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Report Designer Overview

About the Report Designer

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

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

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

[[I Report Designer - Income Statement El@
I layout design
layout options
Company Code o clear
Fiscal Year o clear
Balance Type o clear
Currency o clear
Currency Type o clear
Budget Set Code o clear
Reporting Tree Unit o clear
Show Account Detail
Show Subtotals at Bottom
Save Layout
el (2)
Generate @
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For those professionals who want to have complete control of their report layout and who are familiar with
Excel, the Task Pane allows a completely customized layout to be designed using Excels' powerful
functionality.

FIMNAMCIALS

formulas

Cpening Balance
Closing Balance
Actual

Actual ¥TD
Budget

Budget YTD
Current Year
Current Period

Company Name

Quantity
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The Report Designer Process

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

Save the workbook
as a report
template.

Create a new or Design your

layout.

open an existing
report or template.

The Report Designer extracts information from your Sage 300 ERP General Ledger. It then uses your
customized report columns and rows to produce professional reports that are customized to suit your
organization's requirements.

Choosing the Most Suitable Way to Design Reports

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

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

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

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

| am familiar with Microsoft
Excel but | need some help to
| would like to take control of get started
all design aspects of my

report layout

| am very familiar with
Microsft Excel especially
formulas

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

NOTE: In order to do multiple company consolidated reports, the will need to be used.

Accessing and Saving Reports and Templates

Opening Financial Reports and/or Templates
1. Inthe Sage Intelligence Report Manager, open the Designer folder.
2.  Run the relevant Report Designer report.

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

TIP: Reports that return huge data sets can be difficult to analyze and can cause performance issues.
Filtering is a quick and easy way to find and work with only the data you need. Instead of your report

extracting millions of records, filtering extracts only the necessary data resulting in faster more efficient
reports.

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

Saving Reports and/or Templates

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

Save Layout
Help @
Generate @

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

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

The options are as follows:

Icon Group Label Description
BI Reports New Layout New LayOL_Jt will open the Layout Generator to allow
Mew you to design a new report layout.
Layout
Quick Generate is a drop down menu of all the report
’ layouts previously saved. Instead of selecting the
. Bl Reports Quick Generate Manage Layouts option and then generating your
Quick .
layouts, you can generate them from the Quick
Generate ~
Generate menu.
f Quick Edit is a drop down menu of all the report
. . layouts previously saved and allows you to select a
Quick BI Reports Quick Edit report to edit without having to open the Manage
Edit - Layouts option first.
@ Manage Report Layouts will open the Load Layout
menu which will display the existing report layouts that
Manage Bl Reports Manage Layouts ship with the Report Designer and any new layouts
Layouts that you have created.
| BI Reports Show Task Pane Show Task Pane will open the Report Designer Task
Show Pane.
Tazk Pane
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Designing Reports using the Layout Generator

Accessing the Layout Generator

Accessing the Layout Generator to Design a New Layout

1. Onthe Bl Tools tab, select New Layout.

BI Tools

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

El Reports

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

3. Click OK. The Layout Generator will appear.

[[I Report Designer - Income Statement EI@

layout design  row sets
I y 9 N Grovpby [manel ]© clear

Company Code clear

Fiscal Year clear
Balance Type clear
Currency clear
Currency Type clear

Budget Set Code clear

P P boPbbobboObovbo

Reporting Tree Unit clear

[C] show Account Detail
[[] Show Subtotals at Bottom

Save Layout
Help ®
Generate ®
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Accessing the Layout Generator to Edit an Existing Layout

1. Onthe Bl Tools tab, select Manage Layouts.

Bl Tools
[ 4

Mew Quick Quick
Layout Generate~  Edit
El Reports

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

[ Report Designer [E=R[Ech

Layout Management

Balance Sheet IS - Actual Budget Prior IS - Actual vs Budget Generate @

—
1S - Actual vs Prior Copy @
Delete @

Help @

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

[IT] Report Designer - Balance Sheet E=n(E=n ==
layout design  row sets

N e —)
g AEN EAER ENER EHER HAER | ERE

o g ¢ e g le ol |} ol ] ¢ e g le

5 z |2 z |2 A E E z |2 z |2

M NEN : ENEN: ERER : ERER : ENEN : ERE

< © (= (= (=) (=) (=) (=) (=) (=) (=) (=) (=) (=)

layout options text columns columns — rows

Spacer

e —

Shareholders Eq...

Company Code DemoCo P clear
Spacer Fiscal Year 2020 p clear
Non Current Lia... Balancs Type p clear

Currency CAD P clear
Spacer -

P Currency Type Functional o clear

Current Liabilities Budget Set Cade o clear

Reporting Tree Unit D clear
Spacer

Selecting this optian may slow

Total Liabilities Show Account Detal ® Goun e layoLt generation.

[F] show Subtotals at Bottom

Spacer Save Layout

Total Shareholde..
Help

Spacer
Generate @

4. You may now edit your layout.
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Navigating within the Layout Generator

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

[[l Report Designer - IS EI@
layout design row sets
I y g Group by |(none) P clear

~_ \

i L Y
layout optionsﬁ:xt (_U|_II'TW‘|‘_1||L'_U|L-I]'|\']‘_~

Company Co: clear

cal Year clear
Balance Type clear
-

Currency clear
Currency Type clear

Budget Set Code clear

P PovovBbobovd

Reporting Tree Unit clear

[ show Account Detail
[] Show Subtotals at Bottom

Save Layout
Help ®
Generate @

Tab Headings

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

layout options text columns columns rows

W““MW‘“-
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Lookup Values

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

layout options text columns columns rows

Company Code ¥‘I|:;.~ clear
Fiscal Year o |clear
Balance Type o |clear
Currency o |clear
Currency Type o |clear
Budget Set Code Jo|clear
Reporting Tree Unit Jo|clear

[C] Show Account Detail

[] show Subtotals at Bottom

Search

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

Process to Design a New Report Layout

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

Add Layout Add Text Add

Generate

Add Rows

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

Group by |[none}

g
¢
g
E

Account
Spacer

Qtr 4 Actual
Qtr 4 Bu-get
BUMLET 13
~ACTUAL 14
Varld - ActB...
YTD Budget

ACTUAL 13

spacer layout options text columns columns  rows

Revenue
Spacer Company Code DemoCo clear
Fiscal Year 2020 clear

Cost of Sales

Balance Type clear

Spacer Currency CAD clear

Currency Type Functional clear

Budget Set Code clear

Toobobodo

Spacer Reporting Tree Unit clear

Other Revenue Show Account Detail
[C] show Subtotals at Bottom

Selecting this option may slow
@ down the layout generation.

Spacer

Save Layout @

Help 9

]

Generate °

Total Income

Spacer
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Setting the Layout Options

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

Layout Generator Microsoft Excel

. 4
layout options text columns columns — rows ¢
4
4

: A B b

Company Coda DemoCo P cear 4 1 |Company DemoCo 4

Fiscal Year 2020 D clear 4 2 |Year 2020 :
4

Balance Type D clear 4 3 |BalanceType :

— +
Currency CAD p cear 4 4 |Currency CAD :
4 ]

Currency Type Functional p cear 4 5 |CurrType F :

Budget Set Code ol p dlear : 6 |BudgetsetCode 01 4

. 4 7 |ReportingTreeUnitPath WORLDWIDE ENTERPRISES > NEW YORK>MNEW YORK SALES 4

Reporting Tree Unit WORLDWIDE EMTERPRISES > NEW ol clear 9 :
4
- Selecting this option may slow <
Shaw Acoount Detail @ down the layout generation. b
|] Show Subtotals st Bottom 1
A AL L4848 54 8485084808408 54 00484

Show Account Detail uses Excel grouping to allow you to include individual accounts belonging to the row
account rules selected. The account rules and ranges are those defined in the selected row set. Selecting
this option may slow down the generation of the layout.

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

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

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

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

I layout design row sets

AccountDesc
Account

Salaries

To add fields to the Text Columns area:

I layout design row sets

AccountDesc
Account

151
E] 16 sales 672272
T, r
2 ales Equipment 610101
. 18 [sales Footwear 510102
q r 19 [sales Clothing ’610103
= - 20 fsales Outdoor '610104
S |2 s r
= :: = "E 21 [sales wwms
Rl Bt 22 [sales Non Merchandise Product | | 610106
23 ales Intercompany '610120
) 24 [sales Raw Materials '610130
IayOUtOptlon'3 25 JsalesTrims %muo
B L4
- i
27 L
1. Click on the required text column from the columns listed under Text Columns.
Group
| (R | E =
& & & 2
g @ @ s
£ E g 5 s |3
§ 5 5 g 2 | B
o joR Q. o
) N n N <
layout options | text columns | columns rows

Salaries

Employee Expense

Freehold Building

Account

AccountDesc

SiteCode J

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

TIP: The order can be changed by dragging and dropping the fields in the Layout Generator Text
Columns area into the correct order.

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide
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To remove a field from the Text Columns area:

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

layout design row se

AccountDesc
Account

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

1. Click Clear All.

Clear All é;:;
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Formula Columns

Adding and Removing Formula Columns

The Columns area determines what you see across the top of the report layout. In an income statement,
this would typically be Actual and/or Budget amounts.

- 1% Layout Generator
- o o o . o o
c | s |° a o 3 I¥
- E = ': ] E _ ] a
s | E s | ES s | E .l < -
g 5 8 @ 3 8 a S5 8 o - - o
: PEBE z |E B G |5 Al s |5 2
() < m W << =] W < =] () 8 8 v
layoit opfions Nt colummMy, coltwgns oWs
Microsoft Excel
ACTUALOL BUDGETOL  VarOl - ActBud ACTUALO2 BUDGET02  WVar02 - ActBud ACTUALO3 BUDGETO3  Var03 - A
2300771 1105 000 1195771 2541 361 1105 000 1436 361 2679 310 1105 000 1574 314
924 040 (924 040) 1207 814 (1207 814) 1207 767 (12077

Adding Columns to the Columns Area:

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

layout options text columns |columns| rows
Isearch I P clear

FORMULAS CALCULATIONS

alf

ActivityPeriod01

ActivityPeriod02

ActivityPeriod03

ActivityPeriod04

ActivityPeriod05

ActivityPeriod06

ActivityPeriod07

ActivityPeriod08

ActivityPeriod0S

ActivityPeriod10

ActivityPeriod11

ActivityPeriod12

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

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

row sets

2. Toremove all columns, select Clear All.

Clearing all of the fields from the Columns area:

1. Click Clear All.

Clear All

Adding a spacer to the Columns area:

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

1. Click Add Spacer.

BUDGET 12
BUDGET 14

Actu
YTD Budget

Varl3 - ActB...
ACTUAL 14

Lz}
—
E
=
[*]
<

Spacer

Spacer

Spacer
D

ext columns columns

ULATIONS

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide
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Adding Multiple Formula Columns for Quarters or Years

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

1. Select Add Columns.

' a o =
Select Columns: m E JE - | &

quarters years

Select it to add | fi h period belonging to th ings below :
elect items to add a column for each peri elonging to the groupings below Lk e

ACTUALON & 02 @ ACTUAL Q3 & Q4

ACTUALYTD Q1 & | | ACTUALYTD O3 &

Q2 Q4
ACTU I e OER Y OEYN (2CTUALY||ACTUALY| |ACTUALY|[ACTUALY] Add 5pacer @
m a2 a3 o TD Q2 TDG3 || TD O

Clear All ®

LASTYR (M & Q2 || LASTYRO3 &4 | |[PRIORYTD O & Q2| [PRIORYTD Q3 & Q4
dd Calculation
LASTYR || LASTYR | | LASTYR || LASTYR | |PRIORYT||PRIORYT| |PRICRYT||PRIORYT
o Q2 Q3 Q4 ool || oaz2 D03 || DO Add Columns

BUDGET 01 & Q2 @ BUDGET O3 & Q4 FRICH il.lélz'hl.—l' ary (PR DREUSEET &

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

2. Select the required formula column.
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Using Column Grouping
Adding a column group allows you to group multiple columns together under a single common header. This

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

Before adding a column group:

(1] 2] A B C D E F *
1 |Company DemoCo
2 |Year 2019,2020
3 |ealanceType
4 | Currency CAD
5 |CurrType F
6 |BudgetsetCode
7 |ReportingTreeUnitPath
9 ACTUALDOL ACTUALDZ ACTUALDZ
10
11 |4000 to 4160 Revenue 7136 482 6 792 364 7522 240
40
41 |5000 to 5051 + 5500 to 5600 Cost of Sales 2 582 306 2387718 2 283 596
66
67 Gross Profit 4 554 176 4 404 646 5 238 644
68
69 |4200 to 4240 Other Revenue 430 828 452 690 441 070
77
78 Total Income 4 985 004 4 857 335 5679 714

After adding the fiscal year as a column group:

[1]z] A B C D E F G H I <
1 |Company DemoCo :
2 |BalanceType 4
3 |Currency CAD :
4 |CurrType F :
5 |BudgetSetCode :
6 |ReportingTreeUnitPath :
7 L
8 Code 2019 2020 <
g Description 2019 2020 :
11 ACTUALOL ACTUALOZ ACTUALOZ ACTUALOL ACTUALOZ AC 1
12 b

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

43 |5000 to 5051 + 5500 to 5600 Cost of Sales 1658 266 1179 904 1075 830 924 040 1207 814 1 2‘
68
69 Gross Profit 3177 444 3071098 3 767 100 1376731 1333548 14
70

71 |4200 to 4240 Other Revenue 230 021 221762 205 551 200 807 230 928 2.
79
80 Total Income 3 407 466 3 292 860 3972 651 1577 538 1564 475 17

wasaile
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Adding a column group:

1.

Click the magnifying glass.

E Actual vs Budget

yn  row sets

Fiscal Year

Balance Type

Currency ‘

Currency Type

Budget Set Code

Reporting Tree Unit

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

2.

will be added to the columns.

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide
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Calculation Columns
Creating New Calculations

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

1. Select the Columns tab.

2. Click Add Calculation.

Calculator

formul... calculati... search pclear
: BN dera ®

EACIJK&._U] ACTUALDZ2  ||ACTUAL 03 -
------------- “ Add Spacer @

ACTUALO4  |[acTuALOS  ||ACTUAL 06
@ Clear All (X)
~TUAL 07 Al i ACTUAL 0V 5 ('_’ﬁ. -
ACTUAL 0 ACTUALOS  |[ACTUAL 0¢ set% (2MFadd Caleulation
set varian... @
Add Columns @

enter value add value

ACTUAL 10 ACTUAL T ACTUAL 12

save || cancel |

3. The calculator will open.

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

Feature Description

Clear all Clears all fields from the Calculation Area.

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

These are the calculated fields which are already created which can be

Calculations .
used in formulas.

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

Scroll bar Scrolls between all the account items or calculation items.

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

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

Displays the results of the formula as a percentage, rather than an

Set %
amount.

Changes the sign of variances amounts as per standard accounting

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

Cancel Closes the calculator.

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

Select the plus sign (+).

Select Actual 02.

Select the plus sign (+).

o > w0 bd P

Select Actual 03.

Calculator

e =

account columns calculation columns

‘ B - clear all ®
Actual 01 Actual 02 Actual 03 < -
/
_ — |1 KN
Actual 04 Actual 05 Actual 06
enter value add value
Actual 07 Actual 08 Actual 09 | set %(3)
= - set u‘ariar*ce@
Act Actual 1 Actual 12 l
e e
save | I cancel
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6. Click Save.

7. Enter the formula name as 1°' Quarter.

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

e The Variance calculation is based on the Account Type.

Set Variance Example

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

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

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

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

Calculated fields are available as standard with the Report Designer report layouts, however calculated

fields can be added, edited or deleted.

To Manage a Calculated Field:
1. Inthe Columns area, click Calculations.

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

yyout options text columns | columns
CALCULATIONS

Edit Calculation

Delete Calculation

New Calculation

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

To Delete a Calculated Field:
1. Select Delete Calculation.

2. A confirmation message will appear. Select Yes.

To Edit a Calculated Field:

1. Select Edit Calculation.

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

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide
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Rows

Managing Row Sets

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

The purpose of using Row Sets

Row Sets allow a user to set up selections of rows that would commonly be used on several layouts of
similar types, for example income statements.

Layout Generator

[IF] Report Designer - IS - Actual vs Budget b
. <
layout design  row sets b
$
(© Income Statement 4
4
. e b
description account rule :
Revenue 4000 to 4160 4
. , .
Cost of Sales 5000 to 5051 + 5500 to 5600 i >
Other Revenue 4200 to 4240 -
Other Expenses 5400 to 5450 + 6000 to 6140 + 6180 to 6280 + 634010 6760 + 8000
Depreciation Expenses 6160 4
Interest E 6300 to 6320 b
nterest Expenses o $ I+
Gains and Losses 7100 to 7200 b
4
Income Taxes 9000 to 9100 :
4
4

Microsoft Excel

10

11 4000 to 4160 Revenue

40

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

66

67 Gross Profit

68

69 4200 to 4240 Other Revenue

77

78 Total Income

79

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

200 Net Profit before Interest and
201

2026300 to 6320 Interest Expenses
205

206 Net profit before Tax
207

208/9000 to 9100 Income Taxes

211

212 Net Profit

Row sets are set before creating layouts but they can be added / edited during the layout design process.

The Account Rule Preview allows you to view all of the accounts which will be filtered by the selected

account rule.

