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Introduction

What is Sage Intelligence Reporting?

Organizations are increasingly suffering from information frustration,
having to manage large volumes of data, and needing to report from
several databases, using inflexible reporting tools. Information delivery
and user empowerment is increasingly taking center stage in all
enterprises with a resultant growth in the end user query and reporting
(EUQR) category of the business intelligence market. Sage Intelligence
Reporting is an innovative software reporting solution that offers users in
organizations of all sizes a powerful and intuitive reporting tool to take
control of their own reports. It introduces a revolutionary approach to
leveraging the reporting power of Microsoft Excel and protects and
extends organizations existing IT skills and investment.

What are the benefits of using Sage Intelligence Reporting?

e Work with a standard Windows look and feel
e Reduces the need for IT department intervention

e Reduces the need for expensive consultants and specialist software
training

¢ Consistent format (Microsoft Excel) for reporting across multiple data
sources

¢ Business intelligence can become a standard desktop tool

¢ Avoids inefficiencies in the report development life cycle thereby
improving productivity

e Empowers the user thereby improving overall productivity

e Optimizes your return on investment by leveraging your existing IT
infrastructure

e Extends Microsoft Excel skills rather than requiring learning of a new
set of software skills

Sage Intelligence Reporting is a cost effective, high value reporting tool



that allows people to spend more time doing things that directly translate
into business value. It offers flexible access to business intelligence and
empowers the user to create and customize operational and analytical
reports on a real time basis. Sage Intelligence Reporting allows an
organization to track information more effectively and delivers a rapid
return on investment at a moderate total cost of ownership.
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System Requirements

Recommended System Requirements

e Operating System : Windows XP SP3, Windows Vista, Windows 7 (32
and 64 bit), Windows Server 2003, Windows Server 2008, Windows
Terminal Server

e Microsoft .Net Framework 3.5 SP1

e Microsoft Excel 2003 and higher. Note : to run Report Designer reports,
you need to have Microsoft Excel 2007 or higher. (32 bit only)

e Hardware: CPU > 1.3 GHz
e Memory: 1GB RAM
e Hard Drive Space: 350MB



Database Connectivity Supported

Sage Intelligence Reporting uses ODBC and OLEDB technology to gain
access to Open Database Systems. Sage Intelligence Reporting includes
direct support for most popular database systems and Connection Types
for these are included within the Connector. For systems where a
Connection Type does not exist but where the system has an ODBC
driver these can be accessed via the System DSN connection types
within the Connector.

Some of the more common Database types supported are:

Microsoft SQL Server

e Pervasive

e Oracle

e Sybase

e Microsoft Access

e Microsoft Visual Foxpro
e Dbase

e MySQL

e Sage50

e Paradox
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How it Works

Sage Intelligence Reporting uses an ODBC connection to access data
and offers the system administrator and user separate interfaces to
manage the report creation process. Sage Intelligence Reporting is then
integrated with Microsoft Excel which is used as a powerful and familiar
desktop reporting platform.
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SAGE END USER LICENSE AGREEMENT

IMPORTANT - SCROLL THROUGH AND READ ALL OF THE
FOLLOWING TERMS AND CONDITIONS

1. Grant of License. Sage hereby grants to You a limited, perpetual, non-
exclusive, non-transferable (except as set forth in Section 4(b) below)
license to Use the Software on the terms and conditions set forth in this
End User License Agreement ("Agreement").

2. Introduction.

(a) Sage ("Sage" and other capitalized terms are defined below) is willing
to grant to You a license of the scope described herein to Use the
Software (comprised of the Program and the Documentation) only upon
the conditions that You or someone acting on Your behalf and at Your
direction, such as Your Distributor has:

(1) placed an order with Sage for either an initial license or an upgrade
(such as for more users, additional modules, etc.), or a service plan for
future maintenance releases ("Maintenance Software") and/or for
customer support, and Sage has accepted such order and Enabled Use
of the Software; and

(2) accepted all of the terms and conditions of this Agreement either
before or during installation of the Program.

(b) YOU WILL INDICATE YOUR ACCEPTANCE OF THIS AGREEMENT
AND ALL OF ITS TERMS AND CONDITIONS BY DOING ONE OR
MORE OF THE FOLLOWING OR ALLOWING OR AUTHORIZING A
THIRD PARTY TO DO IT FOR YOU:

(1) CLICKING "I AGREE" OR A SIMILAR AFFIRMATION, AS
APPLICABLE, THAT APPEARS DURING INSTALLATION OF THE
PROGRAM, OR

(2) USING THE PROGRAM.

(c) IF YOU DO NOT AGREE TO BE LEGALLY BOUND BY THIS
AGREEMENT (IN ITS ENTIRETY AND WITHOUT CHANGE TO OR
ADDITION TO ITS TERMS AND CONDITIONS), THEN YOU DO NOT
HAVE A LICENSE TO USE THE SOFTWARE.

3. Definitions. As used herein, the following terms have the following
meanings:

(a) "Affiliate" means any entity that controls You, that You control or that



is under common control with You where "control" means the ownership,
directly or indirectly, of equity securities or other ownership interests
which represent more than 50% of the voting power of such affiliate.

(b) "Distributor" means the reseller that You have chosen to be Your
reseller of record.

(c) "Documentation” means the Program specifications that are set forth
in the help files of the Program and any release-related notes, guides or
manuals Sage publishes specific to the current version of the Program.

(d) "Enabled Use" means Sage’s having fulfilled the applicable software
delivery process (whether by shipping tangible goods including recorded
media containing the Software, enabling downloading of the Software,
delivering activation codes for the Software, or otherwise), thereby
enabling Use of the Software.

(e) "Maintenance Software" means Software that Sage delivers because
You have purchased a subscription to a service plan;

(f) "Program” means the computer program, a part of which includes the
install routine that when executed causes this Agreement to be
displayed.

(g) "Sage" means the Sage company that publishes the Software.

(h) "Software" means collectively, the Program and the Documentation,
and any part thereof.

(i) "Supplemental License Terms" means the additional terms and
restrictions that are specific to the Program licensed by You under this
Agreement and posted by Sage at www.sagesoftware.com/eula.

(j) "Use" means to install and execute the Program, provided that:

(1) You install the Program only on a computer system that You own or
only on a computer system not owned by You if You will be the only party
with access to the installed Program; and

(2) You execute the Program (i) for its intended purpose solely in
connection with the management of the business that You and Your
Affiliates conduct, and (ii) solely to the extent of any and all applicable
limitations (whether as to specific modules or other parts of the Program,
or number of production or backup server computers) set forth in this
Agreement and the Supplemental License Terms; and

(3) You may make only a reasonable number of backup copies of the
Program solely for the purpose of reinstalling the Program, if



reinstallation becomes necessary; and

(4) You may make one copy of the Program for Use in a testing
environment solely for testing purposes; and,

(5) You may make and install one copy of the Program at a disaster
recovery site for Your Use only for so long as a disaster or other
emergency prevents You from Using the Program at Your original
installation site.

(k) "You" or "Your" means or refers to the company or person that Sage
has registered as the licensee for the Software.

4. Limits of License. The license contained in this Agreement does not
include the right to perform, and You agree to refrain from performing,
any of the following:

(a) Except as expressly set forth in section 3(j) above, making any copy
of the Software, except as an essential step in Your licensed Use thereof.

(b) Distributing any copy of the Software (whether by renting, leasing,
lending, sublicensing, time-sharing, or otherwise), except that, if Sage
consents in writing, which consent will not be unreasonably denied, You
may transfer the Software to a purchasing party after the close of a sale
of either Your entire business, or all, or substantially all, of the assets of
Your business, provided that the purchasing party reads and accepts (in
writing to Sage) the terms and conditions of this Agreement, the
purchasing party agrees to other reasonable transfer requirements, and
You do not retain a copy of the Software.

(c) Using the Software for personal, family, household, or other non-
business purposes;

(d) Altering, modifying, translating, decompiling, disassembling or
reverse-engineering the Software or creating any derivative work based
upon the Software;

(e) Removing or obscuring any copyright or trademark notices from the
Software.

(f) Using the Software in excess of (i) the limitations set forth in this
Agreement and Supplemental License Terms, and (ii) the number and
types of users, seats or licenses You purchase or rightfully acquire.

5. Additional Restrictions.

(a) Any report-writing software contained within the Program may be
subject to a restriction such that its use may be limited to accessing only



the data that is created by, or used by, the Program;

(b) You may not Use, export, re-export or otherwise transfer the Software
in violation of any domestic or foreign laws or regulations in effect from
time to time in the jurisdiction in which You are a resident or in which the
Software is Used. You represent and warrant that You are not located in,
under the control of, a national or resident of, any restricted country or of
any entity or person designated as restricted.

6. U.S. Government Restricted Rights. The Software is provided with
RESTRICTED RIGHTS. Use, duplication or disclosure by the U.S.
Government is subject to restrictions as set forth in paragraphs (a) — (d)
of the Commercial Computer Software - Restricted Rights clause at 48
CFR 52.227-19, or Section 227.7202 of the DFARS. The Manufacturer is
Sage Software. Sage's address in the United States is 6561 Irvine Center
Drive, Irvine, California 92618; Sage's address in Canada is 50
Burnhamthorpe Road West, Suite 700, Mississauga, Ontario L5B 3C2,
Canada.

7. Limited Warranty and Disclaimers.

(a) Sage warrants that, during the one hundred and eighty (180) day
period (the "Warranty Period") that commences on the date that Sage
Enabled Use of the Software (whether for an initial license, an upgrade or
a maintenance release under a service plan), the Program, when
properly Used, shall perform substantially in accordance with the
Documentation. Sage does not warrant or represent that Your Use of the
Program will be uninterrupted or error-free. If You report to Sage in
writing within the Warranty Period any non-conformity between the
Documentation and the Program, and if Sage is able to replicate and
verify that such non-conformity exists, Sage shall make commercially
reasonable efforts to correct such non-conformity and, if successful, shall
supply You with such correction at no additional cost to You. If such
efforts are unsuccessful and the non-conformity is material: (1) Except for
Maintenance Software, You may terminate this Agreement, discontinue
Use of, and return all copies You have of the Software, and Sage will
ensure that You receive a refund of the license fee You paid and credit for
any license fee You owe for the Software; and (2) For Maintenance
Software, You may terminate Your service plan, discontinue Use of, and
return all copies You have of the Maintenance Software, and Sage will
ensure that You receive a refund of, or credit for, the service fee You



incurred for the purchase of your most recent service plan. The
foregoing states Your SOLE AND EXCLUSIVE REMEDY for any breach
of this warranty.

(b) With respect to any media by which You may have received Your
installation copy of the Program, Sage warrants that the media is free
from defects in materials and workmanship under normal use for the
Warranty Period. YOUR SOLE AND EXCLUSIVE REMEDY under this
warranty is limited to replacement of defective media.

(c) OTHER THAN THE EXPRESS, LIMITED WARRANTIES STATED
ABOVE IN THIS SECTION, SAGE AND ITS SUPPLIERS EXPRESSLY
DISCLAIM TO THE FULLEST EXTENT PERMITTED BY LAW ALL
OTHER REPRESENTATIONS, WARRANTIES, CONDITIONS AND
GUARANTEES OF ANY KIND OR NATURE WHATSOEVER,
WHETHER EXPRESS, IMPLIED AND STATUTORY, INCLUDING BUT
NOT LIMITED TO, ANY WARRANTIES, CONDITIONS OR
GUARANTEES (I) OF MERCHANTABILITY, (lII) OF FITNESS FOR A
PARTICULAR PURPOSE, (llIl) OF NON-INFRINGEMENT OF
PROPRIETARY OR INTELLECTUAL PROPERTY RIGHTS OF ANY
THIRD PARTY, AND (IV) ARISING FROM CUSTOM OR TRADE USAGE
OR BY ANY COURSE OF DEALING OR COURSE OF
PERFORMANCE. YOU UNDERSTAND AND AGREE THAT: (1) THE
UTILITY OF A BUSINESS MANAGEMENT COMPUTER PROGRAM
DECREASES AS TECHNOLOGY EVOLVES AND THE BUSINESS
ENVIRONMENT CHANGES, (2) YOU ARE FREE TO DECIDE, AND
ARE RESPONSIBLE FOR DECIDING, WHEN TO UPGRADE YOUR
SOFTWARE, AND (3) SAGE DISCLAIMS ANY RESPONSIBILITY TO
DELIVER LATER-RELEASED SOFTWARE OR OTHERWISE RENDER
ANY CUSTOMER SUPPORT SERVICES EXCEPT AS MAY BE
SPECIFIED IN A SEPARATE CUSTOMER MAINTENANCE AND
SUPPORT AGREEMENT.

(d) Other Limitations. Sage will have no responsibility under these limited
warranties for any Software or media that has been modified, lost, stolen
or damaged by accident, abuse or misapplication. No employee, agent
or representative of Sage, nor any reseller (including Your Distributor) or
any other third party, is authorized to make any warranty with respect to
the Software, except those expressly stated in this Agreement, and You
may not rely on any such unauthorized warranty. You acknowledge and



agree that You have chosen Your Distributor, and that such Distributor is
an independent party and not an agent of Sage.

8. Exclusions of and Limitation of Liability.

(@) You acknowledge Your understanding that software is inherently
complex and may not be free from errors, and that You have been
advised to verify the work produced by the Program. Neither Sage nor its
suppliers shall be liable for any special, indirect, incidental, consequential
or punitive damages resulting from any defect in the Software or media,
even if Sage has been advised of the possibility of such damages. This
means Sage is not responsible or liable for damages or costs incurred as
a result of loss of time, loss of data, loss of anticipated profits, lost
opportunity cost or loss of use of the Software, nor for damages or costs
incurred in connection with obtaining substitute software, claims made
against You by others or similar costs. IN NO EVENT SHALL SAGE’'S
LIABILITY TO YOU ARISING OUT OF OR IN CONNECTION WITH THE
SOFTWARE OR THIS AGREEMENT, WHETHER IN CONTRACT, TORT
OR OTHERWISE, EXCEED THE LICENSE FEE ACTUALLY PAID BY
YOU TO PURCHASE THE LICENSE FOR THE SOFTWARE. You
acknowledge and agree that this Agreement allocates risk between You
and Sage as authorized by applicable law, and that the pricing of Sage’s
products reflects this allocation of risk and the exclusions and limitations
of liability contained in this Agreement. If any remedy hereunder is
determined to have failed of its essential purpose, all limitations of liability
and exclusion of damages set forth in this Agreement shall remain in full
force and effect.

(b) You acknowledge that unless You and Sage agree in writing for Sage
to provide software implementation services to implement the Program at
your place of business, You are responsible for engaging a qualified party
to provide implementation services for You on terms You negotiate. You
also acknowledge that You are responsible for independently
investigating the skills and qualifications of such party to ensure that they
provide You with the level of skill and service Your business requires.

You agree that Sage shall have no liability whatsoever for any failure
associated with such implementation services, even if the party You
engage is an authorized or certified Distributor, consultant, or installer of
Sage products.

9. Jurisdictional Rights. This Agreement gives You specific legal rights,



and You may also have other rights, which vary from jurisdiction to

jurisdiction. Some jurisdictions do not allow the exclusion or limitation of
implied warranties or of liability for incidental or consequential damages,
so some or all of those sections of the Agreement may not apply to You.

10. Term. This Agreement is effective from the date You accept it and
continues in effect until terminated. You may terminate this Agreement at
any time, at which point Your license hereunder will terminate. This
Agreement and the license granted herein will terminate automatically
and without notice if You fail to comply with any term or condition of this
Agreement. You agree upon termination to return the original Software to
Sage and to destroy all other Software copies in Your possession. Any
provision in this Agreement which when reasonably read is intended to
survive the termination of this Agreement shall survive, including without
limitation, the disclaimer of warranties and limitations of liability.

11. Entire Agreement and Severability. This Agreement (including the
Supplemental License Terms which are incorporated by reference and
made a part hereof) represents the complete and exclusive
understanding between You and Sage regarding the Software, and
supersedes any prior purchase order, confirmation, advertising,
representation, or other communication. This Agreement may not be
modified except by a written agreement signed by an authorized Sage
representative. If any provision of this Agreement is found to be void,
invalid, or unenforceable, it shall be severed from and shall not affect the
remainder of this Agreement, which shall remain valid and enforceabile.
Any such severed provision shall be replaced with a similar provision,
which conforms to applicable law and embodies as closely as possible
the original intent of the parties.

12. Dispute Resolution, Waiver of Collective or Class Action, Choice of
Law, Statute of Limitations and Language. Any cause of action or claim
arising out of or relating to this Agreement or the breach thereof,
including without limitation, the validity, enforceability or scope of this
Agreement, shall be settled by binding arbitration pursuant to this section
12 and the applicable rules of either J.A.M.S/Endispute or the National
Arbitration Forum in effect at the time the claim is filed. Judgment upon
the award rendered by the arbitrator may be entered in any court having
jurisdiction thereof. In addition, You agree that any cause of action or
claim will be arbitrated individually and that You will not consolidate or



seek class treatment for any claims, unless previously agreed to in
writing by You and Sage. This Agreement shall be governed by the laws
of (i) the State of California if primary Use of the Software occurs in any
jurisdiction other than Canada, or (ii) the Province of British Columbia if
primary Use of the Software occurs in Canada, each without regard to
the conflict of laws provisions thereof or to the United Nations 1980
conventions on the International Sale of Goods. The parties have
expressly requested and required that this Agreement and all other
related documents be drawn up in the English language. Les Parties
conviennent et exigent expressément que ce Contrat et tous les
documents qui S’y rapportent soient rédigés en anglais. ANY CLAIM OR
CAUSE OF ACTION, REGARDLESS OF FORM, MUST BE BROUGHT
NO MORE THAN ONE (1) YEAR AFTER IT AROSE, OTHERWISE THE
CLAIM OR CAUSE OF ACTION SHALL BE BARRED, EXCEPT THAT
THE FOREGOING LIMITATION AND THE ARBITRATION PROVISION
SHALL NOT APPLY TO THE ENFORCEMENT BY SAGE OF ANY OF
ITS INTELLECTUAL PROPERTY RIGHTS. THIS PROVISION SHALL
SURVIVE TERMINATION OF THIS AGREEMENT.

13. Indemnification.

(a) If You receive notice of any claim that Your use of any part of the
Software infringes any third party’s intellectual property right in a patent,
copyright, or trade secret, Sage shall defend, and shall indemnify and
hold You harmless by paying any resulting costs and damages finally
awarded by a court with respect to any such claim provided that You:

(1) Notify Sage in writing promptly upon becoming aware of the claim,

(2) At Sage’s request and expense, give Sage such information and
assistance as is reasonable under the circumstances, and

(3) Give Sage the right to settle the claim in Sage’s sole discretion and at
Sage’s expense.

(b) This indemnification does not extend to any claim based upon any
alleged infringement arising from the combination of the Software with
other elements not under Sage’s sole control, or arising from any part of
the Software that You or a third-party modify, or that incorporates
specifications, designs or formulas that You provide. If You are
prevented from Using the Software because of an actual or claimed
infringement, then at Sage’s option, Sage shall promptly either obtain for



You the right to continue Using the affected part of the Software, replace
or modify the affected part of the Software so that it becomes non-
infringing, or if none of the foregoing alternatives are possible after Sage
exercises commercially reasonable efforts, You may terminate this
Agreement and any service plan, and Sage shall ensure that You receive
a refund of, or credit for:

(1) the service fee You incurred for the purchase of Your most recent
service plan; and

(2) a pro rata portion of the license fees You incurred for the purchase of
Your initial license and all upgrades, which pro rata portion will be
determined on the basis of the remaining period of a useful life of (5) five
years, where the five year useful life begins on the date of Your purchase
of Your initial license and the remaining period begins on the date You so
terminate.

(c) THIS SECTION 13 SETS OUT SAGE’S ENTIRE FINANCIAL
LIABILITY FOR ANY INTELLECTUAL PROPERTY CLAIMS OR ACTUAL
INFRINGEMENTS RELATING TO THE SOFTWARE.

You hereby give Sage permission to send You information regarding

Sage’s products and services by various delivery methods, including via
facsimile. (#39303 / 011409a)
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Workstation Licenses

*Please note that when the word ‘Workstation’ is used within this help file
section it refers to a physical computer and not a Sage 300 ERP
Workstation installation.

Sage Intelligence Reporting uses a Workstation Licensing model. After
you have serialised your Sage Intelligence Reporting installation, you will
have (n) Workstation Licenses available (where n is the number of
licenses you have purchased). The first (n) workstations to access Sage
Intelligence Reporting will be assigned these licenses. When the
available (n) licenses have been assigned you will need to purchase
more licenses or you will need to un-assign some existing licenses.

Licenses will be tied to a User Name and Workstation so the licensing is
not “concurrent” licensing. The preferred method is to allow workstations
to claim licenses at first access, however you may manually add
workstation licenses.

The License Manager provides a snapshot of your Sage Intelligence
Reporting licenses and module configuration.



Manually Adding Workstation Licenses

L4 License Manager @
File Help
Connector Licensed ES Analysiz Licensed N0
Report Manager Licenzes 1 Report Viewsr Licenzes |0
fissigned Licenses Fieport Designer Licensed |YES
| Licensze Type "Work gtation |
Report Manager SAGEACCPACET -0
Add | Change | Delete |

1. Select the Add button to add a new license, the window below
will appear.

Add licenze @

|Jzer |

Le] Lo

Licenze Type |

Report Manager
Report Yiewer

ak

Cancel |




a M 0D

Enter the User name to assign the license to.
Select the license type you would like to add.
Click OK.

You will now see the license you added along with the license type.



Manually Changing Workstation Licenses

1. When the License Manager is opened, the screen below will open,
listing the licenses.

-

L4 License Manager @
File Help
Connector Licensed ES Analysiz Licensed N0
Report Manager Licenzes 1 Report Viewsr Licenzes |0
fissigned Licenses Fieport Designer Licensed |YES
I zer | Licensze Type "Work gtation |
Report Manager SAGEACCPACET -0
Add Change Delete

2. Select the Workstation license you would like to change and select
Change.



E.A License Manager @

File Help

Connector Licensed ES Analysiz Licensed N0

Report Manager Licenzes I'I Report Yiewer Licenzes

Feport Designer Licensed | YES

477

Azzigned Licenzes

|Jzer | Licenze Type | W orkstation |
AN Report banager SAGEACCPACET -0
Change license
|dzer LI

Licensze Type

Add | Change Delete |

3. Select the dropdown arrow to change the license type to your desired
setting.

Change license

sz | ADMIN |

License Type I Report Manager

Report Yiewer

EOE, ECancel

4. Click OK.



Manually Deleting Workstation Licenses

1. When the License Manager is opened, the screen below will open,
listing the licenses.

L4 License Manager
File Help
Connector Licensed ES Analysiz Licensed N0
Report Manager Licenzes 1 Report Viewsr Licenzes |0
fissigned Licenses Fieport Designer Licensed |YES
| Licensze Type "Work gtation |
Report Manager SAGEACCPACET -0
Add Change Delete

2. Select the Workstation license you would like to delete.

3. Select the Delete button. (The workstation license will be immediately
deleted)
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Upgrading from Older Versions of Sage
Intelligence Reporting

Newer installations of Sage Intelligence Reporting do not overwrite
existing installations when installed. Any existing reports required within
a newer version of Sage Intelligence Reporting will need to be manually
exported out of an existing installation, and imported into the latest
installation.

The process for importing existing reports into the latest Sage
Intelligence Reporting installation is as follows:

*Please note that as your existing reports have been designed for an
older version of Sage Intelligence Reporting they may need to be
modified to function correctly.
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Login Properties

e User Name — The name of the Login.

= Your Sage Intelligence Reporting logon credentials will be
required

¢ Password — Sage Intelligence Reporting password will be
required.

Open Company

zer D AN Windows Authentication
Fassword Change Pazsword...
Compary Sample Compar Inc. ']

Sezzion Date  2012/02/03
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Standard Reports Available

Sage Intelligence Reporting comes with sample reports that you can use
as templates when creating your own reports.

Financial Reports

Sample Company Inc.

Management Accounts
1 - Aotual ! Budget ! Varianoe f Blank 1-12, Otrs &Y' TO ! Annual Budget Income Statement
2 - Potual ! Prior { Blank 1-12, Gtrs & YTD ! Annual Pricr Income Statement | Balanoe Sheet |
3 - Aotual ! Budget ! Prior ! Blank 1-12 & ¥ TD ! Annual Budget & Prior Income Statement
4 . Aotual 1-12, Qus &YTD Income Statement | Balanos Sheet |
5 - Aowual 1-12 1 Blank § Budget 1-12 &Y TO ! Annual Budget Income Statamant
& - Aotual 1-12 § Blank § Prior 1-12 & ¥ TD { Annual Prior Income Statement | Babnee Sheet |

Aaotual 1-12 ! Elank ! Budget 1-12 ! Blank ! Pricr 1-12 & Y TD
= L I L
T - b Brnusl Budger ? Ansl Prier ficarmu/ Hrtamest
8 - Aotual { Budget ! Varianoe § Blank - Cumrent Month & % TD ! Annual Budgaet Income Statem ent
Aotual ! Budget § Prior ! Blank - Cumrent Month & ¥ TD
9. Income Seatement
& Srvual Budger | Snoual Prior e e
------------------------------

10- Annual Pricr { Blank ! fotual Current th § Blank ! Aotual ¥ TD ! Balance Sheet

11- Aotual Current month ! Blank § Actual ¥ TO f Annual Prior Income Statemeont
12- Aoctuals ¥ TO Comparison Last 5 Yeors Income Statement

Financial Trend Analysis



Flease select account from dill down list

GL Acoount W20 - Bank 2000unt, operating
sample Company Inc.
Trend nl'lib[!ﬂ - 1020 - Bank acoounl, aperaljng
for the panod January 2019 to December 2020
Janwary  February Mareh April May June July  August Seprember  Oclober November  December
Current 732 802 212911 1112450 B89 138 1117141 823 =11700 87 - - - =| B i
Prior A7 493 2654| 5TO831 541003 113917 133352 1258544 493 B8 14783| 305683 199970 113 488
Variance -1825% TO22% 95% 24% H3E1% ~11% 00 -100% =100% =100% -100% =100%
156 oo
L0000
00000 |
e
505000 |
-3 900000
1300000 . .
| meary | orerany | owaeh | oapd | My | o | s | ugee | osewebe | onswr | dowmte | Deanb
D ™R Hifi 1112480 Lo 1i7 54 m : 4i%0 | a v .
—rr | azam | zeM | smem | samcmy | amew | amam -4 250545 e | s | sses | W |

Dashboard Analysis

The Dashboard Analysis report contains a one-page summary of key
business information. The report features Top 5 Reporting on customers,
items, expenses, and contains both text and graphics to help with daily
and long-term planning. In addition, comparative Profit and Loss figures
are displayed for both the current month and year-to-date figures from

the start of the current financial year.



DASHEOARD - SAMPLE COMPANY INC.

. e Budget Varbaneoe Aztual Budget Yariamee
Profit & Loss e ¥TO TOR 3 EXPENIES

e
Cost of Sales 1021403 ¥ 2438 W - 2 dEE 14
22265 | 1273265 || 6190424 | 2307000 | 83 424
1323 138 sl SEmEiEd T 270000 7 |34k 295)

w3 127 | iz 245 127 || (o avs)| ja0s Gou)| 339 2% |

Budgst Variance BAetual Budget Wariamee
Mar ¥T0 YTO

TASS YTO ¥ Bodpel YTD

TOP 5 CUSTOMERS

arch 2020

% Top 5 Custoemer Groups
108% | FetailBales Group 107
245% | Wholessle Sales Growp (170 743)
WK -
5% -

Top § ltem Categories Quankity

Bottam 5 ltem Categoiies  Quantitg
Brcegiotieg

Income Statements

Sample Company Inc. DgcJ
Income Statement for Period Ending mber 2020

Jan 20 T _dants ][ Feb 20 [ Feb I Mar I
HAotual | Buﬂ( | Prrior Actual B Priar Actual Prrior

Reovenuc 2440 22053 763 000,00 3457 BELES 317 E¥3.93 763 000.00 1803.68 3 073 B67.61 TEIOO0D.00 2 634 366. 18
Cost of Sales £40 702,95 - 296309072 BZBOILTR - BT 103140255 - TBM183
GROSS PROFIT § [LOSS) 1793 517.57 76300000 &434 562.93 2 348 641.27 TEI 0D00.00 1138.95 2042 265.06  TEI 0DO00.00 1 36E 022.35
Othe: Income 200 806,55 - 47553037 23097155 - - 7I5SIM - 20579398
Dty raveniss W07 2 T Al NDEIE 20 2 = WeB2337 T @m0
Renital ieveruie ar 3 - HdEM2 100 215.50 - - 102 213,83 - §3091.34
Intesrest moame: T000E4 - ™ ESRET BlGZ23 = = §22343 - TIET.23
MisoeBsonsincons 1044488 - 21428 12oms? 5 ) 225185 - WER2
Cost and Expenses 2 d6T 336.56 504 000,00 5 146 655.02 2 231555.89 504 00000 - 2164 B57.31 S04 000.00 1673 028.23
NET PROFIT { (LOSS) BEFORE TAX 457 0K.44) (13500000 1771443.28  _ 2BBO002.93 (135000.000  1138.95 113126.89 (135 000.00) 438 268.10
Prov for Income Tawes i 0000 - 30 00, I:Il]_ 15 00000 - - 20000.00 - 15 DOD. 00
NET PROFIT J (LOSS) AFTER TAX 1475 04441 1135 000.00)  1741443.28 2T3002.93 (135 000.00) 1138.95 H3126.89 135000.00] 483 288.70

Balance Sheets



Sample Company Inc,
Balance Sheet for Period Ending March 2020
Jan 20 Current Mih ]
Opening | Actual | | Aceual |
Current Aissots 4 377 619.30 854 46d. 36 B 333 T03.86
Fimed Axsets 2 T2T 520.88 07 39074 3530 T6I.6T
nuaracry 242752068 152 603 26) 22 TEAET
Watkin progiess c = =
Fumnibure and fiktures = = =
Equipmert - S00000.00 1000 00000
Lard 0000000 = 200 000,00
Acoumulated Deprociation (475 00 007 150 0. Oy [E10 (0. 0ig
TOTAL ASSETS 3 mﬂ‘i = “llmlyq !E : E ﬁ*
Current Liabilities 4 887 065.06 1030 728.81 T 656 073.03
Lang Tesn Liabilities 44 0. g (12 00, iy R0 (0. iy
TOTAL LIABILITIES 4 743 065.06 1018 728.81 TATE 073.03
SHAREHOLDERS EQILITY
Retained Earnings 18B7 2715.12 33 126.83 1778 400.50
TOTAL SHAREHOLDERS EQUATY 1BET 27512 93 126, 69 1776 400.50
TOTAL LIABILITIES AND SHAREHOLDERS EQUITY _BE30340018  _ 1111855.70 3254 473.53

General Ledger Transaction Details



GENERAL LEDGER TRANSACTION DETAILS b ;
for the financial year 2020 /
for the period 1 10 7 P

g
Sample Company Ine. ‘ /:—f

YEAR
PERIOD

ACCOUNT TYPE
ACCOUNT GROUPS

(RN RN
a

Data
Debit

B REFERENCE DESCRIPTION Credil Taotal

=/ 2015 - Accounts payabile, trade 1040 -1 503 - 403
= 30200104 = 1540-Harl Balteries Invoice-HB-953 a -1488 -1 488
= H02001M2 = 1200-Chioride Systems CC485-2285735 a =35 =35
= F200114 = 1200-Chioride Systems Credi Note-CL1S01 1010 a 1010

(=1 2020 - Accounts payable, other BAS B78 1525 223 1119 547
= 2020001131 = January 2020 entries Migc. cash entries GE5 676 0 B35676

Misc, inventory purchasss 0 H15190 H15190
Migc. jpurnal entries 0 568232 586232
Misc, payables enries o Hi11802 511802

=/4040-100-10 - Sales, accessories a -4 T4 -4 364
= 20200104 = 1200-Mr. Ronakl Black Invoice-F0000000000030 a = 186 = 186
= 0200108 1= 1240-The Courtyard Invpice-BOG00000M00031 [t} - 300 - 300
= 202001/31 = January 2020 eniries To record misc. sales a -3 883 -3 883

Grand Tatal 636 686 1531 0001144 404

Sales Master

This report highlights pertinent sales information including item sales
guantities, costs, and gross profits by customer and product.



Sample Company lne. e

SALES MASTER /
For the period from 04 fan 2020 1o 31 Dec 2020

Salesperson 1 Hame [E30]
Customer Group LAl
Category (AN
Period LA
Location Hame (AN
currency AN

A\
Y

_ - ITEM CODE - ITEM HABE Bl OTY Total Cost Total Ext Amount Total Discounts Sales Excl GP i
= 1200 - Mr. Ronald Black | 15304 2 281.78 T 006,50 TO0330 472702 6%
A11030 - Fluorescend Desk Lamp | 58.00 1085.38 147942 347942 Z39404 89%
A13100 - Halogen Desk Light 3.00 m6.31 151.05 151.05 T4T4  45%
A13200 - SOWN 2V Halogen Bulb 312.00 117.43 204 48 204,48 8705 43%
A14000 - Desk Note Book 30.00 23544 T45.50 T45.50 51306 B85%%
A14500 - Buletn Board 15.00 117.72 265,50 285.50 147.78 S56%
A1300B - Answering Machine 10.00 108.25 359.90 359.80 25165 Tk
A1900L - Personal Digial Assistand 5.00 541,25 1 769,95 179995 125870 70%
= 1240 - The Courtyard 363.00 3 440.95 9 602.35 960235 G16440  Bd%
AT1030 - Fluorescent Desk Lamp 75.00 143310 4 45925 448925 3068615 65%
A11050 - 13W WMini Fluorescent Bulb -2.00 -14.20 -14.20 1420 -100%
A13100 - Halogen Desk Light 15.00 351.58 To5.25 79525 ITIET 4%
A13200 - SOWN 2V Halogen Bulb o7.00 35595 819,83 E19.83 26188 43%
A14000 - Desk Note Book 100.00 To4.82 2 455.00 248500 17012 65%
A14010 - Desk Calendar Pad T8.00 4E5.50 124722 1 247.22 TE1.7Z2 B1%
Grand Total 54600 572273 16 641.15 16 641.415 10 BEB.42  &6%

Inventory Master

Displays item cost and quantity information over any given date range, as
well as relevant item location details.



Sample Company inc. . roai

J,&-’
INVENTORY MASTER v
as of 18 Dec 2009 -t

caTEGORY copE-nave [ENTIEEES

ITEM ACTIVE
COST UOM o STOCKING UOM arY  POGTY S0QTY QTYINCL MOST RECENT COST TOTAL AVERAGE COST TOTAL MOST RECENT COST
§ ITEM CODE-HAME LOCATION E n u OROERS i
= A11030 - Fluorescent Desk Lamp B57.00 486,00 3100 141200 104.239857 345 927, 350000 13 197914583
=1 =IEa. Ea. 137.00 310,00 42700 20.297333 2781,170000 2780734621
B2 —IEa. Ea. 2620 5000 2100 210 21.043000 337 944.000000 5513750000
=3 =IEa. Ea 42,00 126.00 16800 20257000 774.220000 BE2 474000
B4 —IEa. Ea. 208.00 10.00 18600 21.555667 4 207.540000 4 440.467402
= TR&NS =IEn Ea 10,00 10.00 21044857 210450000 210 248570
= A11050 - 13W Mini Flugrescent Bulb 37800 500 51500 2300 500 830.00 14.505600 1 370. 790000 1 I70.7 10100
=1 —IEa. Ea. T0.00 10500 1500 18000 3626400 253.550000 253.845000
=2 =IEn En 143.00 0o B0 18500 JEmA0 S18,580000 S1BSTEN0
=3 SIEa. Ea. 75.00 150.00 22500 3626400 271280000 2T1.360000
=4 =IEn En 50.00 500 250.00 500 240.00 JE200 1. 370000 328 367000
=/ A13100 - Halogen Desk Light HiN BE5.00 5800 125000 104753800 A1 2649.370000 11 269186645
81 —IEa. Ea. 125.00 21500 5000 28300 25.433333 32545.160000 3 256.106624
=2 =IEn En 165,00 X0 Bop 15200 25428000 4157.400000 4 167 270000
=3 —IEa. Ea. 75.00 50 100.00 25.433657 1 807.200000 1°807.300025
=4 =IEn En 500 G00.00 E75.00 25428000 1 S07.910000 1 547510000
Grand Total 1478600 504 80500 112.00 503 25200 THA¥1ET 358 567540000 25437 871442

Purchase Order Master

This report lists relevant purchase information by vendor and item
number for any given date range. The report can be filtered by vendor,
item number, or unit of measure.



/":'-..
FJ
L F,
Sample Company Ine. i
-
PURCHASE MASTER "
For the perfod from 01 Jan 2020 1o 31 Dec 2020 //;,-"
o

Category

Location

Period

Currency

Vendor Code - NamiEd tem Code - Name Total Unit Cost

= 1200 - Chlaride Sysiems 287.00 & 10785
A11030 - Flugrescent Desk Lamp 57.00 656,80
A13100 - Halegen Desk Light 5.00 117.50
A19008 - Answerng Machine 100.00 1 000,00
A19005 - Caleulaior 10:0.00 S00.00
A1900L - Personal Digital Assistant 50.00 5 000.00
AMINGES000E - Kings S000 S2ries Desk Accessaries
CA5048 - High Back Arm Titer =5.00 -4595 95
512008 - Flat Sereen S8 H x SW 10.00 -BE8 50

=l 1540 - Hart Batteries B3.00 1 72815
A11030 - Fluorescent Desk Lamp 35.00 65625
A14000 - Desk Nole Book 40.00 37000
C15008 - High Back Arm Titer 5.00 495 .85
512008 - Flat Screen S8 H x SW 3.00 199.95

Grand Total S80.00 7 B34.00




If the OLAP Module is purchased, the following Cube
reports are also included:

Financial Analysis Cube

This report allows you to analyze G/L accounts by Account Group and
segment over multiple fiscal years.

FINANCIAL ANALYSIS Trend An . "
N /)

s
0 Al - o i
0 Al = il
Al - T
g Al = i
e
ab i
Jrk 2015 Total
3 QTR 1 QTR 1 Total |@QTRZ SOTR 3 U QTR 4
i 3 < | WTH 01 (Jan) MTH 02 (Feb} MTH 03 (Mar}
= Income Statment Accounts -1073 054 -1133 -160 797 -1224 290 1074 289/ 1295 673 1244 T34 2379 106/ 5187 663
4 40 - Sakes Revenue -3r8a 212 -1 810 -2361 B15] -11152 957 -4643 514 -4765 T -1 60 -26083 552 -10765 236
=4000 - Saks -T563 543 Q =184 625 -SITE T4 -3253 108 -3267 950 -3875 244 -20175 076 -rge 542
= 4010 - Sales, accessones -56 021 =1 810 =26 34 -24 T4 -56 554 -101 G4+ =103 575 =376 567 =225 34
= 4020 - Sales, chairs =128 585 Q =62 533 -192 118 =193 861 -206 734 =228 456 221174 -424 127
= 4030 - Sakes, desks =411 382 Q -158 246 411 138 51541 -565 146 -T35 206 -2630 962 -1360 266
= 4040 - Salkes, cabinels =328 226 Q -158 517 -435 743 -4585 931 -524 223 =518 873 =207T5 174 =1064 737
43 - Other Revenue 425 539 1] -205 294 -630 £33 -635 350 -6 344 -F51 072 -2696 610 -1215.0349
432 - Costof Sales 963 099 &M 834 FeE2 113 2009 441 2470 945 2690 537 10853 037 4703 365
423 - Interest Expense 3000 ] 1 504 4 500 4 500 4 500 4 500 13 000
« 24 - Fixed Charges 1093 287 1] 132 390 1146 2536 416 705 3ar 272 563 2143 346 BP0 457
« 25 - Other Expenzes 413 Tiz 1] 1630128 S50 201 3369 536 24 43 4523 567 15003 426 11650 765
26 - Income Taxes 30 000 1] 15 000 45 000 33000 33 00 26 000 137 000 108 000
o 27 - Other 1] 1] 0 [ 0 0 1] a
Grand Total -1073 054 -1138 -160 797 1274 990 1074 283 1295673 1244 T34 2373 706 5187 663

Financial Analysis Cube Trend



TREND ANALYSIS

g0 1o Fingncial Anaksis

a

Value

Trend Analysis

2500000

2000000

1500000

1000000

+500000

4000000

4500000

=200 900

WTHO3
()

T

[ug)

MTH12
-

Income Slalment Accounls ||

ACTUAL Column Labels
Row 219

—+-2019

583 288

163851

460341

|=l=2000] 475014

43127

<136

Inventory Analysis Cube

1741443 475014
WTH 02 iFab) -1138 273013
WTH 03 iMar) ARI288 8310
1TH 04 (Apr) W20 850380
WTH 05 (May) SSEYIIT 1975184
14TH 08 (Jun) 205160  SB054
WTH 07 {Jul) 167120 14438
14TH 08 (Aug) HIBH 1%
14TH 04 (Sep) 2097 -1
WTH 10 (Och) 476953 [
WTH 11 (Nav) 4283 [
WTH 12 (Dec) 48084 d
Grand Total 4807 275 D004 568

This report allows you to analyze year-to-date stock-on-hand quantities,
purchase and sales order quantities, and actual stock values by inventory

group.



INVENTORY ANALYSIS

Location
tam At
Data
Segment Code = Oty On Hand PO Oty S0 Oty Total Actual Cost
# A1 - Accessories A0 38500 540 079.00  124.00 520 340,00 88612
| #AZ - Accessories - Package 569.00 140.00 400 T05.00 57 700
= €1 - Tikter Chairs I58.00 0.0 0.00 JE8.00 325 117
C12208 - Krugg 220 Arm Titer-Brown 74,00 000  0.00 74,00 el )
CH220T - Kregg 220 Arm Tiker-Tan 50.00 000  0.00 50.00 T 450
C12508 - Krugg Arm Tiker-Brown 0.00 0.00 000 0.00 0
C1250R - Krugg 250 Arm Tiker-Rust 35.00 000 000 35.00 311§
C1500B - High Back Arm Tier 159.00 0.00 0.00 159.00 21 538
CA504T - High Back Ther-Tweed 0.00 0.00 0.00 0.00 0
1 2 - Steno Chairs 44,040 000 100 43,00 2 655
1M - Executive Desks 42,040 000 100 41,00 G55 T84
1 02 - Secretarial Desks G000 000 .00 50,00 13 T4
1 F1 - Filing Cabincts 54,00 450,00 200 502,00 10 224
1 F - Filing Cabinet Extras 0,00 G600 0.00 G000 0
2 F3 - Filing Cabinet with Extras 0.0 000 0.00 0.00 0
4 54 - Sereen Dividers 23100 400 0.00 235,00 12T 252
Grand Total 11 743,00 510 679,00 13200 522 290,00 1562 034,

Inventory Analysis Cube Trend

Top 10 Stocked tems gy inseniory Anglvsis
F "
Top 10 Stocked Items
300000
250000
WALES00 - Highlighter
i WALEEED - Pen
W A14700 - Dry-arass Whita Board Mariers
1500.00 W AL4500 - Bullatin Soard
WAL1030 - Fluarescent Desk Lamp
1000.00 AL4010 - Dest CalendarPad
34000 « Dosi Note Book
M ALE5E0 < Pandl
e W A13100 - Halogen Dask Light
u u D WAL1050-13W Mini Flucrescent Bulb
0.00 v v T v T v v v v y
AL6500-  AJESS0-  AL4T00-  AZ4500-  AL10G0-  AL4D10- AL4DO0- AIGGED- Al3100- ALE050-
Highlightsee  Pan  Dryorase  Bulletin Fluorescem  Dest  DeskWets  Pencll  Halogen  13WMAni
WhiteBcand Board  Dosklamp Calondar  Book DesiLignt Fuorescant
Markers Pad Bulb

| A18500 - Highlghles 2500.00
A18530 - Pen 2 500.00
A14T00 - Dry-erase Vihile Board Markers 835,00
| A14500 - Buletn Beard 731.00
A11030 - Pusorescent Desk Lamp 857.00
A14010 - Desk Calendar Pad 373.00
A14000 - Desk Nale Baok 34200
A18580 - Pencil 300.00
A13100 - Halogen Desk Light 44300
A11050 - 13W Wini Flupreseent Bull I78.00
Grand Total 9 665,00




Sales Analysis Cube

This report allows you to analyze sales quantities, gross profits, and
amounts by customer, product, and salesperson over multiple
fiscal/calendar years.

SALES ANALYSIS A
. o /)

Customer Group = -

Item Location -

Sales Rep 2 3

Doc Type = -

Line Total Excd Column Labels | -

c - 2020 Total |
o 2QTR1 OTR 1 Total [ s aTR 2| = 0TR 3

rowiabets [Ej MTH 01 (Jan} MTH 0Z (Feb) MTH 03 (War)

#1100 - Bargain Wart - San Diego 31004 3038 303 1188 3153
%1108 - Bargain Mar - Oakiand 2 068, 3885 ages|  oeer 1913
#1200 - Mr. Ronald Slack 7077 1680 1690 3188 zie0| 7009
1210 - ACHE Pumibing 3082 3288 3288
#1240 - The Courtyard 840 B 283 ezs3| 3319 8502
#1400 - Coastal Electric Company £7e 1080 1050 1132 2183
#1800 - Custom Camfort a54 1183 1183 2034 EFIH
£ 1820 - Wir. Steghan Kershaw 4462 2288 2289
#1880 - Break-Away Designs 4458 5463
%1801 - Or. Oan Penn 232 1188 1188
& 1570 - Mr. Bionald Englan 160 180
& 4030 - The House Doctors 1689 1669
& 7300 - The Royal Cavendish Co. 840 0| ™ 1571
©7400 - The Yoshida Gardens 794 784 784
Grand Total 21832 7813 1200 5968]  18831| 25457] 2160] 46448

Sales Analysis Cube Trend



TREND ANALYSIS

an o Soles Anglvss

Ling Tofal Excl Fin Year| =~
Fin Moaih - [208 2020 |
MTH 01 (Jan} 128 THTY
MTH 02 (Feb) 180 1830
MTH 03 (Mar) 0 858
MTH 04 (4gr) 010794
MTH 05 (May) 3077 12 548
MTH 05 (Jun} o 2115
MTH 07 (Jul 0 2160
MTH 08 (Aug) m 1|
MTH 0% (Sep) 5032 1]
MTH 10 (Ot 1534 1]
_A\\"',_MF-'/\.:_ NTH 11 (ow) [
MTHOL | MTHO2 | MTHO3 | MTHO4 | MTHOS [ 07 | MTHOB | MTHOS | MTHI0 11 | MTH12 | Grand MTH 12 (Dec) 1078 0
Usn) | (Feb) | iMee) | (aps] | (Mm] | Dusd | WUl | (gl | Bep) | (oa) | (New] | [Dec) | Towl Grand Total 21932 46 448
| ——Fin Yoar 2020
—m-Finvesr 2020 7973 | 1250 | ssee | wo7as [a2ses | zus [ zie0 [ [ [ [ o | 45a4
——finvear2018) 338 | 1830 [} [} 1077 o 0 77 | sem: | 1534 [ 178 | 2191



Running a Report from the Report Manager

1. Select the report you want to run. For this example, click on Sales
Master under Sales

2. To run the report, click on the green Run icon, You can also right-click
and select Run or press CTRL+R.

- Report Manager

i |=|@[5=w v - |[]e
Object

§ Home

] Analysis

1 Dashboard

1 Demonstration

1 Designer

[ Financials

1 Imventary

1 Metrics and EPls

[ Multi Company Conzolidation
1 Purchazes

3. Enter Report Parameters. (Date/ Month) (if required)
4. Click OK.

5. The progress status is displayed on the right of your screen and
indicates the process of your report. Depending on the size of your
company data, running a report may take some time. You can
sometimes cancel the report if necessary.

6. Once the process has finished, the report opens in a new Microsoft
Excel Workbook.



Sample Company Ine.
SALES MASTER
For the period from 01 Jan 2020 1o 31 Dec 2020

Salesperson 1 Hame [E30] =
Customer Group LAl =
Category (AN bs
Period LA =
Location Hame (AN =
Currency AR -

CUSTOMER ITEM CODE - ITEM HABE . OTY Total Cost Total Ext Amount Total Discounts Sales Excl

= 1204 - Mr. Ronald Black 153040 2 281.78 T 006,50 TO0330 472702 6%
A11030 - Fluorescend Desk Lamp 58.00 1085.38 147942 347942 Z39404 89%
A13100 - Halogen Desk Light 3.00 m6.31 151.05 151.05 T4T4  45%
A13200 - SOWN 2V Halogen Bulb 312.00 117.43 204 48 20448 8705 43%
A14000 - Desk Note Book 30.00 23544 T45.50 T45.50 51306 B85%%
A14500 - Buletn Board 15,00 117.72 265,50 285.50 147.78 S56%
A1300B - Answering Machine 10.00 108.25 359.90 359.80 25165 Tk
A1900L - Personal Digial Assistand 5.00 541,25 1 769,95 179995 125870 70%

= 1240 - The Courtyard 363.00 3 440.95 9 602.35 960235 G16440  Bd%
AT1030 - Fluorescent Desk Lamp 75.00 143310 4 45925 448925 3068615 65%
A11050 - 13W WMini Fluorescent Bulb -2.00 -14.20 -14.20 1420 -100%
A13100 - Halogen Desk Light 15.00 351.58 To5.25 79525 ITIET 4%
A13200 - SOWN 2V Halogen Bulb o7.00 35595 819,83 E19.83 26188 43%
A14000 - Desk Note Book 100.00 To4.82 2 455.00 248500 171018 65%
A14010 - Desk Calendar Pad T8.00 4E5.50 124722 1 247.22 TE1.7Z2 B1%

Grand Total 54600 572273 16 641.15 16 641.415 10 BEB.42  &6%




Home > Getting Started Guide > Copying, Pasting and Renaming Reports



Copying, Pasting and Renaming Reports

You can copy and paste a report, at any stage, in the Report Manager.
These functions are useful in Sage Intelligence Reporting because all the
Master reports are locked and you need to make a copy of these master
reports. Use the copy, paste, and renaming methods so you can create
new reports from an existing report and therefore not corrupt the master
report.

You may have a sales report that shows a customer analysis on sales;
however, you want to create another report that shows sales analyzed by
Reps. You can create a copy of the original report, and then rename the
copy to Sales by Rep, then customize the new Sales by Rep report. You
have the benefit of re-using all the containers and expressions in the
original report without having to create them from scratch.



To create a new report from an existing report

1.
2.

Open the Report Manager.
Right-click on the report you want to make a copy of.
Select Copy to copy that report to the clipboard or click on the Copy

icon in the toolbar.

@ Report Manager
o glm el v | e wleialhssl 2 $lF

Object | Propertias ] Union Sub Beporls
4] Harne Fepon D
—1Dashboard Repors |“3
21 Damonstration
ZiFinancisl Fieports Fiepor Mame
lnventory Feports [Sales Master 31 (M)
—1Furchasze Reports
j_ﬁ_meg Feports Description
et Soles Mastar o
Top Custome| ek
Rename
Delete
Run
Run Sample
Design

Create and Link Template

Un-link Template

Lock

UnLock

Create Report Run Shortcut File (*PR21) File
Check/Test

Properties

Refresh

History

Move To

Export Report

Generate Scheduler Command
Clean Template Pivot Fields
Purge Instance History

Now paste the copied report onto a folder.

Select a folder. You can choose the same folder that contains the
original report or a different folder.

Right-click on the selected folder and select Paste. Note — You can use



the short-cut keys of CTRL+C to copy the report, and CTRL+V to
paste instead of using the menus.

. Rename the newly copied report. By default, the report’s name is Copy
of <report name>.

&= Report Manager
a | i@ @] mv] -] »|o|w]e]
Object |
[A[Home
ZIDashboard Repors
Zl Damonstration
—IFinancial Repons
lnventory Feports
_IPurchase Repors
:Ilﬁ_ules Bepors
o S ales Master 31 (W)
=
[#]Top Custamet Open

Rename

Delete

Run

Run Sample
Design

Right-click on the report and select Rename to give the report a
different name. You now have an exact duplicate of the original
report that will obtain its data from the same place, and deliver it
in the same format, until you make any changes to this new
report.



Home > Getting Started Guide > Creating and Linking a Report



Creating and Linking a Report

It is entirely possible to customize the look and layout of the Sage
Intelligence Reporting Standard Reports. Although these reports are
designed to encompass the needs of most business organizations, you
may want to change the appearance (colors, text style, etc.) to reflect
your company image, and perhaps change the order or inclusion of
columns to suit your company processes. These changes can be saved
for the next time you run the report.

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

Note: If you are unsure of making changes to any of the Standard
Reports, you should create a copy of the report before you make any
changes.

Sage Intelligence Reporting users must make a copy of a report in order
to edit the standard reports.

To copy a report
1. Open the Sage Intelligence Reporting Report Manager.
2. Right-click the report you want to copy and select Copy.

3. Right-click on the report folder in which you want to paste the copy and
select Paste. The copy of the report is renamed as Copy of and the
original report name.

To create and link the Report
1. Open the Sage Intelligence Reporting Report Manager.

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



[+

.ﬁﬁepurth#alager
= |oi|m|@| %) v| - |[p]o|w]y

I&lh ject |
Homea

C Dashboard Repors
Z1Demansiration

ZIFinancial Bepors

Zllrrsantary Bepors

ZlFurchase Repons

H5ales Reports
i Cooy of Sales Master 3-1 (M.
[#|Sales Master 31 (k)

Top Cuslomers by Product 3.

Make the changes to the report; ensure that Sheet1 (where Sage
Intelligence Reporting puts the Raw Data) and Sheet2 (where Sage
Intelligence Reporting puts the report parameters) are unchanged.

salje

Sample Company Inc. . f s L
SALES MASTER };f i

For the period from 01 Jan 2020 1o 31 Dec 2020 s f)
I

Salesperson 1 Hame [E30]
Customer Group AN

Location Hame (AN
Currency AN

=
ARnDnnL
N
b

_ - ITEM CODE - ITEM NAME Bl OTY Total Cost Total Ext Amount Total Discounts Sales Excl GP i

= 1204 - Mr. Ronald Black . 153040 231,78 T 008,50 TO005.80 472102 6%
A11030 - Fiparescent Desk Lamp 58.00 105538 147942 347942 239404 80%
A13100 - Halogen Desk Light 3.00 Ta.31 151.05 151.05 T4T4 4%
A13200 - SOWM1 2V Halagen Bulk 32.00 117,43 204 4B 204,48 8705 43%
A12000 - Desk Note Book 30.00 235.44 T48.50 T45.50 51306 65%
414500 - Buletin Board 15.00 117,72 265,50 285,50 147.786 56%
A1S008 - Answering Machine 10.00 108.25 359.80 359.590 25165 T
A1900L - Persanal Digial Assistand 5.00 541,28 1709.95 1799595 125870 70°%

= 1240 - The Courtyard 363.00 3 440.95 9 602.35 950235 616140  &d%
AT1030 - Fluorescent Desk Lamp 75.00 143310 4 459.25 449925 300615 63%
A11050 - 13W Wini Fluorascent Bulb -2.00 -14.20 -14.20 1420 -100%
A13100 - Halogen Desk Light 15.00 361.58 755.25 79525 ITIET  4%%
A13200 - SOWM1 2V Halagen Bulk o7.00 355,95 819,83 E19.83 2EIBE  43%
A12000 - Desk Note Book 100.00 To4.82 2 455.00 248500 171018 65%
A14010 - Desk Calendar Pad 78,00 485,50 1 247,22 12472 TE1.72  B1%

Grand Total 54600 572273 16 611.15 16 611.15 10 BER.42  66%

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

Right-click on the report for which the changes were made and select



Create and Link Template.

& Report Manager
Sl ] =) Y I R e T R 3 = Y T
Dhject | Froperies ] Unian 3L
[4]Home Repon D
1 Dazhboard Beports Eq

1 Dermonsiration

CIFinancial Reports Fanon MName
CInventary Reports Copy of Sales Mastar

CIPurchase Repons
[ 5ales Reports Description
i Copy of Sales Mester 3-1 (M. | |=ale Details an ams

Sales Mastar 31 (M)

(8]
¥ Top Custormers by Pro i

Rename
Delete
Fun
Fun Sample
Design
I Create and Link Template
Un-link Template
Lock

6. Select the Microsoft Excel workbook with the changes in the window
that appears. Please note that all Microsoft Excel workbooks that you
have open will be listed in the pop up window, so make sure you select
the correct Microsoft Excel workbook to create and link.

7. Click OK.

r .l

Select Workbook to Convert to Template

Selectan Excal Workbook from the list below. The format of this
workbook will be stored as & lemplate for this report.

Copy of Sales Master 3-0

Ok, | Cancel |

8. When the following window appears, click Yes to link the workbook.
Clicking No will not link the workbook.



I.-""_"“-. This report has the Option to Place Parameters on the Second

k. U ! Worksheet set. This requires that the contents of the Second Sheet of
WorkBook [Copy of Sales Analysis 1-01] be cleared first. Is this okay?

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

Specify Template Mame

OF. I Cancel |

’l

10. Click OK. Once the template has been successfully linked, a
confirmation window appears.

-

Completed Successfully @

11. Click OK.
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Adding and Creating a New Report

To create a new report from existing containers, it is advisable to create a
new folder or the other option is to create the report in an existing folder.
Remember that folders contain all the reports related to a particular topic,
for example, all reports related to Sales. You cannot create sub folders.



Creating a New Report from Existing Containers
This process consists of two steps:
¢ Adding a folder
¢ Adding a report
To add a folder
1. Open the Sage Intelligence Reporting Report Manager.
2. Click on the Home object.
3. Right-click and select Add Folder.

@ Report Manager

0 T e Yl I R Y Y S Y
Ohject | Froperie:
“Zlba _Open

Sioe

jm Properties

EFu Refrash

ElSa

Unlack Excel

4. The Enter a Name for the Folder window appears. Enter a name for
your folder; for example, Sales Test.

5. Click OK.

To add a report

1. Select the Folder where you want to add the report; for example, Sales
Test.

2. Right-click and select Add Report.

3. Select the type of report to add when prompted. You will add a Standard
Report. A Union Report is made up of 2 or more standard reports.



r .l

Please select the type of report to create

(& Standard Report

" Union Report

] cesl |

4. Enter a new name for the report.

Enter a name for the Report

(] Cancel |

5. Click OK and the Select Data Container window appears.

Select Data Container

M ame Farent Connection

Dezcription -

Pe

Py
L

GL Account Group 3-0 [AE-FWS]
GL Tranzactions 3-0 [AE-FYS]
[Fventony Analyziz Container 3-0 [AE-P..
|Fventony b aster 3-0 [AE-FYS)

riod D ata 3-3 [AE-FYS)

GL Account Group Table uzed...

