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Creating and linking a report  

 

Did you know you can customise the formattimg and layout of the Sage Accpac Intelligence 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 

and feel (colours, font style é) to suit your company image, and you might want to change the layout 

(move columns, add or remove columns é) to suit your specific company requirements. It is critical 

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 will be renamed as òCopy ofó and the original report name.  

 

 

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  

 

 
 

3. Make the changes to the report; ensure that Sheet1 (where Sage Acpac Intelligence places the 

Raw Data) and Sheet2 (where Sage Accpac Intelligence places the report parameters) are 

unchanged i.e. they remain as the first and second sheets in the workbook .  
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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  

 

 
 

 

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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6. You will be pro mpted with the message below. Click Yes to create and link the workbook, if 

you select No the workbook will not be linked  

 

 
 

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  

 

 
 

8. A message will be displayed once the template has been successfully linked 
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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 Sales by Re p, and then customise the new òSales by repó 

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 

 

 
 

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 ð now you need to paste the report onto a folder...  

 

3. Select the required folder ð this might be the same folder that the original report was i n, or a 

different folder.  

 

Right click on the folder and choose paste from the popup menu  
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Note ð you 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 ð by default the new name will be òCopy of <old 

name>ó so it can be distinguished from the original report. 

 

 
 

5. Right click on the report and select the òrenameó option to rename the report. 

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 ð until 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 ð in 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 òExport Reportó.  

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 Intelligence.  

  

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

 

 

 

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.  
 

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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¶ 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 òNewó 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: -  

¶ 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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¶ You will be asked to locate the Sage Accpac Intelligence export file (*.ALX or *.AL_).  

¶ Browse to the file and press Open 
 

¶ 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 òNewó 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 avai lable 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 INTELLIGENCE report 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 desk ð if only they could be easily distributed to the right people ð effortlessly.  

Hereõs how it is done! 

 

1. Open your report manager.  

 

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

 

 
 

 

3. Select the check box to Show Advanced Properties of a report ð it is at the bottom of the 

properties tab  window.  

 

 
 

4. Select the button to ôRun Add-insó - this will be listed in the properties  window of the report.  
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.  

5. Select the option to ôSpecify a New Add -in Functionõ and select 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.  
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7. A box will pop up asking you to enter all the relevant details for distribution ð see 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 òAdd-Insó box in the properties window of your report.  
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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 ð if only they 

could be easily distributed t o the right people ð effortlessly.  

Hereõs 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.  

 

 
 

 

 

 

3. Select the check box to Show Advanced Properties of a report ð it is at the bottom of the 

properties tab  window.  

 

 
 

 

4. Select the button to ôRun Add-insó - this will be listed in the properties  window of the report.  
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.  

5. Select the option to ôSpecify a New Add -in Functionõ and select 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 ð see below 






































































