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Creating and linking a report

Did you know you can customise the formattimg and layout of the Sage Accpacintelligence reports ?

Why would you want to do this? Sage Accpac Intelligence standard reports are designed to provide a

starting point for the more common reporting requirements. You may however want to change the look

andfeel (col our s, f osnoityouscomplny imagg, arid gou might want to change the layout

(move columns, add or r e mepeddic companyneguiemeénss. Itisccritisall i t your
that any changes you make to the report are saved for future use and for the next time you run the

report.

Before we start

You will have to make a opy of the standard Sage Accpac Intelligence reports before you can

make any changes to it.
How to Copy a report

Open report manager and right click the report you want to Copy, select the copy option. Right

click on the report folder you want to paste the copy to and select the Paste option. The copy

of the report wild.l be renamed aamedoCopy ofdé6 and the
How to Create and Link the report

1. Open your Sage Accpac Intelligence Report Manager

2. Select and run out the report you want to customise

ﬁ File Action FReport Tools Window Help

e[ @@ m ]| -e|w|e|a|d|s)al 9 =
Obiect | Properties l
@|Home Falder ID

[l D'ashboard Feports i

i Demonstration

Falder Mame
D emanstration

tanagement Pack D-2-0[ Demo |
[#] 5 ales Details 2-0 [Demal
|E| Stock Re-Order Levels 2-0 [Demo) Description
[_I Financial Reports |
[ Inventory Feparts
[ Purchazes Reparts
[ Sales Reports

3. Make the changes to the report; ensure that Sheetl (where Sage Acpac Intelligence places the
Raw Data) and Sheet2 (where Sage Accpac Intelligence places the report parameters) are
unchangedi.e. they remain as the first and second sheets in the workbook
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v B e D E F G H
1 SALES REFORT
2 FOR THE FERIOD TO DATE FROM 01 SEF 2003
3
4  SalesPersonName (Al -
5  Store Ay -
& Period )] -
7 CustomerCategory (Al =
8
9 Data
10 CustomerCodeName - | ProductCategory |;|Produc‘t€odehlam - aty Total Cost _ Total Sale GP GP%
11 | ¥ DCEE01-DCEES TEAS 12 1,271.51 1,858.08 586.55] 31.57%
12
13 | #IJEFF01-JEFFS SNACKS 3 241.5% 445.18 203.57] 45.73%
14
15 | F MARAD-MARANGOES 18 1,886.08 2590968 1,023.60! 35.18%
16
17 | F THEGO1-THE GRUB SHO [:] §56.02 1,045.18 388.141 37.23%
18
19 | 2 TTGAD1-TREE TEA GARDENS 51 5,060.00 808032  3030.32] 37.45%
20
21 Grand Total 91 9,115.20 14,348,389 523319 3647%
==

4. Once the changes have been made, leave the workbook open, and go back to Report Manager.
Right click on the report that you want to link your Excel workbook changes to and  select the
Create and Link Template option

g Fle Edk Action Report Tools Window Help

sjpl@pBev-| >ealeiaaon 2 97F

Object | Propertias I Columns | Fiters | Parameters | Sort Fields | Aggregate Fiters |
%Homc Report ID
- Dashboatd Reports |4
) Demonstration
Report Name
Mmagemem Pack D-2:0( Demo ) -
Bal 5 s Detois 2.0 (Demo) [Sales Detals 20 Deno)
ﬂSlock ReOrdet Levels 21 OPen |
= Financial Reposts Rename and gty per customer, product, salesperson
22 Inventory Repors oo age Location
23 Puchases Repotts i \CUSTOM\REGIS TRATION\Templates\
) Sales Reports Run Sample 97.2003 T <
e o (Excel 97- emplate (*.4))
.
Un-ink Template Second Sheet v
Lock

5. The popup window will show a list of all your open Excel workbooks, select the workbook you
have made the changes to and click OK
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Select Workbook to Convert to Template

Select an Excel WWorkboak from the list below. The farmat af this
workbook, will be stored as a termplate for this repart.