[[l Report Designer - IS - Actual vs Budget

I layout design  row sets

(® Income Statement

Other Revenue 420080 4240

Depreciation Expenses 6161

Interest Expenses 630 to 6320
Gains and Losses 7190 to 7200

Income Taxes 900 to 9100

description account rule
Revenue 4000 to 4160
Cost of Sales 5000 gb 5051 + 5500 to 5600

Other Expenses 5400t 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + BO0D -

account rule previi«v

chart of accounts account
DEMOCO 4000
DEMOCO 4000-100
DEMOCO 4000-100-10
DEMOCO 4000-100-20
DEMOCO 4000-200
DEMOCO 4000-200-10

account description
Sales

Sales
Sales
Sales
Sales

Sales

bbbt bddbdddddddbdbdbbbbddbbdddddddddddbddddss
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To Manage Row Sets:

1. From the Layout Generator, select row sets.

I layout design row sets

Create New Row Sets and Manage exisiting Row Sets here

Sample Income Statement |; MEENELRGIINENEIETY ¢ : 2 <5 e Add @
: 3 Edit @

Balance Sheet Detailed Rename @

Copy @
Delete @
Help @

The Row Set Management window allows the user to:

Add new Row Sets.

o Edit existing Row Sets.
e Rename Row Sets.
e Copy Row Sets.

e Delete Row Sets.

To add a new Row Set:

1. Select Add.

2. Enter the required Row Set name.
3. Select OK.

4. Use the free form editor to create custom row groupings based on account rules using wildcards and
account ranges.

5. Select Save changes.
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To edit an existing Row Set:

1. Select Edit.

2. Make the necessary changes.
3. Click Save.

4. A confirmation message will appear. Click OK.

To rename an existing Row Set:
1. Select Rename.
2. Type in the new name for the row set.

3. Select OK.

To delete a Row Set:
1. Select Delete.
2. A confirmation message will appear.

3. Select Yes.
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Adding and Removing Account Rows

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

Selecting a Row Set

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

layout options text columns columns | rows

Select Row Set |{m:1hr_~} o é’

Select a Row Set

2. Select a Row Set.

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

Layout Generator Microsoft Excel

= o= R
spacer 5000 to 5051 + 5500 t Cost of Sales
-
69 Gross Profit
Spacer
m 4200 to 4240 Other Revenue
Spacer Total Income
+ 6000 to 6140 + 6 Other Expenses
Spacer 6160 Depreciation Expenses
194/7100 to 7200 Gains and Losses
Total Income
201
Spacer 202 Net Profit before Interest and Tax
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Adding Rows

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

sales layout options text columns columns | rows

Spacer Select Row Set [Sample Income Stat... ] P |search I L clear

ACCOUNT ROWS CALCULATION ROWS

Cost of Sales

Spacer Cost of Sales Employee Expenses

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

Salaries

tor Vehide & Transg |  Travel Expense Other Expenses
Employee Expense

Freehold Building

Media & Productid

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

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

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

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide Page 27 of 140



Removing Rows

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

Sales
Spacer

Cost of Sales

Employe." Expensd

Freehold Building

Media & Productid
Bank Interest & C
Office Equipment

Motor Vehicle & Ti

Clearing all of the fields from the Rows area

1. Click Clear All.

Clear All
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To add a spacer to the Rows area:

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

1. Click Add Spacer.

I layout design row sets

g
:
&
8
==

Qtr 1 Actual

BUDGET 03
Qtr 1 Budget

]
4
3
(%)
<

BUDGET 02

S
2
>
& ]
<<

8
&
8
2

=
=]
2
>
%]
<<

Account
Spacer
Spacer
Spacer
Spacer
Spacer

Spacer layout options text columns columns  rows P clear

ACCOUNT ROWS  CALCULATION ROWS [ Add spacer (]

m CDSt nf Sales . Clear A" ®
Add Calculation

Other Expenses. Depreciation Bxpenses

‘EEins and LDSSES

Spacer

Cost of Sales
Spacer
Gross Profit
Spacer

Other Revenue

1
1
1
1
1
1
1
1
1
4
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Calculation Rows
Creating New Calculation Rows

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

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

Calculator

account rows

Sales Cost : - Add Spacer @
o B el

ployee Expens||old Building Del|:dia & Product .
yeete ? - Calculation

enter value

Interest & Chz||/ffice Equipmer || Vehicle & Tra

Travel Expense ||Dther Expense: Taxation

cancel

The calculator will open.

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

Feature Description

Clear all Clears all fields from the Calculation Area.

These are standard rows that can be used in formulas. When creating a

Account columns
formula for a row, the rows appear here, such as Sales and Cost of Sales.

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

Calculation columns
formulas.
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Feature Description
Functions Include your addition, subtraction, multiply, divide and parenthesis.
Scroll bar Scrolls between all the all the saved standard items.

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

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

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

Cancel Will close the calculator.

As an example, to create a formula for Gross Profit.
1. Select Sales.
2. Select the minus sign (-).

3. Select Cost of Sales.

Calculator

) Cost of ;
Sales

account rows

5 - clear all ®
Sales Cost of Sales Salaries
ployee Expens||old Building De||:dia 8 Product
enter value add value@
Interest & Chz||'ffice Equipmer|| Vehicle & Tra set @
Travel Expense || Dther Expense: Taxation
save | I cancel

4. Select Save.
5. Enter the formula name as Gross Profit.

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide Page 31 of 140



Managing Calculation Rows

Calculated fields are available as standard with the Report Designer report layouts, however calculated

fields can be added, edited or deleted.

To manage a calculated field:
1. Inthe Rows area, click Calculation Rows.
2. Right-click in the calculated fields’ area.

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

To delete a calculated field:
1. Select Delete Calculation.

2. A confirmation message will appear. Select Yes.

To edit calculated row:

1. Select Edit Calculation.

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

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide

Page 32 of 140



Reversing a Negative Sign

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

By default the field’s sign status will be the same as that in the underlying data — for sales accounts this will
be negative values. You have the option to switch the sign of any of these fields that you include in your row
set.

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

To switch the sign of fields:

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

layout options text columns columns |rows

Select Row Set Iinccme Statement I el |search | P clear

or Vehicle and Trans Travel Other Expenses

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

ACCOUNT ROWS
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Example:

Before switching the sign on Revenue:

ACTUALOL ACTUALOZ ACTUALDS
Revenue (7 136 482) (6 792 364) (7 522 240)
Cost of Sales 2 582 306 2387718 2283 596
Gross Profit (9 718 788) (9 180 082) (9 805 836)

After switching the sign on Revenue:

ACTUALOL ACTUALDZ ACTUALDS
Revenue 7136 482 6792 364 7522 240
Cost of Sales 2 582 306 2387 718 2 283 596
Gross Profit 4554176 4 404 646 5238 644
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Generating your Layout

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

1. Select Generate Layout.

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

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

A B C E F G H I

1

. (@ Demo Company Income Statement

3 Current Period: 6

4 Company: DemoCo

5 Currency: CAD

6 Currency Type: F

8 2020 2019

9 Current Month Year To Date Current Month Year To Date
11 Revenue 6072.99 10 148 897.64 1832 344.59 13 491 707.76
41 Cost of Sales 1682947 4 621 579.86 820 376.99 4 567 270.46

67 Gross Profit/(Loss) 424352 5 R2T 17.78 1011 967.60 8924 437.30
69 Other Revenue 278730 1214 152 16 215 019.81 1292 693.94

78 Total Income 7 030.82 6 741 469.94 1226 987.41 10 217 131.24
80 Other Expenses (301.85) 4 935 627.88 887 06347 10 770 052.96
186 Other 66.72 74334 10.63 23 012,64

Depreciation Expense 0.00 250 000.00 40 000.00 240 000.00

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

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

[ Report g 5 ==E=

Microsoft Excel

Group by _|Fiscal Year P clear

A B C D E F G H 1 J K L M
M1 [company DEMOCO

cAD

Spacer
ACTUAL 03

Spacer

s
: |2
g H
2|2
layout options text columms<glumns  rows
Cost of Sales DENOCO oo o
002020 p der 1 ACTUALOL ACTUALOZ ACTUALO3 ACTUALOL ACTUALO2 ACTUALO3
Spacer 12 4000 to 4150 Revenue 2666 257 2372679 2043 183 1670 481 1880808 1095 181
O dea
p dear I S
14 [5000 to 5051 + 5500 0 5600 | Cost of Sales 924 267 744034 763 597 677 190 867064 857 657
' o d
"
£ 16 Gross Profit 1742020 1628646 2179 535 903 201 1022744 1107 524
18 [4200 to 4240 Other Revenue || 230021 221762 205 551 200 807 230928 235519
= [C] Show Subtotals at Bottom 19
JORHREORE 20 Total Income || 1 972 041 1850 408 2385138 1194097 1253672 1343043
e B
22 [5400 to 5450 + 6000 to 6140 {Cther Expenses |[9 506 365 525719 1210325 1056 418 1007 703 1045135
Help P
2
canerse (3)

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

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

Layout Generator Microsoft Excel
[T Report Designer - IS - Actual vs Budget b ig 1000 £ 4160 @
< + to evenue
I layout design  row sets p 40
b 41 |5000 to 5051 + 5500 to 5 Cost of Sales
(© Income Statement 4 66
: 67 Gross Profit
description account rule : 68
I [Revenue 400010 4160 b 69 |4200 to 4240 Other Revenue
Cost of Sales 5000 to 5051 + 5500 to 5600 ‘H 77
Other Revenue 4200 to 4240 »-": 78 Total Income
Other Expenses 5400 to 5450 + 6000 to 6140 + 6180 to 6280 + 6340 to 6760 + BOOD - : 79
Depreciation Expenses 6160 : 80 |5400 to 5450 + 6000 to 6 Other Expenses
Interest Expenses 6300 to 6320 : 190 '6160 Depreciation Expenses
Gains and Losses 7100 ta 7200 < 192|7100 to 7200 Gains and Losses
Income Taxes 9000 to 9100 : 199
: 200 Net Profit before Interest and
Al B BB B8 8088888080888 888880 4940400 201
2026300 to 6320 Interest Expenses
205
206 Net profit before Tax
207
208|9000 to 9100 Income Taxes
211
212 Net Profit

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

CurrType
BudgetSetCode
ReportingTreelUnitPath

ACTUALOL ACTUALDZ ACTUALDS

11 |4000 to 4160 Revenue 2300771 2 541 361 2 679 310
40

41 |5000 to 5051 + 5500 to 5 Cost of Sales 924 040 1207 814 1207 767

Gross Profit 1376731 1333548 1471544

Other Revenue 200 807 230 928 235 519

Total Income 1577 538 1564 475 1707 063

Designing a Basic Income Statement

This is a demonstration on how to design a Basic Income Statement using the Layout Generator. A basic
accounting knowledge is required.

1. Onthe Bl Tools tab, select New Layout.

BI Tools

A ¢
Quick Quick Manage Show
Generate~  Edit -~ Layouts Task Pane

El Reports

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

3. Click OK. The Layout Generator will appear.
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Add Layout Options:

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

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

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

layout options text columns columns  rows

Company Code 'DEMOCO

P clear
Fiscal Year 2019 = jol clear
Balance Type P clear
Currency CAD jol clear
Currency Type Func-tiona.l jo) clear
Budget Set Code P clear
Reporting Tree Unit P clear

[] Show Account Detail
[] Show Subtotals at Bottom

Add Text Columns:

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

I layout design row sets

Group
@ o o o o -
g A K d H E
{ [
= = e
g |3 g [EN1E 1K 1B G B
< < 7] ] \ 2] <
S—— i
layout options | text columns | columns rows
Account AccountDesc SiteCode
Employee Expensd
Freehold Building
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NOTE: Any new fields will be added to the right of the text column field selected, or the last field, in the
Text Columns area of the layout designer. It will also appear in the same order in the Excel report layout.

TIP: The order can be changed by dragging and dropping the fields in the Layout Generator Text
Columns area into the correct order.

Add Columns:

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

layout options text columns Jcolumns| rows

|search I P clear
FORMULAS CALCULATIONS
alt
ActivityPericd01 ActivityPeriod02 ﬁAc:E\f tyPeriod03 ActivityPeriocd04
ActivityPeriod05 ActivityPeriod06 ActivityPeriod07 ActivityPeriod08
ActivityPeriod0% ActivityPeriod10 ActivityPeriod11 ActivityPeriod12

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

Select a Row Set:

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

layout options text columns columns | rows

Select Row Set |{m:1n|:} o é"’

Select a Row Set

2. Select a row set.
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Add Rows:

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

sales layout options text columns columns | rows

Spacer Select Row Set ISampIe Income Stat... | jo) |search | P clear

ACCOUNT ROWS CALCULATION ROWS

Cost of Sales

Spacer Sales Cost of Sales Salaries Employee Expenses

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

Salaries

tor Vehide & Transg | Travel Expense Other Expenses

Employee Expense
Freehold Building

Media & Productid

Bank Interest & C

v wYTVvYTVYVYTwY

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

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

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

Generate the Layout:

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

2. Select Generate Layout.

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

= B = R i A

10

12
13
14
15
16
17
18
19
20

A
Company
Year
BalanceType
Currency
CurrType
BudgetSetCode
ReportingTreeUnitPath

4000 to 4160

5000 to 5051 + 5500 to 5600

4200 to 4240

5400 to 5450 + 6000 to 6140 + 6180 Other Expenses

DEMOCO
2019

CAD
3

Revenue

Cost of Sales

Gross Profit

Other Revenue

Total Income

ACTUALDL
2 666 287

924 267

1742020

230021

1972041

9 506 365

ACTUALDZ
2372679

744 034

1628 646

221762

1850 408

525719

ACTUALDS
2943183

763 597

2179 586

205551

2385138

1210325

ACTUALD4
1748 855

685 689

1063 166

215 559

1278724

973 064

ACTUALDS
1928 359

629 307

1299052

204 781

1503 833

974 717

3. You can then customize your report layout further if required, for example by adding your company

branding.

4. Save your changes for future reuse as a template or as a report with static data.
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Managing Layouts

Accessing Layouts

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

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

Bl Tonls
| 5 -

Mew Quick Quick
Layout Generate~  Edit -

2. The Layout Management window will appear.

Layout Management

Income Statemert by Income Statement by Site Generate @
Company ¥
Edit (£)

Copy @
Delete @
Help @

AAAALAALAAAAAALALAAALAALAALALALAALAAAALDLAAAAAAAADAAAAALAALAALALALALALDAALALAAALAAL

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

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

1. From the Load Layout window, select the layout you wish to edit and select Edit.

2. The Layout Generator will appear.

I layout design row sets

g
g
&
g
="

Account

Spacer

Spacer

Spacer

Spacer

Spacer

Met Profit

Spacer

Met Profit befor...

Interest Expenses

Met profit befor...

Income Taxes

=
—
3
>
L

3

atr 4 Actual
Varl3 - ActB...

Qtr 4 Budget
BUDGET 13

[17]
—
3
S
L

g

Spacer
Spacer
Spacer

layout options text columns columns

Company Code DEMOCO P
Fiscal Year 2020 P
Balance Type yeol
Currency CAD el
Currency Type Functional fol
Budget Set Code jel
Reporting Tree Unit jel

Show Account Detail
] Show Subtotals at Bottom

Selecting this option may slow
@ down the layout generation.

BUDGET 14

rows

clear
clear
clear
clear
clear
clear

clear

YTD Actual
YTD Budget

Spacer
Spacer

Save Layout
Help @
Generate @

Make the necessary changes.

3. Click Generate to open your report layout in Excel.
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Copying Layouts

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

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

To edit layouts, do the following:
1. From the Load Layout window, select the layout you wish to copy and select Copy.

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

Enter New Layout Name:

Copy of Income Statement by Company

| oK | I Cancel I

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

5. Select Generate to open the layout in Excel.
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Deleting Layouts

Deleting layouts allows you to remove any unnecessary layouts from your workbook.
1. From the Load Layout window, select the layout you wish to delete.
2. Select Delete.

3. A confirmation window will appear. Selecting Yes will permanently delete the report layout. Selecting
No will return you to the previous window.

Are you sure you want to permanently
delete the layout 'Income Statement by
Company' ?

l Yes | | No

Generating an Existing Layout

Generating a layout will open the layout in Excel.

1. From the Layout Management window, select the layout you wish to generate and select Generate.

Layout Management

Iniame Statement by Income Statement by Site é
Company 3

Generate @
Edit
Copy
Delete ®
Help @

2. The desired report layout will open in Excel.
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Quickly Editing Layouts

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

Yy 2 & %

Mew Cuick Quick Manage Show
Layout Generate=| Edit ELa}fDuts Task Pane

# Balance Sheet

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

I5 - Actual vs Prior

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

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

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

[H S B ok

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

% Balance Sheet
% 1S - Actual Budget Prior
% 1S - Actual vs Budget !

IS - Actual ws Prior

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

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

[1]z] A B C D E F
1 |Company DemoCo
2 |Year 2019,2020
3 |BalanceType
4 | Currency CAD
5 |CurrType F
6 |BudgetSetCode
7 |ReportingTreeUnitPath
9 ACTUALDL ACTUALDZ ACTUALOD3
10

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

41 |5000 to 5051 + 5500 to 5600 Cost of Sales 2582 306 2387718 2283 596
66
67 Gross Profit 4554176 4 404 646 5 238 644
68

69 4200 to 4240 QOther Revenue 430 828 452 690 441 070
77
78 Total Income 4 985 004 4 857 335 5679714
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Designing Reports using the Task Pane

The Report Designer Task Pane

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

layouts.

The model behind the new feature introduced by this add-in is to break down a report into reusable pieces
and then allow users to control where and how these pieces fit together to create a report. These pieces are
Excel functions which communicate with a new In-Memory processing engine which will guarantee

performance by being able to crunch financial numbers very quickly.

While the Task Pane is installed separately, it enhances the Report Designer module. The positioning of the

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

m Excel

=

'3

Sage Intelligence

Connector

Report
Manager

i

o

Excel
Workbook

-
|
—
—t
-
L]
1

LI

Report
Designer

Layout Generator
Task Pane
Reporting Trees

Distribution
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Starting the Task Pane

The process to use the Task Pane is as follows:

Design your report Run Save Excel
dragging and Template from the
dropping financial Report Manager to
formulas into save your report
Excel. for future use.

Run the Report
Designer report

from within the
Report Manager.