Ledager Tranzactions

Stock on Hand, ghy on orders ...

Stock detailz per location
Fizzal Period Information

rchase b aster 30 (AF-PWS]

Sage Accpac [Auta O
Sage Accpac [Buto C
Sage Accpac [Buto C
Sage Accpac [Buto C
Sage Accpac [Buto C

3

Conzolidated Financial Trial Balance Sage Accpac Conzoll
Conzolidated Financialz 3-2 [AE-PYS] Trial Balance Sage Accpac [Auta C|
Conzolidated GL Account Group 3-1 (4. GL Account Group Table used..  Sage Accpac [Auto C|
Dazhboard Financialz 3-3 [AE-FYS] Trial Balance Sage Accpac [duto C
Financial Analysis Container 3-0 [AE-P...  Chart of Account Details reflec...  Sage Accpac [Auto £/ E
Financial Reports 3-2 [AE-FWS] Trial Balance Sage Accpac [Auta C|
Financial Reports Designer 2-1 [AE-PYS]  Trial Balance Sage Accpac Eu:unsu:ulig
Financial Reports Designer 2-2 [AE-PYS]  Trial Balance Sage Accpac [duto C

]9

Cancel

6. Select the data container from which you want to source your data. The

Choose Column fields window appears.




Choose Column Fields

Amount Faid

Compary Mame

Cost Code (D

Cuztomer Account Mumber
Cuztomer Balance

Cuztomer COD Termsz?
Cuztomer Contact Email
Cuztomer Contact First Mame
Cuztomer Contact Last Mame
Cuztomer Contact Middle Initial

un5e|e.:m||| Select Al | 0K, e

7. Select the columns you require in your report.
8. (Optional) Click Select All to select all of the expressions.

9. Click OK. Your new report is now in your specified folder.

To run the report: In the object window select the report you have

just created and click on the Run icon | on the Report Manager
Toolbar.

Your data will be opened in Microsoft Excel in the required
format.
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Sage Intelligence Reporting Report Properties

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



Report Properties Overview

We will look at the properties and columns of a standard report.

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

Properties Tab

The Properties tab enables you to view and change general report
details such as the report name and description. To confirm any change
click the Apply button on the top right of the properties window.

& Report Manager

lroefeE] 2

| gaE|pRa v -] »ow/e/ia|ald] 9 47

Object |

[PfDPE'F'JEE»] Culumns| Fil!ers| Farametars | Sor Figlds | Aggragaie Fillers|

[AHome
_1Dashboard Feports
| Demonstration
ZFinancial Repoarts
lnentory Rieports
_I Furchase Repons
_15nles Reports
Rl o0y of Sales Master 2-1 (MEE2
Sales Mastar 2-1 (MEGZ)
W= ales Master JC 21 (MEEZ)

B [~ ]
|5z

F
Fieport Name
|Dcupy of Sales Master 2-1 (MEGZ)
Descapiion
|5an33 Dietails such as Oty, Cost. SellFrice, GF and GF2 grouped by Staff, Customer

Templete Storage Location
|C:dene:£>'£0'l.1'emplules\

Eeport Template (Excel 97-2003 Template i)
|Cu|:ry of Salas Master 2-1 (MEEZ).xlt

Farameaters on Sacond Sheet [+

_r Shine Achsanced ﬂ_
[T0Objects

Columns Tab

The columns window lists the columns that make up the Microsoft Excel
report. You are able to Add, Remove or change the order of the
columns using the buttons on the top right of the window.




.Iiﬂ:l |.\:'-"II'F

Object

Haome

ClDeshboard Feports

[ClDemonstation

[EdFinancial Fepons

[Eirventory Reports

CiPurchase Feports

[E15ales Repors
i Copry of Sales Master 21 (MEGE)
[¥] sales Master 21 [MEEE)
[#]Sales Master JC 241 (MEB2)

o)

Fropeies _:CD|UI'I'IH5] Fitters: | Parameters | Son Fields | Aggregate Fiers |

Mame

| Aggregate Funct, |

P COMBARYMNA,
B MO

B TRANSDATE
b= PERIOD

P YEARAGE

F CLISTOMERRKD
B CLSTOMERN...
B CUSTOMERG..
P CUSTOMERG..
E CUSTORDER..,
B BRANCHCODE
= BRANCHMAME
P CURRCODE

F CURRSYMBOL
B EXCHRATE

B REFMO1

P REFMo?

B REFMo3

B GLACCTHOD

B GLCODE

P GLACCMAME
E SUBCODE

B SALES_a2ChiD

B SALESMOD

P SALESPERS...
F STOCKCODE
B STOCKCODE...
B STOCKGROLU..
P STOCKGROU..
B DESCRIFTION

L L U S et

Mowve Down

100bjects
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Adding Additional Columns

1. Select the Columns tab from the Properties window.

2. Click Add.

& Report Manager

AR R e R E O LR EE

=l

)

Managemenl Pack D-2-..
[#]FkL Analysis Dashboar,
[¥]RkL Dashboard 20 (De.,
L{_jSaJes Cube Repor 2-0 (...
i Zales Details 20 (Dema)
[¥] Stock Re-Order Levels .

B CusfomerCate. .
I+ CustornerCod..
F= Customertlame
F CustSupplD

I Date

I+ Description

I+ DocType

F Orderto

= Period

- FroduciCateg...
I+ FroduciCodathl...
F FroducilD

I Producitlame
B Oty

I+ BecordType

b= SalacmmanT

Object F’ruperliesl Colurmns | Filtars | Parameters | Sort Fields | Aggregate Filters |
Home 3 hame ] AggregateFundi.. | -
1 Demansiratian I Costrice b

|BObjects

3. Select the desired column.

Choose Column Fields

Tl CostPrica
[ CustomerCategony
[l CugtomerCodaiame
L] Customerhlams

| CustSupplD
[1Date

| Dascription

| DacType
[ Orderdo

«

LinEstact.ﬂJl| EalamAIIH Ok | Cancel |

-

4. Click OK. The new column appears in the Columns window.




I Object
Horme

1 Demansiretion
[#]rdanagement Pack O-2-..
[#|EkL Analysis Dashboar...
[#|FkL Dashboard 2-0(De...
[*|5ales Cube Repont 2-0 (..
i Sales Datails 20 Dema)
Stock Re-Order Levels ..

= p w7 ] -] > |o]w|e]i|ala]sls] D |

Froperies Columns

Filters [ Faramaters ] Son Figlds ] Angregate Filters |

Name

I+ CostFrice

F CustomerCate,.
F CustomerCod..
= CustomerMame
B CustSepplD

I Diate

F Description

g

B DocType

= Qrdertlo

F Petiod

F FroduciCateq,..
= ProduciCadail...
I PraductiD

I Productblama

P Oty

L BoromrTuma

| AggregateFunchi.. | = P

m
=
7
=

|8 0bjects
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Moving and Deleting Columns

Moving Columns

If you want the columns to appear in a certain order in Microsoft Excel,
you can change their order in the Properties window.

1. From the Properties window, click the Columns tab.

2. Select the desired column/s.

3. Click Move Up or Move Down.

& Report Manager
1 e e Yl R (S Y [

alals| 9l

Objact |

Properies  Columng |F||ters| Parameters | SortFields | Agoregete Filers |

|£|Hame

Marme |.ﬁ.ggreg&1eFun:L..|

Z1Dashboard Repors

—1Damaongtration

_IFinancial Fepotts

Zlinvertory Feports

Z1Purchase Reparts

—15ales Pepors
1 Copy of Sales Master 2-1 (MER2)
¥]Sales Master 21 (MEG2)
¥|Sales Master JC 21 (MEEZ)

I COMPANYRLA..
= [NVMO

= TRAMNSDATE
F= FERICD

B YEARAGE

[ CUSTOMERND
= CUSTOMERN..
F= CUSTOMERG..
P CUSTOMERG..,
I~ CUSTORDER...
= BRAMNCHCODE
= BRAMCHMAME
= CURRCODE

I CURRSYMEOL
= EXCHRATE

= REFhIo

F= REFhio?

- BEFMO3

I GLACCNOD

= GLCODE

= GLACCHNAME
B SUBCODE

I~ SALES ACCHO
= SALESNO

= SALESFERS..
F= STOCKCODE
I STOCKCODE .
B STOCKGROU..
P+ STOCKGROU..
F= DESCRIFTION
=

BB S

m

|10 Objacts ¢

OR

4. Select the desired column/s

5. Drag to the appropriate position.




Deleting

Columns

1. From the Properties window, right-click on the desired column.

2. Click Delete.

o

=

i

d

Remowve

tove Up

FE:

tove Down

- Report Manager
3 0l Yl R T o Y Y B )
| Ohject [ Properias  Columns |Fi|hers| Pamne:iers| Son Fields | Agaregale Fillars |
@g‘:'g'e - Mame | AggreceteFunci... |
ksl I EroduciCateg..
Elhﬂanagemem Pack D-2- I A
FEL Anabesis Deshboar,. B BraduciD | Delate |
FEL Dashboeard 2-0 (De... B Froduciiame Properties
| Sales Cube Report 2-0(. I City
 Sales Detailz 2-0 (Dema) B RacordType Apply Aggregate
¥stock Re-Order Levels B SalazmanlD
F SalazFarsoni .
B Stars
B Tax
B= Unit
B Unit Price:
F TatalCost
B TaotalSale
I Docho
= Docho

e Objects

OR

3. From the Properties window, click on the desired column.

4. Click Remove.
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Exporting Reports

Reports can be exported from one system and imported into another. The
export function creates a compressed file with an .al_ extension which
can be imported into other systems. The uncompressed version of the file
will create a file with the extension .alx

1. From the Object window, right-click the desired report and then select
Export Report or click on Tools and then click Export Report.

- Sage 300 ERP Business Intelligence 6.1 - [Report Manager]

. File Action Report Window Help

| | | [#] || | "-j Export Report
Generate Scheduler Cormrmand

Object |
& Home Clean Ternplate Pivot Fields
_:l Analysis Purge Instance History
1 Daghboard
1 Demonstration
1 Designer
[ Financials
L Imventary
1 Metrics and EPls
[0 Multi Company Conzalidation
1 Purchazes
L 5ales
|E| Copy of Sales Magter 3-1 [AE-PYS)
L Gales Master 31 [BE-PVS)

2. Select the Export folder when prompted.

3. Click Save. A message will appear to confirm that your Export
Succeeded.



Report Export @

i . '| Export succeeded. To import this report into another system do one of
WY the following:

1. Select a destination connection in the Connector Module of the
destination system and run the Import Report function from the Tools
ITenu.

2. 5elect a folder in the Report Manager and run the Import Report
function from the Tools menu.

4. Click OK.

To import a Report into Sage Intelligence Reporting from an export file
see Importing a Report.

Note: If you are running a Third Party Developer License of Sage
Intelligence Reporting then it is possible for you to protect your export
files. See Exporting Reports with Protection in the user's guide for more
details.
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Importing Reports

Reports can be exported from one system and imported into another. The
export function creates a compressed file with an .al_ extension which
can be imported into other systems. The uncompressed version of the file
will create a file with the extension .alx

Report export files (.alx files) and compressed export files (.al_ files -
version 3.5 and later) created using the Export Report facility can be
imported into Sage Intelligence Reporting. Using this facility, reports can
be created in one Sage Intelligence Reporting system and distributed to
other Sage Intelligence Reporting systems.

1. Right-click on Home in the object window and select Import Report
or click on Tools and then click Import Report.

- Zage 300 ERP Business Intelligence 6.1 - [Report Manager]

- File  Action Report Window Help

|ﬁ|ﬁ|@| |E| | Fun Report Batch
Run Report Batch (Mode 2)

Object
Home Add Sub Query Report

1 Analysis
:: DasP-:II:uDard Add Dataless Report

1 Demonstration
[ Designer

[ Financials

1 Imventary

1 Metrics and EPls
[ Multi Company Conzolidation
1 Purchazes

o
Copy of Sales Magter 3-1 [AE-PYS)

[fl Sales Master 31 [AE-PVS)

Irmport Report

2. Select the report to be imported (file with the _al extension) and click
Open.

3. In the Import Report window, select the Target Connection
(Connector).

4. Then select the Report Destination (the folder).



!mpom:rt
Fiapait Mame: [5ales Master 20 [AE-PVS)
Created By Company:  [TRIAL
Frapot Contaner Source: [5aleshasher 3-0 [AE-PYS)]
Creation Time: [2010/06A 4 105920 &M
Original Tesnolate Name:  [Sales Master 30 [AE-PYS L
Template Fie Siza [bptes] [264454

Driginal Coanection Mame: (S zne Acepac bt Connect]
Driginal Connection Toe: [Pervasive ODBC Chent Inteiface
E=pot Libeary Yerzion: |4_3_u

Irnpoet Librasy Vi sioe: |&E.2?1’E|

Target Connection: Sage Socpat [Buko Connect]
Tamet Connaction Type: |
Riepoit Desfination: |Sele3 j
Impot Cancal

5. Click Import.

Import Report @

6. Click OK.

7. Double-click on the folder to refresh.

Below is a list of the information that is supplied to you for an import and
a description of each element:

Report The original name of the Report in the Source Sage
Name Intelligence Reporting System

Gl iy The Company that created the Export File
Company




Report

The Source Container for the Report in the Source Sage

Container . :
Source Intelligence Reporting System
C.r eation The Date and time that the Export File was created
Time
Original The name of the Report Template in the Source Sage
Template Intelligence Reporting System
Name 8 P y
et The size (in bytes) of the Report Template File
File Size
Orlglnal. The name of the Source Data Connection in the Sage
Connection Intelligence Reporting Source System
Name
E?(port The Version of the Export Program Library used to create the
Library .
. export file
Version
irf;)port The Version of the Import Program Library being used to
1orary perform the import
Version
Target The Connection that you have selected as the Source for the
Connection | new report that will be created by the import
Target The Source Connection Type of the Connection that you have
Connection | selected as the Source for the new report that will be created
Type by the import
Report The Report Manager Folder into which the new report will be
Destination | imported
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Reasons for Organizing Data into a Pivot Table

Four key reasons for organizing data into a Pivot Table are:

e To summarize the data contained in a lengthy list into a compact
format

¢ To find relationships within the data that are otherwise hard to see
because of the amount of detail

¢ To organize the data into a format that’s easy to chart

¢ View the same data in many different ways quickly and easily

Pivot Table reports use functions, allowing you to total, average and
count data. These functions also provide subtotals and grand totals
automatically, where you choose to show them.

Original Worksheet

A | B | i | D | = | F | 6 | H

1 Branch SalesParson  CategoryName ProductName Date Quantity UnitPrice ProductSales
2 |EastCoast  Anderson. P Confections  Maxilaku 01/01/2006 a0 1600 480.00
3 |EastCoast  Johnson. A Grains/Cereals Gnacchi di nanna Alice 01/01/2006 0 3040 2128.00
4 |EastCoast  Peters. K Grains/Cereals  Tunnbréid 02/01/2006 B0 7.0 432.00
b |EastCoast  Bonders. P Canfections  Pavlova 03/01/2006 20 1390 291.90
B |East Coast Mewson. L GGrains/Cereals | Singaporean Hokkien Fried Mee 03/01,/2006 0 N0 445.00
7 |EastCoast  Lain. T Seafood Boston Crab Meat 07/01/2006 20 1470 29.40
0 |EastCoast  Petks. M ISeafootI !Inlagd il 07:01/2006 5 1540 76.00
9 |EastCoast  Anderson. P Beverages Chai 07/01/2006 10 1440 144.00
10 |East Coast  Johnson. A Dairy Products | Gudbrandsdalsost 07/01/2006 15 2840 432.00
11 |EastCoast  Peters. K Dairy Products | Queso Cabrales 07012006 a0 k8D 504.00
12 |EastCoast  Bonders. P Beverages Chai 14/01/2006 241440 345.60
13 |EastCoast  Mewson. L Confections  Teatime Chocolate Biscuits 16/01/2006 2 7.30 146.00

Pivot Table



Branch East Coast

Sum of ProductSales Column Labels E
Row Labels Bl}air}' Products  Beverages Grains/Cereals Condiments Meat/Poultry Confections Produce Seafood Grand Total

Anderson. P 22118 2816 1292.6 69535 163.9 53262 978 121855 2096055
Bonders. P 37825 1859.6 1769.6 7578 4037 1268.7 1360 39584 187936
Johnson. A 18864 413065 7345 1146 22194 1351 1784 408 2027245
Lavin. T 38158 1918 1472 1958 5 18621 2393 65 1060 23114 1680145
Mewson. L 70535 48915 2440 1380 6917 51565 795 183778 3047328
Perks. M 69226 112885 2492 8 3506.5 8618 T05.75 2931 B4876  35196.55
Paters. K 3966.5 2104 9535 994 1 820 45457 1410 46379 194817
Grand Total 29641.1  29008.25 17765.5 16696.4 16581.2 20749.5 10308 20929.63 161979.58
Pivot Chart
12000
10000
M Dairy Products
Gl M Beverages
6000 M Grains/Cereals
M Condiments
4000
M Meat/Poultry
el m Confections
Q m Produce
W Seafood




Home > Getting Started Guide > Creating a Simple Pivot Table in Excel > Pivot Tables Excel 2007 > Pivot
Table Concept and Layout 2007



Pivot Table Concept and Layout

Microsoft Excel 2007 Concept and Layout

An important point to remember when working with Pivot Tables is that
you are working within a layout slightly different to a normal Microsoft
Excel worksheet. A Pivot Table has its own Ribbon and that alone
provides functionality specific to the Pivot Table and not to a normal
Microsoft Excel cell on the worksheet.

Although one can format a cell using the Format Tools on the Home tab
of the Ribbon, a Pivot Table provides its own Format Cells option on its
Ribbon as it is treated as a separate entity.

A Pivot Table has its own layout and is split up into 4 sections.

Drag fields between areas below:
¥ ReportFilter 7 Column Lab...

14 Row Labels = Values

Each of the above sections is used to show fields from the Pivot Table
source data, each section having its own purpose.

This section assists in providing a third dimension to
your data. It can also provide a more
summarized/filtered view of the rest of the fields
displayed in the other sections.

When placing a field in this section it therefore reduces
the number of items within a Pivot Table and in some
instances prevents the Pivot Tables number of items

REPOTt | jimitation from being reached.

Filter




If you include a page field in your Pivot Table you can
choose to display the Pivot Table pages on separate
worksheets. Select the show pages button on the
drop down menu of the Pivot Table toolbar button.
Microsoft Excel will automatically replicate each page’s
data on a separate worksheet.

One would place fields in this section when wanting to

Column | group the data by a specific field for example, by
Labels Customer. Your customers will appear in the columns
going across.
One would place fields in this section when wanting to
Row g
group the data by a specific field. e.g. by Customer.
Labels : : .
Your customers will appear in the rows going down.
One would normally place fields in this section where
their values are numbers such as a gty or amount
field for example, Customer Sales.
Values

Calculations such as sum, average, min, max etc can
be used on such fields. This section has to contain at
least one field.
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Create a Pivot Table Report

To create a Pivot Table you need to identify these two elements in your
data:

e Have a list in Microsoft Excel with data fields (headings) and rows of
related data

¢ Identify which fields are going to go where in your design

Method
1. Select any cell in the data list.

2. From the Insert tab, in the Tables group, click Pivot Table.

(i = 9 - ﬁ]ﬁ

'  Home Insert

%

PivotTable [Table Picture

Tables

3. Make sure that Select a table or range is selected.



Create PivotTable LD

Choose the data that you want to analyze

(@) Select a table or range
TablefRange: Sheetl!$A51:5F515 i

() Use an external data source

Connection name:

Choose where you want the PivotTable report to be placed

() Existing Workshest

Location: | Sheetl!$857 B

4. Make sure your data is listed in the Table/Range box.

5. Select where you want the Pivot Table to go, either in an Existing
Worksheet or New Worksheet.

6. Click OK.
7. Ablank Pivot Table will now be displayed.



A | B C D E K PivotTable Field List v x
1 Choose fields to add to R
|52 report:
3 [ ]Branch A
: PivofTabled | | eleerst
0 [ ] CategoryName
6  To build a report, choose fields []Productame
T | from the PivotTable Field List =| [Joate B
8 [ Quantity
9 [ ]UnitPrice bl
10
11 S Drag fields between areas below:
12 é _ _ ¥ ReportFilter 75 Column Lab...
13| B gEl—
14 \ \ f i1 Rowlabels X Values
15 T
16 ‘
17 . Defer Layout Upd... Update

M 4 » M| 2005 Sheet? | Sheet3 2006 TN u |

8. In the Field List either select the fields you want in the Row Labels or
drag them into the Row Labels area on the Field List box.

9. Repeat for Report Filter, Columns Labels and Values.
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Pivot Table Field List

The Pivot Table Field List contains the fields available for your Pivot
Table, based on the fields in the data range that the Pivot Table is based
on. In addition there are areas where you can add Report Filter (Page
Area fields), sections that list the row and column fields and a section for
the Data Area fields.

PivotTable Field List v x

* e s 9 add g | Pivot Table Field
port: List Organizer
[]Branch

[ ]5alesPerson
[ ] CategoryMame
[]ProductMame

[]Date @— Ficld List
[ ] Quantity

[ ] UnitPrice
[]ProductSales

Drag fields between areas below:

' Repogt Filter % Column La®— ColumnLabels

- Report Filter

1] Row Labels '%M— “Walues

Fow Labels

¥ | Defer Layout Upd..l- Update Defer Layout Update

Turn the Field List On/Off

The Pivot Table Field List is only visible while you are within the Pivot
Table. If you are within the Pivot Table and it is still not visible, right-click
and select Show Field List. You can also turn the field list on and off



from the Ribbon.

Method

1. Select any cell in the Pivot Table

2. From the Options tab, in the Show/Hide group, click Field List
OR

1. Select any cell in the Pivot Table

2. Right-click and select Show Field List



Home > Getting Started Guide > Creating a Simple Pivot Table in Excel > Pivot Tables Excel 2007 > Pivot
Table Field List > Remove, Add and Move Fields



Remove, Add and Move Fields

When selecting a field from the data area to move or remove, you need
to select the field by placing the mouse pointer on the border of the field
and clicking when the pointer changes to the normal arrow pointer.

Fields that appear in the Pivot Table will have a tick in their check box on
the Field List. De-selecting this check box will remove the field from the
Pivot Table.

Remove a Field

Method
1. From the Field List select the check box next to the field you wish to
remove
PivotTable Field List * o
Choose fields to add to report: -:j b

|Branch
|5alesPersan
J/|Categorylame
[¥| Productlame
|Date
| Quantity
|UnitPrice
[¥| Productsales

OR

1. From the Field List, select the drop down arrow next to the field

2. Select Remove Field

Add a Field
Method

1. Select the check box next to the field in the Field List



OR

1. Select the Field in the Field List and drag it to the desired area for
example, Report Filter

Drag fields between areas below:

“ Report Filter 2 Column Labels
14 Row Labels =  Values
Sales Person hd Sum of Produ... ™
Defer Layout Update Update

Move Fields within the Table
Method

1. From the Field List, drag the field to the desired area
OR

1. From the Field List, select the drop down arrow next to the field

2. Select Move Up, Move down etc.



P X M E <

Mowve Up

Move Down

Mowe to Beginning
Mowve to End

Mowve to Report Filter
Move to Row Labels
Mowve to Column Labels
Move to Values
Remowve Field

Field Settings...
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Welcome to the Sage Intelligence Reporting
Software Tutorials

Tutorial Overview

This tutorial is designed to take you on an interactive tour of the Sage
Intelligence Reporting software. To accomplish this you need an overall
understanding of the Sage Intelligence Reporting System software

package. The Sage Intelligence Reporting software package is made up
of two modules:

e The Connector

The main purpose of the Connector is to create and maintain links to

your data sources, for example, an Access database or any other ODBC
compliant database.

e The Report Manager

The main purpose of the Report Manager is to create and maintain Sage
Intelligence Reporting reports linked to Microsoft Excel.

The following tutorials will take you through these processes in detail.
Use the next --> link below to start the first tutorial.

Next -->
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Report Process Overview

How are reports created in Sage Intelligence Reporting?

The process of creating a report requires that you use the Sage
Intelligence Reporting Connector to create a connection to a data source.
The Sage Intelligence Reporting Report Manager is then used to create
the report and link it to a Microsoft Excel template. The following figure
summarizes the entire process of creating a report using the Connector
and the Report Manager:

Report Manager ([P

Connector -
Add a Folder

Connect to a Data Source Add a Report

- Set Report Properties
Add a Data Container

Run the Report

Add an Expression

Link Workbook as Template




Report Creation Summary
The tutorials following will take you through these processes in detail.



Home > Tutorials > Connector Tutorial > Welcome to the Sage Intelligence Reporting Connector Tutorial



Welcome to the Sage Intelligence Reporting
Connector Tutorial

Tutorial Overview

This tutorial is designed to take you on an interactive tour of the
Connector. During this tour you will interact with and be exposed to all the
important functionality of our product. The tutorial uses the Sage
Intelligence Reporting sample database for the interactive exercises.



How do | use the tutorial?

This tutorial is divided into a number of interactive exercises. As you
complete one exercise use the next --> link at the bottom of the page to
advance to the next exercise. The sessions are linked together and
therefore must be done in order.

The tutorials are designed to be used in conjunction with the help system.
The purpose of completing the exercises using the help system is to
ensure that you will be able to use the help system effectively when using
the software.

To move between the tutorial, help file and the Sage Intelligence
Reporting software, use the keystroke Alt+Tab.



What do | need before | start?

You will need the following in order to run the tutorial successfully:
¢ An installed and licensed version of Sage Intelligence Reporting .

o Correctly installed version of Microsoft Excel 2003, 2007 or 2010.

e Operating System : Windows XP SP3, Windows Vista, Windows
7, Windows Server 2003, Windows Server 2008, Windows
Terminal Server.



What skills do | need to be able to do the tutorial?

Although you are able to complete the tutorial with only the most basic
computer skills, you will benefit most if you have the following skills:

¢ Intermediate Windows navigation skills. You should be familiar
with using all the mouse functionality.

e Familiar with database design methodology and database
terminology.
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Getting Started

To effectively complete the exercises you need a good grasp of the Sage
Intelligence Reporting interface and how to perform tasks in the software.



About the layout of the interface

The layout of the interface is uncomplicated. The software layout is
divided into two main areas:

L SAMING - [B/X Cannector] [ || = fm]
& File Action Tools Window Help L E]
olajapnm ]| 8
Ooeet 1 | | {Fiopeiies] 2
i Sape Accpac MataData FRepostony Location
|C-5ageh Sage Accpac BHDATAVYS! |_|
Futo Conrect Servar ﬂ
| J
Buito Conrect Calaog
ETS
Buito Conrect User
Actve Accpac Company
|SAMING
=

1 Dboects

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

2. Property Window: You are able to view and update the
properties of a selected object using the property window. For
example, you are able to add your own custom description of the
object in object's property window.



About ways of performing tasks in Sage Intelligence
Reporting

There are three methods of performing tasks in Sage Intelligence
Reporting :

1. Menu bar: Use your mouse to select a task from the menu bar.

2. Toolbar: Use your mouse to select a task from the toolbar.

2 SAMING - [B/X Connector] = =
2 File [Action | Tools Window  Help mEE
Muowve Next Ctrl+MN
Mave Previous Cri+P
Add Folder F12 .
Delete Del mT&m‘. :l
Refrech B e =
Froperties Ctrl+ 0
Copy Ctrl-C  #bg j
Paste Clel+V
Renarme g
Move To 1 =
Check/Test
=
1 Object:

3. Short-cut menu: By right-clicking an object in the object window, you
are able to display a short-cut menu of tasks that can be performed on
the selected object. This menu is useful for completing tasks quickly.

. SAMINC - [B/X Connector]
g& File Edit Action Window Help

@ | i ] 7| - |
Dbject EE
;_!_H;‘__Sage Arcpac I

ﬁﬂE-IS.-’-‘-.M ODEBC [DSM)

WFickidined  OPSM
i,'IHMi.:mg.;.ftDDl Add Connection
i."ﬂ Microzaft DLI. Properties

}"E Microzoft OL e

ﬂ Microzoft Re

m Microzoft Jet OLEDE. 4.0 for C5Y



Working with Objects

To view an object's associated elements, double-click on the object. This
action is called drilling-down. To hide an object's associated elements,
double-click an open object. This action is called drilling-up.

Next-->
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Using the Help System

In order to complete the task you need to open the Sage Intelligence
Reporting help system. Follow the steps below to open the help system.



Opening the help system
1. Open the Sage Intelligence Reporting Connector.

2. On the Help menu, click Help. The Sage Intelligence Reporting
help system is displayed. (Shortcut = F1)



Locating a specific help topic
To locate a specific help topic, do one of the following:

¢ Use the Contents window: Navigate to the relevant topic using
the Contents window.

e Use the Search window: Enter a search criterion in the Search
window and click the List Topics button. Double click on a
displayed topic in the selected topic window.

Next-->
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The Data Connection Process

The main purpose of the Connector is to create and maintain data
connections. Creating a data connection is a three part process:

4 B
1. Connect to a data
souUurce
» Marme Connection

» Location
w User D
T e

2. Add a Container
= Select Container Type
» Select Tables
s Mame Container
» Check/Sample

Container

v

3. Add an Expression
= Select Fields

e =

The following exercises take you through these processes.

Next-->
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Connecting to a Data Source

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

You have been requested to create a report based on the Document
Header table from your company database. Your first task is to create a
connection to the database. Complete the following exercises to achieve
this objective.



Exercise 1: Connecting to a Data Source

Connect to the data source using the details listed below. Use the help
topic Add a Data Connection to assist you with this task.

We run an Access database with the following details:

Data Connection Type: ODBC Driver for Access
Data Connection Name: RKL Trading Demo

Database Location: The position of the server folder depends on
where the Sage Intelligence Reporting software was installed.
Ask your network administrator for the exact location.

Database name: RKL Trading.mdb

User Name and Password: (blank)

Step-by-Step Solution:
Create the data connection by doing the following:

1.
2.

Open the Connector.

Double-click on the Enterprise icon in the Object window. All
connection types are displayed.

Right-click on the ODBC Driver for Access and select the Add
Connection from the displayed shortcut menu.

Use the details provided in the exercise to enter the Connection
Name in the Connection Name field.

Use the Browse button on the right of the Access Database
field to navigate to the database's location.

Select the RKL Trading.mdb database and click Open. The
Select Access database dialog box is closed.

Click Add in the Connection Info dialog box. The dialog box
closes and the data connection is displayed below the ODBC
Driver for Access connection type.



Exercise 2: Check the Connection to a Data Source

Check the connection is connected correctly to the data source. Use the
help topic Check/Test to guide you with this task.

Step-by-Step Solution:
Check the connection by doing the following:

1. Right-click on the connection you have just created: Exercises.

2. Select Check/Test. The Check/Test success dialog box is displayed.
. Success @

IOI Connection [RKL Trading Demo] Check Succeeded.

0K

Next-->
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Using a Microsoft Excel Workbook as a Data
Source

In order to use an existing Excel Workbook as a data source for a report,
the data needs to be organised into named ranges.

1. To do this, open the workbook in Microsoft Excel. The data should be
stored with accurate headings so that when expressions are added, the
data remains meaningful. Select the data required for report writing
purposes by highlighting.
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2. Go to Formulas Tab.

3. Click Define Name.
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4. Add a suitable Name and click OK.

5. This range will now be available for selection when you add new data
containers within the Connector module.

6. A new connection type has been added to the Connector for connecting
to Microsoft Excel workbooks as source data via an ODBC connection.
To add a new data connection to a Microsoft Excel workbook you will
need to ensure that you have selected the applicable data in Microsoft
Excel and have named the range prior to adding the connection within
the Connector. Adding a named range to a Microsoft Excel workbook.
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8. Name the connection and specify the Microsoft Excel workbook
that you will be accessing.

9. If the workbook has been protected you will need to add the
relevant user id and correct password. Click Add.

-, or by

10. Test the connection by clicking the Check/Test button,
right-clicking the mouse and selecting Checkl/Test.

Next-->
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Editing Data Connection Properties

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

Once you have created a data connection, you are able to view the data
connection's details in the Property window. (The property window
displays the properties of any selected object).

You are also able to edit your connection properties in the property
window, by doing any of the following:

e Change the connection properties
¢ Rename a connection
e Delete a connection

e Move a connection

Complete the following editing exercises:



Exercise 1: Renaming a Connection

To make it easy for our report writers to recognize the data connection,
rename the connection to: Sage Intelligence Reporting Tutorial

Step by Step Solution:
1. Select the Data connection.

2. Edit the connection name in the Connection Name property field
and click Apply.



Exerci

se 2: Move a Connection

Move the Connection: Sage Intelligence Reporting Tutorial
from the ODBC driver for Access connection type to the ODBC
Driver for dBase connection type.

Check the connection. An error message is displayed as the
connection is located in the wrong ODBC driver.

Move it back to its original ODBC driver location.

Step-by-Step Solution:

1.

Next-->

Select the Data connection: Sage Intelligence Reporting
Tutorial.

Right-click and select Move to.

Select the connection type: ODBC Driver for Dbase from the
displayed list and click OK.

Click OK. The data connection is moved to the ODBC Driver for
Dbase connection type.

Double-click on the ODBC Driver for Dbase to view the moved
data connection.

Right-click on the connection and select Check/Test. An error
message is displayed.

Select the Data connection: Sage Intelligence Reporting
Tutorial.

Right-click and select move to.

Select the connection type: ODBC Driver for Access from the
displayed list and click OK.
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Add a Data Container

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

In order to gain access to all the information in the DocumentHeader, we
need access to the DocumentHeader table. The following exercises take
you through this process.



What is a data container?

A data container is a published Table, View or Dataset (based on a join)
that can be used as the source of data for a report.



What type of data containers are there?
e Database Table
A single database table

e SQL Join
A join between two or more tables using SQL syntax

e View or Query
A view or query that exists in the database

e Graphical Join
A join between two or more tables using a graphical join tool



Exercise 1: Add a data container using a single table as the
source

e Create a data container that adds the DocumentHeader table to
the Sage Intelligence Reporting Tutorial connection.

e Sample this data container to ensure that it is returning the
correct data.

Use the help topics: Add Data Containers and Sample Data to assist
you with this task.

Step by Step Solution:

1. Right-click on the data connection Sage Intelligence Reporting
Tutorial.

2. Select Add data Containers.
3. Select Table and click OK.

4. Check DocumentHeader and click OK. The DocumentHeader
container is displayed under the data connection link.

5. Right-click on the DocumentHeader container and select Sample
Data. The sampled data from the DocumentHeader table is displayed
in a property window.

Tip: To view all data in the window, use the scrollbars to navigate.

6. Click the Close button in the Sample window. The Sample Data
window is closed.

Next-->
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Add a Graphical Join Data Container

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

From the sample data viewed in the previous exercise, you will notice
that the DocumentHeader table is unable to display the Customer name,
only the Custsupp ID. We need the customer name for the Microsoft
Excel report.

This exercise takes you through the process of creating a container that
joins two tables together. This enables you to access all the data in both
tables. We will use the Graphical Join tool to do this. Use the help topics:
Joining Tables to assist you with this task.



Exercise 1: Add a data container using the graphical join
tool

e Create a new graphical join data container named Customer
Documents using the following details:

= Data Connection: Sage Intelligence Reporting Tutorial
= Container Name: Customer Documents
» Tables: DocumentHeader and Customers

= Join Key: CustSupplD(DocumentHeader)and the 1D
(Customers)

= Join Type: Inner Join

e Check this data container is returning data by sampling the data.

Step by Step Solution:

1. Right-click on the Sage Intelligence Reporting Tutorial
Connection and select Add data containers. The Select the
Container Type dialog box is displayed.

2. Select the Graphical Join option then click OK.

3. Enter Customer Documents as the name of the container and
click OK.

4. Select the Customer Documents container.
5. In the property window click the Graphical Join button.

6. From the Choose Tables dialog box select the
DocumentHeader and Customers tables and click OK. The
tables appear in the Graphical Join Tool window.

7. Drag the CustSuppID field from the DocumentHeader table to
Customer table and drop it on the ID field. A graphical join line
appears as shown in the figure below.



[~ Show30L [ Show Grdlines & | Add Table | Appby Exit |

8. Click the Apply button. The Graphical Join Tool window closes
and the SQL syntax appears in the Join SQL field.

Next-->
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Add Data Expressions to a Data Container

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

Adding data expressions to the data container is the final step in
completing the creation of a data connection. For our report we need
access to all the fields in the one table and only one in the other.



What is a data expression?

A data expression is the selection from a data container. A data
expression can be a:

e Data Field

A single database field. For example, a field containing customer details
such as surname or initials.

e SQL Expression

Returns data from a field or combination of fields based on a SQL
Expression.

e Microsoft Excel Formula
Returns data based on a Microsoft Excel Function or Formula.



Exercise One: Add data expressions to a container

Add all the fields available in the DocumentHeader table and only the
Customer Name from the Customers table. Sample the data to ensure
that the expressions are returning a result.

Use the help topics: Add Data Expression and Sample Data to assist
you with this task.

Step-by-Step Solution
1. Right-click on the data container Customer Documents.
2. Select Add Expressions.

3. The Select Expression Type to Add dialog box is displayed.
Data Field is highlighted by default. Click OK.

4. The Choose Publish Fields dialog box is displayed.

5. Check all the expressions from the DocumentHeader and the
Name expression from the Customers Table.

6. Click OK. The data expressions are displayed below the data
container.

Next-->
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Editing Data Expression Properties

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

Like other elements in the object window, once a data expression is
selected, properties are displayed on the right of the screen. Read
through the help topic: Data Expressions to familiarize yourself with the
nature of each data expression property.

You are also able to update and maintain your Data Expressions by
doing the following:

¢ Rename an Expression
e Copy an Expression

e Delete an Expression



Exercise 1: Rename a data expression

Field names in databases are often difficult to interpret. Using user-
friendly names enables you to understand the field's contents more
easily. For example we are unable to tell from the expression Name
whether the expression refers to a customer name or salesman name.
Changing the expression: Name to Customer Name makes the
expression less ambiguous.

Rename the following data expressions:

e Current Name to New Name
e Name to Customer Name
e TotalTax to TotalVAT
e CustSupplID to Customer Code
Step-by-Step Solution
1. Right-click on the data expression to be renamed.
2. Select Rename. The Rename dialog box is displayed.

3. Enter the new name and click OK. The new name is displayed.



Exercise 2: Copying and renaming data expressions

You are only able to create special expressions, for example, formulas
and SQL expressions from a copy of existing data expressions. An
existing expression is copied and changed to a special expression.

e Copy the TotalVAT expression and paste it into the same data
container

¢ Rename the new expression TotalVAT2
Step-by-Step Solution
1. Right-click the expression TotalTax and select Copy.

2. Right-click on the data container: Customer Documents and
select Paste. The copy of the expression is pasted below the
container.

3. Right-click the expression and select Rename.

4. Enter the new name: TotalVAT2 in the Rename dialog box and
click OK.



Exercise 3: Deleting data expressions
Delete the following expressions:

e ID
o TotalVAT2
Step-by-Step Solution
1. Right-click on the expression.
2. Click Delete.
3. Click Yes to confirm the deletion.

Next-->
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Creating a Custom Expression

1. Connecting 2. Add a 3. Add an
to a data source Container Expression



Overview

There are times that a data field in the database does not provide the
data needed by the report writer. The Connector enables you to use
either SQL statements or Microsoft Excel statements to create custom

express

ions.

The current data expressions do not provide a combined sales and sales
tax value. For our report we require the combined totals of sales value
and sales tax. This can be achieved using an SQL expression. Complete
the exercise below to create this custom expression.

Exercise 1: Creating an SQL Expression

Follow the step-by-step guide to create a SQL expression that adds the
sales value and the sales tax value to create a combined total.

1.
2.

Next-->

Ensure that the Customer Documents container is open.

Copy and paste the TotalExcl expression to the Customer
Documents container.

Rename the new expression Totallncl.

In the Property window, select the Expression Type field and
change the expression type to SQL expression.

Click Apply. The SQL expression property window is displayed.

Highlight the contents of the Expression Source property and enter the
following expression: [DocumentHeader].[TotalExcl]+
[DocumentHeader].[TotalTax]

Click Apply.

Ensure the expression is correct by sampling the data. (Right-
click > Sample Data) The sample data screen displays the
combined total.
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Conclusion

Congratulations, you have successfully completed the Creating a Data
Connection process using the Connector . To see how your new data

connection is used in the Sage Intelligence Reporting Report Manager,
complete the Report Manager tutorial.
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Welcome to the Sage Intelligence Reporting
Report Manager Tutorial

Tutorial Overview

This tutorial is designed to take you on an interactive tour of the Report
Manager. During this tour you will interact with and be exposed to all the
important functionality of our product. The tutorial uses the Sage
Intelligence Reporting sample database for the interactive exercises.



How do | use the tutorial?

This tutorial is divided into a number of interactive exercises. As you
complete one exercise use the next --> link at the bottom of the page to
advance to the next exercise. The sessions are linked together and
therefore must be done in order.

The tutorials are designed to be used in conjunction with the help system.
The purpose of completing the exercises using the help system is to
ensure that you will be able to use the help system effectively when using
the software.

To move between the tutorial, help file and the Sage Intelligence
Reporting software, use the keystroke Alt+Tab.



What do | need before | start?
You will need the following in order to run the tutorial successfully:

¢ An installed and licensed version of Sage Intelligence Reporting
o Correctly installed version of Microsoft Excel 2003, 2007 or 2010

e Operating System: Windows XP, Windows Vista, Windows 7



What skills do | need to be able to do the tutorial?

Although you are able to complete the tutorial with only the most basic
computer skills, you will benefit most if you have the following skills:

¢ Intermediate Windows navigation skills
You should be familiar with using all the mouse functionality

e Familiar with database design methodology and database
terminology

Next -->
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Using the Help System

In order to complete any task in the tutorial, you need to use the Sage
Intelligence Reporting help system. Follow the steps below to access the
help system.



Accessing the help system
1. Open the Sage Intelligence Reporting Connector.

2. On the Help menu, click Help. The Sage Intelligence Reporting
help system is displayed. (Shortcut = F1).



Locating a specific help topic
To locate a specific help topic, do one of the following:

¢ Use the Contents window: Navigate to the relevant topic using
the Contents window

e Use the Search window: Enter a search criterion in the Search
window and click the List Topics button. Double click on a
displayed topic in the Selected topic window

Next-->
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Getting Started

To effectively complete the exercises you need a good grasp of the Sage
Intelligence Reporting interface and ways of performing tasks in the
software.



About the layout of the interface

The layout of the interface is uncomplicated. The software layout is
divided into two main areas:
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1. Object Window: You are able to select objects using your mouse
from the object window in order to either view the objects
properties or perform a task with the object. For example, you are
able to select an object in the object window and rename the
object just as you would rename a file in Windows Explorer.

2. Property window: You are able to view and update the properties
of a selected object using the property window. For example, you
are able to add your own custom description of the object in
object's property window.



About ways of performing tasks in Sage Intelligence
Reporting
There are three methods of performing tasks in Sage Intelligence
Reporting :

1. Menu bar: Use your mouse to select a task from the menu bar

2. Toolbar: Use your mouse to select a task from the toolbar
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3. Short-cut menu: By right-clicking an object in the object window, you
are able to display a short-cut menu of tasks that can be performed on
the selected object. This menu is useful for completing tasks quickly.



Fun All Regorts In Folder

Add Sub Query Repart
Adld Datsless Repant

Import Report

{

[10 Objects



Working with Objects

To view an object's associated elements, double-click on the object. This
action is called drilling-down. To hide an object's associated elements,
double-click an open object. This action is called drilling-up.

Next-->
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The Report Creation Process

The main purpose of the Report Manager is to create and maintain Sage
Intelligence Reporting reports linked to Microsoft Excel. Creating a report
is a five part process:

(£ N

1. Connect to a data
SOLUrCe

2. Adda Report
+Select Container
«Add columns

L

3. Set Report Properties
+Sorting

si_olumn Positions
sFilters

sFarameters
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o

=

L

4 Runthe Report

L

5 Link Woarkbook as

\ Template

Report Manager



Report Creation Process

1.

Add a Folder

Folders contain all the reports related to a particular topic. For example,
all reports related to a particular financial year or reports related to the
stock of a company. You cannot create subfolders.

Add a Report

The report process is wizard driven and you are required to select a
container to create the report from.

Note: The data container is created in the Connector.

Set Output Properties

Output properties govern the type and manner in which your data is
displayed in Microsoft Excel. For example, you are able to apply filters
to restrict the amount of data displayed or apply aggregate functions to
summarize the data.

Run the Report

The first time a report is created it is necessary to run the report and
then link it back to Sage Intelligence Reporting as a Microsoft Excel
template. Subsequent report runs of the report will automatically use the
allocated template.

Link Microsoft Excel

Once a report’s data has been exported to Microsoft Excel it is
necessary to link it to Sage Intelligence Reporting as a Microsoft Excel
template. This process enables you to create complex templates that will
always have access to the latest data at the reports run time.

The following exercises take you through these processes.

Next-->
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Exercise 1 Creating and Linking a Basic Report

Overview

The following exercises will enable you to create a basic report and link
the subsequent Microsoft Excel workbook back to Sage Intelligence
Reporting as a Microsoft Excel template. As the company report writer for
R.K.L Trading, you have been requested to create a report that displays
all the transactions from the Customer Documents container created in
the Connector tutorial.

In this exercise you will complete the following tasks:

¢ Add a folder
e Add a report to a folder
e Run the report

e Link the report back to Sage Intelligence Reporting



Step 1: Add a folder

Read the help topic: Creating a Folder and then create a new folder
called Training.

Step-by-Step Solution:
Create the folder by doing the following:

1. Open the Report Manager.

2. Do one of the following:
= Right-click on the Home object and select Add folder
= Click the Add folder icon on the toolbar

3. From the Add folder dialog box, enter the name of the folder.

4. Click OK. The folder is displayed below the Sage Intelligence
Reporting Home icon.



Step 2: Add a Report

Use the help topic Creating a Report to assist with the task. Add a new
report named Document History with the following details:

e Container: Customer Documents

¢ Parent Connection: Sage Intelligence Reporting Tutorial

e Columns:

CustomerName
CustomerCode
Date

TotalExcl
TotalTax
TotalCost
DocNo
DocType

¢ Description: This report provides all customer documents for the
RKL Trading

Step-by-Step Solution:
Add a report, by doing the following:

1. Do one of the following:

Right-click on the new folder and select Add Report
Click the Add Report icon

2. Choose the type of report to add: in this case a Standard Report.

3. From the Add Report dialog box, enter the name of the report.

4. Click OK. The Select Data Container dialog box is displayed.



5. Select the data container to be used as the source of the report
and click OK.

6. In the Choose Column Fields dialog box, check the columns to
be displayed and click OK. The report is displayed under the
specified folder.



Step 3: Run a Report

Run the Document History report located under the Training folder. Use
the help topic: Running a Report to assist with this task. Read the help
topic: How Data is Rendered to gain an understanding of the processes
that are performed when data is rendered to Microsoft Excel.

Step-by-Step Solution: Run a report
To run the report, do the following:

1. Select the Document History report in the object window.

2. Click the Run button. The report creation process commences
and the progress and process monitors are displayed. The report
results are displayed in Microsoft Excel.



Step 4: Link a Report

Link the Microsoft Excel workbook generated from the Document
History report to Sage Intelligence Reporting . Leave the name of the
template as Document History.xIt. Read the help topic Creating and
Linking a Report to assist you with this task.

Step-by-Step Solution: Linking the report
To link the Microsoft Excel workbook to the report in the Sage
Intelligence Reporting Report Manager do the following:

1. Leave the workbook open in Microsoft Excel and activate the
Sage Intelligence Reporting Report Manager.

2. In the Report Manager, ensure that the Document History report
Is selected.

3. Click the Create and Link template icon on the toolbar. The
Select a workbook to convert to a Template dialog box is
displayed. Click Yes.

4. Select the workbook and click OK.

5. In the Specify Template Name dialog box enter the name of the
template and click OK. The template is saved to the template
folder.
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Editing Report Properties

Overview

Once you have created a report, you are able to view the report's details
in the Property window. You are also able to edit your report's properties
in the Property window, by doing any of the following:

o Edit the report name
o Edit the report description
e Add/remove columns from the report

¢ Change the position of the columns



Exercise 1: Edit the report name

Use the help topic Edit Report Properties to assist with the task:

Change the name of the Document History report to Customer
Document History report.

Step by Step Solution:
1. Select the Document History report.
2. In the property window, highlight the current report name.

3. Enter the new name and click Apply. You are prompted to select
an option for the template.

4. Leave the selected choice unchanged and click OK. The new
report name is saved.



Exercise 2: Edit the report description

Update the report description to reflect the following: Customer
Document totals for current and previous year.

Step by Step Solution:
1. Select the report name.

2. In the property window, enter the description in the Description
field and click Apply.



Exercise 3: Edit the columns in the report

Use the help topic Add or Remove Columns and Change order of
Columns to assist with the task.

1. Remove the following column: TotalCost
2. Add the following column to the report: Totallncl
3. Arrange the columns as follows:

= CustomerCode

= CustomerName

m DocType

= DocNo

m Date

= TotalExcl

= TotalVAT

= Totallncl

Step-by-Step Solution: Edit the report:
Remove a column:

1. Select the report in the Object window. The reports properties
are displayed.

2. Click the Column tab.

3. Select the column to be deleted.
Note: To select multiple columns use the CTRL key.

4. Click the Remove button. The selected columns are deleted.
Add Columns to a report:

1. Select the report in the Object window. The report’s properties
are displayed.



2. Click the Column tab.
3. Click the Add button.

4. Check the columns to be added in the Choose Column Fields
dialog box.

5. Click Ok. The columns are added to the report.
Rearrange the order of the columns:

1. Select the report in the Object window. The report’s properties
are displayed.

2. Click the Column tab.

3. Select the column you want to rearrange and use the Move Up
and Move Down buttons to move the field to the new location.
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This concludes the section on editing report properties. The next section
will deal with advanced report settings.
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Adjusting the Output with Advanced Options

Overview

Once a report has been created the output can be adjusted by using the
following options:

Filters Filters enable you to refine or limit the rows of data that
will be displayed in the report by setting criteria

Sort
You are able to set the sort order of your data prior to it being
exported to Microsoft Excel

Parameters
Parameters enable you to refine or limit the rows of data, but
unlike filters, the criteria are set at run time

Aggregate Functions

Aggregate functions enable you to summarise data using one of
a number of functions, for example Sum or Average, prior to the
data being rendered to Microsoft Excel

Aggregate filters

Aggregate filters enable you to refine or limit rows of data based
on aggregation criteria. For example, you may only want to view
values of a particular field if they are greater than the average of
the field



Exercises Overview
The following exercises will show you how to use these options when
creating reports.

e Filter Exercise

e Parameter Exercise

e Aggregate Function Exercise

Next-->
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Advanced Options - Filter Exercise

Filter Exercise

You have been requested to create a report that reflects the data for all
current year documents. The current year is identified as a positive value
in the Period field. Use the Add and Remove filters help file to assist
you with this task.



Step 1: Create a copy of a report:

Create a copy of the Customer Documents History report and rename
it Customer Documents History - Current Year

Step by Step Solution

1. Right-click on the Customer Documents History report and
click Copy.

2. right-click on the Training folder and click Paste.

3. Right-click on the new report and click Rename. (shortcut key —
F2)

4. Enter the name Customer Documents History - Current Year
in the Rename dialog box and click on OK. The report is
renamed.



Step 2: Set the Filter
Set a filter on the new report with the following details:

¢ Field: Period

e Comparison Method: Greater than or Equal To

e Value: 1

Step by Step Solution

1. Select the report.

2. Click the Filter tab.
3.
4

Click the Add button on the right of the property window.

. From the Choose a Filter Field dialog box, click Period then

click OK.

From the Choose Comparison Method dialog box, click
Greater than or Equal to then click OK.

Enter 1 in the Comparison Value dialog box then click OK. The
filter is displayed in the Filter window.



Step 3: Run the report
Run the report.

Step by Step Solution
1. Click the Run button. The data is exported to Microsoft Excel.

2. Compare the output to the figure below to ensure that it is

correct.

A B ¢ | b ] E | F I G =
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2 [JENJD JENS JAMS CRM CRN115420 091172002 3292180645 460.9052903
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Step 4: Link the Microsoft Excel report back to Sage
Intelligence Reporting

Link the Microsoft Excel report back to Sage Intelligence Reporting.

Step by Step Solution

1. Select the Customer Documents History - Current Year report
in the Report Manager.

2. Click the Create and Link Template button.

3. Select the Microsoft Excel workbook containing the rendered data and
click OK. The Replace dialog box is displayed. Click Yes.
Note: As the report is a copy of a previously created report, you
will need to either replace the existing template or create a new
template based on the previous template.

4. Leave the default name unchanged and click OK. The Microsoft
Excel workbook is converted to a template and linked to the
report.

5. Ensure the Report Manager is active for the next exercise.

<--Back Next-->




Home > Tutorials > Report Manager Tutorial > Advanced Report Settings > Advanced Settings: Parameters



Advanced Options - Parameter Exercise

Parameter Exercise

A user has requested reports that fall between specified dates. You are
required to set the report dates when you run the reports. Complete the
following steps to create a report that enables you to set the dates at run
time using two date parameters.



Step 1: Copy the report and remove the filter
Create a copy of the previous report and do the following:

¢ Rename the report: Customer Documents History -

Parameters

¢ Remove the filter from the report

Step by Step Solution

1.

Right-click on the Customer Documents History - Current Year
report and click Copy.

Right-click on the Training folder and click Paste.

Right-click on the new report and click Rename. (shortcut key —
F2)

Enter the name Customer Documents History with Parameters in the
Rename dialog box and click on OK. A dialogue box presents template
options as shown in the figure below.

Select option for the report’s template

Wwgsign new name and delete old template ifi
unused by other reports (Recommended). |

(" Keepthe orgingl Template Mame

~ Azgign new name and leave the old templata on
disc evan il is unused.

QK I Cancel |

Leave the default option selected and click OK. A copy of the
report is created and displayed the training folder.

Click the Filter tab on the Property window.
Select the Period filter and click Remove.

Click OK to confirm the deletion. The filter is removed from the
report.



Step 2: Set the parameters
Set the following parameters for the report:

¢ First Parameter

» Filter Field: Date
m Operator Name: Greater than or Equal to

» Comparator/default option: (blank)

e Second parameter

» Filter Field: Date
= Operator Name: Less than or Equal to

» Comparator/default option: (blank)

Step by Step Solution

1.
2.
3.
4

Select the report.
Click the Parameter tab.

Click the Add button on the right of the property window.

. From the Choose a Filter Field dialog box, click Date then click

OK.

From the Choose Comparison Method dialog box, click
Greater than or Equal to then click OK.

Leave the Comparison Value value blank (this value will be set
at run time) then click OK. The parameter is displayed in the
Parameter window.

To set the second parameter, click the Add button again on the
right of the property window.

From the Choose a Filter Field dialog box, click Date then click
OK.

From the Choose Comparison Method dialog box, click Less



than or Equal to then click OK.

10. Leave the Comparison Value value blank (this value will be set
at run time) then click OK. The parameter is displayed in the
Parameter window.



Step 3: Run the report

Run the report setting the parameters to reflect the month of April 2003
(01/04/2003 — 30/04/2003). Check the output result against the diagram

below.
Step-by-Step Solution
1. Click the Run button. The Parameter dialog box prompts you for
the dates.
2. Click the Browse button and enter the following dates:
m Greater than or Equal to: 01/04/2003
= |Less than or Equal to: 30/04/2003
3. Click OK. The data is exported to Microsoft Excel.
4. Compare the output to the figure below to ensure that it is correct.

Note:The dates must reflect only transactions between 01/04/2003 and
30/04/2003.

| A B T i] [ E F [ G I
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B |BOBES BOBS UNCLE I INW1S621 01042003 1810741935 253 503871
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Step 4: Link the Microsoft Excel report back to Sage
Intelligence Reporting

Link the resulting workbook to the Report Manager as a template.
Step-by-Step Solution

1. Select the Customer Documents History with parameters
report in the Report Manger.

2. Click the Create and Link Template button.

3. Select the Customer Documents History with parametersl
book and click OK. The Specify a Template name dialog box is
displayed.

4. Leave the default name unchanged and click OK. The Microsoft
Excel workbook is converted to a template and linked to the
report.

5. Ensure the Report Manager is active for the next exercise.

<--Back Next-->
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Advanced Options - Aggregate Function
Exercise

Aggregate Functions

You have been asked to summarize the sales for the company by
Customer per Period for the current year. This will require the use of an
Aggregate function. Complete the following steps to create a report that
enables you to summarize the data prior to it being rendered to Microsoft
Excel.



Step 1: Create a new report

Use the Help File Edit Column Properties. Create a new report with an
aggregate function using the following details:

e Folder: Training
¢ Report Name: RKL Sales Summary by Customer
o Data Container: Customer Documents
¢ Place the following fields in the report
= Customer Code
= Customer Name
= Period

m TotalExcl

Step by Step Solution:

1. Select the Training folder and click the Add Report button on
the toolbar.

2. Select the type of report to create: in this case Standard Report.
3. Enter the name of the report in the Report Name dialog box.

4. Select the Customer Document container from the Select
Container dialog box.

5. Select the fields listed above and click OK. The report is
displayed under the Training folder.

Click the Filter tab.
Click Add. The Choose Field dialog box is displayed.
Select Period and click OK.

© © N O

Select Greater than or equal to and click OK.

10. Enter 1 in the Comparison value dialog box and click OK.



Step 2: Set the Aggregate Filter
Set the following aggregate function to the report:

o TotalExcl aggregate function is set as Sum

Step by Step Solution:

1. Ensure that the report is selected.
2. Click the Columns tab.

3.
4

. In the Properties dialog box, click the Aggregate Function

Right-click on the TotalExcl column and select Properties.

drop-down list and select Sum.

