variable to generate,
and the width of the variables on your report. However, we are not changing the variable
characters or width on this report, so you do not need to do anything on this page.

Click 'Next'.
The 'Groups' page appears.

You can use this page to group information on your report. However, we are not adding
groups to this report, so you do not need to do anything on this page.

Click 'Next'.
The 'Sorts page' appears.
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Sage Report Wizard - [Departmental Employee List Report]
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10. Select the 'sgtbl_EmployeePersonal.Surname' variable and click 'Add >'.

The 'Surname' variable appears in the 'Sort Variables' list.

Note: To see a preview of the report you can click the 'Preview' button at any time.
11. Click 'Finish'.

The Report Designer window appears, showing your report layout.

Your report layout should look like this:

R
Date: | Processlste [ Mame | Page
Tme:|TM= | DESCRIPTION |
Ername Eararmms address |
Y- Aimsd
Pogtrrde  hinorher
[Erer)
H-Esen
CletaEarname Foienama |mrtdras=1 |
uddessl ddresss |Addrzse1 |
Bodessh Feosteade  BINunber
Fage Fontac

You are now ready to arrange your variables.

To arrange your variables

The Report Wizard places all text headings and variables on the report layout from right to left,
in the order you selected them using the Report Wizard. Therefore, all you need to do is arrange
these so they are in the correct places, using the drag and drop method, and remove those
headings that you do not need.
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1. Delete the following text headers which you do not require, from the 'Page Header"
section: 'Address2', 'Address3’, 'Address4’, 'Address5' and 'Postcode’.

To delete a text header, select the text header and press the 'DELETE' key. The text
header is deleted.

2. You now need to re-arrange your text headers and variables.

To move a variable, click the variable and while holding down the mouse button, drag the
variable to the required position then release the mouse button. Alternatively, select the
variable and use the arrow keys to position the variable.

3. Once you have re-arranged your text and variables you need to adjust the height of the
section. To do this click the lower line of the section you require. Hold the mouse button
down and drag the section line to the position you require and then release the mouse
button.

When you have finished this section your report layout should look like this:

FIge HeIder

Date: |FroczssDae [ Name | Page
firne : [TIVE [ DESCRIPTION |
frnane Eargae aderzss bne cer

£y

[Faraamsz (== 1 IH il
T

Arvpasd
ddess
asboode

Toge Foolar

You can preview how the report will print by clicking the 'Preview' tab at any time.
You are now ready to save and print your new Employee Details Report.

To save and print your Employee Details report

1. From the 'File' menu, choose 'Save As'.
The 'File Save As' window appears.

2. From the 'Save in' drop-down list, select the folder where you want to store the report.

Tip: If you save this report into your C:\Program Files\Sage Payrol\Reports\Employee
folder, it will appear in the 'Employee Reports' folder in the ‘Reports' window.

3. Inthe 'Filename' box enter a name for the report.
4. Click 'OK".
Your report is now saved.

5. To print your report, from the Status bar click the 'Preview' tab. Then from the main
toolbar, click 'Print".

The 'Print window' appears.
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6. To print your report, click 'OK".
Your printed report should look similar to the report shown below:

Date : 1508/2008 J B Micre Technology Limited Page 1

Time: 15:43.04 Employee Report

Sumame F orename Address Hinumber

1 Bambrough Julie Elizabeth Fine Cottage NE465TEEE
Conifer Awenue
Glade E state
Cradington
Courty Duwrham
bL2 3TR

Bampton Johin 23 Sundridge Drive MAG4TaTTA
W arclleny
Gateshead

You have now printed your Employee Details report.

Creating a Job Details Report (Sage Job Costing)

This example creates a Job Details Report using the Report Wizard. The report contains the job
number, title and value. The jobs are sorted to show the job with the lowest quoted price first
on the report.

To use the Report Wizard to create your Job Details report
1. From the Sage Job Costing main toolbar, click 'Reports'.
The Reports window appears.

2. From the 'Reports' toolbar, click '‘New".
The Report Wizard appears displaying the 'Introduction' page.

3. Click 'Next'.
The 'Document Type' page appears.
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From the 'Report' tab, use the scroll bar to view the options at the bottom of the tab and
select the 'Job Analysis' option. In the 'Enter a document description' box, type 'Job
Details Report' as the description for your report, then click 'Next'.

The 'Report Variables' page appears.
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From the 'Table' drop-down list, select the 'tblJob' table.
The 'Variables' list changes to show all the variables available in the 'tblJob' table.

From the 'Variables' list, select the 'JobNo' variable then click 'Add >'. This copies the
‘JobNo' variable to the 'Report Variables' list.
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Copy the 'Title' and 'Value' variables in the same way.

If you make a mistake, simply select the incorrect variable from the 'Report Variables' list
and click '< Remove'. The selected variable is removed from the 'Report Variables' list.

Click 'Next'.
The 'Variable Sizes' page appears.

You can use this page to set the number of characters you want the variable to generate,
and the width of the variables on your report. However, we are not changing the variable
characters or width on this report, so you do not need to do anything on this page.

Click 'Next'.
The 'Groups' page appears.

You can use this page to group information on your report. However, we are not adding
groups to this report, so you do not need to do anything on this page.

Click 'Next'.
The 'Sorts' page appears.
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10. Select the 'tblJob.Value' variable then click 'Add >'.

11.

The 'tblJob.Value' variable appears in the 'Sort Variables' list.