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

1 Analysis
] Consolidation Reports
1 Dashboard
1 Demonstration
1 Designer

Demonstration Report Designer S300SQL 1-0
Financial Balance Sheet S30050L 1-0
IE Financial Forecasting S30050L 1-0
E Financial Income Statement S300SQL 1-0
Financial Ratio 530050L 1-0
Report Designer S300SGL 1-0
_IFinancials
1 Inventary
[ Metricg And K

The Task Pane will open in Excel.
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-
1] : :
@ Sage Intelligence Reporting | | munaus
3 .
. lists
5
: SAMLTD
z Report Designer it
9 : : s i Currency
10 The Report Designer extends the power of the Report Designer module by enabling a greater degree of flexibility when designing reports as
i well as enable more control over the behaviour of a report. Account Structure
12 To start designing reports use the task pane which has opened on the right hand side of Microsoft Excel. If you cannot see an open task pane, I S
13 go to the Add-Ins tab on the Excel ribbon and select Report Designer Add-In > Show Task Pane. If this does not work, please ensure the Add- Account Segments
In is not disabled inside Excel options > Add-Ins.
14 Budget Sets
15 NOTE: The demonstration layouts within this report have been designed to work with Sage 300 ERP's SAMLTD demo company data only and Segment Codes
16 are only intended to illustrate how layouts can be created using the Report Designer. If you are not logged into SAMLTD, restart Sage
17 Intelligence Reporting and then ensure SAMLTD is specified as the company code
18
19 As the Report Designer is an enhancement to the existing Report Designer module, an active Report Designer license is required to use it.
20 Once you have created your own custom layouts you will need to "Save Excel Template' using the Report Manager to save your changes for |
21 future reuse, please see Report Manager help for more information.
22
23 ¥
» Notes ‘ Home | ® (1D
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Navigating within the Task Pane

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

- X
FINAMNCIALS
formulas
FINANCIALS
IIStS Opening Balance
Closing Balance
Actual
Accounts Actual ¥YTD
Currency Budget
Account Structure Budget YTD

Account Groups Current vear

% N % Current Period
Account Segments

Budget Sets Company Mame

Quantity
Segment Codes

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

v X

FINANCIALS

formulas

Opening Balance

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

Bl Tools
»
[H s PNE

Mew Quick Quick  Manage
Layout Generate~  Edit ~ Layouts|Task Pane
Bl Reports
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Lists

Understanding the Sage 300 ERP Intelligence List Structure
To understand the list structure, the General Ledger chart of accounts hierarchy must be understood.

Below is a typical example of an account hierarchy.

Account [RENE
Segments RS

Segment EPN
Codes Southern

Account BEL
Other

Grou ps Expenses

o * 6500
Accounts [
Supplies

The lists are retrieved from the General Ledger.

List Name Example

6110 — Bank Charges and errors
6200 - Dues and Subscriptions
6500 - Office Supplies

6700 - Utilities

Accounts

UsSD - U.S. Dollars
Currency AUD - Australian Dollars
CAD - Canadian Dollars

ACC - Account Structure
Account Structure DIV — Divisional Structure
REGION - Regional Structure

02 - Accounts Receivable

08 — Accounts Payable
Account Groups 15 — Revenue

22 — Other Expenses

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide Page 51 of 140



List Name Example
000001 - Account
Account Segments 000002 - Division
000003 - Region
01 - Original
Budget Sets 02 — Conservative
100 - Commercial
200 - Retall
Segment Codes 10 - Northern
20 - Southern

Adding Lists

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

and budget codes.

1. Drag-and-drop lists that you require from the Task Pane to your Excel worksheet.

""" adpaddibtdidtddiiid it Aaaittdtddiidddtd hbbddasdtdddd - el
1 SAMLTD Income Statement 4 I”.”““a‘“s
2 Current Period: 1 IStS
3 Company: SAMLTD
4 Currency: CAD
7 L —

i Company@mﬂ?ﬁcﬁmme Accounme Account Group Name Group Category Desc Qua Clxrency

9 |SAMLTD 1000 ACC B Cash and Cash Equivalents Cash and Cash Equivalent Account Structure

| 10 |SAMLTD 1020 ACC B Cash and Cash Equivalents Cash and Cash Equivalent | account Groups

_11_ SAMLTD 1021 ACC B Cash and Cash Equivalents Cash and Cash Equivalent e

_1_2_ SAMLTD 1022 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

| 13 [sAMLTD 1023 ACC B Cash and Cash Equivalents Cash and Cash Equivalent | SUd9€t5€t

| 14 |SAMLTD 1025 ACC B Cash and Cash Equivalents Cash and Cash Equivalent Segment Codes

_]._iSAMLTD 1027 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

_]:6_ SAMLTD 1030 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

l SAMLTD 1040 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

ﬂSAMLTD 1045 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

iSAMLTD 1050 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

ﬂ SAMLTD 1060 ACC B Cash and Cash Equivalents Cash and Cash Equivalent

A SAMLTD 1100 ACC B Accounts Receivable Accounts Receivable B
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You can use these in your formulas to return data based on the list.

D11 v fe | =GlActual300[SA11FD$3,$D$7,$D$2,,,5C11,,$D$4,5D$5) <
[1]2] ‘ A B | D E i
4
1 SAMLTD Income Statement :
2 Current Period: 1 :’
3 Company: SAMLTD :
4 Currency: CAD :
5 Currency Type: F <
v ‘
7 2020 b
8 Current Month Year To Date :
7
<
10 Revenue 1670 480.55 1670 48055 :
: Sales 280 014.85 280 014.85| ¢
12 |4000-100 Sales 367 216.30 367 216.30 ?
13 |4000-100-10 Sales 0.00 0,00:
14 4000-100-20 Sales 0.00 0.00:
15 ‘4000—200 Sales 180 765.12 180 765.12|4
FESTVRVEPEY POV VIVVVVIVVVIVIVVVVY VYV Y

Changing Companies

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

» A
FINANCIALS
lists
Accounts

To change the company code:
1. Click on the company code.

v X
FINANCIALS

lists
\| SAMLTD

Select a GL Company

Accounts

Currency

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

NOTE: The company code is obtained from your General Ledger.
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Formulas

Available Formulas

Opening Balance Formula

This topic describes the formula syntax and usage of the GLOpeningBalance300 formula in Excel. The
GLOpeningBalance300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLOpeningBalance300 formula returns the opening balance General Ledger amount after applying all
the filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLOpeningBalance300(Account,Company,Year,AccountGroupCode,GroupCategoryCode,AccountStru

ctureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLOpeningBalance300 formula syntax has the following arguments:

What is the purpose of the

Filter Need What needs to be filled in? :
filter?
Account Required The account code from the main Used to reference one or more
accounts or accounts list retrieved General Ledger accounts for
from the General Ledger. which values must be returned.

Supports main accounts,
accounts, account ranges,
account wildcards & account
addition/subtraction.

Company Optional A company code retrieved from Filters the General Ledger
the General Ledger. accounts being referenced to one
or more specific companies.
Supports a single company code
and comma separated values

Year Required The fiscal year to return data on. Filters the General Ledger
A fiscal year is a length of time that accounts being referenced to a
a company uses for accounting specific fiscal year.

purposes. The fiscal year may or
may not be the same as a
calendar year.
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Filter

What needs to be filled in?

What is the purpose of the

filter?

AccountGroupCode Optional  An account group code retrieved  Summarizes all of the General

from the General Ledger. Ledger accounts which are linked
to the specified account group
and returns the summary value.

GroupCategoryCode  Optional A group category code retrieved Summarizes all of the General
from the General Ledger. Ledger accounts which are linked

to the specified group category
and returns the summary value.

AccountStructureCode Optional  An account structure code Identifies the format of the
retrieved from the General Ledger. account numbers that are

assigned to the account structure
code.

BalanceType Optional  To determine whether only debit Allows only the credit or debit
amounts or only credit amounts balances to be returned for the
must be retrieved. For example, accounts which are being
type Debit or Credit. referenced by this formula.

CurrencyCode Optional A currency code retrieved from the Filters the currency code for
General Ledger. which accounts must be

retrieved.

CurrencyType Optional A currency type retrieved from the Determines whether the source,
General Ledger functional or equivalent amounts

must be retrieved.

ReportTreeUnit Optional A reporting tree unit in the format:  Used to achieve organizational
Treename>Parent>Parent>unit. reporting. Allows the account
For example, Worldwide filter rule within one of a reporting
Enterprises>New York>NY tree’s units to be applied to the
Sales>NY Retail Sales formula.

Remarks

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

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

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

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

formula.
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Example

An example of a GLOpeningBalance300 formula could be:

=GLOpeningBalance300($A14,$D$4,$D$2,,,$C14,,$D$5,$D$6)

E=l

8 |

.

1 Assets CurrencyType |05
x| <

(13 300 462.37 famne |

14 (1500 4=Furniture and fixtures 14,,5D%5,5D%6)
15 (1520  Equipment 659 892.54

FVVVVVVVVVVVVVVVVVVIVVIVVVVVIVVIVVIVVIVVIVVIVIVIVVV PV YIS "0l

Returns the opening balance general ledger amount.
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Closing Balance Formula

This topic describes the formula syntax and usage of the GLClosingBalance300 formula in Excel. The
GLClosingBalance300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLClosingBalance300 formula returns the closing balance General Ledger amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLClosingBalance300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryCode,Accou

ntStructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLClosingBalance300 formula syntax has the following arguments:

Filter Need What needs to be filled in?

What is the purpose of the
filter?

The account code from the main
Account Required accounts or accounts list retrieved
from the General Ledger.

Used to reference one or more
General Ledger accounts for
which values must be returned.
Supports main accounts,
accounts, account ranges,
account wildcards & account
addition/subtraction.

A company code retrieved from the

Filters the General Ledger
accounts being referenced to one

Company Optional General Ledger. or more speglflc companies.
Supports a single company code
and comma separated values.

The fiscal year to return data on. A
fiscal year is a length of tm_1e that a Filters the General Ledger

, company uses for accounting .

Year Required . accounts being referenced to a
purposes. The fiscal year may or o
specific fiscal year.

may not be the same as a calendar
year.
Th? pe.HOd o returq dataupto. A Filters the General Ledger

, period is the operating cycle of a .

. Required . . accounts being referenced to the
Period company for which accounting

information is collected and
reported.

accumulated total up to a specific
period.
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What needs to be filled in?

What is the purpose of the

filter?

An account group code retrieved

Summarizes all of the General
Ledger accounts which are linked

AccountGroupCode Optional from the General Ledger. to the specified account group
and returns the summary value.
Summarizes all of the General
: A group category code retrieved Ledger accounts which are linked
GroupCategoryCode  Optional from the General Ledger. to the specified group category
and returns the summary value.
Identifies the format of the
: An account structure code retrieved account numbers that are
AccountStructureCode Optional .
from the General Ledger. assigned to the account structure
code.
To determine whether only debit Allows only the credit or debit
: amounts or only credit amounts balances to be returned for the
BalanceType Optional ) . .
must be retrieved. For example, accounts which are being
type Debit or Credit. referenced by this formula.
: A currency code retrieved from the F"t.e 's the currency code for
CurrencyCode Optional which accounts must be
General Ledger. )
retrieved.
. Determines whether the source,
: A currency type retrieved from the . :
CurrencyType Optional functional or equivalent amounts
General Ledger .
must be retrieved.
A reporting tree unit in the format: Used to achieve organizational
Treename>Parent>Parent>unit. For reporting. Allows the account
ReportTreeUnit Optional example, Worldwide filter rule within one of a reporting
Enterprises>New York>NY tree’s units to be applied to the
Sales>NY Retail Sales formula.
Remarks

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

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

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

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

formula.
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Example

An example of a GLClosingBalance300 formula could be:

=GLClosingBalance300($A14,$D%$4,$D$2,F$9,,,$C14,,$D$5,$D$6)

sum - X « &/ =GlClosingsal ($A14,5D$4,5D$2,F$9,,,5C14,,$D$5,5D36) 21
4 A | B « D [g] F 3 '
1 SAMLTD Balance Sheet Sl .
L Account |A14 1500
2 Current Yea-r: 2020 o “SAMLTD"
3 Current Period: 1 ;
= comoans Sl Year 2020
= PNy Peid P9 [ =3
— pophfaasce [
6 Currency Type: -
|
== GroupCategoryCode || >
3 Opening Balance Quarte, 1 tureCode | $C14 "ACC” :
9 3 oo .
[ i CurrencyCode | $D$5 "CAD™ 4
i 4
|11 | CurrencyType |$Ds5 = <
] 4
13 > 30046237 116546237 = 102996.25 <
14 |1500 “Furniture and fixtures 102 996.25] |$Ds5.5Ds6) | Returms the dosing balance general ledger amount. >
15 (1520  Equipment 659 892 54 1659 892 54 GroupCategaryCode. i 2o calegy code retnieved from he genal 1
16 1540  Buildings 0.00 0.00 b
| 17 |1550  Land 300 000.00 300 000.00 4
18 1600  Acc. Amortization/Depr. 82569.89 97 569,89 [ Eoumda =t~ 102 93625 4
19 1620  Acc. Amort./Depr.Equipment -679 856.53 -799 856.53( Help on this function l OK :
20 (1640  Acc. Amort./Depr.Buildings 0.00 0.00 LAY LAy
A0 0 RLIARRATEL N 2 0000000000004 L0 Y !
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Actual Formula

This topic describes the formula syntax and usage of the GLActual300 formula in Excel. The GLActual300
formula is made available in Excel by the Report Designer Task Pane.

Description

The GLActual300 formula returns the month to date General Ledger actual amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLActual300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryCode,AccountStructur

eCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLActual300 formula syntax has the following arguments:

Filter Need What needs to be filled in? What is the purpose of the filter?
Account Required The account code fromthe  Used to reference one or more General
Accounts or Natural Ledger accounts for which values must
Accounts list retrieved from be returned. Supports Accounts,
the General Ledger. Natural Accounts, account ranges,

account wildcards & account
addition/subtraction.

Company Optional A company code retrieved Filters the General Ledger accounts
from the General Ledger. being referenced to one or more specific
companies. Supports a single company

code and comma separated values.

Year Required The fiscal year to return data Filters the General Ledger accounts
on. Afiscal yearis alength being referenced to a specific fiscal year.
of time that a company uses
for accounting purposes.
The fiscal year may or may
not be the same as a
calendar year.

Period Required The period to return data on. Filters the General Ledger accounts
A period is the operating being referenced to a specific period.
cycle of a company for
which accounting
information is collected and

reported.

AccountGroupCode Optional An account group code Summarizes all of the General Ledger
retrieved from the General accounts which are linked to the
Ledger. specified account group and returns the

summary value.
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Filter Need

GroupCategoryCode  Optional

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

A group category code
retrieved from the General
Ledger.

Summarizes all of the General Ledger
accounts which are linked to the
specified group category and returns the
summary value.

AccountStructureCode Optional

An account structure code
retrieved from the General
Ledger.

Identifies the format of the account
numbers that are assigned to the
account structure code.

BalanceType Optional

To determine whether only
debit amounts or only credit
amounts must be retrieved.
For example, type Debit or
Credit.

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

CurrencyCode Optional

A currency code retrieved
from the General Ledger.

Filters the currency code for which
accounts must be retrieved.

CurrencyType Optional

a currency type retrieved
from the General Ledger

Determines whether the source,
functional or equivalent amounts must
be retrieved.

ReportTreeUnit Optional

A reporting tree unit in the
format:;

Treename>Parent>Parent>u
nit. For example, Worldwide
Enterprises>New York>NY
Sales>NY Retail Sales

Used to achieve organizational reporting.
Allows the account filter rule within one
of a reporting tree’s units to be applied to
the formula.

Remarks

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

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

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

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

formula.
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Example

An example of a GLActual300 formula could be:

=-GLActual300($A11,$D$3,$D$7,$D$2,,,$C11,,$

SUM
4 [ D |
1 SAMLTD Income Statement
T Current Period:
T Company:
T Currency:
T Currency Type:
=y
| 7 |
8
-0
| 10 | : 1670480 55
_}_1_4000 Sales 11,,.5D%4,5D%5)
34000-100 Sales 367 216.30
13 4000-100-10 Sales 0.00 = -230014.85
| 14 |4000-100-20 Sales 0.00 Returns the month to date general ledger actual amount.
54000-200 Sales 180 765.12 GroupCategoryCode is an account category code retrieved from the general ledger.
£4000-200-10 Sales 0.00
A BARADRAAAAAABALA005000000200000 00 08CRAAAA00040040000 0040040404000 0000020040044 44044044
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Actual YTD Formula

This topic describes the formula syntax and usage of the GLActualYTD300 formula in Excel. The
GLActualYTD300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLActualYTD300 formula returns the year to date General Ledger actual amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLActualYTD300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryCode,AccountStr

uctureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLActualYTD300 formula syntax has the following arguments:

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

Account Required The account code from the main  Used to reference one or more
accounts or accounts list General Ledger accounts for which
retrieved from the General values must be returned. Supports
Ledger. main accounts, accounts, account

ranges, account wildcards &
account addition/subtraction.

Company Optional A company code retrieved from  Filters the General Ledger accounts
the General Ledger. being referenced to one or more
specific companies. Supports a
single company code and comma
separated values.

Year Required The fiscal year to return data on. Filters the General Ledger accounts
A fiscal year is a length of time being referenced to a specific fiscal
that a company uses for year.

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

Period Required The period to return data up to.  Filters the General Ledger accounts
A period is the operating cycle of being referenced to the accumulated
a company for which accounting total up to a specific period.
information is collected and
reported.

AccountGroupCode Optional An account group code retrieved Summarizes all of the General
from the General Ledger. Ledger accounts which are linked to
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Filter

What needs to be filled in?

What is the purpose of the filter?

the specified account group and
returns the summary value.