Click OK. The Sum aggregate function is displayed to the right of
the TotalExcl field in the Column tab.



Step 3: Run the report
Run the report

1. Run the report. The summarised data is rendered to Microsoft
Excel.

Step by Step Solution

1. Click the Run button. The data is exported to Microsoft Excel.

2. Compare the output to the figure to ensure that it is correct.

A B [T o [ & T FT & [ g

1 | Custormer Code Customer Name Penod  TotalExcl b= |

2 laLLsm ALL SORTS STOP SHOP | BE3.870%6E i |
ERTEY ALL SORTS STOP SHOP 2 1099354539
|4 [aLLsm ALL SORTS STOP SHOP 4 1374193548
5 |ARCHN ARCHE BAKERY 1 522 GEOEASZ
| B |ARCHIN ARCHE BAKERY 2 522 SHOEASZ
¥ ARCHN ARCH'S BAKERY 3 BIE.TT41935
LARCHN ARCH'S BAKERY 4 26090 322581
| 8 Basio BASILS CC 2 1908E7T4IG
10 |BASIT BASILS CC 3 4335 483671
11 | BEEBN BEE B'S DELIGHTS 3 1916500645
12 | BEEBN BEE B'S DELIGHTS 4 1951 612903
13 |[BETTN BETTIES FRUITS 2 772 5806452

| 14 |BOBS01 BOBS UNCLE 1 4006451613 =t
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Step 4: Link the Microsoft Excel report back to Sage
Intelligence Reporting

Link the Microsoft Excel report back to Sage Intelligence Reporting .
Step by Step Solution

1. Select the RKL Sales Summary by Customer report in the
Report Manager.

2. Click the Create and Link button.

3. Select the Microsoft Excel workbook that contains the report
and click OK. The Specify a Template name dialog box is
displayed.

4. Leave the default name unchanged and click OK. The Microsoft
Excel workbook is converted to a template and linked to the
report.

5. Ensure the Report Manager is active for the next exercise.

This concludes the section on Advanced Settings. The next section takes
you through the process of creating advanced reports.

Next-->
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Union Reports - Part 1 : Create the Base Reports

Step 1 : Create the first base report
Create the first report using the details listed below:

Report Name: RKL Sales (YTD)
Folder: Training

Data Container: Customer Documents
Columns:

Customer Code

Customer Name

Period

TotalExcl

Filter 1:
= Column: Period
m Comparison Function: Greater than or Equal to
= Value: 1
Filter 2:
= Column: DocType
» Comparison Function: Is In

= Value: CRN, INV

Note: Run the report and ensure that the report is working correctly.

Step-by-Step Solution

1.
2.
3.

Right-click on the Training folder and select Add Report.
Select Standard Report.
Enter the report name: RKL Sales (YTD) in Name Report dialog



10.

11.
12.

13.

14.

15.
16.

box.

Select the Customer Documents container from the Add
Container dialog box and click OK.

Add the following columns:
= Customer Code
= Customer Name
= Period
= TotalExcl
To set the first filter, click the Filter tab.
Click the Add button on the right of the property window.

From the Choose a Filter Field dialog box, click Period then
click OK.

From the Choose Comparison Method dialog box, click
Greater than or Equal to then click OK.

Enter 1 in the Comparison Value dialog box then click OK. The
filter is displayed in the Filter window.

To set the second filter, click the Add button in the Filter window.

From the Choose a Filter Field dialog box, click DocType then
click OK.

From the Choose Comparison Method dialog box, click Is In
then click OK.

Enter CRN, INV in the Comparison Value dialog box then click
OK. The filter is displayed in the Filter window.

Click OK. The report is displayed below the Training folder.

Run the report to ensure that it displays the correct data as
shown in the diagram below:
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Step 2 : Create the second base report
Create the second report using the details listed below:
¢ Report Name: RKL Outstanding Orders (YTD)
e Folder: Training
¢ Data Container: Customer Documents
e Columns:
m Customer Code
= Customer Name
= Period
= TotalExcl
e Filter 1:
= Column: Period
= Comparison function: Greater than or Equal to
= Value: 1
e Filter 2:
= Column: DocType
= Comparison function: equal
= Value: SO
Note: Run the report and ensure that the report is working correctly.
Step-by-Step Solution
1. Right-click on the Training folder and select Add Report.
2. Select Standard Report.

3. Enter the report name: RKL Outstanding Orders (YTD) in
Name Report dialog box.



10.

11.
12.

13.

14.

15.
16.

Select the Customer Documents container from the Add
Container dialog box and click OK.

Add the following columns:
= Customer Code
= Customer Name
= Period
= TotalExcl
To set the first filter, click the Filter tab.
Click the Add button on the right of the property window.

From the Choose a Filter Field dialog box, click Period then
click OK.

From the Choose Comparison Method dialog box, click
Greater than or Equal to then click OK.

Enter 1 in the Comparison Value dialog box then click OK. The
filter is displayed in the Filter window.

To set the second filter, click the Add button in the Filter window.

From the Choose a Filter Field dialog box, select DocType then
click OK.

From the Choose Comparison Method dialog box, click Is
Equal To then click OK.

Enter SO in the Comparison Value dialog box then click OK.
The filter is displayed in the Filter window.

Click OK. The report is displayed below the Training folder.

Run the report to ensure that it displays the correct data as
shown in the diagram below:
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Union Reports - Part 2 : Creating the Union
Report

Create the union report using the details listed below:

e Report Name: YTD RKL Sales and Outstanding Orders
¢ Reports to be used in the union report:

m RKL Sales (YTD)

» RKL Outstanding Orders (YTD)

Note: Run the report and ensure that the report is displaying the correct
data. The union report's results displayed must be a combination of the
two base reports created in Part 1 of the exercise.

Step-by-Step Solution

1. Select the Training folder.

2. Right-click the Training folder and select Add Report.
3. Select Union Report.
4

. Enter YTD RKL Sales and Outstanding Orders in the Name
Union Report dialog box.

5. Select RKL Sales (YTD) and RKL Outstanding Orders (YTD)
from the Select Reports dialog box. Select OK. The union report
is displayed below the Training folder.

6. Double-click on the YTD RKL Sales and Outstanding Orders
report to display Union Sub Reports entity.

7. Double-click on the Union Sub Report entity to display Union
Sub Report links.

8. Click RKL Sales (YTD) link and in the property window enter 1 in
the Output Sheet Number (Left to Right) field, then click Apply.

9. Click the RKL Outstanding Orders (YTD) link and in the
property window enter 2 in the Output Sheet Number (Left to



Right) field, then click Apply.

10. Click the YTD RKL Sales and Outstanding Orders report then
click Run. Ensure that it is displaying the correct data as shown

in the diagram below:

Ble ES Wew et Forat Took Dats Window Heb  AkhemexTook
D& SEY LR | o-oo- @E-HE IBHww -T,
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=0 x|
A B | € | D | [ =E [T ] [ - T ==
1 | Custorner Code Custornar Name Penod  TotalExel =l
2 LIEN.IM I.IENS JAMS 2| 3232 180645
iKENS:It KENS TAVERM 2 3290522581
"4 |BRONDI BRONNIES CC 2 1527 483571
5 |BRONDT BROMMIES CC 2 B2%5.6387097 -
i« b Wh\sheeti (Sheetz [ Sheets [ [+ P
BookS:1 B
= A | B | I | D | E I | = | O H
‘_I Customer Code Cushormer Name Fenod  TolalExcl
_2_ TEALD TEA 4 U [(JHE) 5 5806451613
3 |TTGADT TREE TEA GARDENS 5 464516129
4 |JUIcol JUICE HAVEN 5| 557.8709677
5
[ 4 b m\ Sheetl ) Sheet2 { Sheetd
FReady o

Note: The diagram above shows both sheets in a single window to
enable you to view both results simultaneously. In your report, you will
view the results in two separate worksheets.

This concludes the exercises on the advanced reports. The next section

takes you through managing of reports.

Next-->
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Sub-Query Reports

Sub-Query Reports Scenario

You have been asked to create a report to list all sales invoices,
excluding those where a credit note has been raised, for the six months
from July to December 2003. You want to include the Customer's name.

Creating a sub-query report is a two part process:

o Part 1: Create a sub-query report whose output will be used as
the criteria in a subsequent report. In this scenario, a list of order
numbers where the DocType is equal to CRN.

e Part 2: Use the sub-query report's results as the basis of a filter
in a new report.

Next-->
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Part 1: Creating a Sub-Query Report

Step 1: Create the sub-query report

Use the Sub-Query Reports Help file to assist you with this task. Create
the following sub-query report:

¢ Report Name: Sub-Query - Credit Notes
e Source Container: Customer Documents

¢ Display Field: OrderNo

Step-by-Step Solution

1. Right-click the Training folder and select Add Sub Query
Report option.

2. Enter the name: Sub-Query - Credit Notes for the report in the
Enter a Name dialog box and click OK.

3. Select the CustomerDocuments container from the Select a
Data Container dialog box.

4. Select DocType from the Display Name dialog box. The sub-
guery is displayed under the Training folder.



Step 2: Set the Filter
Set a filter with the following parameters:

¢ Filter:DocType is equal to CRN

Step-by-Step Solution:

1.
2.
3.

Select the Sub-Query Report and click the Filter tab.
Click the Add button.

Select the DocType field from the Choose a Field Filter dialog
box.

Select the Equal to operator from the Comparison Method
dialog box.

Enter CRN in the Comparison Value dialog box and click OK.
The filter is displayed in the Filter tab.



Step 3: Run the sub-query report
Run the report to ensure that the results of the sub-query are correct.
Step-by-Step Solution:

1. Select the Sub-Query Report and click the Run button. The report is
run and the results are displayed in Microsoft Excel.

Ensure the data displayed in the Microsoft Excel workbook is correct,
then close the workbook without saving any changes.

2. Note: This sub-query report will be used in the next exercise.

<--Back Next-->
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Part 2: Using the Sub-Query Report as a Filter

Use the sub-query Report as the basis of a filter in a report.



Step 1: Set the sub-query filter

To use the sub-query created in the exercise above, set it as a filter in a
report. Create a new report called Customer Invoice List using the
following details.

¢ Report Name: Customer Invoice List
e Container: CustomerDocuments

e Columns: CustomerCode, CustomerName, Date, DocNo,
DueDate, OrderNo, TotalExcl

o Filter:
= DocType Equal to INV and
= DocNo Is Not In Sub-Query: Sub Query - Credit Notes
o Parameters:
» Date Greater than or Equal to 01 July 2003
» Date Less than or Equal to 31 December 2003
Step-by-Step Solution
Right-click on the Training folder and click Add Report.
Select Standard Report.
Enter the name: Customer Invoice List and click OK.

Select the data container;: CustomerDocuments.

a b w0 DN RF

Select the columns listed above and click OK. The Report is
displayed below the Training Folder.

Select the Filter tab.

7. Click the Add button and add the DocType filter to the report,
using the filter details listed above.

8. Click Add. The Filter field dialog box is displayed.

o



10.

11.

12.
13.

Select the DocNo field as the filter field.

Select Is Not In Sub Query from the Comparison Operator
dialog box.A list of sub query reports are displayed.

Select Sub Query - Credit Notes from the list displayed. Then
click OKk.

Click the Parameter tab.

Click Add and complete the parameters using the details listed above
then click OK.

Note: Ensure both parameters are included.



Step 2: Run the report
Run the report.
Step-by-Step Solution:

1. Select the Customer Invoice List and click the Run button. The
report is run and the results are displayed in Microsoft Excel as
shown in the figure below:
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Step 3: Link the Microsoft Excel report back to Sage
Intelligence Reporting

Link the Microsoft Excel report back to Sage Intelligence Reporting.
Step-by-Step Solution
1. Select the Customer Invoice List report in the Report Manager.
2. Click the Create and Link button.

3. Select the Microsoft Excel workbook that contains the report
and click OK. The Specify a Template name dialog box is
displayed.

4. Leave the default name unchanged and click OK. The Microsoft
Excel workbook is converted to a template and linked to the
report.

5. Ensure the Report Manager is active for the next exercise.

This completes the section on sub-query reports. The next section deals
with union reports.

Next-->
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Managing Reports

Overview

Creating and linking your reports are the core functions of the Report
Manager. Around these core functions are a number of functions to
facilitate managing your reports. This section will familiarize you with
these functions.

The management functions are:

Next-->

Delete a Report

You are able to delete reports that are no longer needed or have become
obsolete. You have the choice when deleting the report of deleting the
associated template. This should only be done if you are sure that the
template is of no value and is not being used by other reports.

Link and Un-link Templates

You are able to un-link an associated template from a report. This is
necessary if you want to link a different template to the report.

Lock a Report

You are able to lock a completed report. This ensures that there are no
changes made to the structure of the report.

Help File: Locking/Unlocking a Report

Export and Importing Reports

You are able to export reports from Sage Intelligence Reporting. These
reports can be imported into other Sage Intelligence Reporting systems.

Help File: Exporting a Report; Importing a Report

Schedule a Report Run

You are able to schedule a report to run by adding the Sage Intelligence
Reporting schedule command line to a 3rd party Scheduler program.

Help File: Scheduling a Report Run
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End of the Report Manager Tutorial

Congratulations, you have successfully completed the Report Manager
tutorial.



Modules

Sage Intelligence Reporting can give users an open view of their data
across several platforms and consists of user friendly modules:

The Connector Interface provides the facility to connect to all ODBC
compliant data sources for example, SQL Server, Oracle, Access,
Btrieve (Pervasive) using a Windows Explorer look and feel, for simple
administration of all data connections

The Report Manager Interface which provides access to the data as
defined in the Connector’s tool and empowers the user to customise
their reports for Microsoft Excel

The Report Viewer allows report layouts in Microsoft Excel to be
changed on the fly for viewing once reports have been executed, but the
source reports cannot be changed using this license type

The Security Manager defines security for reports and users

The License Manager manages module licensing

Sage Accpac Intelligence
Components and Icons

lcon Component Description
# ReportManager Author (design, create) and run reports
e ReportViewer View authored reports — no editing
Security Manager Defines security for reports/users
iz License Manager Manages module licenses

A

Connector Connect to additional data containers
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Creating a Metadata Set

Sage Intelligence Reporting uses Metadata to describe an organizations
useful data. Metadata is often referred to as data which describes data.
Typically a Metadata set will provide a user friendly view onto a set of
technically obscure data. It allows data to be more easily available to non
technical users or to users who have no knowledge of the underlying
source data system. A good Metadata set should describe a data set in a
manner which is consistent and easy to understand. Where data comes
from different sources and systems with inconsistent naming
conventions, the Metadata can achieve a consistent facade allowing the
user to be unconcerned with the source and source type of any given
data.

Sage Intelligence Reporting allows a System Administrator to perform a
Metadata mapping exercise once which then benefits all end users. The
Connector is used to perform this mapping exercise. In addition to
mapping the Metadata the exercise should also involve some
configuration to optimize the way in which data is accessed by Sage
Intelligence Reporting.

Creating a Metadata set:

1. Create and test a Data Connection.

2. Publish Data Containers and Data Expressions giving them
meaningful names.

3. Configure the Data Expressions so that the data is accessed in a
sensible manner.

Once a good Metadata set is published the users of the Report Manager
Interface will be able to easily access the data.

The Connector allows the System Administrator to rename the technical
expression names normally contained in databases. By renaming the
expressions, the System Administrator creates a metadata set that is
user friendly and which allows the user to clearly identify the relevant
fields for reporting when using the Report Manager Interface.
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What is the Connector Tool ?

The Connector allows an organization's System Administrator to make a
connection to their database so as to access the relevant tables for
reporting purposes. It also allows an organization's System Administrator
to configure the metadata so as to empower the users to create their own
reports. The Connector will typically be used by an organization's System
Administrator or the relevant technically skilled person.

.;aﬁ'l Sage 300 ERP Business Intelligence 6.1 - [Cannector]
.,ﬁ'l File Action Tools Window Help

e |w|@E|E|wm ] - | D B

Object
Enterprize
"% Pervasive ODBC Client Interface

%\3 Sage Accpac [Buto Connect]

]@ Sage Accpac Conzolidation
ME-IS.-’-'-.M OCBC [DSM)
W File DSN
m Firebird/InterB azelr] driver
i."EM.-’-'-.S 90 4.0 ODBC Driver
m Microzoft ODEC for Oracle
i."HMichsuft OLE DB Provider for Oracle
m Microzoft OLE DE Provider for SOL Server
ﬂ Microzoft B ernate Provider
m Microzoft Jet OLEDE. 4.0 for C5Y
m Microzaft Jet. OLEDE. 4.0 Provider
mMiu:ru:usu:uft.SDLSEHVEH.EE.DLEDB.E.E
m W0B AccountRight [All versionz)
m MYOB AccountBight W19 [AUS)
MMYDB M 0AU0207 Driver
¥ b4 0B ODBC Driver
MMYDB OCBC Driver U7

To use the functions of the Connector, you will first need to select an
object (i.e. a Data Connection, Data Container or Data Expression) in the
Object window.

When you have selected an object in the Object window, you can edit the
properties of your chosen object by using the Properties fields provided in
the Properties window.



Piogertes |
Cennechon 1D

[z

Connecton Type 1D
[15

Connechon Name:
|Sag= Aecpac Jaulo Connect)

Uz Auito Connaciion Spstem [

Serves Mama [hlar&@ceﬂ anging]
[@NJ'I'U_D:INN_EEFF-I'EH@

Databags Mame
|@AUTO_COMN_CATALOGE

Uszer 1D

[@alTO_COMN_USERG

Passwond
[@ALTO_COMM_PASSWORD@

Usze Time wath Diates I

Dabe Format [io pass bo Dinver)
[rere-ham-0 0

Daba Time Foemat [to pass bo Diive) - Disabled
[T MM-D D hmmoss

DaabeTire Cefimitar (o pass bo Drver)

Conraction Type
|Pervasive DDBC Clent Interface

Uz Conneclion Variables r

Congzoldation Conneclion I~

_F Show Advancad

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

The Connector also includes a standard Windows Menu bar and a
Connector Toolbar to simplify the use of the Sage Intelligence Reporting
software functionality.
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Connector Toolbar

The Connector toolbar has various icons which perform several functions
as follows:

Icon| Function Description
Enables the user to add a Data
Add Connection, Data Container or a Data
Expression

Enables the user to delete their

&l | Delete selection

Displays context specific field

e i .
|#| | Properties O

Refreshes on screen properties of the

2l | Refresh selected object

Copies the selected object to the

S clipboard.

& |Paste Pastes an object from the clipboard
o into the selected object

'v| |Move To Moves a connection or a container

Checks that the selected object will

2| | CheckiTest function correctly

Samole Takes a 50 row sample from the
| Datap selected Source Data Container and
displays this data on the Data Screen

® Q%?;iase Applies a supplied Metadata Hot fix or

- Update Service Pack

] Import Enables the import of reports into your
Report system

2| |Help Launches the Help Files
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Data Connection

A Data Connection holds the relevant connection information to connect
to a supported ODBC or OLEDB compliant Data Source. This Data
Connection object is then used for all connections to this Data Source. By
adding a Data Connection the System Administrator can make data
available from this Data Source.

To display the properties of your Data Connection, select a Data
Connection and on the Toolbar, click the Properties button ||

The Data Connection Properties window will appear.

Piogertes |
Cennechon 1D

[z

Connecton Type 10
[1a

Connechon Name:
|Sag= Aecpac Jaulo Connect)

Uz Auito Connaciion Spstem [
Serves Name [blank for local angine]
@ALITO_COMN_SERVERE

Dalabaga Name
|@AUTO_COMN_CATALOGE

Uszer 1D
[@ALTO_COMN_USERE

Passwond
|@ALTO_COMN_PASSWORD@

Use Time wath Dates m
Dabe Format [io pass bo Dinver)

[rere-ham-0 0

Daba Time Foemat [to pass bo Diive) - Disabled
[T MM-D D hmmoss

DaabeTire Cefimitar (o pass bo Drver)
Conraction Type

|Pervasive DDBC Clent Interface

Uz Conneclion Variables r
Congzoldation Conneclion I~

_IF Show Advancad

To Hide/Unhide advanced properties check/uncheck the Show Advanced
Option [v Show Advanced .

Property Description

Connection | A Technical Key Value used to identify the Data



ID

Connection.

Connection |Value used to associate the Data Connection
Type ID with a Connection Type
The Auto Connection System is a system used
to automate a connection to a data source at
Use Auto | report execution time. This system allows the
Connection |database connection properties for reports to
System be set at execution time and not to be hard
wired into the Connection in the Connector.
See Auto Connection System for further details.
Connection | The name assigned by the Administrator for the
Name Data Connection
User ID The user ID that will be uged to gain a
connection to the underlying Data Source.
The Password that will be used to gain a
Password : :
connection to the underlying Data Source
Forces the full Date and Time values to be
passed to the underlying database system. If
this option is not selected the Date Format (to
Use Time | pass to Driver) will be enabled and the format
with Dates | specified will be used, otherwise the Date Time
Format (to pass to Driver) will be enabled and
the format specified will used. See Connection
Date Time Formats for further information.
The Date format that the underlying Database
System expects Dates to be presented in. This
is the format that Sage Intelligence Reporting
will convert dates to, before passing them to
the underlying system. This needs to be
Date correctly configured in order for Filters and
Format (to | Parameters to work correctly with dates in the
pass to Report Manager Interface. It is not the Date
Driver) that a user of the Report Manager has to use.

For a full list of the expected Date Formats for




supported Connection Types please check
Connection Date Formats for further
information. This is only available when Use
Time with Dates is not selected.

The Date Time format that the underlying
Database System expects Dates/ Times to be
presented in. This is the format that Sage
Intelligence Reporting will convert dates to
Date Time |before passing them to the underlying system.
Format (to | This needs to be correctly configured in order
pass to for Filters and Parameters to work correctly
Driver) with dates in the Report Manager Interface. It is
not the Date that a user of the Report Manager
has to use. This is only available when Use
Time with Dates is selected. See Connection
Date Time Formats for further information.

This is the Date Delimiter that the Connection
expects dates to be prefixed and suffixed with.
This needs to be correctly configured in order

Bg}ﬁﬂ;‘e for Filters and Parameters to work correctly
with dates in the Report Manager Interface.
Most systems use a single quotation mark (')
for this while some use a hash (#) symbol.
Connection

Sets the type of the Data Connection
Type




Home > Connector > Data Connections > Add a Data Connection



Add a Data Connection

A Data Connection holds the relevant connection information to connect
to a supported ODBC or OLEDB compliant Data Source. This Data
Connection object is then used for all connections to this Data Source. By
adding a Data Connection the Connector can make data available from
this Data Source.

To add a new Data Connection, double click on and select the relevant
Connection Type (driver) to use for the Connection by clicking on it in the
object window, for example, select .

.;aﬁl Sage 300 ERP Business Intelligence 6.1 - [Cannector]
.,ﬁ-l File Action Tools Window Help

e |w|@E|E|wm ] - | D B

Object
Enterprize
"% Pervasive ODBC Client Interface

%\3 Sage Accpac [Buto Connect]

]@ Sage Accpac Conzolidation
ME-IS.-’-'-.M OCBC [DSM)
W File DSN
m Firebird/InterB azelr] driver
i."EM.-’-'-.S 90 4.0 ODBC Driver
m Microzoft ODEC for Oracle
i."HMichsuft OLE DB Provider for Oracle
m Microzoft OLE DE Provider for SOL Server
ﬂ Microzoft B ernate Provider
m Microzoft Jet OLEDE. 4.0 for C5Y
m Microzaft Jet. OLEDE. 4.0 Provider
mMiu:ru:usu:uft.SDLSEHVEH.EE.DLEDB.E.E
m W0B AccountRight [All versionz)
m MYOB AccountBight W19 [AUS)
MMYDB M 0AU0207 Driver
¥ b4 0B ODBC Driver
MMYDB OCBC Driver U7

Add a Data Connection:

1. On the Toolbar, click the Add button | 2. The Connection Info

dialog box appears.



2.

Connection Info [B]
System:

|Pervasive ODBC Client Interface

Connection Mame
" Cancel

Server Mame [blank for local engine)

D atabase Mame

Uszer Id:

Pazsward:

[ Usze Auto Connection System

In the Connection Name box type the name of your connection.
Note: Depending on the Connection Type of the Connection
being created, certain values will need to be entered to specify
how the data is accessed (some connection types will allow you
to browse for data using the buttons to the right of the text
boxes). Where paths or folder names are required for creating a
Data Connection always use the Universal Naming Convention
as opposed to using drive mappings. For example
\\Servername\c\mydata\ as opposed to X:\mydata where X is a
mapped drive to \\Servername\c\. This will ensure that reports
against this Data Connection can be run from any workstation
regardless of drive mappings.

In the Server box, browse to or add your server name.

in the Database Name box, enter the name of your SQL
Database.

In the User Id: box type your User Id: if you have security
settings on the data folder.

In the Password box type your password for the above entered
User Id.



7. Click on Add. The new Connection will now appear in the Object
window.

8. To test the Connection; On the Toolbar, click the ChecklTest |~ |
button.
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Using the Auto Connection System

In order for Sage Intelligence Reporting to communicate via ODBC to any
database, these values need to be resolved:

e Server Name
e Database Name
e UserID

e Password

The Auto Connection System in Sage Intelligence Reporting is used to
automate a Connection between a data server and data source at report
execution time.

The Auto Connection System takes care of the above values by passing
all these critical values during the company log on process to Sage
Intelligence Reporting. Especially if more than one server (Database
Host) and database exists on the network, this feature proves very
helpful to automate seamless integration to automatically use the
relevant logged in server and company.

Connection Info =
System:

|Pervasive ODBC Client Interface

Connection Mame

|&ccounting

Server Mame [blank for local enging)
[@ALTO_CONN_SERVER® E]
Databaze Mame
[@AUTO_CONN_CATALOG® ||

Uszer Id:
|@4TO_CONN_USER®

Pazswaord:

[v Uze duto Connection Syster

Notice the following four field variables values of the Connection
Properties:



Server: @AUTO_CONN_SERVER@

The @ signs indicates that upon report runtime some variable value is
expected to be supplied. In the case of the above string it’s the
appropriate MySQL Server name to access the data.

Therefore the relevant MySQL server PC’s name will be automatically
supplied by the Auto Connection System.

Database Name: @AUTO_CONN_CATALOG@

The above string indicates the expected value to be supplied by the
Auto Connection System upon report runtime of any report is the
relevant Database Folder.

Therefore the specific currently opened company’s equivalent Database
Folder will be supplied by the Auto Connection System.

User ID: @AUTO_CONN_USER@

This string indicates that the MySQL server’s User ID field that is
logged into Sage Intelligence Reporting would be automatically
supplied by the Auto Connection System.

Password: @AUTO_CONN_PASSWORD@

This string indicates the MySQL’s password that Sage Intelligence
Reporting is using that would be automatically supplied by the Auto
Connection System upon report runtime.



Automatic Query and Response Dynamics

All Sage Intelligence Reporting reports that are run, are passed through
the Auto Connection Properties (automatic query prompt running in the
background) for the 4 mentioned variables to be specified first before
data can be extracted from the database.

In response the relevant 4 variables values are supplied in accordance
with the specific company opened and the relevant MySQL Server PC
name.
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Data Container

A Data Container is simply a set of data which is made available
(published) by the Connector which will allow users access to the data
using the Report Manager interface. The source of this data can be either
a Database Table, View, Stored Procedure or a custom Join based on

two or more Tables/Views.

To display the properties of your Data Container, select a Data Container

and on the Toolbar click the Properties button |&.
The Data Container properties window will appear.

Propeities |
Contamer ID
[1o

Pubbzhed Contaner Mame
|SalesMaster 30 [AE-PVS)

Descrplion
||:|u:|=r Erty Invaices and Ordes Enliy Credit and Debit Mobes - S ouicec

Connection 1D
12

Sounze Contaner Type
| Jain |
Sowrce Contaner [oin]
"QESHDT™
LEFT JOIH "ARCUS® J
OH "OESHDT" . "CUSTCHER® =
"ARCUS" . "IDCUST™
LEFT JOIN "ARGRO™
OH "ARCUS®."IDGRP® = "ARGRO"."IDGRP"
LEFT JOIN "ICITEH"
OH "OESHDT"."ITEH" =

Timeoul E rquiies Afler [Secands)
|Ea0

Centaner Licenzed Te
Combaner Dwred By
[Blchemes [Pty Ltd

Execube Scipt on Use

[ Show Advanced

[ ot ]

-

Property

Description

Container ID Container

A Technical Key Value used to identify the Data

Published




Container The name assigned by the System Administrator for
Name the Data Container
Description A description for the Data Container

Connection ID

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

Source
Container

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

property

Source
Container Type

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

Timeout
Enquiries After
(Seconds)

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

o Set this to O for Sage Intelligence Reporting
to wait indefinitely for execution to complete

e Set this to -1 for Sage Intelligence Reporting
to use the defaults settings of the underlying
database system

Note that this setting may have no effect for certain
underlying Database systems

For more information on troubleshooting Timeouts
see Timeouts

Container

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




Licensed To Container. See Container Protection for further
information

Sets the Company that is the owner of the original

Container Container and all those created on import to other
Owned By systems. See Container Protection for further
information

In addition to these container properties you can also view a list of
reports that have been created from this container. Right-click on the
container and select Show Dependencies.

The following screen will display, listing the reports that are dependent on
this container.
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Go To Container

The Data Container that a report is running from can be viewed from
within the Report Manager module. This makes it easier to identify the
source container to which tables or expressions must be added should
the reports running from this container need updating.

Step by step process:

1.
2.
3.
4.

5.

Double-click the report.
Double-click Source container.
Right-click the report.

Click Go to Container in Connector.

- Report Manager

I ] el Y R e T A P Y ]
Object | Properties |
I:I':'me Sequence
L Analysiz W
1 Dashboard )
) Demonstration Source Containe
@ Designer Saleztd azter 3-1
[ Financials Original Source C
[ Inventory SalesMaster 3-1
1 Metrics and EPls Colrce Eontaine
1 Multi Company Conzolidation IEi
1 Purchazes
1 5ales

|E| Copy of Sales Master 3-1 [AE-PYS)
B Source Container

Y 5 aleshd aster 3-1 [AE-PVS)

B Columns Open

EJ Fitters Properties
B Parameters Rer
B Sort Fields il

B Aggregate Filters

Goto Container In Connector
[l Sales Master 31 [AE-PVS)

The following dialog box will appear asking if you would like to
open another instance of the Connector.



6. Click Yes.

7. Your container that the selected report is running from will now be
selected in the Connector.
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Add Data Containers

A Data Container is simply a set of data which is made available
(published) by the Connector which will allow users access to the data
using the Report Manager Interface.

The source of this data can be either a Database Table, SQL Join, View,
Graphical Join, Stored Procedure, or a SQL Query. Once you have
configured your new Data Connection you will need to select your data
containers which contain your source data.

Method:
1. Open the Connector.

2. Select a Data Connection : Sage Accpac (Auto Connect)

) Sage 300 ERP Business Intelligence 6.1 - [Connectar]
.,ﬁl File Action Tools Window Help

e |oj@p e v]-| D =

Object

Enterprize

i."HF‘ewasive ODBC Client Interface
#8 age Accpac [Auto Connect]

@3 Sage Accpac Conzolidation
ME-IS.&M ODBC [DSM]
W File DSN
m Firebird/InterB azelr] driver
i."HM.-’-'-.S 90 4.0 0DBC Driver
m Microzaft ODEC for Oracle
i."HMichsuft OLE DB Provider for Oracle
p."ﬂ Microzoft OLE DB Provider for SOL Server

button.
4. The Select the Container Type dialog box appears.

3. Click the Add Connection



Select the Container Type

® Table-"ou want data from a single takle

SOL Join -ouwant 1o spacity tables through &
manual S0L jain

“Wiew - *rou want data from an existing dalabase

“iew (or Quend

Graphical Join = *owwant io specity tables and
joins Graphicalby

Stored Procedure -ouwant the data 1o come
frorm & database Stored Procedure

¢~ S0L Query -vouwant to use afree feod S0L
command

Cancel |

5. Click OK to accept the default container type, which is Table,
allowing you to add single containers.

6. The Publish Data dialog box appears.

Publish Data

Mame TABLE_CAT.. | TABLE_SCH.. | TABLE_TYF =

D AF_Anedinvoicaiivii EHuII} E_

[ &P _analysis [rdull] [ dull] TABLE

[Clar analysisRepontyil [Nl [dull] TABLE

[(] aF_analysizwik [ ull] [ull] TABLE

DAP_AFlﬂeuringDemil [Mull] [Mull] TABLE

[ &P aRCieanngHeader [Mul] [Fdull] TABLE

I:I.éP_AFlDIearingFle:a... [Mull] [Mull] TABLE

DAP_.&F[DIaaringFlagis... [Mull] [Mull] TABLE

[ aP_sRClearngRestart [l [rdull] TABLE

[Jap_assignvendorTe..  [Mul] [Full] TABLE

[lar_audi [dull] [dull] TABLE

D.ﬁP_CashF%Bquiramen... [rull] [ull] TABLE

DHP_ChangeVendurs‘-.-" L [Pl [Mull] TABLE =

|T|_._=__. s = . = s i = s == -
UnSelect &1 | Selact All | Ok, I Cancal |

7. Select the tables that you want to report on and click OK. The
new data container(s) will now appear in the object window.



8. Note: You can select Table to add a container and then change
the Container Type afterwards to a Join or a Graphical Join if you
later decide to join this table to other tables. See Joining Tables
for more information.

To check that your chosen Data Containers are working and accessible,
select the Data Container in the Object Window and on the Toolbar, click
the ChecklTest | - | button which checks that the selected object will
function correctly.
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Joining Tables

Using the Sage Intelligence Reporting Connector, data is made available
through the addition of Data Containers and relevant Expressions. The
source of the underlying data can be a Table, a View, a Stored Procedure
or a user defined SQL Join or a Graphical Join. To create a Container
based on a SQL Join, the System Administrator should add a data
container, selecting the option “SQL Join” from the Select Container Type
window and providing a name for the container. Then, before adding
Expressions, you would type in the join syntax in the Source Container
(Join) field. The Source should thus be the FROM clause (excluding the
FROM keyword) of a SQL query that would define the Join. The syntax of
the Join can be verified by using the Check/Test facility for the Container.
When the SQL Join is verified to be correct, the Administrator can choose
to Add Expressions. The Expression list will then include all Fields from
all the Tables in the Join. There are two main SQL Join styles that are
used by Database Systems. For some systems either will work while for
others only one of the methods might work. It is recommended where
possible to use Syntax 2 (the newer ANSI style Join).

Join Syntax 1

TABLE1, TABLE2, TABLES3
WHERE TABLE1l.KEYFIELD
AND TABLEZ2.KEYFIELD_2

TABLE2.KEYFIELD
TABLE3.KEYFIELD

for example,

timesheet, employee, department
WHERE timesheet.employee_id = employee.1id
AND employee.department_id = department.id

Join Syntax 2

TABLE1
[INNER | LEFT | RIGHT] JOIN TABLE2

ON TABLE1.KEYFIELD = TABLE2.KEYFIELD
[INNER | LEFT | RIGHT] JOIN TABLE3

AND TABLE2.KEYFIELD_2 = TABLE3.KEYFIELD

for example,



timesheet

INNER JOIN employee

ON timesheet.employee_id = employee.id
INNER JOIN department

ON employee.department_id = department.id
INNER JOIN ON

NOTE: Some systems allow tables to have names, which include space
characters. Where this is the case then it is necessary to surround table
names and field names with square brackets.

The matrix below shows which styles of joins are supported by the most
common Database Systems.

Pervasive Pervasive
ODBC 32 ODBC |DBASE| SQL Access|/Oracle
Interface
Joins
(Old YES YES YES YES| YES | YES
WHERE
style)
Joins
(New NO YES YES | YES| YES NO
ANSI)




Creating a Graphical Join

To create a Container based on a Graphical Join, the System
Administrator should add a Data Container, selecting the option
“Graphical Join” from the Select Container Type window and providing a
name for the container. Then, before adding Expressions, the System
Administrator would create the Joins between the tables by adding tables
within the Graphical Join tool, then dragging the relevant field from one
table and dropping it onto the appropriate field in the joining table. The
illustration below displays two joins between 3 tables.

Graphical Join Tool

AP_Audit | =
Usarkay B AP CheckHea.. | =
WorkstationMa.., | = - AFDivisionko : AP_Drnasion
Data Jl “Yendordo . AFDrisionDesc
EeqqgnFeNE CheckEnirddo AccountsPayab..
AFDnasionMo Checkio DizcountsEame. ..
andorho x ChackDate ™[ x] Cashacotitey

CheckPrinted > DiscountsLostd, .,

:

a | 5

{e] -

AP Audit :

INHEE JOIM AP CheckHeader -
0N AP_Audit.Date = AP CheckHsader . Vendorbo

IHHER JOIM AP Division

[ ShowS0L [ ShowGridlines e || Apphy | Exit |

An Inner Join is created by default, which can be changed by right-
clicking on the Join box on either side of the Join and selecting Outer
Join. The reverse polarity option on the shortcut menu switches the Join
between a Left or Right Join.

The SQL syntax for the Join can be viewed by selecting the check box
“Show SQL".

Once the Joins have been created they should be verified by using the
Check/Test facility for the Container. On closing of the Graphical Join tool
the Join will be displayed as a SQL syntax. When the SQL Join is verified
to be correct, the System Administrator can choose to Add Expressions.



Changing from a Join to a Graphical Join

You may change existing Joins to a Graphical Join but on doing so you
will have to recreate the Join within the Graphical Join tool.

1. To change the source container type from a Join to a Graphical
Join, select the arrow in the Source container type field and
select Graphical Join.

2. Then click the Apply button. The container properties window will now
display a Graphical Join Tool button.

Properies |

Container | [
[1m7 Q
b

Fublished Container Mame b |
|-"\DCEI unting

Description

Connaclion 1D
2

Sourca Containar Type
|Graphical Join ~]

Graphical Join Tool |

Join S0L
((("AP_Audit"
INMER JOIN "AP_CheckHeader"
ON “AP_Audit"®."Date" =
"AP CheckHeader" . "Vendoria")
INMER JOIM "AP Divisicn"
ON "AP_CheckHeader"."CheckDate" =
"AP Division"."CashAcctEey")
INNER JOIN "AP_InvelceMemo"

[ Show Advancad 7o

3. Select the Graphical Join tool button, add the required tables,
create the Joins then click the Apply button to accept your
changes.
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Adding a Graphical Join Container

Sage Intelligence Reporting supports the use of a Graphical Join as the
source for Data Containers.

Method
1. In the Connector add a new Container to your Connection.

2. When the Select the Container Type window appears, select
Graphical Join.

Select the Container Type
(" Table - Youwant data from a single table

¢~ SOL Jain-"You wantto specify tables through a
manual SOL join

- Wiew - Y'ou want data from an existing database
Wiew (or Cluary)

: 'Grsphic:al Join="vou wantto specity tables and:
Joing Graphicalhy |

Stored Procedure -ou wan! the data to come
from & database Stored Procadure

¢~ SOL Query - viou want to use a free text SOL

comrmand
0K | Cancal

Click OK.
Enter a descriptive name for the container.

Click OK to complete adding the container.

o g kM w

Select the newly created container and in the properties window,
click Graphical Join tool.

7. Select the tables that you wish to have participate in this
graphical join. Join the tables by dragging primary fields in one
table onto the secondary fields in the next table.

8. Once you have added the tables and joins that you require click



Apply.

9. Right-click on the new Container and select Add Expressions.
When prompted for the expression type to add, select Data
Fields.

10. The list of fields that the view holds will appear. Select those
fields which you would like to be available for reporting on and
click OK.

The Container is ready to be used in reports.
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Adding a Table Container

Sage Intelligence Reporting supports the use of a single Table as the
source for Data Containers.

Method

1. In the Connector Tool add a new Container to your Connection. When
prompted to Select the Container Type, select Table.

2. The Container name will default to the Table name.

3. When prompted select the Table that you would like to use as the source
for this Data Container.

4. Click OK to complete adding the container.

5. Right-click on the new container and select Add Expressions. When
prompted for the Expression Type to add, select Data Fields.

6. The list of fields that the table holds will appear. Select those
fields which you would like to be available for reporting on, and
click OK.

The Container is now ready to be used in reports.
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Adding a View Container

Sage Intelligence Reporting supports the use of a View as the source for
Data Containers for certain Database systems.

Method

1.

In the Connector, add a new Container to your Connection. When
prompted to Select the Container Type, select View.

The Container name will default to the View name.

When prompted, select the View that you would like to use as the
source for this Data Container.

Click OK to complete adding the container.

Right-click on the new container and select, Add Expressions.
When prompted for the Expression Type to add, select Data
Fields.

The list of fields that the View holds will appear. Select those
fields which you would like to be available for reporting on, and
click OK.

The Container is now ready to be used in reports.
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Find and Replace

The Find and Replace feature in the Connector lets you change all
instances of a name change, for example a table name that has
changed.

Method
1. Open the Connector and right-click on the affected container.
2. Select Find and Replace.

3. Enter the existing table name under Find What and the new name

under Replace With.
Replace
Eindd Wt |documeantines

Fieplace Wit | documententrias|

Exprassions to Eec Include in Replace

¥ Data Field Sources [ Expression Mames
¥ Expressions [* Expression Sources
[* Excel Formulne [* Expression Lookups
¥ Pass Through Vanables v Cortamer Source

4. Select all expressions you would like to effect, and also select what to
include in the replacement by selecting the relevant options.

5. Click OK.
6. Confirm by selecting Yes.

7. The following window will appear confirming that the Find and
Replace was successful.



o [documentlines] was replaced 18 times in the container,

[Eons)
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Container Protection

Sage Intelligence Reporting uses protection at a Container and Container
Expression Level to protect intellectual property. This means that
advanced data modeling in relational databases and advanced SQL
Expressions can be protected when reports are distributed. To enforce
this protection Sage Intelligence Reporting stores information about who
the Container is Owned By (the original Container and all those created
on import to other systems) and who the Container is Licensed To.
Such information can be viewed on the properties screen of a container
when you check the Show Advanced button at the bottom of the
properties screen.

Container Licensed To
Fﬁnyday Accountants

Container Owned By
Alchemex (Pty) Ltd

The Container Licensed To property specifies the Company (Sage
Intelligence Reporting licensed company) that has been authorised to
import reports that use this container. Authorisation is performed by the
Owner of the Container on Export. If this property is left blank then
anyone can import and use the Container.

The Container Owned By property is the Company (Sage Intelligence
Reporting licensed company) that created the original Container. The
Ownership and protection options of a Container can only be changed by
the Owner of the Container on Export of the report and using a Solution
Developer license. Unless the Ownership options are changed all
Containers created in destination systems will retain the original Owner
on import.

The Owner of a Container can also specify protection options for an
Export File and its Container at Export. See Exporting Reports with
Protection for more information.

The Owner of a Container can also remotely unlock the Container, for a



client using the Container, using the "Generate Unlock Pin Codes" facility
supplied (Solution Developer License only). See Unlocking A Container
and Expressions for more detail.

A Container Owner may set up a trust relationship between a report End
User and a Third Party (for example, outsourced report writer) in order to
facilitate remote modifications to reports. For more information see the
topic Importing a Report licensed to another Company for details on.
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Stored Procedures

Sage Intelligence Reporting supports the use of Stored Procedures as
the source for Data Containers for certain Database systems. For a list of
the supported systems please go to Stored Procedure Supported
Databases.

Adding a Stored Procedure Container - Step by Step

1. In the Connector, add a new container to your connection. When
prompted to Select the Container Type select Stored Procedure.

2. Enter a descriptive name for the Container.

3. When prompted to Specify the Stored Procedure details enter the name
of the Stored Procedure and any Input Arguments for the stored
Procedure. In the example below the Stored Procedure is called
sp_sales_by_region and it expects a integer argument for the Year and
a string argument for the Continent.

Specify Stored Procedure Details

Stored Procadure Name: 1. Enter the name of the Database Stored Procadune

|sp_5nles_hy_reglur-. ' |2 Enter & comma delimited list of input parametars. This list
v ) must malch those expeciad by the Stored Procedura. e.g.

Input Arguments: 1.3 abe,'01 Maovw 2004, Leave blank it the Stored Procedura

|1999.'Eurupe'| expects na arguments.

Call Syniee 3. Delimit Mon-numeric arguments inthe listwith single

|3p_5nles_hy_regic|n {1999 'Europe]  |quotahion marks (2.g. 'abc).

|4. Mote : Use Pass Through Container Yariablas to
dynamically parametanse the Stored Frocadura af repaort run

[ime. e.g. '@STARTOATER! @ENDDATER  @CISTIDE

(0] I Cancal | |[ze& halpile for more details)

[+ Show instructions

4. Click OK to complete adding the Container.

5. Right-click on the new container and select Add Expressions.
When prompted for the Expression Type to add, select Data
Fields.

6. The list of fields that the Stored Procedure returns will appear.
Select those fields which you would like to be available for


http://www.alchemex.net/article.asp?CODE=SP_SUPPORT

reporting on, and click OK. The Container is now ready to be
used in reports.

Dynamically Setting Stored Procedures Input Arguments at Report
Run Time - Step by Step:

To dynamically parameterize reports that use a Stored Procedure that
expects input arguments the Container must be used in conjunction with
Pass Through Variable(s). The defined Pass Through Variables must in
turn be defined as Parameters on the report.

1. Add Pass Through Variable(s) to the Container.

2. Add Parameters to the report based on the Container Pass
Through Variable Expressions create in Step 1.

3. Edit the Source Container property of the Container to include the
Pass Through Variable defined codes in the stored procedure
input argument list. For the example above the syntax would be:

@YEAR@, @CONTINENT@

where @YEAR@ and @CONTINENT@ are the Expression
Source (or Variable Code) property values of defined Pass
Through Variables within the Container. Note: When a stored
procedure expects non numeric (for example, text based inputs)
then the Variable code must be prefixed and suffixed with a
single quotation mark ().



Limitations of Using Stored Procedures as Containers

The following limitations exist when using Stored Procedures as Data
Containers:

e Only Expression Fields of types Data Field and Pass Through
Variable can be used in the Container. SQL Expression and Excel
Formula type expressions are not supported

¢ Reports that use Stored Procedure type containers cannot use
Filters or Aggregate Filters. Filtering can only be achieved with a
combination of Report Parameters, Pass Through Variables and
Stored Procedure Input Arguments

e Stored Procedure must return a single data set only

¢ Only a single Stored Procedure can be used in a Container.
Stored Procedures cannot be joined
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Data Expression

A Data Expression is a field in a Data Container chosen by the Connector
to be available through the Report Manager Interface.

To display the properties of your Data Expression, select a Data
Expression and on the Toolbar click the Properties button |&.
The Data Expression properties window will appear.

Froperias |

Exprassion 1D :|
|480

e

Expression Mame
[ACCOUNTCATDESC

Exprassion Source
|RiEI}1: 'GL_AccountCategory" . "AccountCategoryDes

Exprassion Type

|SDL Expression ﬂ
Allaw Yiawing [+

Allow Filtering [v

Allow Soring [+

Allaw Lookups [+

Lookup Type
S0L Siotemant Detfined

L+

Lookup SOL SELECT Statement

SELECT DISTINCT RIRIM =
["GL_AccountCategory". "AccountCategorvDesc" )

FROM "GL_AccountCategory"™ QORDERE BY RTRIM
("GL_AccountCategory". "AccountCategorvDesc" )

Data Type

“arChar ﬂ

To Hide/Unhide advanced properties check/uncheck the Show Advanced
button [v Show Advanced )

Property Description
:Expressmn This is a Technical Key Identifier for the Data Expression
Expression

The Name or Alias for the Data Expression
Name




Expression
Source

The Source Data Field Name of the underlying data for
the Data Expression or a SQL Expression or an Excel
Formula depending on the Expression Type (see
below)..

Expression
Type

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

In the last case Microsoft Excel formulae can be
specified in the Expression source. No equal sign should
be used to prefix the formulae. When Microsoft Excel
formulae are used here then to reference other Data
Expressions in the formula use their Expression Names.
E.G. CONCATENATE(Category," - ",ProductName)

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

Allow
Viewing

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

Allow
Filtering

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

Allow
Sorting

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




Allow users to perform lookups on this Expression which
will make Parameter Lookup Lists available for this

Allow Expression. This option should only be used on Data
Lookups P : : S
Expressions which are expected to have a fairly limited
P
set of distinct values. Using Lookups against large
diverse data sets can vastly hinder system performance
Looku Sets where the Parameter Lookup List dataset is pulled
Tvoe P from. See Defining Parameter Lookups for further
yp information
The underlying data type for the Expression. If you
Data Type change an Expression to be of Expression Type SQL

Expression then you should pick the correct Data type
that the Expression is expected to return
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Add Data Expressions

Adding a Data Expression enables the system administrator to choose
the data fields (publish) from the Data Container(s) which are available
through the Report Manager.

Once you have selected your Data Container(s) which contain your
source data you will need to add your Data Expression.

Add a Data Expression:

1. Select a Data Container.

| Object [ -
M Oracle ODEC Derver
W Pervasive DDEC Clent Inteiface
" S age Accpac [Aubo Connect]
E Dashboard Financials 31 |AEFVS)
B Francial Analysiz Conbainer 340 [AE-FVS]
& Financial Fepos 31 JEAVS)
E GL Account Group 3-0 [AE-PYS5)
B GL Tranzachons 30 |AE-F5)
= Inverfiony &nalsis Contaire 30 [AE-FyS)
B Inweritory Master 20 [AEFVS)
& Purchase Magter 340 [AE-PVS)
B Sales Analesiz Container 340 [SE-FVS)
B SalesMastes 30 BEFS)
W 520 Acepac Consaldalion
f@!, Parvative ODEBC Diiver [with AuoDB Creation)

2. On the Toolbar, click the Add

button.
3. The Select the Expression Type to Add dialog box will appear.

Select the Expression Type to Add

f* Data Field(z] - & field(z] from a table

~ SOL Ewxpression - & user defined combination of
[rata fields and SOL Functionsz/Syntax

~ Ewxcel Formula - & uzer defined combination of
Expreszion Mames and Excel Formulae

~ FPazz Through Yarniable - & defined expression that
can be uged as a Pazz Through Y ariable.

(] Cancel |

4. For Field(s) in a Table select the Data Field(s) option. If Data



Fields are being added to a container that uses more than one
table then you will be prompted for the Tables to add fields from.
Select the Tables. A Choose Publish Fields dialog box which
contains your data container fields will appear.

5. Select the fields that you want to be available in your container
(and will be available for reporting) and click OK.

Choose Publish Fields

Mame | BASETABLENA,.. | BASESCHEMA... | BASI =
| SalespersonDikisionto  SelesF2 [
[E|Salecpersonido .
SalespersanMarme Salesk2 |
DMdms sLinel Salesk E
[[]addrasslines SalesFE

[] AddrassLine3 Salesk2

vy SalesF?

[:l State Salesk2

[JzipCode SalesF?

[[] countryCode SalesF?

[#] TalephoneMa SalesF?

DTalaptheExt Salesk2

Emailaddress SelesF2 =
M= . . = 6 = i sma

L 11}

] 3
QnSEIEEt.NI| Selact All | Ok, I Cancal |

6. The new Data Expression(s) will now appear in the object
window.
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Edit a Data Expression

To edit a Data Expression, select the Data Expression which you want to
edit and on the Toolbar click the properties |#| button. The properties
window will be displayed.

Amend your Data Expression properties and click OK to save your
changes.

Property Description

:Expressmn This is a technical key identifier for the expression

EXxpression The Name/Alias for the Expression

Name

Expression The Source Data Field Name

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

Expression | In the last case Excel formulae can be specified in the

Type Expression source. No equal sign should be used to
prefix the formulae. When Excel formulae are used here
then to reference other Data Expressions in the formula
use their Expression Names. E.G.
CONCATENATE(Category," - ",ProductName).
If the Expression names have spaces or other non Alpha-
numeric characters in them then simply replace these
characters with underscores in your Excel Formula.

Allow Make this Expression available for using in a Report

Viewing Column




Allow Allow users to filter on this Expression

Filtering

Al Allow users to perform sorting using this Expression
Sorting P g g P

Allow Make Parameter Lookup Lists available for this
Lookups | Expression

Lookup Make Parameter Lookup Lists available for this
Type Expression

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

Data Type
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Using Microsoft Excel Formulae in Data
Expressions

There are two ways of using Microsoft Excel Formulae in Data
Expressions. You can either choose to add a Microsoft Excel Formula
from the add data expression field or you can add a normal data field and
then change its properties to an Excel Formula.

To add a Microsoft Excel Formula from the Add Data Expression
window:

1. Once you choose Excel Formula you are prompted to type in
name for the expression as shown below:

Enter a name for the Excel Expression

Froduct & Categony

. Cancel

2. Type in a name then click OK. The following screen displays,
prompting you for the Excel formula:

Enter the Excel Formula

Mate to refer to other expressions in the farmula use the
expression names and replace spaces with underscare
characters.

COMCATEMNATE (ProductMarme,". " Categon/|

. Cancel

3. Type in the formula, then click OK.

The other method in creating Microsoft Excel Expressions is as
follows:

1. Add a data expression by using the normal method (see Adding Data



Expressions).

2. On the properties window of the new data expression, change the
Expression Type from a Data Field to an Excel Formula.

3. In the Expression Source field, type in the correct syntax for the
expression type chosen, then click the apply button. An example of
what the properties window should look like is shown below.

Properties

Expreszsion D

|EEI]

Expression Name

_fesly |

|Pradu:f£. Catagary

Expression Source

Expression Type

" Catagoryv)

E."l‘-if_'.“-[l'l'_'[wﬁ'l'l'_' (ProductHams, " .

|E:(|:|3I Farmula

Here the standard Microsoft Excel CONCATENATE function has been
used to combine the contents of the two Data fields ProductName and
Category and with a dash in between them. Note that the formula does
not begin with an Equal sign. Sage Intelligence Reporting allows the
names of Columns to be used in the Microsoft Excel Formulae through
the way it applies named ranges to the raw data sheet in a report. Where
the word ProductName has been used then the report is resolving this
through a named range for that column. The Data Expressions
ProductName and Category must be included as Display Columns in
your report for this Excel Formula Data Column to work.



For more information on understanding how Sage Intelligence Reporting
applies Named Ranges to its data area see the topic How Data is
Rendered. For further information on the Microsoft Excel Functions that
can be used refer to your Microsoft Excel Help file.
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Using SQL in functions in Expressions

Expressions can be modified to include SQL functions and operations. To
do this, type in the SQL syntax into the Expression Source property and
change the Expression Type to SQL Expression. The SQL functions
available are specific to the ODBC driver used by the connection type for
the container. For information on the available functions for a connection
type see the Help files or documentation provided for the driver.

As an example you may have a text field in a table called AccountNo
which is a seven digit code. The first three digits may be significant as
they signify a high level Main Account while the last four digits signify a
Sub Account. To strip the Main Account out from the AccountNo you can
create an expression that simply takes the first three characters from the
AccountNo. First add a new expression selecting the AccountNo field.
Select the new field and rename it "Main Account”. Then uncheck the
"This is a Base Field" property and modify the Expression Source.

For a SQL Server connection type the syntax would be:

SUBSTRING([table].[field],1,3)
The syntax for this example for some other systems are shown below:
e Pervasive:
SUBSTRING("LedgerMaster"."AccountNo", 1, 3)

e Access:

LEFT([LedgerMaster].[AccountNo], 3)

e SQL Server:

SUBSTRING( [LedgerMaster].[AccountNo], 1, 3)

Some of the most common uses for SQL functions are:

e Stripping out parts of a text field ( shown in the above example)

e Casting one data type to another (for example, a Date stored as
a text field could be cast to a real date)

o Performing mathematical operations (for example, Summing two



fields)

e Returning a certain value based on some logic (for example,

Returning the text YES whenever a certain boolean field is equal
to 1)

Note that you cannot use an expression name within a SQL expression,
you have to use the expression source
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Pass Through Variables

Pass Through Variables enable the queries (or SQL statements) that are
sent to the Database Systems during report execution to be affected at
run time. Where ordinary Parameters are used to modify the filtering
element (or WHERE clause) of a query only Pass Through Variables can
be used with Parameters to modify other parts of the query. Pass
Through Variables must be used in conjunction with a reports Parameters
to be effective.

Pass Through Variables are an advanced report writing facility and
require a strong understanding of the Sage Intelligence Reporting
Connector Functions and of basic database query concepts. Pass
Through Variables are a special type of Container Expression and are
defined within containers in the Sage Intelligence Reporting Connector.

Pass Through Variables can also be effectively used to pass common
Parameter Values through a series of Union Child Reports within a Union
Report. In this way a Union Report may be configured to use one pop up
Parameter screen to paramaterise a number of Union Child Reports.



Terminology

e Pass Through Variable A special type of Container Expression
used to hold a variable value that can be used within a report

e Pass Through Variable Code The Expression Source property
defined as a unique code prefixed and suffixed with @ symbols.
This code can be used in Report Filters, Report Aggregate Filters
and in other Expression Source properties. Where literal values
are usually placed in filter comparison values the Pass Through
Variable Code may be substituted

e Pass Through Variable Value The value held within a Pass
Through Variable during the execution of a Report. Note that the
value can only be set through a Report Parameter based on the
Pass Through Variable. Note that the lifetime of the Pass
Through Variable Value is from when the value is set during
report parameterization to when the report execution completes



What can Pass Through Variables be used for?
Pass Through Variables can thus be used to achieve the following:

Dynamically modify the outcome of a Report Column through
Display Fields that are based on Expressions which include
Variables

To filter data in a report

Parameterize multiple Union Child Reports in a Report through a
single Parameter selection

Parameterize multiple Reports in a report batch through a single
Parameter selection

Apply multiple Filters that use a single Parameter which is based
on a Pass Through Variable

Create Aggregate Parameters by using Aggregate Filters with
Pass Through Variable based Parameters

Set Stored Procedure input arguments.