Note: To see a preview of the report you can click the 'Preview' button at any time.
Click 'Finish'.

The Report Designer window appears, showing your report layout. Your report layout
should look like the following:
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Fage Headzr
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You are now ready to save and print your Job Details report.

To save and print your Job Details report

1.

From the 'File' menu, select the 'Save As' option.
The 'Save As' window appears.

From the 'Save in' drop-down list, select the folder where you want to store the report.

Tip: If you have a single user version of Sage Job Costing and save this report into your
C:\Program Files\Sage Job Costing\Reports\Job Analysis folder, it appears in your Job
Analysis folder in the Sage Job Costing Reports window.

In the 'Filename' box enter a name for the report.
Click 'OK".
Your report is now saved.

To print your report, from the Status bar click the 'Preview' tab. Then from the main
toolbar, click 'Print'.

The 'Print' window appears.
To print your report, click 'OK".
Your printed report should look similar to the report shown below:

Date:  17/10/2008 Demonstration Exhibitions Ltd Page: 1
 Timer 149853 Job Defails Repart

! Jome Tiile Vilue
fo0o01z SAGO01- Sage Expo 03 £12750.00
000010 GRANND - Expons £12450.00
{00012 CARAN] - Canstract 05 £13000.00
£ ooonas KIMO0AL- SME Confarance 06 £20900.00
£ ooonuz TEAN0] Eqrs Cafed. 05 £22240.00
£ ooona7 ER000] Fiming Expo 15 £2202000
£ ooonas LIP01- Banfact 06 £24380.00

0000l EIF00L- Compater Wil Exbhibition 06 £25650.00

£207580.00

Congratulations, you have now printed your Job Details report.
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Creating a Report Manually

This section contains an example of how to create a report manually. The example creates a
blank Customer Balances Report using the Report Wizard, and explains how to finish creating
the report manually. The report contains each customer's account reference, company name
and account balance. The accounts are sorted to show the customer with the lowest balance
first on the report.

Creating this report consists of the following procedures:

Using the Report Wizard to create a blank report, with the title of '‘Customer Balance'.

Inserting the variables for your report (customer account reference, company name and
balance).

Inserting headings for your columns (‘Account Reference', '‘Company Name' and
'‘Balance’).

Adding a sort so the lowest customer balance appears first on the report.

To create your blank Customer Balance report

1.
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From the Sage 50 main toolbar, click 'Reports’.

The Report Designer Browser appears.

From the Report Designer Browser's main toolbar, click ‘New'.
The Report Wizard appears displaying the 'Introduction’ page.
Click 'Next'.

The 'Document Type' page appears.

From the 'Report' tab, select the 'Customer’ option. In the 'Enter a document description’
box, type 'Customer Balance' as the description for your report.

Click 'Finish'.
The Report Designer window appears showing your blank Customer Balance report. Your
blank report should look like the following:

Fage Fegder

Dake: | DETE NAME Paze:
e | DESCRIPTION |

Derails

Tage Toot=r THD OF REPOET

You are now ready to add the variables to your report.
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To add the variables to your Customer Balance report

1.
2.

From the Object toolbar, click the 'Variables' option.

From the "Table' drop-down list on the 'Object’ toolbar, select the 'SALES_LEDGER' table.
The 'Variable' drop-down list shows the variables for the 'SALES_LEDGER' table.

From the 'Variable' drop-down list, select the 'ACCOUNT_REF' variable, then click in the
'Details' area of the report at the position you want it to appear.

Repeat this to add the 'NAME' and 'BALANCE' variables.

Note: If a variable does not appear exactly where you want it on your report, then click the
variable with your mouse and use the arrow keys to move the variable to the new position.
You may want to reduce the width of the 'NAME' variable so that the company name and
balance information is closer together on the report.

The report layout should now look like the following:

Fage Leader

Date: | DELE [ MAME Page: | PR3
Time: |12 I | DESCRIMTION

Setels GECOUNTER FalE ] EALLHTE|

Fage Fuoulz | BMD_J7 REDORT |

Now you have inserted your variables you are ready to add the text for your column
headings.

To add column headings

1.

From the 'Object' toolbar, click the Text' option.
The cursor changes to a cross shape.

Click the report layout at the position where you want to insert the text for your column
heading 'Account Reference'.

Type the words 'Account Ref’ and the text you enter appears surrounded by a box.
Repeat this step to insert your column heading for the 'Name' and '‘Balance' columns.

Note: If a column heading does not appear exactly where you want it on your report, then
click on the column heading with your mouse and use the arrow keys to move it to the new
position.

To change the headings to bold, double-click on the column heading.
The 'Object Properties' window appears.

Click the 'Font' tab, and select 'Bold' from the 'Font style' list.
To save the font setting, click 'OK".
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Repeat the above steps for all of your column headings.
The report layout should now look like the following:

Page L mader

Daw: | DATE [ NARF | Paze:
e [ DEACRIPTION |

sccomt R | S Balawe

] SELANIE

ErFL OF FEPOET

Now that you have added your column headings you are ready to add a sort to show the
customer with the lowest balance first on your report.

To add a sort to your Customer Balance report

1.
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From the 'Format' menu, choose 'Sorts'.
The 'Sorts' window appears.

Click 'Add'".

The 'Add Sort' window appears.

From the 'Report Variables' list, select the 'SALES_LEDGER.BALANCE' variable. Then
select the 'Ascending' option button, so the customer with the lowest balance appears first
on your report.

To save your sort, click 'OK'.