Drananload M atris, sz

Sales Detailz -0 [Demall

k. Cancel

6. You will be pro mpted with the messagebelow. Click Yes to create and link the workbook, if
you select No the workbook will not be linked

i | This report has the Option bo Place Parameters on the Second Worksheet sek, This requires that the conkents of the Second Sheet of WorkBook [Sales Detals 2-0
(Demo)l] be clearsd First. 15 this okay?

7. You will also be prompt ed to specify the template name. It is recommended to keep the
tamplate name the same as the report for ease of reference. C lick OK

Specify Template Name

k. Cancel

8. A message will be displayed once the template has been successfully linked

Completed Successhully E

-
\_I:) The ternplate was created successhully and linked ta the report,
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Copy and Pasting Sage Accpac Intelligence Reports

Did you know you can copy and paste a report, at any stage, in the report manager?

Where would this be useful?

This can be very useful if you do not want to corrupt the master report, or you would like to create

hybrids of an existing report.

So you might have a sales report that shows a customer analysis on sales, and you want to create
another report that shows sales analysed by Reps instead. The wise thing to do is create a copy of the

original report, and then rename the copy to SalesbyRe p, and

t hen

customi se t

report. You have the benefit of re -using all the information and properties of t he original report

without having to create it from scratch. This is how you do it...

1. Open your Report Manager

1 Demonstration

[##] t anagement D aghboard
t anagement Pack 0-2-0 [Demo)
RE.L Analyziz Dazhboard 2-0 [Dema)
RkL Dazhboard 2-0 [Dema)
Sales Cube Repart 2-0 [Dema]

R EETE

ez Deta

] stock Re-C Open
E Top Custon Rename

=

[ TUP Produg Delete
| Evalutian
1 Guest Speakel Run
1HC Run Sarple
_‘| Foilsfit Design
| Pastel .
22 Tritan Create and Link Template

Un-link Template
Lock

UnLacl

Create PRO File
Check/Test
Properties
Refresh

Histary

Capy

Maove To

2. Right click on the report you want to make a copy of

Select copy from the popup list

This has pasted the report to the clipboard dnow you need to paste the report onto a folder...

3. Select the required folder dthis might be the same folder that the original report wasi n, ora

different folder.

Right click on the folder and choose paste from the popup menu
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| B i=10

[ Cubes
i | D emonstratiar -
| 14 Open
[ |Managenm:
[ |Managem: Rename
= |RKL Analy Delete
= |RKL Dash
Add Repaort
~|Sales Cubs e Ep.m
E Sales Dets Properties
¥ 5tack Re- Refresh
E Top Custo Paste
E Top Produ
[ Evolution Run Report Batch

TI Guest Speaks Run Report Batch {(Made 2)

AVl T =

Note dyou can also use the short-cut keys of Ctrl -C to copy the report, and Ctrl -V to paste it
instead of using the menus.

4. You can now rename the newly copied report 6by def ault the new name wil|l b
name>0 so it can be distinguished from the original
] —uDes

I Demanstration

EI:|:||:|_I,I of Salez Detailz 2-0 [Demn]
b anagement D azhboard
b anagement Pack D-2-0 [Demao]

5. Right c¢click on the report and select the O0renamed op

So what you have now is an exact duplicate of the original report that will get its data from the
same place, and deliver it in the same format duntil you make any changes to this new report.
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Importing and exporting Sage Accpac Intelligence Reports

Note: This function will not be avai  lable in the FREE version of Sage Accpac Intelligenc e.

Why would we want to do this?

One of the great features in Sage Accpac Intelligence is the ability to create reports and be able to
share them with other Accpac Intelligence users. Another significant use is to be able to expo rt
problematic reports and send them to be fixed, and then import them once they are ready  din this day
and age with significant traffic congestion, this can be a huge time and money saving for you. It is
essentially a transport mechanism for reports that removes the risks of cutting and pasting various
elements of a report manually.