To define a Pass Through Variable - Step by Step
1. Add an expression to a container

2. When prompted for the type of expression choose "Pass Through
Variable"

3. You will be prompted for a descriptive name for the Variable.
Enter a name for example, Company Name

4. You will then be prompted for a Code for the Pass Through Variable.
The code is a unique identifier for the Pass Through Variable. The code
must be prefixed and suffixed with @ symbols. for example,
@COMPANY@. This code that you choose for the Pass Through
Variable has no relation to any existing Expressions in the Container.
The Code must however be unique within the Container and should
preferably be unique within your Sage Intelligence Reporting System to
prevent conflicts when using Pass Through Variables in Union Reports
Note: having done this you may then use the code @COMPANY @ in
any of the containers Expressions or any Report Filters to dynamically
effect queries at report run time

5. To set the Pass Through Variable Value you must define a
Parameter on a report that uses the Pass Through Variable. Add
a Parameter to a report in the usual way but specifying the
defined Pass Through Variable as the expression to use for the
Report. When you run the report you will be prompted for a
Parameter which will then set the Pass Through Variable Value
and any occurrences of the variable within the underlying queries
will be replaced with variable value

To Use a Pass Through Variable Within Another Container
Expression

1. Modify the Source Property of the Expression to include the Pass
Through Variable Code. See the example below where a SQL
Expression has included a Pass through Variable Code:



Froperies

Expression 1D
561

Expression Name
|C|:|mpany& Deparment

Expression Source
|'@CDMPM@' + ' ¢ ' + [department]. [nams]

Expression Type

|SGL Expressian

Allow Wiewing [w
Allow Filtering [w
Allow Sorting [w
Allow Lookups [w
Lookup Type

|Direu:1fr|:|m Caontainer

Data Type

|‘v’arChar

2. Add a Parameter to your report and choose the Pass Through
Parameter Expression as the source.

3. Run your report and enter a value for the Parameter "Company".
The value that you enter for the parameter will be placed into the
variable @COMPANY @ and substituted into the expression
"Company & Department".

To Use a Pass Through Variable to Filter Data in a Report

1. Make sure that the Container that is used in your report has Pass
Through Variable(s) defined as explained above.

2. Add a Parameter to your report based on the Pass Through
Variable. Note that running the report and entering a value for the
Pass Through Variable will have no effect on the report output
until the Pass Through Variable Code has been added to a filter
(or aggregate filter) as in step 3.



3. Add afilter to the report that you wish to based on an Expression
that must be filtered in conjunction with the Pass Through
Variable Code. Choose the relevant Comparison Method for the
filter (for example, Is Equal To) and then enter the code for the
pass through variable (for example, @COMPANY @).

4. Run the Report. The Parameter prompt will be used to set the
Pass Through Variable value. This value will be substituted for
the Pass Through Variable code (@COMPANY @) in the Filter set
in step 3 and will thus effect the output of the report Query
(through the SQL WHERE clause).

To Use a Pass Through Variable to Filter Aggregated Data in a
Report

Follow the steps as outlined in "To use a Pass Through Variable to Filter
Data in a Report” but in step 3 use an Aggregate Filter instead of a
standard Filter.

To Use a Pass Through Variable Within Multiple Union Sub Reports

When a Union Report runs the individual Union Sub Report queries are
executed and the data placed into a single Microsoft Excel Workbook.
Although the underlying queries are executed independently and possibly
against different Databases the Pass Through Variables that are
populated become available for the remaining scope of the Union Report
execution. This means that a Pass Through Variable defined in a
container for the first Union Sub Report is set as the first Union Sub
Report is executed. The Variable can then be reused in the subsequent
Union Sub Reports. This can be useful to avoid multiple Parameter
popup boxes where the Union Sub Reports require similar
parameterisations. An example is described below:

The first Union Sub Report needs to pull Ledger Balances for the
Account ACCO001 and the second Union Sub Report needs to pull
Transactions for the same account. The first Report is based on the
Container "General Ledger" and the second report is based on the
Container "Ledger Transactions". To create a Union Report that achieves
this but with a single parameter screen you could do the following:

1. Define a Pass Through Variable called Account with code



@ACCOUNTNUM@ in the container "General Ledger".

. Create a Union Report that uses the pre-created reports "Ledger
(based on General Ledger container) and "Transactions" (based
on "Ledger Transactions" Container).

. On the report "General Ledger" add a Parameter based on the
Pass Trough Variable Account created in step 1.

. On the report "General Ledger" add a Filter based on the
Container Field AccNum with Comparison Method "Is Equal To"
and with Comparison Value as @ACCOUNTNUM@.

. On the report "Transactions" add a Filter based on the Container
Field AccNum with Comparison Method "Is Equal To" and with
Comparison Value as @ACCOUNTNUM@.

. Note: Make sure that the order of the Union Sub Reports is
"Transactions" first and then "General Ledger".

The reason for this is that Union Reports use a LIFO (Last In First Out)
technique with Sub Reports and thus the "General Ledger" Sub Report
will execute first and the Pass Through Variable will be set upfront and
thus also be available to the report "Transactions".



Defining Parameter Lookups

When a report has Parameters defined for it a user may use the lookup
facility to pick parameters from a database list (see Running a Report
with Parameters for more details). By default the parameter list is pulled
directly from the Source Container of the report. Often this can be very
time consuming and load heavily on the underlying database and often
there is a more logical place to pull the list from.

An example of this might be where your report is pulling information from
a large transactional table (for example, Sales) and a parameter is
defined on the report against a Customer Account code. The Customer
Account Code might also be defined in a smaller reference data table (for
example, Customers) and it would make sense to then define this as the
lookup table.

To do this locate the underlying expression for the Parameter in the

Connector and set Lookup Type property to the appropriate lookup type.
Sage Intelligence Reporting supports the following lookup types:

¢ Direct from Container (Default)

This option will cause Lookups to be drawn directly from the Source
Container. Note that this is inefficient if the source container contains
more than one table however it will only bring back entries where they
are contained in the container

e SQL Statement Defined

This option allows you to insert a SQL statement which will be used to
define the Lookup. This is useful where you want maximum control
over the values that are returned in the Lookup. Using this option
requires that you are familiar with SQL and with any SQL specifics of
the Database system being accessed. Once you select this option and
click the Apply button a new property named Lookup SQL SELECT
Statement will appear and you can edit it to customise the lookup

¢ SQL Statement Defined (Code & Desc Pair)

This option allows you to insert a SQL statement which returns a code
and description pair for each data item to be returned in the Lookup.
The Description is displayed in the Lookup but the Code of the selected
Lookup item is used for the Parameter Value. This is useful where the



parameter value required is not meaningful to the user. An example
would be where Store Code is required as a Parameter Value, however
users only know stores by the Store Name. By using a Code & Desc
Pair Lookup, the Store Names will be displayed in the Lookup list but
the Store Code will be passed through as the parameter value when a
Store Name is selected from the list. Using this option requires that you
are familiar with SQL and with any SQL specifics of the Database
system being accessed. Once you select this option and click the Apply
button a new property named Lookup SQL SELECT Statement will
appear and you can edit it to customise the lookup

e Text File

This option allows you to specify a text file which will be used to define
the Lookup. The text file must contain a single item on each line.
Using Text Files can be useful when the list provided in a parameter
lookup is very specific. Where a normal SQL lookup might bring back
some items which are not relevant to a user then a Text File can be
used to populate with just the relevant items. It should be noted that
the text files that are used for Lookups lie outside of the Containers
and are not bundled with a Report that is exported for redistribution.
The text files would need to be implemented in the target system
manually
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Checkl/Test

The ChecklTest feature enables checks to be run on objects selected in
the Object Window to make sure that they will function correctly.

This is especially useful when advanced options are used for an Object.
For example when changing a Data Containers source from a simple
Table to a SQL Join then this function can be used to check the SQL
against the Source Database System, OR when using it against a
Connection Object it will test that the Connection can be established.
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Sample Data

The Sample Data icon 5 enables a sample of data to be viewed from a
source container in a Sage Intelligence Reporting Data Screen. The
sample includes 50 Rows with all columns from the underlying source.

Note that the sample brings back all fields regardless of what
expressions have been published for the container.

This feature is useful in the MetaData mapping process and allows a
quick way to view and choose the fields that should be published. It is
also useful when used on individual expressions, especially when using
SQL expressions to ensure that the syntax you have used will achieve
the desired result.

Note that the Sample Data feature cannot be performed on a container or
a container expression where the connection server and database names
are set as pass through variables.
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Apply Metabase Update

Occasionally upgrades and fixes become available for the Metadata
structure.

When these are supplied they can be applied through this feature using
the Update Metabase button |®| available on the Toolbar in the
Connector.
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Dynamic Connections

For some systems it is useful for Reports to prompt for connection
information at run time. In this way a Report user can specify where data
is coming from at run time. To achieve this, a connection needs to be
modified by the System Administrator to be dynamic. This is an advanced
administrative function. To achieve this the System Administrator
modifies any of the connection properties using free text in a PROMPT
format or a PICKLIST format.

If a PROMPT is used then a user is simply prompted to enter free text for
the information required.

For a PICKLIST the user is supplied with choices for the information.

When the user supplies a given piece of information Sage Intelligence
Reporting offers the facility to cache the information for the remainder of
the session. If the user chooses to cache the information then they will
not be asked for the information again and the cached information will be
assumed for all subsequent references to the connection. The text that
the System Administrator must enter for a PROMPT is of the format:

PROMPT=<Prompt text here>

For example:
In the Server Property of a SQL Server connection enter the following:

PROMPT=Please specify server name

The user will then be prompted at run time with a dialog box with the
prompt "Please specify server name"

Flease specify sener nams oK

Cancal

The text that the System Administrator must enter to supply the user with
a PICKLIST is of the format:

PICKLIST=<PromptText>;<DESCRIPTION_1>::<TECH_INFO_1>;<DESCRIPTION_2>



For example in the Access Database (*.mdb) Property enter:

PICKLIST=Where is Your Data;Office::X:\Data\Filofax2002.mdb;Online::

The user will then be supplied with a PICKLIST titled "Where is Your
Data" and with the three choices Office, Online and At Home.

Select: Where is Your Data

Ciffice
Cinline
At Home

. Cancel

Note that a PICKLIST or prompt format cannot be used on a connection if
the Connection is using an "Auto Connection System"
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Date Formats

Different database systems store and recognise dates in different
formats. Sage Intelligence Reporting attempts to hide this detail from its
end users by translating dates at run time into a recognizable format
before passing the date to the underlying Database System. In order for
Sage Intelligence Reporting to know how the Database System is
expecting the dates, the Data Connection (property Date Format) in the
Connector is pre configured. Additionally, different Database Systems
expect dates to be delimited with different characters. This is also
configured on the Data Connection object as the property Date
Delimiter.

For the end user dates in report Parameter boxes can always be picked
using the Sage Intelligence Reporting Calendar thus hiding the common
problems that occur with ambiguous date formats. The list below shows
date formats that are recognized by some of the more common Database
Systems.

Date

Date Format Delimiter

Pervasive | M/DD/YYYY '
DBASE |YYYY/MM/DD #

SQL DD-MMM- ,

Server YYYY

Access M/DD/YYYY #

Oracle LAD= Sl 5 '
YYYY

Note: Changing these settings on a Connection or Connection Type
object can cause report execution problems and may cause incorrect
date ranges to be returned. For supported Connection types in the Sage
Intelligence Reporting Connector you should not change the settings for
these fields.



Selecting Dates in Report Parameters

It is preferable to use the Sage Intelligence Reporting Calendar when
selecting Dates in Parameters. If you prefer to key in Date values for a
Report Parameter or Filter it is best to use the format dd mmm yyyy to
avoid ambiguity and Date errors. for example, 19 January 2008 OR 19
Jan 2008.

In this way Sage Intelligence Reporting can unambiguously translate the
date into the format expected by the underlying Database system. The
Sage Intelligence Reporting Calendar is shown below:

Select Date
2010 v || april >
s M T W T F S

1 2 [ 3
4 PR B FF 0 8§ 8 10
17 e 1 EERN 5 W
10 EEN -0 BElN 2° ES. 24
O Ch R C0

. Cancel ‘
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Time Formats with Dates

By default when filtering and paramatizing reports, Date and Date Time
fields are treated as Dates only. This is, since commonly information in
Databases is stored by date and the time component is deemed
insignificant.

In certain situations it is necessary to paramatize on the Date and the
Time. To force Sage Intelligence Reporting to pass full Date and Time
values to the underlying database system you must check on the
advanced property Use Time with Dates option on the specific
connection in the Connector. If you do this all Dates will be passed
through to the Database as Date and Time for reports belonging to the
connection. Additionally the Sage Intelligence Reporting Calendar that is
used in report parameterization will include a Time selection option.



Selecting Date Times in Report Parameters

It is preferable to use the Sage Intelligence Reporting Calendar when
selecting Dates Times in Parameters. If you prefer to key in Date Time
values for a Report Parameter or Filter it is best to use the format dd
mmm yyyy hh:mm:ss to avoid ambiguity and Date errors. for example,
19 January 2008 13:15:00 or 19 Jan 2008 13:15:00.

In this way Sage Intelligence Reporting can unambiguously translate the
date and time into the format expected by the underlying Database
system.
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Configuring the Sage Intelligence Reporting
Rendering Engine

The Sage Intelligence Reporting data rendering engine can be configured
to include or omit certain steps in the rendering process.

Note that these changes are global and affect how all your Sage
Intelligence Reporting reports run. The default settings should only be
changed if there is a specific reason for the change. Usually these
settings are only changed when trying to isolate problems for slow
running or problematic reports.

To change configuration settings Launch the Connector. Select the Sage
Intelligence Reporting Enterprise object in the Object Window and on the
Tools menu click Configure Excel Output Engine.

The screen shown below will appear:



Set Config Options for Excel Output Engine

Configure your Excel Oulpul Engine here.
YWarning: This will afiect how all Repors
Run on all Workstations.

[+ Pafresh Add-n Links —
[+ “Arite Boak Summary Information

[+ Reiresh Fivot Tablz Data

[+ Mame Ranges and Update Excel Formulas
[+ Force Book Recalculation

[+ Al Frunning of Add-Ins

[+ Allow Running of Template Macros

[+ Allover Autoformatting of Data Sheet

[+ Allowr Retaining of Fun Instances

Set Config Options for Excel Output Engine

Configure your Excel Output Engine here.
Warning: This will affect how all Reporis
Fun on all Workstalions.

[+ Allcw Run Instance Auciting =
[+ Allow Owstput File Genaration

[+ Take Tight Contral of Excel

[+ Take Tight Control of WorkBook

[+ Allow Book to Close on Complation

[+ sutomatically Activale FBepors J
[ Lock Windows when Locking \Waorkbooks |
[+ Forces Reports to Abort if no data retumed

[ allow Render Delays for User Cancel

v Fefresh Excel Farmulas in Faw Data

[ Maintain Fivot Cache Cube Connections

[+ Atempt Repair Colorless Charts in Excel 12

[ Allow Running of Reader Hook L]

Ok, Cancel !




Toggle on or off the required settings and then click OK. Each setting
corresponds to a step performed by the Sage Intelligence Reporting
rendering engine. Switching the setting off will stop that step from running
for all reports until such time that the setting is set back on.

An explanation for each option is listed below:

Refresh Add-In Links - Refreshes links in Microsoft Excel to Add-In
libraries. This option is necessary when functions are used in your
workbooks that are outside of the standard Microsoft Excel function set
(for example, functions in the Analysis Toolpak add-in).

Write Book Summary Information - Writes report summary
information to each workbook.

Refresh Pivot Table Data - Refreshes Pivot Table data for all pivot
tables in a report.

Name Ranges and Update Microsoft Excel Formulae - Applies Sage
Intelligence Reporting standard Name Ranges for data columns and
data ranges as well as updating formulae which might reference Named
Ranges. N.B. Do not switch this option off if any of your reports use
Named Ranges or Sage Intelligence Reporting Microsoft Excel
Formulae type expressions defined in your Data Containers.

Force Book Recalculation — This option instructs the workbook to
recalculate all formulae after data has been rendered. If you switch this
option off then your reports will have to be manually recalculated by the
user. It is best not to turn this option off.

Allow Running of Add-Ins - This step runs the Sage Intelligence
Reporting Add-in functions defined on reports. Only switch this option
off for debugging purposes.

Allow Running of Template Macros - This step runs the Template
Macros defined on reports. Only switch this option off for debugging
purposes.

Allow Autoformatting of Data Sheet - This step facilitates the
automatic formatting of raw data sheets, for example, column widths.

Allow Retaining of Run Instances - This step facilitates the saving of



report instances at run time.

Allow Run Instance Auditing - This step facilitates the saving of
report audit instances at run time.

Allow Output File Generation - This option allows reports to be saved
to a specific location.

Take Tight Control of Microsoft Excel - Allows Sage Intelligence
Reporting to take tight control of Microsoft Excel while running a
report. This is to stop a user from causing problems with a report while
it is running. Switching off this option could cause your reports to be
unreliable and is not recommended. Use this option for debugging
problematic reports only.

Take Tight Control of Workbook - Allows Sage Intelligence
Reporting to take tight control of the Microsoft Excel Workbook for a
report while running a report. This is to stop a user from causing
problems with a report while it is running. Switching off this option
could cause your reports to be unreliable and is not recommended. Use
this option for debugging problematic reports only.

Allow Book to Close on Completion - This option allows reports to be
closed on completion automatically. This option is generally used for
reports which have been set to run unattended.

Automatically Activate Reports - This option allows Sage Intelligence
Reporting to activate reports on completion, for example, you want to
run a number of reports in sequence on a monthly basis, so set a
command in the properties of the first report to automatically run the
next report as soon as it has run, and so on.

Lock Windows when Locking Workbooks - This option can be used
to select the way you wish Sage Intelligence Reporting to Lock
Workbooks when the "Protect the Output Book" option is used on a
report. Leaving the option on will cause Workbook Windows to be
locked as well as the Workbook Data and structure. Switching it off will
only lock Workbook data and structure and not the actual Workbook
Window.

Forces Reports to Abort if no data returned - This option can be used
to configure the way in which a report that obtains no data during its



"Data In" phase continues. If this option is set on then the report will
abort, saving some time. If the option is set off then the report will
continue to run but with no data.

Allow Render Delays for User Cancel - This option is used to allow a
user the option of canceling a report while it is running data into
Microsoft Excel. This option, although useful, significantly slows down
the data out phase of a report run. Switch this option off to speed report
execution time. If you have problematic reports that need the user
cancel facility then this option should be checked on.

Refresh Microsoft Excel Formulae in Raw Data - If Microsoft Excel
formulae are used in a container and then in a report, it can come
through uncalculated or with errors. Selecting this option will force
Microsoft Excel to recalculate these.

Maintain Pivot Cache Cube Connections - For cube reports this
instructs Microsoft Excel to keep a database connection to the cube
open while the book is open so that each drill down in the pivot table
does not need to reconnect to the cube. If this option is off (the default)
then Microsoft Excel reconnects to the cube on each Pivot query.

Attempt repair Colorless Charts in Microsoft Excel 12 - Some
templates that were created in Microsoft Excel 2003 or earlier versions
lose their colors when run out into Microsoft Excel 2007 due to a
change between versions. This option attempts to run out the reports
and repairing the chart colors.

Allow Running of Hook - A workbook generated by the running of a
report, can be customized by an external dll.
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Compacting MetaData

Compacting your MetaData occasionally can result in improved system
performance. Depending on your usage levels it may be desirable to do
this more often.

1. Select File.

2. Select Compact Metadata.

.,.ﬁ'l Sage 300 ERP Business Intelligence 6.1 - [Cannector]
.,ﬁ'l Action  Tools  Window  Help

Backup Metadata and Templates

ot Cormpact MetaData =
’E Exit

3. A window will appear stating that Sage Intelligence Reporting must
shut down.

Sage 300 ERP Business Intelligence EZ

f . . To compact your MetaData Sage 300 ERP Business Intelligence must
¥ shut down, Do youwish ta continue?

Yes i [

4. Select Yes.

5. The Maintenance Utility will then open.



6. Select Compact SVD.

7. A Confirm message box will appear.

Confirm

e This will attempt to compact your server Metadata file. Please
make sure that there are no users logged on to the system
before continuing. If you want to proceed press Yes else press
Mo to abort.

8. Select Yes.

9. The Sage Intelligence Reporting Maintenance Utility window will be
populated with commands as it gets executed.

10. When it has completed, a message will appear, asking you to delete the
backup file after verifying that Sage Intelligence Reporting is working



correctly.
Cormpleted Successfully @

@ Completed compacting, Compact ratio = 0%,

\ Ly ' Please delete the backup file that this utility created when wou hawve
werified that alchemesx is working correctly, The file is {Ch5age’Sage
AccpachBXDATANMW S alchernex_backup,swed),

O

11. Select OK.
12. The backup file can either be deleted or kept as an additional backup.
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Direct SQL Query Tool

The Direct SQL Query tool allows direct interrogation via SQL of data
within your Connector defined Data Connections. The query tool allows
only SELECT queries and {call} type queries for stored procedure
execution (if supported). UPDATE, DELETE and INSERT and DDL (Data
Definition Language) queries are not allowed.

Launch the tool from your Connector. Click on the Enterprise object.
Click on Tools, Direct Query Tool, and then edit and execute SQL
gueries.

To execute a Query either select:

e Query > Execute or

e Press the F5 key

If a certain part of the Query text has been highlighted then only this
portion of the query will be executed.

Note that the SQL syntax from driver to driver may differ. Consult the
documentation for a each system for more information.

Query results can be displayed in the tools own query results grid or it
can be rendered directly into a new Microsoft Excel Workbook. To toggle
the output modes select the menu item:

e Query > Results to grid or

¢ Query > Results to Microsoft Excel

A Direct SQL Query window is shown below.



Sage 300 ERP Business Intelligence : S0OL Query El@

File Edit Query Insert Help
JELECT * FRONM

Connection : [Sage Accpac (Auto Connect) ]

Query files can be saved and opened from the File menu.
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How Data is Rendered

Sage Intelligence Reporting always outputs the data for a report to the
first (left most sheet) in a workbook. Subsequent worksheets in the
workbook are available for you to create your report output formats.

The expression names for the columns in the report are placed in the first
row of the worksheet as the column headings. Sage Intelligence
Reporting then uses Named Ranges on the data columns and the used
data range. Although these Named Ranges do not have to be used by
the rest of the report they can be useful and provide more clarity in
formulae and ranges that you use in your report formulae and Pivot
Tables. Sage Intelligence Reporting names each column of raw data with
the same name as the Column Heading for the column but replaces any
special characters (which are not allowed in named ranges) with
underscore characters.

Note: When you use Excel Formulae in your Sage Intelligence Reporting
Data Containers then you should reference columns in the raw data by
their Named Range headings. For example if you have a Data
Expression called Order Date in your container and you want a Data
Expression that uses a Microsoft Excel Formula to extract the month from
the Order Date then you could create a Data Expression of type Excel
Formula and then set the source to MONTH(Order_Date). Here we have
used the standard Excel Formula MONTH and referenced the Order Date
expression. Note that an underscore has been used to replace the space
character between the words Order and Date (since special characters
are not allowed in Named Ranges).

If a column in a report has a column heading beginning with a numeric
then the Name Range applied to the column will be prefixed with an
underscore (Since Named Ranges cannot begin with a numeric). You will
also need to bear this in mind if you reference such a field using an Excel
Formula in a Container Data Expression.

Lastly Sage Intelligence Reporting names the range of all the Columns in
the Raw Data range as RawDataCols and the range of the Rows and
Columns used by the Raw Data as RawData. These two named Ranges



can be very useful when Pivot Tables feed off the Raw Data. Rather than
using the column ranges (for example, Sheet1!$D:$J) for the source of a
Pivot Table use the Named Range RawData (or RawDataCols), for
example, Sheetl!RawData. In this way if new Display Columns are later
appended to a report then the Range of the Pivot Table(s) will not have to
be extended to include these (since with the Named Range the inclusion
will be automatic).
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Report Manager Interface

The Report Manager Interface allows users to design and manage their
own reports and to display results in Microsoft Excel.

-1 Report Manager

2 ] ] el R Y el

o|m|e|iaal3| 2 £

] &nalysis

] Dashboard

(] Demanstration
] Designer

[ Financialz

[ Inwventary

] Metrics and KPls
(] Multi Company Conzolidation
[ Purchazes

1 5ales

s

Froperties |

MetaData Repository Location

|E:'xF'rngram Filez%Sage\Sage AccpachBxDATANVYSY

Auto Connect Server

|sageaccpac51 -0a

Auto Connect Catalog

|SAMINC

Auto Connect User

[= @] =
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To use the functions of the Report Manager Interface you will first need to
select an object (i.e. a Folder or Report) in the object window. When you
have selected an object in the object window, you can edit the properties

of your chosen object by using the property fields provided in the

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

The Report Manager Interface also includes a standard windows menu

bar and a Report Manager Toolbar to simplify its use.
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Report Manager Toolbar

The Report Manager Toolbar has various Icons:

Icon Name Description
Add Enables the user to add new folders and reports
|&| | Delete Enables the user to delete their selection
i roperties isplays context specific object properties
| |P t Displ text fic object t
@ | Refresh Refreshes on screen properties of the selected
object
Copy Copies the selected object to the clipboard
& |Paste Pastes an object from the clipboard into the
e selected object
'v| |Move To Moves a connection or a container
Use this to check that a report satisfies minimum
requirements to function correctly. Minimum
| ~| |Check/Test |requirements are that at least one Column is
selected and that if a template has been assigned
to the report then that the template exists
=| |Run Runs a report
Runs a report using just a sample of the data
(sample size is specified by the user). Useful
@l |Run Sample when designing and testing reports that are data
intensive
Create Enables the user to create a template for the
7 current report from an open Microsoft Excel
template
workbook
3 Un-link Enables the user to unlink a template from the
Template current report




|gv| |Design Allows the user to design a report by opening its
template in Microsoft Excel for modification

|&| |Lock Locks the current report

13| |Unlock Unlocks the current report

|3 |History Displays a Reports Run History

2 |Help Display Help Files

3 Export a Enables the export of reports for import to other
Report Sage Intelligence Reporting systems

V4 g;?;;iir Generates the command to run the report
Command unattended

. |RunReport |Runs all the reports in the chosen folder from top
Batch to bottom
Add Runs a report that contains macros with the

Consolidation | purpose of consolidating data from various other
report workbooks
Unlock It is possible that if a report runs into rendering

2| | Microsoft problems Microsoft Excel can be left locked.
Excel Clicking this will unlock Microsoft Excel and allow

user interaction
-, |Security

Manager

Opens the Security manager
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Using Shortcut Keys

You can use various shortcut keys as follows:

Shortcut Description
Key P
CTRL-R In the Report Manager, this runs the selected
report
CTRL-N |Moves to the next object in the object window
CTRL-P Moves to the previous object in the object

window

CTRL-O |Displays the properties of the selected object
CTRL-C |Copies the selected object

CTRL-V |Paste an object from the clipboard

DEL Deletes the selected object

In the Connector holding down the Shift key
will toggle the display in the object window to
show the Container and Expression Source

SHIFT property value instead of object name. This
provides a quick method when trying to
locate specific expressions

F12 Adds a child object to the selected object

F2 Renames the selected object

F5 Refreshes the object list
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Creating a Folder

A folder enables the user to manage reports in a logical subject grouping.
For example, a Sales folder will typically contain all sales related reports.

Method
1. Select the Sage Intelligence Reporting Home object in the Object
Window.
2. On the Toolbar, click the Add button.
1 Report Manager E £3
o|wl@|p(walv] | rlolsle[rald|s 2 2
Object Properties ‘
_ e etalata Repository Location
J Analysis |E:HF‘rngram FileshSagehsage AcopachBEXDATANFYSY :l
| Dashboard Rt e 2]
[ Demonstration |SL; Deazznzzm -er:er
] Desigrer — .
[ Financials Ao Connect Catalog
] Inwventary |S¢‘-M|NE
[ Metrics and KFls Auto Conmect User
(1 Multi Company Congolidation | [
] Puchases
] 5ales
s

=
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3. The following dialog box will appear.

Enter a name for the Folder

(0] | Canu:el|




4. Enter a name for your folder (for example, Sales or Inventory)

5. Click OK.

The new folder will now appear in the object window.
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Edit Folder Properties

To edit the properties of a folder, select the folder you want to edit and on

the toolbar, click the Properties || button . The Properties window will
be displayed.

Properties
Folder 1D

[10 Q
Foldar Mame =l
|Salas Dashboard

Description

Type your amendments and click OK.
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Edit Report Properties

To edit the properties of a report, select the report you want to edit in the
left pane and make the amendments in the properties fields in the right
pane.

Properties

Report (D

|4E| Q
Report Mame :‘
|E|:||:|_I,I of Sales Master 3-1 [AE-FWS]

Dezcription

|Thi$ report iz run for a chogen date range and dizplays zales qi

Template Storage Location
|E:'xF'rcugram Filez\5Sagehsage AccpachB=DATAVPYSAT empla

Report Template [Excel 97-2003 Template [*.xlt])]
|E|:||:|_I,I of Sales Mazter 3-1 [AE-FWS] =l

FParameters on Second Sheet [

[ Show Advanced ﬂ

A report property which is not available on this properties screen is the
source container (the container from which this report was created).

To view this information:
1. In the object window, double-click on the report.
2. Double-click on Source Container.

3. The source container name will then be displayed beneath the
source container line.

4. If you wish to go to this container within the Connector then
proceed as follows:



. Right-click on the source container name (the name which
appeared in step 3).

. Select Go to Container In Connector. (See also Go to
Container Topic)

. Click Yes to continue.

. The Connector will open displaying the source container.
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Comparison Methods

Comparison Methods are used with filters and parameters to refine or
limit the rows that are returned to a report. Note that when doing string
comparisons, the comparisons may or may not be case sensitive. This
will depend on the underlying data source. An example for each
comparison method is shown below:

Comparison Search i
Method Example Objective Alpha/Numeric
True when the
Equal To SO.Uth expression Both
Africa contains
'South Africa'
True when the
Greater expression is
Than 100 greater than ZlellL
100
True when the
Less Than |100 expressionis | Both
less than 100
True when the
Eleaier expression Is
Than Or 100 P Both
Equal To greater than or
equal to 100
True when the
Less than expression is
Or Equal To 100 less than or Both
equal to 100
True when the
expression is
. contains an 'S’
0, (0) 0,
Is Like %S%3% and a '3 (but Alpha
not before the
ISI)




Not Equal
To

Ken

True when the
expression is
not equal to
‘Ken'

Both

Begins With

Darang

True when the
expression
begins with
‘Darang’

Alpha

Ends With

True when the
expression
ends with 'K’

Alpha

Contains

Woodridge

True when the
expression
contains the
text
‘Woodridge'

Alpha

Does Not
Begin With

doc

True when the
expression
does not begin
with 'doc’

Alpha

Does Not
End With

True when the
expression
does not end
with 's'

Alpha

Does Not
Contain

True when the
expression
does not
contain '@"
symbol

Alpha

Is Not Null

True when the
expression is
Not Null

Both




Is Null

True when the
expression is
Null

Both

Is In

13,4

True when the
field is equal to
one of the
values in the
comma
separated list

Both

Is Not In

13,4

True when the
field is not
equal to any of
the values in
the comma
separated list

Both

Is Not Like

%S%3%

True when the
expression
does not
contain an 'S’
and a '3’ (but
not before the
'S

Alpha

Is In Sub
Query

Report ID

True when the
results from a
field are
contained
within the
results from
the specified
Sub Query
Report

True when the
results from a
field are not




Is Not In
Sub Query

Report ID

contained
within the
results from
the specified
Sub Query
Report

IsIn
Parallel

Query

Report ID

True when the
results from a
field are
contained
within the
results from
the specified
Sub Query
Report

Is Not In
Parallel

Query

Report ID

True when the
results from a
field are not
contained
within the
results from
the specified
Sub Query
Report
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Like Operator

The Like Operator is used in Filters and Parameters for doing pattern
matching. Combinations of literal characters and wildcard characters can
be used to locate patterns. The two wildcard characters that are
supported by most Data Access Drivers are the _ (underscore)
wildcard; which means any single character, and the % (percent)
wildcard; which means any zero or more characters. For example the
pattern _a_ b% would match any words that have an 'a’ as the second
character and a 'b' as the fourth character.

Additional symbols for pattern matching are supported by some Data
Access Drivers. These may include:

Symbol(s) Meaning Example

Any single character
within the specified
range ([a-f]) or set
([abcdef])

'[A-J]%' is requesting
words having the first
letter between A and J

[]

'‘A#%' is requesting
words beginning with

Any single numeric | "\ having a

character L
numeric in the second
position

Any character not 'S[M]%' is requesting

within the specified words beginning with
range (["a-f]) or set S and not having a 1
([*abcdef]) in the second position

["]




System Variables

System variables can be used with Parameters and Filters to dynamically
determine a comparison Value at report Run Time. An example of this is
where a report is run and expected to return data for the current day. In
this example a Filter could be set on the report for a Date field and the
filter comparison value (or comparator) could be set to the system
Variable @DATE@. When the report is run the system variable
@DATE@ in the filter comparator will be replaced with the current date.

To select a System Variable when adding a Filter or Parameter click the
System Variable button _s | on the Enter Comparison Value screen.

The Select System Variables screen (shown below) will appear. Select
the required System Variable and click OK.

Select System Vanable

[ame Cument Valug .

BOATER 30 April 2010

EYEARE 20110

BEMONTHE 4

BE0AYE 30

BMONTHHAME @ Agril

[EWVWEEK Db @ B

EOATMAMED Fricleny

BEMONTHETARTE 01 April 2000

BEMONTHENDE: 30 April 2010

EPRICAYEARE 2003

EPRICAYEART® 2003

BEFRIOAYEARZE 2003

EFRIORYEARIE 2007

EPRICRYEARARE 2008

EPRICAYEARSE 2005 -
| Ok | Cancel |




Custom System Variables

Note that the set of available System Variables defined can be extended
by adding Custom System Variables to the Alchemex.ini file under the
section [GlobalSysVars]. These Custom System Variables are hard
coded values in the Alchemex.ini file and cannot contain script logic.
Each Variable must be added on a separate line under the section and
must also be added to the comma separated list defined in the Active
key under the [GlobalSysVars] section. An example of two Custom
System Variables defined in the Alchemex.ini file is shown below. With
this example the System Variables @FINYEARSTART@ and
@FINYEAREND @ will be available to all reports in the Sage Intelligence
Reporting system.

[GlobalSysVars]
Active=@FINYEARSTART@, @FINYEAREND@
@FINYEARSTART@=01 March 2004
@FINYEAREND@=28 February 2005



System Variable Format

System Variables must always be prefixed and suffixed with a single @
symbol and must contain no other occurrences of an @ symbol. System
Variable names must be unique. System Variables that do not comply to
this format will not be recognized by Sage Intelligence Reporting.



Considerations when using System Variables in Reports

It should be noted that Custom System Variables are defined in the
Alchemex.ini file. Due to this the set of Custom System Variables will vary
from site to site. If Custom System Variables are used on a report
intended for distribution then the same definitions will have to be created
at the destination sites. Ordinary System Variables are available to all
Sage Intelligence Reporting sites without the requirement to create them.
This means that Reports intended for distribution should avoid using
Custom System Variables where possible.



Listing Available System Variables

To obtain a list of all available system variables (Standard and Custom)
select the Sage Intelligence Reporting Home object in the Report
Manager and from the Tools menu select Show System Variables. A list
of all available System Variables will be displayed.
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Add or Remove Columns

Adding or removing Columns enables the user to manage the data that
will be displayed in the report by identifying what Columns should be
included or removed.



Add Columns to your report:

1. Select the report where you want to add columns.

2. In the Object Window, click on the Columns tab.

[14 Objects 4

ﬂd‘“ Report bManager Einﬁ_l
slala|palnlc] | »lolals]|al3ls| )
Object | PropertieslMl Filtersl F‘aramelersl Sort Fieldsl hggregate Filtersl
Home Marne &
i I ggregate Fur... | o
1 Dashboard [ AUDTUSER -
(1 Dermonstration (= DOCNO Rl
1 Designer [» DOCDATE |
- bove U
| Financialz > PERIOD —
1 Inwentany [ YEAR 3 b annl
[ Metrics and KPls L+ ORDERMO
(1 Multi Campary Consolidation B CUSTOMER. .
1 Purchases [> CUSTOMER...
_]E_a:les (> CUSTOMER... 4
Wy Copy of Sales Master 31 [AE-P5) [ CUSTOMER
]S ales Master 31 [AE-PYS) [> SALESPERN.
(Hsss [> [TEMCODE
[ ITEMMNAME
[ ITEMCODEN...
[ CIUSTOMERL...
[ ITEMCATCO... i

3. In the Object Window, click on the Add button &l , the Choose
Column Fields dialog box will be displayed.

-

Choose Column Fields

ARDMNSIONDESC

ARDMSIONMD
CAUDTDATE
CAUDTUSER

COMNAME
T CUSTOMERCODE

CUSTOMERCODENAME
C CUSTOMERMARME

CUSTOMERTYPE

UnSelect Al

Select Al

[ »

Ok,

Cancel




4. Select the Columns you would like to add to your report and click on
OK.

You have now successfully added Columns to your report.



To Remove Columns

1. In the Properties Window, select the Columns that you would like
to delete.

2. Click the Remove button.
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Properties



Edit Column Properties

To edit the Properties of a Column, select the Column you want to edit

and on the Toolbar click the Properties button |&|. The Properties
window will be displayed.

.
|

{ Properties
[Properties |
Sequence
[1018 Q
=l
Mame
[pocro
Angregate Funchon
|[N|:|nE-] ﬂ
Chnit fram Group By I
Source Expression Mame
[pocro
Source Expression 1D
|403
=
0.4 Cancel |

Whilst editing columns, you can change the Aggregate Function.

An example where you would use an Aggregate Function is if you want to
sum sales by Customer.

Before using an Aggregate function, the report needs to have an unique
identifier such as an Invoice number. Also ensure the report does not
have too many variables, then the function will not work.

Use the drop down arrow on the Aggregate Function Field to make your
selection as follows:

Aggregate
Function

Description

None

No aggregate function is applied to the Column and
no data grouping occurs




Average

The average value for this Column will be used and
the remainder of the fields which have no
aggregate functions applied will be grouped into
distinct rows

Count

A count value for this Column will be used and the
remainder of the fields which have no aggregate
functions applied will be grouped into distinct rows

Maximum

A Maximum value for this Column will be used and
the remainder of the fields which have no
aggregate functions applied will be grouped into
distinct rows

Minimum

A Minimum value for this Column will be used and
the remainder of the fields which have no
aggregate functions applied will be grouped into
distinct rows

Sum

A Sum value for this Column will be used and the
remainder of the fields which have no aggregate
functions applied will be grouped into distinct rows

When you have made your selection click on OK.

Aggregate functions can be applied to multiple columns at once by
selecting the columns, right-click and selecting Apply Aggregate.

Please note only value fields can have an Aggregate function.
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Change Order of Columns

Changing the order of Columns changes the order of the data Columns in
Microsoft Excel. To change the order of columns for reporting, select the
Column that you would like to move.

- Report Manager

[= & s

Properties  Columnz |Fillers | Parameters | Sort Figlds | Aggregate Filters |

| Aggreqgate Fun... |

1 el e Y R Y o Y T )
Object |
§ Home M ame
) snalysis
_:| Dazhboard B- AUDTUSER
1 Demonsztration [= DOCHO
_:| Desigres [= DOCDATE
I Financials = PERIOD
L Irwventary = YE&R
[ Metrics and KPls [= ORDERMO
1 Multi Compary Consolidation [= CUSTOMER..
_:| Purchazes > CUSTOMER..
_|J§_a:les = CUSTOMER...
Wr Copy of Sales Master 3-1 [AE-FWS] [= CUSTOMER. .
(ofl Sales Master 3-1 [AE-PVS) [+ SALESPERN,..
I [= ITEMCODE
[= ITEMMAME
[= ITEMCODEN...
[= CUSTOMERI...
[= ITEMCATCO...

-~

m

i

&dd

Remove

I

Move Up

bove Down

14 Objects

Use the Move Up _MoweUs | or Move Down 222" buttons to change the
order of your columns. Alternatively drag and drop the columns into the

correct order.
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Add or Remove Filters

Adding or removing Filters enables the user to refine or limit the rows of
data that will be displayed in the report. To add or remove Filters from
your report, select the report where you want to add or remove Filters
and then click on the Filters Tab.

The existing Filters that you have selected will be displayed.

Mame | Comparison Op... | Comparatar | Use Or Logic |
I ITEM TPE Mot Egual Ta 5 Mo

IR

Add Filters:

1. In the Properties Window, click the Add button &l and the
Choose Filter Field dialog box will appear.

Choose Filter Fields

PRGISIONDERG:
ARDMSIOMNMD

AUDTOATE

AUDTUSER

Company & Deparment

CORAME

CUSTOMERCODE

CLUSTOME RCODE MAME

CUSTOME RMAME

CUSTOMERTYFE u

Ok, I Cancal |

1| *

2. Select the Filter Field you would like to add to your report and click
OK.

3. The Choose Comparison Method dialog box will appear.



Choose Comparison Method

Greater Than

Less Than

Less Than Or Equel To

Greater Than Or Equal To

I= Like

Mot Equal To

Begins With

Ends With

Contains x

Ok, I Cancal |

4. Choose your comparison method and click OK.
The Enter Comparison Value window will appear.

Enter Comparison Value

|| x] .|

oK Cancel |

5. You may now either:
» Enter your Comparison Value in the field provided, or

m Use the lookup button |&: to view a selection Comparison
Values, and click OK.

6. Note: The Lookup facility will only be available if it has been enabled
in the Connector for this expression. See Add Data Expressions.

7. Use the Select System Variable button to view a list of System
Variables, and click OK.

Note: For further information about System Variables see System
Variables.

8. The new Filter should now appear on the Filters Tab.

To remove Filters, in the Properties Window, select the Filters that you
would like to delete and click the Remove button.
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Edit Filter Properties

To edit the properties of a Filter, select the Filter you want to edit and on
the Toolbar click the Properties button || The Properties window will be

displayed.

Properties

Sequence

[1038

Marne

[TEMTYPE

Comperizon Operator

| Mot Equel To
Filtar Value

Kl

|5
Usza '"0F' Logic
Frafix With Logic Braak |

SutiixWith Logic Break )

= [

u

-

]

Source Exgression Mame
|TEMTYRE

Source Expraszsion [0

|32

Filtar Type

hd
oK I Cancel |

Enter your amendments in the active fields provided. For more help see
using Comparison Operators.

Select the check box options according to your requirements as follows:

Check Box Option Description

By default when multiple filters
are used on a report they are
applied using Boolean AND
logic. So for data to satisfy

Use ‘ORY Lagic r |filters with AND logic all the
filters must evaluate to true.
When OR logic is used only
one of the filters needs to




evaluate to true

Frefis \with Logic Break [

Where complex Boolean Logic
is needed for combing filters
that use combinations of AND
and OR logic then logic
breakers can be used to group
filters together. Use this setting
to prefix the filter with a logic
breaker

Suffis Wwith Logic Break |

Where complex Boolean Logic
Is needed for combing filters
that use combinations of AND
and OR logic then logic
breakers can be used to group
filters together. Use this setting
to suffix the filter with a logic
breaker

When you have entered your selections click on OK.




Column to Column Filtering

To filter data based on a comparison between two expressions, follow the
steps below:

1.

6.

First add a normal filter as in Adding a Filter Topic choosing one
of the Container fields that should participate in the Column to
Column filter.

Then select the newly added filter (or Aggregate Filter) on the
reports Filters Tab.

Press the Properties button on the Toolbar.

Scroll down on the properties window to the property Filter Type.
Change the Filter type from Normal Filter to Column to Column
Filter and click Apply.

The Property screen will update and the Comparator property will
now be a drop down box of the available columns to Compare
with.

Choose the column to compare with and apply the changes.

For a Column to Column filter the property window should look like this:



Properties
Froperies

[TEM TYPE RRan

Comparison Jperator ﬂ
|N|:|1 Equal To j

Filter %alue

[ ﬂgl_ﬂ J
=
e

Uze "0OR' Logic
FretixWith Logic Break [
Suffix With Logic Break, )

Sourca Expression Mame

[TEM TvPE

Sourca Expression |0

|432

Logic Exprassion
[AMD TEM TFE Mot Egual Ta 5

Note : Should you wish to export a report that uses a Column to Column
filter, then on import thereof you have to reset the column to column filter.
This is due to the fact that the expression ID on the column before export
will not be the same as the expression ID on that same column after
import.



Home > Report Manager > Working with Reports > Editing Reports > Report Filters > Change Order of
Filters



Change Order of Filters

Changing the order of Filters enables the user to pre-determine the order
in which the Filters are applied when running the report. To change the
order of Filters for reporting, select the Filter that you would like to move.

Froperties | Columns  Filters ?F‘nrnmebﬂ_rs: Sort Fields,} Aggregaie Fil1er5]

Mame | Comparison Op... | Comparator | Usa CrLagic |
F ITEM TYFE NDTquunl To : O:ILE'JEIPI b Mo . ! o
] COMAME | Equal To ARC Mo .
Fiemove
Use the Move Up _Moels | or Move Down M| huttons to change the

order of your Filters. Alternatively Drag and Drop the Filters into order.



Using Variables in Other Report Properties

Variables (System and Pass Through) variables can also be used in
certain properties on a report to dynamically effect them when a report is
run. Some scenarios where this might be useful are listed below:

Example 1

You are specifying an output file in the “Generate Output File” property on
a report and you want the file name to not be totally hard coded but to be
effected by the System Variable such as the today’s date (@DATE@).

In the “Generate Output File” property specify a file name such as
C:\MyReports\Sales. @DATE@.xls

Whenever the report is then run a copy will be saved with the name
“Sales_” plus the date.

Example 2

You are specifying an output file in the “Generate Output File” property on
a report and you want the file name to not be totally hard coded but to be
effected by a Pass Through Parameter on the report named
@REGION@

In the “Generate Output File” property specify a file name such as
C:\MyReports\Sales @REGION@.xIs

Whenever the report is then run a copy will be saved with the name
“Sales_" plus the Parameter specified for the @REGION@ pass through
variable.

Example 3

You are using the PublishSheet Add-In on a report to publish to an HTML
output file using the “Run Add-Ins” property on the report. You want the
HTML file name to be effected by a Pass Through Parameter on the
report named @REGION@

In the “Run Add-Ins-" property specify something similar to this :
PLPLUGA.C.PublishSheet(Pivot,\\myserver\intranet\reports\Sales @REC
Whenever the report is then run a copy will be published with the name
“Sales_" plus the Parameter specified for the @REGION@ pass through
variable.



Example 4

You are using the EmialSMTP Add-In on a report to email the report
using the “Run Add-Ins” property on the report. You want the Email
address to be dynamic based on a Pass Through Variable that is entered
at run time. The pass through variable is named @EMAILTO@

In the “Run Add-Ins-" property specify something similar to this:
PLPLUGA.E.MailSMTP(MySMTPServ13,@EMAILTO@,me@myservo.qq
Sales Report,Please see attached file.,1,Report.x|s)

Whenever the report is then run a copy will emailed to the email address
specified in the parameter for the pass through variable @EMAILTO@

Example 5

You have written a macro into your reports template file in Microsoft Excel
that requires a Sales Rep to be passed in at Run time. The Macro is
called AnalyseSalesRep and takes one parameter for the Sales Rep
Code. You have defined a Pass Through Variable in the container and on
the report called @SALESREP@ that you wish to pass in to the Macro
so it can perform some specific logic.

In the “Run Macros” property specify something similar to this:
AnalyseSalesRep(@SALESREP@)

Whenever the report is then the Macro will receive the selected Sales
Rep code and execute.



Home > Report Manager > Working with Reports > Editing Reports > Report Parameters > Add or Remove
Parameters



Add or Remove Parameters

Adding or removing Parameters enables the user to refine or limit the
rows of data that will be displayed in the report based on Run Time user

selections.

Method

1. Select the report where you want to add or remove Parameters and click
the Parameters Tab.

2. The existing Parameters that you have selected will be displayed.

3. To add a Parameter, click on the Add button
Filter Field dialog box will appear.

Choose Filter Fields

ARDIISIONDESC
ARDMSIOMNMD
AUDTOATE
AUDTUSER

Company & Deparment
CORAME
CUSTOMERCODE
CLUSTOME RCODE MAME
CUSTOME RMAME
CUSTOMERTYFE

1| *

-

Ok, I Cancal |

, the Choose

4. Select the Filter Field you would like to add as your Parameter and click

OK.

5. The Choose Comparison Method dialog box will appear.

Choose Comparison Method

Greater Than

Less Than

Less Than Or Equel To
Greater Than Or Equal To
I= Like

Mot Equal To

Begins With

Ends ‘With

Contains

-

Ok, I Cancal |




6. Choose your comparison method and click OK.
The Enter an Optional Default for the Parameter dialog box will
appear.

Enter an Optional Default for the Parameter
[ ﬂ P
Ok Cancel

7. You may now either:

» Enter your Optional Default value in the field provided, or

m Use the lookup button [&: to search for an Optional Default
Value, and click OK.

8. Note: The Lookup facility will only be available if it has been enabled
in the Connector for this expression. See Add Data Expressions.
Use the Select System Variable button to view a list of System
Variables, and click OK.

[ Select System Vanable

[ame Cument Valug .

EOATE® 30 Al 2010

@YEAR@ 200 =

EONTHIE 4

BEOAYE 30

EMONTHRAME S Agril

(EWYEERK D3 G

EOATMAMED Fridey

EMONTHETARTE 01 April 20010

EMONTHEMDGE: 30 Apnil 2010

EPRICAYEARE 2009

EPRICAYEART® 2nog

BEFRIORYEARZ @ 2003

EPRIOAYEARIG 2007

EPRICRYEARARE 2006

EPRICAYEARSE 2005 -
| Ok | Cancel |

Note For further information about System Variables see System
Variables.

9. The new Parameter should now appear on the Parameters tab.

To remove Parameters, select the Parameters that you would like to
delete and click on the Remove button.



Home > Report Manager > Working with Reports > Editing Reports > Report Parameters > Edit Parameter
Properties



Edit Parameter Properties

To edit the properties of a Parameter, select the Filter you want to edit
and click on the properties icon |#|. The Properties window will be
displayed.

Properties

Sequence
[to3m Q

s
Mamsa
|Stert Date
Companson Operatar

|I3reaherThunDrE|:|uann ﬂ

Detaultf Prompt
[@MONTHSTARTE ~] | e

Usza "0R' Logic B
Frafix With Logic Break | [

Sutfinc With Logic Break ) [

Source Exgrassion Mamea
|DDCDATE

Source Exgrassion ID
|ana

Mandatory [¥

=
I_CIJ-(_] Cancal |

Enter your amendments in the active fields provided. Click here for help
on using Comparison Operators.

Check Box Option Description

By default when multiple filters
are used on a report they are
applied using Boolean AND
logic. So for data to satisfy

s Diiaa I | filters with AND logic all the
filters must evaluate to true.
When OR logic is used only
one of the filters needs to
evaluate to true.




Frefis \with Logic Break [

Where complex Boolean Logic
is needed for combing filters
that use combinations of AND
and OR logic then logic
breakers can be used to group
filters together. Use this setting
to prefix the filter with a logic
breaker.

Suffis Wwith Logic Break |

Where complex Boolean Logic
Is needed for combing filters
that use combinations of AND
and OR logic then logic
breakers can be used to group
filters together. Use this setting
to suffix the filter with a logic
breaker.

When you have entered your selections click on OK.




Home > Report Manager > Working with Reports > Editing Reports > Report Parameters > Change Order
of Parameters



Change Order of Parameters

Changing the order of Parameters enables the user to pre-determine the
order in which the Parameters are prompted for when running the report
and also the order in which they are logically applied to limit the reports
rows. To change the order of Parameters for your report, select the

Parameter that you would like to move.

Pmpem'es] Culumnsl Filters Parameters ]Su:urt Fields| Argrecate Filtersl

Mame

| Companson Op... | Comparatar

| Usze Or Logic

P Star Date
N End Diate | Less Than OrE,
FCamparny Code  Equal Ta
B ARDIVISIONMD Equal To

Use the Move Up M or Move Down

Greater Than Or

EMOMTHSTA . Mo
EMOMTHENDE Mo
Mo
MNo

i

Add
Remowe
Move Up

Mone Dowen

b ove Do

buttons to change the

order of your Parameters. Alternatively Drag and Drop the Parameters

into order.



Home > Report Manager > Working with Reports > Editing Reports > Sorting > Add or Remove Sort
Fields



Add or Remove Sort Fields

Sorting fields enables the user to pre determine the order of the data
rows in the report.

Method

1. Select the report where you want to add or remove sort fields and click
the Sort Fields Tab.

2. The Sort Fields that you have selected will be displayed.

3. To add a Sort Field, click the Add button &l, the Choose Sort
Fields dialog box will appear.

[ choose Sort Fields

WA CCOUNTCATDEST

ACCOUNTCATEGORY
LIACCOUNTEXSEG
ACCOUMNTRAME
LIACCOUMNTMO
ACCOUMNTROCT
LACCOUNTROCOMP AR YMAME
ACCOUMNTRHOMSME
C1ACCTBAL -

L]

LinEefectAll| Select All || 0K | Cancel |

4. Select the Sort Field you would like to add and click OK.
You have now successfully added a sort field to your report.

To remove a sort field, in the Properties Window, click the Sort Field you
would like to delete and click the Remove _ Remev= | button.



Home > Report Manager > Working with Reports > Editing Reports > Sorting > Change Order of Sort
Fields



Change Order of Sort Fields

Changing the order of Sort Fields enables the user to change the
precedence of the Sort Fields in the report. The Sort Field which has the
highest precedence is applied first and then all subsequent Sort Fields
are applied as a sub-sort within the preceding sort operation.

For example choosing two Sort Fields, the first being Surname and the
second being First Name will sort rows by Surname and then by First
Name. To change the order/precedence of Sort Fields for your report,
select the Sort Field that you would like to move.

Use the Move Up _MoweUs | or Move Down 222" buttons to change the
order of your Sort Fields. Alternatively Drag and Drop the Sort Fields into
order.



Home > Report Manager > Working with Reports > Editing Reports > Sorting > Change Sort Field
Ascending/Descending



Change Sort Field Ascending/Descending Order

Changing the Sort Field ascending/descending order changes the Sort
Order of the Sort (for example descending on text would sort
alphabetically from Z to A). To change the order of your Sort Field from
Ascending to Descending or vice versa, select the Sort Field you would
like to amend (Note: An arrow pointing upwards indicates an ascending
sort order)

Click the AsclDesc button [:22P2 | to toggle between Ascending and
Descending sort order.

(Note: The arrow will point downwards when the sort order is changed to
descending.)

You have now successfully changed the Sort Order of your Sort Fields.



Home > Report Manager > Working with Reports > Editing Reports > Aggregate Filters > Add or Remove
Aggregate Filters



Add or Remove Aggregate Filters

Adding or removing Aggregate Filters enables the user to refine or limit
the rows of data that will be displayed in the report based on aggregation
criteria (equivalent to a HAVING clause in SQL).

To add or remove Aggregate Filters from your report, select the report
where you want to add or remove Aggregate Filters and then click the
Aggregate Filters Tab.

Method

1. Click on the Add button &l
The Choose Filter Field dialog box will appear.

Choose Filter Fields

PRGISIONDERG:
ARDMSIOMNMD

AUDTOATE

AUDTUSER

Company & Deparment

CORAME

CUSTOMERCODE

CLUSTOME RCODE MAME

CUSTOME RMAME

CUSTOMERTYFE u

Ok, I Cancal |

1| *

2. Select the Filter Field you would like to add to your report and click
OK.

3. The Choose Comparison Method dialog box will appear.

Choose Comparison Method

Greater Than

Less Than

Less Than Or Equel To
Greater Than Or Equal To
I= Like

Mot Equal To

Begins With

Ends With

Contains

-

Ok, I Cancal |




4. Choose your comparison method and click OK.
The Enter Comparison Value dialog box will appear.

Enter Comparison Value

|| x] .|

oK Cancel |

5. You may now either:
= Enter your Comparison Value in the field provided, or

m Use the lookup button |&: to view a selection Comparison
Values, and click OK.

Note: The Lookup facility will only be available if it has been enabled
in the Connector for this expression. See Add Data Expressions.

6. Use the Select System Variable button _e | to view a list of System
Variables.

[ Select System Vanable

[ame Cument Valug .

EOATE® 30 Al 2010

EYEAR 2o L

EONTHIE 4

BEOAYE 30

EMONTHRAME S Agaril

(EWYEERK D3 G

EOATMAMED Fridey

EMONTHETARTE 01 April 20010

EMONTHEMDGE: 30 Apnil 2010

EPRICAYEARE 2009

EPRICAYEART® 2nog

BEFRIORYEARZ @ 2003

EPRIOAYEARIG 2007

EPRICRYEARARE 2006

EPRICAYEARSE 2005 -
| Ok | Cancel |

Note: For further information about System Variables see System
Variables.

7. The new Aggregate Filter should now appear on the Aggregate Filters
Tab with a default Aggregate Function of Count. To change the
Aggregate Function select the Aggregate Filter and on the Toolbar



select the Properties button. Select the Aggregate Function and click
Apply.

To remove filters, in the Properties Window, select the Filters that you
would like to remove and click the Remove button.



Home > Report Manager > Working with Reports > Run a Report > The Process Monitor



The Process Monitor

The Process Monitor window will be displayed at the base of your screen
and will show all running report processes. Each report that is run
executes as a new process.

For problematic reports that are taking too long to run and that cannot be
cancelled use the process monitor to cancel (or kill) the report process.
Using the Cancel facility on the process monitor should be a last resort to
end a report.

D | M ame | Launch Tirne | Run Tirne Froc Handle Exit Code
- 252 Sales Master 2-.. 2005/04/2609... 118 8a0 259
£ »

The Process Monitor is only visible when running reports from the Report
Manager.



Home > Report Manager > Working with Reports > Run a Report > The Progress Window



The Progress Status Window

The Progress Status window will be displayed on the right of your screen
and will indicate the progress of your report.

Running a report occurs in two stages which can be seen by the
Progress Status window. The first stage, being the "Data In" stage or the
"Execution"” stage, the stage at which data is being extracted from the
underlying database as can be seen in the following screen:

Data In i Report [Sales Master 3-1 (AE-PWE]
Statuz

¥ Connecting

v Connected

, E=ecuting

F] m 3
al Cancel

The second stage being the "Data Out" stage, is the stage at which the
data is being rendered to Microsoft Excel.

Once a report has completed running, the data should be visible in a new
workbook in Microsoft Excel.