GroupCategoryCode  Optional A group category code retrieved Summarizes all of the General
from the General Ledger. Ledger accounts which are linked to
the specified group category and
returns the summary value.
AccountStructureCode Optional An account structure code Identifies the format of the account
retrieved from the General numbers that are assigned to the
Ledger. account structure code.
BalanceType Optional To determine whether only debit  Allows only the credit or debit
amounts or only credit amounts  balances to be returned for the
must be retrieved. For example, accounts which are being
type Debit or Credit. referenced by this formula.
CurrencyCode Optional A currency code retrieved from Filters the currency code for which
the General Ledger. accounts must be retrieved.
CurrencyType Optional A currency type retrieved from Determines whether the source,
the General Ledger. functional or equivalent amounts
must be retrieved.
ReportTreeUnit Optional A reporting tree unit in the Used to achieve organizational
format: reporting. Allows the account filter
Treename>Parent>Parent>unit.  rule within one of a reporting tree’s
For example, Worldwide units to be applied to the formula.
Enterprises>New York>NY
Sales>NY Retail Sales
Remarks

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

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

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

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

formula.
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Example

An example of a GLActualYTD300 formula could be:

4 A | B | D [ E e
1 SAMLTD Income Statement
2] - o
| 2 | Current Period: 3 Company = "SAMLTD"
I Somgan - =
i Currency: 8 ' -3
e 1 8008686800060 68000000000000090
L 7| GroupCategoryCode || =l =
8 Current Month Yeai To Daw (%] = "acc
=]
1 10 | 1995 180.78 5 555 4635 <
| 11 |4000 Sales 374 6430311, $D$4 $DS$5) = CAD
12 |4000-100  Sales 393 288.66 1146 082.08 =%
| 13 14000-100-10 Sales 0.00 0.00 = 965195.54
| 14 4000-100-20 Sales 0.00 0.00 {{BSUES te:¥est fo date eneraliedoet aceial apouttt
| 15 |4000-200  Sales 193 599.45 564 167.95 GrounCategorycode s aiactount category endersireved from the general edger
000200 |
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Budget Formula
This topic describes the formula syntax and usage of the GLBudget300 formula in Excel.

The GLBudget300 formula is made available in Excel by the Report Designer Task Pane.
Description

The GLBudget300 formula returns the month to date General Ledger budget amount after applying all the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLBudget300(Account,Company, Year,Period,BudgetSetCode,AccountGroupCode,GroupCategoryCod

e,AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLBudget300 formula syntax has the following arguments:

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

Used to reference one or more
General Ledger accounts for which
values must be returned. Supports
main accounts, accounts, account
ranges, account wildcards &
account addition/subtraction.

The account code from the main
Account Required accounts or accounts list retrieved
from the General Ledger.

Filters the General Ledger

. n ing referen n
A company code retrieved from accounts being referenced to one

Company Optional the General Ledger. or more speglflc companies.
Supports a single company code
and comma separated values.

The fiscal year to return data on.
A fiscal year is a length of time Filters the General Ledger
, that a company uses for .
Year Required : . accounts being referenced to a
accounting purposes. The fiscal g
specific fiscal year.
year may or may not be the same
as a calendar year.
The period to return data on. A
: period is the operating cycle of a  Filters the General Ledger
. Required . . .
Period company for which accounting accounts being referenced to a
information is collected and specific period.
reported.
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Filter

What needs to be filled in?

What is the purpose of the filter?

The budget set code retrieved

Filters the General Ledger budget
amounts being referenced to a
specific budget set code. The

BudgetSetCode Required from the General Ledger format of the budget set code must
be identical to the format in your
General Ledger.
Summarizes all of the General
. An account group code retrieved  Ledger accounts which are linked
AccountGroupCode Optional o
P P from the General Ledger. to the specified account group and
returns the summary value.
Summarizes all of the General
. A group category code retrieved Ledger accounts which are linked
GroupCategoryCode  Optional from the General Ledger. to the specified group category and
returns the summary value.
Identifies the format of the account
. An account structure code :
AccountStructureCode Optional . numbers that are assigned to the
retrieved from the General Ledger.
account structure code.
To determine whether only debit  Allows only the credit or debit
: amounts or only credit amounts balances to be returned for the
BalanceType Optional . . .
must be retrieved. For example,  accounts which are being
type Debit or Credit. referenced by this formula.
. A currency code retrieved from the Filters the currency code for which
CurrencyCode Optional :
General Ledger. accounts must be retrieved.
. Determines whether the source,
: A currency type retrieved from the . .
CurrencyType Optional functional or equivalent amounts
General Ledger .
must be retrieved.
A reporting tree unit in the format: . o
) Used to achieve organizational
Treename>Parent>Parent>unit. . :
: : . reporting. Allows the account filter
ReportTreeUnit Optional For example, Worldwide L . ;
. rule within one of a reporting tree’s
Enterprises>New York>NY units to be applied to the formula
Sales>NY Retail Sales PP '
Remarks

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

e The recommended method for entering data into the Sage Intelligence Reporting formulas is by using
cell references. This method makes modifying and maintaining your worksheet easier.
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¢ Ranges, Mathematical Calculations and Wildcards can be used in the referenced cell of the Account
argument allowing you to filter on Account Numbers or Account Groups.

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

Example

An example of a GLBudget300 formula could be:

=-GLBudget300($A12,$D$3,$D$7,$D$2,$D$6,,,,,$D$4,$D$5)

4 | D | E

1 SAMLTD Income Statement
:2: Current Period:

3 Company:

4 Currency:

Z Cu;rencyType:d 5 ade’ [ D86 i

Budget Set Code: R 0000000000000 8808800000000 000000000000000

7 2020 — AccountStructureCode || = = ~%

8 Current Month Budget sdonceipe | [ -
= CurrencyCode |$D$4

10 1670 480.55 2 1163 193.29 OixteocyType iwﬁ
11 |4000 Sales 280 014.85)5,,,,,5D$4,5D$5) reivat
71%7 4000-100  Sales 367 216.30 0.00
13 |4000-100-10 Sales 0.00 0.00 Retians the mouth i date general e kit %
174 A000:10020,:Sales C:00 186.000:00 AccountStructureCode Identifies the format of the account numbers that are assigned to the
ji4000-200 Sales 180 765.12 0.00! account structure code. The structure specifies: Which segments appear in
161400020000 Sales o L 000 oo ool nl Bl L B e e e e T

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide Page 68 of 140



Budget YTD Formula

This topic describes the formula syntax and usage of the GLBudgetYTD300 formula in Excel. The
GLBudgetYTD300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLBudgetYTD300 formula returns the year to date General Ledger budget amount after applying all
the filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLBudgetYTD300(Account,Company,Year,Period,BudgetSetCode,AccountGroupCode,GroupCategory

Code,AccountStructureCode,BalanceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLBudgetYTD300 formula syntax has the following arguments:

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

Account Required The account code from the main ~ Used to reference one or more
accounts or accounts list retrieved General Ledger accounts for which
from the General Ledger. values must be returned. Supports

main accounts, accounts, account
ranges, account wildcards &
account addition/subtraction.

Company Optional A company code retrieved from Filters the General Ledger
the General Ledger. accounts being referenced to one
or more specific companies.
Supports a single company code
and comma separated values.

Year Required The fiscal year to return data on.  Filters the General Ledger
A fiscal year is a length of time accounts being referenced to a
that a company uses for specific fiscal year.

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

Period Required The period to return data up to. A Filters the General Ledger
period is the operating cycle of a  accounts being referenced to the
company for which accounting accumulated total up to a specific
information is collected and period.
reported.
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BudgetSetCode Required The budget set code retrieved Filters the General Ledger budget
from the General Ledger amounts being referenced to a
specific budget set code. The
format of the budget set code must
be identical to the format in your
General Ledger.
AccountGroupCode Optional An account group code retrieved  Summarizes all of the General
from the General Ledger. Ledger accounts which are linked
to the specified account group and
returns the summary value.
GroupCategoryCode  Optional A group category code retrieved Summarizes all of the General
from the General Ledger. Ledger accounts which are linked
to the specified group category and
returns the summary value.
AccountStructureCode Optional An account structure code Identifies the format of the account
retrieved from the General Ledger. numbers that are assigned to the
account structure code.
BalanceType Optional To determine whether only debit ~ Allows only the credit or debit
amounts or only credit amounts balances to be returned for the
must be retrieved. For example,  accounts which are being
type Debit or Credit. referenced by this formula.
CurrencyCode Optional A currency code retrieved from the Filters the currency code for which
General Ledger. accounts must be retrieved.
CurrencyType Optional A currency type retrieved from the Determines whether the source,
General Ledger. functional or equivalent amounts
must be retrieved.
ReportTreeUnit Optional A reporting tree unit in the format: Used to achieve organizational
Treename>Parent>Parent>unit. reporting. Allows the account filter
For example, Worldwide rule within one of a reporting tree’s
Enterprises>New York>NY units to be applied to the formula.
Sales>NY Retail Sales
Remarks

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

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

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

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

formula.
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Example

An example of a GLBudgetYTD300 formula could be:

= GLBudgetYTD300($A12,$C$4,$C$2,$C$3,$CS$7,,,,,$C$5,$C$6)

Sum v (X « f| =GLBudgetYTD300($A12,5C53,5C$2,$C3,5C57,,,,,5C$5,$C36)
A B I (@ D] E

[
SAMLTD Summary Income Stat

Current Year:

Current Period: 3
Company: SAMLTD
Currency:
Currency Type:
Budget Set:

s
ode |$C$7 [53 = o1 <
Fossssssss0ss BABABEALALLASLLHHHH

AccountStructureCode || = 4

gdncerpe | [E&] -

i B

12 {4000+4010- Total Revenue ReportTreeUnit

R

= -2307000

dulss

14 |5000+5010+ Cost of Sales

15 |4200 + 421(Other Revenue
16 6260 + 656(Fixed Charges

17 (5400 + 541(Other Expenses

Returns the year to date general ledger budget amount.

AccountStructureCode Identifies the format of the account numbers that are assigned to the
account structure code. The structure specifies: Which segments appear in
the account number and the order in which the segments appear.

Em
i aaaa e

18 [6160 Amortization/Depreciation Expenses

= Formula result = 2307 000.00
19 7100 + 711(Other Expenses

=

= Help on this function l : | -m:
21 Total Cost & Expenses 4

B400000000000000000000000004 PV VYUYV VYV VYV VYV VYIS
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Current Year Formula

This topic describes the formula syntax and usage of the GLCurrentYear300 formula in Excel. The
GLCurrentYear300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLCurrentYear300 formula returns the current fiscal year from your General Ledger after applying the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLCurrentYear300(Company)

The GLCurrentYear300 formula syntax has the following argument:

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

A company code retrieved from Filters the General Ledger accounts being

mpan ional . .
Company  Optiona the General Ledger. referenced to one or more specific companies.

Remarks

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

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

Example

An example of a GLCurrentYear300 formula could be:

=GLCurrentYear300("SAMLTD")

SUM v % v f| =GLcurrentYear300($D$4) e At trent =4
Y | . B (l D | GLCurrentYear300
Company | ;| = "SAMLTD"
: SAMLTD Balance Sheet Vamadt
. = 2013

2 Current Year: tYear300(3D$4) /'l Returns the fiscal year from the general ledger.
3 ‘ Current Period: 19 Company is the company code retrieved from the general ledger.

4 Company: SAMLTD

5 Currency: CAD Formula result = 2013
6 | Currency Type: F Help on this function E}
—

: Opening Balance @ Quarter1  Quarter2  Quarter3  Quarter4 Budget
= 3 6 9 12 e
L _Lgu‘ Budget YTD

11 Assets
~xe-]
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The GLCurrentYear300 can be used in formulas to return data based on the current year, for example the
report below will use the current year formula to determine the prior year to report on.

G7 ~(© £ =GLcurrentYear300($D$3)-1, 3
A B | , E G G | H

<

1 SAMLTD Income Statemex 1

727 ‘ Current Period: 3 :

8| Company: SAMLTD :

& Currency: CAD :

5 Currency Type: F :

7 ‘ 2013 2012

8 | Current Month Year To Date Current Month Year To Date
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Current Period Formula

This topic describes the formula syntax and usage of the GLCurrentPeriod300 formula in Excel. The
GLCurrentPeriod300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLCurrentPeriod300 formula returns the current period from your General Ledger after applying the
filters specified as arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLCurrentPeriod300(Company)

The GLCurrentPeriod300 formula syntax has the following arguments:

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

A company code retrieved from Filters the General Ledger accounts being

Company Optional o .
pany ©p the General Ledger. referenced to one or more specific companies.

Remarks

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

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

Example

An example of a GLCurrentPeriod300 formula could be:

=GLCurrentPeriod300($D$3) ‘

SuM v (© X « f| =GLCurrentPeriod300($D$3) Eranas o =g
A B D 1
— 4
i| = "SAMLTD
1 SAMLTD Income Statement - 1
P = 01" 4
2 Current Period: Period300($D$3) , Returns the current period from the general ledger. :
3 Company: SAMLTD #= Company is the company code retrieved from the general ledger. 4
4 Currency: CAD :
5 Currency Type: F Formula result = 01 :
o
= o [ ) e ]
8 Current Month Year To Date Current Month Year To Date q pm Y
= Budget 1
10 Revenue 1670 480.55 1 670 480.55 2 666 286.86 2 666 286.86 <
P VU P P P T T VT VY VPV VP VYV VY VYV VYV PV VYV VYV VYV VS VYV VYV VYV VYV YV P VYV VYV VYV VYV PV PP VP O PORE 7 1
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This is especially useful when reporting on the current period as well as prior periods. The
GLCurrentPeriod300 can be used in formulas to return periods based on the current period, for example in
the report below the result of the current period formula in cell D8 has been used to work out which periods
to report on prior to it.

75Uh;1 . eririi\; wfxl =IF(D$8-1<=0,D$8-1+12,D$8-1) I e S B

| A B D E | Function Arguments | :

4

1 SAMLTD Income Statement| ~ 4

1 Logical_test Dss-1<=0 <

e Value_if_true |D$8-1+12 :

|3 compary: =AML Value_if_false |Dg8-1 =1 p

4 Currency: CAD = ' p

| 5 Currency Type: F St - c 5 b

o Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE. :

j 7 2020 2020 Logical_test is any value or expression that can be evaluated to TRUE or FALSE. :

| 8 2 3-1+12,D$8-1) 4

S <
|

‘ 10 Revenue 1889 808.25 1836 133.77 iyttt 1

11 (4000 Sales 310 537.66 280 014.85 p

| <4
I

12 4000-100  Sales 385 577.12 367 216 30| | Hel2on this function o ] b

o PO I . | I . e | ST, - dasaal
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Company Name Formula

This topic describes the formula syntax and usage of the GLCompanyName300 formula in Excel. The
GLCompanyName300 formula is made available in Excel by the Report Designer Task Pane.

Description
The GLCompanyName300 formula returns the full company name from your General Ledger after applying
the company code filter specified as arguments. Each argument can be a cell reference, a constant, or a

named range.

Syntax
=GLCompanyName300(Company)

The GLCompanyName300 formula syntax has the following arguments:

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

A company code retrieved from the  Filters the companies to return a specific

CompanyCode  Required General Ledger. company name.

Remarks

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

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

Example

An example of a GLCompanyName300 formula could be:

=GLCompanyName300("SAMLTD")

D3 v (® f-l =GLCompanyName300(“SAMLTD")| )

[ A B [ [ E [ F [ 6 [ n [ 1%

. . 4

1 Sample Compapy Limited Income Statement ;

53 p

3 Company: I Sample Company Limited l 1

4 Currency: CAD :

5 Currency Type: F :

T 2020 2020 2019 )
8 2 1 12 p

A 4
10 Revenue 0.00 0.00 0.00 :
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Quantity Formula

This topic describes the formula syntax and usage of the GLQuantity300 formula in Excel. The
GLQuantity300 formula is made available in Excel by the Report Designer Task Pane.

Description

The GLQuantity300 formula is used for statistical reporting and returns the quantity information in a
financial report, such as number of units, from your General Ledger, after applying the filters specified as
arguments. Each argument can be a cell reference, a constant, or a named range.

Syntax

=GLQuantity300(Account,Company,Year,Period,AccountGroupCode,GroupCategoryCode,AccountStructureCode,Bal
anceType,CurrencyCode,CurrencyType,ReportTreeUnit)

The GLQuantity300 formula syntax has the following arguments:

Filter

Need

What needs to be filled in?

What is the purpose of the filter?

Account Required  The account code from the Used to reference one or more
Accounts or Natural General Ledger accounts for which
Accounts list retrieved from values must be returned. Supports
the General Ledger. Accounts, Natural Accounts,

account ranges, account wildcards &
account addition/subtraction.

Company Optional | A company code retrieved from | Filters the General Ledger accounts
the General Ledger. being referenced to one or more

specific companies. Supports a
single company code and comma
separated values.

Year Required The fiscal year to return data Filters the General Ledger accounts
on. Afiscal year is alength of | being referenced to a specific fiscal
time that a company uses for year.
accounting purposes. The
fiscal year may or may not be
the same as a calendar year.

Period Required The period to return data on. A | Filters the General Ledger accounts

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

being referenced to a specific period.
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AccountGroupCode

Optional

An account group code
retrieved from the General
Ledger.

Summarizes all of the General Ledger
accounts which are linked to the
specified account group and returns
the summary value.

GroupCategoryCode | Optional | A group category code Summarizes all of the General Ledger
retrieved from the General accounts which are linked to the
Ledger. specified group category and returns

the summary value.

AccountStructureCode | Optional | An account structure code Identifies the format of the account
retrieved from the General numbers that are assigned to the
Ledger. account structure code.

BalanceType Optional | To determine whether only Allows only the credit or debit
debit amounts or only credit balances to be returned for the
amounts must be retrieved. accounts which are being referenced
For example, type Debit or by this formula.
Credit.

CurrencyCode Optional | A currency code retrieved from | Filters the currency code for which
the General Ledger. accounts must be retrieved.

CurrencyType Optional | A currency type retrieved from | Determines whether the source,
the General Ledger functional or equivalent amounts must

be retrieved.