Exporting a Report: -

Reports can be exported from one Sage Accpac Intelligence installation and imported into another. The
export function can create either a standard report attachment (.alx extension) or a compressed report
attachment (.al_ extension). Either of these file type may then be distributed for import into other
Acpac Intelligence installation.

To export a report, simply select the report in the Report Manager Int  erface or from the Tools menu
you can run OExport Reportéo.

You will be prompted for a Metabase Version. Select the highest version, unless the installation you
intend importing the report to is running on an older version of  Sage Accpac Intelligencess Inklligence.

Fﬂm

Open

Rename
5| Delete

Run

b Run Sample
o Select Version Compatibility
Create and Link Template

Pleaze zelect the Metabasze Yerzion that

Lock. you would like the export file to be
compatible with

s CreateFRD File -
R CheckjTest o+ B0Z
o  Properties
o Refresh 500

Hiskary

Copy

" h0o

Mawve To

J
Ll Export Report
T Generate Scheduler Command

Purge Instance History

AR TR

You will be prompted to select a location to save the export file  to.
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| My docs

(L2 My Garmin
D éMy Music
Bt &My Pictures
— LE My Yideos
:‘l)_g [LZ)Pastel Parkner BIC Tips & Tricks
kAy Computer
‘,__,_ File name: Ei ales Del - j Sawve
- [ == ]
My Metwork, Save as ype: |Cnmpressed Expart File [al_) ﬂ Cancel

Flaces

Note: Use a compressed file format (AL_ files) to keep file sizes to a minimum . This is useful when you
need to distribute reports.

Export report files or .al_ files can be imported into your Sage Accpac Intelligence installation from the
Report Manager or the Connector Module.

ﬁ File Action Report BGEEEN Window Help
Unlock Excel )
| [7 :
| | | D | | Switch Qukput Mode 1 \‘) lg ﬂ
I;Ibiect Shiow Hidden Reparts
¥ Home Show System Yariahles iy Location

[ Dashboard Feports TOMMREGISTI
1 Demanstration Configure Inkernet Connection

1 Financial Freparts Pastel Business Inteligence Centre Community

1 Irventory Reports ATl [RAsTal | M0

To Import a report using the Report Manager, perform the following steps: -

Open the Report Manager.

Click on "Home" in the Object window

Select the Tools menu.

Select the "Import Report" function

You will be asked to locate the Sage Accpac Intelligence export file (*. ALX or *.AL_)
Browse to the file and press Open.

=8 =88

Sage Accpac Intelligence will show the following dialog screen which contains information for the
import and requires you to select a Target Connection and a Report Destination.
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=A =4 =A =8 =4

]

Import Report

Report Mame: |5 ales Details 2-0 [Demal

Created By Compary: |p¢._5'|'E|_

Report Container S ource: |Sales Dietails 2.0

Creation Time: |2E|UEU'| 2/ 04:32:30 FM
Onginal Template Name: |Sa|es Details 2-0 [Dema] =it

Template File Size [bytes): |?1 520

Original Cotnection Marne: |HKL Trading Demo

Original Connection Type: |DDBC Driver for Access
Export Library Yersion: |4_5_[|

Irnipart Library Yersion: |5_?_503

Target Connection: |F|KL Trading Dermno j

Target Connection Type: |

Report Destinatior: Eales Freports Mew

Import | Cancel |

Select a Target Connection from the drop down field provided

Select a Report Destination folder from the drop down field provided.

In the event that you would like to create a new folder in which to place this report then click
the ONewd button

Type in a name for the folder and click OK

Press Import.

Sage Accpac Intelligence will try and locate a Source Container in the selected connection that
matches the one used by the original report. You will be given the option of using this one if a match is
found or creating a new one. Where possible it is recommended that you use existing Source
Containers. Your report should now be available for use in the Report Manager.