Depending on the underlying Database system and your configuration of
the rendering engine, the Progress Status may offer a cancel facility. This
Cancel facility should be used as the preferred method for cancelling a
report.



Home > Report Manager > Working with Reports > Run a Report > Running a Report with Parameters



Running a Report with Parameters

To run your report with Parameters, click on the Run Icon | which will
activate your report. The parameter prompt window will automatically be

displayed.

Enter Report Parameters

g Copy of Sales Master 3-0 i
ihart Clade sreater Than Or Equal To
End Diate Less Than Or Equal To
[30 Agril 2010
Company Code Equal To
ARDIMSIONMO Equal To

| Ok | Cancel |

You may now either:

e Enter your selection in the field provided or

e Use the lookup (where available) to search for a selection, and click
on OK.
Note: The Lookup facility will only be available if it has been enabled
by the System Administrator for this expression. See Add Data
Expressions.
Also refer to Defining Parameter L.ookups for more information on the
lookup facility.

Once your data has been retrieved, Sage Intelligence Reporting will
automatically open a Microsoft Excel workbook to display your data.



Home > Report Manager > Working with Reports > Run a Report > Editing a Report Template



Design

The Design feature allows you to format a Microsoft Excel template that
is attached to a report without having to run the report with all the data
coming though. Itis only active for reports that have an attached
template.

1. In the Report Manager Module, Select the report you would like to
make design changes to, and right-click on the report and select Design

or, select the Design Icon & from the Toolbar.

@ Report Manager
o @) Sm]v] - | >|@| @3

Object |
Home

Ll Dashboard Feports

l Demonstration

LlFinancial Repars

ZlImsentory Repors

ClPurchase Repors

L1 Sales Reports

s oo

il Sales Master 2 0

*]Sales Master J pen
Rename

Delete
Run

Run Sample
Design

2. The following message box will open:

Sage 300 ERP Business Intelligence EX

"-.I Designing a report means changing the Excel termplate that is used for
@' the report. This function will open the termplate, You may then change
the ternplate and then save it Would you like to open the template for
changes now?

Select Yes. Your Template will then open.



‘i] Sales Detads 2-0 (Demo)xit [Compatibility Mode] = B2 X
A | B c -

1 [SALES REPORT !
2 |FOR THE FERIOD TO DRTE FROM 00 JAN 7900

¢ SalesPersonllame
£ Store

& Period

7 CustomerCategory
8

]
10 me - |PreduciCategory - [ProductCodeliame
11 | = (tlank)

12 = {blank

13 {Bank
14
15 Grand Total
T

17
18
H 4 b W[ Sheetl Sheat? | SALES REPORT|

. Make your desired changes and save the workbook/template.

For example, add company logos, change font, color etc. You
can then create and link your newly designed template. These
changes will then be included in your template when you next run

this report.



Home > Report Manager > Working with Reports > Run a Report > Advanced Options



Advanced Options

Using advanced options enables a user to apply advanced settings to a
report.

To enable the Advanced Options Menu on the Report Manager
Interface you must check the Show Advanced ¥ Shewadvanced check box.

Froparties [Cnlumns| Filters | Parameters | Son Fields | Aggregate Filers |

| [ ]

Automatically Format First Sheet [+ LI
Hida the Source Data in Report [
Fratect The Cutput Book 1]
Fetain All Run Instancas Il
keep Onginal Instance Audit =

Fun Macros On Completion

Fun Add-Inz

Generate Ouiput File

[

Close Book on Completion

2 I
L

Clear Additional Ranges on Create and Link

Clear Ranges on Export

Feport Hiddan [
Make Asvailable via S0k o
Llze Template Blue Printing [
[F%spnrt Uszar Documentation File J
Swetem Code Classification

[REL

System Module Classification

4R

Feport Cods

[REL-ACC-AR10-20

Objact Functional GUID

Unlock Beportan copy

—I—I|E_

Fequires Excel Genie

[v Show Acheanced ﬂ
| 28 Ohjects




To enable the advanced features for your report you will need to check
the box alongside the advanced option you wish to enable. The
Advanced Options features and their respective functions are as follows:

Advanced

Option Description

An option to place the report runtime
parameters on Sheet2 of the exported
Parameters on | Microsoft Excel report. This could be very
Second Sheet |useful when Microsoft Excel formulae as per
the actual report design depend on certain
critical variables on Sheet?2

An option box to lock all Report Manager
property fields of the selected report. Once it
and the Apply button is selected, the user will
be prompted to enter a case sensitive unlock
password (entered twice to confirm)

All tabs of the report (Properties, Filters,
Columns etc.) will then be unavailable and no
changes are further allowed.

When changes need to made, the following

Report Locked need to be done:

¢ |In the Report Manager, right-click on
the relevant report and click Unlock

e Enter the correct password and click
OK.

o All property tabs and their fields will
now be available again

Show Distinct | An Option Box to ensure that no duplicate
Rows records are exported.

Top Rows Enter a numerical value of how many records
(Leave blank for (rows not including the heading row) should be
All Rows) exported, in accordance with the current report




sort options

Automatically
Format First
Sheet

Ensures that, among others, any previous
column row height or width changes made on
Sheetl of the relevant Microsoft Excel
Template file are disregarded when the report
Is exported to the relevant Microsoft Excel
Template file

Hide the Source
Data in Report

An option box to ensure that the first worksheet
of the exported Microsoft Excel file is
automatically hidden

If no other security restrictions are in place,
then it may still be possible to right-click on any
worksheet tab at the bottom of the exported
Microsoft Excel file and select Unhide to open
the Unhide screen to unhide any specific
automatically hidden worksheets from the list

Protect the
Output Book

An Option Box to ensure that the exported
Microsoft Excel file is read-only and not
editable by unauthorized persons

This is disabled by default for performance

Retain All Run ! |
reasons. Saves report run instances for audit
Instances
purposes
Keep Original This is disabled by default for performance

Instance Audit

reasons. This saves a runtime snap shot of a
report for audit purposes

Run Macros On
Completion

Insert the name of a Microsoft Excel macro that
is linked to the selected report’s linked template
file. The moment the report has been exported
successfully to Microsoft Excel, the specified
macro will also execute on it. If there is more
than one macro that needs to be run then
separates their names with semi-colons

Use the browse button on the right to select
relevant add-ins to link to the selected report.




Run Add-ins

Reports can be exported to numerous other
mediums besides Microsoft Excel, and the
ability to execute a number of actions upon
report runtime is available. These are all
referred to as Add-ins and in detail discuss
later in the manual

Generate
Output File

Use the browse button on the right to specify
the location and Microsoft Excel file name that
need to be created alternatively to the normal
Microsoft Excel exported file, when the
selected report is run. Having a value here will
therefore not export the report in the name
format: TEMPLATEL, but instead in the
specified file name

E.g. If you don’t have a Generated Output File
value upon report runtime, then, if the selected
report’s template file is called XYZ then the
exported file name will be called XYZ1.xlIs. Else
with the Generate Output File value in place
then the specified file name will be created

Close book on

An option box to ensure that the Microsoft

Completion Excel Workbook is closed after running a report
Clear Additional Data in aII. the Raw Data shee_ts get cleared

when a Microsoft Excel book is linked to a
Ranges on

Create and Link

report. If any additional ranges need to be
cleared, name these ranges in this property

Clear Ranges
on Export

Ranges are cleared when the report is
exported.

An Option Box to hide the selected report from
the Report Folder. When this option and the
Apply button have been selected, the report will
suddenly disappear from the Report Manager
interface

To show hidden reports again, do the following:




1. Right-click the Home object.

2. Select the option: Show Hidden
Reports.

3. Double click on the relevant Report
Folder to refresh it and the hidden
report will re-appear, although its hide
property setting is still selected.

Report Hidden

4. You can now either deselect the Report
Hidden option on the Property tab to
make it permanently available again, or
decide to hide it any ways again by
right-clicking on the Home Object and
selecting the Do Not Show Hidden
Reports option. Double click then on
the Home object or relevant report
folder to refresh the views.

An Option Box to make the selected report
available from the front end of Sage
Intelligence Reporting

Make Available
in Menus

Unlock Report | Unlocks the report when the report is copied,
on copy thus keeping the original intact

Indicates that this report has the functionality
built into it to take advantage of the Microsoft
Excel Report Designer plug-in to auto generate
report layouts

Requires
Report
Designer

To hide the Advanced Option menu simply uncheck the Show Advanced
CheCk bOX [v Show Advanced .




Home > Report Manager > Working with Reports > Run a Report > Clear Additional Ranges



Clear Additional Ranges

When a Microsoft Excel workbook is linked back to a report (via Create
and Link function), Sage Intelligence Reporting clears out the data for all
the Raw Data Sheets (for a standard report this is always the first sheet,
for Union Reports it is the sheets specified for each Union Child report.

If there are any other ranges that you would like cleared whenever the
Create and Link function is used then you can name these ranges in this
property and the ranges will be cleared each time the book is linked.



Home > Report Manager > Working with Reports > Run a Report > Report Viewer



Report Viewer

Users who have been given access to Report Viewer can run various
reports using this tool.

- Report Wiewer @
Dashboard -
i Dazhboard &nalysis 3-4 [AE-PYS)
Designer

- Copy of Financial Reports Designer 2-4 [AE-FYS)
- Financial Reportz Designer 2-4 [AE-FWS]
Financials
- Financial Reportz 5-3-3 [AE-FYS)
- Financial Reportz 5B 3-3 [AE-PYS]
- Financial Trend Analyziz 3-1 [AE-PYS)zz
- Financial Trend Analyziz 3-2-1 [AE-PYS)
- General Ledger Tranzaction Details 3-2 [AE-FWS]
Inventory

|Fventony b aster 3-0 [AE-FYS)
Multi Company Conzolidation

... Consal Financial Reportz Designer 2-2 [AE-FWS]
Eurchases

m

Thiz report displays net changes and balance [YTD) per - Fiun
General Ledger Account number per financial period for the

current financial vear, previous financial year and current == e

In the Report Manager, when a report is selected as Allow Report
Viewer and External Access, it is available for selection via the Report

Viewer.



)

A Report Manager
|&i]=| )% v

¥

=B =

rlolm|eald|E 2 2lf]

Object

E Harme
[ &nalysis
[ Dashboard
[ Demanstration
[ Designer
[ Financialz
[ Inventory
[ Metrics and KPls
(1 Multi Company Consolidation

| Properties |Eolumn$ | Filters | Parameters | Sort Fields. Agoregate Filters |

Run Macroz On Completion

Rurn Add-ns
|PLPI.UGA.A.ExcludePithBlanks{PiVDtTahlel,CUSTJ

Generate Output File

| .|

Close Book on Completion |
Clear Additional Ranges on Create and Link,

Clear Ranges on Export

Report Hidden [
dllow Report Yiewer and External Access [v
nlock Report on copy [
Requires Report Dezsigner [

The description as added in the Report Manager is therefore very
important as this description will be displayed in the Report Viewer:

r

A Report Manager

[ ) %] 7] - |

[ e |
B

= e] =

o|a/a|pala|s] @

[ e |

Object | Froperties | Columnsz | Filters | Parameters . Sort Fields ' Agoregate Filters |
E.I:Inme Report 10
] Analysis 49
(1 Dashboard
(1 Demanstration figoithiang
- ; |E|:||:|y of Sales Master 3-1 [AE-FVS)
| Desigrer
[\ Finariciaks Desciiption
[ Inventory |Thiz report iz run for & chosen date range and displays sales quantities, costs, gro
_| Mefrics and kPl Template Storage Location
__| tulti Company Cansolidation |E:'xF'ru:ugram Files\Sageh 5 age AccpaciBXDATAYPYSLT emplates’,
j :ulrchases Report Template [Excel 97-2003 Template [.xlt]]
alex
S Copy of Sales Magter 3-1 [AE-PVS ]l
W1 Copy of Sales Master 31 (AE-P (o e e
@ Sales Master 31 [AE-FVE) Parameters on Second Sheet v
s Report Locked [
Show Distinct Bows B




Home > Report Manager > Working with Reports > Advanced Importing and Exporting



Importing and Exporting Reports

Sage Intelligence Reporting facilitates the easy transfer of information
using simple yet powerful import and export procedures which enable the
user to easily share information across installations. Using this facility,
Reports can be created in one Sage Intelligence Reporting system and
distributed to other Sage Intelligence Reporting systems.

Note that reports can be exported in a compressed file format, which in
this case creates a .AL_ file.

To export Reports see Exporting a Report.
To import Reports see Importing a Report.




Home > Report Manager > Working with Reports > Advanced Importing and Exporting > Bulk Import



Bulk Import

This operation allows for the bulk importation of new reports that are
obtained either from newer versions of Sage Intelligence Reporting or
from existing reports.

¢ When doing a bulk import of new reports, current reports and
settings are not deleted. The intention of bulk imports is to import
new reports into the current metadata repository only and not
modify current versions of reports and settings that were created
and saved prior to the bulk import.

Method
1. Open your Report Manager.

2. Click Bulk Import/Update Reports either on the Tools menu or
by right-clicking on the Home icon in the Object window.

E| Window Help
Unlock Excel
Switch Output Mode
Show Hidden Repaorts
Show System Variables
Import Report
Bulk Import/Update RE'DDI'B

(=)

Compress XL File
UnCompress XL_ File
Manage Object Scope

Tenant Cache Viewer
Clear All Cached Connection Information

3. You will need to place any .al_ files that will be bulk
imported/updated into their relevant subfolders as per the
instructions that appear within the ‘Bulk Import/Update Reports’
dialog form, if not a new folder will automatically be created in the
Report Manager for the new imported reports.



Bulk Import/Update Reports @

THIS OPERATION ALLOWS %'0OU TO BULK IMPORT ME' REPORTS OR UPDATE EXISTING REFORTS.
PLEASE TAKE MOTE OF THE FOLLOWING:

-Under [CA[Install Folder]\ReportlUpdatel en] there needs to be subfolders.
eq: [CA[Install Folder]\ReportlUpdatelen' Custom Sales Repons]
[CA[Install Folder]yReport pdate’ en’ Sales

- These subfolders reprezent actual folders in Report Manager.
-*'ou need to place any .al_ files that will be bulk, imported/updated into their relevant subfolders.

- The import process will enzure that the reports contained in the . als files get imported
into a folder in Report b anager that has the same name az the subfolder defined in
[CA[Install Folder]yReport pdate’.en)

[f the folder doesn't exist in Bepart kanager then it will be created.

- If a report with the same name already exists under the folder in Report Manager then
it will be ovenwritten if the al_ file iz newer than the report creation date or date it wags last imported.

- Please refer to the help file for a more detailed explanation on Bulk Impart/ ) pdating Beparts

Pleaze click on [YES] to proceed elze click [MO] to cancel this operation.

NO |

4. Once the files are in the correct location, click YES to proceed.

5. The new reports will be imported alongside any existing reports, if
desired old reports may now be removed via the report manager.



Home > Report Manager > Working with Reports > Advanced Importing and Exporting > Exporting
Reports with Protection



Exporting Reports with Protection

If you are running a Solution Developer License of Sage Intelligence
Reporting, then it is possible to protect your packaged export files for re-
distribution. This allows you to protect your intellectual property from
others while still allowing you to distribute and deliver your reports to
other Sage Intelligence Reporting installations.

Protection happens at the Container and Container Expression level.
Containers can be protected with a number of options. The Export
Options screen for the Solution Developer is shown below. This screen
only appears if you are the creator of the container (Container Owned by)
used in a report that is being exported.

Export Options for Report [Sales Details 2-0 (Demo)]

Exportiile Lsage
" Allow arane 10 impor and exgort for re-distribution
" Allow amyone to import and export but not export for re-distribution

Ao only this named Comparny 1o impon the file: -

BC Company
2

Container Dwnership in Destnefion System(s)
(% Fetain Exicting Ounarship [Alchemes (Fhy) Lid]
" Femove Creator Ownership from Containgr
" Allow destinafion system to taka owver Ownership

" Change Owner 1o at lmport -

[Alchemex [Py Lid

Frotection wathin Destination Systemis)
[+ Lock Container in destination system(s)

[+ Lock Expressions in destination syetemnis)

Ok I Cancel |

The export protection options are explained below.



Export File Usage Options

The concept of Container Usage exists so that report writers can restrict
who can import their reports.

See the options available for Usage below:

1. Allow anyone to import and export for re-distribution -
Selecting this option will allow the export file to be imported by
anyone. Use this option when you are not concerned about the
file being shared.

2. Allow anyone to import and export but not export for re-
distribution - This option will create an export file that can be
imported by any company. On import though the container
created will be stamped for usage just by the company that is
importing it. Any reports connected to the container that are later
exported by the company can only be re-imported by that same
company. This option is best suited for export files that will be
made available on the Community.

3. Allow only this named Company to import the file - This
option provides the most secure way to re-distribute your reports
however it does require that you export a report every time you
need to send it to a company.



Container Ownership in Destination System Options

The concept of Container Ownership exists so that report writers can
protect their intellectual property, most commonly for re-sale of reusable
reports. The Company which has Ownership should not be confused
with the Company that is licensed for Usage. Only under special
circumstances should you change Ownership of your Containers.

See the options below for Ownership:

1. Retain Existing Ownership - This is the default option and
should be left as this to keep ownership of your Container
intellectual property in all Sage Intelligence Reporting systems
which receive your reports.

2. Remove Creator Ownership from Container - Use this option
when do not wish the created Container in destination systems to
have an owner.

3. Allow Destination System to take over Ownership - Use this
option only when you wish to transfer the ownership of your
intellectual property to the receiving company. Note that all
companies that receive the export file will assume ownership of
the container on import.

4. Change Owner to Named Company at Import - This option
allows you to explicitly name the Company that will assume
Container Ownership at import. This option should be used when
you wish to transfer ownership of your Container intellectual
property to a named company.



Protection within Destination System Options

Sage Intelligence Reporting allows the intellectual property that exists in
Containers to be protected. Protected containers can be used in
destination systems but the details of the Container are not accessible.
Where a large amount of IP is contained in a container (for example,
complex SQL Joins and SQL Expressions) then these details can be
hidden by using these protection options.

The protection options available are:

1. Lock Container in destination system(s) - This will hide the
Source properties of the Container in the destination system and
not allow it to be edited. Only protecting at this level will mean
that Expressions can still be added, edited and deleted.

2. Lock Expressions in destination system(s) - This will hide all
the properties of all the Expressions in the Container in the
destination system. Expressions cannot be added, edited or
deleted in the Container when this option is selected.

For maximum protection of your Container IP select both of these options
on export.

Note that it is possible to perform an unlock of a Container and its
Expressions in a system with the assistance and authorisation of the
Container Owner. See the topic Unlocking a Container and its
Expressions for more details.
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Importing a Report That is Licensed to Another
Company

Sage Intelligence Reporting Report Developers that have protected their
Intellectual Property through the Sage Intelligence Reporting Container
Protection paradigm can authorise a third party to be able to import a
report that has been licensed to a different End User Company.

This is useful where the company that is licensed to use the report
outsources changes to that report to a third party. In this case the third
party would need to obtain a unique Handshake Pin Code from the
Report Developer (Container Owner). This pin code is a unique code
that allows the third party to import any reports created by the Report
Developer but licensed to the End User. This mechanism allows reports
to be sent to a third party, changes to be made and then sent back to the
licensed End User.

A Report Developer uses the Authorise Remote Report Import menu
option on the Sage Intelligence Reporting Enterprise object in the
Connector to generate unique Handshake Pin Codes. After entering the
Licensed User (Sage Intelligence Reporting Registered Company Name)
and the receiving Third Party (Sage Intelligence Reporting Registered
Company Name) a unique Handshake Pin Code is supplied.

Since the authorisation must come from the Report Developer (Container
Owner) the relationship is a trusted one and prevents abuse of the
Report Developers intellectual property.

When a third party that tries to import a report that is licensed for use by
a different Company they will receive an Import Authorisation screen.
To continue with the import at this point a valid Handshake Pin Code
must be entered. This Handshake Pin Code must be obtained from the
Report Developer. The Import Authorisation screen is shown below.



Report Scoping

Sage Intelligence Reporting uses a metadata repository to store all its
metadata, including connection, container and report information.

Since a site may have more than one set of company data (for example,
a holding company that has 5 separate companies) it may be necessary
to have some reports that are specifically for one, for multiple or for all of
the companies. In this scenario it may be useful to make certain reports
visible only when logged in to a given company. For this Sage
Intelligence Reporting provides the concept of Scoping, where a report
can be ‘scoped’ or made available only when logged in to certain
companies. A report that deemed useful across all companies should be
Scoped Globally (this is the default for each report).

The most common scenario where a report would be Scoped is probably
where Financial Reports are customized. Since customizing these
reports usually involves keeping a set of account numbers in a report’s
excel template, these customized reports become only useful to the
company they have been customized for.

Method
1. Make a copy of the Standard Report.

2. Name the report accordingly (for example, “Financials for Company
ABC” where the company is ABC).

3. Open the Scope Manager by clicking on the Home Object and then
from the Tools Menu bar, select Manage Object Scope and specify the
scope of the report to the relevant company.



"

----- Z| Copy of Customer Sales 05

----- 2| Customer Sales 05

----- Z| Sales Details 20 {Dema)

=-#% Demonstration

----- Z| Copy of Sales Details 20 {Dema)

----- Z| Financial Reports Designer 2-0 {Dema)
----- Z| Management Pack D-2-0 {Dema)

----- Z| Management Pack D-2-0 {Dema)

----- Z| RKL Analysie Dashboard 240 {Dema)
----- Z| RKL Dashboard 20 {Dema)

----- Z| Sales Details 20 {Dema)

----- Z| Stock Re-Onder Levels 20 (Dema)
=-#% Financials

----- Z| Financial Reports 06

----- Z| Financial Reports Designer 0-3

Manage Object Scope
File
Select Object Specify Object Scope
EX V] Global {visible to all tenarts)

[ GLSDEM

Close

4. Customize the report using Microsoft Excel and Report Manager as per
usual processes for Financial Reports.
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Sub Query Reports

A Sub Query report is used to generate a list of items that is then used in
a filter of an outer parent report.

An example might be where a Sub Query report is first used to generate
a unique list of customer codes whose purchases to date sum to a value
larger than $1000. The outer report might then want to pull out
information on what cars these same customers drive from a different
container but specifically for the Customer subset generated by the Sub
Query report. A Sub Query report always only has one Display field so
that a parent Report can reference it in a filter.

The logic for the above example in English might read:

Give me the Cars that my Customers drive, and only show me the this
information for those customers that have spent more than $1000 to
date.

In the Structured Query Language (SQL) this would read something
like this:

SELECT Customer.Name, Customer.Car FROM Customer
WHERE Customer.Code IN

(SELECT Sales.CustomerCode FROM Sales

GROUP BY Sales.CustomerCode

HAVING SUM(Sales.Amount) > 1000)

In Sage Intelligence Reporting to achieve this same effect you
could:

1. First create a Sub Query Report (right-click on a folder > Add Sub
Query Report) called Big Spenders using the container Sales,
with the Display Field CustomerCode, and an Aggregate Filter
on Amount with Comparison Operator Greater Than,
Comparator 1000 and Aggregate function SUM.

2. Then create an ordinary report using the container Customer
with Display Fields Name and Car and specify a filter using the
expression Code, Comparison Operator Is In SubQuery and
SubQuery Big Spenders.
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Union Reports

A Union Report 7 is used to merge rows of data from disparate sources
into a single a report. The Union Report has pointers to other normal
Reports and it simply runs out the raw data from the specified Reports
(referred to as Union Sub Reports when referenced in a Union Report)
sequentially into a single Workbook. The Union Report can have its own
template file specified and the template files of the Union Sub Reports
are not used.

Method

1. Right-click on a Folder and choose Add Report. Choose Union
Report.

Please select the type of report to create

(" Sandard Report

2. You will be prompted for the reports to include as Union Sub
Reports in the Union Report.

3. Choose one or more existing reports.
To add subsequent Union Sub Reports to the union report:
1. Double click on the Union Report.
2. Select the object Union Sub Reports.
3. Right-click and select Add Union Sub Reports.

It should be noted that a Union Report will simply pull the raw data from
all Union Sub Reports and sequentially output the data sets into the
Output Book. All properties set on the source reports are ineffective when
they are run as Union Sub Reports in a Union Report. All filtering and
sorting logic is applied to each Union Sub Report before it is output into



the Union Report Template and the logic between Union Sub Reports is
unrelated.

Note: By default the data from the Union Sub Reports will be output into
the same worksheet. This behavior can be overridden though by setting
the Output Sheet property for the individual Union Sub Reports.

Setting the Output Sheet property:

1. Open up the Union Report in the Object window (by double
clicking).

2. Open the Union Reports object so that the individual Union Sub
Reports become visible.

3. Select each Union Sub Report and then set the Output Sheet property to
the number of the Sheet to output the data to (for example, 1 for the left
most sheet in the book).

Sequence

[11z1 Q
Outout Sheet Mumber (Lefi o Right) —
1

Child Report ID
[11

Abort Union Report If Mo Diata

Note: The specified output sheet must exist in the Union Reports output
template.



If the data is configured (or defaulted) to the same sheet for the Sub
Reports then it makes sense that the data is comparable. Although you
could specify any reports to be the Sub Reports for the Union Report, it
only makes sense to specify Union Sub Reports that have comparable
data and with the corresponding Display Fields laid out in the same order
in all the Sub Reports to go to the same Output Sheet, so that in the final
Workbook there is like data in each column. If the data is not similar then
it should be output to different sheets.
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Financial Reports Pack

The Financial Reports is one of the many standard reports that ship with
Sage Intelligence Reporting but probably the most complex due to its
wide functionality scope.

Simply put, the Financial Reports embodies a collection of different
formatted Balance Sheet and Income Statement reports as run for at a
specific period in addition to multiple period trial balances.

There are many standard types of Financial reports:



Accessing the Financial Reports
By default the Financial reports can be found in the Report Manager in
the Financials folder.

Note: You can create as many different layouts as required to complete
your report set within this workbook.



Selecting a reporting date: (Change Month)

A reporting date is the date which controls the display of values on any
layouts you have generated within the workbook. Example: If it is now the
month of September, and you wish to have the Income statement display
values to the end of August, then by selecting the reporting date as
August, you would achieve this.

Method

¢ Microsoft Excel 2003:

a. Click on the Change Month button located on the toolbar
at the top left of your Microsoft Excel screen, above the
name box.

b. Click the downward arrow and select the month to view.
e Microsoft Excel 2007:

a. Click on Add-Ins on the menu bar, then click on Change
Month on the Custom Toolbar.

b. Click the downward arrow and select the month to view.

NOTE: The reporting date is totally separate to the period range chosen
at run time. The period range chosen at runtime, only has an effect on
the transactions that are displayed when using the Drill Down Account
Feature and has no effect on the display of values on generated layouts.
See "Using the Drill Down Account Feature".

Cannot find the toolbar to change the month:

1. Microsoft Excel 2003: Press Alt-F8 (or Select, Tools, Macro, Macros,
from the menu bar).

Microsoft Excel 2007: Press Alt-F8 (or Select Developer, then Macro
from the menu bar).

2. Select the macro named Build FA toolbar.

3. Click the Run button to run the macro.



4. The toolbar should now be visible again.

Adding New Accounts to your existing report layouts:

If you have added new accounts into your general ledger within your
accounting system, then the next time you run this report Sage
Intelligence Reporting will synchronise the new list of accounts it extracts
from your accounting system with the chart of accounts already listed on
the Lookup sheet within this workbook. If it finds any difference between
them, then Sage Intelligence Reporting will prompt you as follows:

1. To add the new accounts it has detected to the Lookup sheet - in
which case you select YES.

2. To highlight any accounts it finds that no longer exist within your
accounting system by shading the account number in red - say
YES.

Once this has been done you will then need to link these new accounts to
the required report layouts you have included in the workbook. The new
accounts will be placed below the last account displayed on the Lookup
sheet.

The instructions below will assist you with this process:

1. You may leave the new accounts (green shaded account
numbers) exactly where they appear on the Lookup sheet.

2. Select the sheet that contains the layout to which you wish to Add
the New Account.

3. Select the row where the first New Account should be inserted.
4. From the Menu Bar:

» Microsoft Excel 2003: Choose Report Tools > Add
Accounts. A list of accounts that are not in the layout
should appear.

= Microsoft Excel 2007: Choose Add-Ins > Report Tools >
Add Accounts. A list of accounts that are not in the layout
should appear.

5. Use the Type drop down to filter by Account Type (for example



Income Statement/Balance Sheet) and the other filter text boxes
to help locate the specific accounts.

6. Select the accounts that you wish to insert at the specified row
(Note: you can select a different row in Microsoft Excel while the
Add Accounts form is active).

7. Click the Insert button. The accounts will be inserted at the
specified row and the formulae for the rest of the row added.

8. Click the Cancel button once all accounts have been inserted.

Note: The Add Accounts function has to have a row to copy formulae
from. By default it assumes the row above the row that is being copied
into. If this row does not contain the formulae that references back to the
Lookup Sheet then the insert will not pick up the formulae. It is important
to note that if the row above the Insert At Row does not contain the
correct formulae then you must press the previous button to navigate to
the Copy From Row dialog and select the row that contains the correct
formulae.

Deleted Accounts:

The accounts highlighted with red shading on the Lookup sheet represent
the accounts which have now been deleted from your accounting system.
If you leave these accounts on the Lookup sheet then each time you run
the report, Sage Intelligence Reporting will detect these accounts and
prompt you once again to highlight them. If they are already highlighted
then you can ignore the prompt by selecting NO.

To prevent this prompt on these accounts each time you run the report,
you will need to remove them from the Lookup sheet.

Remove the deleted accounts as follows: On the Lookup sheet, it is best
to delete only the account number, then delete the blank row which will
appear on the report layouts where this row is linked.

Using the Drill-Down Report Tool:
This report has been setup with a pre-defined Drill Down definition
enabling you to drill down to a selected general ledger account.

To drill down to the General Ledger Transactions you would require
access to the Sage Intelligence Reporting report named "GL



Transactions by Account". Ensure that this report is available in the
Report Manager.

1. To use this pre-defined Drill Down Definition, click on any cell in a
row that has an account no present in column A, on any Income
Statement or Balance sheet within the workbook.

2. From the Microsoft Excel Menu bar:
= Microsoft Excel 2003: select Report Tools.
» Microsoft Excel 2007: select Add-Ins > Report Tools.

3. Then select Drill Down.
The Select Drill Down window will display, showing the pre-defined
definition which contains the definition code of GL_001. Ensure that
this pre-defined definition is highlight in blue (click anywhere on the
line if not highlighted).
Click the Execute button.

The GL Transactions by Account report will run and display in its own
window for you to view.

4. This pre-defined Drill Down Definition will always drill down to
one period, being the period relating to the month currently
selected in the workbook. To drill down to a different period, use
the Change month button first to select a different month, then
execute the drill down definition.

Note: The Drill Down Report Tool is only available in Microsoft Excel
if Sage Intelligence Reporting is installed on the PC.
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Working with PR# files

A .PR# extension denotes a file created using Sage Intelligence Reporting software . Note: # denotes a
designated number.

A PR# file allows a report to be run from a shortcut without needing to use the Report Manager Interface.
To use PR# files they need to be created using the Report Manager Interface and then associated with the
Sage Intelligence Reporting execution program under the windows operating system.



Creating a PR1 file

To create a .PR1 file select a report in the Object Window and click on the
Create .PR# icon .
You will be prompted to select a location and name for the new .PR# file.



Associating a PR# file with Sage Intelligence Reporting

When you double click on the .PR# file you have created, Windows will prompt you to choose a file to
"Open With...".

Browse to theSage Intelligence Reporting program and choose OK.

The report associated with the .PR1 file will be launched.

If you want to permanently associate .PR# files with Sage Intelligence Reporting then check the option
Always use this program to open these files and click on OK.

Open With

- ] Choose the program wou want bo use to open this File:

File:  test.prl
Programs
Alchenme:x b

f@ Cther Programs:
I Adobe Reader 6.0
@ GALLERY 2.0 Windows Application
& Internet Explorer
[ L2 Expansion Utility
Microsoft Access For wWindows
Microsoft Excel For Windows
[3] Microsoft Office FrantPaae b

Twpe a description that wou want to use For this kind of File:

Always use the selected program to open this kind of File

If the program you want is not in the lisk or on vour computer, wou can ook
for the appropriake program on the Web,

OF, l [ Cancel
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Locking/Unlocking a Report

Locking freezes the properties of a report so that it cannot be modified.
Users can then only run the report. To lock a report, select the report that
you want to lock.

- Report Manager El EZ
&= @ [Ew v - | »|e|e|e|ME]4|9] 2 2F]
Dbject | » | Properties | Colurnnz | Filters | Parameters | Sort Fields | Aggregate 4| ¥
E Hame Report [0
1 Analysiz 149 I:l
] Dashboard -
1 Demonstration eRi e
% & : |E|:||:|_I,I of Sales Master 3-1 [AE-FWS]
1 Designer
| Financials = || Description
‘ Thiz report iz run for a chogen date range and displays sales
I T
1 Metrics and KPls Template Storage Location
__| Fulti Company Consolidation |C:4Program Files\5 agehs age AccpaciBrDATANPYS A Temp
TI Eulrchases Report Template [Excel 97-2003 Template [*.xlt])]
—I_,}.(.; S = e = & |E|:||:|_I,I of Sales Master 3-1 [AE-FWS] «lt
i Copy of Sales Master 3-1 [AE-FVS]
" Sales Master 3-1 [AE-PYS) = | [ Show Advanced 5 ﬂ

14 Objects

1. Click the Lock button | &] to lock your report. You will be promoted for
an unlock password and the report properties will immediately be
unavailable.

2. Click the Unlock button [ 3] to unlock your report, the report properties
will immediately be available upon entering the unlock password set in
step 1.



v

n ||| elm] v

Object

Home
ﬁ Ainalyzis
ﬁ Dashboard
ﬁ Demonstration
ﬁ Designer
ﬁ Financialz
[reeentom
ﬁ hetrics and KPlg
ﬁ builti Compary Consolidation
ﬁ Purchases
ﬁ Sales
opy of Sales Master 31 [AE-FYS]

" Sales Master 31 [AE-PYS)

Thiz Report iz Locked for Editing ﬂ

[14 Objects 4




Home > Report Manager > Maintaining Reports > Close Book on Completion and Generate Output File



Close Book on Completion and Generate Output
File

Sage Intelligence Reporting allows you to automatically close your
Microsoft Excel workbook on completion of your report and to save the
report to a fixed file in a designated folder. This is useful when a report
needs to be run to a centralised location on a regular basis or when the
report is being run as part of a report batch.

To do this, enable the Advanced Options Menu on the Report Manager
Interface by checking the Show Advanced » Shewadvanced check box.

Use the browse _.| button on your Generate Output File property filed to
browse to a folder and name the output file. Type the name of your file
and click on the Save button. When you refresh your report, your Output
file will be displayed in the Generate Output File property field.

Generate Output File
|C:\Documents and Settings\Administratortestile sk

To automatically close your work book on completion of your report,

ensure that you place a check in the HessBook an Campletian ¥ check
box.
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Using Add-In Functions in a Report

Sage Intelligence Reporting supplies Add-In’s that further enhance
Microsoft Excel’'s reporting capabilities. These Add-Ins are designed to
tackle common problems that come up during reporting. The list of
available Add-In Functions is regularly updated so for the most
comprehensive list of functions update your software on a regular basis.

Method

1. Select your report.

. Place a check in the Show Advanced option checkbox.

2
3. Press the Lookup button next to the Run Add-Ins field.
4

. An Add-In function selection screen will appear. Once selections have

been made, the screen appears as shown below:

Choose Add-In Function

Select Add-in Librans

Function Descrption

|Alchamex Add-n 1

Select Add-in Librany Module:

|General Excel exensions Module
Select Add-n Function:

S Formula ToDstaColumn

| FieplaceFormulastihyalues
W Union

&?Uninn‘-.-"aluesﬂnly

9 UnZeroPivot

4 Zeroing|l

|\ FiemaovePivolBlanks
F 1

ExtendFomulasT ol )sedRoes B

Mame: ExtendFormulaeTollsedRows

Description : Extends formulag in a range 10
the specified area

Uze When - ouwish 1o apply formulas 1o a
CheNEmMIC row range

[ Ok Cancel |

5. Start by selecting the Add-In Library.

6. A list of Modules for the selected library will then become
available in the Select Add-In Library Module drop down box.

7. Select a Module.




8. Alist of Add-In functions will then be displayed in the Select Add-
In list.

9. To see a description for a Function you can select the function
and view the description on the right hand side.

10. Once you have chosen your Add-In function click OK.

11. A screen will appear for specifying the relevant Function Parameters, as
shown below:

Specify Function Parameters

1 Add-ln Function |

Fill in Defaults | Appby

Fill in Example | N

Mame
|ErtandFunnu|n.E|TnU5E|:lFluws - (MODLULE: FLFL

Diestination Sheet
Thea Calumn 1o begin st Humber)

The first rowe 1o bagin copying 1o

Tha Excel Range 1o Copy (use range naming synt

Thea Calumn used to define the used row range

=l

[ o Cancel |

12. Specify your Function Parameters and click OK.

13. The Add-In function should now appear in the reports Run Add-
Ins property field.

Whenever this report is run the Add-In will now be executed. To edit the
parameters of an Add-In function that has been specified already simply
click the Add-In Function Builder button next to the Run Add-Ins box on
your report properties and select the Function that you wish to edit, then
follow the same steps as above.

e Add-Ins placed in the "Run Add-Ins" property field will always run



before any macros placed in the "Run Macros on Completion"
property field

e Should you wish to have an Add-In run after a macro, then either
place the Add-In in the "Run Macros on Completion” property
field after the macro name or, place the macro name in the "Run
Add-Ins" property field before the Add-In
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Running Macros

If a report template that you have created contains macros that you wish
to use each time the report is run, then type the names of the macros you
wish to run in the "Run Macros on Completion” property of your report.
To do this, enable the Advanced Options Menu on the Report Manager
Interface by checking the Show Advanced ¥ Shewadvanced check box.

Type the name of your Macros in the "Run Macros On Completion”
property field and click on the Apply button.

The Macros in your report template that have been specified will now be
run every time that the report is run.

e If there is more than one macro that needs to be run then separate their
names with semi-colons

e If a Macro takes parameters then place these in brackets after the macro
name in a comma separated list

Fun Macros On Completion
|23ru:uing; Conszolidate[1932 ) an)

e Macros will always run after any Add-Ins should you have any Add-Ins
placed in the "Run Add-Ins" property

e Combine macro names and Add-Ins in the same property to ensure the
correct order thereof when running the report. Example: To have a
macro run before an Add-In, place the macro name in the "Run Add-
Ins" property before the Add-In



Creating new Macros from Microsoft Excel
1. Open your Report Manager.

2. Select the report that you want the macro to run in, run the report or
open the Microsoft Excel template.

3. Create the macro you want to run automatically, ensuring that in your
macro you specify which sheet you need the macro to work in. (This
will help by forcing the macro to select the correct sheet even after you
Create and Link the workbook with a different active sheet).

M Bl B Vew Jnsert Fogmat Debug B Jods  Adddns  Window

© Help -8 X
Q9> @ B w B e - E- o o B
My 0@ B=E% DAL R 5:..#5..4“&&
tqﬂamml} j |Hiua|:reea||s j

Sub HideDecmils () =}

! HideDecmila Hecro
' Hecro recocded Z00B/0Z/21 by Alchemex

Sheetcs ("SALES REPORT") .5elect
Hange ("A10") .Select
Selecclon.ShowbDecall
Selecclon.ShowDecall
Range (""A4"] .Select

True
Falze

End Sub

==l | e
Imenediate Fifflecas [

4. Once you have created and tested your macro, save the template back or
create and link the workbook back to the report.

5. Highlight the report in which you have created the macro, under the
Properties tab, tick the Show Advanced option at the bottom of the
screen.

6. In the advanced options list that is now available, locate the Run
Macros on Completion option.



Fetain All Run Instances ]

K.eep Original Instance Audit [

Fun kacros On Completion

|SelectLa5tPeriod

In the text box type the name of the macro you created.
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Add Dataless Report

Sage Intelligence Reporting allows a user to Add a Dataless Report for
the purpose of consolidating data from various sources. The Dataless
report does not access any database but rather activates a Microsoft
Excel workbook that contains Macros designed to consolidate information
from workbooks that you have stored previously in other reports. The
Dataless report will usually contain some advanced bespoke Macros
which will perform a consolidation or reconciliation of some type. The
Dataless Report is not to be confused with the Picklist Functionality.
Picklists allow you to consolidate data from same and disparate
databases.

Typically you will link your Dataless report to a Microsoft Excel workbook

that contains macros that references other workbooks that store your
information.

Method

1. Right-click on the Report folder.

2. Select Add Dataless Report.

3. Enter a name for the Dataless report in the dialog box and select OK.
4. Notice the Report button M, indicating that it is a Dataless Report.
5

. You will then need to link the Dataless report to a Microsoft Excel book
that contains the functional macros.
To do this: Open the Microsoft Excel workbook, then from the Report
Manager, use the create and link template function to link the workbook
as a template file.
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Run All Reports in Folder

The Run Report Batch facility allows users to run a sequence of reports
one after the other from top to bottom.

The option Run Report Batch aborts the batch of reports if any of the
reports return no data. The second option Run Report Batch (Mode 2)
will run all reports regardless of there being no data for any of the reports.
Note: The run sequence will always be top to bottom so it is important to
name your reports in a way that will ensure that the report you want run
first is at the top of the batch.

For example: if you have an existing group of reports in a folder which will
not run in the sequence that you would like, then rename your reports
numerically viz:

¢ Report Name = 1. (First Report)
e Report Name = 2. (Second Report)

¢ Report Name = 3. (Third Report) and so on until you have the
reports running in the sequence that you would like

Once you have named your reports in sequential order, select the folder
that contains your reports, right-click and select Run Report Batch or
Run Report Batch (Mode 2).

Sage Intelligence Reporting will automatically run each report in
sequence.
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Scheduling a Report

Sage Intelligence Reporting reports can be run unattended, from
Operating System batch files or under the control of external scheduling
software (such as the Microsoft Windows Scheduler or the Microsoft SQL
Server Agent). This can be useful when you have certain reports that you
need to run on a regular basis.

When reports are run unattended they are automatically closed on
completion. Scheduled reports must use the Generate Output File in
the Advanced report or the Retain All Run Instances option to be
useful. See Advanced Report Properties for more information.

Typically reports that are scheduled will have the Generate Output File
property set so that the unattended reports are saved to a specific
location. Set this property under the Advanced options on the Report
Properties tab. Click here for more details.

To generate the command to schedule a report run:

1. Open the Report Manager.

2. Select the report you wish to generate a schedule command for.
3. Click on the Schedule Icon |#]
4

. If the report expects parameters then you will be prompted to
enter these. Enter any necessary parameters and click OK.

5. Amessage box will then appear that will display the syntax for
the running the report. Additionally this text will be placed on the
Windows clipboard so that it can be pasted into the application or
batch file that will be controlling it. An example is shown below.



Scheduling Command @

| The scheduling command line for the report has been copied to the
clipboard, Paste this command into your scheduler to schedule the
repart. The command is

"ChSagelSage Accpac BRE0AN SageA ccBlEl.exe” <RUSH -P{PARAM:Start
Datell/PARAM:Start Datel{_J0L luly 2000[_JStart Date~~{PARAM:End
Datelf/PARAMEnd Datelf 131 July 2000[_|End
Date~~[PARAMCURREMCY {/PARANICURRERCY I _TUSD'[_]JCURREMNC
W -25ANIMC -LADMIM -E

-HTEMANT_CODE=SAMINCYREPOSCODE= BXG0APVSHDETYPE=19}

o]

When reports are run unattended the information that is usually sent to
the Process Monitor window is redirected to a log file. You should review
this log file to make sure that your reports are running as expected. The
log file is named BlCoreUnattend.log and can be found in the Intelligence
folder which is a sub folder of the Sage Intelligence Reporting Installation
folder.

You can view this log file in a text editor application such as Notepad.

The file can also be opened directly from the Connector. To do this open
the Connector and choose the Menu item Tools > Open Log File.

The application returns a process exit code for the scheduled report to
indicate Success (0) or Failure (1) allowing the calling process to check
the result of a shelled report.

To view an example of how to schedule a report using the Windows
Scheduler click here.
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Windows Scheduler Example

1.

Select the report that you wish to schedule in the Report
Manager.

Click on the Schedule Icon |g] on the toolbar or right-click on the
report and choose Generate Scheduler Command.

If the report expects parameters then you will be prompted to
enter these.

A message box will then appear that will display the syntax for
running the report.

Additionally this text will be placed on the Windows clipboard so
that it can be pasted into the scheduled task command field.

Reports that are Scheduled are closed on completion and therefore must
use the Generate Output Advanced report or the Retain Run Instances
option to be useful. See Advance Report Properties for more information.

1.

Open the Windows Control Panel and then open the
Administrative Tools, Task Scheduler item.

From the menu choose Action, Create Task.

The Create Task window will appear.



(@ Create Task S |

General | Triggers | Actions | Conditions | Setl:ings|

Name: |

Location:

Author: ALCHEMEX\Debra
Description:

Security options
When running the task, use the following user account:
ALCHEMEX\Debra Change User or Group...

@ Run only when user is logged on

") Run whether user is logged on or not

Do not store password. The task will only have access to local computer resources,

1 Run with highest privileges

] Hidden Configure for: |Windows Vista™, Windows Server™ 2008 -

OK l Cancel

Give the task a meaningful name.

Click on the Actions tab.

Click New.

Under Program/script, paste the command from the clipboard.

Click OK.

© ©® N o g &

Confirm the arguments specified by clicking Yes.
This Task pane is shown below:



F) Sales Report Properties {Local Computer) &

Mame: Sales Report
Location: %

Author; ALCHEMEX\Debra
Description:

Security options
When running the task, use the following user account:
ALCHEMEX\Debra Change User or Grcmp..,
@' Run only when user is logged on
~ Run whether user is logged on or not

Do not store password. The task will only have access to local computer resources,

1 Run with highest privileges

[ Hidden Configure for |Windows Vista™, Windows Server™ 2008

oK | Cancel

10. In the When running the task, use the following user account
box enter the user name that should be used to run the report

under (for domain user accounts use the format

domain_name\luser_name) . The user name must be a valid
account on the domain or local machine with sufficient privileges

to run Sage Intelligence Reporting.

11. To set the Schedule for the Task click on the Triggers Tab.

12. Click the New button.



Mew Trigger ﬁ

Begin the task: | On a schedule -

Settings

@ One time Start:  2010/05/03 [(=  0@:44:01 AM = Synchronize across time
Daily
Weekly
Monthly

Advanced settings

Delay task for up to (random delay): | 1 hour -
Repeat task every: |1 hour - 1 day -
Stop task if it runs longer than: 3 days -
Eypire; | 2011,/05/03 08:04:01 AM

+ | Enabled

OK H Cancel |

13. When you have set the schedule options click the OK button.

It is important to understand that the user account that is used for the
scheduled report must have sufficient permissions to access all the
necessary resources to run the Sage Intelligence Reporting report.
It is best to log on to the machine that will be running the scheduled
report as that user and test that the report can be run interactively under
the user account before using the account for scheduled reports.

For more information about how Sage Intelligence Reporting reports are
scheduled and checking log file information please click here. For more
detailed information on the windows scheduling options see the Windows
Help files.
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Report History

Note: History Logging is turned off by default. Should you wish to store
report history then you can turn this feature on by setting History Logging
to 1 in the configuration file found in the default installation folder.

The Report History window lets a user view the details of previous report
runs. A report that has been run is referred to as an Instance. By
selecting an Instance from within the Report History window details of the

instance can be viewed through its properties.

T2 History

ujglalpww ]| = 3

Ohbject

Sales Deta;lsz ] emu:u 241IJEIE1E 11_

[¥]sales Details 2-0 (Demo)_20100521_09_
| Sales Details 2-0 (Demo)_20100524_10_.,
Sulas Details 2-0 {Demo)_20100807_11_...

=5 ECR )
Froparties
| I
I:;tanm D I l
Instance
|E‘.-ulss Dietails 20 (Damo)_20100816_11_38_23_3638 x
Locaton
Farent Repon D
4
Fun By 1D
|
FParameters Supplied
Date : 01 Septembear 2003
id|
5 Dbmms :

A definition of the report history properties can be found below.

Property Definition
Instance ID | Technical Key Identifier for the Instance
The name of the Instance. This is the name of
Inst the report with a date-time stamp in the
nstance format: [REPORT
NAME]_YYYYMMDD HH_MM_SS NNNN.xls
The file path of the instance if it was retained
Location (Retaining Instances is an advanced Report
setting)




Parent The Technical Key Identifier of the Instances
Report ID | Parent Report

Run by ID | Not Currently Supported

Parameters | The Parameters supplied to the report at Run
Supplied Time

Run on The Workstation on which the Report was
Server initiated

Launch

Time The time at which the Report was initiated
(@Server)

Completion

Time The time at which the Report completed/failed
(@Server)

Process The Technical Exit Process Code of the

Exit Code |Report Run Process

Process Errors raised by the Report Run

Error

_I;irr?](;ess The amount of time in seconds for the Run to

(seconds)

complete
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Creating a Microsoft Excel 2007 template

To change a xIt (Microsoft Excel 2003) template to a xltx (Microsoft
Excel 2007) template the following steps need to be followed:

1. Run your existing Microsoft Excel 2003 report out as normal in
Microsoft Excel 2007.

2. Minimise Microsoft Excel 2007

3. Go back to Report Manager and unlink the xIt template from the
report by selecting the Unlink Template |2 button on the Toolbar.

o Report Manager EI 2
G|=|p (e v| | »|e|als]ealals| @ ol

%iect | | Properties |EOIumn$ | Filkers | Pararmeters | Sort Fields | Aggregate 4 | ¥
Home Heport 1D
1 Analsis 43 =T
[ Dashboard - 0 i‘
1 Demonstration cpoiNane

|Ec:p_l,l of Sales Master 3-1 [AE-PYS)

(1 Designer

[ Financials = || Description

[ Inventary |This report iz tun for a chosen date range and displays sales
1 Metrics and KPls Template Storage Location

1 Multi Campany Corsolidation C:4Program Files\S agehSage AccpactEXDATAYPYS Temp
_~| e Report Template (Excel 37-2003 Template [ 1)

1 5alez

|Ec:p_l,l of Sales Mazter 3-1 [AE-PWS ) ult

i Copy of Sales Master 31 (AE-PYS)
" Sales Master 3-1 [AE-FVS)

HI_ Shn.w.ﬂ.dva?wced R ‘?j
14 Objects

1

4. Confirm that you would like to unlink the template.
5. Notice that there is now no Template linked to your report.

6. While your report is still selected, select the Create and Link
button on the Toolbar.




10.

Select Workbook to Convert to Template

Selectan Excal Workbook from the list below. The format of this
workbook will be stored as & lemplate for this report.

Copy of Sales Master 3-0

Ok, | Cancel |

Select the Workbook to link as Template (the Microsoft Excel
workbook you've minimized) and click OK.

Confirm that you would like the Parameters on the Second
Worksheet by clicking Yes.

You will now be given the option to select the Template File Format.
Select the Microsoft Excel 2007 Template (*.xItx) and click OK.

Click OK.
The new template is now successfully linked to the report.
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Add-In Modules

Sage Intelligence Reporting supplies Add-In modules which are
constantly being upgraded. These modules extend the functionality of
Sage Intelligence Reporting with Microsoft Excel. These Add-In modules
are supplied as is and are used at your own risk.

To use the Add-In wizard click the Add-In Function Builder button next
to the Run Add-Ins property of a report. To make sure that you always
have the latest set of Add-In functions available keep your Sage
Intelligence Reporting software up to date.

The Add-in functions available are self documenting. For a description of
a given function select the function and view the Function Description
in the Choose Add-In Function dialog box.

Choose Add-In Function

Select Add-in Librans Function Descrption
|Ah:hem e Aclcllm 1 ﬂ Mame: ExdendFarmulaeTollsedFows
Select Add-n Librany Module; Description : Extends formulae ina range 1o
the specified area
|General Excel extensions Module |
Uze When - ouwish 1o apply formulas 1o a
Select Add-in Funclion: CheNAMIC rds Fang e

Ly ExtendFormulas TollsedFioes I gkl el
S Formula ToDstaColumn B ExcludaPiv
| FieplaceFormulastihyalues
W Union
QUninn‘-.-"aluesﬂnly
9 UnZeroPivot
4 Zeroing|l
i FomoveFivolBlanks
4 11 I

[ Ok ] Cancel|

Once you have selected an Add-In function you will need to enter
parameters for the function. Click the Fill in Example button to fill in an
example of the parameters required for this function.

An example of this screen is shown below.



]

Fill in Defaults | s ]

Fill in Example |

Diestination Sheet

Thea Caolumn 1o begin st Mumber)

The first rowe 1o begin copying 1o

Thea Excel Rangea fo Copy (use range naming synt

Thea Calumn used to define the used row range

o

Cancel
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Add-In Modules: General Excel Extensions

Module
The following Add-in Functions are available:
Function Description | Use When
Extends | Use when you

ExtendFormulaeToUsedRows

formulae in a
range to the
specified area

formulae to a
dynamic row
range

FormulaToDateColumn

Place the
formula in the
specified start
cell and
copies it to
the used row
range
specified

Use when a
calculated
field is
required
alongside a
set of source
data whose
number of
rows is
unknown

ReplaceFormulasWithValues

Replaces any
formulas in
the specified
range with
their resultant
values

Use when you
wish to break
the links in a
range so that
the range
becomes an
independent
range
containing
values only
and no
formulae

Draws data
from a set of

Use when you
wish to




named files in

consolidate

Union a specified data from 2
directory and |different
unions it into | sources but
the specified |containing
destination comparable
sheet information
Draws data

UnionValuesOnly

from a set of
named files in
a specified
directory and
unions it into
the specified
destination
sheet. Only
data is
unioned (ie no
formatting)

Use when you
wish to
consolidate
data from 2
different
sources but
containing
comparable
information

Hides Pivot
- - Use when you
items in a )
- : wish to
Pivot field o
based on a conditionally
UnZeroPivot . exclude Pivot
specified .
- items based
value in a
specified on an amount
field
column
Hides or Use when you
remove rows | wish to
Zeroinall based on a discard or
? specified hide
columns insignificant
value rows of data
Removes all

the blank row

Use when you
do not wish




_ items from the | blank values
RemovePivotBlanks first Row Field |to display in
in Pivot the rows of
Table(s) on data in your
specified Pivot Tables
worksheet(s)
Use when you
Hides wish .to hide
: certain
columns in a .
columns in a
worksheet
with Pivot, | "Lorksheet
HidePivotDataFieldCols based on the
Tables based
) SourceNames
on the Pivot
: of the
DataField : :
SourceNames DataFields in
the Pivot
Table
Filters out Use when vou
(blank) Pivot y
/ want your
ltems in the Pivot Table to
ExcludePivotBlanks specified
) . not be
PivotFields of )
o showing blank
a specified

Pivot Table

entries
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Add-In Modules: Accounting Trial Balance

Module
The following Add-in Functions are available:
Function Description Use When
Customized addin
routine designed
specifically to
work hand in
hand with
supplied Pivot to | Use when you
Lookup solution | want to automate
TBSync2 used for Financial |the synchronisation

Templates. This
version
(TBSync?2) is
required for the
Financial Analysis
solution supplied
with Version 3.1
or greater

of a Pivot Table ->
Lookup table
combination

RegionalisePack

This customized
add-in routine is
designed
specifically to
work hand in
hand with
supplied
Management
Pack Templates.
The add-in is not
useful for other
reports

Use with supplied
Management Pack
solutions

This customized




SelectLastPeriod

add-in routine is
designed
specifically to
work hand in
hand with
supplied Financial
Report Pack
Templates to
Select the Last
Active period in
the report

Use with supplied
Financial Pack
solutions
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Add-In Modules: Intranet/Internet Integration
Module

The following Add-in Function is available:

Function Description Use When

PublishSheet | in the report to html

Facilitates the

publishing of a sheet Use when you wish

to generate static
reports for an

and (0 aispeciied Intranet or Internet

location

1.
2.
3.

© N o 0 &

Select the report you want to publish to a website.

Check Show Advanced option on the properties tab.

Select Run Add Ins.
Retain All Fun Instances ™
Keep Criginal Instance Audit N

Fun Macros On Completion

Fun Add-Ins

| m
i

Generate Dutput File

Close Book on Completion

Select an Add-In Function.

From the Choose an Add-in Function box.

Select an Add-in Library.

Select an Add-in Library module.

Select an Add-in function (Publish sheet). Select OK.



Choose Add-In Function

Select Add-in Librany:

Function Descrption:

|Aichamex Add-ln 1

Select Add-in Librany Module:

*|  |Mame: PublishSheet

Diescription : Faciltates the publishing ofaa

|Intranen'lntemed Ingtegration Maodule

Select Add-n Function:

shaeat in the report o Mml and to & specified
bl lacation.

UszeWhen - ouwish 1o generate s18lic repons

= I FublishSheet

fior an intranet o intamet

Ok Cancel |

9. Specify function parameters.

10. Name, the name of the sheet to publish (Pivot).

11. Fully qualified path, (with filename & extension) for the HTML file.
Example: \\myserver\intranet\reports\ThisReport.htm.

Specify Function Parameters

AdcHn Function ]

Fill in Defaults

Fill in Example

Marme

[PublishSheet- (MODULE: FLPLUGA.C)

Thea name of tha sheet fo Publish
|F’ivm

A fully gualified path (with filename and extension)
|'.,'I| miyserveriintranetyreponsithisreporthim

| Apply |

I

K|

ok |

Cancel |

The Add-In function should now appear in the reports Run Add-Ins

property field.

Whenever this report is run, the Add-In will now be executed.



To edit the parameters of an Add-In function that has been specified
already, simply press the Add-In Function Builder button next to the

Run Add-Ins box on your report properties and select the function that
you wish to edit, then follow the same steps as above.



