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Creating and linking a report

Did you know you can customise the look and layout of the PASTEL BIC reports?

Why would you want to do this? PASTEL BIC standard reports are designed to cater for the
masses, you might want to change the look (colours, font style ...) to suit your company image,
and you might want to change the layout (move columns, add or remove columns ...) to suit
your company processes and save these changes for the next time you run the report.

Before we start

If you are unsure of making changes to any of the standard reports, it would be a good idea to
make a copy of the report before you make any changes to the report.

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 “Copy of” and the original report name.

How to Create and Link the report
1. Open your PASTEL BIC Report Manager

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

*] Pastel Business Intelligence Centre 2009 - [Report Manager]

ﬁFiIe Action  Report Tools  Window  Help

) W T e Y il N 0 = o A Y B Fs 2T RS
Object | Propertiss l
& Home Folder ID
I Dashboard Reports K
[ Demonztration

Falder Mame

Management Pack 0-2-0 [ Demo | |Demu:unstratiu:un

¥ 5 ales Details 2-0 [Dema)

] Stock Re-Order Levels 20 (Dema) Diezcription
[ Financial Feportz |
1 Inventary Feports
I Purchazes Reports
1 5ales: Reports

3. Make the changes to the report; ensure that Sheetl (where PASTEL BIC puts the Raw Data) and
Sheet2 (where PASTEL BIC puts the report parameters) are unchanged.
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A B e D E F G H
1 |SALES REFORT
2 FOR THE PERIOD TO DATE FROM 01 SEF 2003
3
4 SalesPersonlame (Al -
5 | Store (Al -
& |Period (A -
7 CustomerCategory (Al -
8
] Data
10 CustomerCodeName |- | ProductCategory *|ProductCodeName - Qty Total Cost  Total Sale GP GP%
11 | ZIDCEEQ1-DCEES TEAS 12 1,271.51 1,858.06 586.55] 31.57%
12
13 | HlJEFF01-JEFFS SNACKS 3 241.59 44518 203571 4573%
14
15 | HMARADT-MARANGOES 18 1,886.08 290968 1,023.60F 3518%
16
17 | I THEGMM-THE GRUB SHO ] §56.02 1,045.18 388.14) 37.23%
18
18 | HITTGAO1-TREE TEA GARDENS 51 5,060.00 8098032 3.030.32] 37.45%
20
21 Grand Total 91 9.115.20 14,348.38  5233.19! 3647%
==

Once the changes have been made, leave the workbook open, and go back to Report Manager.
Right click on the report the changes where made for and select the Create and Link Template
option

] Pastel Business Intelligence Centre 2009 - [Report Manager]

ﬁFiIe Edit Action Report Tools  Window  Help

almlpealv] | »lelalulala]s)m 9 Jlf]
Object | Properties I Cnlumns] Filters] Parametersl Sart Fields] Aggregate Filters]
(ﬂ Harme Report [0

1 D'ashboard Reparts 4

[ D'emonstration

tanagement Pack D-2-0 [ Demo | Fieport Name

|5 ales Details 2-0 (Dema)

a 2-0[Cemo)
Stack Re-Order Levels 2| OPEN

[ Financial Reports Rename and qty per customer, product, salesperzon
[ Inventory Feparts Delete prage Location

1 Purchases Repaorts 2"'” ol LCUSTOMAREGISTRATIONAT emplatest

- un Sample
1 Sales ficports Desian Jate [E xcel 37-2003 Template * 4]
ke and Link Termplate <0 [Dema).xl
1Un-link Template n Second Sheet I~

Lack.

5. The popup window will show | list of all 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 Workbook from the lizt below. The format of thiz
workbook will be stored as a template for this report.

Dravanload b atris, sz

Salez Detalz 2-0 [Demo]l

] Cancel

6. You will be prompted with the below message, as mentioned in point 3 you should not make
changes to Sheet2. Click Yes to link the workbook, if you select No the workbook will not be
linked

Pastel Business Intelligence Centre

1 This report has the Option to Place Parameters on the Second Warksheet set, This requires that the contents of the Second Sheet of WaorkBook [Sales Details 2-0
{Demo)l] be cleared first. Is this okav?

7. You will also be prompted to specify the template name, it is a good idea to change the nhame of
the template to insure that the original template is not overwritten with the customised one, click
OK

Specify Template Name

2 Detailz 2-0 [Demal. «t

aF. Cancel

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

Completed Successhully E1

L]
\...I.:) The template was created successhully and linked to the repart.

9. Quite easily done!
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Copy and Pasting BIC 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 Rep, and then customise the new “Sales by rep”
report. You have the benefit of re-using all the IP in the original report without having to create it from
scratch. This is how you do it...