To Import a report using the  Connector Module , perform the following steps: -

= =449

Open the Connector Module from the Sage Accpac Intelligence desktop.

Drill down to and select the Connection from which the report will be drawing data.
Select the Tools menu

Select the "Import Report" function.
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EFH: Action WISCAN Window Help

_| oa| o I
Conrection Driver Properkies
# || Properties l
%Enwlwm Conneclion |0
iFm&er‘luBmc[l] dirve [1
Mictazolt Remote Provide: :

W Microsolt.Jet OLEDB. 4.0 fos CSV 'l“;“‘"m"‘" el

W Microsolt.Jet OLEDE 4.0 Provider

1 1408 DDEC Driver Cornnection Narne

v MYOB ODBC Driver AU7 |RKL Trading Demo

v mySOL ODBEC 351 Driver Access Database (mdb)

p"ﬂ'-D[IIEE Diriver fos Access |@.a-.pppm H@\REL Trading mdhb

S R L Tladruq [.Iam-:l-

ek e User 1D
1 You will be asked to locate the Sage Accpac Intelligence export file (*.ALX or *.AL_).
1 Browse to the file and press Open
I Select a Report Destination folder from the drop down field provided.
1 Inthe event that you would like to create a new folder in which to place this report then click

the ONewdé button

Y Type in a name for the folder and click OK
f Press Import

Sage Accpac Intelligence will try and locate a Source Container in the selected connection that
matches the one used by the original report. You will be given the option of using this one if a
match is found or creating a new one. Where possible it is recommended that you use existing
Source Containers.

Your report should now be available in the Report Manager.
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Automatically distribute  Sage Accpac Intelligence R eports to the web
or intranet

Did you know that you can automatically distribute any SAGE ACCPAC INTELLIGENE€0rt s to the web
or to an intranet. Why would you want to do thi s?

It often happens that information rich reports, that could help your organisation, are sitting on some
ones deskdif only they could be easily distributed to the right people  deffortlessly.

Hereds how it is done!

1. Open your report manager.

2. Select the report that you want to publish to an intranet/ internet.

g File Action Report Tools Window Help

s|gjmpRelv - »ewfgia|asal 2 2F)
Object | Froperties | Columns | Fiers | Parameters | Sort Fields
@ Home Report ID

] Dashboard Reports [20

oD frati
— Demenstiation Fiepoit Mane

|L'.np1,- aof Sales Details 240 (Dema)

banagement Pack D-2:0( Dema |

5 ales Details 2.0 (Demo) Description
Els tock Fle-Order Levels 20 [Demo) |5ales wvalues and gty per customes, product, salespersor
Z Financisl Repots Template Storage Location
—lInventory Reports |C:\PASTELORCUS TOMNRE GISTRATIONAT emplates’
:: :::";*“ Hﬂ:p"“‘ Report Template (Excel 97-2003 Template (“])
* rep [Copy of Sales Details 2.0 [Demo). st
Parameters on Second Shest v

3. Select the check box to Show Advanced Properties of a report dit is at the bottom of the
properties tab window.

[ Show Advanced

4. Selectthe buttonto 6 R uAdd-i n s this will be listed in the properties window of the report.
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Fun bacros On Completion

Fun Add-Ins
Generate Output File

Cloze Book on Completion r

L L

5. Sel ect t heSpeciyta NewrAddt-ion O6F u n and select OK

Select: Add-In Function

[Specify a Mew Add-ln Funchion

ak. Cancel |

6. A box will appear as follows

Choose Add-In Function

Select Add-In Library: Function Description;

|Alchemes Addin 1 ~|  [Name: PublishSheet

Select Add-n Library Maodule: Description : Facilitates the publishing of a a
— gheet in the report to html and to a specified

|Intraneta’|nternet [ngtegration Module ﬂ lacation,

Select Add-ln Eunction: Iz When : You wizh to generate static

reports for an intranet or intermnet

™ 4 Publish

k. Cancel

Select the Add-In Library , and Add-in Library Module as shown above. Select the Add in
Function followed by the OK button.
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7. A box will pop up asking you to enter all the relevant details for distribution

|
Specify Function Parameters
| Apply

Fill in Example | R

Fill in Defaults

MHame
|Puh|i$h5heet - [MODULE: PLPLUGA.C]