Home > Report Manager > Maintaining Reports > Add in Module: Operating System Functions Module



Add-In Modules: Operating System Functions
Module

The following Add-in Functions are available:

Function Description Use When

You wish to delete
temporary files that

: Deletes a list of have been created by
DeleteFiles e e
specified files macros or by other
reports in a report
batch

Saves the Report | You wish to save the
SaveBook |Output Book to a reports output book to
specified location a specified location

You want a network
Sends a network message to be sent to
message to someone whenever
the report runs

NetSend

You want your report to
launch an Operating
System Command or
Executable Program.
Note that your report
will continue to run
asynchronously and
the new process
created will run on its
own. For safety
reasons this option will
require that the user
confirms execution of
the command each
time the report is run

Runs any Operating
System Command
or Executable
Program

CmdExec
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Add-In Modules: E-mailing functions

The following Add-in Function is available:
Function Description Use When
: . Use when you want to
: Emails a file via .
MailSMTP email a report on
SMTP :
completion

1. Open your Report Manager.

@ Report Manager

e 2

n|a||B|%/a]v] -| »lo|e|ola]a]d] 2 7]

Object |
[AlHome
C1Deshboard Reports
C1Demansirafion
Management Pack D-2-0 (De...
[#lrKL Analysis Dashboard 2-0 (.,
[IRKL Deshbaard 20 (Dema)
~|Sales Cube Repor 2-0 (Damo)
[#Sales Datails &0 (Dema
i =tock Ple-Order Levels 20 (D).
[CIFinancial Repors

Froperias ]Colurnns | Filters | Parameters | SorFields | Aogregets Fitters |

Fepon 1D
1z

Report Name
|St|:uds Re-Drder Lavels 2-0 [Dema)

Dascriphion
|5tc:d< movement S0H and Reordar levels by Product Cateqary per product

Template Storage Location

&

ClIrventory Repors |Q'I,N|:hamaxEHD'\Templutss‘i,
CIPurchase Feporls
[215alas Regons Feport Template (Excal 87-2003 Template (*xI0)
(Eiock Fe-Order Lavels 2-0 (Dema) J
Farametars on Second Sheet [v
[~ Show Advancad j
13 Objects -

2. Select the report that you want to setup for e-mailing automatically once

it has been run.

3. Select the check box to Show Advanced properties of a report, at the
bottom of the properties tab window.

[v Show Advanced

4. Select the button to Run Add-ins - this will be listed in the properties

window of the report.



Retain All Fun Instances ™
Keep Original Instance Audit I

Fun Macros On Completion

|
Fun Add-ns

Generate Output File
| =
r

Close Book on Completion

5. Select the option to Specify a New Add-in Function and select OK.

¥

Select: Add-In Function

[Specify a Mew &dd-In Funchion

] Canicel |

6. The following dialog box will appear:



r

Choose Add-In Function

Select Add-In Librany: Function Description:

I.-’-'-.Iu:heme:-: Add-In 1 LI Mame: MailSMTF
Select Add-n Libramy Module: Description : Emails a file via SMTP
IEmaiIing Furctionz ;I

[Jze when : You wigh to email a report on

completion.
Select Add-n Funchion;

] Canicel |

7. Select the Add-In Library, and Add-in Library Module as shown above.
Select the Add in Function, click OK.

8. A box will pop up asking you to enter all the relevant details for
emailing — see below.



Fill in Defaults |
pply

Fill in Example | .
I ame
|MaiISMTF' - [MODULE: PLPLUGAE]
SMTP Server
|MpSMTPSerd3
ToAddress
|myfriend@asﬂ?ﬂasdﬂ.m.qq
From Address
|me@a39?ﬂasd9.m.qq
b ail Subject
'our Report
b ail Tt
|Please see attached file.

7l
] | Cancel |

This will include details about your mail SMTP server which you
must get from your Mail administrator, as well as the ‘from’ and
‘to’ addresses. To send to multiple e-mail addresses, use a colon
in between addresses. Ensure that when you give the report a
name that you include the “.xIs” extension as well. Scroll down
on this window to see more available options.

. When you have entered your details, select OK and you will see that a
string has been added into the Add-Ins text box in the properties
window of your report.

Run Add-Inz
|PLPLUGA.E.HailSHTP{HySHTFSEerE,mgfriend@as??ﬂasd?.DD.

Generate Output File

. Run the report, and it will automatically be e-mailed to the selected
recipients.
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Timeouts

There are various types of Timeouts that can occur during data extraction
phase of a report execution. The three most common that can affect the
execution of a report and troubleshooting options are described below:

¢ Connection Timeout - This occurs when Sage Intelligence

Reporting cannot connect to the Database System in good time.
By default Sage Intelligence Reporting will try to connect for 30
seconds. If there is no response from the Database System then
a connection timeout error will occur. To increase this threshold
add (or modify) the Key SQLConnectTimeout to the [Publisher]
section of the ALCHEMEX.INI file, for example, to increase it to
60 seconds add this key to the Publisher Section:

SQLConnectTimeout=60.

Note: Setting this value affects all Sage Intelligence Reporting
Connections. Setting this value to 0 (zero) will cause Sage
Intelligence Reporting to wait indefinitely for Connections to be
established.

¢ Query Execution Timeout - This occurs when Sage Intelligence
Reporting cannot execute a SQL statement against the Database System
in good time. For some database systems this Execution Timeout is
configured within the Database System. It is sometimes referred to as a
Query Governor Limit and is usually configured to prevent long
running queries from monopolizing the Database System. Either of the
following techniques can be used to address the problem :

m Configure a Timeout threshold at the Container level in
the Connector. You will need to do this for all Containers
that are being used in Reports that are experiencing
Execution Timeouts. See the advanced property Timeout
Enquiries After (Seconds) of the container. For more
details click here.

= If a Query Governor Limit (or equivalent configuration
option) is available in your Database System then arrange
with your Database Administrator (DBA) to configure this



value.

e Wait Lock Timeout - These timeouts occur when a query is
waiting for another process to release a locked record in a table.
Records usually get locked when they are being updated (or
edited) in a system. These timeouts cannot usually be avoided by
the Database System you are using may provide setting for
minimizing occurrences of Wait Lock Timeouts.

Note: The underlying Database System Configuration may override the
available Sage Intelligence Reporting Timeout Settings. If this is the case
and you continue to experience Timeout problems then please refer the
problem to your DBA.
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Common Report Execution Errors

Sage Intelligence Reporting uses ODBC and OLEDB technologies for
accessing data. Each ODBC driver or OLEDB provider has slight
differences and limitations. This means that certain Sage Intelligence
Reporting features may have problems or not work for certain Database
Systems.

If you are receiving errors when running a report use this reference to try
and identify if the problem is due to one of these limitations.

[Pervasive Software][ODBC Interface][Pervasive Software SQL
Engine]The position you specified in the ORDER BY clause is invalid.
[Pervasive Software][ODBC Interface][Pervasive Software SQL
Engine]The position you specified in the ORDER BY clause is invalid.
[Pervasive Software][ODBC Interface][Pervasive Software SQL Engine]
You cannot use the AVG or SUM functions on STRING, DATE, TIME, or
TIMESTAMP data types.

[Pervasive Software][ODBC Interface][Pervasive Software SQL
Engine]The data type is invalid for the expression.

[Pervasive Software][ODBC Interface][Pervasive Software SQL
Engine]The column does not exist in the dictionary.

[Pervasive Software][ODBC Interface][Pervasive Software SQL Engine]A
character in the numeric data is invalid.

[Microsoft][ODBC dBase Driver]ORDER BY clause ([TABLE].FIELD)
conflicts with distinct.

[Microsoft][ODBC dBase Driver]You tried to execute a query that does
not include the specified expression [TABLENAME].[FIELDNAME]' as
part of an aggregate function.

[Microsoft][ODBC dBase Driver] Data type mismatch in criteria
expression.

[Microsoft][ODBC dBase Driver] Syntax error in guery expression
'((TABLENAME].[FIELDNAME] Like %<VALUE>)",

[Microsoft][ODBC dBase Driver] Syntax error in date in query expression
'([TABLENAME].[FIELDNAME] Like #<VALUE>%#)'".

[Microsoft][ODBC Microsoft Access Driver] Data type mismatch in criteria
expression.




[Microsoft][ODBC Microsoft Access Driver| ORDER BY clause
([TABLE].FIELD) conflicts with distinct.

[Microsoft][ODBC Microsoft Access Driver] You tried to execute a query
that does not include the specified expression
'[TABLENAME].FIELDNAME' as part of an aggregate function.

[Microsoft][ODBC Microsoft Access Driver] Syntax error in date in query
expression '([TABLENAME].FIELDNAME Like <VALUE>%)'.

ORA-00932: inconsistent datatypes
ORA-00911: invalid character
ORA-00979: not a GROUP BY expression
ORA-01791: not a SELECTed expression

[Microsoft][ODBC SQL Server Driver] ORDER BY items must appear in
the select list if SELECT DISTINCT is specified.

Operation cannot be performed while executing asynchronously
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Incompatible Operator for Data Type

Cause: Sage Intelligence Reporting offers a number of different
Operators that can be used in Filters and Parameters and Aggregate
Functions that can be used with Display Columns. Certain of these
Operators and Aggregate Functions will not work with certain Data
Types. This may simply be because the Operator or Aggregate Function
and the Data Type combination is nonsensical or that there is a limitation
with the Data Access Driver.

Since Sage Intelligence Reporting has been designed with an open data
access architecture it would be impossible to cater for or publish every
incompatible combination of Data Type and Operator or Aggregate
Function. For the most common combinations with the most common
Data Source types check the Comparator and Aggregate Function
Compatibility Matrix.
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Debugging Reports

The Report Manager has two tools for assisting in Debugging reports. To
switch the Report Manager into one of the debugging modes right-click
Home and click Switch Output Mode.

The following dialog box will appear.

Select Report Data Output Mode

& Excel-lUsathis mode whan nnning production
repons

-~ Screen - Use this mode for debugging the data
input stage of & report

- Screen (SOL Debug) - Use this mods for
debugging S0L in the data input stage

o] coren

The available options are:

¢ Microsoft Excel

This is the Sage Intelligence Reporting default mode and is the mode in
which Sage Intelligence Reporting reports are run out to Microsoft
Excel.

e Screen

This mode runs the Data extraction stage of a report and then simply
outputs it to screen. All of the usual Microsoft Excel data rendering
functions are ignored (i.e. no template is used and no macros are run).

¢ Screen (SQL Debug)

Like the Screen mode above this mode runs the Data extraction stage of
a report and then simply outputs it to screen. Additionally when running
a report the SQL query that is generated by the report for the Data
extraction stage is intercepted by a SQL Debug window. This window
allows the raw SQL statement to be viewed and tested.

1. If you choose the Screen (Sql Debug) option, the SQL Debug window
will pop up with the SQL code that gets passed to the ODBC driver.



B SQL Debugger =

Edit

SELECT *
CHRSE WHEN tcompoth.bUseDept = 1 THEN CONCAT (LEFT

(taccount.1lId, tcompoth.nhActNumLen) , CONCAT("-", "0000")) ELSE

LEFT {taccount.lId, tcompoth.nhctNumlLen) END AS Rccountno,
Concat (Cast (LEFT (taccount. 1Id, tcompoth.nbhctNumlLen) as char
(B)),Concat(' - ",RTRIM(taccount.sName))) AS AccountNoName,
ETRIM (taccount.sName) AS AccountMame,

"0000" AS Deptlode,

"n A5 DeptName,

CRSE

WHEN tRActrang.nhcctClass = 1 THEN "Asset™

WHEN thctrang.nhcctClass = 2 THEN "Liability™

WHEN thctrang.nhcctClass = 3 THEN "Bguity™

WHEN tRActrang.nhcctClass = 4 THEN "Revenus"

WHEN tRActrang.nhcctClass = 5 THEN "Expenses"

ELSE "None"™ END AS AccountGroup

CRSE

WHEN tRActrang.nhcctClass = 1 AND tAccount.nhcctClass = 0 THEN
35

WHEN tRActrang.nhcctClass = 1 AND tAccount.nhcctClass = 1 THEN
31

WHEN tRActrang.nhcctClass = 1 AND tAccount.nhcctClass = 2 THEN =

21

Cancel

TEEtSCIL Continua

You can go through the SQL code to try find the problem,
and then make the relevant changes to the container
(Connector) of the report (Table joins, Field expressions . . .)
or to the Report (Report Manager) itself (Filters, Aggregate
Functions . . .)

Note: You will not be able the edit the SQL code in the
Debug mode, you have to correct / make changes to the
Container or Report directly.
From the SQL Debug window you can

Test SQL — Test the SQL code to see if it runs out
successfully or not

Continue — To see what the raw data will look like in a
Data output window

2. If you choose the Screen option, the raw data window will pop up with
the raw data before it is passed to Microsoft Excel.



Data To Excel

AD:::uumNu AccountNoMame | AccountName Egﬂ:ude EE1Name AD:::uurrtGrqu EneraILed Bf.. Gene -
10200 - Cashlo .| Cashiobe depo.. Assat 31 ] Cumf
1EISIZID-IIIIIIIZID 10300-CashDr..  Cash Draws UIZIDIII Asset Curre =
10600-0000 10500 - Petty Ca.,  Pety Cash ooon Azt ]l I:urre;
10550-0000 10560 -Regal B.. Regel Bank Sav.. 0000 Agsat Kl Curre
10600-0000 10600 -Regal B..  Regel Bank Curr.. 0000 Agzal K| Curre
1067 0-0000 10670-Regal B.. RegalBank: US .. 0000 Agget K| Curre
10700-0000 10700 - Dakville .. Ookville Dorini,, 0000 Azt Ell Curre
10800-0000 10800 -Visa YWisa 0ooon Azsat K| Curre
10530-0000 10630 - MasgtarC..  hasterCand noon Aggat K| Curre
10870-0000 10870 - America.,  American Expre. 0000 Agzet K| Cure
10830-0000 10B90 - Dther Cr.,.  Oiher Credit Car,, 0000 Azt 1 Curre
11000-0000 11000 - Invesime...  Investmenls 0ooo Azt KL Inves
12000-0000 12000 - Account..  Accounts Fecei. 0000 Aggat K| Curre
12000-0100 12000 - Account..  Accounts Recei.. 0100 Adrinistration Agset K| Curre
12000-0200 12000 - Account,.  Accounts Recai,, 0200 harketing Agzet k| Curre
12000-0300 12000 - Account..  Accounts Becar. 0300 Construchon/En..  Asset Kl Curre
12050-0000 12080 - Allowanc...  Allawance for D, 0000 Aggat K| Curre
12100-0000 12100 - Holdbac.. Holdbacks Rec.. 0000 Agsel K| Curre
12200-0000 12200 - Feyroll & Peyroll Advances 0000 Agzet | Curre
13000-0000 13000 - Purchas...  Purchase Prepa.. 0000 Azsat Kl Curre
13000-0700 13000 - Purchas...  Purchase Prepa.. 0100 Administration Agzal K| Curre
13000-0200 13000 - Purchas..  Purchase Prepa.. 0200 harketing Agzet K| Cure
13000-0300 13000 - Furchas., Furchase Prepa.. 0300 Construchon/En..,  Assst | Curre
13200-0000 13200 - Prepaid .. Prepaid Expens... 0000 Azsat K| Curre
13200-0700 13200 - Prapaid .. Prepaid Expens... 0100 Administration Agzal K| Curre
13200-0200 13200 - Frepaid .. Prepaid Expens... 0200 harketing Agzet K| Cure
13200-0300 13200 - Frepaid .. Prepaic Expens... 0300 Construchon/En..,  Assat 1 Curre
16200-0000 15200 - Diryaeall Dinywvall 0oon Azsat KE] Inven
15300-0000 15300 - Hardwrare  Hardwara noon Aggat KX Inweri
15400-0000 15400 - Lumber Lumnber noon Agsel KX} Iy
15700-0000 15700 - Roofing ...  Roofing Meterial - 0000 Agzet KK/ I
16800-0000 15600 - Other lnv...  Other Imantony 0ooo Azt KE] Invern
17100-0000 17100 - Furniture .. Furnilure & Fier.. 0000 Agzal 35 Capil
17200-0000 17200 - Accum AL AccumAmort B 0000 Agset 15 Capit ~
4 i | }

You can now easily go through the raw data, sorting fields by clicking
on the field headings.

Things to Keep in Mind

e When you open the Report Manager it defaults the Output mode to
Microsoft Excel every time, regardless of the state you closed the
Report Manager in.

¢ In a networked environment of Sage Intelligence Reporting, the Output
mode you select will only be affective on the PC it was set on.



Home > Report Manager > Troubleshooting the Report Manager > Report Problems with Excel



Problems with Microsoft Excel when Running
Reports

Microsoft Excel Frozen

When Sage Intelligence Reporting runs a report out to Microsoft Excel it
takes control of Microsoft Excel and prevents user interaction with
Microsoft Excel. If a report runs into rendering problems it is possible that
Microsoft Excel can be left locked.

To release Microsoft Excel:
1. In the Report Manager Module, select the Home object.

2. Right-click and select Unlock Excel or click the I key on the toolbar.

Microsoft Excel will now be unlocked and user interaction will be allowed
again.



Home > Report Manager > Troubleshooting the Report Manager > Trapping Errors in Macros



Trapping Errors in Macros

When an error occurs in a Microsoft Excel Macro with no error traps the
VBA (Visual Basic for Applications) Editor automatically goes into Debug
Mode and awaits a response from the user. If the Macro is being called
from a Sage Intelligence Reporting Report it may not be convenient for
this interaction to take place. In particular if a report is running
unattended (for example, from a scheduler) then the report will freeze at
the debug point and Microsoft Excel will hang. To prevent this from
happening include an error trap in your Macro that passes the Error
description back to Sage Intelligence Reporting. Sage Intelligence
Reporting will then handle the error.

Method
1. Open your template with the Macro in it.

2. Change the Sub Keyword to Function (this allows the Macro to
return a value).

3. Turn Error Trapping on in the Routine with the "On Error Goto
[TrapName]" VBA syntax, for example,

On Error GoTo MyErrorTrap

4. As the last lines in the Routine include the Error Trap. The error trap
should return the error from the Macro as a string so that Sage
Intelligence Reporting can catch the error and handle it. The error trap
should be of the following structure:

Exit Function
MyErrorTrap:
MyMacro = Err.Description

An Example of the full structure of a Macro with an error trap is shown
below:

Function MyMacro()
On Error GoTo MyErrorTrap



Exit Function
MyErrorTrap:

MyMacro = Err.Description
End Function

Note: Using this method to trap Errors and pass them back to Sage
Intelligence Reporting will allow errors to be rendered in Sage
Intelligence Reporting and stop the errors being Debugged by the VBA
debugger within Microsoft Excel. Sage Intelligence Reporting will not take
any action on the errors. For intelligent error trapping for bespoke
Macros, more intelligent error handlers will have to be implemented
within your macros and will require a good working knowledge of VBA.



Home > Report Manager > Troubleshooting the Report Manager > Unlocking a Container and Expressions



Unlocking a Container and Expressions

If a Container and/or its Expressions have been locked using Sage
Intelligence Reporting's intellectual property (IP) protection facilities then
it can be unlocked by the Owner of the Container if necessary. There are
two scenarios that could occur.

The owner of the Container needs to Unlock in their system

In this scenario, where the Container Owner (see the Property "Container
Owned by" of the Container) is the same as the Sage Intelligence
Reporting registered Company in the License Manager, then the Unlock
operation is simple. Right-click on the Container and select Unlock
Container or Unlock Container Expressions to perform the required
Unlock operation. The unlock will occur without any authorisation
required.

A Company licensed for usage of the Container but not the
Container Owner needs to Unlock in their system

In this scenario the unlock operation needs to authorised by the Owner of
the Container. Note that once this is done the IP will no longer be hidden
from the user of the container.

The Owner of the Company will need to supply Pin Codes to the Usage
Company to perform the unlock. These Pin Codes are unique to the
Container and the Usage Company and cannot be re-used by other
companies to perform an unlock. One Pin Code is required for unlocking
the Container and one is required for unlocking a Containers
Expressions.

For the Container Owner to generate these Pin Codes:

1. Select the Container, right-click and choose Generate Unlock
Pin Codes.

2. The screen shown below will display.



Enter the Company to create the Pin Code for

Flaase nota the comparny name is case sensilive and must malch
excacihy with the compamy's Senalisation Details for tha unlock
operation to be successiul.

Ok, | Cancel |

. Enter the Usage Company that you wish to supply the Pin Codes to.
(Note that the Company name must be identical to the Company Name
in the License Manager of the destination system.) This name is Case
Sensitive.

. Press OK and you will receive a Pin Code message as shown below.
Note the Pin Codes and supply these to the destination company (ABC
Company in this example).

Container Unlock Pin Code i

0. Please supgly these Pin Codes to the customer [ABC Company]
1o urlock the Containes [Financial Reparts 2-0) and it
Expressions in their system; -

Contadner Pin Code: 247753

Expressions Pin Code: 266548

. ABC Company should select the Container in their Sage
Intelligence Reporting system.

Right-click and select Unlock Container or Unlock Container
Expressions.

. A prompt will appear for each unlock operation requiring the
supplied Unlock Pin Code. On entering a valid Pin Code the
unlock operation will occur.



Home > Distribution > Distribution



Distribution

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

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

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

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

Distribution : Select
i s Distribution i -
Settings : Instructions
Instructions
sAutomatically works #5et up instructions for s5elect which instructions  «Select Send Now to
with Outlook profile eachunigue distribution touse for your report execute your Distribution
=Exchange or SMTP can method =Createand Link your Instructions for the
be setup +Only set up once per report in the Report current report
=Only set up once instruction Manager to retain your +Canalso be executed via

seftings for each report a scheduler command



Home > Distribution > Distribution Settings



Distribution Settings

Email is the most popular distribution channel. By default, your Microsoft

Outlook profile settings will be used by Sage Intelligence Reporting to

send emailed reports automatically, however, if this is not preferable or

you do not have Microsoft Outlook installed, an Exchange or SMTP

Server may be specified. These details will have to be obtained by your

network administrator.

The SMTP | Exchange Server option is recommended for an unattended
distribution as the Use My Outlook Profile option requires Outlook to be

open at the time of distribution.

{'-* Distribution Settings

e ) |

~ ) Use My Outlock Profile

Flease select one of the following options for sending email and enter the required settings below:

Email settings will be retrieved from the current outlook profile.
— (@ Use SMTF [/ Exchange Server
Uszer Information
Your name: Joe Soap
Email address: joesoap@worldwide xoyz
Server Information
Outgaoing mail server: 192.1658.20.22
Ilze S5L: o] Part number: 25
Logon Information
Iser name: worldwide'\collen
Password: s G |
[ OK ] [ Cance }




Home > Distribution > Manage Instructions > Accessing Distribution Instructions



Accessing Distribution Instructions

Distribution Instructions save time by sending reports, along with
pertinent information, automatically to the right person/people using the
chosen electronic method. Use the Manage Distribution Instructions
to set up different instructions for each report that requires a unique
distribution method, i.e. distributed to different people or via different
methods eg, Email, FTP or Saved to a folder.

Method

1. Run a report from the Sage Intelligence Reporting Report
Manager to Microsoft Excel.

2. Select the Bl Tools Tab.

Home Insert Page Layaut Formulas Data Rewiey Wiewy Developer Add-Ins EITools

= { L3 iy
= A= L H = =
my E KR Y &8 W & | E
Launch Mapping Repotting Quick Quick Send Select Manage JDistribution
Tool Trees Generate = Edit - Mowe  InstructionsyInstructions)  Settings

Di_str!but@cun

3. Select Manage Instructions.

4. From the Manage Distribution Instructions window, you can
now Add, Edit, Delete or Rename your Instructions.



Manage Distnbution Instructions

Head Office Management

Sales Department Management
Service Department Management
Warehousze Management




Home > Distribution > Manage Instructions > Add Distribution Instructions > Add Distribution Instructions



Add Distribution Instructions

1. From the Manage Distribution Instructions window, select

=l Manage Distribution Instructions @
[ e |
Manage Distnbution Instructions
[—— |
All Department Managers
Head Office Management
Sales Department Management
Service Department Management
Warehouse Management
B i

2. Enter a Distribution Instruction Name. eg. Head Office Financial
Manager

Enter a Walue [B]
| 4 . |

Enter Cistribution Instruction Mame

[- OK ][- Cancel ]

3. You will be presented with a window which has three distribution
methods, namely Email, File Publish and FTP



d D@L 9 S B B 1 u A AIEE

4. By default the methods are disabled. You may enable one or multiple
options by selecting the Enable box/es.




Home > Distribution > Manage Instructions > Add Distribution Instructions > Add Email Distribution
Instructions > Add Email Distribution Instruction



Add Email Distribution Instruction

When the Enable Email box is selected, you will be able to fill in the
email details.

1. Enter the recipients' e-mail addresses or names in the To, Cc, or
Bcc box. Always separate multiple recipients with a semicolon.
To select from your outlook address book, select the To, Cc or
Bcc buttons and select the name/names. If you do not have

Microsoft Outlook installed, you will need to enter the recipients
full email address.

= To... Amessage is sent to the recipients in the To
box.

= Cc... Acopy of the message is also sent to
recipients in the Cc box.

= Bcc.. A copy of the message is also sent to
recipients in the Bcc box; however it is a blind
carbon copy so the names of the recipients in the
Bcc box aren't visible to other recipients.

2. In the Subject box, type the subject of the message.

3. In the message body you can type in the required text to
accompany your report. You may also use Cell References to
reference any data in your report. All of the standard formatting
commands are also available from the menu bar.

X 2B L9 olscu -[@YB I UA LJ|SEEEE

4. You will need to specify a file name for your report in the File
Name box.

5. In the format box, select the format you would like the report to
be emailed in.



File name: Sales Details

Format:

Excel Workbook (" .xdsx)

Excel Workbook (" xdsx)
Excel 37-2003 Workbook (" xls)

Preview Cell Refel

. You also have the option to distribute each worksheet as
separate documents or leave this option disabled to send
worksheets in one workbook.

[7] Distribute each workshest as separate documents

Select OK.



Home > Distribution > Manage Instructions > Add Distribution Instructions > Add Email Distribution
Instructions > Adding Cell References to the Body of an Email Message



Adding Cell References to the Body of an Email
Message

A cell reference refers to a particular cell or range of cells in your
worksheet. Cell references are used to identify data for use in formulas to
calculate results based on your data. From your Email Distribution form,
you can add cell references to the body or headers of your email
message. For example, you could reference the gross profit for the
month.

Method

1. Whilst in the Email Distribution Instruction, at the point where you
would like to reference the Excel cell reference click on the fx
button.

2y

& Ha B ‘ﬁ' "  Segoe Ul vl- v] || T (O (| S s
Dear Mr Smith

Attached is the Saled Details Report, You will notice that our Gross Profit for this period isI

Regards
Joe Soap

2. The Select a Cell window will appear in Microsoft Excel.

Select a Cell

o
=)

3. Enter the cell referencel/s, or click on the cell/s you would like to
add and you will notice that its reference is automatically inserted
into the window.

Select a Cell 2
$F$45 |@

4. Click on the Expand Dialog box.



Select a Cell (=]

$F$45

5. You will be returned to your email distribution instruction and you
will notice that the cell reference has been added to your
message text.

=] Distribution Instruction - Head Office Financial Manager E@

Edit Distnbution Instruction

Email H Fil Publih H P |

~ [¥] Enable Email

amith@worldwide xyz

Subject:  Sales Details

& B3 _;3 ﬁ- & (8 Segoell v[.\']B | I Wy :E§ T B

Dear Kr Smith

Attached is the Saled Details Report, You will notice that our Gross Profit for this period isl_[CELl\-’ALUE[Customer SaIes!$F$45]]|

Regards
Joe Soap|
File name: Sales Detalls
Format: [ Excel 97-2003 Workbook (" xls) b
7] Distrbute each workshest as separate documents
Preview Cell References
[ [0]¢ ] { Cancel ]
| = |

6. If you click on the Preview Cell References box, you will be able



to see the text that would be inserted for the report which is
currently open in Microsoft Excel from cell F45 for this example.

= Distribution Instruction - Head Office Financial Manager

S

Edit Distnbution Instruction

O End | FieFubsh H i

- [¥] Enable Email

smith@worldwide xyz

Subject:

Sales Details

& EE __"3 ﬁ- f (8 ||Segoell
Dear Mr Smith

@B I ULy

Attached is the Saled Details Report, You will notice that aur Gross Profit for this period isfL38363.63
Regards

Joe Soap

File name: Sales Details

Farmat:

Excel 37-2003 Workbool: (" xls)

Distribute each worksheet as separate documents

Co ) Cow )

7. Note: You cannot edit the window whilst in Preview Cell
References mode. To exit, select the Preview Cell References

box again.




Home > Distribution > Manage Instructions > Add Distribution Instructions > Add Email Distribution
Instructions > Adding Cell References to Email Headers



Adding Cell References to Email Headers

Cell References can also be added to the headers of your email
message. For example, you could email a particular person if a condition
was true. Eg. In Excel you could specify that if the Sales Revenue was
above a certain amount, then the sales manager would receive a
congratulatory email with the financial report.

Method

1. In your Excel Report, add an IF formula in a blank cell, for this
example we will add it into cell N2,

=IF(B12>1000000,"jones@worldwide.xyz", ";")

where Cell B12 represents your Sales Revenue and
jones@worldwide.xyz represents the email address of the sales
manager.

2. In the Manage Instructions, email message header, right-click in
the To... box, select Insert, Cell Reference.



@DistrihutiunInstructinn-Sales Dept Manager Congrats =] m
4 1 1 s

Edit Distribution Instruction

Eed “ File Publish H FIP ‘

~ [¥] Enable Email

Copy Ctrl+C
Paste Ctrl+V

Subject:
Inzert b Cell Reference

\ = | - - = — . 1

A RB A9 e -@YB I UNLSSEEEE
Dear Mr lones
COMGRATULATIONS, Sales Revenue exceeded $1 million this month, Income Statement attached,
Regards
loe Soap
File name: Income Statement
Forma; | Excel Workbook (" isx) v

7] Distibute each workshest 2= separate documents

Preview Cell References

Co ) Cow)

3. In Microsoft Excel, select cell N2.

Select a Cell [E3]

g2 (&)

4. Select the Expand Dialog box.



Select a Cell [B]

kg2

5. In your Distribution Instruction, you will notice the cell reference has
been inserted into the To... box.

Email " File Publish " FTP |

~ [¥] Enable Email

[ To... ) |[CELL‘-.-'!-‘-.LLIEI:Cus:-::"nerSales!$‘a$2}]|

6. If you now select the Preview Cell References box, you will be able to
see the value that will be inserted if your Sales Revenue exceeds
$1,000,000



[

= Distribution Instruction - Sales Dept Manager Congrats E

Edit Distnibution Instruction

B H File Publish H P |

~ [¥] Enable Email

[ To.. ] jones@worldwide xyz

Subject  CONGRATULATIONS

2B L9 et (@YB I URAY

Dear Mr Janes

il
I
|
il
1

CONGRATULATIONS, Sales Revenue exceeded $1 million this month, Income Statement attached,

Regards

Joe Soap

File name: Income Statement
Format: Excel Warkbook (" xsx)

Distribute each worksheet as separate documents

Cell References i
" " 1

Co ) Com )

7. If your sales revenue does not exceed $1,000,000 the email will not be
sent to the sales manager as your Preview Cell References To... Box
will show you that the sales manager's email will not be inserted.




Email | FiePublish | FTP |

~ [#] Enable Email

Subject: CONGRATULATIONS




Home > Distribution > Manage Instructions > Add Distribution Instructions > Add File Publish Instruction



Add File Publish Instruction

In order to save a report to a specified location, the file publish option can
be enabled.

Method
1. Select the File Publish tab.
2. Select the Enable File Publish box.

= Distribution Instruction - Head Office Managerment E@

Edit Distnbution Instruction

( Emal | FlePublsh | FTP

[EEvstleFie Puslis
Folder.
File name:
Fomat | Excel orkbook (" s v|
[] Distribute each workshest s separate documents

3. Select the Browse button to locate the folder where you would
like the Reports saved to and select the OK button.

Edit Distnbution Instruction

= “ File Publish H e |

~ | Enable File Publish
Folder: C/Reparts
File name:
Format | Excel Workbook (" sy '
[ Distribute each worksheet as separate documents




4. Type in the file name you would like to save your report to and
select the format you would like the report to be in.

Edit Distnbution Instruction

- Emi H File Publsh ” 1P ‘

~[¥] Enable File Publish
Folder: C:\Reports
File name: Income Statement
Format;

Esecel Workback (" xsx)

Excel Workbook (" xdsx)

Excel 37-2003 Workbook (" xls)
MHTML (" mht)

POF (* pdf)

5. For the Excel and MHTML format, you will have the option to save
each worksheet as separate documents. Select the box to apply the
option.

[7] Distribute each workshest as separate documents

6. Select OK.




Home > Distribution > Manage Instructions > Add Distribution Instructions > Add FTP Instruction



Add FTP Instruction

In order to FTP a report to a specified location, the FTP option can be
enabled.

Method
1. Select the FTP tab
2. Select the Enable FTP box.

= Distribution Instruction - Head Office Managerment E@

Edit Distnbution Instruction

. Emai H File Putlish H P |
-] Enable FTR
Server Information
Remote server. &0 fin.senvemame. comfinfalder
Port number: 2
Logon Information
|Jzer name:
Password:
File Details
File name:
Farmat | Excel Workbook ( s v
7] Distribute each worksheet as separate documents

Co ) Co )




. The server information can be obtained from your IT
administrator as well as the logon information.

. Specify a file name you would like the report to be saved to.
. Specify the format you would like the report to be saved in.

. For the Excel and MHMTL format, you will have the option to
save each worksheet as separate documents. Select the box to
apply the option.

[istnbute each worksheet as separate documents

. Select OK.



Home > Distribution > Manage Instructions > Edit Distribution Instructions



Edit Distribution Instructions

1. To edit existing distribution instructions, select the Bl Tools Tab.

Harme Insert Page Layout Farmulas Data Review e Developer Add-Ins EITools

No Bl Repart Loaded _ , pi @A
&

Send Select Manage Distribution
Mow  Instructions Instructions  Settings

Repart Designer Distribution

2. Select Manage Instructions

e

e =

Send Select Manage | Distribution
Mowe  InstructionsfInstructions}  Settings
Distribution

3. Select the Distribution Instruction you would like to edit.
4. Select Edit

@ Manage Distribution Instructions
| 4

Manage Distnbution Instructions

Add

Head Office Financial Manager
Head Office Management ——
Sales Department Management a

Service Department Management Delete. ..

Warehouze Management

i
)

Rename...

Close




5. Make the necessary changes and select OK.



Home > Distribution > Manage Instructions > Rename a Distribution Instruction



Rename a Distribution Instruction
1. To rename an existing distribution instructions, select the BI

Tools Tab.
Add-Ins EITools

Harme Insert Page Layout Farmulas Data Review e Developer

N Bl Report Loaded @ r_E m

Send Select Manage Distribution
Mow  Instructions Instructions  Settings

Distribution

Repart Designer

2. Select Manage Instructions

-ty

& | B | &
Send Select Manage | Distribution
Mowe  InstructionsfInstructions}  Settings
Distribution

3. Select the distribution instruction you would like to rename

4. Select the Rename button.
5. Type in the new name for the distribution instruction.

Enter a Walue (]
| 4 . |
Enter new instruction name
Service Department Management
[ OK ] [- Cancel ]
[ |

6. Select OK.



Home > Distribution > Manage Instructions > Delete a Distribution Instructions



Delete a Distribution Instructions

1. To delete an existing distribution instructions, select the Bl Tools

Tab.

Harme Insert Page Layout Farmulas Data Review e Developer Add-Ins

Mo B Report Loaded @ r_E [y

Send Select Manage Distribution
Mow  Instructions Instructions  Settings

Repart Designer Distribution

EITools

2. Select Manage Instructions

ot |
=5 =
= (o
= {
— =

Send Select Manage | Distribution

Mowe  InstructionsfInstructions}  Settings
Distribution

3. Select the distribution instruction you would like to delete.
4. Select Delete.

5. A confirmation message box will appear.

Delete Distribution Instruction 3

l . Areyou sure youwant to delete this Distribution Instruction?

e [ ]

6. Select Yes. Note: Once a distribution instruction is deleted, it

cannot be undone.




Home > Distribution > Select Instructions



Select Instructions

Once the distribution instructions have been set up, the instructions need

to be linked to the report, and the worksheets which the instructions must
apply to, need to be selected.

Method

1. Select the Bl Tools Tab.

Harme Insert Page Layout Farmulas Data Review e

Ay

— et
= L P
= :s|

Send Select Manage Distribution
Mow  Instructions Instructions  Settings

Repart Designer Distribution

Developer Add-Ins EITools

Mo BIReport Loaded

2. Select Select Instructions.

— ey
= =
Send Select Manage  Distribution
Maowe  §Instructions fInstructions  Settings

Distribution

3. On the left you will see all the instructions you have previously set up.
On the right is all the worksheets available in the current excel report

you have run out from the Sage Intelligence Reporting Report
Manager.



L

Select Distribution Instructions
Please select the distribution instructions that must be linked to this workbook and specify which

worksheets must be sent via each distribution instruction. In order for these selections to be saved,
ensure that this workbook is saved back to Report Manager via the 'Create and Link' function.

e !
Available Instructions Instructions In Use Warkshests To Send

All Department Managers [ ] Ledger Transaction Detail: *
Head Office Management [ ] Lookup

Sales Department Manageme! [l Instructions

Service Department Managerr @ D MENU

Warehouse Management [l REVENUE - GRAPH

Head Office Financial Manage _ [ ] Income Statement 12Maor =

Income Statement Curren
(] Balance Sheet YTD
[ ] MENU (A)

‘

Select the Instruction from the left that you would like to apply, and
select the right arrow button.



Select Distnibution Instructions
Please select the distribution instructions that must be linked to this workbook and specify which

workshests must be sent via each distribution instruction. In order for these selections to be saved.
ensure that this workbook is saved back to Report Manager via the 'Create and Link' function.

e !

Available Instructions Instructions In Use Waorksheets To Send
All Department Managers [ ] Ledger Transaction Detail: *
[ Logkup =

Sales Department Managemel| | ooy D Instructions
Service Department Managem a D MENU
Warehouze Management = D REVENUE - GRAPH
Head Office Financial Manage [ ] Income Statement 12Mor =
. D Income Statement Curren

[ ] Balance Sheet YTD
[ MENU (a)

5. Select the boxes next to the worksheets you would like to include in
your distribution instruction.



E_.-i Select Distribution Instructions @
B

Select Distribution Instructions

Please select the distribution instructions that must be linked to this workbook and specify which
worksheets must be sent via each distribution instruction. In order for these selections to be saved.
ensure that this workbook is saved back to Report Manager via the 'Create and Link' function.

5

Available Instructions Instructions In Use Worksheets To Send

All Department Managers Head Office Management [[] sheet2 =
Sales Department Managemel| | [C] Ledger Transaction Detail:
Service Department Managemr D Lookup

Warehouse Management D Instructions

Head Office Financial Manage! ] mENU E

REVEMUE - GRAPH
Income Statement 12Mor
Income Statement Curren| |
Balance Sheet Y70

{ [T MENU (A}
L% o) s
[ ] Send all selected distribution instructions when this workbook is

automatically scheduled using a scheduler command ( Ok ] ( Cancel ]

If you would like to include an additional instruction, repeat from step
4.

If you would like any selected distribution instruction(s) to be executed
when a report is automatically scheduled via a scheduler command,
please view Scheduling a Report and Automated Distribution.

Select OK.

NOTE : If you would like the distribution instruction to be permanently
saved to the report, you will need to Create and Link the report.




Home > Distribution > Automated Distribution



Automated Distribution

In order to use automated distribution it is recommended that you use the
SMTP | Exchange Server option in your Distribution Settings as the
Use My Outlook Profile option requires Outlook to be open at the time
of distribution.

1. From your Select Distribution Instruction window, If you would like the
distribution instruction to be executed when scheduling the report,
select the check box :

5&:1-:.‘ all selected distribution instructions when this workbook is
automatically scheduled using a scheduler command

2. You will then need the distribution instruction to be permanently
saved to the report, so you will need to Create and Link the
report.

3. You can then schedule the report as per the normal procedure.




Home > Distribution > Send Now



Send Now

Once the distribution instructions have been selected for a report, you
can execute the instructions by selecting the Send Now button.

Method
1. Select the Bl Tools Tab.

Harme Insert Page Layout Farmulas Data Review e Developer Add-Ins EITools

Mo EI Repart Loaded @ r_E ;_
Send Select Manage Distribution
Mow  Instructions Instructions  Settings

Repart Designer Distribution

2. Select the Send Now buton.

Send Select Manage  Distribution
Maowe J§ Instructions Instructions  Settings
Distribution

3. The distribution instructions will then be validated. If there are any

errors, these will be displayed, thereafter the distribution instructions
will be executed.

Distributing...

Publizhing sheet to C:\Reportz




Home > Custom Add-In for Excel > Excel Add-In



Sage Intelligence Reporting Microsoft Excel
Add-In

The Sage Intelligence Reporting Microsoft Excel Add-In is provided to
offer extra functionality within your Sage Intelligence Reporting Reports
directly from within Microsoft Excel. The Microsoft Excel Add-In currently
supports the following Functions:

e Drill-Down Tool

Hide Zero Rows Tool

Quick Pivot

Format Pivot

Add Accounts

e About Report Tools

Note: If Microsoft Excel has been re-installed then the Sage Intelligence
Reporting Microsoft Excel Add-In may not be available in Microsoft Excel.
To rectify this make sure that Microsoft Excel is closed and run the
PLMAINT.EXE tool in your Sage Intelligence Reporting [Metadata
Server] folder on each Sage Intelligence Reporting client workstation.
From the Tools Menu choose Register Sage Intelligence Reporting
Add-Ins. This will register the Add-In with Microsoft Excel and the menu
will become available in Microsoft Excel at next run. Should you register
the add-in and find that the Report Tools menu is still not available on
the Microsoft Excel menu bar, then using PLMAINT.EXE again, register
the COM Server as well.



Home > Custom Add-In for Excel > Drill-Down



Drill-Down

The Drill-Down tool allows Sage Intelligence Reporting to interrogate
data directly from within your Microsoft Excel reports. A common scenario
might be, where one high level Sage Intelligence Reporting report needs
to drill down to line level transactional data in other reports. As a fast
interrogation method the Drill-Down tool allows individual Sage
Intelligence Reporting reports to be executed with parameters based on
Microsoft Excel cell values. These reports render their data directly to a
fast grid style window rather than to a new Microsoft Excel Report. From
this screen the user may then choose to dump the data into Microsoft
Excel via the data screen menu. In this form a Sage Intelligence
Reporting report definition is being used as the source for an Ad-Hoc
data enquiry.

1. To use the Drill-Down tool locate the Report Tools menu on your
standard Microsoft Excel Menu Bar. Select the Drill-Down Menu.
Menu is shown below:

Report Tools =

Drill-Crown
Hide Zero Rows
Cuick Pivot
Format Pivat
Add Accounts

About Report Tools

The Drill-Down tool will appear. To execute a pre-configured Drill-
Down simply double click on it or select it then click the Execute
button.



- 3
iﬁgj Select Drill Down @
escription Report D | Parameter Columns | Source Sheet | To Screen | Defined Name || Param Cal |Va|ue
ol ales Details 20 [Dema]  RELAC..  1Paam YearSel., SALESRE. 1 ALC_DRILL 1 @1 4000-02
'\?) Param_Year 2008
@Selected 1
1| 1l |
58|80lid3H0W Delste ‘ Edt ‘ Add ‘ Execute | Clase ‘

2. To configure a Drill-Down select the Drill-Down and click Edit.
The Configure Drill-Down window will appear. This window is
shown below.

3. To add a Drill-Down click the Add button and follow the same process
outlined below.
Note: A Drill-Down definition set is contained within a Microsoft Excel
book or template. If you change or add a Drill Down definition in a
Report you should link it back to your Report in the Report Manager to
keep the changes.

;]fi‘ Configure Dnll Down &
Dirill Diewen Detined Codea Dirill Down Descriptve Mame Eepon 1D/ Codea
IALC_DRILL_1 [News Dl D [1 =]
Source Shaat Beport Parameter Columns {semi-colon delimitad)
||nv:|:|me Statament ﬂ |1

@ Cwick Drill dewwn Drata to Data Wincow

" Dl down Diate to Fiepor YWorkbook

Ok Cancel |

The properties of a Drill-Down definition are listed below:

= Drill-Down Defined Code: A unique code for the Drill-
Down within the Microsoft Excel workbook

= Drill-Down Descriptive Name: A meaningful name used
to identify the Drill-Down



= Report ID/Code: The Sage Intelligence Reporting Report
ID to use for interrogation. The Report ID of a report is
listed on the property window of a report in the Report
Manager

= Source Sheet: The Source sheet used to interrogate
from. This is the sheet that has the parameters for the
report. This must be the Microsoft Excel worksheet name
OR the word ActiveSheet for the drill-down to work from
any sheet in the workbook

= Report Parameter Columns: A semi-colon delimited list
of the column numbers or names used to define where to
obtain the report parameters from

As an interrogation tool the data will most likely not be needed in your
Microsoft Excel report and once viewed the window can be closed.

If you wish to analyze the data in Microsoft Excel however, then use the
Data to Report Workbook provided to transfer the data into Microsoft
Excel. A number of options are provided for this.



Home > Custom Add-In for Excel > Hide Zero Rows



Hide Zero Rows

The Hide Zero Rows tool is an add-in which can aid in the analysis of
data. Specifically the tool allows rows within a selection to be hidden
based on a zero value in a specified column. This can be particularly
useful when viewing financial type reports.

1. To use the tool select the Hide Zero Rows option from the Report
Tools menu within Microsoft Excel.

Report Tools =|

Drill-Crown
Hide Zero Rows
Cuick Pivot
Format Pivat
Add Accounts

About Report Tools

2. Choose the range to perform the operation on and the column that
contains the value to check for zeros. Then click OK. See the window
below.

Enter Ranges for Hiding Zero Rows

Bow Range Column with Yalues
COERE
k. Cancel ‘

The rows within the Row Range that have a zero value in the column
specified in the Column with Values box will be hidden.

Note: If the function is reused on an overlapping range with hidden
rows already then the rows are unhidden before performing the
operation.

3. To unhide hidden rows in a range use Microsoft Excels standard
Unhide function. To do this select the row range that includes the
hidden rows to unhide then right-click and choose Unhide.

Tip: Should you wish to hide zero value rows but only when based on a



certain condition, then using a normal Microsoft Excel formula, create
another column containing the formula based on the condition which
will result in specific rows being zero, then configure that column as the
Column with Values in the Enter Ranges for Hiding Zeros screen.
Example: To hide a Year to Date column of values but only if there
was no movement in the other monthly columns. In this case using the
Year to Date column as the column with values would not work.



Home > Custom Add-In for Excel > Quick Pivot



Quick Pivot

The user is able to create Pivot Tables from within existing reports as and
when needed. The user is able to customize Pivot Tables without leaving
an existing report pack.

Within the applicable Microsoft Excel report generated from the Report
Manager, access the Quick Pivot option from the Report Tools menu on
the Microsoft Excel Menu bar.

Report Tools =

Drill-Crown
Hide Zero Rows
Cuick Pivot
Format Pivat
Add Accounts

About Report Tools
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Options Tab

Source Sheet

Defines the sheet where the
data is stored on

Source Data

Defines the data source
name

AUDUSER
ADDRESST

The field names that are
available for the user to
report on

Target Location for
Pivot Table

Specifies the location where
the new sheet will be sent to

Pivot Table Name

Defines the name of the new
pivot report

Row Fields

Dimensions that will be
reported horizontally

Column Fields

Dimensions that will be
reported vertically

Dimensions reported on a

RIS HELS global level
Aggregated measures
Data Fields reported within the content of

the report

Click OK. The report will be created as a new sheet within the specified

workbook.




Format Tab

v, Quick Pivot Wizard

|:| Fiow Field Heading Colar
| | Column Field Heading Color
|:| Fage Field Heading Calor

[+ Sum by Default

[+ Mo Gridlines on Sheet

[+ Freeze Window Pane for Data
[+ Zoom Sheetto %

¥ Apphy Mumber Formeat:

[+ Hide Blanks

[+ Grand Total Columng

[ Grand Total Fows

[ Sub Total Row Fields

[+ Ao Sort Fields

[+ Bald
[+ Bold
[+ Baold
Diefaults i
75
& #4000

Save Sattings ‘

OF. I Close |

I:' R ow Field Heading Calar ¥ Eold
I:' Column Field Heading Color - W Bold
I:' FPage Field Heading Color ¥ Eaold

Defines colours used within the pivot report.
additional colour pallets, click the colour box

Drefaults

Restores original default colours

Sum by Default

Uses the Sum Aggregation as default within




content. If unchecked, the count aggregatiol

No Gridlines on Sheet Removes the grid lines from the sheet

Free Window Pane for Data | Freezes the report headings

Zoom Sheetto _ % Zooms the sheet to the percentage specifies
Apply Number Format Changes the number format to what has be:
Hide Blanks Hide all Blanks

Grand Total Columns Includes Grand Total for all the Columns
Grand Total Rows Includes Grand Total for all the Rows

Sub Total Row Fields Gives a Sub Total for the Row fields

Auto Sort Fields Automatically Sorts the Fields
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Format Pivot

The user is able to change the format of Pivot Tables from within existing
reports as and when needed. This can be done without leaving an
existing report pack.

1. Within the applicable Microsoft Excel report generated from the Report
Manager, access the Format Pivot option from the Report Tools menu
on the Microsoft Excel Menu bar.

Report Tools =

Drill-Crown
Hide Zero Rows
Cuick Pivot
Format Pivat
Add Accounts

About Report Tools

2. Select Format Pivot. The Pivot Table Format Wizard will open.



“v, Pivot Table Format Wizard

Select Fivat Table | Formet|

Froot Table | Worksheet | ‘Wiorkbook |

FrotTablal Sheestd Financial Feports 3,

o]

Close

3. Select the Pivot you wish to format.

4. Select the Format Tab.




v Quick Pivot Wizard i

|:| Fiow Fiald Heading Colar [+ Bold
| | Colurnn Field Heading Calor [+ Bald
|:| Page Field Heading Color [+ Bald
% Sum by Default _Defauts |

[+ Mo Gridlines on Sheet

[+ Freeze Window Pane for Data,

[+ Zoom Sheetto % l?Ei

[v Apphy Mumber Format IW

[+ Hide Blanks

[+ Grand Total Columng

[ Grand Total Fows

[ Sub Total Row Fields

v Auio Son Fields Senve Seftings ‘

OF. | Close ]

5. Make the required changes (See Quick Pivot).
6. Select OK.




Home > Custom Add-In for Excel > Add Accounts



Add Accounts

If new accounts have been added into the General Ledger within the
accounting system, these will be added to the lookup sheet and
highlighted in green. But still need to be added to your Financial Report

Layout.

(Please note: This function is intended for use with the shipped Financial

reports and customized versions of these.)

1. The Add Accounts functionality can be accessed from the Report

Tools menu on the Microsoft Excel Menu bar.

Repart Toals =|

Drill-Drown

Hide Zero Rows

Cuick Pivot

Format Pivot

add Accounts

About Report Tools

2. Select the Accounts to Insert dialog box will open.

Select the Accounts to Insert

Inzert &t Row

7

Place your mouse over the

I k desired Rawin the Excel

Sheet and select it

Back

13
lian =] | |
| Tyoe |.b.|:|:i Desc | CarC.. | Cat Desc -
[T100-00-4 B CashinTrustFu., 20 Assels =
|:| 101-01-00 8 Cashinbank-... 20 Assels
o000 B Cashinbank-p.. 20 Azzels
]:] 1m-03-00 B Cashinbank-=z.. 20 Assels
D 105-00-01 B Acchs, receis - 20 Assels -
T

SelactAccount Mumbers To IngerlIn Income Statement. Farmulae will be copiad from row

Select All

i

Claar &)1

A list of accounts that are not in the layout will appear.

3. Use the Type drop down arrow as well as the other filter




textboxes to locate the specific accounts.

. Select the account that you wish to insert at the specified row.
You can select a different row in Microsoft Excel while the Select
the Accounts to Insert form is active.

. Select the Insert button to add the accounts.

. Select the Close button once all the accounts have been
inserted.



Home > Custom Add-In for Excel > About Report Tools



About Report Tools

The About Report Tools displays which version of Sage Intelligence
Reporting is currently installed.

The About Report Tools functionality can be accessed from the Report
Tools menu on the Microsoft Excel Menu bar.

Repart Toals =| About Report Tools &

Drill-Drown

Bepor Tools
Hide Zero Rows
“Wersion - 6.8.306
Cuick Pivot

Format Pivot

add Accounts

Dataulz

About Report Tools




Home > Report Designer > What is the Report Designer



What is the Report Designer ?

e The Report Designer is an add-in built into Microsoft Excel.

e It gives you flexible report design functionality from raw data in
Microsoft Excel.

¢ Drag and drop functionality of fields.

¢ Formula Builder gives you the option to create additional calculated
fields.

e The Report Designer makes reporting simple, flexible and fast.

e The What If Analyzer allows you to change a set of values and see the
impact it has on the rest of your data. (Useful for forecasting)






Home > Report Designer > Running a Report with a Predefined Data Setup



Running a Report with a Predefined Data Setup

1.
2.
3.

Open the Report Manager.
Select the report you wish to run and click the green run button.

Please note if you have unmapped accounts the mapping tool will
open. (See Mapping tool section). Once you have mapped your
accounts you can continue to design your report.

The data will be rendered into Microsoft Excel.

You can now use the Report Designer to generate a report or edit
a report layout.

To generate a report from the Bl Tools tab, simply select Quick
Generate, and a drop down menu will appear. Select the report
layout you wish to generate.

’Eg_n = = Financial Reports Designer 2-{
%}.
- Home Insert Page Layout Formulas Data Review View Add-Ins BI Tools
Launch | Refresh Change What f Mapping
Data lonth Analyzer Tool
SAI Report Designer = EBalance Sheet
Al - ﬁ:‘ 5 | IS - Actual Budget Prior
AlB|] D E F G| E | 15-Actual vs Budget K L I N
- - :
7 =I5 - Actual vs Prior
3 = | Trial Balance ~——7
< iy

Alternatively you can Launch the Report Designer and choose
to Generate or Edit the report layout.

S, = L - -

- ST E R e

Launch | Refresh Change What If Mapping Quick Quick
[ata onth Analyze Tool Generate~ Edit -

Report Designer



7. If you choose this option you will be taken to the Main Menu,
where you will choose Load Layout.

5 SAl Report Designer E’E‘

3

Y

Sage ERP Accpac Intelligence\\-\\ O

REPORT DESIGNER

New Layout Load Layout O

8. The menu interface will then come up, from here you can choose
to Generate, Edit, Copy or Delete a layout.

220.72



Load Layout

9. If you select Generate the desired report layout will be delivered
in Microsoft Excel.



Home > Report Designer > The Interface > Accessing the Sage Intelligence Reporting Report Designer



Accessing the Sage Intelligence Reporting
Report Designer

1. Run the Report Designer report from the Sage Intelligence
Reporting Report Manager into Microsoft Excel.

2. You will access the Report Designer from the open Microsoft
Excel workbook.

3. Select the Bl Tools tab in Microsoft Excel.



0 Ho-w- Financial Reports Designer 2-0 (AE-PVSL - Microsoft Excel R Y
i i F
Home  Insert Page layout  Formulas Data Review  View Add-Ins BlToals | @ - 82X
g ¢ -
@t g W

Launch :Refresh Change Whatlf Mapping | Quick  Quick
Data Month Analyzer Tool !Generate+ Edit ~

SAIReport Designer |
043 v f | v
A B D E F [ H J K L [ N [ofralRl 5 [ Tg
2
3 \____.._—7:'\
4 \_ | =
E
E .
i ERP A Intell
Sage ccpac Intelligence
8
s |REPORT DESIGNER
10
11 Report Designer gives you the power to transform Excel data in a raw spreadsheet format into a meaningful layout
12 by using an intuitive drag and drop interface to construct the desired layout.
1]
14 3age ERP Accpac Intelligence gets your realtime data securely and automatically into an Excel spreadsheet, and
15 the Report Designer gives you the ability to customize your layout in an instant.
[Le]
7 Report Designer supports multi-level grouping down the lefi-hand side of a reportup to 3 levels and provides total
flexibility in choosing Consolidations across multiple entities/companies. The Report Designer will automatically
create all the Excel formulae leaving you with a professionally presented report, formatted to your preference.
18
19 The ‘what if analyzer' function allows you to adjust a set ofvalues and abserve the impact ithas on the data within
20 your report layout, assisting with bestiworst case scenario planning.
1
by To generate an existing report layout or design your own, go to the Bl Tools tab in M3 Excel and select 'Launch’.
From there you can run, edit or design a new repart layout. Alternatively select the "Generate layout' button to quickly
access existing Report Designer layouts.
23
i

25
W4 v W] Sheetl | Notes, %) [ L m I
Ready | ‘ 83% | = LT

L,

4. Launch the Report Designer Layout Generator



REF » | B B
Launch | Refresh Change What f Mapping Cuick Quick

Data Month Analyzer Tool Generate~  Edit -
| Report Designer

5. This will bring up the Main Menu Screen.

Sage ERP Accpac Intelligence O

REPORT DESIGNER

6. Here you can choose to create a New Layout, Load an existing
layout or Exit.



= New Layout option will allow you to create a report from
scratch.

= Load Layout would bring up existing report layouts that
ship with the Report Designer.

= Exit will close down the Sage Intelligence Reporting
Report Designer main screen.



Home > Report Designer > The Interface > Load Layout Interface



Load Layout Interface

Load Layout

1. The Load Layout interface will display the existing report layouts

that ship with the Report Designer and any new layouts that you
have created.

2. From here you can select a layout and choose to edit, copy,
delete or generate the layout.



Edit — will allow you to edit the existing layout.

Copy — will make an exact copy of an existing layout, you
can then rename this copy.

Delete — will remove the report layout from the menu.

Generate — this will run the report layout selected.



Home > Report Designer > The Interface > Layout Designer Interface > Text Columns



Text Columns

SAI Report Designer

This interface allows you to create layouts from scratch or edit existing
report layouts.



e Text columns

(What level of detail do you want to view in your layout?)

1. Text Columns - Select fields here that you want to see at the most
detailed level on your report. For example GLMain_Acc and
GLAccDescription, depending on which accounting package you are
using.

2. To add fields to the Text Columns area select the field from the
fields in the Text Columns Tab.

3. To remove a field from the Text Columns area, right-click on the
field in the Text Columns area.



Home > Report Designer > The Interface > Layout Designer Interface > Row Area



Row Area

(What information do you want to see down the left hand side of the
layout ?)

find then group by...

