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This guide will provide you with an understanding of Reporting Trees and how it is used in 
Sage ERP Intelligence Report Designer. 

In this guide, you will learn: 

• The benefits of using Reporting Trees 

• How to utilize Reporting Trees 

 

1.1 Introducing 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 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. 
  

1.0 Reporting Trees 
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Example: 

 

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

 

1.2 Reporting unit structures 

Sage Intelligence uses the following kinds of reporting units:  

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

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

 

A Reporting Tree consists of parent reporting units and child reporting units:  

• 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 
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summary unit can draw information from a lower unit, the financial data, or an Excel 
worksheet. Thus, a parent unit can, in turn, be the child unit of a higher parent unit. 

• A child reporting unit can be either a detail unit that pulls information directly from the 
financial data or a worksheet, 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The lowest-level detail reporting units (retail sales, wholesale sales, lab and studio) 
represent departments in the financial data.  

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

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

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

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

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

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 it to a lower level.  

When you build a Reporting Tree, you can promote and demote reporting units using a drag-
and-drop operation. 

 

1.4 Account Filters 

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

The following figure demonstrates how the natural segment and the identifying segments 
combine to form a fully qualified account number. 
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1.4.1 Account structure in financial data 

 

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 

?  Question Mark 

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. 

*  Asterisk 

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. 

OR 

Used to describe multiple segments.  
In the above example, the value "1100-2000-100 OR 1100-
2000-200" will return all 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). 

TO 

Used to describe a range of segments.  
In the above example, the value "1100-1???-100? TO 1100-
8???-100" will return all data with a segment range from 
1100-1000-100 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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1.4.2 Account filter examples 

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

Example: 

Large International Corporation 
 

 

 

 

 

 

 

 

 

Small Local Business 
 

 

 

 

 

 

 

 

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

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

Large International Corporation 
 

 

 

 

 

 

 

 

In this example to include all cash transactions, an account filter rule of 1100-????-???? 
would be used. 
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To manage Reporting Trees, do the following: 

1. Run a Report Designer enabled report from the Sage Intelligence Report Manager. 

2. In Microsoft Excel, select trees in the Task Pane and then click on Manage. 

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

Duplicate your trees. 

 

2.0 Managing Reporting Trees 
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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. 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. 

To create a new Reporting Tree, do the following: 

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

 

2. Enter a name for your Reporting Tree and click OK. 

 

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

 

The graphical tree on the left pane of the Reporting Tree Manager allows you to visualize the 
relationship of parent/child unit hierarchy while the right pane 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. 
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Example: 

 

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

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. This will 
be covered in more detail in the Advanced Report Writing course. 

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

4. Click Apply to save and continue.   

5. Click OK to save and exit. 
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1. From the Manage Reporting Trees window, select the Reporting Tree you wish to edit. 

2. Click the Edit button. 

 
3. Make the necessary changes. 

4. Click Apply to save and continue. 

5. Click OK to save and exit. 

6. Using the same method as above but selecting the other buttons, you can also delete, 
rename or duplicate your Reporting Trees. 

 

4.0 Editing Reporting Trees 