To return to the Report Designer window, click 'Close".

You have finished creating your report. You should now save and print the report as
required.

The printed report should look similar to the following:
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Date:  17/12/2006
Time: 14:58:55

Account Ref
$Dm1
$TOOL
55002
55001
Soml
: }
ot
SBO0L
5 A0
)|

Now you have used the Report Wizard to create a report, and also created a report

Mame

DIV & tmes

Tool Kits Ltd.

S awr Blade Supplies
I parmer Lindted
Chuick Fit Fitters
Hanner & Hails
Coopars Forge
BErent Tookrarks
Amnitaze Tools

By tiong Supplies

Lady Bird Enterprises Page:

Customer Balances Report

Balance
a0

#0.00
#0.00
#0.00
#0.00
25,38
£56.40
#5758
£155.2%

£l464.07

manually, why not try creating the other example reports in this chapter.
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Creating a Report Which Groups Each
Customer's Transactions Using the Report
Wizard

This example creates a 'Customer Balance with History' report using the Report Wizard. The
report shows the transactions which make up the balance for each customer account. All the
items for one sales account reference are shown together by using the 'Group' option.

The report contains each customer's account reference, company name and account balance,
as well as the following columns: transaction number, type, date, details, net amount, tax
amount and gross amount per customer.

In this example, you will be:

= Using the Report Wizard to create your Customer Balance with History report, with the
variables which will appear in the main body of your report, each with its own column
heading.

= Adding a group to the report so that the variables are grouped by account reference and
adding a total per customer.

= Arranging the text and variable objects on your report.
= Changing the style of the total variables on your report to over and underlined.

To use the Report Wizard to create your Customer Balance with History
report
1. From the Sage 50 main toolbar, click 'Reports’.
The Report Designer Browser appears.
2. From the Report Designer Browsers main toolbar, click 'New'.
The 'Report Wizard' appears displaying the ‘Introduction' page.
3. Click 'Next'.
The 'Document Type' page appears.

4. From the 'Report' tab, select the 'Customer' option. In the 'Enter a document description
box, type Customer Balance with History, as the description for your report.

5. Click 'Next'.
The 'Report Variables' page appears.
6. From the "Table' drop-down list, select the 'SALES_LEDGER' table.

The 'Variables' list changes to show all the variables available in the 'SALES_LEDGER'
table.
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7.

10.

11.

From the 'Variables' list, select the '"ACCOUNT_REF' variable then click 'Add >'.
The 'ACCOUNT_REF' variable is copied into the 'Report Variables' list.

Copy the 'NAME' and 'BALANCE' variables in the same way.

From the 'Table' drop-down lists, select the 'AUDIT_HEADER' table.

The variables in the 'Variables' list change to show those that are applicable for the
'AUDIT_HEADER' table.

Copy the following variables to the 'Report Variables' list:

"TRAN_NUMBER', 'TYPE', 'DATE', 'DETAILS', 'NET_AMOUNT', 'TAX_AMOUNT" and
‘GROSS_AMOUNT".

Click 'Next'.

The 'Variable Sizes' page appears.

You can use this page to set the number of characters you want the variable to generate,
and the width of the variables on your report. However, we are not changing the variable
characters or width on this report, so you do not need to do anything on this page.

Click 'Next'.
The 'Groups' page appears.
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Select 'SALES_LEDGER.ACCOUNT_REF' from the 'Report Variables' list, then click
'Add'.
The 'SALES_LEDGER.ACCOUNT_REF' variable is copied into the 'Group Variables' list.

12. Click 'Next'.
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13.

The 'Sorts' page appears. Because you set up the '"ACCOUNT_REF' variable as a group,
a sort is automatically added to the 'ACCOUNT_REF' variable for you. Therefore you do
not need to do anything on this page.

Click 'Finish'.

The Report Designer window appears, showing your report layout.

The report layout should look like the following:
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atcoumt Real Nanue lmamlg
Type Dk Dohaily
Lax Avwount Lzors Aracunt
Hran i
Hat Axwourd
AT DT EALATCE
Letsils
am_oeriis '
HET_AMOUHT TIOLBOUNT| 3R078_JB0UET
ACCOUNT_FEF faonx BALALCE
HE? AMUUN'] CAK HMUUH S E MBIUUH
Fage Fomier RAT AETR
ENT_0F FEPOET
WET_ALIOUHT TAI_AOTHT _ =

You are now ready to arrange the text and variable objects on your report.

To arrange the text and variable objects on your Customer Balance with
History report

1.
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Delete the 'BALANCE' variables in the 'ACCOUNT_REF Footer' and 'Page Footer' section
of the report, by clicking on the variable and pressing the DELETE key.

Decrease the width of the ‘"NAME' and 'DETAILS' variables to about half their original size.

Select the '"ACCOUNT_REF"' variable.
The cursor changes to a cross shape.

Using the arrow keys or the mouse, move the variable to the new position on your report.
Then, repeat steps 1 and 2 again to move the following variables:

‘NAME', 'BALANCE', 'TRAN_NUMBER', 'TYPE', 'DATE', 'DETAILS', 'NET_AMOUNT",
"TAX_AMOUNT' and 'GROSS_AMOUNT". Then, move the column headings for these
variables.