The niame of the sheet to Publish
|F'i\-'nt

A fully qualified path [with flename and extenzion] far the bt fle
|'\'~.m_l,l$ewer\.intranet'\repnrts\Thi$Heport.htm

=i

Cancel |

o]

dsee below

This will include details about the name of the sheet to be published and a fully qualified path
for the HTML file. (with filename and extension)

8. When you have entered your details, select OK and you will see that a string has been added
into the 0 A dIldn $adx in the properties window of your report.

Report Manager

Alchemex (Pty) Ltd

1 e e Y i N 0 T Y Y (T BN B
| Obyect | Properties |Cohm| Flters | Paamaters | Sort Fisds | Apgregate Flters |
&) Home Tergiate (Excel 37.2003 Tengiste [*:2))
=) Dashboxd Reports of Sales Detads 20 [Damo)d
1 Demonstranon S
* | Copy of Sales Detals 20 De il s v
Management Pack 020D Report Locked T
WIS aas Deatads 20 {Demo) Show Distinct Rows r
¥ Stock ReOtder Levels 20 (D
B3 Fnancial Reparts Top Rows [Leave Blank for Al Rows)]
—lnventory Reponts
= Purchases Reponts Automatically Fomat Frst Sheet v
) S8es Repadts Hide the Scwece Data n Report o
Protect The Outpe Book, W
Run Macros On Completion
|
Run Add-ns
[F‘IF'U.‘ GA.C.PublishSheet (Pivot nyserversintran J
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Auto e -mailing Sage Accpac Intelligence R eports

Did you know that you can automatically distr ibute any Sage Accpac Intelligence report once it has
been run, to a distribution list of your choice? Why would you want to do this? It often happens that
information rich reports, that could help your organisation, are sitting on some ones desk  dif only they
could be easily distributed t o the right people &effortlessly.

Hereds how it is done!

1. Open your report manager.

2. Select the report that you want to setup for e -mailing automatically once it has been run.

- File Action Report Tools Window Help

n|pjEp(alv-|>elseiadalsnl 9 dF

Object | Properties |l:ulums] Filtess | Parameters | Sort Fields
@_P:Iume Repoit ID
| Dashboard Feports |20

_ ) Demonshation

Fepoit Marne
Copy of S alez Detail: 20 (D
[#]Management Pack D-2:0 { Demo) | B
|5 ales Details 2.0 [Demo) Descriphion
Els tock Fe-Order Levels 240 [Dema) |Sales values and qly per customer, product, salespersor
| Financial Reports Template Starasge Location
—llInventory Reports |C:\PASTELONCUSTOMAREGIS TRATIONAT emplatesh
:: ;::“;*“ Hﬂ:""“‘ Report Template (Excel 37-2003 Template (%)
srepe [Copy of Sales Details 2-0 [Demo).st
Parameters on Second Sheet [#

3. Select the check box to Show Advanced Properties of a report dit is at the bottom of the
properties tab window.

[~ Show Advanced

4. Selectthe buttonto 6 R uAdd-i n s this will be listed in the properties window of the report.
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Run Macros On Completion
Run Add-ng
Generate Output File

Cloze Book on Completion r

L

5. Sel ect t heSpeciyta NewrAddt-ion O6F u n and seleat OK

6. A box will appear as follows

Select the Add-In Library , and Add-in Library Module as shown above. Select the Add in
Function followed by the OK button.

7. A box will pop up asking you to enter all the relevant details for emailing  dsee below
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