ReportTreeUnit Optional | A reporting tree unit in the Used to achieve organizational
format: reporting. Allows the account filter
Treename>Parent>Parent>unit.  rule within one of a reporting tree’s
For example, Worldwide units to be applied to the formula.
Enterprises>New York>NY
Sales>NY Retail Sales

Remarks

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

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

An example of statistical reporting that returns the quantity information in a financial report is as follows:

[1f2]3) \ A D = r | J K I S
1 4

- :

2 HOTEL LEMEIN INCOME STATEMENT 4

[ 4

3 |For the Five Months Ending May 29, 2012 :

o4 <

5 :

6 THIS LAST :

7 YEAR % CPOR YEAR CPOR BUDGET CPOR

o b

| 9 JRooms Available 1680 1680 1680 :

10 Rooms Sold 1295 1521 1512 14

11 b

12 ADR 117.44 100.27 12 4

| 13 |Occupancy % 77.08 90.54 90 <

14 ] <
%ZﬁilTOtal Sales 154743.34 100 119.493 155261.63 102.079 172151.04 113.857 :
27 | p

41 Total Purchases 6646.93 4.20545 5.13276 6673.92 4.38785 738612 4885 $
42 | <

%7672 JTOTAL WAGES & SALARIES 22789.34 14.7272 17.5979 25507.8 16.7704 26215.61 17.3384 :
63 b

== 4

| 72 | TOTAL PAYROLL BURDEN 417445 269766 3.22351 3949.8 259684 4057.53 2.68355 :
73| )
ﬁ774ﬁ;TOTAL COST OF SALES 33610.72 21.7203 25.9542 36131.52 23.7551 37659.26 24.9069 :

{
POVVV I VVVVV VUV VUV VUV VYV VVIVV IV IV VIV VIV VIV VIV VIV VIV VIV VIVVVVIVVIVIVVVIVVIVVIVVVVIVVIVVIVIVVVIVVVVVN
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Adding Formulas

There are two ways to add formulas to your Excel worksheet.

e Select the desired formula from the Task Pane. Drag-and-drop the formula onto your Excel worksheet.
] Y S B e e I E- T oo 6 [ &,
2 =] FmanaaLs
3 Company: SAMLTD
T Currency: CAD formUIas
§, 1 Curtency hypE: g Opening Balance
7,7,: 2020 2020 2019 Closing Balance
ESE 2 1 12
v10 ‘ Revenue 0.00 W Actual YTD
| 11 |4000 Sales [ L :
12 4000100 Sales gt
13 (4000-100-10 Sales Budget YTD
14 4000-100-20 Sales Current Year
R N SN RS pa—— . RAPERS
¢ Type the formula name directly into the cell.

10|
11 |4000

12 (4000-100
13 |4000-100-10
14 4000-100-20
15 14000-200

16 4000-200-10
17 |4000-200-20
18 4010

19 |4010-100

Revenue
Sales

Sales
Sales
Sales
Sales
Sales
Sales
Sales, accessories

Sales, accessories

0.00

:GLl -
A GLACtual300

#) GLACtualYTD300
(%) GLBudget300

(#) GLBudgetYTD300
@ GLClosingBalance300
@ GLCompanyName300
@ GLCurrentPeriod300
@ GLCurrentYear300

@ GLOpeningBalance300
#) GLQuantity300
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Editing Formulas

There are two ways to edit the formulas.

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

, ®| [ R R Report Designer Add-In S300SQL DEMO 1-01
‘7 Home Insert Page Layout Formulas Data Review View Add-Ins
2y _
[j * Arial +110 A A = E[;] B~ =4  Custom
— l::;a 2 il
Paste g | B Z U-|HE- D-A- EE=EE B B-9% o G0 T
Clipboard 1 | Font I Alignment = | Number !
D11 v (= =GLActual300($A11,$D$3,D7,038,,,5C11,,$D$4,3D35)
2] 4] A | AN D | E |
1 SAMLID Income Statement
2]
3 ; Company: SAMLTD
e Currency: CAD
Bl Currency Type:
U= 4|

| 10 | Revenue 1889 808.25 1836 133.77
= | 11 [4000 Sales 310 537.66 280 014.85
- | 12 4000100 Sales 385 577.12 367 216.30

WARNING: If there is more than one formula in a cell, only the formula result will be shown unless you

click the specific formula you wish to edit in the formula bar, prior to clicking the fx button.

© X V| f| =GLActual300($A11,5D$3,5D57,5DS2,,,5C11,,5D054,5D55)*10/100

e The formula parameters provided in the Function Arguments window will be used to specify what data
is retrieved by the formula. Each setting serves as a filter to retrieve the data. The filter is applied in
the order that the settings are displayed.
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¢ Inthe following formula example, Account is applied first, followed by
Company,Year,Period,AccountGroupCode in that order.

Account |11 = 4000 -
Company ‘§D_$3 _EE}_ = "SAMLTD" ‘51
Year L[2s7 AF.Q-}' = 2020 m
Period |D$3 =2
AccountGroupCode | = =
= -310537.66

Returns the month to date general ledger actual amount.

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

Formula result = 310 537.66

Help on this function [ oK J [ Cancel ]

¢ Formulas can be edited manually if you are familiar with the format of the formula. Select the cell which
contains the formula and then click within the formula bar and make your changes.

SUM v (* X ¥ fe| =GLACtual300($A11,3D$3,0$7,D$8,,,5C11,,5D34,5DS5)
A B | D L \_ :

1 SAMLTD Income Stptement

2 |

3 | Company: SAMLTD

4 | Currency:

5 _ Currency Type:
7|

8 |

10 Revenue 1889 808.25 1836 133.77

11 (4000 ISales $A11,5D%3,057,D$8, 280 014.85

‘ Sales 385 5771 67 216.
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Reversing a Negative Sign
To change the sign of an account to a negative humber, add a minus sign (-) to the beginning of the
formula.

.6 P S Y IS PR -

| fe | :IEELActualsoo(sA11,s|333,DS7,D$8,,,S<211.,SD$4.SD$5) i

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

Using Account Ranges

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

An example would be if you wanted to summarize specific accounts instead of listing each one as per
below. The account range would be used in the cell which is referenced by the Account argument.

D35 v (= =GLActual300($A35,$D$3,0$7,D38,,,3C35,,5D34,$D$5) )
LIz A B | D ] E F G ] b
1 SAMLTD Income St
] GLACtual300
[E23 Account | EEER = "4020T0 4050"
3| Company: SAMLTD Company |$0¢3 = "SAMLTD"
4 Currency: CAD Year [ps7 - 20m
| 5 | Currency Type: F period lD$‘8 i
7j71 AccountGroupCode ‘ =
8 = -500034.21
2= y Returns the month to date general ledger actual amount.
2 —;4020 Seles, Chitirs B0/B352 Account is the account code from the main accounts or accounts list ry
- | 32 14030 261 139.64 the general ledger.
33 (4040 . 204 69663
34 14050 z ales, dividers 353 302.69] ke result = 900034.21
35 |4020 TO 4050 | Sales, Furniture I 900 034.21
L s cscadatiiisssacicosassstsiaii e o]

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

your reports.
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Using Mathematical Calculations

Mathematical calculations can also be performed on all GL Accounts. This includes addition and
subtraction.

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

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

035 ~(= [£] =G6lActual300($A35,$D$3,057,D88,,,5C35,,$D34,5DSS) p
A B D Function .Argummis . :
4
GLActual300

1 SAMLTD Income Statg¢ ;
o Account 5435 "4020 + 40407 <
2 P ” Company | “SAMLTD" :
3 Company: SAMLTD /, vt o7 o :
4 Currency: CAD ﬂ(c_//' Period D33 5 :
é Currency Type: (,F*"'f AccountGroupCode 3 <
= 4
7 r = -285591.88 4
8 4 Returns the month to date general ledger actual amount. :
= - — Account is the account code from the main accounts or accounts list rg
31 4020 Sales, chairs ﬁ."'/ 80 895.25 the general ledger. <
32 4030 Sales, deghs” 261 139.64 ¢
33 4040 Eglsa", cabinets 204 696.63 AR S :
34 y 2 <

—_— A - - . S
35 |4020 + 4040 | Sales, Chairs and Cabinets | 285 591.8g|| He-on this function [ Je
__36__ l L l Oy r
WAAAAAAAA PV VP VIV VIV VI I T T 99T999 799799y o9 99N FVVYVVVVVVVEYN FrvVvVeYVvVeYVVYVYyVVYN Frvwwes “1\‘AAAAAAAAAAA‘

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

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

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

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

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

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

Filter Description Result
Filter all three digit Account Numbers 100
107 9 101

beginning with 10 102 up to 109

Filter Account Numbers with first segment of 1818288
101-0?-00 101 and last segment of 00 with second 101-02-00

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

Filter Account Numbers with first segment of 181882188
-277- . .
101-77??-100 101 and last segment of 100 with no filter on 101-002-100

second segment of three digits 101-003-100 up to 101-999-100

An example of using wildcards in Excel using the GLActual300 formula could be as follows:

1
)

D20 - =GLActual300($A20,$D$3,9D$7,3D$2,,,5C20,,$D$4,5D$5) v
A b [ E F (| v X
<
1 SAMLTD Income Statement  Poiind 4
2 Current Period: 3 formUIaS 3
3 Company: SAMLTD <4
4 Currency: cAD :
5 Currency Type: F :
7 2020 Function Arguments :
§ Current Month  [IETYTEEN :
10 Revenue 1085 909.68 At "4010-100-72° b
11 |4010-100-10 Sales, accessories 7 664.59 Company ) 045 SAMLD <
12 |4010-100-20 Sales, accessories 16 845,00 Year |$Ds7 2020 :
13 4010-100-30 Sales, accessories 1978.78 Period | $D$2 3 :
14 4010-100-40 Sales, accessories 235575 AccountGroupCode :
15 14010-200-10 Sales, accessories 6 062.06 = -28844.12 4
16 |4010-200-20 Sales. accessories 6 570.92| Returns the month to date general ledger actual amount. :
17 |4010-200-30 Sales, accessories 3836.03 Account is the account code from the main accounts or ac(oumsﬂ
the general ledger. <
18 |4010-200-40 Sales, accessdfies 3307.65 <
0 :
20 [4010-100-22 28 844 17] Formularesut= 23844.12 <
| 21 [4010-227-20 23 415.92| Help on this function [I‘:
ANttt sttt tttttttitttstttttdtdttttbtbbidttbbdiotodbtottiod
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Using Cell References

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

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

For example, if you wanted information for the year 2012 and you used 2011 in the Year parameter of the
Actual formula, you would have to modify every formula that used the old value. If you store the year in a
cell, you simply change that one cell and Excel updates all the formulas that use that parameter.

sum + (X ¥ f| =GLACtual500($A9,5C$3,$C$5,5C52,,,,,,5C54)
A B C Function Arguments -7 |
S I C I GLActual500
. ample Company Income - i 2
2 Current Period: /CO’W"Y ‘SC$3 B3 "SOA™ El
2 Company: Year |$C$5 "2008" I
4 Currency: Period |$C§2 - 6"
Type | -
5 |
= -94937.3

6 Returns the month to date general ledger actual amount.
7 Type to determine whether Income Statement, Balance Sheet or Retained Income
8 2 ) 15 752 696 48 amount should be retrievt_ed. For Example B = Balance Sheet; I = Income
9 |4000-00-00-00 “Bales C52...5C54) Statement; andR = Retaned income,
10 |4000-00-00-NE Sales-NE 0.00
11 (4000-00-00-NW Sales-NW 0.00| | Formuia resuit = 94937.30
12 |4000-00-00-SE Sales-Corp-Corp-SE 0.00
13 [40000000SW S S |\ o eessssssssse BB vt s L) Lo ]

TIP: Excel named ranges can also be substituted for a cell reference in any formula parameter.
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Using Relative or Absolute Cell References

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

In contrast, an absolute cell reference does not change when its formula is copied and pasted to other cells.
An example of a relative cell reference would be A5 or B10.
An example of an absolute cell reference would be $A$5 or $B$10.

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

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

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

1.

2.

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

A 8 | D |

ey

\J‘c;m‘-h w N

doo

o
11 |4000
12 |4000-100
13 |4000-100-10
14 |4000-100-20
15 |4000-200
16 |4000-200-10
17 |4000-200-20
18 (4010
19 |4010-100
20 |4010-100-10
21 |4010-100-20

22 |4010-100-30

=CONCATENATE(D3," Income State

Current Period: 3

Company: SAMLTD
Currency: CAD
Currency Type: F

Current Month

Revenue =SUM(D11:D38) |=sumE11-E38)
Sales =-GLActual300(3A11,$D$3,8D$7,5D$2,, $C{=-GLActualYTD3
Sales =-GLActual300($A12,5D$3,5D$7 5D$2,..$C|=-GLActualYTD3
Sales =-GLActual300(3A13,$D$3,8D$7.5D$2,, $C{=-GLActualYTD3
Sales =-GLActual300(5A14,$D$3,5D$7.5D$2.,.5C{=-GLActualYTD3
Sales =-GLActual300(5A15,5D%3,5D%7,5D%2,,,5C|=-GLActualYTD3
Sales =-GLActual300($A16.5D$3,5D57,5D$2,..5C|=-GLActualYTD3
Sales =-GLActual300(5A17.$D$3,5D$7.5D$2,,.5C{=-GLActualYTD3

Sales, accessories =-GLActual300(5A18.5D$3,5D$7.9D%2.,.5C{=-GLActualYTD3
=-GLActual300($A19,5D%3,5D%7,5D%2,, $C|=-GLActualYTD3
=-GLActual300($A20,5D$3,5D$7,5D%2,..5C|=-GLActualYTD3
=-GLActual300($A21,8D$3,5D%7.5D%$2,, . $C|=-GLActualYTD3

=-GLActual300($A22 $D$3,5D$7 $D$2,, $C|=-GLActual YTD3

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

BAEAAAAAAAALAAAAAAAALAAAAAAAAAAAAAAAAAAAADALAAAAAAAAALALAAAAALA

Press Ctrl ~ again to return to displaying the values.

ldw|alwin

= uoo‘\a ‘

11 (4000

12 |4000-100
13 14000-100-10
14 |4000-100-20
15 |4000-200
16 4000-200-10
17 14000-200-20
18 (4010

19 |4010-100
20 14010-100-10
21 |4010-100-20

22 |4010-100-30

Current Period: 3
Company: SAMLTD
Currency: CAD
Currency Type: F
2020 2019

Current Month Prio Current Month Ye-
Revenue 1995 180.78 5 555 469 .58 2943 183.29 :
Sales 374 643.03 965 195.54 387 490.63 4
Sales 393 288.66 1146 082.08 38157425 1
Sales 0.00 0.00 0.00 &
Sales 0.00 0.00 0.00 :
Sales 193 599.45 564 167.95 1348 804.72 <4
Sales 0.00 0.00 0.00 :
Sales 0.00 0.00 50 512.99 :
Sales, accessories 0.00 0.00 0.00 :
Sales, accessories 0.00 0.00 0.00 :
Sales, accessories 7 664.59 16 920.06 355448 4
Sales, accessories 16 845.00 3333742 529561 :
Sales, accessories 1978.78 5508.38 1772.87 :

DA 00000004000000000000000000000440000000000000
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Catering for New General Ledger Accounts

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

An example would be if you wanted to summarize specific accounts instead of listing each one as per
below. The account range would be used in the cell which is referenced in the formula by the Account
argument.

D35 5 [#] =cLactualzoo(sass,$ps3,087,088,,,$c35,,$0$4,$D$5) 4
GL] 4 A B [ o | E ____F | ¢ | i+ ‘
"Function Arguments
1 SAMLTD Income St .
GLActual300 4
2 Account | I i *4020 TO 4050° 5
3 Company: SAMLTD ooyl “SAMLTD" :
4 Currency: CAD Year [Ds7 2020 1
5 Currency Type: F period [Dss > p
v ‘ 2
7 AccountGroupCode :
8 | = -900034.21 :
2T Returns the month to date general ledger actual amount. p
31 4020 Sales, chairs 80 895.25 5 ; 4
Account is the account code from the main accounts or accounts list rg
32 4030 261 139.64 the general ledger. p
33 4040 : 204 696.63 >
34 J4050 ales, dividers 353 302.60{ [ b e e b
35 |4020 TO 4050 | Sales, Furniture I 900 034.21 <
! | Help on this function : 4
L o s i <

If any new accounts were added to the General Ledger, for example, Account 4035 - Sales, lockers, it
would automatically be included in the Sales, Furniture amount as it falls within the account range of 4020
to 4050. Therefore no changes would be required in your summarized report layout.