The report layout should now look as follows:
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R TR—
Date: | DATE [ NANTE | Page:
Tiness_TIVE [ DESCRIDTION ]

AL AL Nt Kot K530 L KL I\MEAM.!J lahug S UHE

Toon Wb  Trpe Dobc Dot ails Hed Tac dovvoun Cxvas Sracund

CetZFah A I ey IJAI'E E LU HEL AW T MLUN'J IFEU S AhlUUH ]

ACCOUNT_REF footer HMET_AMOUE Tac ﬂ)(CU'H} L i

Fags Footer HET_AMWOTE Tax ACUNT  GROSS_AMOUN ]

[ T _07_REMORT |

Now you have arranged the text headings and the variables on your report you are ready
to change the style of your total variables to over and underlined.

To change the style of your total variables to over and underlined

1. Select the 'NET_AMOUNT' variable from the '"ACCOUNT_REF' Footer section of your
report.

The cursor changes to a cross shape.

2.  From the 'Style' drop-down list, select the style 'Sub Total'.
The 'NET_AMOUNT" variable on your report changes to over and underlined.

3. Repeat steps 1 and 2 for the following variables appearing in the 'ACCOUNT_REF' Footer
of your report:
"TAX_AMOUNT" and 'GROSS_AMOUNT".

4. Repeat steps 1 and 2 for the following variables appearing in the Page Footer area of your
report:
‘NET_AMOUNT', 'TAX_AMOUNT" and 'GROSS_AMOUNT".

You have changed the styles of the total variables appearing on your report. You can now
save and print the report as required.

The report should look similar to the following:
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Date:  17/12/2006 Lady Bird Enterprises Page: 1
Time:  14:38:55 Customer Balance with History
Account Ref 54001 Name Amnsrong Suppliss Bakimye 1464 07
EanMumber Type Date Detaiks Ne Anvount Tax Arount Bros Arount
266 I 22121993 4500 T2 51328
267 b1 12011999 64 00 1120 7520
268 b1 18021999 2900 1558 104 58
269 b1 14031999 4700 823 5523
am b1 23041999 4500 240 5640
76 I 22021939 T30 1272 8578
7 b1 01071999 4500 240 5640
s b1 23061999 24 00 1645 110 45
594 SR 16/071999 Saks Feceipt -115973 a0n -115973
595 SR 1621999 Saks Feceipt -271425 a0n -271425
596 & 16/08/1999 Saks Feceipt -1668 50 om -1668 50
-938 .38 2302435 1464 07
Acount R 34002 Name Anubaze Tock Bakince 15620
FanMumber Type Date Detaiks Ne Anvount Tax At Gross Arount
pra=] b1 12/121998 5400 945 6345
280 b1 12011999 24 00 1645 11045
281 b1 12021999 6200 105 T2R5
282 I 12031999 1500 A3 1763
283 I 12041909 2500 1212 8813
284 b1 12051999 64 00 1120 7520
285 b1 12061299 8400 1470 2870

Congratulations, you have now created your Customer Balance with History report!
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Using Expressions to Calculate the Available Credit for Each
Customer's Account

Using the report you created in the Creating a Report Which Groups Each Customer's
Transactions Using the Report Wizard section on page 164, add an expression (calculation) to
show the available credit on each of your customers accounts. For further information about
expressions see the section Creating Expressions in the chapter Advanced Features of the
Report Designer.

Adding an expression to your Customer Balance with History report consists of the following
procedures:

Using the Customer Balance with History report created in the Creating a Report Which
Groups Each Customer's Transactions Using The Report Wizard section, and adding an
expression (calculation) to show the available credit on the customer's account.

Inserting a heading for the expression column.

To add an expression to your Customer Balance with History report

1.

From the 'Object’ toolbar, click the 'Expression' option.
The cursor changes to a cross shape.

Click on the report at the point you want to insert the expression (at the right hand side of
the '"ACCOUNT_REF' Header section).

The expression object appears on your report surrounded by a box.

Double-click the expression object.
The 'Object Properties' window appears.

In the 'Name' box, type 'Over-Credit?’
Click 'Build".
The '"Expression Builder' window appears.
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10.

Expr |
Ex=pression:
|
=
] 0 1 =Y
Tables Y ariables I |
REPORT al [LasT_INV_DATE Al
SALES_LEDGER ‘BALANCE
AUDIT_HEADER TURNOVER_MTD
AUDIT_SPLIT TURNOVER_YTD |
AUDIT_USAGE | |PRIDR_YEAR
R — INVOICE_EF =
Help | sdd | ok | cancel |

From the 'SALES_LEDGER' table, select the 'BALANCE' variable and then click 'Add'.
The 'BALANCE' variable is copied into the 'Expression’ box.

Select the '-' (minus) button under the 'Expression’ box.

A minus sign appears after the 'SALES_LEDGER.BALANCE' variable.

Now, select the "CREDIT LIMIT' variable from the 'SALES_LEDGER' table and click 'Add'.
The 'CREDIT LIMIT" variable is copied into the 'Expression' window.

To save the expression, click 'OK".

The 'Object Properties' window is displayed.

To return to the Report Designer window, click 'OK'".

The Report Designer window appears, showing your report layout with the expression you
have just added.

You are now ready to add the text for the column heading of the expression.

To add a column heading

1.
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From the Object Toolbar, select the Text option (a T, second from the left).
The cursor changes to a cross shape.

Click on the report layout at the position where you want to insert the text for the column
heading of the expression and start typing, for example, at the right hand side of the
‘ACCOUNT_REF' Header section.

Type the words 'Over Credit?' and the text you enter appears surrounded by a box.
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Your report layout should look like the following:

Note: If a column heading does not appear exactly where you want it on your report, then
click the column heading with your mouse and use the arrow keys to move it to the new

position.