@ o

1. Before you can add rows into the Row area you need to select a
Primary Row to Group by. The Primary Row Grouping is
mandatory. An example of a primary row grouping is Financial
Category, GLCategoryDescription, Account Group, Main



Account. Again this will differ for the Accounting or ERP
application you are using..

. You can add a further 2 levels of grouping to the row area if
required. In total there are 3 levels of grouping available in the
row area.

. You can now add your fields from the Rows Tab into the Rows
area. For example: Sales, Cost of Sales, Income, Expenses. Or
you can pull fields through from standard calculated row fields
such as Gross Profit, Gross Profit %. These standard calculated
fields will ship with the Report Designer layouts but you are able
to edit, add new or delete calculated fields.

. Add Spacer button simply adds a space between fields in the
row area. Spacers can be dragged and moved to neaten your
report layout when delivered in Microsoft Excel.

. Clear All buttons will clear all the Row fields from the Row area.



Home > Report Designer > The Interface > Layout Designer Interface > Column Area > Column Area



Column Area

(What information do you want across the top of your layout ?)

1. Columns Area: you can add fields by selecting the Columns
Tab and clicking on the required fields. For Example, Actual Jan,
Actual Feb, Actual March. Or you can add standard calculated
fields, such as Actual Quarter 1, Actual Quarter 2.



2. You can add further grouping in the Column section if required.
For example Company Name, Segments, Branch, Department.
There is one level of grouping available across the top of the
report.

3. Add Spacer button simply adds a space between fields in the
column area. Spacers can be dragged and moved to neaten your
report layout. Clear all buttons will clear all the Column fields
from the column area.

4. Another option for adding fields to the Column area is to use the
Auto or Quarters buttons.



Home > Report Designer > The Interface > Layout Designer Interface > Column Area > Auto Button



Column Area




e Auto Button

;

' Actual . Budget

.\ b

The auto selection button allows you to quickly create a layout, without
having to drag individual fields into the column area.

Actual button will automatically add 12 months current figures to the
column area, and bring in the spacers.

For example: If you tick Actual and Budget , then click on Actual , then
set your Primary Row Grouping field which is the highest level that you
would like to group accounts by. (Often the Account Category Description
field) the following layout in the column area and Microsoft Excel
worksheet will be displayed. Select the Rows and Text Fields you would
like then you will very quickly have the Actual Figures interlaced with the
Budget figures for 12 months of the year.

Layout in the Report Designer Layout Designer

Layout in the Microsoft Excel Workbook

F G H | J K L M i 0 P Q R S T

1

14 Jan19 Feb 19 Mar 19 Apr g May 19

1 Actuial | Budget Actusl | Budget Actusl | Budget Actusl | Budget Actisl | Bui
19 saLEs SSTREIEE  T0E00000 180968 TOB00000  IBA6EM8  7T0B0000 16063027 000000 M5B 80

38 COST OF SALES
56 GROSS PROFIT
5
58

26300872
§434 563

108,000

073
113

708 000

118,343.83
1966022

708 000

£38,306.04
9504

508 000

597,761.25
1806 512



Home > Report Designer > The Interface > Layout Designer Interface > Column Area > Quarters button



Column Area




e Quarters Button

The Quarters Selection allows you to add quarters and half year figures
automatically.

For example if you want to see your 1st half actual/ current figures versus
what you have budgeted for the 2nd half of the year. You simply click the
1st half button in the Actual section and then click the 2nd half button in
the Budget section, then set your Primary Row Grouping field which is
the highest level that you would like to group accounts by. (Often the
Account Category Description field) Finally select your rows and text
columns you would like to view.

l1]2 F G H | J K L M N 0 g

1

14 Jan19 Feb 19 Mar 19 Apr19 May 19 Jun19 Jul1d Aug 19 Sep19 Oct19 |

15 Actual Actual Actual Actual Actual Actual Budget Budget Budget Budget B
|i| 19 SALES 9457 664.65 180068 268436648  1606330.27 40627288 163044367 80800000  B0B.000.00  G0B,00000  Sg00000 4
3B |COST OF SALES 1963,098.72 BI075 T843ED GBB0G04  BOTTMZE  TRITLTY - - -

56 | GROSS PROFIT 6494 563 1138 1966 022 Y04 1808512 907070 808 000 808 000 08 000 508 000



Home > Report Designer > The Interface > Layout Designer Interface > Calculated Fields > Calculated
Fields



Calculated Fields

Standard calculated fields will ship with the standard Report Designer
report layouts, but calculated fields can be added, edited or deleted.
Simply select a calculated field and right-click.

The option to add New Formula, Edit Formula or Delete Formula will



come up.

Edit Formula

Delete Formula

MNew Formula

¢ If you choose New Formula or Edit Formula the formula builder

will open.

e You can go ahead and create your own calculated fields using
the standard and function items that exist in the formula builder.



Home > Report Designer > The Interface > Layout Designer Interface > Calculated Fields > Formula
Builder



Formula Builder

If you need to edit, add or delete calculated fields, you need to open the
formula builder.

e Clear All button — clears all fields from the My Formula area

¢ Standard Items — these are standard items that have been
created and any new items you create will appear here.

¢ Function Items — includes your addition, subtraction, multiply,
divide and other functions.

e Scroll bar — scrolls between all the saved standard items.

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

¢ Save — will save the formula you create. You will then need to
name this formula? The formula will be saved and will appear as
a button in the calculated field’s area of your Report Designer
Layout Interface.

e The IS Percentage check box will convert to a % if required.

e The IS Variance Check box will change signs of variances figures as
per accounting practices. (see below for more detail)

e Cancel - will close the formula builder.

See example below: Actual Mar + Actual April + Actual May = Actual
Quarter 1

How does the variance button work in the formula builder?

e The variance button caters for standard accounting calculations.
The Variance calculation is based on the Account Type.

Variance Button Explained

e |f you did $100 worth of Sales and your budget is $50 then the



Variance is $50 and is a positive value.

o If your Cost of sales is $100 and your budget is $50 then the
Variance is $50 and is calculated as positive, but should in fact
be negative as you are $50 over budget.

e The IS Variance calculation button caters for this. The variance
calculation is based on account type

Actual |Budget Variance
Sales 100 50 50
costof 1100 |50 50
Sales

When IS Variance is checked. The sign control is taken care of and

delivers the correct result

Actual |Budget Variance
Sales 100 50 50
Cost of 100 50 50
Sales
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Report Filter

The Report Filter is like a Page Field on a pivot table.

It creates a drop down on the layout that allows one to view different
filters on the data. The report filter allows you to select a field from the
source data that you assign to a page (or filter) orientation in the layout
designer. For example, Year could be used for a report filter. You can use
the Year field to display summarized data for only 2010, only 2011, and
so on. Another example of a Report Filter could be Company Name.

[1]2] E E G H I J K L
1 Company ABC
2
3 |[INCOME STATEMENT
4 |for the period ending February 2010 I _l
5
B
7
20 |CompanyMame (Al | =
7 || — (Al Mar 09
= || L Company ABC Actual | Budget [Var ActBud
26 i Company DEF
27 'sales| .Company MNO 3,627,906 3,085,842 542,064
172 ‘.. (blank)
173 |Cost 142,068 130,500 11,268
219
220 GROS 3,485,830 2,955,042 530,797
221|GROS 96.08% 95.76% 97.92%
227
223|other] 12,844 17,700 {4,856)
257 [ Select Multiple Items
258 TOTA 3,498,683 2,972,742 525,941
Ok ] | Cancel
259 |TOTA 96.44% 96.33% 97.03%
260
e | s

Note: If you select a Report Filter, for example: Company Name. When
you generate the report into Microsoft Excel the default report will include
all the Companies information, (Company ABC, Company DEF and
Company MNO), You can then select to view 1 company at a time. The
functionality at this stage does not allow to Select Multiple Items.
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Summary

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

Report Filter
* Company Name
Text Columns:
* GLAccNo
» GLCatDescription
Primary Row Group
* Financial Category
Rows
 Sales
* Cost of Sales
 Gross Profit, Gross Profit %, Other Income, Expenses and Tax
Columns
 Actual Mar, Actual April, Actual May



[Tzl

REPORTFILTER

D E | F G [ K
Companytame (All) ~ ]
| Mar0&  Aprig May 06
Actual Actual Actual
e L L0y VLT L (LT T )
Soles N [232e42072 | | 256812722 | | 708840048
Sales - Prefiminary Paymenl = - =
Sales = Other -
2,294,082.04 144,208,724, TBOGET.92
Cost of sales - Material \ 1,105,404 80 1.710,77T268 2854 264 38
Coal of gales - Labour 60,01 2.50 122, 747.50 -
Cost of sales - Travel & Acc 36,216.49 15,410.00 131.353.23
Cost of sales - inveniory 313135 44 Ba5 40 22.15.50
Living out alowance B80,B35.00 - 18.240.00
Invenlory Adjustments - 9,091.63 26,505.93
Inventony count variance 45067 435.30
Inventory purchase variance - -
Mon Residance iax - - -
Comiract Labour Hire - - -
HBCEI Company Contribution 1968873 14,574.12 28.111.92
Salares 944, 376.46 1.016,951.34 1,888.801.56
Wages 2309888 - {23.018.58)
UF - Company confribution -/ 5,370 8, 454 40 1177818
40,47.71 [373171.50) 2,289,715.56
BROSS PROFIT % 1713 (1453 3244
Uther Income 9,514.89 469151 22.896.73
375,262.13 320,989.43 168,395.59

ROW FIELDS

COLUMM FIELDS

TEXTCOLUMPMNS
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Generating your Layout

SAl Report Demgner

Group by...

n@

| =
Clear All

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

To generate your Report layout into Microsoft Excel select the Generate
Layout button. The report will be delivered as per your desired layout or
you could generate your saved layout from the Load Layout interface.
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Report Designer Search Function

This function will allow you to search the rows and columns area for
specific buttons. For example if you search for actual only the buttons
containing the actual figures will appear in the columns tab. See below.
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Report Designer Wizard

SAl Report Designer

. Main Menu_J i Back

1. Main Menu - this option will take you to the Report Designer
Start up screen where you will be able to choose:

= New Layout
= Load Layout
n Exit



Sage ERP Accpac Intelligence O

REPORT DESIGNER

2. Back - will take you to the Load Layout Screen where you can
choose to:

s Edit
= Copy
m Delete

= Generate a report



Load Layout
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The Microsoft Excel Workbook

\'ﬁg do-o- s Financial Reports Designer 2-0 (AE-PVS]L - Microsoft Excel

Home  Inset  Pagelajout  Formulas  Data  Review  View  Adddns  BlTooks

DEE s 6§

Launch | Refresh Change Whatf Mapping | Quick | Quitk
Data Month Analyzer Tool | Generate+] Edit -

SAl Report Designer
g 0k 3
123 G T K L M 0 P R s B
1 |SAMING
2
3 |INCOME STATEMENT
4 for the period ending December 2019
5
§
i
2 Jan19 Feb 19 Mar 13
P Actusl | Budget | VarAB Actul | Budget | VarAB Actusl | Budget
i
75 SALES 9457 662 B0 BT49GR] 1610 R0 (706 1%0) 2684 368 0=
4
AT |COST OF SALES 2963099 (2963 039) il (674) e
6
67 |GRO3S PROFIT 494 563 P 3] 113 R0 (70 86 1966022 08
66 GP% GBETH  10000% 6254 A0000% nME 0
B9
70 OTHER INCOME 425529 4559 05294
76
1T TOTAL INCOME 6920102 000 62210 113 E000 (706 86 271 316 08
T8 A 10000 6254 A0000% wam 0
[£]
80 EXPENSES 5445 659 000 (4345 659) 00000 800000 1671528 il
13
136 |NET PROFITHLOSS) BEFORE INTEREST & TAX 1774443 (92000 1866443 113 (92 000} 9313 499788 (920
139 /HPBIT % AT (12.99%) f28%  [1208%) A6 (128
0
141 INTEREST PAID 3000 (3000) 1500
14
145 |NET PROFITHLOSS) BEFORE TAX 171443 (92000 1863443 113 (32 000) 9313 493268
145 /NPT % 81 (20w B254%  (1208%)
L1
M4 ] Snestl Notes | IS - Actual vs Budget  Financas  Fnancal /%)

Ready

s

Once you have generated your layout, your report layout is delivered as



per your designed layout in Microsoft Excel. You can begin your analysis
immediately.

You can now create and link this Microsoft Excel template to the report in
the Report Manager. If you wish to edit the layout before creating and
linking, you can simply select the Quick Edit button. This will take you
back to the Report and Layout Designer.

Make your changes and then generate your report again.
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Bl Tools Tab

0q) ¥

-

Home Insert Page Layout Formulas Data Review View Add-Ins Bl Tools

D EFE o e B OH

Launch | Refresh Change What If Mapping Quick Quick
Data Month Analyzer Tool Generate~ Edit -

SAI Report Designer

Launch — opens the Sage Intelligence Reporting Report Designer

Refresh Data — refreshes the data in your workbook when the workbook
has been created and linked to a report. For example, when new
accounts have been added in the accounting package and upon
rerunning the created and linked report, Refresh Data can be used to
bring through all new accounts or remove deleted accounts. NOTE: You
do not need to select the Refresh Data button if you have generated a
new layout, as this will automatically include the latest information from
the sheetl data.

Change month — allows you to change the month and bring through the
data for the specified months. The report pulls through 2 years of
financial data so you will be able to pan through the 2 years of
information

What if Analyzer — opens the What If Analyzer screen which allows you
to dynamically change figures in your spreadsheet and thus assist you
when forecasting/budgeting or creating projections.

Quick Generate — this is a drop down menu of all the report layouts you
have previously saved. Instead of opening up the Report Designer to run
your layouts, you can simply run them from the Quick Generate menu.
See the diagram below

Quick Edit - this allows you to quickly edit a report without having to
launch the Report Designer from the main menu
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What If Analyzer

When you have your report open in Microsoft Excel you may like to use
the What If Analyzer. The What If Analyzer allows you to dynamically
change figures in your spreadsheet and thus assist you when
forecasting/ budgeting or creating projections.

You can open the What If Analyzer from the Bl Tools Tab or from the
wizard once the report is generated.

@S| |t B OE

Launch | Refresh Change] What If Mapping Quick Quick
Data Month JAnalyzer] Tool Generate~ Edit -

SAI Report Designer

In the following example, the What If Analyzer is used to forecast a 25%
increase in Sales for a particular month. As you drag the slider up or
down the % will increase or decrease.

You can select individual columns/ rows or you can adjust an entire row.
For example instead of only increasing a months sales by 25%, you
could go to the Sales Row and increase the entire row by 25%.



@iﬂ a-0-)F Genie Master] - Microsoft Excel
e

@-0x

Home hml hgl!.ajfm Fumllls Data  Review  View  Developer #dd-hslBITodslmbnt

BEGE S0

Refresh Change Whatd | Quick  Quick |
Data Month Analyzer Generate~ Edt -

Report Designer |

M6 (0 | =SUBTOTALY, M2T:M170)

121 E LFE LG JHL b Lo L k. [

1 Company ABC

jIHCOHE STATEMENT
for the period ending February 2010

Apr 09

2
3
4
5
]
7
20
21

Budget | VarActu .

2
ES&I&! 3627,906 085,842 542,064
11
172 Costof Sales 0o 108w 158 612
218 |
219/GROSS PROFIT
220 GROSS PROFIT %
21

222 Other Income

[E3)]

ZﬁTITOThHHCME
258 TOTAL INCOME %

259:
260 Expenses
561
562 NET PROFITILOSS) BEFORE TAX
533IHFT PROFITALOSS) BEFORE TAX %
364
e ﬁ[“ﬁ-‘m IS - Actual vs Budget - Financi /3
Ready Calculte |

175419
98.30%

a0

1690,598

2565,967

90,000

2495,91
J96.52%

17,700

2513667
91.20%

264,613

166
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Quick Generate

This is a drop down menu of all the report layouts you have previously
saved. Instead of opening up the Report Designer to run your layouts,
you can simply run them from the Quick Generate menu. See the

diagram below.

o= - e =
fnn H f ( 5
il
- Home Insert Page Layout
| T | —
Y |G GE ¢4 £
Launch | Refresh Change WhatIf Mapping
Data Month Analyzer Tool
SAI Report Designer
Al - I?r|
A |B ] E E G
—

Formulas

il

Quick
Generate =

Data Review View

:;31

Quick
Edit -

Balance Sheet

Financial Reports Designer 2-(

Add-Ins Bl Tools

15 - Actual Budget Prior

15 - Actual vs Budget

15 - Actual vs Prior

Trial Balance
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Quick Edit

This allows you to quickly edit a report without having to launch the
Report Designer from the main menu.

Y

Launch | Refresh Change What If Mapping Cuick

|“(E!n o9 - ™ T
ﬁ

Home Insert Page Layout Formulas

<1 @% # b | bg

Data Month Analyzer Tool Generate =

Eéj

Quick

Financial Reports Designer 2-

Data Review View Add-Ins Bl Tools

Edit =

SAI Report Designer

s168 - £

[1]z]z]

1 |SAMINC

2

3 |INCOME STATEMENT
4 for the period ending December 2018
5

T JCTT AT T T T T |

Balance Sheet

Financial

Financials B L
15 - Actual Budget Prior
15 - Actual vs Budget
IS - Actual vs Prior

Trial Balance

B
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Mapping Tool Process

The Mapping Tool allows you to map Categories into predefined
Reporting Groups that are used by the default financial layouts.

The mappings and groupings performed here are saved within a
grouping field in the first worksheet of your Microsoft Excel Workbook,
named PrimaryGrouping, which can be used within Report Designer
layouts. If you do not require the default report designer layouts to work
correctly and intend to group your report’s rows using other grouping
fields relevant to your company, this step can be skipped (cancelled) but
will require you to build some Row Groupings manually.

Depending on how you plan to group your row reporting groups, the
following procedures can be followed :



| plan to group my
GL Accounts on my
reports differently
to how they are
grouped within my
ERP system

i N

Use the Mapping Tool to
check if the Group From
field is set to use the ERP
system's Account Number

% L F

If you would like to
change the Group From
field to a different field,
change the source of the

categories

% F

il B
Now using tl::e Mapping
Tool, map your account
numbers to the custom
row reporting groups

% F

i 7 X\
Inthe Report Designer, in
the Rows area, ensure
that the rows Group by...

field is PrimaryGrouping

% F

| plan to group by a
field which comes
directly from my ERP
system

If the Mapping Tool
appears asking you to
map your categories, click
Cancel.

\ r,

I'Fln the Report‘f)esigner, inwq
the Rows area, click
Select in the Group by...
field and select the GL
account which contains
your row reporting

roups
A, E P v,

i 7 R

To prevent the Mapping
Tool from appearing
every time the report is
run, you can disable it

| plan to use my ERP

system’s sub-

grouping fields, but
would like to group
them under custom

master groupings

[ Use the Mapping Tool to 1
check if the Group From
field is set to use the ERP
system's sub groupings
account

If you wm'rld like to
change the Group From
field to a different field,
change the source of the

categories

% r

i N

Now using the Mapping
Tool, map your sub
accounts to the correct
row reporting groups.

% r

i 7 )
Inthe Report Designer, in
the Rows area, ensure
that the rows Group by...
field is PrimaryGrouping

% r
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Mapping Tool

Accessing the Mapping Tool
In the event that the Reporting Group that a category has been mapped
to, needs to be changed, use the Mapping Tool Icon on the Microsoft
Excel Bl Tools ribbon to access the Mapping Tool.

DIEE |t B &

Launch | Refresh Change What If jMapping Quick Quick
Data Month Analyzer] Tool Generate~ Edit -

SAI Report Designer




Using the Mapping Tool

In most instances when you are running a standard report from the
Report Designer your Categories will automatically be mapped to
Reporting Groups.

If you have added any new Categories, these will appear as Unmapped
Categories when the report is run again, and you will need to map these
to Reporting Groups.

t Map Financial Cateqaries to Row Reporting Groups @
Group from;  AccountGroupDescription Group it PrimanyGrouping 9
|
s

Thiz form allows pou to manage the mapping between financial categories and Row Reporting Groups for the follwing reasons; =4
1. The default report designer lapouts within this report require these mappings to be setup as they are not specific to your General Ledger.
2 “fou can add your own customized Row Reporting Groups to change your available row options when designing wour reports.

The mappings and groupings performed here are saved within @ grouping field in Sheet! of pour Excel Workbook called PrimaryGrouping”. Please select the Help lcon to
learh mare about this form,

Unmapped Categories (7] Mapped Categories @ FowRepoting Groups (7
o bdd..

Revene | REVENLE
B COST OF 50008 501D

e COST AND EXPENSES

OTHER INCOME AND EXPENSES
INCOME T&x 3
INTEREST INCOME AND EXPENSE
CURRENT ASSETS

NOM CURRENT A55ETS

CURRENT LIABILITIES

MNOM CURRENT LIABILITIES

EQUITY i

4 1 3 4 L[] 3
L

Remove
&

| oK. H Canicel ‘

To understand the Mapping Tool window please be aware of the following
definitions:

Categories : These are extracted as you have created them in your
source system.

UnMapped Categories : These are Categories from your source system
that must be mapped to designated Reporting Groups in order to be used
in report layouts.



Mapped Categories : These are Categories that have been mapped to
designated Reporting Groups and can be used in report layouts.

Row Reporting Groups : These Reporting Groups can be used to
generate multiple report layouts.

If your accounts need to be mapped please use the following process:
1. Select the Row Reporting Groups on the right.

2. On the left, in the Unmapped Categories section, select the
category to map to the Reporting Category selected in stepl.
Multiple categories may be selected by holding down the CTRL
key and clicking on the category.

3. Click Add.
. Map Financial Cateqories ta Row Repatting Graups @
Group fiom:— AccountGroupD escription Groupinto; — PrimaryGrauping 0
|
/4

This form allows you to manage the mapping between financial categories and Row Reporting Groups for the following reasons: =
1. The default report designer layouts within this report require these mappings to be setup as they are not specific to your General Ledger,
2. ou can add your own customized Row Reporting Groups to change vour avallable row options when designing your reparts,

The mappings and groupings performed here are saved within a grouping field in Shest? of your Excel Waorkbook called PrimanGrouping’. Please select the Help lcon to
leatn mare about this fom,

Unmapped Categares (7] Mapped Calegories (7] Row Reporting Groups 7]

REVENUE

C0ST OF GOODS 501D Dekte

05T AND EXPENSES

THER INCOME AND EXPENSES

INCIME Té =

Remove INTEREST INCOME AND EXPENSE
- CURRENT ASSETS

NON CURRENT ASSETS

CURRENT LIABILITIES

NN CURRENT LIABILITIES

EQUITY I

] i } ] m i I b

Add
Y

‘ 1]8 H Cancel ‘




4. Once completed, click OK.

5. You should create and link the workbook as a template file back
to the Report Designer report in the Report Manager. This will
ensure that your mappings are saved for the next time you run
out the report.

6. Run Report Designer again and generate new layouts with the
new Mapping now in place.



Mapping Tool Glossary

Dividends are payments made by a corporation to its shareholder
members. It is the portion of corporate profits paid out to stockholders.
When a corporation earns a profit or surplus, that money can be put to
two uses: it can either be re-invested in the business (called retained
earnings), or it can be paid to the shareholders as a dividend. Many
corporations retain a portion of their earnings and pay the remainder as a
dividend

Long term borrowing, in economics, is the period of time required for
economic agents to reallocate resources, and generally re-establish
equilibrium. The actual length of this period, usually numbered in years or
decades, varies widely depending on circumstantial context. During the
long term, all factors are variable.

A sale is the pinnacle activity involved in selling products or services in
return for money or other compensation. It is an act of completion of a
commercial activity

Cost of Sales includes the direct costs attributable to the production of
the goods sold by a company. This amount includes the materials cost
used in creating the goods along with the direct labor costs used to
produce the good. It excludes indirect expenses such as distribution
costs and sales force costs. COS appears on the income statement and
can be deducted from revenue to calculate a company's gross margin.

Expense has a very specific meaning. It is an outflow of cash or other
valuable assets from a person or company to another person or
company. This outflow of cash is generally one side of a trade for
products or services that have equal or better current or future value to
the buyer than to the seller.

To tax is to impose a financial charge or other levy upon a taxpayer (an
individual or legal entity) by a state or the functional equivalent of a state
such that failure to pay is punishable by law.

Fixed asset, also known as property, plant, and equipment (PP&E), is
a term used in accounting for assets and property which cannot easily be
converted into cash. This can be compared with current assets such as
cash or bank accounts, which are described as liquid assets. In most
cases, only tangible assets are referred to as fixed.



Current asset is an asset on the balance sheet which is expected to be
sold or otherwise used up in the near future, usually within one year, or
one business cycle - whichever is longer. Typical current assets include
cash, cash equivalents, accounts receivable, inventory, the portion of
prepaid accounts which will be used within a year, and short-term
investments. On the balance sheet, assets will typically be classified
into current assets and long-term assets.

Accounts receivable (A/R) is one of a series of accounting transactions
dealing with the billing of customers who owe money to a person,
company or organization for goods and services that have been provided
to the customer. In most business entities this is typically done by
generating an invoice and mailing or electronically delivering it to the
customer, who in turn must pay it within an established time frame called
credit or payment terms.

Inventory is a list for goods and materials, or those goods and materials
themselves, held available in stock by a business.

Investment is the active redirection of resources/assets to creating
benefits in the future; the use of resources/assets to earn income or profit
in the future. It is related to saving or deferring consumption.

Share capital or issued capital (UK English) or capital stock (US
English) refers to the portion of a company's equity that has been
obtained (or will be obtained) by trading stock to a shareholder for cash
or an equivalent item of capital value. For example, a company can set
aside share capital to exchange for computer servers instead of directly
purchasing the servers from existing equity.

Retained earnings refer to the portion of net income which is retained by
the corporation rather than distributed to its owners as dividends.
Similarly, if the corporation makes a loss, then that loss is retained and
called variously retained losses, accumulated losses or accumulated
deficit. Retained earnings and losses are cumulative from year to year
with losses offsetting earnings.

Shareholder loan is a debt-like form of financing provided by
shareholders. Usually, it is the most junior debt in the company's debt
portfolio, and since this loan belongs to shareholders it should be treated
as equity. Maturity of shareholder loans is long with low or deferred
interest payments. Sometimes, shareholder loan is confused with a loan



from company to shareholders.

A liability is defined as an obligation of an entity arising from past
transactions or events, the settlement of which may result in the transfer
or use of assets, provision of services or other yielding of economic
benefits in the future.

Accounts payable is a file or account that contains money that a person
or company owes to suppliers, but has not paid yet (a form of debt).
When you receive an invoice you add it to the file, and then you remove it
when you pay. Thus, the A/P is a form of credit that suppliers offer to their
purchasers by allowing them to pay for a product or service after it has
already been received.

Equity, in finance and accounting, is the residual claim or interest of the
most junior class of investors in an asset, after all liabilities are paid. If
valuations placed on assets do not exceed liabilities, negative equity
exists. In an accounting context, Shareholders' equity (or stockholders'
equity, shareholders' funds, shareholders' capital or similar terms)
represents the remaining interest in assets of a company, spread among
individual shareholders of common or preferred stock.

RETINC (Retained Income / (Accumulated Loss)) — is a pseudonym
given for the calculation of the monthly profit or loss. The total each
month is derived by summing the income statement accounts for that
period. This total is then used in the balance sheet, under the Equity
section, to bring through the current year profit or loss and to enable the
balance sheet to balance.
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Understanding Reporting Groups

The PrimaryGrouping field has been populated with predefined values
based on IFRS or GAAP to provide a starting point for grouping GL
accounts. The Group into field refers to the PrimaryGrouping field by
default. To customize this list, Row Reporting groups can be added or
deleted by clicking the Add or Delete button on the right of the Row

Reporting Groups.

t Map Financial Cateqaries to Row Reporting Groups

Group from;  AccountGroupDescription

learr more about this fom.

UUnmapped Categories 7]

fidd
=

Remove
&

Group into;

FrimaryGrouping

Thiz form allows pou to manage the mapping between financial categories and Row Reporting Groups for the follwing reasons;
1. The default report designer lapouts within this report require these mappings to be setup as they are not specific to your General Ledger.
2 “fou can add your own customized Row Reporting Groups to change your available row options when designing wour reports.

7)

The mappings and groupings performed here are saved within @ grouping field in Sheet! of pour Excel Workbook called PrimaryGrouping”. Please select the Help lcon to

Mapped Categories

Revenue

L1}

(7 Riow Reporting Groups (7]

|| REVENLE
COST OF GOODS S0LD
COST AND EXPENSES
OTHER INCOME AND EXPENSES
INCOME Téx
INTEREST INCOME AND EXPENSE
CURRENT ASSETS
NON CURRENT ASSETS
CURRENT LIABILITIES
NON CURRENT LIABILITIES

| EQUITY I

3K 1 b

m

|DK

H Cancel ‘

In the mapping tool window, the Group from field refers to the column
field in the report which contains values which a user will map to either
one of the predefined or custom Row Reporting Groups. The_Group
from field can be changed to either use a GL account’s account number

or linked account group.

In the example below, the Group from account has been changed to



GLAccountNo, and the account numbers have been mapped to the
correct row reporting groups.

Group from: |GU—'«ccountNo | Group into;

FrimaryGrouping

Thiz form allows pou to manage the mapping between financial categories and Row Reporting Groups for the following reasons;
1. The default report designer layouts within this repart require these mappings to be setup as they are not specific to your General Ledger.
2 You can add your own customized Row Reporting Groups to change your available row options when designing your reports.

The mappings and groupings perfomed here are saved within @ grouping field in Sheet! of your Excel Workbook called PrimarGrouping’. Please select the Help lcon to

learr more about this fom.

Unmap Al
&

4000000000
40000000ME
40000000
400000003E
400000005
4000100000

4000400000

4015000000
4100000000
4100100000
41001000ME

[l

C0ST OF GAODS 50LD

COST AND EXPENSES

(THER INCOME AND EXPENSES
INCOME Téx

INTEREST INCOME AND EXPENSE
CURRENT A3SETS

NOW CURRENT A55ETS
CURRENT LIABILITIES

NOW CURRENT LIABILITIES
EQUITY

The above example will result in the rows being listed in your reports as

follows :



F =
1 .
2 INCOME STATEMENT f
3 for Period Ending Period 12, 2012 4
4 j
18 p
19 4
24 REVEHUE 4
25 4000000000 Sales :
26 | 40000000ME Sales-hE 4
27 4000000000 Sales-hy i
28 |400000005E Sales-Carp-Corp-SE 4
29 400000005 Sales-Sw €
30 | 4000100000 Sales-Hdwe-Corp-Carp ﬁ
31 4000400000 Sales-Toy-Corp-Corp 4
32 | 4100000000 Rev Harcdware-Corp-Corp-Corg 4
33 4100100000 Revenue Hardware :‘
34 41001 000ME Revenue - Hardware 4
35 41001000MYY  Revenue - Hardweare :
35 |41001000SE Revenue - Hardware 4
37 410010005 Revenue - Hardware 4
35 | 4100200000 Revenue Software 2
39 | 41002000ME Revenue - Softweare 4
40 41002000M  Revenue - Software i
41 [410020005E  Revenue Software 4
42 410020005W  Revenue - Software 4
43 4100300000 Service Sales :
44 |41003000ME Services Sales 4
45,141 003000MN,  Scrviges Spies, o o o o o o $
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Changing the Source of the Categories

It is possible to change both the categories and the reporting groups to
change the report row layout to suit your GL structure. To do this, do the
following :

1.

6.
7.

Open the Report Manager.

2. Click on a Report Designer report.
3.
4

. Scroll down to the Run Add-Ins field and select the ellipses

In the Properties window, ensure Show Advanced is selected.

button.

Select ExcelGenieAlchemexAddin,Custom,MapAccount

Select: Add-In Function

[Specify a Mew Add-In Function)
E wceliGeniedlchemexdddin, Custom. Finalis

E wcelGeniedlchemexdddin, Custom. b apé

(] Cancel

Select OK.

You can now change the Group from field and click OK.



Specify Function Parameters

Filin Defaults

Fil in Example

Name
‘Mapﬁcwunttateguries - [MODULE: Exee

£ calumn in Sheett o group fo
deoounGropDescintion

\Primaw[irouping

(1l diglap the megping scregn f magpings nees
1

]
Cancel

N\

Ew? AccourdfroupDesciition
Hi sl yo b ianage he egang b

.. Map Financial Categories o Raiw Reporting Groups

oup ey Pimayiotping

+a calegaies and Row Reporing Groups forthe foloning reasane
tepot raqure these mappings to be selup as they e o spec |o your General Ladge:

1. The defaul repet. dasigner o i
T Repcitig Fiougs to change your avalstle row opfions when desiring yout repots

2 You can a4 your onn custo

Hepped Caequies

Urmepped Categones ) i R Repating Goups

W

REVENUE
(05T OF OO0 S0L0
(03T AHD EXFENSES

Fevenue
A
]

' feoe
@

[NCOME T

CURRENT ASSETS

NON CURRENT ABSETS
CURRENT LIBILITES
NON CURRENT LIBILITIES
Equry

([l pi( |

OTHER INCOHE AND EXFENGES

(NTEREST INCOHE AND EXPENSE

i

e

]
Canel |
|- ———

The Group from field can be set to any column in the hidden
Sheetl of your report, which is derived from the column fields
loaded on the report in the report manager, example below:

. Report Manager
||| ] 7| - |

=]E

EOEREFEE

Object
E Horne
[ Aggregated
[ Dashboard
[ Desigrer
EEopy of Financial Reports Designe. .
@ Financial Reports Designer 2-4-01..
[ Financials
[ Inwentary
[ Purchases
[ 5ales

Properties Filkers | Parameters | Sort Figlds | Agaregate Filkers |

Mame | Aoaregate Fun... | -
[ GlAccountNo M
[> Description |
[> GLAccount oD escription
[> GLAccourtNaCompanylD |
> GroupType

[> AccountCateqorD escription

i

ek

] A ccountGroupD escription
[> GLCategonCode
[> GLCategomDescription

[ Type

Add
Remove
Move Up

tove Down

8. Always remember to Create and Link the report in the Report Manager
in order to save your settings for the next time you run your report.
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Disabling the Mapping Tool

If you intend to group your report’s rows using a field which comes
directly from your ERP system, the mapping tool can be disabled in order
to prevent it from appearing every time your report is run.

To disable the mapping tool, do the following :

1. In the Report Manager, click on your financial reports designer
report in the object window, and select Show Advanced in the

properties window.

2. In the Run Add-Ins field, highlight the following text :
ExcelGenieAlchemexAddin.Custom.MapAccountCategories
(AccountGroupDescription,PrimaryGrouping,1)

Run Add-lns

3. Press Delete on your keyboard.

4. Click Apply.

You will now need to build your row groupings manually.
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Report Tools

Report Tools is a drop down menu found in the Add-Ins tab in Microsoft
Excel. This includes the standard Sage Intelligence Reporting add-ins.

|1_7.|' = Al =~ | = Financial Reports Designer 2-2 (Demo)l - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Bl Tools
| Report Tools = LE_: Snagit |£|I Window hd

Drill-Drown

Hide Zero Rows

Quick Pivot lustom To -:uII_:u_al's
Format Pivaot Jie | =SUBTOTAL(S, 125:26)
H s iz
[ Add Accounts H . ] Fcrn1u|a Bar L M

About Report Tools 'ading CC.

e Drill-Down - allows Sage Intelligence Reporting to interrogate
data directly from within your Microsoft Excel reports. A common
scenario might be where one high level report needs to drill down
to line level transactional data in other reports. As a fast
interrogation method the Drill-Down tool allows individual reports
to be executed with parameters based on Microsoft Excel cell
values.

e Hide Zero Rows - is an add-in which can aid in the analysis of
data. Specifically the tool allows rows within a selection to be
hidden based on a Zero value in a specified column. This can be
particularly useful when viewing financial type reports.

¢ Quick Pivot — is a fast tracking reporting wizard which you can
use to very quickly create a Pivot Table from your raw data.

¢ Format Pivot — allows you to format your Pivot Table.
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What are Reporting Trees?

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

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

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

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

Sage Intelligence Reporting uses the following kinds of reporting units:

¢ Adetail unit draws information directly from the financial data or
from a Microsoft Excel spreadsheet file.

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

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

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

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

The following diagram shows the parent and child reporting units, and
their hierarchical relationship, for the organization Worldwide
Enterprises inc.



Parent Reporting Unit Worldwide
(Summary unit) Enterprises inc.

ParentReparting Unit to Sales and Service Department

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

Child Reporting Unt Retail Sales Wh;;llesale o Retal Sales Wrézlliiale " v
s ales ; 3 udio

Detail unit Department Department

I | pa Degartment P 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 unit)

Summary of all
Units

ParentReparting Unit to
Retail and Wholesale Sales

Sales Department

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

Retail Sales
Department

Child Reporting Unit
(Detall unit)

New York Chicago
Retail Sales @ Retail Sales
Department § Department

Wholesale Sales
Department

New York Chicago
Wholesale ¥ Wholesale
SalesDept J SalesDept

NewYork
Lah Service

Service Department

Studio Service

Chicago Lab
Service Studio Studio

New York Chicago
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Parent Child Relationships

The most common type of reporting tree is composed of parent units that
pull summarized information from the detail units and child units that
contain detail units of account

information. However, many detail/summary hierarchy combinations can
be created. A child unit can be both a child to the higher unit as well as a
parent to a lower unit. See

topic Reporting Unit Structures .

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

tree. This is called promoting and demoting units. Promoting a unit
moves it to a higher level in the tree. Demoting a unit moves a unit to a
lower level. When you build a reporting tree, you can promote and
demote reporting units using a drag-and-drop operation.

Edit Reporting Tree

Reporting Tree Units

= = Waoarldwide Enterprizes

— T Mews York
S~ 7 Mews York Sales
s T MY Retail Sales
- T NYwhaolesale Sales
— T Mew York Service
..... TOMY Lab
----- TONY Studio
= 7 Chicago

_r Chicago Sales

N T Chicago Retail Sales
- T Chicago Wholesale Sales
=7 Chicago Service
----- T Chicago Lab
..... T Chicago Studio
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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 eg. Cash or Sales, as well as values for
additional segments, eg. 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 g 2000 gl 100

MNatural Segment Identifying Segment

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??7?-100"
. . will return all data with a segment range between
? Question Mark "1100-2000-100" to "1100-2999-100" which will
be all retail sales cash transactions from all
branches with codes between 2000 and 2999.

A placeholder for one or more characters.




%

Asterisk

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???-1007?
TO 1100-8???-100" will return all 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

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

Large International Corporation

Cash Division Department
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Accessing Reporting Trees

Method

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

2. In Microsoft Excel, select the Bl Tools Tab.

Home Insert Page Layout Farmulas Data Rewiewy Wiewy Developer Add-Ins BITools

e e 1 W - == &
DPEE Y & 8 g 8 ¢
Launch = Refresh Change WhatIf Mapping Reporting Quick Quick Send Select Manage Distribution

Data  Period Analyzer  Tool Trees Generate ~ Edit - Mowe  Instructions Instructions  Settings

Repart Desigrer Distribution

3. Select the Reporting Trees button.

Home Insert Page Layout Farmulas Data Rewiewy Wiewy Developer Add-Ins BIToals

DEFr KT B B g & &

Launch = Refresh Change WhatIf Mapping|Reporting Quick Quick Send Select Manage Distribution
Data  Period Analyzer  Tool Trees Generate~  Edit - Mowe  Instructions Instructions  Settings

Repart Desigrer Distribution

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



Worldwide Enterprises
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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.

i Manage Reporting Trees

Manage Reporting Trees

I
Edit...
Delete

Rename...

Duplicate. ..

=]
(=%
F'.\

Close

2. Enter a name for your Reporting Tree.



Enter a Walue
| 4

4B

Enter Reporting Tree Mame

[- OK ][- Cancel ]

3. .In the right window each reporting unit will need to be added in a
separate row with its relevant account filter rule.



| EditReporting Tree
! Reporting Tree Units
= Worldwide Enterprises Company Filter — Name Account Filter Rule Distribution

Reporting Tree Unit Preview Data

Arcount

Company Arcount Number Description

. The graphical tree on the left side of the Reporting Tree Manager
allows you to visualise the relationship of parent/child unit
hierarchy while the right side displays each reporting unitin a
separate row with its relevant account filter. The Preview Pane
will change dynamically to display the results of the account filter
for each reporting unit. Example below:



Edit Reporting Tree

Reporting Tree Units
E=| Worldwide Enterprises Company Filter Mame Account Filter Rule Distribution
Ly
g et 8BC Distributi.. v | East Branch PRAR0L ™
L st Branch
A |ABC Distributi.. ¥ |West Branch FEESE
¥ . L)

Reporting Tree Unit Preview Data

Company Arcount Number Arcount Description

L3 A5 Distribution and Senvice Carp, 105-00-02 Agits, receiv, - West WWarehse
ABC Distribution and Service Corp, 115-00-02 Trweentory - West Warehouse
ABC Distribution and Service Corp, 400-01-02 Distribution sales - West
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 - WAfest

ABC Distribution and Service Corp, 450-03-02 Warehouseman payroll - West

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

Method

1. From the Manage Reporting Trees window, select the Reporting
Tree you wish to edit and select the Edit button.

o Manage Reporting Trees
| 4 . |
Manage Reporting Trees
Add

[ Ed.
Delete. .

Rename...

Duplicate. ..

Close

2. Make the necessary changes. Click Apply to save and continue.
Click OK to save and exit.
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Deleting a Reporting Tree

Method

1. From the Manage Reporting Trees window, select the Reporting
Tree you wish to delete and select the Delete button.

' Manage Reporting Trees
| 4 . |
Manage Reporting Trees
Add

Edit...

Delete. ..

Rename...

—

Duplicate. ..

Close

2. A confirmation window will open. Select Yes to permanently
delete the reporting tree.

Delete Reporting Tree L |

f I\ Are wou 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 and select the Rename button.

' Manage Reporting Trees
| 4 . |
Manage Reporting Trees
3 )
[ Rerame-. )

Duplicate. ..

Close

2. Enter the new name for the reporting tree.

Enter a Walue [B]
[ =]

Enter Mew Reporting Tree Mame

Worldwide Enterprises

[ OK ][- Cancel ]

3. 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 and select the Duplicate button.

' Manage Reporting Trees
| 4 . |
Manage Reporting Trees
Add

Edit...

Delete. ..

Rename...

Duplicate. ..

Close

2. Enter a name for the copy of the reporting tree.

Enter a Walue B8]
B . |

Enter Mew Reporting Tree Mame

Copy of Worldwide Enterprises

[ OK ][- Cancel ]

3. Select OK to save.
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Toggle Switch Sign

When you generate a pre-defined layout, you will notice that certain fields
in the row groupings have their signs switched, in particular, revenue
accounts which are stored as negative values in the underlying data. It
does not make sense to present these in a statement as negative figured
which is why the sign is switched to a positive.

In the situation where you delete the primary row grouping and replace it
with a new one of your choice, the Designer has no way of telling what
fields you are going to include within the newly selected row primary row
grouping, so by default the field’s sign status will be the same as that in
the underlying data — for revenue accounts this will be negative values.
You have the option to switch the sign of any of these fields that you
include in the primary row grouping. You do this by right-clicking on the
button of the field that you want to change the sign of...

And clicking on the Toggle Switch Sign popup. 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.
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Enabling the Bl Tools Tab

If the BI Tools tab is missing in Microsoft Excel it could be due to the
following:

* Bl Generator could be inactive
* Bl Generator could be disabled
Bl Generator Installer files may need to be run

Method

Open the Add-ins Manager in Microsoft Excel Options

1. In Microsoft Excel 2007, select the Office Logo in the top left of
the window, and go to Excel Options. (In Excel 2010, select File
> Options.)

2. Select Add-Ins.
3. Locate the Bl Generator Add-in.



[(Eveet Options =

bt '_.;'I-} view and manage Mecrosoft Office Add-ins.
Formilas
Froafing Aad-ind
Saee Fiame - Ladation Troe *
m— Actree Applcation Add.ind
Aqrobat POFRLker Office COM Adan o PPOFMater ONfice POFMOH iceaddn gl COM Add-in
Advansed PLORILL Conmect Chommon Flen BiComponenty PLDERLAE  OOM Add.in
Customize Ribbon Inactive Applcation Add-ine
Arnalysis ToolFek e iOficeldLibrary Analys i ARALVEIZ L Eaced Add-in
ek Acois Toolbar Analysis ToolPak - VBA oL ATl LibranfAnalysi ATPVBAEMOLAM  Esced Add-in
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Add-ing Custom XML Data L0 FMlicrededt Office Oficel 4\OFFRHD.DLL  Doousment Inapector
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Py Dt Biated Ass-n

Add-inc Bl Gemerator

Pubdishen «Nonex
Compatiaity: Mo By il Gematicn
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Description: Bl Generator

Myrage: | Excel Add-ing =] [ose
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4. Ifitis listed in Inactive Application Add-ins, then it must be enabled.
At the bottom of the window, select Manage COM Add-ins, then
select Go.

Manage: | Excel Add-ins 3 | Go..

Excel Add-ins
COM Add-ins

Actions
XML Expansion Packs
Disabled Items

EEEY e ama

5. Ifitis listed in Disabled Application Add-ins, then it must be enabled.
At the bottom of the window, select Disabled Items, then select Go



Manage: Disabled ltems E Go...

| Excel Add-ins
| COM Add-ins
| Actions

e ML Expansion Packs
o Disabled ltems S ~a

If Inactive, select the Bl Generator Add-in and click OK.

COM Add-Ins LY f S
Add-Ins available:
|| Acrobat PDFMaker Office COM Addin - [I]
o Cancel
L o]
IOt (e )

Location: C:\Program Files (x86)WCommon Fles\BIGenerator \Achemex\Wizard. vsto [vstolocal
Load Behavior: Load at Startup

-

. 1f Disabled, select the BI Generator Add-in and click Enable.

Disabled ftems A=

The items ksted below were dsabled because they prevented
Excel from functioning comectly.

Please note that you may have to restart Excel for these changes
to take place.

'] Select the ones you wish to re-enable.,

M:i'l: Bl ncratur 1mﬁ.umh1‘l’:ﬂn-cd’l- j ,” ‘

. Typically, the BI Tools tab immediately appears. If it does not, close
down all instances of Microsoft Excel that you have open, and re-do

these steps. To ensure all instances of Microsoft Excel are closed,

complete the following steps:

. Open Task Manager. (Right-click on your Task bar and select Start

Task Manager)



Toolbars L

Cascade windiw

Sthizer wenthorart tiacked
Shenw wandom ade by tede
Show the deskiop

Start Task Manager

¥ Lock the taskbar
Propertses

10. Select the Processes Tab and locate any EXCEL.EXE items and (for
each one) right-click on the item and select End Process.

—_

‘B Windowi Tk
e Opbees  'few  [Help

Aopications | Procewes | Servoes | Performance | Networking | users

Lt i Useriame O Memory (. Descpton

B WK Woweh o b
|

v preiiarl Fom all e Erd Process.

|Processes: 97 CPU Usage: IT% Pzl Mermony 6%

If the BI Tools tab is still not available, follow the process below:

1. Navigate to C:\Program Files (x86)\Common
Files\BIGenerator\Installers

2. Install 02007pia.msi



Mame

[ gacutil.exe

i 02007 pia.msi

[ Flalnstaller.exe

ci_'fj wstord0.exe

c'i_'fj wstor30spl-KBI49258 86, exe
[ VSTORInstaller.exe

3. Install VSTORInstaller.exe

Mame

[= 7 gacutil.exe

15! 02007 pia.msi

[ PlAlnstaller.exe

I vstor30.exe

@ wstor30spl -KB949258 -85 exe

[ VSTORInstaller.exe  «onaf S

4. Repeat the Process as detailed previously for activating and enabling the

BI Generator using the Excel Options. The BI Tools will now be
available in Excel.
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RETINC

Understanding RETINC
(Retained Income / (Accumulated Loss))

What is RETINC?

RETINC (Retained Income / (Accumulated Loss)) — is a pseudonym
given for the calculation of the monthly profit or loss.

How is it calculated?

The total each month is derived by summing the income statement
accounts for that period.

Where is it used?

This total is then used in the balance sheet, under the Equity section, to
bring through the current year profit or loss and to enable the balance
sheet to balance.
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Security Manager

The Security Manager is an Administration tool that lets an Administrator
manage Roles (User Groups) and assign users and reports to each Role.
When security is enabled the User will be required to login and then will

only have access to the reports selected for the Role that the user
belongs to.

- sty e ol
File  Help
(General lUsers Search Enter Search Tem
f) Dswmmon T ——
[F] TEST
Roles
o Users
[T Select Al
Security Manager Loaded.
?




The following rules apply:

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

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

e The list of users within Sage 300 ERP will be synchronised with
the list of users in the Security Manager.



The Security Manager allows you to:

Set Security On or Off:

1.

Check or Un-check the Security On checkbox

Manage Roles (Add, Delete, Rename):

1.

Click the Add button (under the Roles window) to Add a new
Role

Click the Delete button (under the Roles window) to Delete a
Role

Right-click on a Role (in the Roles window) and select the
Rename menu option to rename a Role.

Manage Users (Manager Users > Add, Delete, Rename, Change

Password)

Click the Manager Users button to reveal the User options
window

Click the Add button (in the Users window) to Add a new User,
you will be prompted for a Username and Password

Click the Delete button (in the Users window) to Delete a User

Click the Rename button (in the Users window) to Rename a
User

Click the Change Password link (in the Users windows) to
change a password

Select which Users belong to which Roles.



1. Select the relevant Role.

2. Select the User’s names (in the Users tab on the right) that
belong to the selected Role.

Select which Reports belong to which Roles.

1. Select the relevant Role.

2. Select the Reports’ names (in the Reports tab on the right) that
belong to the selected Role.
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Security Manager Access

Method
1. Open your Security Manager.

2. In the Security Manager window, it is highly recommended that the
Security On checkbox be enabled. Click the button to enable it.

' Security Manager = 1= M‘

File
Gener [ Users Reaports Search Emier Seanch Temm

oo -
Ralas

| Select Al Chanqge Pessword ..
Alchemes Secuity Manager Loaded.
7 | g || D |

3. You will be prompted for a password. Type in a password and click
Set.



a Securi'l}r M’““B‘t' = [=]

Eile

Ganar [MUsers —lR Search Enter Seanch Tesm
Q Securty O — '

s []

Rz

"] Select M1 Chanqge Pessword ..

Alchemes Securty Manager Loaded.

4. Confirm your password. This password will be required in future to
gain access to the Security Manager.

Confirm Password:
|

ok ][ Cance

5. Click OK. A confirmation dialog box will appear.

Security Manager u1
'ﬁ' Fassword Set Successfully.
6. Click Ok.

7. Proceed to Add Roles
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Adding Roles

1. From the Users tab, click the Add button under the Roles section to add

a new role.
r.l Sgguﬁtyﬁ'!lnhger | —_— -
File
= {Us% | Feparts Search Erter Search ||'_~.nt
) e Eosen
Fassword o E
Riatlas

Add a Role to Contirue,

4| Unselect A1 Chanqge Pessword ..

?

Alchemex Securty Manager Loaded.

2. Enter a name for the Role.

Enter Role Mame:

3. Your role will now be added. Repeat steps 1-4 for each additional role
you would like to add.

4. Select the users that should belong to each role.



1 Security Manager

? lw]lwa]

= =]
File
Gerﬂ_?l [Users .—|R Search Erter Search Tem
ﬂ e museRt
Password = (s ]
Ralas
Sales

7] Unaclect M {{anas Fasamand ]

Alchemes Secuity Manaoer Loaded.
HAole Sales Added.
User USER1 Added to Sales

5. Passwords for users are by default, blank. For each user, click Change
Password to set the password.

6. Proceed to Add Reports to Roles.




Home > Security Manager > Adding Reports to Roles



Adding Reports to Roles

1. Click on the Reports tab to assign access to specific reports for each

role.
[ 12 Security Manager o ()
File
Ganerd Vs Seanch Enter Search Temm
u Secutty On Il (1] Marage=mert Pack D-240 ([Demo) |7 [1%] GL Trarsactions by Account Dl 20
[ [2] Trial Bafance Sub 20 [Dema) [ (20 Purchase Order Master 20
Passward T Set [T [F1GL Transactions Sub 2.0 (Dema) [71 [21] hvantary Master 2.0
[ [4] RKL Anakysis Dashboard 20 (Deme) || [22] Sales Clibe Repen 240
Riales [ [5] Dashbeard Financisls Acc Sub 240 (Dema) [7] [23] Dashbaard Anatysis 24
[ (5] Dashbrard Financials Gp Sub 20 Dema} [7] [24] Dashboard Fnancials Acc Sub 20
[ 7| [7] Dashboard Sabes Detale 20 Dema) [ [26 Daehbeoand Financiale G Sub 240
[+ Salen 7] [£] RKL Dashbeard 20 Dema) 7] [26] Dashbozrd Sales Sub 20
SR [ [5] Sales Details for Dashboard (Demo) [7] [27] Tap Customers by Product 24
[T [V Financials for dashboard (Dema) [71 28] Top Products by Customer 240
[ [11] Sales Detais 240 [Dema) [T [29) Salee Magter 20
7] [12) Stock Re-rder Lavels 2:0 {Dems) 7] [30] Financial Reperts Designer 20
[ [13] Top Customers by Product 30 (0ema) [T [31) Cansol, Financial Reparts 24
[ [M4] Top Products by Customer 20 [Dema) [T [32] Coraol. Financial Repatts Desgner 240
1 [15] Dril Ledger Details 20
| [16) Finansial Reperts 240
[7] 17 Financial Trend Analysis 2-0
7] 18] Genwrad Ledger Transaction Details 20
: St by
7] Select Al L
] & 1] ﬁm‘-ﬂ £
One Click Select i 8 | s Bl
Secunty Manager Loaded.
Flole Sabes Added
Acle Finance Added.
Ficle: Stock Control Added
User USER1 Added to Sales
7 [ ][ Do ]

2. For each role, select the role in the left pane, and select the reports in
the right pane which that role must have access to.

e Note : Union/sub reports are automatically added when the main report
is added.
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11 Security Manager = E
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Report [2] Trial Balance Sub 240 {Demc) Added to Fnance
Report [3] GL Transactions Sub 240 (Deme) Added to France
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la Finance
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The users now assigned to that role, have access to the reports that the
system administrator has assigned to the role.
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Introduction

Sage Intelligence Reporting is a business intelligence reporting tool that
incorporates a number of modules including many innovative features.
Sage Intelligence Reporting enables you to connect to any supported
ODBC compliant database and extract the data into Microsoft Excel
where the data can be summarized and analyzed using Microsoft Excel's
extensive data analysis tools. The Microsoft Excel workbook and its
workings are then linked to Sage Intelligence Reporting to create a
permanently linked Microsoft Excel template. This enables you to extract
the data to a Microsoft Excel workbook in the way you want it to be
presented.

The OLAP Module (OLAP) works with, and is dependent on, the
Connector, Report Manager and Microsoft Excel being licensed to a
user’s machine.



On-Line Analytical Processing (OLAP)

OLAP is more than an acronym that means Online Analytical Processing.
OLAP is a category of software tools that provides analysis of data stored
in a database. With OLAP, analysts, managers, and executives can gain
insight into data through fast, consistent, interactive access to a wide
variety of possible views. Stated another way, OLAP is a category of
applications and technologies for collecting, managing, processing, and
presenting multidimensional data for analysis and management
purposes. A widely adopted definition for OLAP used today in five key
words is: Fast Analysis of Shared Multidimensional Information (FASMI).

e Fast refers to the speed that an OLAP system is able to deliver most
responses to the end user

¢ Analysis refers to the ability of an OLAP system to manage any
business logic and statistical analysis relevant for the application and
user. In addition, the system must allow users to define new ad hoc
calculations as part of the analysis and report without having to program
them

¢ Shared refers to the ability of an OLAP system being able to implement
all security requirements necessary for confidentiality and the
concurrent update locking at an appropriate level when multiple write
access is required

e Multidimensional refers to a concept that is the primary requirement to
OLAP. An OLAP system must provide a multidimensional view of
data. This includes supporting hierarchies and multiple hierarchies

e Information refers to all of the data and derived data needed, wherever
the data resides and however much of the data is relevant for the
application
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Types of Reporting

Organizations generally require two types of information. One is fixed
format reporting (Sage Intelligence Reporting Standard Report
Templates), and the other is analysis (OLAP Module). The former
requires information to be presented neatly, formatted and presentable.
This is applicable for financial reporting, board packs, management
dashboards, or similar fixed format intelligence. The latter is less
presentable, but contains rich information that can be analyzed in various
ways to establish trends and statistics which may not become instantly
apparent in the fixed format reporting.

INFORMATION SWEET SPOT

; Cost of Delivery

Value to Corporation

Reporting Tools

o Dt Data Delivered 100% of Data

As the diagram above illustrates, the best approach for Bl for SMME'’s
lies somewhere between OLAP and Reporting. OLAP should most
commonly deal with greater volumes of data than a fixed format report.
An OLAP tool should be able to trump its closely related fixed format
reporting cousin in its ability to deliver multi-dimensional (as opposed to a
single “flat sheet” dimension), analysis graphing, charting and more.
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What is OLAP ?

OLAP stands for On Line Analytical Processing, and supports multi-
dimensional analysis of information. It is the process of extracting
information from a data source (this could be a transactional system, or a
data warehouse), and compressing it into a format that is optimized for
multi-dimensional analysis.

An OLAP database allows business decision makers to analyse data that
has been sorted into hierarchical structures. The data is static so all
mathematical aggregations can be built into the database query, thereby
providing a more efficient and resource friendly means of reporting. This
data warehouse can then be pulled into a pivot table within Microsoft
Excel, where the user is able to drill down into the report, using the
hierarchical dimensions built into the query.

The OLAP Module allows the user to define the dimensions and
measures required and then create the .cub file, which will then become
a data source for reporting within the Sage Intelligence Reporting Report
Manager. As the data remains static, the .cub file should be rebuilt daily,
to ensure that the data remains relevant.