"""" A~ [hadddhddiddaddiig D E F

1 Income Statement

2

3 Company:

B Currency: CAD

5 Currency Type: F

7 2020 2020 2019

8 2 1 12

35 |4020 TO 4050 |Sales, Furniture 955 020.21 747 246.87 871 437.52
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Designing Financial Reports

Designing a Basic Income Statement

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

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

A B C ‘ D E F
1 SAMLTD Income Statement
2 Current Period: 3
3 Company: SAMLTD
4 Currency: CAD
5 Currency Type: F

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

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

I | s S i | .. b —a— S— ) — — v x
1 SAMLTD Income Statement R F“ﬁ;‘“““
2 Current Period: 3 ISts
3 Company: SAMLTD SAMLTD
4 Currency: CAD
5 Currency Type: F Kool
6
7 |Company Wm Structure Code Account Type A Group Category DeQuantity Unit of M Corrency
8 |SAMLTD Petty cash ACC B C Cash and Cash Equivalents Account Structure
9 |SAMLTD 1020 Bank account, cACC B C Cash and Cash Equivalents Account Groups

— v, 5

10 [SAMLTD '1021 Bank account, AACC B C Cash and Cash Equivalents Adéourt Segrents

11 [SAMLTD 1022 Bank account, VACC B C Cash and Cash Equivalents -

12 [sAMLTD 1023 Bank account, NACC B C Cash and Cash Equivalents fidactoes

13 [SAMLTD 1025 CCB Visa ACC B C Cash and Cash Equivalents Segment Codes

14 [SAMLTD 1027 Bank account, c ACC B C Cash and Cash Equivalents

15 [SAMLTD 1030 Bank account, pACC B C Cash and Cash Equivalents

16 [SAMLTD 1040 Bank account, LACC B C Cash and Cash Equivalents

17 [SAMLTD 1045 SEATAC Visa ACC B C Cash and Cash Equivalents

18 |SAMLTD 1050 Bank account, JiACC B C Cash and Cash Equivalents

19 [SAMLTD "1060 Bank account, EACC B C Cash and Cash Equivalents

20 |SAMLTD 1100 Accts receivabl¢ACC B A Accounts Receivable

RNV POPPLF PP PPPPR P r QOO PUON D adessoaaial (o9 NPV OVOVOVY POV OOOOOOPIN

3. Delete the columns and the balance sheet accounts not required.
4. Insert a column heading for the period.

5. Drag-and-drop the Actual formula onto your spreadsheet in the same row as your first account.
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D11 v & fe [ =GLActual300(,,GLCurrentYear300("SAMLTD"),GLCurrentPeriod300("SAMLTD")) ¥,
A B | & D E | F = v x
FINANCIALS
1 SAMLTD Income Statement Hf |
27 Current Period: 3 ormulas
3 Company: SAMLTD Opening Balance
4 Currency: CAD
5 Currency Type: E Closing Balance
6
7 2020 Actual YTD
8 Current Month Budget
o
10 Budget YTD
11 {4000 Sales ACC Current Year
12 14000100  Sales ACCDIV e
13 4000-100-10 Sales REGION 5§
14 (400010020 Sales REGION campangHame
15 14000-200 Sales ACCDIV Quantity
D 000ttt ittt ittt ittt ittt ettt tant ittt ittt 0000000000 5000000000 000000000

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

SUM v (X ¥ f| =GlActual300($A11,$D$3,5D$7,5D52,,,$C11,,$D$4,5D$5)
A B C n Arg

1 SAMLTD Income Statement =

2 | Current Period: 3 Gy ‘{@“
B3 Company: vear D57

4 Currency: el 1;07572

5 Currency Type: r
68 GroupCategoryCode || p
7 AccountStructureCode | $C11 = "acc’ :
§ | Current Vorit] e /— _ :
10 CurrencyCode ‘5054 “CAD" :
11 {4000 Sales ACC 211,.8D$4.8D$5) CurrencyType ‘9355 S5 :
12 14000-100 Sales ACCDIV - 374643.03 4
13 |4000-100-10  Sales REGION Returns the month to date general ledger actual amount. :
14 14000-10020  Sales REGION GroupCategoryCode is an account category code refrieved from the generalledger. &
15 |4000-200 Sales ACCDIV :
16 4000-200-10 Sales REGION :
17 |4000-200-20  Sales REGION Formula result = 374643.03 4
18 4010 Sales. accessories ACC . : E
719 14010-100 Sales, accessories ACCDIV . [E 3
20 4010-100-10  Sales, accessories REGION :
BB 401010020 Salesuacceasprioac, oo Lo Lo Lt SBEGION o0 2 illa il sado Ja il Lo do b do b Lo do o Sl L0 2u L) Ll 2l L L 1 LS

7. Drag the fill handle to copy the formula down to all of the accounts.
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4 A Brot TRt R g i I S B
1 SAMLTD Income Statement
T Current Period: 3
= Company: SAMLTD
i 4 | Currency: CAD
4577“ Currency Type: F
5

7 | 2020
i
|

10 |

11 (4000 Sales ACC 374 643.03
12 |4000-100 Sales ACCDIV 393 288.66)
13 |4000-100-10 Sales REGION 0.00
14 (4000-100-20 Sales REGION 0.00
15 (4000-200 Sales ACCDIV 193 599 .45
16 |{4000-200-10 Sales REGION 0.00
17 [4000-200-20 Sales REGION 0.00
18 (4010 Sales, accessories ACC 0.00
19 (4010-100 Sales, accessories ACCDIV 0.00
£j4010-100-10 Sales, accessories REGION
v£i4010-100-20 Sales, accessories REGION

a4l H e LB smBNED 0000000008060 a0 000000000000

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

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

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

9. Use Excel's Group feature to group rows under headings.
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Gzl <] A | B ] C | D R

1 SAMLTD Income Statement

2 Current Period: 3

3 Company: SAMLTD

4 Currency: CAD

5 Currency Type: F

6

7 2020

8 Current Month
10 Revenue 1995 180.78
40 Cost of Sales 887 656.57

66 Gross Profi(Lose) LT
68 Other Revenue 235519.14

77 Total Income _
79 Other Expenses 968 787.90
185 Other 29477
Depreciation Expense 50 000.00

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

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

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

A B l D
1 SAMLTD Balance Sheet
2 Current Year:
B 3 7‘ Current Period:
4 | Company: SAMLTD
5 | Currency: CAD
6 Currency Type: F

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

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

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

b3 & fe| =GLcurrentperiodsoo("samoy v
A | B D El F | G H I & v x
FINANCIALS
1 SAMLTD Balance Sheet E i |
2 Current Year: 2020 ormuias
3 Current Period: G BalanaE
4 Company: SAMLTD
5 Currency: cAD Closing Balance
6 Currency Type: F Actual
7 Actual YTD
8 Budget
9 Budget YTD
o
1 P Current Year
iz
13
14 Company Name
15 Quantity
16
AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

3. Drag-and-drop the Accounts list onto the spreadsheet. You will use this list to help create your report.
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i) B [ D (MMM EAM MM D) 4« y] 2 2¢ L Saeettttsetestenssd
FINANCIALS
:  SAMLTD Balance Sheet o e
=2 Current Year: 2020 Ists
7’3‘7 Current Period: 01 -SAMLTD
4 Company: SAMLTD -
6 Currency Type: F
5 Currency
T Account Structure
7591 Account Groups
11 Account Segments
2
13 Budget Sets
14 Compa«ﬁﬁnmb& Structure Code A Account Group [ Group Category Quantity Unit of Measure Segment Codes
15 |SAMLTC 1000 ACC B Cash and Cash Cash and Cash Equivalents
[SAMLTC 1020 ACC B Cash and Cash | Cash and Cash Equivalents
[SAMLTC 1021 ACC B Cash and Cash Cash and Cash Equivalents
[SAMLTC 1022 ACC B Cash and Cash Cash and Cash Equivalents
SAMLTC 1023 ACC B Cash and Cash Cash and Cash Equivalents
SAMLTC 1025 ACC B Cash and Cash ' Cash and Cash Equivalents
[SAMLTC 1027 ACC B Cash and Cash Cash and Cash Equivalents
[SAMLTC 1030 ACC B Cash and Cash Cash and Cash Equivalents
0 ARAAAALALLALALAAALALAALAAL EAADAAAAAALAAALALALALALAALAL

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

your rows.
11 \ Assets
XA
13| Non Current Assets

Y AT

14 11500  Fumiture and fixtures

115 (1520 Equipment

16 (1540 Buildings
17 {1550 Land

ﬁ‘ 1600  Acc. Amortization/Depr.

| E\ 1620  Acc. Amort./Depr.Equipment
20 1640  Acc. Amort./Depr.Buildings

21 1700  Leasehold improvements
'''' |
22 |1710  Acc. amortization, leasehold
_2_3_}1720 Organization costs

24 i’1730 Acc. amortization, org. costs

E‘ Current Assets

27 {1000  Petty cash

:»&%1020 Bank account, operating
_£i1021 Bank account, American Express
30 1022 Bank account, VISA

31 1023  Bank account, Mastercard

132 1025  CCB Visa

33 11027 Bank account, corporate
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5. Add column headings for the Opening and Closing Balances.

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

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

] WS’l’J’Mhrﬂ o : V X ~/ fx '-GLOpemngBalanceSOO(sAM $D$i §D$2 $C14 $D$5 $D$6) - o ?]
A (& [ E FunchonArgumeMs
GLOpeningBalance300
1 SAMLTD Balance Sheet
Account | ka14 3 1500
2 Current Year: 2020 ~~ Company |$D$4 E “SAMLTD"
3 Current Period: 01 g Year |$Ds2 2020
4 Company: samLTDS= AccountGroupCode E
5 Currency: GroupCategoryCode
6 Currency Type:
7 AccountStructureCode | kC14 % "Acc” <4
= P r 4
8 Opening Balance BalanceType | 4
9 CurrencyCode | $D$5 “CAD" :
1o ) <
11 Assets STyl 0% 2 >
== ReportTreeUnit <
13 Non 4
m| = 102996.25 <4
14 {1500 umniture and fixtures ACC 14,,8D$5,5D$6) Returns the opening balance general ledger amount. 4
3 4
15 |1520 Equipment ACC AccountStructureCode Identifies the format of the account numbers that are assigned to tH
16 |1540 Buildings ACC account structure code. The structure spedifies: Which segments apfé
the account number and the order in which the segments appear.
17 1550  Land ACC :
18 1600  Acc. Amortization/Depr ACC Formula result = 102996.25 :
19 (1620  Acc. Amort./Depr.Equipment ACC
Help on this function
20 (1640  Acc. Amort./Depr.Buildings ACC E] =
21 [1700  Leasehold improvements ACC 0.00 J ‘I:

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

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

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

4,$D$4,5D$2,F$9,,,$C14,,5D$5,$D$6) v
A B & D E[ Function Arguments 4
2 Current Year: 2020 GLClosingBalance300 :
3 Current Period: 01 Account |kA14 1500 <
4 Company: SAMLTD e ] ><ompany Ds4 “SAMLTD :
5 Currency: Year |$Ds$2 2020 :
6 Currency Type: -~ Period [F$3 12 :
; A = 3 }cmﬁ‘r(mroupcade o . :
9 & GroupCategoryCode » :
2 AccountStructureCode “ACC” <
E Assets BalanceType :
13 No - CurrencyCode "CAD” :
‘11 1500 urniture and fixtures ACC‘ 102 996.25 IA..SDSS.! CurrencyType | $D$6 3 En :
15 1520 Equipment ACC 659 892.54 ~ 702996.25 :
16 1540  Buildings ACC 0.00 Returns the dlosing balance general ledger amount. :
17 1550  Land ACC 300 000.00 AccountStructureCode Identifies the format of the account numbers that are assigned to %
18 11600  Acc. Amortization/Depr ACC 82 569,89 e e p
19 (1620  Acc. Amort./Depr.Equipment ACC -679 856.53 4
20 1640  Acc. Amort./Depr.Buildings ACC 0.00 Formula result = 702 996.25 :
21 {1700  Leasehold improvements ACC 0.00 Heky on this Furichion E E
22 1710  Acc. amortization, leasehold ACC 0.00
23 |1720  Organization costs ACC 0.00 :
2 /17130, , fscamonization oig coste L+ s aaases D D T B P P P PO SO PP P PO P PP OT )
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11. Drag the fill handle down to copy the formula to all the accounts required.

12. Add totals, grouping and formatting using Excel features and set your print area.

[112] A | B ] D E| F Gl ¢

1 SAMLTD Balance Sheet

2 Current Year: 2020

3 Current Period: 01

4 Company: SAMLTD

5 Currency: CAD

6 Currency Type: F

7

8 Opening Balance |l Closing Balance

9 12

11 Assets
13 Non Current Assets 300 462.37 1651 628.37
[+] | 26 Current Assets 1193170145 16 711 658.08

8| ToraLAssers | nmimm | wwsmsds

[T
60 Shareholders Equity & Liabilities
[ I
62 Shareholders Equity -1232 265.39 -241193.91
[+] | 75 Non Current Liabilities 300 963.54 240 963.54
81 Current Liabilities 13 163 465.67 18 363 516.82
TOTAL SHAREHOLDERS EQUITY & LIABILITIES [ 12232 fea6e] 8364 286451

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

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

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

A B [T77¢ D E
1 SAMLTD Income Statement
G| Current Period: 3
3 Company: SAMLTD
4 Currency: CAD
5 Currency Type: F
! 7 | 2020
8 Current Month
=4l
10 Revenue 1995 180.78
40 | Cost of Sales 887 656.57
66 Gross Profit/(Loss) —
L]
68 Other Revenue 235 519.14
77H Total Income 1343 043 3%
AR
79 Other Expenses 968 787.90
IO
185 Other 294 77
Depreciation Expense 50 000.00
2.
[G12) A B D E F G H R eStettetetttts v x
. SAMLTD Income Statement H PSS
2 Current Period: 3 fOl’mU|aS
3 Company: SAMLTD Opening Balance
4 Currency: CAD o
5 Currency Type: F Closing Balance
i 6 Actual
7 2020 Actual YTD
§ Current Month Budget
[+ |10 Revenue 1995 180.78 Budget YTD
[+] >§9 Cost of Sales 887 656.57
66 Gross Profit/(Loss) | 117521 me P‘e:Od
68 | Other Revenue 235 519.14 QLB::Q
?Z Total Income — (
[+] »73 1 Other Expenses 968 787.90
}gg Other 294.77
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3.

Drag the Current Period formula to the column heading in the cell containing Current Month.

] . AT N o oo [ [ A T R 117 i v x

| FnancaLs

! SAMLTD Income Statement . P

2 Current Period: 3 ~ Tormulas

3 Company: SAMLTD Opening Balance

y: Al

: currendy e Closing Balance

5 Currency Type: F =

6 Actual

7 Actual YTD

8 Budget

it

10 Revenue 1995 180.78 BHagetiiD)

= Current Ye

40 Cost of Sales 887 656.57 SEEI o8P

66 Gross Profit/(Loss)

i Company Name

68 Other Revenue Gisanity

77 Total Income

o
79 Other Expenses 968 787.90
185 Other -294.77

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

WE8 S s@E= }'-"“ =IF(D$8-1<=0,D$8-1+12,D$8-1)I i
A B E F
1 SAMLTD Incom
2 Current Period:
3 Company:
4 Currency:
5 Currency Type:

10 Revenue 1995 180.78
40 Cost of Sales 887 656.57
66 Gross Profit/(Loss) | 1107 524.21 l

In the cell to the right of the current year, add an Excel formula to determine the correct year to report
on. One way in which you can create this formula is to use the IF function. The IF statement checks
whether a condition is met and returns one value if True and another if False. In this example, the year
is calculated by subtracting one from the current period. If the result is less than or equal to zero, then
the period is within the previous year.
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E7 v (@ fx | =IF(D$8-1<=0,0$7-1,057) |
4 | B : | D | E
1 SAMLTD IncomaStatement
T Current Period:
3 | Company:
{1 | Currency:
,,5, Currency Type:
6
7 2020
£ 3
10 Revenue 1995 180.78
_40\ Cost of Sales 887 656.57
| Gross Profit/(Loss)

Expand any groupings you created previously. Copy the Actual formula you created previously across

to the new column.

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

SUM X v £ | =GLA ($A11,$D$3,E$7,E$8,,,$C11,,5D5$4,5D$5)
I B [ ) [—E—

1 SAMLTD Income Statement
2 Current Period: 3
3 Company: SAMLTD

74 Currency: CAD
5 Currency Type: F
6

Bz
8
10 Revenue 1995 180.78
11 |4000 Sales 374 643.03(1..5D$4,5DS5)

E 2 4000-100 Sales 393 288.66

13 |4000-100-10 Sales 0.00
14 4000-100-20 Sales 0.00

75
TR

n Arguments. <

GLACtual300 >

Account |$A11 = 4000 :

Company | $D$3 (] = sawmr b

Year |ES7 = 2020 b

Period |E8| & -2 :

AcgelintGroupCode = 4

4

= -310537.66 4

ofurns the month to date general ledger actual amount. j

Period is the period to return data on. A period is the operating :\a

for which accounting information is collected and reported. ¢

Formula result = 310 537.66

Help on this function

H

TOMpany Name

Drag the fill handle down or copy the amended formula to all the accounts required.
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9. Copy any formulas or totals required from the first column.

____ E11 v (*  f| =GLActual300($A11,$D$3,ES7,ESS,, $C11,,$D$4,9D85)
[1]z] A | D | E | ;
1 SAMLTD Income Statement
2 Current Period: 3
3 Company: SAMLTD
4 Currency: CAD
5 Currency Type: F
6
7 2020 2020
__8»_ 3 2
=] |10 Revenue 1995 180.78 ‘
- | 11 |4000 Sales 374 643.03% 310 537 662
12 14000-100 Sales 393 288.66
13 14000-100-10 Sales 0.00
14 14000-100-20 Sales 0.002
15 (4000-200  Sales 193 599.45
16 |4000-200-10 Sales 0.00
17 |4000-200-20 Sales 0.00
18 14010 Sales, accessories 0.00
19 [4010-100 Sales, accessories 0.00
20 4010-100-10 Sales. accessories 7 664.59

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

[112]

F [

e e el -l -

A |

B

| D

SAMLTD Income Statement

3

Current Period:

Company:
Currency:
Currency Type:

Revenue

Cost of Sales

Gross Profit/(Loss)
Other Revenue

Total Income

Other Expenses
Other

Depreciation Expense

Fixed Charges

SAMLTD
CAD

1995 180.78 1889 808.25
887 656.57; 867 064.25
235519.14 230 927.55

968 787.90 925 359.58|

-294.77 -0.01
50 000.00 45 000.00
76 347.47 82 432.99|
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11. The year and period would have changed to cater for prior periods and years.

12. Run Save Excel Template in your Report Manager to save your report for future use.
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Glzl 4~ N | - A
1 SAMLTD Income Statement
7 Current Period: 3
i Company: SAMLTD
4 Currency: CAD
i Currency Type:
IL6
IE7:8
8
S
10 Revenue 1995 180.78
[
40 Cost of Sales 887 656.57
[
6 Gross Profit/(Loss)
[
[+] | 68 Other Revenue 235 519.14
EEE
77 Total Income
j_'l'q_
79 Other Expenses 968 787.90
il
[+] |185 Other 29477
==
193 Depreciation Expense 50 000.00
==
196 Fixed Charges 76 347 47
[XxFT
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Designing a Quarterly Balance Sheet

This is a demonstration on how to design a Quarterly Balance Sheet using the Report Designer Task Pane.
The report will be created in such a way that once set up, no manual changes will need to be made to it,
allowing you to use the same report for all future periods and years. A basic accounting knowledge is
required.