Pags Hearer
Duie: | CATE | NAME | Page: | FACE
Lime: [LLWE DESCRIPTION |
aucgmnt_EF.mmm'l_.a NMEMAE | Bmg EBALAMCE|Cner CT2airi Oer Credr i
Tran Mmnhar Nk Netais Ned dmnenml Tax At Frass_ dnvnt
oeemr_trﬁa_:ﬁ%\m BatE [ETaL: | HET_AL0TRT TAM AMOTHY CROSS AIOUET
ACCOUNT_REF footer HET_AB0TH T T2l AI0TH GRS E_ARLOUET
Fags Faoter HET_AMOTTH T TaZ0 MMOTHT  GROSE_AMOUET

EAD_OF_EEF0ET

Select the column heading 'Over Credit?".

The cursor changes to a cross shape.

From 'Style' drop-down list, select the style 'Heading'.

The 'Over Credit?' column heading on your report changes to bold and is underlined.

You should now save and print your report.

The report should look similar to the following:

Date: 1771272006

Time: 14:58:55
Avcount Ref 54001 Name Amnarong Suppliss
EanNumber Type Daie Debails

00 i 23121998

267 8 120011993

268 8 1810211993

269 8 14031999

a7 8 23041999

Pilsl i 2081999

a7 b1 01071993

ars b1 23061909

594 R 16/07/1999 Salkes Receipt

595 R 16/08/1999 Salkes Receipt

596 SR 16/08/1999 Saks Receipt
AcomiRed  SAD02 Hame fmmiaz Took
TanNupber Type Date Detals

e =i 17120998

280 18 121012999

231 i 12021959

42 1 12031998

piE g 12042999

284 18 12/051999

285 =i 12061999

Using this report as a basis, follow the next example to set up a filter so that only those
customers who have exceeded their credit limit are included on the report.

Lady Bird Enteprises
Customer Balance with History

Balinge
Het A
4300

6400

3900

4700

4300

100

4300

Bakbince

1464 07

Tax Amount
TEE
1120
15356
823
240
17e
240
1645
o
o
]

239245

15620
Tax Anvount
945

1645
1055

261
1212
1120
1470

Page: 1

Gross Avnount
JlaE
7520

104 55
5503
56.40
2378
56.40

11045

-1159.73
271425
- 166 50
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Using Filters to Show Only Those Customers Who Have
Exceeded Their Credit Limit

This example uses the Customer Balance with History report previously created in the Using
Expressions to Calculate the Available Credit for Each Customer's Account section on page
169 and sets up a filter on the report. The filter is set up on the expression (calculation)
Sales_Ledger.Balance - Sales_Ledger.Credit Limit so that only those customers who have
exceeded their credit limit are included. The title of the report is also changed to reflect the new
information printed on the report.

For further information about filters see the section Adding Filters in the chapter Advanced
Features of the Report Designer. Inserting a filter on to your Customer Balance with History
report consists of the following procedure:

= Using the Customer Balance with History report created in the Using Expressions to
Calculate the Available Credit for Each Customer's Account section on page 169, and
setting up a filter, using the Filter option.

To set up afilter on the expression you previously created on your Customer
Balance with History report
1. From the 'Format' menu, choose 'Filter'.
The 'Filter' window appears.
2. Click 'Build".
The 'Filter Builder' window appears.

Filter Builder E

Filter |

Filter calculation:

[ |

H
ol <ld e =l o] ] 2 i oo ] sk | s
Table: IHEPDHT vl V' Show values

Y ariables I Walues in Database
SALES_LEDGERACCOUNT... ||
SALES_LEDGER.NAME
SALES_LEDGER.BALAMCE

AUDIT_HEADER. TRAN_NL...

AUDIT_HEADER.TYPE [ K T [0

Help | Add | Ok I Cancel |




Creating Example Reports

From the 'Report’ table, select the expression variable 'Over Credit?' and then click 'Add'".
The 'Over Credit?' variable appears in the 'Filter' window.

Click '>" (greater than).

The '>' sign appears and the cursor is positioned at the end of the text in the Filter window.
Type 0 (zero) in the Filter window and then click 'OK'.

The Filter window reappears.

To return to the Report Designer window, click 'OK'".

You have now created a Customer report showing only those customers who have
exceeded their credit limit.

You should save this report as the Customer History Over Credit Limit Report.

Using this report, follow the next example to set up criteria so that each time you run the
report a 'Criteria’ window appears asking you to enter the Customer Account range you
want to run the report for.

173



174

Sage Report Designer User’s Guide

Using Criteria to Select Which Customers Appear on Your
Report

Using the report you created in the section, Using Filters To Show Only Those Customers Who
Have Exceeded Their Credit Limit, set up criteria so you can run your report for a specific range

of customers. For further information, see the Setting Criteria section in the Advanced Features
of the Report Designer chapter.

Adding Criteria to your Customer Histories Over Credit Limit report consists of the following
procedure:

= Using the Customer Histories Over Credit Limit report created in the section Using Filters
to Show Only Those Customers Who Have Exceeded Their Credit Limit and adding
criteria, using the Criteria option, so you can select which customer accounts are shown
on your report.

To add criteria to your Customer Histories Over Credit Limit report
1. From the 'Format' menu, select the 'Criteria' option.

The 'Criteria" window appears.