OLAP Cubes

OLAP cubes can be considered an extension to the two-dimensional
array of a Microsoft Excel spreadsheet. A company might wish to analyze
some financial data by product, by time-period, by city, by type of
revenue and cost, and by comparing actual data with a budget. These
additional methods of analyzing the data are known as dimensions and
an OLAP cube allows for the presence of be more than three dimensions
for more powerful information analysis.

Functionality

An OLAP cube consists of numeric facts called Cube Measures (or
measures) which are categorized hierarchically by Cube Dimensions (or
dimensions).

OLAP Views

A business owner may want to view or "pivot” the data in various ways,
such as displaying all the cities down the page and all the products



across a page. This could be for a specified period, version and type of
expenditure. Having seen the data in this particular way the business
owner may then wish to view the data in another way. The view could
effectively be re-oriented so that the data displayed now has periods
across the page and type of cost down the page. OLAP allows users to
pivot data very fast and very efficiently.

OLAP Hierarchy

Each of the elements of a dimension could be summarized using a
hierarchy. The hierarchy is a series of parent-child relationships, typically
where a parent member represents the consolidation of the members
which are its children. Parent members can be further aggregated as the
children of another parent.

For example May 2005 could be summarized into Second Quarter 2005
which in turn would be summarized in the Year 2005. Similarly, cities
could be summarized into regions, countries and then global regions;
products could be summarized into larger categories; and cost headings
could be grouped into types of expenditure.

OLAP Terminology

The user driven process of creating different views, is sometimes called
"slice and dice". Common OLAP functions include slice and dice, drill
down, roll up, and pivot.

. Slice: A slice is a subset of a multi-dimensional array corresponding
to a single value for one or more members of the dimensions not in
the subset.

. Dice: The dice operation is a slice on more than two dimensions of a

data cube (or more than two consecutive slices).

. Drill Down/Up: Drilling down or up is a specific analytical
technique whereby the user navigates among levels of data ranging
from the most summarized (up) to the most detailed (down).

o Roll-up: A roll-up involves computing all of the data relationships
for one or more dimensions. To do this, a computational relationship
or formula might be defined.



Pivot: This operation is also called rotate operation that rotates the
data in order to provide an alternative presentation of data.
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When would you use the OLAP Module ?

You would use it :

If you wanted to analyze transactional data to establish trends over
a period of time.

The data in your database is not stored in a suitable format to
achieve the type of analysis that you require.

You are being challenged by the row limitations presented by
Microsoft Excel as a reporting front end.

You want to be able to view the same information in a variety of
ways.

Analysis is a priority over fixed format reporting.
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Modules

Sage Intelligence Reporting has several modules available but it is
important to understand the relationship between the following three
Sage Intelligence Reporting modules to understand how the OLAP
Module functions in being able to deliver analysis on your data:

e The Connector
e The OLAP Module (OLAP)

e The Report Manager
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The Connector

Main Functionalities

This module provides a skilled IT user with a powerful and cost effective
report writing solution, capable of delivering Microsoft Excel reports from
any ODBC compliant data source:

e Create links to databases
e Create containers (tables) and expressions (fields) for reporting

¢ [s the gateway to databases to create relevant meta data for all reports



Key Components

e Connect to various available data sources using the existing ODBC
connections

e (Create and maintain Containers

e Create additional Expressions using either MSSQL or Microsoft Excel
as the Expression source

e Access the Report Download Community to download additional pre-
formatted reports
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The OLAP Module

An OLAP (On Line Analytical Processing) database allows business
decision makers to analyze data that has been sorted into hierarchical
structures. The data is static so all mathematical aggregations can be
built into the database query, thereby providing a more efficient and
resource friendly means of reporting. This data can then be pulled into a
pivot table within Microsoft Excel, where the user is able to drill down into
the report, using the hierarchical dimensions built into the query.



Main Functionalities

The OLAP Module allows the user to define the dimensions and

measures required and then create the .cub file, which will then become
a data source within the Report Manager, as the data remains static, the
.cub file should be rebuilt daily, to ensure that the data remains relevant.

e Define date Dimension Table

e Define dimensions and measures



Key Components

e (Creates a .cub file

e Data remains static
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The Sage Intelligence Reporting Report Manager

This module provides you with a pre-formatted, intelligent Microsoft
Microsoft Excel reporting tool for your data. You can use the base of

reports to create new reports or even write your own reports in Microsoft
Excel.




Main Functionalities

Selections of pre-formatted standard Sage Intelligence Reporting reports
are provided. In addition to these reports the following main
functionalities are also available:

¢ (reating new reports using existing Containers

e Customisation of existing pre-formatted reports



Key Components

Organise your reports into folders

Create new reports

Select additional reporting Fields

Add Filters, Parameters or Aggregates to your report

Manage report templates
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How to Set Up a Report in the OLAP Module ?

1. Open the Connector.

2. Right-click and Add Connection. (Connects to the data you wish to
interrogate).

m

¥ Systern DSM [SOL Style 5)

¥ S ystem DSM (SOL Style B)

¥ S ystem DSM (SAL Style 7)

m Trangoft Windows ODEC Driver

¥ YIPGT ODBC Driver

@ Microzoft OLE DE Provider for Local Cubes -

0 Microzoft OLE DE Provider for OLAP Ser Open
E Add Connection

| Administrator Tool | Properties

3. Add the connection details.

Connection Info @
System:
|Microzaft OLE DB Provider for Local Cubes

Connection Mame
[OLEP Test Eatiz]

Local Cube File [.cub]
|OLAP Test

[Database Mame
|OLAP Test

Uszer Id:

Pazsword:

[ Usze Auto Connection System

4. Add Data Container/s. (Published through your Data Connection
describing what information you are going to have access to, when
building your cube).
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¥ 5 age Line 50 v16

m Sage Line 50 3

m Simply Accounting

m Sybaze System 11

m Spstern DSM

¥ S ystem DSM (SAL Style 1)
¥ S ystem DSM (SOL Style 2)
¥ S ystem DSM (SOL Style 3)
¥ S ystem DSM (SAL Style 4)
¥ S ystem DSM [SOL Style 5)
¥ S ystem DSM (SAL Style B)
¥ S ystem DSM (SAL Style 7)
m Trangoft Windows ODEC Driver
W YIPGT ODBC Driver

0 Microzoft OLE DE Provider for Local Cubes
0 e —

9 Microzoft OLE DE Provider for OLAP Services

Open

Rename

Delete

Add Data Containers
Check/Test
Properties

Refresh

Move To

Import Report

Connection Driver Properties

Drop Created Views

-

[ Show Advanced

Administrator Tool

5. A Data Expression/s — the fields within your data container. Note: In
many instances, particularly where Sage Intelligence Reporting ships
solution sets for specific install bases, the first steps would already be
in place. If this is the case, then start here at the next step.

6. Generate the Cube report you have created in your OLAP Module and
this will create a new instance (or refresh an existing instance) of your

.cub file.
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o|Glm|@(Elwv]-| >3] D] S/

Object

Haome
[#10LAP Test
@ OLAP Sales Cube
Open
Rename
Delete

Generate Cube
Lock

UnLock
Check/Test
Properties
Refresh

Copy
Move To

Export Cube Definition

Generate Scheduler Command

Purge Instance History

7. Using the Sage Intelligence Reporting Report Manager, create a new
Cube Report and use the cube you created in your OLAP Module as the
data source for the report.
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e 1 Y O Y Y Y o]

Object
Haome

(1 Demonstration

[ Genie
Open
Rename
Delete
Add Report
Properties
Refresh

Run Report Batch
Run Report Batch (Mode 2)

Add Sub Query Report
Add Dataless Report

Import Report

8. Select Cube report.

Please select the type of report to create

" Standard Report

= Union Report

] Caticel |

9. Enter a name for the cube report.

Enter a name for the Cube Report
OL&P 5 ales Fepor

] Caticel |




10. Once the report is set up you would run this report which would render
the data for your cube into Microsoft Excel just as a standard Sage
Intelligence Reporting report would be run.

g& File Edit Action Report Tools Window Help

|ﬁ]ﬁ@| ]?|f| b—] ]1 | |E]1a§|i@|ﬂﬁl
el | Froper!
Hl:'l'ﬂs Repart |
] Demonstration G
‘:—IEE”iE Repart |
_ID OLapP ¢
Open
Rename
Delete
Run

11. Finally, using Microsoft Excel as your cube browser allows you to use a
Pivot Table to drag and drop the fields defined in your cube to view the
same data in various ways. If you get to a point where a specific layout
that you have created serves a specific need in your business and you
want to keep this layout, you can do this by creating and linking your
Microsoft Excel layout with the report in the Sage Intelligence
Reporting Report Manager. Each time you run this report after doing a
create and link process, your most recent layout will automatically be
displayed when you re-run the report.



. PivotTable Field List
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OLAP Sales Cube

To build a report, choose
fields from the PivotTable
Field List

Choose fields to add to report:

= E Values
[[]Costrrice
oty
[[[TotalCast
[[[Totalsale

=2 Customers
# [|Customers

= Date
@ [|Date

= Products
# [TIProdurts

Drag fields between areas below:
“ Report Filter

§ Pow Labels
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The OLAP Module Defined

A cube is a data structure that aggregates data by the levels and
hierarchies of each of the dimensions that you wish to analyse. Cubes
combine several dimensions, such as time, geography, and product lines
with summarised data, such as sales or inventory figures.

Cubes are not “cubes” in the strictly mathematical sense because they do
not necessarily have equal sides.

The OLAP Module is an additional module that functions between the
Sage Intelligence Reporting Connector Module and the Sage Intelligence
Reporting Report Manager module. The purpose of the OLAP Module is
to use an existing connection to a database provided by the Sage
Intelligence Reporting Connector to access data and create an offline
.cub file. This .cub file is then in turn used by the Sage Intelligence
Reporting Report Manager module to create reports and finally Microsoft
Excel is used to browse this cube data and create an output that can be
linked to Sage Intelligence Reporting and refreshed as and when
required.

In short, the use of the Sage Intelligence Reporting modules for data
analysis purposes is summarised in sequential order as follows:

Databases Connector Analysis Report Manager
o _
= Build connections = Design reports with
g2 to databases - data containers
—dis * Define datatobe * Include sort, filter
included (data and parameter
= containers) : options
Bushess 4 = g b o 3
| ‘ Multiple drivers = Include summation

available ' options

* Predefined = Manage and run
containers for Sage reports to output to
Accpac Excel workbooks

s
CRM

Excel

- J{ Er —
| 3 ;

Sage
Intelligence




Reporting Connects to the underlying database and publishes
Connector |metadata from source data
Module
OLAP Creates a .cub file off the metadata made available by the
Module Sage 300 ERP Connector Module
Sage
Intelligence
Reporting Creates a report of the .cub file established by the OLAP
Report Module
Manager
Module
Microsoft Used as the browser interface to analyse the data in the
Excel report created by the OLAP Module
When a final layout is concluded the normal “Create and
Create and |,. ,, . e . .
Link link funct!on within Sage Intelligence Reportl-ng Report _
Manager is used to create a template of the final analysis
Template

output in Microsoft Excel
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Cube Components

The OLAP Module uses already created data connections, containers
and expressions from the Sage Intelligence Reporting Connector. When
creating the .cub file you are required to specify the following:

DATE DIMEMSION TABLE

DIMENSIONS B MEASURES

JCUE FILE (DATA SOURCE)

1. Database Date Dimension Table (using the Date Dimension Tool)

The Date Dimension tool allows you to specify the dates that are
applicable to your dataset. You specify your financial year start date as
well as the number of years of data that you have in your dataset. The
date dimension table should go back as far as is required to analyze
prior year’s data. The Date Dimension Tool then generates a “date
dimension table” for you to use when creating reports. This table
includes the following fields:

= Date

L Financial Year

= Financial Quarter
L Financial Period

The Date Dimension tool allows you to set fiscal year parameters,
account for specific holidays and non-working days that are
applicable to your dataset.

You can launch the Date Dimension tool from the Sage Intelligence
Reporting Connector or the OLAP Module .



2. Cube Dimensions

A dimension is a set of one or more organised hierarchies of levels in a
cube that the user understands and uses for data analysis purposes.
These dimensions facilitate the drill down functionality. Dimensions
represent the variables by which measurement is performed, such as
date, location, product code, etc. Dimensions can be arranged in
hierarchies, allowing users to drill down through the data.

For example, a “service date” dimension which could contain the
hierarchy of YEARS drilling down to QUARTERS, and then to
MONTHS.

Another example would be a “region” dimension which could
contain the hierarchy of COUNTRY, drilling down to STATE, and
then to CITY.

Careful design of the hierarchy in a dimension facilitates drill-down
reporting by designing the hierarchies to be intuitive and to follow the
thought process of the analyst.

3. Cube Measures

Measures are a set of values in a cube that are based on a column in the
cubes dimensions. Measures include a variety of key performance
indicators, and may include "simple" measures (amounts paid to
suppliers, stock days, etc.) as well as computed measures or ratios, such
as cost per member per month. Measures can be presented at various
levels of summarization or drilldown, depending on how the dimensions
of the analysis are displayed. The numbers in the OLAP spreadsheet are
called measures. When setting up OLAP cubes, these values are also
often called facts. Typical measures or facts would be:

L Sales Dollars

L Sales Count

u Profit

L Hours of Work

4. The location of the .cub file



When the OLAP cube is generated it is generated to a file with the
.cub extension, you need to specify the location of this file. This local
cube file (.cub file) is stored in a single, portable file that can be
stored on both server and non-server environments. End users can
browse local cubes without the need for a connection to a Microsoft
Analysis server. Local cubes are the only variety of cube that
provides this capability. After a local cube is created, if its source
data changes, the local cube can be refreshed to incorporate the
new version of the source data.
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More on OLAP Cubes

The OLAP cube provides the multidimensional way to look at the data.
The cube is comparable to a table in a relational database.

The specific design of an OLAP cube ensures report optimization. The
design of many databases is for online transaction processing and
efficiency in data storage, whereas OLAP cube design is for efficiency in
data retrieval. In other words, the storage of OLAP cube data is in such a
way as to make easy and efficient reporting. A traditional relational
database treats all the data in a similar manner. However, OLAP cubes
have categories of data called dimensions and measures.

In the figure below; time, product and location represent the dimensions
of the cube, while 80 represents the measure. Note: A dimension is a
category of data and a measure is a fact or value.

Product

Location

OLAP Cube



Dimensions

Dimensions are broad groupings of descriptive data about a major aspect
of a business, such as dates, markets and products. Each dimension
includes different levels of categories.

For example, you OLAP cube could have a time dimension. This time
dimension could be further categorized into year, quarter, and month.
These levels of categories, (hierarchies) are what provide the ability to
drill-up or drill-down on data in an OLAP cube.

2005




Measures

Measures are actual data values that occupy the cells as defined by the
dimensions. Measures are typically stored as numerical fields. For
example you are a manufacturer of calculators. The question you want
answered is how many of ABC model calculators (product dimension) a
particular plant (location dimension) produce did during the month of April
2009 (time dimension). Using the OLAP Module, you find out that a plant
produced 4500 ABC cell phones in April 2009. The measure on this
example is the 4500.
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The Date Dimension Tool

The Date Dimension tool allows you to specify the dates that are
applicable to your dataset. You specify your financial year start date as
well as the number of years of data that you have in your dataset. The
Date Dimension Tool then generates a “date dimension table” for you to
use when creating reports.

This table includes the following fields:

e Date
¢ Financial Year
¢ Financial Quarter

¢ Financial Period

The Date Dimension tool also allows you to specify holidays and non
working days that are applicable to your dataset.

Method

1. Select Date Dimension Creation Tool.

i OLAP Manager o] 5
2| u|B|E| (7| | > [35] 9 MloF
Objac [ | {Propertes
.EHC'"‘E . ) MetaDiata Repositary Location :‘
£ Demonstration Folder [ Alchemext0 Standard MetaDatal Olap)
| Date Dimension Creation Tool | j
il
2 Objects -

2. Select the database that you would like to create the dimensions for,
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3. Enter your financial information on the first screen and select generate
to create the date dimension table

a Date Dimension Table Generator [2201] = e
Eile Help

{ Carfigare and Genersie Table || Sat Holdays | Ede Date Dimansion Table

Uz the Date Dimension Generalor Tool o populate the Date Dimenzion Table aleh_tbl_date_dimension. The Date Dimension

=ble is used for the generation of the Date Dimension in Cubes . The Date Dimension should go back as far as is required to
analyse data from prior years

Fram Date (should be first day of 8 financial year)

(07 Jarvary 2008 : I
umber of Years

5

[ Drop and Recreate Dimension Tabls

Lenerate I
Close

P

4. 1f you have already created the Date Dimension table and would like to
recreate it, you can select the tick box Drop and Recreate Dimension
Table to overwrite the previously created dates

5. Select the Set Holidays tab to enter any applicable holidays or non
working days



6. You can edit your dates on the Edit Date Dimension Table tab.
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Layout of the Interface

To effectively use the OLAP Module , you need an understanding of the
Sage Intelligence Reporting interface and how to perform actions.

The software layout is divided into 2 main areas:

e The Object Window

e The Properties Window

@ OLAP Manager = 82
a||m|m/ el | |35 9 o
Ilc:-bjec: | | | Froperies |
Hame Folder ID
oeorcisicnroce_ JIE° T
Folder Marme =
[Demunstm‘.lc\n Faolder
Description
v -
[z Onjects

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

Windows Explorer

Method: From the Object window, double click on the desired
object to expand to show details or collapse the objects



&= OLAP Manager

o il o i S T Y]
Object |
[AHame

®| Damonstration Folder
W Seles Dema Cube
B Source Containgr
B Dimenzions
Hay
HTotalCost
HTotalSale
= Filters
B Parametars

2. Properties Window:

You are able to view and update the properties of a selected object using
the Properties window. For example, you are able to add your own
custom description of the object in the object's properties window.

Method: From the Object window, select the desired object, then from

the Properties window, view the desired properties.

Fropemies | Dimensions Mensure*sl Firhersl F'cl:amedersl

Cube Definition 1D T
I'l? App |

.
Cube Dafinition Mame
|EuIE-3 Demo Cube
Description
[Exsr-:l zeh

Defauh Cuba File Path
[&wmammﬁﬂﬁlmdm ketaDatal Olapy Cubes

Cube File Mamea
|Ss.les Dermo Cube cub =

Lest Refreshed
|EIJ1I.'Ip‘IEp‘1 703:33:19 A

[T Show Achsanced ﬂ

[30njects
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Show Advanced

Method : By clicking the check box next to Show Advanced,
additional options will become available in the Properties window.
@ Hle Action Window Help

::|-j|:i|@|'—‘:'| D EE I EEE

Qbgwct | Fraperies | Cumansians | M | Fitars |

a x|
B
lHame Cuba Defnition D
| Damonstation Folder iz I
=]

@ Sales Demo Cube
Cuibsi Diebinition Meni

{Sules Dama Cube

Dascriphon
fE:-'\cf:im'S

Dainuh Cube File Pa

mmnﬁwumm

Cube File Hame

|St|n-: Digmaa Cube cub 5

Lasat Fiettashad
[Pn0/0E/ 17 93309 A

Cubsa Dedniton Lockad

Systam Code Classification

Syibam bagule Class desaton

Cubsa Dedniton Coda

Oiject Funchonel GLID

Linfock Cube Diefinition an copy

g o
3 0bpacts

° Default Cube File Path: The file location of the saved cube file.
The file has the extension .cub

° Cube File Name: The name of the cube file

° Last Refreshed: Shows the time and date that the cube was
rebuilt

° Cube Definition Locked: Lock the cube definition so that it
cannot be edited
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Functionality Navigation

In addition to using the Object and Properties windows you can also use
the Menu Bar, Toolbar and Shortcut menu to navigate around the
OLAP Module .

Most functionality is generally shared between the OLAP Module’s Menu
Bar, Toolbar and Shortcut menu. However, this section focuses on the
Toolbar and Shortcut menu functionality options as most options on the
Menu Bar items are also included in them.

Option availability is dependent on where the current focus is.



Menu Commands

There are three ways to access menu commands within the OLAP

Module interface:

1. Using the Menu bar - Use your mouse or keyboard shortcut to select a

task from the menu bar.

2. Using the Toolbar - Use your mouse to select a task from the toolbar.

3. Using the Shortcut menu - Right-click on an object in the Object
window and you will be able to select a command from the shortcut

mendu.
G File Edit Action Tools Window Help 1
n|t|m|p|Blm|v| -] »|3]s| 9] 1] 2
Object |
Hume
#Demonstrafion Folder
L Sales Demol
Open 3
Rename
Delete
Generate Cube
Lock
Unlock
Check/Test
Properties
Refresh
Copy
Move To
Export Cube Definition
Generate Scheduler Command

Purna Inctanra Hictnne

Properies | Dimensions | Measures | Fiters | Parameters |
Cubie Definition |D

[17

luhe Definition Name

Sales Damo Cube

escrigtion

Fxercise 5

afault Cube File Fath

Alchemes0} Standard MetaDate Olap) Cubes

ube File Mame

ales Damo Cube.cub

A3t Refreshad

10/05/17 09:33:19 A

" Show Advancad

v vl

30bjects

To view an object's associated elements, double click on the object. This

action is called drilling down. To drill down is to show additional

information. To hide an object's associated elements, double click an
open object again. This action is called drilling up, thereby hiding the

additional information.
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Toolbar Menu

All of the Toolbar icons below have their own Tool Tip that is displayed
when you hold your mouse over:

Enables the user to add a Data Connection, Data

Command

E
2] | Add Container or a Data Expression
| || Delete Enables the user to delete their selection
@ | | Properties | Displays context specific field properties
1] || Refresh Refreshes on screen properties of the selected object
Copy Copies the selected object to the clipboard
@)/ | Paste Paste an object from the clipboard into the selected object
7| || Move to Moves a connection or a container
X gilsetd{ / Checks that the object will function correctly
This is the play or generate button, it generates the .cub
=| | Run . . .
file as well as runs the reports into Microsoft Excel
=) Create Creates a report viewer instance go be run off the
PRO file computer desktop
| History This keeps track of the run instance history
2| | Help Launches the Sage Intelligence Reporting Help file
Export
4| | Cube This allows you to generate cube definition file
Definition
SIS This allows the generation of the cube file to be linked to
ﬂ Scheduler

a scheduler command
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Sage Intelligence Reporting Standard Report
Creation Structure

The following diagram provides a step-by-step explanation of the
standard report creation process i.e. creating a report that extracts
directly from the source database and renders directly to a pre-configured
Microsoft Excel Template. The component steps include:

e Database Connection
e (Creation of a Container based on database Tables and Fields
e Creation of BI reports

e Saving the report output into Microsoft Excel Templates

Sage Accpac Intelligence
Basic Report Design

Databases Connector Report Manager

+ Design reports with
data contzainers

+  Build connections

! Sage E ‘ to databases
s . Define datato be

— included (data and parameter
f—xro containers) oplions
Sage : :
Accpac - = Multiple drivers + Include summation

= Include sort, filter

available options

f | = Predefined
| Sage - containers for Sage
; EAM Accpac

«  Manage and run
reports to output to
Excel workbooks

111

Excel

L.o5
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Standard Reports available

The following standard analysis reports are available when purchasing
the Sage Intelligence Reporting OLAP Module:

Financial Analysis Cube

This report allows you to analyze G/L accounts by Account Group and
segment over multiple fiscal years.

FINANCIAL AMALYSIS

oo to Trend Anahvss

/
0 Al = y 2
i Al - a
0 Al -
0 Al - /f,- -
i
ab =
: 2015 Total
4 QTR 1 QTR 1 Tedal | @QTRZ “QTR3 SOTR 4
b | I4TH 01 (Jan) WTH 02 (Feb) MTH 03 (Mar}
“Income Statment Accounts 1073 054 4138 e0rer]  rassa]  tovaze]  1mssers]  tamTa 2379 70| 5187 663
3 20 - Sales Revenus 4789 212 A8 -2a61805] 1152957  4ee3 53] aves T | 5521 360] 2603 ss2| 10765 338
#4000 - Saks L7863 543 0 ameezs| -arve1vs| -3zsavos| -seevese| -3sTsaes|  -20arsoms|  -Tesnser
#4010 - Saks, poCess0nies 56 021 -1 810 54 T84 s555a|  -101 644 103578 -37 567 -225 334
#4020 - Sakes, chairs 128 585 ] Asz118|  o1gaes|  -aevae|  -2zsaess B21174 424127
#4030 - Sales, desks 411 882 ] 113  H194n1|  se5148 TS 206 1360 266
#4040 - Sakes, cabinets 328 226 0 158517  -4ss7e3|  -emmem| S22z sTaaETs 1064 737
021 - Other Revenue 425539 0 54| 630833 635380  6r0das|  rsior|  -ze@sE10| 1215089
022 - Cost of Sales 063 099 671 718344 3682113) 2009448  24v094s|  2eB0S3IT| 10353037 4703 365
023 - Interest Expense 3000 0 1 500 4500 4 500 4500 4500 13 000) 7 50
024 - Fixed Charges 1013 287 ] 132308 1146 286 416 705 307 791 272 563 2143 346 679 457
025 - Other Expenzes HM T2 0 4530120 S6T0901| 3889536 3024481 4523567 18003436 11660 764
26 - Income Taxes 30 000 0 15,000 45 000 33 000 33 000 6 000 137 000 105 000
0 27 - Other 0 0 [ a [ a 0 [ [
Grand Total 1073 054 4139 e0797]  zs4990]  1ovazea]  1z9ser3]  1aeTae 2379 708 5187 663

Financial Analysis Cube Trend




TREND ANALYSIS

g0 1o Fingncial Anaksis

a

Value

Trend Analysis

2500000
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1500000
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WTHO3
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T

[ug)
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-

Income Slalment Accounls ||

ACTUAL Column Labels
Row 219

—+-2019

583 288

163851
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Inventory Analysis Cube

1741443 475014
WTH 02 iFab) -1138 273013
WTH 03 iMar) ARI288 8310
1TH 04 (Apr) W20 850380
WTH 05 (May) SSEYIIT 1975184
14TH 08 (Jun) 205160  SB054
WTH 07 {Jul) 167120 14438
14TH 08 (Aug) HIBH 1%
14TH 04 (Sep) 2097 -1
WTH 10 (Och) 476953 [
WTH 11 (Nav) 4283 [
WTH 12 (Dec) 48084 d
Grand Total 4807 275 D004 568

This report allows you to analyze year-to-date stock-on-hand quantities,
purchase and sales order quantities, and actual stock values by inventory

group.



INVENTORY ANALYSIS

Location
tam At
Data
Segment Code = Oty On Hand PO Oty S0 Oty Total Actual Cost
# A1 - Accessories A0 38500 540 079.00  124.00 520 340,00 88612
| #AZ - Accessories - Package 569.00 140.00 400 T05.00 57 700
= €1 - Tikter Chairs I58.00 0.0 0.00 JE8.00 325 117
C12208 - Krugg 220 Arm Titer-Brown 74,00 000  0.00 74,00 el )
CH220T - Kregg 220 Arm Tiker-Tan 50.00 000  0.00 50.00 T 450
C12508 - Krugg Arm Tiker-Brown 0.00 0.00 000 0.00 0
C1250R - Krugg 250 Arm Tiker-Rust 35.00 000 000 35.00 311§
C1500B - High Back Arm Tier 159.00 0.00 0.00 159.00 21 538
CA504T - High Back Ther-Tweed 0.00 0.00 0.00 0.00 0
1 2 - Steno Chairs 44,040 000 100 43,00 2 655
1M - Executive Desks 42,040 000 100 41,00 G55 T84
1 02 - Secretarial Desks G000 000 .00 50,00 13 T4
1 F1 - Filing Cabincts 54,00 450,00 200 502,00 10 224
1 F - Filing Cabinet Extras 0,00 G600 0.00 G000 0
2 F3 - Filing Cabinet with Extras 0.0 000 0.00 0.00 0
4 54 - Sereen Dividers 23100 400 0.00 235,00 12T 252
Grand Total 11 743,00 510 679,00 13200 522 290,00 1562 034,

Inventory Analysis Cube Trend

Top 10 Stocked tems gy inseniory Anglvsis
F "
Top 10 Stocked Items
300000
250000
WALES00 - Highlighter
i WALEEED - Pen
W A14700 - Dry-arass Whita Board Mariers
1500.00 W AL4500 - Bullatin Soard
WAL1030 - Fluarescent Desk Lamp
1000.00 AL4010 - Dest CalendarPad
34000 « Dosi Note Book
M ALE5E0 < Pandl
e W A13100 - Halogen Dask Light
u u D WAL1050-13W Mini Flucrescent Bulb
0.00 v v T v T v v v v y
AL6500-  AJESS0-  AL4T00-  AZ4500-  AL10G0-  AL4D10- AL4DO0- AIGGED- Al3100- ALE050-
Highlightsee  Pan  Dryorase  Bulletin Fluorescem  Dest  DeskWets  Pencll  Halogen  13WMAni
WhiteBcand Board  Dosklamp Calondar  Book DesiLignt Fuorescant
Markers Pad Bulb

| A18500 - Highlghles 2500.00
A18530 - Pen 2 500.00
A14T00 - Dry-erase Vihile Board Markers 835,00
| A14500 - Buletn Beard 731.00
A11030 - Pusorescent Desk Lamp 857.00
A14010 - Desk Calendar Pad 373.00
A14000 - Desk Nale Baok 34200
A18580 - Pencil 300.00
A13100 - Halogen Desk Light 44300
A11050 - 13W Wini Flupreseent Bull I78.00
Grand Total 9 665,00




Sales Analysis Cube

This report allows you to analyze sales quantities, gross profits, and
amounts by customer, product, and salesperson over multiple
fiscal/calendar years.

SALES ANALYSIS A
. o /)

Customer Group = -

Item Location -

Sales Rep 2 3

Doc Type = -

Line Total Excd Column Labels | -

c - 2020 Total |
o 2QTR1 OTR 1 Total [ s aTR 2| = 0TR 3

rowiabets [Ej MTH 01 (Jan} MTH 0Z (Feb) MTH 03 (War)

#1100 - Bargain Wart - San Diego 31004 3038 303 1188 3153
%1108 - Bargain Mar - Oakiand 2 068, 3885 ages|  oeer 1913
#1200 - Mr. Ronald Slack 7077 1680 1690 3188 zie0| 7009
1210 - ACHE Pumibing 3082 3288 3288
#1240 - The Courtyard 840 B 283 ezs3| 3319 8502
#1400 - Coastal Electric Company £7e 1080 1050 1132 2183
#1800 - Custom Camfort a54 1183 1183 2034 EFIH
£ 1820 - Wir. Steghan Kershaw 4462 2288 2289
#1880 - Break-Away Designs 4458 5463
%1801 - Or. Oan Penn 232 1188 1188
& 1570 - Mr. Bionald Englan 160 180
& 4030 - The House Doctors 1689 1669
& 7300 - The Royal Cavendish Co. 840 0| ™ 1571
©7400 - The Yoshida Gardens 794 784 784
Grand Total 21832 7813 1200 5968]  18831| 25457] 2160] 46448

Sales Analysis Cube Trend



TREND ANALYSIS

an o Soles Anglvss

Ling Tofal Excl Fin Year| =~
Fin Moaih - [208 2020 |
MTH 01 (Jan} 128 THTY
MTH 02 (Feb) 180 1830
MTH 03 (Mar) 0 858
MTH 04 (4gr) 010794
MTH 05 (May) 3077 12 548
MTH 05 (Jun} o 2115
MTH 07 (Jul 0 2160
MTH 08 (Aug) m 1|
MTH 0% (Sep) 5032 1]
MTH 10 (Ot 1534 1]
_A\\"',_MF-'/\.:_ NTH 11 (ow) [
MTHOL | MTHO2 | MTHO3 | MTHO4 | MTHOS [ 07 | MTHOB | MTHOS | MTHI0 11 | MTH12 | Grand MTH 12 (Dec) 1078 0
Usn) | (Feb) | iMee) | (aps] | (Mm] | Dusd | WUl | (gl | Bep) | (oa) | (New] | [Dec) | Towl Grand Total 21932 46 448
| ——Fin Yoar 2020
—m-Finvesr 2020 7973 | 1250 | ssee | wo7as [a2ses | zus [ zie0 [ [ [ [ o | 45a4
——finvear2018) 338 | 1830 [} [} 1077 o 0 77 | sem: | 1534 [ 178 | 2191
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OLAP Module Report Creation Structure

The following diagram provides a step-by-step explanation of the OLAP
Module report creation i.e. creating a report that extracts from a local
cube (.cub file) as opposed to directly from the source database and
renders directly to a pre-configured Microsoft Excel Template. The
component steps include:

Database Connection

Creation of a Container based on database Tables and Fields
Create a Date Dimension table

Creation of Dimensions and Measures

Creation of the .cub file

Creation of BI reports

Saving the report output into Microsoft Excel Templates

Sage Accpac Intelligence
Basic Report Design

Databases

Sage
ACEpac
|

Sage
| ACCpaC

Connector

Analysis Report Manager

« Build connections - + Design reports with
to databases - el data containers

= Define datato be = Include sort, filter
included (data and parameter
containers) 1 oplions

+  Muttiple drivers - + Include summation
available options

= Predefined - Manage and run
containers for Sage reports to cutput to

Excel workbooks

Excel

L.o5
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Using a Pivot Table in Microsoft Excel to Browse
an OLAP Module cube

Use Microsoft Excel to create a link to your OLAP Module cube report, by
using a Microsoft Excel Pivot Table to browse the cube and define the
layout as you would like to see it in a Microsoft Excel Pivot Table.

The dimensions and measures that you used to create your .cub file are
available on the Pivot Table field list when you have run your report into
Microsoft Excel.

Using Microsoft Excel as your cube browser allows you to drag and drop
the fields defined in your cube to view the same data in various ways. If
you get to a point where a specific layout that you have created serves a
specific need in your business and you want to keep this layout, you can
do this by creating and linking your Microsoft Excel layout with the cube
report you created in the Sage Intelligence Reporting Report Manager.
Consequently, each subsequent time you run your cube report after
doing a create and link process, your most recent Microsoft Excel layout
will automatically be displayed.




._—J E Values
Floty
¥ UnitPrice
a2 ] pate
# []Date

3 ] Invoice De...
¢ [F] Invoice ...

PivotTable Field List

Choose fislds to add to repart:

X

“ RepartFiter

T Column Labels

Diate
T Walues

1] Row Labels
Tnwaics Detaiks

E  Walues

Qty
LinitFrige

Co..

You are now able to perform data analysis on the data in the .cub file.

A C D E F G H ] K 8 M
1 Year |*|Data
2 2003 2004 2005 ¥ 2006 ® 2007 2008
3 |MultiStore | * | Oty UnitPrice  |Qty UnitPrice  |Oty UnitPrice  |Qty UnitPrice |0ty UnitPrice | Oty UnitPrice
4 12001 I 4234871 47500.4 il -1 £25616. 1122.2 106475, 475.9
5 | ®ACC 353482, 5.9
6 | ®ALT 148328 £41.4
7 |®CT -343. :
8 |®CTN 4516215 35922.9| &31699.1 E7110.4| &444B45 49868.1| 10973873 53898.5| 1356794.2 £1322.5 47900.8 2172.
9 | ®DBN 162668.3 B899.5| G5R794LY 20837.| 5102529 237609 1355866. 23195, 13887735 332185 22100. 1007.5
10 | W ECP 18315. 760.1 4535, 4383 7390 677. 4615. B36.8
11 | = IMP 1229850. 1838.7 1784831 71816 39545, 433
12 |®JHB 1255324.2 79425.| 2054856 130089.| 23729966 129459.5| 6762443.1  155105.5 5019085. 211333.3| 3849754 10704.8
13 |=LAS 2315325, 943.7) 8116343, f368.4 -31175. 218
14 | ©5AM 673.9 -B6.1 1 282, 163.7 3354.4 11616 2239.6 14343 -15. 35.5
15 |Grand Tatal 22987749 171747.8| 32733267 2088065 3532522.  203691.4[ 127716149 237826.9| 18278574.2  323879.1| 1071624.3 151737
1R
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How does Sage Intelligence Reporting OLAP
Module fit in with other OLAP solutions?

Microsoft Analysis Services cubes may have already been created. Sage
Intelligence Reporting allows you to connect to these cubes so you can
use the rest of the Sage Intelligence Reporting interface to create a
report off this cube, and browse it using Microsoft Excel. The advantage
of this is that you now have one common interface for all your
organizations reporting, whether it is fixed format reporting or analysis.



The Advantages of Sage Intelligence Reporting
OLAP Module over other OLAP solutions?

Business Intelligence tools like Sage Intelligence Reporting transform
data into knowledge. It is worth considering what local cube technology
offers an organization as an extension to Microsoft Analysis Services as
an OLAP tool. Sage Intelligence Reporting OLAP Module offers
functionality to build and maintain Local cubes.

So why would an organization want to do this?

¢ A local cube file can be loaded on a laptop, so that a user can browse
multidimensional data while disconnected from the network

e A local cube can be e-mailed to a remote user who does not have access
to the Analysis Server

e [ocal cubes can be downloaded from web sites, so that remote users
can be given access to multidimensional data

e Different local cubes can be created and distributed to different users,
with each cube containing only the information the person is authorized
to see

e Local cubes can be created that have a subset of the Analysis Server
cube's data. This can greatly increase convenience and browsing speed
for the user

e When a cube only contains the subset of information that the user wants
to use, they can browse more quickly and more efficiently
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OLAP Browser Options

Microsoft Excel is one of the many cube browsers that exist. Sage
Intelligence Reporting supports this strategy because most data users in
the world use Microsoft Excel every day to present and share
information, so it makes sense to use this as not only a browsing platform
for cubes, but also for delivery of fixed format reporting.

Pivot table and chart functionality is the basis for cube browsing using
Microsoft Excel. It is a very powerful facility, and many users don'’t get the
opportunity to really understand it. Sage Intelligence Reporting supports
better and smarter use of Microsoft Excel to create operational
efficiencies within organizations.



Home > OLAP Module > Terms and Definitions



Terms and Definitions

OLAP

OLAP stands for On Line Analytical Processing, and
supports multi-dimensional analysis of information. It is
the process of extracting information from a data source
(this could be a transactional system, or a data
warehouse), and compressing it into a format that is
optimized for multi-dimensional analysis

DSN

File used by various database client programs to connect
to a database; describes properties, such as the data
source name and directory, the connection driver, the
server address, user ID, and a password; used by ODBC
drivers to connect to a specified database, such as a SQL
Server or Microsoft Access database

Connector

The Connector provides the facility to connect to all
ODBC compliant data sources for example,, SQL Server,
Oracle, Access, and Pervasive using a windows explorer
look and feel for simple administration of all data
connections. All data containers are created in the Sage
Intelligence Reporting Connector

Report
Manager

The Report Manager provides access to the data as
defined in the Sage Intelligence Reporting Connector, and
empowers the user to customize their reports for
Microsoft Excel. Filters, Parameters and Aggregates can
be added to your report, new reports can be created and
reports can be organised in folders

OLAP
Module

The OLAP Module allows the user to define dimensions
and measures required and then create the .cub files,
which will then become a data source within the Report
Manager. As the data remains static, the .cub file should
be rebuilt daily to ensure that the data remains relevant

Data

A Data Connection holds the relevant connection
information to connect to a supported ODBC or OLEDB
compliant Data Source. This Data Connection object is




Connection

then used for all connections to this Data Source. By
Adding a Data Connection the Administrator can make
data available from this Data Source

A Data Container is a set of data which is made available
(published) by the Connector and allows users access to
the data using the Report Manager. The source of this

Data data can be a Database Table, View or Stored Procedure,

Container |or a custom Join based on two or more Tables/Views.
Once you have configured data connections you will need
to select your data containers which contain your source
data

Data A Data Expression the administrator to choose the data

Expression fields (publish) from the Data Container(s) which are

P available through the Report Manager

An OLAP cube is a data structure that allows fast analysis

OLAP Cube | of data providing the capability of manipulating and
analyzing data from multiple perspectives

Cube The organized hierarchy of categories, known as levels,

Dimensions

that is used to define the structure of a cube or data
warehouse

The raw data summarized and totaled. For example: On

Cube our Sales cube we would like to show the total sales
Measures . :
value for our chosen dimension Sales
Local Cubes (.cub file) A local cube is stored in a single,
portable file that can be stored on both server and non-
.cub File server computers. End users can browse local cubes
without a connection to an Analysis server. Local cubes
are the only variety of cube that provides this functionality
A Cube Browser is any application that allows users to
Cube ) :
Browser guery an OLAP cube. Sage Intelligence Reporting uses

Microsoft Excel as its cube browser
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Creating a New Cube Definition

Method :
1. Openthe OLAP Module.
2. Right-click on Home and select Add Folder.
3. Create a Demonstration Folder.
4. Right-click on the Demonstration Folder and select Add Cube
Definition.
5. Name this Cube Sales Demo Cube.
Enter a na me_l‘c_:[_t_hitj_‘EEe_
|5ajesl:lemnl2uhe| '
0K Cancel [
6. Select the Sales Details 2.0 Container on the RKL Parent Connection.
Select Data Container
Mame | Descripion | Farent Connecion
Dashboard Sales Details 2.0 Sales Defails REL Trading Demo
GL Transachons 2-0 Ganeral Ladger Transachons REL Trading Demo
WManagerman Pack 2-0 Chan of Accounts Details FEL Trading Demo
A FEL Trading Demo
Stock Felrders 20 Stock on Hend and Reording in...  REL Trading Demo
o I F
Ok, I Cancal |
7. Enter a name for your new Cube Dimension and click OK. eg,
customer.
8. You will be prompted to drag and drop your chosen Source

expressions (highlighted below on the left) to your Dimension



Levels (highlighted below on the right).

What is a Cube Dimension?
A cube dimension is a set of one or more organized hierarchies of levels
in a cube that a user understands and uses as the base for data analysis.

By using this drag and drop option to create your source expressions as
dimension levels you are building a logical drill down data set.

A dimension can also be understood as the columns and rows of a Pivot
Table.

Examples:

A Geography dimension might include hierarchical levels for:
Country/Region, State/Province and City.

A Time dimension might include hierarchical levels for:
Year, Quarter, Month and Day.

1. On this Customer Dimension, you wish to aggregate sales up to

Customer Category Level but still are able to drill down to individual
customer's accounts.

Drag the following Source Expressions to the Dimension Levels in
the following hierarchical order:

L CustomerCategory

m CustomerName



@ Build Dimension @

Drag and drop source expressions to your dimension to create levels.

Drag and drop levels within your dimension to re-order them.

Source Expressions: Dimension Levels:
2] CastPrice il 'ﬁ Customner [drop an exprezsion here to create the first level]

o HIE
5] CustomerCodeN ame EIE CustomerCategary
2] CustSupplD . B Custamery ame

B Date

B Description
B Diochlo

B DiocMol
B DocType

B OrderMo
[ Dorind
Il T 3

m

L4

Apply Exit

2. Click Apply.

3. You will be prompted to select your Cube Measures (or measure fields).

What is a Cube Measure?

A Measure is a set of values in a cube based on a colun
the Cube’s Dimensions.

A Measure allows you to select the data you would like t
available for analysis.

A Measure can also be understood as the data area of ¢
pivot table

4. On this Customer Dimension, you wish to use Total Sales as your
measure.



[ Choose Measure Fields

1Oy

1 RecordType

1 SalesmanlD

[ SalesPersontame
T Stare
OTax

D TotalCost
%] Total=ale
1 Uit

U Unit Price

unﬂele:t.dﬂ] galamﬁ.ll| Ok, I Cancal

|

-

Select the field TotalSale and click on OK.

You will be prompted to select a Function to perform on your Measure.

This allows you to select which aggregate function you would like
applied to your data. On this Customer Dimension, you wish to Sum

the Total Sales measure. Select

Click OK.

o |t|m|E)|Relm|v| - | >S5 D] S1F]

Object |
Hame
| Demonstration Folder

Seles Demo Cube

the Sum option.

Froperies | Dimensions I-.-Isﬁsuras| Fulters| Pamrnalers]
Cube Definition 1D

Cube Definition Mame
ismes Drermo Cube

Description
|5ﬂ1es Demo Cube
KSR R 5 TR

[

Cube Fila Nama

iS eles Demo Cuba. cub I

Last Refrashed

I~ Show Advanced v v
|30bjects

Proceed to Adding a Dimension.




Home > OLAP Module > Tutorials > Creating a New Cube Definition > Adding a Dimension



Adding a Dimension

1. Add a dimension called Date (not to be confused with the Date
Dimension Tool).

It will add value to a cube report on customer sales to be able
show on which days sales were made. To provide the relevant
information we need to add another dimension to the cube. By
creating a date dimension we will be able to summarise YTD
figures while still retaining drill down functionality to the low
level, daily sales.

2. On the Sales Demo Cube in your Demonstration Folder, select the
Dimensions Tab.

3. Click on the Add button.

P =

& OLAP Manager boe-@4] 52
|ufm(pinim]v] | >[3]s] 2
Chject | Froperies Memsure;] Filtersl Farameters |
s MNome |
[#] Demonstration Folder

[ Customer

4 Sales Dema Cube

Bermove

Wave Up

FElY

e Diwn

30bjects

4. Enter a name for the Cube Definition and click on OK.



Enter a name for the Dimension

Ok Cancel |

|I:||:|re|

5. Add the Date Source Expression to create a Date Dimension Level.

Note: Once you have selected the Date field, the OLAP Module will

automatically recognizes it as a date field and displays various

predefined date levels. Select the date levels you will wish to display in

your report.

6. Select date levels as Year, Quarter, Month, Week and Day and then

click on Apply.

e Build Dimensicn

Drag and drop source expressions to your dimension to create levels.

Drag and drop levels within your dimenszion to re-order them.

Source Espreszions; Dimengion Levels:

=

s

3_ CustomerCategony
j_ CuztomerCodeM ame
j CuztomerM ame

=] CustSupplD

a Dezcrption

B DocMo

3 DocMaol

j DocType

[Z1 Akl
L] I k 4

m

{4

[5] CostFrice -~ Date [drop an expression here to create the first level]

[0 Second

Proceed to Generate the New Cube




Home > OLAP Module > Tutorials > Generate the New Cube



Generate the New Cube

You have now created the new Cube Definition including Cube
Dimensions and Cube Measures that will populate the Cube (.cub file).

1. In your OLAP Module, select the OLAP Sales Cube in the
Demonstration folder.

2. Right-click and select Generate Cube.

A connection to your cube will automatically be created in the Sage
Intelligence Reporting Connector module once you have loaded your
data into a cube (.cub file).

Note 1: If a cube already exists you will be prompted with a message
to overwrite the old cube.

Note 2: If you have used scheduling to refresh your cube, the cube
will be generated and will automatically override this message and
refresh the cube.

Note 3: If you are using a scheduling routine for a Cube Report in
the Sage Intelligence Reporting Report Manager module in
conjunction with a separate scheduling routine for the underlying
Cube in the OLAP Module, you must ensure there is sufficient time
lag in the scheduling of the Report Manager to allow for the Cube to
be refreshed in the OLAP Module.

Proceed to Create a New Cube Report



Home > OLAP Module > Tutorials > Create a New Cube Report



Create a New Cube Report

Using the Sage Intelligence Reporting Report Manager module, create a

new Cube Report by linking it to your own .cub file which you have just
created.

1. Within the Sage Intelligence Reporting Report Manager right-click on
the folder chosen to hold your cube reports, select Add Report.

@ Report Manager = 53
2 e e e Y il O T £ i Y Y B ST 2 |

Oject | Properies |

Hame Falder ID

[CADemonstration |30 = |:|

Open
Rename
Delete

Add Report

Properties

Refresh J_
=

Run Report Batch [30njects

D Damack Datek Adada T

2. You will be prompted to select a type of report, select Cube Report.

Please select the type of report to create

(" Standard Repor

(" Union Repor

Ok, I Cancal |

3. Click on OK.

4. Enter a name of the report and then click OK



Enter a name for the Cube Report

o] oo |

|D.|5fc|mer Feport

5. You will be prompted to select a data container (Cube) for your report,
select the container named Sales Demo Cube which you created earlier
and click on OK

6. You will notice the Customer Report is now created in your OLAP
Cube Reports folder and you will also see new tabs in the Report
Manager referring to the properties of your Cube Reports.

&= Report Manager T [
n|glEp R v] | vlo|ae|ralbdSlE 2 7]
Oibject | Froperias | Cube Page | Cube Fow | Cube Column | Cube I'u'leusurei
dlHome Feport 10
ClDemansiration Ezg A |
EI0LAF Cube Reports =
i Customer Beport Feport Mams j
|Dusmmer Fepart
Description
|Cr.r511:|me; Feport

Template Sorage Localion
Wmammﬁn'\ﬂmdnrd Mataliatal Olaph Templates)

Bepon Template

| ]

Feport Infarmation on Second Sheet [+

[ ShowAdvanced ﬂ
[400jects

The tabs on Properties window in the Sage Intelligence Reporting
Report Manager are different for Cube Reports as opposed to Standard
Reports or Union reports. You will notice that Page, Row, Column and
Measure tabs replace the original Columns, Filters and Parameter
tabs.

7. Select the Cube Page tab. Click Add on the right hand side of the
screen.



10.
11.

12.

13.
14.

15.

& Report Manager o || B s

1 [ Y el N e 3 Y Y )
Ohject | F‘mpenies Cube Hnw] Cube I::-Iumn] Cube Meaﬁure]
14]Home Mame |
Z1Demonstration ol
Z1 OLAP Cube Repons

L Customer Report - -
’ Choose Page Dimension Remove

Mave Up

howe Diown

I

LinSeIamAlll Eeled.b.ll| (0.4 | Cancel |

Busy : UserAdd,... _— [4 Objects -

The Customer dimension defined within the OLAP Module will now
be available for selection.

Click on OK
Select the Cube Row tab.

Click Add on the right hand side of the screen. This will define the
information shown horizontally.

The Date Dimension defined within the OLAP Module will now be
available for selection

Click on OK.

Select the Cube Column tab. Click Add on the right hand side of the
screen. This will define what information will be shown vertically. For
this example we have no data as we are totalling the sales values within
the report. Click OK

Select the Cube Measure tab. Click Add on the right hand side of the
screen. This will define which measures to report on based on the
measures set up within the OLAP Module.



& Report Manager = @] 52|
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16. The TotalSale measure defined within the OLAP Module will now be
available for selection.

17. Click on OK..

18. Right-click on the report name click on the Run button, or right click
and select Run.

Grand Total | 1073 981.26

A B C
1 Customer |All ||
2
3 Year = |[TotalSale]
4 | ®2002 0.00
5 | #2003 1057 848.23
6 | ®=2004 16 133.03
i
8

19. The user is able to drill down to interrogate the data by double clicking
the year fields. A specific customer can also be selected by using the
drop down menu at the top of the report.
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Report Troubleshooting

The following are common reasons that a Report is not functioning:

¢ The underlying Data Source is unavailable or inaccessible.
Check with your System Administrator.

e The Report is using a Template which is conflicting with the way
in which Sage Intelligence Reporting works. Sage Intelligence
Reporting always expects the first sheet in a workbook to be the
sheet that is available for the report data to be placed in. If the
Report has the option "Parameters on Second Sheet" set, then
Sage Intelligence Reporting expects that the second sheet of the
workbook is available.

¢ You may also receive an error : There is no data for this report.

[ i " No Data LJJE- )

':0] There is no data for this report.

This may not be a problem but may just reflect that the combination
of filters and parameters that are being used result in no data being
returned.

e When running a report with parameters you may receive the following
error : The Lookup retrieval returned no data.




- =)

L

This will occur when using the lookup to search for a selection at
run time and the parameter used results in no data.
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Connector Troubleshooting

Data Connection Troubleshooting

The following are common reasons that a Data Connection is not
functioning.

e The server storing the data is down - check connectivity can be
established to the server

o Network problems are occurring - check that the network is
functioning normally

o Network security is preventing the data from being accessed -
check with your System Administrator that you have the
necessary privileges on the network

e Connection Timeouts are occurring - click here for more details
on dealing with connection Timeouts



Data Container Troubleshooting

The following are common reasons that a Data Container is not
functioning

e The Data Containers parent Data Connection is not functioning.
See Data Connection Troubleshooting

e The Data Container is based on a SQL Join and the syntax for the join is
incorrect. Valid join syntax is usually of the form : [TABLE_A],
[TABLE_B] WHERE [TABLE_A].[KEYFIELD_1] = [TABLE_B].
[KEYFIELD_1] AND [TABLE_A].[KEYFIELD_2] = [TABLE_B].
[KEYFIELD_2]

Note: this may vary depending on the SQL standards of the underlying
data System). For more information on using joins see Joining Tables

e The Data Container is based on a SQL Join but the Container
Type property is set to TABLE or VIEW. You will need to set the
Data Container Type to JOIN
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Glossary of Terms

Expressions

Term Description
Aggregate |Functions (often mathematical) that can be
Function used across sets of data
The Expressions selected to be displayed
Columns :
in a report
: The operator used by a Filter or Parameter
Comparison :
Method for comparison for example, Equal To,
Greater Than, Like
: A value that is used by a Filter or
Comparison :
Parameter to refine the rows of data
Value
returned to a report
A set of information sufficient for
Data . .
, establishing database connectivity to a
Connection
chosen data source
A published Table, View, Stored Procedure
Data -
: or Dataset (based on a join) that can be
Container
used to source data for a report
Data A Field or Expression (derived from one or

more fields) in a Data container

End User Query and Reporting, a niche

EUQR category of the Business Intelligence

market
: Static criteria used to limit the data that is

Filters
returned by a report

Filter Field |The Expression on which a Filter is defined
A way of relating the data in one or more

Join tables so that the data can be viewed as a

single set

Metadata

A set of data that describes another




Set underlying set of data for the purpose of

simplifying access to the underlying data
Object The explorer style interface used to access
Window Sage Intelligence Reporting Objects

Open Database Connectivity. A universal
ODBC

standard for database access
Optional Used as default parameter values at actual
Defaults report runtime
Parameter User specified (at runtime) criteria used to

limit the data that is returned by a report
Data A screen that provides a read only view on
Screen sample data
Process Tool that displays all running reports and
Monitor that allows reports to be cancelled
Progress Window that shows the running state of a
Status report
Sourcg The source of the data needed to generate
Container

reports
Type
Table A structure for storing data

: A view is a virtual table whose contents are

View :

defined by a query

A pre-compiled selection of SQL statements
Stored and optional control-of-flow statements
Procedure |stored under a name and processed as a

unit
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Getting Support

The Sage Intelligence Reporting Help Files have been written to provide
maximum information and assistance to all Sage Intelligence Reporting
users. Every effort has been made to make Sage Intelligence Reporting
easy to understand and use. The comprehensive help files can be

accessed by pressing the F1 button in your Sage Intelligence Reporting

software. For further assistance, please contact:

Phone

General

Information |604-207-9480

Phone

Address 13888 Wireless Way, Suite 120,
Richmond, BC V6V 0A3

Sales 800 945 8007

Phone

Sales e-mail | sales.accpac@sage.com

General

Information | http://www.sageaccpac.com/generalinfo

form

Product

Information | http://www.sageaccpac.com/productinfo

form

Technical

Support 800 253 1372

Phone

International

Technical 1,1 604 207 3601

Support



mailto:sales.accpac@sage.com
http://www.sageaccpac.com/generalinfo
http://www.sageaccpac.com/productinfo
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ThSync Add In

The TbhSync2 function was specifically written for the Financial Pack
design but can be used in other scenarios.

It Synchronizes a column (Source Column Range Name) of values in one
sheet (Source sheet) with a column (Target Column Name Range) in
another sheet (Target Sheet) and will bring formulas down with the
synchronised column based on a range that is specified to be copied
down (Formula Range to Extend). The target sheet synchronisation
needs to be told what row to start synchronizing from (Target Sheet Start

Row).

Optional Parameters:

Run interactive: Set to 1 for the TBSync box showing new accounts to
show. Set to 0 for synchronisation to happen without prompts.

Only Handle Numerics: Set to 1 to ignore non numeric values.

Support for Stored Procedures - The Sage Intelligence Reporting
Application has been extended to allow developers to use Sage
Intelligence Reporting to access data returned by database Stored
Procedures.

System Variables - System Variables have been introduced for use with
filtering and Parameterization.

Pass Through Variables - Pass Through Variables increase the options
available for and power of report Parameterization.
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Distinct Sort Conflict

Cause: You are using the Show Distinct Rows option on the Report and
you have chosen a Sort Field which is not selected as a display Column.
It is possible to have Sort Fields which are not also Display columns but
most Data Access Drivers will not support this if the Show Distinct
Rows option is being used.

Resolution: There are three options here to resolve the problem:

¢ Do not use the Show Distinct Rows option

e Remove the offending Sort Fields (i.e. Sort fields which are not
also selected as Display Columns)

¢ Add Display Columns to correspond with all selected Sort Fields.



Home > Distinct Sort Conflict



Distinct Sort Conflict

Cause: You are using an Aggregate Function on one or more display
Columns and there is a Sort Field which is not selected as a display
Column. It is possible to have Sort Fields which are not also Display
columns but some Data Access Drivers will not support this if the an
Aggregate Function is being used.

Resolution: Remove the offending Sort Fields (i.e. Sort fields which are
not also selected as Display Columns).
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Average or Sum on Invalid Data Type

Cause: You are using a Sum or Average Aggregate Function on a
Display Column which is of a data type that cannot be Averaged or
Summed. Usually this will be when attempting to use the aggregate
against a Character or Date data type.

Resolution: Do not use the Aggregate function against the data type in
your chosen Display Column.
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Aggregate Asynchronous Conflict

Cause: You are using an Aggregate Function in a report and the
underlying Connection Type for the report has been configured in the
Connector to perform queries asynchronously (property Supports
Asynchronous Execution has been checked).

Resolution: Either do not use the Aggregate Function or configure the
Connection Type in the Connector to not perform queries asynchronously
(uncheck the property Supports Asynchronous Execution).
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Comparator and Aggregate Function
Compatibility Matrix

Matrix Legend

Supported

Not

Supported

I Problematicl

Not
Relevant

Pervasive

DBase

SQL Server

Char

Num

Date

Char||[Num|Date

Char

Num

Date

Equal To

Greater
Than

Greater
Than or
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Less
Than
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Than or
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Is Like

Not
Equal To

Begins
With

Ends
With

Contains

Does Not
Begin
With

Does Not
End With




Does Not
Contain

Is Null

Is Not
Null

Is Not
Like

Like [A-
B]%

Like A%
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%Z%

Like a%
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[SZ]%
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W]%

Minimum
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