1. Follow the instructions to design a basic balance sheet.

[zl 4] A | B E D E F G
1 SAMLTD Balance Sheet
77' Current Year: 2020
3 Current Period: 01
4 Company: SAMLTD
5 | Currency: CAD
6 Currency Type: F
7
8 J Opening Balance || Closing Balance
9 12
v J
| 11 | Assets
13 ‘ Non Current Assets 300 462.37 1651 628.37
'—tTE
| 26 Current Assets 11 931 701.45 16 711 658.08
8| TomaLAsses s ezt
60 | Shareholders Equity & Liabilities
62 Shareholders Equity -1 232 265.39 -241 193.91
[+] 75 Non Current Liabilities 300 963.54 240 963.54
oo
81 Current Liabilities 13 163 465.67 18 363 516.82
TOTAL SHAREHOLDERS EQUITY & LIABILITIES [ 12232 feaee] |8 364 286451

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

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide Page 104 of 140



e .
Izl 4] A | B [ D E G H | A [T
1 SAMLTD Balance Sheet
2 Current Year: 2020
3 Current Period: 01
4 Company: SAMLTD
i Currency: CAD
6 Currency Type: F
| 7 |
8 Opening Balance |l Closing Balance
9 12
[
11 Assets
2520
[+ |13 Non Current Assets 300 462.37 1651 628.37|
=
[+ |26 Current Assets 1193170145 16 711 658.08)
msam|
58 TOTAL ASSETS [ 1223216382
[
60 Shareholders Equity & Liabilities
(=]
[+] |62 Shareholders Equity -1232 265.39 -241193.91
[ E]
[+ |75 Non Current Liabilities 300 963.54 240 963.54
e
[+] |81 Current Liabilities 13 163 465.67 18 363 516.82,
ez
125 TOTAL SHAREHOLDERS EQuITY & LiaBILITIES  [IIN2E526352 _

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

1z B | D E| F | G | H 1 .
1 SAMLTD Balance Sheet
;5: Current Year: 2020
737 Current Period: 01
747 Company: SAMLTD
757 Currency: CAD
776”7 Currency Type: F
7
8 Opening Balance @l Closing Balance Closing Balance Closing Balance Closing Balance’
9 3 6 9 | 12
711 Assets
REDEE R o o A e 0 0 0000 a0 0000000l

4. Notice the data automatically updated to reflect the correct closing balance amounts for each quarter.
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[zl 4] A | 8 [ D I3 F | G H | e
1 SAMLTD Balance Sheet
2 Current Year: 2020
3 Current Period: 01
4 Company: SAMLTD
5 Currency: CAD
6 Currency Type: F
7
8 Opening Balance |l Closing Balance Closing Balance Closing Balance Closi.
9 3 6 9
[Txo
11 Assets
=z
13 Non Current Assets 300 462.37 1165 462.37 1650 568.37 1651628.37
=o|
26 Current Assets 1193170145 14 169 239.04 16 732 692.52 16 711 658.08
o]
58 TOTAL ASSETS [ 1223216382
oo
60 Shareholders Equity & Liabilities
[Tox
62 Shareholders Equity -1232 265.39 -733 073.17 -225 796.62 -241193.91
=
75 Non Current Liabilities 300 963.54 264 963.54 240 963.54 240 963.54
[rou
81 Current Liabilities 13 163 465.67 15802 811.04 18 368 093.97 18 363 516.82
===
125 TOTAL SHAREHOLDERS EQUITY & LIABILITIES
POV Y VS P U Y VT T Y T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T P T P P Py 999999 9y99 999 Y

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

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

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

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

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

2. Add a heading for the period column.

A B [ D f E
1 SAMLTD Statement of Cash Flows
2 | Company: SAMLTD
é | Currency: CAD
4 | Currency Type: F
5 Current Year: 2020
6 |
8 | Period
9 01
10 |

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

A B D E E G H v x
FINAN
1 SAMLTD Statement of Cash Flows st
2 Company: SAMLTD ormulias
3 Eleng: can Opening Balance
4 Currency Type: F
5 Current Year: 2020 Closing Balance
6 Actual
8 Period Actual YTD
9 01 Budget
= £ = 5 Budget YTD
11
12 Current Year
P
14 Company Name
15 "
Suam:/

4. Create headings for your cash flow report.

5. On a new worksheet, drag-and-drop the Accounts list. You will use this list to help create your report.
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1 H FINANCIALS
2 |Compan hit of Measure A
| 3 |samLTD lents lists
| 4 [SAMLTD 1020 Bank accol ACC B sh Equivellents
| 5 [SAMLTD 1021 Bank accol ACC B Cash and (Cash and Cash Equive]le
| 6 [SAMLTD 1022 Bank accol ACC B Cash and (Cash and Cash Equivgllents
7 |SAMLTD 1023 Bank accol ACC B Cash and (Cash and Cash Equi
| 8 |SAMLTD 1025 CCBVisa ACC B Cash and (Cash and Cash Equivdllents Serency
| 9 |SAMLTD 1027 Bank accol ACC B Cash and (Cash and Cash Equivglents Account Structure
lSAMLTD 1030 Bank accol ACC B Cash and (Cash and Cash Equi Account Groups
| 11 [SAMLTD 1040 Bank accol ACC B Cash and (Cash and Cash Equivdlents i S
12 |SAMLTD 1045 SEATAC VIACC B Cash and (Cash and Cash Equivalents -
| 13 [SAMLTD 1050 BankaccolACC B Cash and (Cash and Cash Equivdlents Bixgetsets
| 14 [SAMLTD 1060 Bank accotACC B Cash and (Cash and Cash Equivglents Segment Codes
| 15 |SAMLTD 1100 Accts recei ACC B Accounts F Accounts Receivable
| 16 [SAMLTD 1115 Accounts r ACC B Accounts F Accounts Receivable
I i isnissssssasesssssssssttensssssessssssssss

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

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

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

p12 - | =GLActualYTD300($A12,$D$2,$5%6,D$9,,,5C12,,$D$3,5D$4) X
A B D E F G H 7 v x
FINANCIALS
1 SAMLTD Statement of Cash Flows : |
2 Company: SAMLTD ormulas
i Currency: CAD =| Opening Balance
Currency Type: B
5 Current Year: 2020 Closing Balance
: Actual
8 Period
: 1
11 Investing Bodget
12 {1500  Furniture and fixtures 000 Budget YTD
13 |1520  Equipment Current Year
]1.: 1580, Buildings Current Period
1550 Land
- FE I e Bo e P . Lobit b

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

SUM v XV f ‘ =GLActualYTD300($A12,$D$2,5D$5,D$9,,,$C12,,5D$3,5D54) 3
A B D Function Arguments :

6

1 SAMLTD Statement of Cash Flows ™" o 4
2 Company: SAMLTD - Company = "SAMLTD" :
3 Currency: Year | 2020 :
4 Currency Type: Period || 1 :
:5 Current Year: ¢fountGroupCode = - :
8 GroupCategoryCode - s
R, AccountStructureCode | $C12 “acc” :
11 > BalanceType :
12 {1500 “Fumiture and fixtures [os35054) | CurrencyCode |kDS3 "CAD" <
13 (1520  Equipment | CurrencyType | $D$4 3 :
14 (1540  Buildings =0 1
15 |1550 Land Returns the year to date general ledger actual amount. 1
16 1250 Investment, long-term CurrencyCode LlTseDcI:urrency code for which amounts must be reuieved:.
17 1700  Leasehold improvements 4
EEEVERY (AL 000000000000A0A00000000000000000 000000000000 AA AN 004
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TIP:
Change to absolute cell referencing where the cells remain constant. Refer to the topic Using Relative or

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

10.

11.

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

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

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

|4 A | B | o |77e F | 6 H 1 )
! SAMLTD Statement of Cash Flows
727‘ Company: SAMLTD
7§7‘ Currency: CAD
4 | Currency Type: F
T‘ Current Year: 2020
==
i Period Period Period Period Period Period Period
9 | 1 2 3 4 5 3 7
=
}1 Investing 12 .000.00 524 000.00 1036 000.00 1348 000.00 1660 000.00 1660 106.00 1661 166.00 ‘:
12 {1500  Furniture and fixtures 0.00 0.00 0.00[ 300 000.00f 600 000.00( 600 000.00) 600 000.00| ¢
E 13_‘1520 Equipment 0.00( 500 000.00| 1000 000.00| 1 000 000.00( 1 000 000.00{ 1000 106.00| 1 001 166.00 ‘g
i‘ 1540  Buildings 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
15 1550  Land 0.00 0.00 0.00 0.00 0.00 0.00 0.00( <
16 1250 Investment. long-term 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
17 1700 Leasehold improvements 0.00 0.00 0.00 0.00 0.00 0.00 0.00]
5‘1720 Organization costs 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
l 19 12700 Long term debt proceeds 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
20 2710  Long term debt payments 12 000.00 24 000.00 36 000.00 48 000.00 60 000.00 60 000.00 60 000.00( 4
i‘ZSOO Shareholders’ loans 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
7 32277‘2900 Deferred income taxes 0.00 0.00 0.00 0.00 0.00 0.00 0.00 :
ADBHALLLALLAAAAAAAALAAALAAAAL L8880 8080808000800 8808808008800 80800048004

13. Run Save Excel Template in your Report Manager to save your report for future use.
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Consolidating Multiple Companies Data

Preparing to Design Consolidated Report Layouts

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

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

2. Select the first union report.

1 Anaysis
1 Consol Designer

EEEEEEEEEE

Congol D

Consol Financial Report Designer 5300 PVS 1-0
%Heport Designer - &cc Structure S300PVS 1-0
Report Designer - Account Group S300PYS 1-0
Report Designer - Accounts S300PYS 1-1
Report Designer - Actuals S300FVS 1-1

Report Designer -
Report Designer -
Report Designer -
Report Designer -
Report Designer -
Report Designer -
Report Designer -
E Report Demgner Add-n- Segments S300PYS 1-0

Budgets S300PVS 1-1
Currency S300PVS 1-0
FiscYrDetail S300PYS 1-0
Open Balances S300FVS 1-1
Quantity S300PYS 11
Segment Codes S300PYS 1-0
Settings S300PVS 1-0

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

Report Designer - Actuals S300PVS 1-1

|Account Structure

AEEEEEEEEE] tl

A 5RO A

Report Designer -

Report Designer -
Report Designer -
Report Designer -
Report Designer -
Report Designer -
Report Designer -
Report Designer Add-In-Segments S300PVS 1-0
I Consol Designer Demonstration

Budgets S300PVS 1-1
Currency S300PYS 1-0
FiscYiDetail $300PYS 1-0
Open Balances S300PVS 1-1
Quantity $300PVS 1-1
Segment Codes S300PVS 1-0
Settings S300PVS 1-0

ABLAAAAALLA

Database C

ion List *

Template Storage Location
I\\lesﬂ -pchSage 300 ERPABXDATANPYS T emplatesh

Report Template

Parameters on Second Shest I

POV VYV VUV VUV VUV UPVIVVV VIV IVIVUIVIIVIIII VIOV II IO

_I Consol Deslgnev |122 pply
2
5 : : Report Designer - Ao Stucture S300PYS 10
F!epcul Deslgnel Account Gvoup S300PVS 10 EPO_' i ESGNSS - CC PIUCUEE
Report Designer - Accounts S300PVS 1-1 Description
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4. Select the company databases you would like to consolidate from the list.

Select Databases to Consolidate
| SAMINC
T2l SAMLTD
UnSelect all Select All 0K Cancel

NOTE: The company list is populated by each company that Sage 300 ERP has previously been logged

into.

5. Select OK.

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

companies.
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Designing Consolidated Report Layouts

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

Run the Consol Report Designer Add-In report which is saved under the Report Designer Add-In
Consolidation folder in the Report Manager.

After running the Consol Task Pane report, do the following:

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

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

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

Relative or Absolute Cell Referencing.

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

H12 v @ fi| =SUM(D12:F12) |
A | B | D E F G| H |
1 Income Statement

T Currency: CAD
0 5 | Currency Type: F

i,

7 Company A Company B Company A and B
8 2020 2020 2020

f)u Period 01 Period 03 March

11| Revenue 1995 180.78 2394 216.94 4 389 397.72
—1_2—14000 Sales 374 643.03 449 571.64 824 214 .67
}3 7‘4000-100 Sales 393 288.66 471 946.39 865 235.05

14 ;4000400-10 Sales 0.00 0.00 0.00
| 15 |4000-100-20 Sales 0.00 0.00 0.00
! 16 754000-200 Sales 193 599.45 232 319.34 425 918.79
17 |4000-200-10 Sales 0.00 0.00 0.00
18 |4000-20020 Sales 0.00 0.00 0.00

19 14010 Sales, accessories 0.00 0.00 0.00
20 4010100 Sales, accessories 0.00 0.00 0.00

21 4010-100-10 Sales, accessories 7 664.59 9197.51 16 862.10
;2”2:;4010—100-20 Sales, accessories 16 845.00 20 214.00 37 059.00
! 723_734010-100»30 Sales, accessories 1978.78 237454 4 353.32
I 24 7f4010-100~40 Sales, accessories 2 355.75 2 826.90 5182.65
A AKGAL s aSeensNBAR 200000000 0004d00 0000000080004
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4. Using Excel functionality, group the first two columns so that they are only visible when required.
,®‘ B9 ¢~ Report Designer Add-In S300SQL DEMO 1-01 - Microsoft Excel
m-Home Insert Page Layout Formulas Data Review View Add-Ins BITools
N E 2 e P onnections K Clear =, =¥ @
R G & B em Yo, g8 5= B ) E
From From From From Other Existiqg Refresh R %l Sort Filter ; Text to Remove VDatva Consolidate What_-lf jUngroup Su}
Access Web Text Sourcesv Connections | Allv =2 Edit Links .7 Advanced | Columns Duplicates Validation ~ Analysi - <
Get External Data Connections Sort & Filter | Data Tools Outlg
D2 - £ o p
2] A B H _~1 | = b
1 Income Stgtement i kGl 4
e lists "¢
| 4 |Currency: p
_S_Currency Type: :
| 6| ¢
7 Company A Company B Company A and B Accounts :
| 8] 2020 2020 2020 Curency
_:QV_ Period 01 Period 03 March ANocoimit Stm@:
(11 Revenue 1995 180.78 2394 216 94 4389397 72 el B
o 1_24000 Sales 374 643.03 449 571.64] 824 214,67 T Segmi
£4000-100 Sales 393 288.66 471 946.39 865 235.05 p
- | 14 {4000-100-10 Sales 0.00 0.00 0.00 BudgetSets 4
1_54000-100-20 Sales 0.00 0.00] 0.00 Segment Code:
o iAOOO-ZUU Sales 193 599.45 232 319.34] 425 918.79 4
i4000—200-10 Sales 0.00 0.00] 0.00 :
Sl 00N Saes el BORL Lo o D00 :
5. Click the + sign to expand the columns again if you need to drill down into the data.
=
112] A | B 6] H
1 Income Statement
4 |Currency: CAD
5 |Currency Type: F
6
7 Company A and B
8 2020
9 March
Cxo
=] |11 Revenue 4 389 397.72
- | 12 |4000 Sales 824 214.67
- | 13 §4000-1 00 Sales 865 235.05
=]
- | 14 {4000-100-10 Sales 0.00
- | 15 4000-100-20 Sales 0.00
- 716 14000-200 Sales 425 918.79
17 §4000-200-10 Sales 0.00
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Designing Consolidated Report Layouts using Reporting Trees

In order to use the Task Pane for multiple company consolidations, you will need to run the Report
Designer Add-In report which is saved under the Report Designer Add-In Consolidation folder in the
Report Manager.

NOTE: In order to consolidate multiple companies' data using , one of the must be in

common with both companies GL data structure.

After running the report mentioned above, do the following:
1. In Excel, set up your financial report layout in the usual way, except for the following differences:

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

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

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

You can drag-and-drop the reporting tree which has been set up to retrieve data from both
companies. If you still need to set this up, refer to the topic on ‘Adding a Reporting Tree’ to
Consolidate Data from Multiple Companies.

[zl A B D E F G H i 4| v x
1 WORLDWIDE ENTERPRISES Income Statement % REPORTING TREE
B S— 1 Worldwide Entery
| 3 Company: WORLDWIDE ENTERPRISES
| 4 Currency: CAD @
|'s Currency Type: F /\_ s
| 6 Reporting Unit: WORLDWIDE ENTERPRISES> CHICAGO: WORLDWIDE ENTERPRISES>NEW YORI ca
| 8 2020 2020 - New York
|9 Current Month Year To Date CurrentMonth  Year To Date ENew York Sales
o' rvws

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

flz] A B D E — - ! = S
e Function Arguments [

1 WORLDWIDE ENTERPRISES In| ass

2 Current Period: 3 Qe URCEEChde: , = 2

3 Company: WORLDWIDE ENTERPRISES BancETypei| , =

4 Currency: cAD ClrenciCade | 044 A -

5 Currency Type: F CurrencyType | $D$5 B = F E

6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO ReportTreeUnit | Dé| : = "WORLDWIDE ENTERPRISES>CHICA¢  ~

8 2020 =

Returns the month to date general ledger actual amount.

9 Current Month Year To Daty|

v ReportTreeUnit a reporting tree unitin the format: Tree Name >Parent>Parent>Unit. For

1 RA— example, Worldwide Enterprises >New York>NY Sales>NY Retail Sales.
?~ 12 (4000  Sales I]. ,..5D$4,8D$5,D$6) I

AR A04

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

Relative or Absolute Cell Referencing.
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TIP: Change the sign of any accounts required, by adding - to the beginning of the formula. Drag the fill

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

2. Todrill-down into the data, right-click on the amount and select Drill-Down. A new spreadsheet will be

created and you will be able to see from which company and which accounts the amount was made up
of.