Criteria
Criteria |
M ame I Statuz I
Customner Ref Enabled . IS
Tran Date Dizabled
Tran Date [bA, i) Dizabled
Report D ate Enabled
Payment D ate Dizabled
Summary Tran Mumber Dizabled
Detailzd Tran Number Dizabled
=
Help | Ok I Cancel |

2. Click the cursor on the 'Status' box of the 'Customer Ref' variable and select the 'Enabled’
option from the drop-down list.

To save your criteria, click 'OK".

4. To return to the 'Report Designer' window, click 'OK'.
You have added the criteria to your report.
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You should now save and print the report. You have now created a customer report
showing customers who have exceeded their credit limit, within a specified range.

Using this report, follow the next example to remove the 'Details' section from your
Customer Histories Over Credit Limit report so that when you run the report, the
information is summarised.
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Removing the Details Section from Your Report to Produce

a Summary

Using the report you created in the Using Criteria To Select Which Customers Appear On Your
Report section, remove the Details section to produce a summarised report showing only the

balances of those customers who have exceeded their credit limit.

The title of the report is also changed to reflect the new information printed on the report. For
further information, see the Sorting Report Information section in the Advanced Features of the

Report Designer chapter.

Removing a section on your Customer Histories Over Credit Limit report consists of the

following procedures:

= Using the Customer Histories Over Credit Limit report created in the Using Criteria to
Select Which Customers Appear on Your Report section, and removing the Details section
of the report, using the Sections option, to produce a summarised report

= Removing the text column headings no longer required on your report

= Re-arranging the text and variable objects on your report.

To remove the Details section on your Customer Histories Over Credit Limit

report

1. From the 'Format' menu, choose 'Sections'.

The 'Sections' window appears.

Sections
Sections |
Section Vizible | Print FPage |a&lgn |[Align Height
an Break | Top Bottom
Design
FPage Header Yes Always Mo Yes 2033
SALES_LEDGER.ACCOUNT_REF header ez Alwayz  No Mo 0.2500"
Dretailz Yes Always Mo 05000
SALES_LEDGER.ACCOUNT_REF footer ez Alwayz  No Mo 0.5000"
Mo Transactions Mo Mever Mo 0.2500"
Fage Footer Yes Always Mo Mo 05000

Help | AddSection | Modiy |

WElete

Cloze

2. Select the 'Details' section and click ‘Modify'.
The 'Section Options' window appears.
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Section |Filter |

— Optio:
Height: I D.18?5§
FErint:

[ Wisible on design window
" Page break

Help QK Cancel
I I |

3. From the 'Print' drop-down list, select the '‘Never' option, to stop the Details section
printing on your report.

4.  Clear the 'Visible on designer window' check box to remove the Details section from your
report layout.

5. To save your settings, click 'OK'.
The 'Sections' window is displayed again.
6. To return to the 'Report Designer' window, click 'Close'.

The Details section is now removed from your report layout.
The report layout should now look as follows:

Faye HeFder

Due: DETE | HAME | Page: | PAGE
Tee:  [IWE DESCRIFTION |
AC FUCE0UET REl Name HAME | Balam B.ALLHCE] Dar Cxpdir? Orear O 447
TranFuwiber Tyvpe [ate Detady et Anuowml Tax drwoum Cess Ao
ACCOUWNT_REF fooder HET A0 TLIE AMOUHTY  GRC 88 AL
Page Fooler [ HET AOT TR AMOUNY  GRCSS_AMOINT
[ IND_OF T 0ET |

You are now ready to remove the column headings you no longer require on your report.

To remove the column headings you no longer require on your Customer
Histories Over Credit Limit report

1. Select the "Tran Number' column heading.

177



Sage Report Designer User’s Guide

The cursor changes to a cross shape.

Press the DELETE key to remove the column heading from your report.

Repeat the above steps for the following column headings:

“Tran Number', 'Type', 'Date’, 'Details'.

You are now ready to re-arrange the text and variable objects on your Customer Histories
Over Credit Limit report.

To rearrange the text and variable objects on your Customer Histories Over
Credit Limit report

1. Select the 'NET_AMOUNT" variable.
The cursor changes to a cross shape.

Using the arrow keys, move the 'NET_AMOUNT" variable to the new position on your
report.

Repeat these steps to move the "TAX_AMOUNT' and 'GROSS_AMOUNT" variables and
the 'Net Amount', 'Tax Amount' and 'Gross Amount' column headings until your report
looks like the following:

Face rhader
Dauie: DATE ] [ NAME ] Page: | PATE
[Times: [ DESCRIPTION ]
Bame bl [ Traancd EHLAHGE U Crodt? e Lredt”
Hed Avwcun Tax Arncumt Cross arvund
e P T | [ s N CEPrCTITR|
EHD_J7_PEPORT
You should now save and print your report.
Your printed report should look similar to the following:
Date: 171212006 Lady Bird Enterprises Page: |
Time: 16:46:11 Custamer Report
Account Ref  SAL01 Name Anmetrong Supphies Bibinge 16407  Dver Credit? 46407
Hat Smonzd T St Grogs Aot
M. 44435 1364 107
Arcours Ref  SA012 Name fnviage Tools Bibinge 15629 Over Credit? 4371
Hat Semonzd T Symonmd

Congratulations, you have now completed all the example reports. Why not try creating

some reports of your own?

178



Chapter 7

Glossary of Report Designer Terms

This chapter contains definitions for In this chapter:

frequently used Report Designer terms. Glossay Of TEMMS w.veeveerveereeeeeereonn. 181




Remember....

We have also included a Glossary of Report Designer terms in your Sage Report Designer
Help system.

To view the glossary, select the Glossary button on the help window toolbar. Alternatively,
click the Index tab from the on-screen help and type glossary into the space provided.
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Glossary of Report Designer Terms

Glossay of Terms

A

Active Complete The Active Complete option automatically adds titles and totals for
variables that are added to a report.

Anchoring Objects Anchoring an object prevents the object from being moved
accidentally on a report. This is particularly useful when aligning
objects on a report layout to correctly print on stationery.

ANSI file format American National Standards Institute. A type of output standard.

Auto Sizing The auto sizing option recalculates the size of an object. For
example, if you change the font size of an object, auto sizing
prevents the object border cutting off the text and makes sure all
the text appears on the report.

Alignment The Report Designer's 'Alignment' option enables horizontal or
vertical alignment of several objects at once. In addition, any
objects that have moved out of the set margins can be brought
back automatically.

C

Criteria Use the Report Designer's 'Criteria' option to be more selective

about the records you want to print out.

For each report you create, you can set up a pre-set criteria, so
that each time you run the report it uses the same criteria. For
example, you may always want to run the same report with a
reference between AOO1 to A999.

Conditional Properties /  Use this option to format an object, based on its value, or that of
View another variable.

CSV Output Sage Standard CSV output (Comma Separated Value) is a way of
producing a file where the text is enclosed by quotation marks "',
the numeric values are not enclosed by any marks, all fields are
padded to the maximum data base size and all fields are separated
by a comma when running a report.
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D

Date

Delimited CSV Output

Details Section

Document Type

E

Expressions

Filters

Fixed Reports
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The Date option enables you to set up a default format for the Date
variables required on reports. The date format can also be applied
to an individual variable.

This is similar to CSV output, but you have more flexibility over how
the output file is created, so you can match it to virtually any other
package you want to import data into. It offers more control over
the separator, text and numeric qualifiers, fixed length and file
extension applied to each variable.

The Details section contains the body of the report and is printed
on every page of the report.

This can be a Letter, Label, Layout or Report.

An expression is a variable calculated from information in other
existing variables (and numbers)

The Filter option allows you to be more selective about the records
or transactions you want to include in your report. This is similar to
criteria except that it embeds the selection in the report.

Some of the reports supplied with your Sage program will be
"fixed"'. These are usually important reports that should not be
overwritten. You can edit fixed reports, but you will be forced to
save the report under a different name so that the original report
remains unchanged.
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G

Graphics You can use the Report Designer's graphic tools to draw lines or
rectangles on your report. Each 'graphic object' can be given its
own background colour (fill), pattern and line border. The lines you
draw can be any thickness, colour and can be solid or dashed.

You cannot add lines and boxes to stationery layouts.

Group When you create a report, you may want to list all the items relating
to one variable together. You can list these items by creating a
group. For example, you could list together all transactions with the
same date, and provide a group total.

When you add a group to your report, the Report Designer
automatically creates a header and footer section for this group in
your layout.

Group Sort Override Enables a group sort to be overridden with another variable from
the outermost table.

H

HTML The output of a report can be set so it appears as an HTML
(Hypertext Mark-up Language) file. A Browser such as Internet
Explorer must be installed.

Hyperlink A hyperlink enables a jump to another location, and can often be
recognised by blue underlined text. This location may include an
e-mail or web address. When a report is output to HTML, the
hyperlinks become active.

Layouts The Report Designer can be used to create stationery layouts.
Stationery layouts are designed to be printed onto your every day
stationery, such as 3 part invoice paper.
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N

Navigator

Numeric Qualifier

O

Objects

Object Tooltips

OEM file format

QOutermost Table

P

Page Footer Section
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The navigator appears on the left hand side of the Report Wizard
window. The navigator list enables quick selection of sections and
acts as an indicator to show which section you are working in.

In a CSV or Delimited output file, the numeric qualifier encloses all
numeric fields within a quotation mark (') or an inverted comma (')
depending on the option selected.

An object refers to any item that is placed on a report. For example
an object could be a piece of text, a value or amount, or a
graphical object such as a line or box.

Move the cursor over an abject and additional information is
displayed.

A non-ANSI character set output. (See ANSI definition).

This refers to the report table which shows outermost on the report
design view.

It can also be seen from the Format menu, Groups window. The
Outermost Table is the first table shown in the Group column.

The Page Footer section normally contains the totals for your
report. The Page Footer section information prints at the end of
every page.

An extra footer section is created when a group is added to a
report.
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Page Header Section The Page Header section contains the titles of any columns on
your report. The Page Header section information prints at the start
of every page.

An extra header section is created when a group is added to a

report.

R

Report Layout The Report Layout is displayed when the user edits or creates a
new report.

Report Wizard The Report Wizard guides you through creating a new report.

S

Sections When you create a report, the report Designer automatically
divides it into sections. A simple report consists of the following
sections:
Page Header
Details
Page Footer

Sorts The Sorts option sets up the order that the variables appear on the
report.

String Any value (either number or letter) enclosed in quotation marks.

Styles The style is made from all the characteristics of the text you use in

your report. You can set up a new style, and apply this to existing
text. The text displayed instantly takes on the characteristics of the
new style.
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T

Tables

Templates

Text Qualifier

U

User Defined Objects

\'

Variables
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The Report Designer tables hold all the variables available for the
report. The tables of variables change depending on the type of
report being created.