3. Save your report for future use.
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Drilling Down on Values

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

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

Opening Balance Quarter 1 Quarter2  Quarter 3

3 6 )

300 462.3I Right Click 16225
102 996.25 102 996.2—51 [
659 892 .54 9 892_i & Cut
0.00 O.i 53 copy
300 000.00 300 000.| @ Pa;te Options:
-82 569.89 97 569 =l
-679 856.53 -799 856. ‘ Paste Special...
0.00 | Insert...
0.00 0. ; Delete...
0.00 0. i Clear Contents
0.00 0.
[ Filter »
0.00 0.
l Sort »
|

1193170145 14 169 239 | Insert Comment

[

Pick From Drop-down List...
Define Name...
1232 265.39 733073/ @, Hyperlink...
300 963.54 264 963. Drill Down
[ VVVVVVVVVVIVVIVIY

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

| A B

MM‘
2 SAMLTD 1500 Furniture and ﬂxtures 2020 Opening balanc CAD F
3 [SAMLTD 1500 Furniture and fixtures ACC 2020 1CAD F
- ‘SAMLTD 1500 Furniture and fixtures ~ ACC 2020 2 CAD F
5 SAMLTD 1500 Furniture and fixtures ~ ACC 2020 3 CAD F

6!
7]
8 |
9|
10 |

4 4 » M| Notes . Balance Sheet [ Drill Balance | Categories . Income Statement . Income Statement (4) “Income SGE{[ il »
Ready ' ‘1
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To drill down further to GL transaction level, right-click on the cell which contains the value you want to view
more detail on and select Drill Down again. Another new worksheet named Drill Transactions will be
created with the GL transaction details.

2020 Opening balanc CAD

|44 » ¥ Notes . Balance Sheet . Dril Balance I Drill Balance(1) ] Categories . Income Statement . Income Statement (] 4 [
Ready |
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Copying Reports

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

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

F

2020

2019

Current Month Year to Date Current Month Year |
1995 180.78 55554 | qnsert.. 33.29 7
374 643.03 9651 G Delete 30.63 1
393 288 66 $460 | Rename 74.25 1
0.00 Move or Copy... 0.00
0.00 3 View Code 0.00
193 599.45 5641 @ protectsheet.. D472 1
0.00 Tab Color » |0.00
0.00 - 12.99 1
0.00 ;nhide 0:00
0.00 <2 0.00
Select All Sheets

_.m'l-)l;i'llilﬁ-téEé(i—)' “;‘ok(fé;ékgﬁig" \ (‘)l}lé sSuacemenc - mcome statement ﬂ 4

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

"Move or Copy =)

Move selected sheets
To book:

Notes

Balance Sheet
Drill Balance

Drill Balance(1)
Categories
Income Statement

Income Statement (4)

Income Statement (3) Ay
Create a copy

L »

Lok || concel ]
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3. Select OK. Make any changes you require in the copied worksheet.

4. Save your report for future use.

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

a0

ARG

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide

anen

E11 - £ | =GLActualYTD300($A11,$D$3,$D$7,3D$2,,,$C11,,$D$4,$DS5) <
A ] B l D [ ¢ ¢ G | Ho
. SAMLTD Income Statement :
I 2 1 Current Period: 3 :
3 | Company: SAMLTD $
|G Currency: CAD ?
I g | Currency Type: F :
7 | 2020 2019 ;
I § Current Month Year to Date Current Month Year To Date
= |10/ Revenue 1995 180.78 5 555 469 58 2943 183.29
- | 11 {4000 Sales 374 643.03 965 195.54 387 490.63 1387 713.32§
712 ,,4000'100 Sales 393 288.66 1146 082.08 381574.25 1005 837.59%
»13 :40004100-10 Sales 0.00 0.00 0.00 0.004
14 14000-100-20 Sales 0.00 0.00 0.00 0.004
1”57_4000-200 Sales 193 599 45 564 167.95 1348 804.72 17220131
16 4000-200-10 Sales 0.00 0.00 0.00 0.00§
2 |l 17 7;4000-200-20 Sales 0.00 0.00 50 512.99 1447 331.66 .
18 |4010 Sales, accessories 0.00 0.00 0.00 0.00%
19 |4010-100  Sales, accessories 0.00 0.00 0.00 0.004
,20,,4010'100'10 Sales, accessories 7 664.59 16 920.06 355448 11 287.984
| 21 :40104100-20 Sales, accessories 16 845.00 3333742 529561 18 008.57.
* | 22 |4010-100-30 Sales, accessories 1978.78 5508.38 177287 6 800.84,
] - __23_ 4010-100-40 Sales. at_:cessories 2 35_5.7§ i 16 833.0: ‘ 1773.69
| B hoo Drill B 8 anario t= omon
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Saving Reports

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

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

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

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

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

We recommend that you ...

e Use cell references to enter data into formulas. Using cell references in formulas allows the formula to
update when the data is changed at a later date, without having to manually edit each formula. This
method makes modifying and maintaining your worksheet easier.

e Use account ranges in your reports to ensure new accounts being added to the General Ledger are
included in your reports.

e Use Conditional formatting - with proper visual design, analyzers will be able to discern 'good' or 'bad'
values in seconds.

ml Home | Insert Page Layout Formulas Data Review View Add-Ins Bl Tools )
= Calibri 11 v A = = v S Wrap Text General M ‘?,‘ HE ‘ v:“ e :‘f\ ' ’T [ Tt :
‘ =l Ba- 53] i =¥ =B = G- ¢

Paste B I U~ F~5-A~ M & Center~ | @@ . o, 4 | <0 .00 |Conditional | Format  Cell Insert Delete Format

|~ 7 = . e B Merge & Center )} i rie ormatting ~ fas Table ~ Styles ~ - - - 27 l%
} 7.ﬂb\1h] | ‘:m* ¥ A m'?rjt X; H‘V)i‘.‘:Lii'i d ] | i
[ AL . & 7/ _—‘él Highlight Cells Rules » :JL[ Greater Than... g
[ A B c D E F S| | <
T Top/Bottom Rul (R <
| 1 Company ABC Ejjg) Iop/Bottom Rules =L LessThan.. p
| 2 |Year 2010 _— = é
|3 Data Bars > :‘j Between... <
| 4 I ABC Company Income Statement | é
[ 5] [ Period Period Period {g5}| Color Scales > | By BaualTo.. <
|6 1 2 3 L <
7 SALES § Icon Sets » __'a_hl} Text that Contains... §
| 8 400 Distribution sales (history) 378085.87 351619.87  369200.87 3€ £
9 425 Returns & allowances 5301.53 4930.42 5176.94 & NewRule.. A;Jil A Date Occurring... 2
|10 $383387.40 $356550.29 $374377.81 $36 -/ ClearRules - §
(11 COST OF SALES {&] Manage Rules... ;5‘ Duplicate Values... <
|12 450 Purchases 154607.42  157689.07  163824.63 156375.49 2
3 $154607.42 $157 689.07 $163824.63 $156 375.49 More Rules... <

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

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

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

Add-Ins Bl Tools

: ) ~§| E—* Split 1] View Side by Side
_] i - ——

sm 100% Zoomto New Arrange| Freeze | _ o )
Selection | Window Al IPanes~|_] Unhide ' 31§ Reset Window Pasition 'y

: Hide {3; Synchronous Scrolfing

Zoom ‘ —r— Unfreeze Panes
t; Unlock all rows and columns to scroll
through the entire worksheet.
D ] E ‘ F | Ex== Freeze Top Row

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

Freeze First Column

Keep the first column visible while scrolling

through the rest of the worksheet.
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Reporting Trees

What are Reporting Trees?

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

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

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

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

Reporting Unit Structures

Sage Intelligence Reporting uses the following kinds of reporting units:
e A detail unit draws information directly from the financial data or from a Excel spreadsheet file.

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

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

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

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

The following diagram shows the parent and child reporting units and their hierarchical relationship, for the
organization Worldwide Enterprises inc.
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Parent Reporting Unit Worldwide
(Summary unit) Enterprises inc.

Parent Reporting Unit to Sales and Service Department Chicago

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

Child Reporting Unit Retail Sales thglliia'e Studio Retail Sales thzllzzale
et DepRens Department DEpsment Department

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

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

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

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

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

If you create several different reporting trees, you can print a series of financial statements each month that
analyze and present your entity's operations in various ways.

ParentReporting Unit Summary of all
(Summary unit) Units

ParentReporting Unit to

Retail and Wholesale Sales Sales Department Service Department

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

g . . i New York Chicago >
Child Reporting Unit NewYork Chicago New York Chicago Lab i
(Detail unit) Retail Sales Retail Sales Wholesale Wholesale Lah Service Sersice N:;ﬁ;i‘::k CS';LC:F:
Department Department Sales Dept Sales Dept
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Parent Child Relationships

The most common type of reporting tree is composed of parent units that pull summarized information from

the detail units and child units that contain detail units of account information. However, many

detail/summary hierarchy combinations can be created. A child unit can be both a child to the higher unit as

well as a parent to a lower unit. See topic Reporting Unit Structures.

You can create this parent/child hierarchy structure by moving individual reporting units or an entire branch
(parent unit and all child units) to higher or lower levels on the graphical tree. This is called promoting and

demoting units. Promoting a unit moves it to a higher level in the tree. Demoting a unit moves a unit to a

lower level. When you build a reporting tree, you can promote and demote reporting units using a drag-and-

drop operation.

Edit Reporting Tree
Reperting Tree Units

B8 Worldwide Enterprises
= ¥ New York
=7 New York Sales

T NY Retail Sales

" Mew York Service
- ¥ NYLab
Y ONY Studio
=~ ¥ Chicago

EI 7 Chicago Sales

M

- 7 Chicago Service
7 Chicago Lab
‘e ¥ Chicago Studio

Account Filters

L Y NYWholesale Sales

-7 Chicago Retail Sales
o ¥ Chicago Wholesale Sales

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

account number.

Account Structure in Financial Data

Cash

New York Retail Sales

1100 ggg 2000 gl 100

Natural Segment

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

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

Character Function

A placeholder for a single character in a segment.

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

?  Question Mark

A placeholder for one or more characters.

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

*  Asterisk

Used to describe multiple segments.

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

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

sales cash transactions from New York (if 200 represented wholesale sales)

Used to describe a range of segments.
In the above example, the value "1100-1??7?-100? TO 1100-8???-100" will return all

TO data with a segment range from 1100-2000-100 to 1100-8999-100 which will be all
cash retail sales from all branches whose branch segments range from 1000 to
8999.
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Account Filter Examples

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

Example below:

Large International Corporation

Cash Division Department

Small Local Business

Cash Department Section

In the above example to include all cash transactions, an account filter rule of ‘1100-???7?-???’ would be
used.

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

Large International Corporation

Cash Division Department

1100 gl 2705 g 1001

In this example to include all cash transactions, an account filter rule of ‘1100-????-????’ would be used.
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Managing Reporting Trees

Accessing Reporting Trees from the Task Pane

Reporting Trees which have already been created will be listed in the right Task Pane.

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

FINANCIALS

frees

@ Worldwide Enterprises(

Iy

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

v X

REPORTING TREE

Worldwide Entery
®

-~ Chicago
Canada
& New York e Ll (O
=8 New York Sales ""-.‘

2 NY Retail Sales [P

“NY Wholesale Sales

3. The reporting tree can be dragged and dropped into al financial report.

S Income Statement

REPORTING TREE

Worldwide Enter
®

[\NORLD\NIDE ENTERPRISES>NEW YORI

...y

v Chicago

Canada

™= New York

E-New York Sales

(il ) A B D
1 WORLDWIDE ENTERPRISE
2 Current Period: 1
3 Company: WORLDWIDE ENTERPRISES
4 Currency: CAD
5 Currency Type: F
6 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO:
8
g Current Month
sassi

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide

Page 128 of 140



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

12 A B D E S =
[ifz] L | | Function Arguments
1 WORLDWIDE ENTERPRISES In| aus
! = _ g
2 Current Period: 1 AccountStructureCode | =
3 Company: WORLDWIDE ENTERPRISES FetmoTipe =
| 4 Currency: CAD CurrencyCode | $D$4 , = "cAD” -
|5 Currency Type: F CurrencyType. | $D$5 , =hts Ii‘
3 Reporting Unit: WORLDWIDE ENTERPRISES > CHICAGO ReportreeUinit |D6| = "WORLDWIDE ENTERPRISES >CHICAC  ~
‘ = 2020 Returns the month to date | ledger actual it )
I eturns the mon ate general ledger amount.
9 Current Month Year To Daty
I ReportTreeUnit areporting tree unitin the format: Tree Name >Parent>Parent>Unit. For
= E T Revenue example, Worldwide Enterprises>New York>NY Sales>NY Retail Sales.
- [12]4000  sales ).....5D84,5D$5,D56)
004 ARANBASBEAALAAAAAAAAAAA AL LALLM 0000000000000000000000000000000000

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

Managing Reporting Trees from the Task Pane

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

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

/? Manage Reporting Trees

Manage Reporting Trees
Ad
Edit.
Delete....
Rename...

Duplicate. .

Close

Wi |
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Creating a New Reporting Tree

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

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

[V Manage Reporting Trees ==
Manage Reporting Trees
Add.

Close

2. Enter a name for your Reporting Tree.

Enter a Value
7

AE

Enter Reporting Tree Name

([ ok ) cance )

g

3. Inthe right pane each reporting unit will need to be added in a separate row with its relevant account
filter rule.
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Edit Reporting Tree
Reporting Tree Units
= ‘\Worldwide Enterprises

Account Filter Rule Distribution

Company Account Number Scecs?::::ion

4. The graphical tree on the left side of the Reporting Tree Manager allows you to visualize the
relationship of parent/child unit hierarchy while the right side displays each reporting unit in a separate

row with its relevant account filter. The Preview Pane will change dynamically to display the results of
the account filter for each reporting unit. Example below:
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Edit Reporting Tree

Reporting Tree Units
= = Worldwide Enterprises Company Filter Name Account Filter Rule Distribution
ABC Distributi... v |East Branch ?PR-7-01
| ABC Distributi... ¥ |WestBranch ???—??—02|
* -

Reporting Tree Unit Preview Data

Company Account Number Account Description

-~
[l 2B C Distribution a 105-00-02 Accts, receiv, - West Warehse
115-00-02 Inventory - West Warehouse

ABC Distribution and Service Corp, 400-01-02 Distribution sales - West i

ABC Distribution and Service Corp, 400-02-02 Service fees - West

ABC Distribution and Service Corp. 400-03-02 Freight charges - West

ABC Distribution and Service Corp. 425-00-02 Returns & allowances - West

ABC Distribution and Service Corp, 450-01-02 Purchases - West

ABC Distribution and Service Corp, 450-02-02 Freight - West

ABC Distribution and Service Corp. 450-03-02 Warehouseman payroll - West

oK Cancel Apply

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

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

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

8. Click Apply to save and continue. Click OK to save and exit.
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Editing Reporting Trees
To edit reporting trees, do the following:

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

7 M;nagé ﬁeport‘ivr'\g}'ll"}ees ‘
Manage Reporting Trees
Add.
Edit...

Delete..

Duplicate. .

Rename...

2. Make the necessary changes. Click Apply to save and continue. Click OK to save and exit.

Sage 300 ERP 2014 Intelligence Reporting — Report Designer User Guide Page 133 of 140



Deleting a Reporting Tree

To delete reporting trees, do the following:

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

2. Select Delete.

,? Manage Reporting Trees 7
Manage Reporting Trees
Edit...

'
[\ 1

Delete...
Rename...

Duplicate..

Close

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

Delete Reporting Tree 1,.?'95,"‘

4 h Are you sure you want to delete this Reporting Tree?
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Renaming a Reporting Tree
1. From the Manage Reporting Trees window, select the Reporting Tree you wish to rename.

2. Select Rename.

s

i Manage Reporting Trees

Manage Reporting Trees

Worldwide Enterprises

i |

Delete...

I

-
Rename...

A

Duplicate.

Close

3. Enter the new name for the reporting tree.

Enter a Value ;

Enter New Reporting Tree Name

Worldwide Enterprises

( OK )( Cancel )

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

2. Select the Duplicate button.

=

e Manage Reporting Trees

Manage Reporting Trees

Worldwide Enterprises

0 |

Edit...

Delete...

Rename...

Duplicate. ..

Close

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

:éni:er aVaIue i &3]

Enter New Reporting Tree Name

Copy of Worldwide Enterprises

( OK )( Cancel )

4. Select OK to save.
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Copying Reporting Trees to other Sage Intelligence Reporting systems

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

metadata repository and copy the required reporting tree files.

To locate the metadata repository:

1.
2.

Open Report Manager.

Select Home.

In the properties window, under MetaData Repository Location, note the path to your metadata

repository.
LRGN E=mEen
o Clelx
n Home Tools Help
. - Rename 2
do B ¥ X Delete
Move Paste Add Add un k/Unlock
To Folder Report = Refresh
Actions

[_] Demonstration
EI Financial Reports Designer 2-4 [Dema)
Management Pack D-2-4 [Dema]
RKL Analysis Dashboard 2-4 [Demo)
FKL Dashboard 2-2 [Demo)
Sales Cube Report 2-0 [Demo)
[¥]sales Details 2-1 (Dema)
E Stock Re-Order Levels 21 [Demo)

Properties I
MetaD ata Repository Location
|E:\ProgramData\Alchemex!ProgiamiMetaDatal

Auto Connect Server

Auto Connect Catalog
[ -

Auto Connect User

Vv

9 Objects

To copy the required reporting trees:

1.
2.

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

Double-click the ReportTrees folder.

3. Alist of all your reporting trees will be displayed.

Copy the required reporting tree/s.

‘@Qv| |, « SagelntelligenceReporting » MetaData » ReportTrees

v | 45 l ’ Search ReportTrees pel '

Organize v

- Libraries
3 Documents

&' Music

Include in library v

= Name

Share with v

Burn New folder = 0 @&

>

Date modified Type Size

| L_| Worldwide Enterprises.tre

11/8/201212:14 PM  TREFile 1KB|

’E

[&] Pictures
B videos

1% Computer

J 1 item
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To paste reporting trees:

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

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