The Report Designer template provides an image of the Sage
stationery you are working on, helping you to place objects in the
correct positions for printing.

These are stored in separate files called template files and you can
load one at any time.

If the Text Qualifier option is enabled, all text fields are enclosed by
a quotation mark (*') or an inverted comma ('), depending on which
option is selected.

A collective term for Text Objects and Expressions on a report
design.

Variable objects are used to represent specific types of data. When
the report is printed the data is printed instead of the variable
object. Variables are grouped into tables
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A

Active Complete Option 28, 94
Adding

criteria 121

descriptions 97

expressions 129

extra page sections 137

filters 123

groups 116

lines and boxes 39

pictures 42

sections 135

sorts 112

styles 35

text 30

totals 38

variables 19, 26
Advanced Features 109
Aligning Multiple Objects 47
Anchoring Objects 49
ANSI output text files 78, 95
Attachments

e-mail 89
Autosizing 31
Autosizing Objects 48

B

Background Colour 41
Batch Page Numbering 70
Boxes

adding 39

changing properties 40

C

Changing Object Properties 49
Clock Format 58, 102
Colour
boxes 41
lines 40
text 56
Conditional Formatting
properties 66
setting up 66
text 68
Creating
example reports 139
expressions 129
expressions example 129
manual reports 160
reports 19
Criteria 96
example reports 174
setting up 121
Criteria Help File 97
CSV Format 74
Currency Symbol 53, 99
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D

Date

default settings 100

individual object properties 57
Decimal Places 53
Default Settings

date 100

document 96

general 93

grid 93

labels 108

numeric 98

page 103

printer 106

printer fonts 106

time 101
Deleting

groups 119

sorts 113

styles 37
Delimited Format 75
Descriptions of Reports 96
Design mode 9
Desktop

main toolbar 8

main window 7

menus 11

shortcut keys 15

status bar 9

text toolbar 9
Details Section 7, 134
Document Options 96
Document Settings 96

E

Edit Menu 11
Editing
existing styles 37
report descriptions 97
sections 135
styles 37
text 32
E-mail
addresses 85
formatting 87
sending your report 88
E-mailing
attachments 89
pictures 43
reports 84, 88
Enable text wrapping 34
Example Reports
adding column headings 27, 161,
170
adding criteria 174
adding groups 164
adding sorts 162
adding text 27, 161
adding variables 161
applying styles 167
arranging variables 24, 154, 166, 178
creating manually 160
Customer Available Credit 169
Customer Balance with History 164
Customer Balances 160
Customer History Over Credit Limit
172
Departmental Employee List 21
Employee Details 152
Job Details 156
removing column headings 177
removing sections 176
using criteria 174
using expressions 169
using filters 172
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using the wizard 141, 156, 164
Expression
functions 127
Expressions
conditional formatting 66
creating 129
example report 169
Expression Builder 130
further examples 132

F

F1 Help 18
File Menu 11
Fill Characters 62
Fill Properties 41
Filters
builder 123
example reports 172
examples 124, 128
operand buttons 123
section filters 127
setting up 123
shortening large filters 128
using wildcards 128
Fonts
changing properties 55
printer 106
updating properties 95
using styles 32, 36
Footer Sections 7, 134
Format Menu 13
Frequently Asked Questions 18
Functions
Sage 200 127

G

Glossary 6

Graphics
adding 39
box properties 40, 44
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text examples 48
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settings 108
Lines
adding 39
changing properties 39

M

Main Toolbar Options 8
Manually Creating Reports 26, 160
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settings 103
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Multiple Objects
aligning 47
resizing 47
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updating 50
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Numeric
default settings 98
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margins 103
numbering 70, 71
sections 137
size 104
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Pictures
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print on first copy 45
properties 44
suppress printing 45
toolbar icon 8
Position Properties 62
Preset Criteria 122
Previewing Reports 9, 83
Print Scaling 104
Printer
default fonts 106
default printer 106
selecting 106
Printing
an example report 26
preview 83
properties for objects 61

reports 82
the variable list 20
to file 83
Properties
conditional formatting 66
pictures 44

Q
Questions and Answers 18

R

Removing
sections 137
Report Desgner
using 3
Report Designer
basics 17
Report Wizard
Sage 200 example 141
Reports
adding lines and boxes 39
adding pictures 42
adding styles 35
adding text 30
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creating 19
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default settings 91
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saving 73
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S

Sage 200
criteria help file 96
expression functions 127
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overriding groups 120
removing a group override 120
Report Designer options 3
Saving
an example report 26
reports as CSV 74
reports as delimited 75
reports as text files 78
Scaling
Print 104
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adding extra sections 137
disabling 137
filters 127
groups 114
names 94
numbering system 134
properties 135
removing 176
Selecting Objects 46
Sending E-mails 84
Shadow(boxes) 40
Shortcut Keys 15, 140
Size
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paper 104
Snap to grid 94
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adding 112
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example report 162
Stationery Layouts
Sage 200 4
Status Bar Options 9
Sticky Buttons 94
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adding 35
deleting 37
editing 37
example report 167
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Templates 96

Text
adding to reports 30
adding to reports example 30
conditional formatting 68
editing 32
individual object properties 55
updating 95
updating properties 55
wrapping 33

Text Toolbar Options 9

Time

default settings 101
individual object properties 58
Tool Menu 13
Toolbars
main 8
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Total Styles 167
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text wrapping 33
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Window Menu 14
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