1. Open your Report Manager

1 Demanstration

[+] i ahagement Dazhboard
‘| Management Pack D-2-0 [Demo)
"|REL Analyziz Dashboard 2-0 [Demo)
'|RkL Daghboard 2-0 [Diemo)

~ |5 alez Cube Report 2-0 [Dema)

ez Lk

#|Stock Rel Open

Top Custon e
Eu TDP Pradug Delets
| Ewolution
1 Guest Speaker Fun
ZJHE Run Sample
_‘I Kok fit Design
1l Pastel

2 Trten Create and Link Template
Un-link Template
Lock

UnLaocl

Create PRO File
Check/Test
Praperties
Refresh

History

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

3. Select the required folder — this might be the same folder that the original report was in, or a
different folder.

Right click on the folder and choose paste from the popup menu
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,A L Tt =d 1 1)

[ Cubes

- Demongtratior -
7 | b Open
% | Managem:
[ | Manageme Rename
[# | RKL Analy Delete
#|RKL Dash

Add Report

~|Sales Cuby e EFO
]S ales Dets Properties
¥|Stock Re Refresh
E Top Custo Paste
E Taop Produ

] Evolution Fun Report Batch

I Guest Speake
_1HC

Uil o =

Run Report Batch (Mode 2)

Note — 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 — by default the new name will be “Copy of <old
name>" so it can be distinguished from the original report.

I LuDes
[ Demonstration

W’r Copy of Salez Detals 2-0 [Dema)
b anagement Dazhboard

b anagement Pack D-2-0 [Demo)

5. Right click on the report and select the “rename” 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 — until you make any changes to this new report.
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Importing and exporting BIC reports

Why would we want to do this?

One of the great features in PASTEL Business Intelligence Centre is the ability to create reports and be
able to share them with other PASTEL Business Intelligence Centre users. Another significant use is to
be able to export problematic reports and send them to be fixed, and then import them once they are
ready — 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 PASTEL Business Intelligence Centre System and imported into

another. The export function can create either a flat file (.alx extension) or a file in a compressed file

format (.al_ extension). Either of these file type may then be distributed for import into other PASTEL
Business Intelligence Centre systems.

To export a report, simply select the report in the Report Manager Interface or from the Tools menu you
can run “Export Report”.

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 PASTEL Business Intelligence Centre.

WH_

Open

Rename
5 Delete

Run

b Run Sample
c Select Version Compatibility
Create and Link Template

Pleaze zelect the Metabase Yersion that

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

4 Create PROFie & B0 ii
N CheckTest b

Properties

o PRefresh ~ E00
Hiskary
Copy
3 Move To " 500
-
Ll Export Report:
T Generate scheduler Command

Cancel

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

I My docs
L) My Garmin
Mu D ot M1y Music
o Documents uﬂMy Pictures
— EMV Wideos
:Ll'g L) Pastel Partner EIC Tips 8 Tricks
My Computer
‘_} File name: j Save I
e

by Mebwork Sawe az tppe: |Comp[essed Export File [al_] j Cancel

Flaces
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Note: Use a compressed file format (AL_ files) for space efficiency. This is useful when you need to
distribute reports.

Note that if you are running a Third Party Developer License of PASTEL Business Intelligence Centre
then it is possible for you to protect your export files. Below is a screenshot of the additional functionality

provided.
Export Options for Report [Trend Ledger, Details 2-2 (AES4...

Expaort file Usage
7 Allow anyone o import and expart for re-distribution
" Allow anyone to import and export but not expart for re-distibution

* Allow only this named Company to import the file: -

|#lchemes [Pty Ltd

Container Dwnerzhip in Destination Spstem|s)
»" Retain Existing Dwnership [Alchemes (Pry] Ltd]
™ Remove Creator Dwnership from Container
™ Allow destination spstem to take over Ownership

" Change Owner ta at Impart: -

Protection within Destination System(z)

[” Laock Cantainer it destination system(s)

[ Lock Expressions in destination system(z)

Cancel

Export files can be imported into your PASTEL Business Intelligence Centre system from the Report
Manager or the Administrator Tool.

®) Pastel Business Intellipence Centre 2009 - [Report Manager]

ﬁ File Action FReport BEEES Window  Help

| |ﬁ|@| | Unlock Excel | \?,) Ig I‘

Switch Oukput Mode
Shiow Hidden Reparts

Shows Systemn Variables ny Location
[ Dashboard Reports FTDM'&HEGISTF
Configure Internet Connection

1 Demonstration
I Financial Reports
1 Irventary Reparts

Pastel Business Inteligence Centre Cammuniky

Impork Report E MO

To Import areport using the Report Manager, perform the following steps: -
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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 PASTEL Business Intelligence Centre export file (*.ALX or *.AL )
Browse to the file and press Open.

PASTEL Business Intelligence Centre will show the following dialog screen which contains information for
the import and requires you to select a Target Connection and a Report Destination.

Import Report §|

Feport Hame: |Sales Details 2-0 [Demn)

Created By Company: |F'.f-\STEL

Report Container S ource: |Sa|es Dietails 2.0

Creation Time: |2008/12/01 04:32:30 PM

Original Template Mame: |5 ales Details 2-0 (Demo). it

Template File Size [butes) [71580

Original Cannection Name: |RKL Trading Dema

Driginal Connection Type: |ODBC Driver for Access

Export Library Wersion: |4_E.|j

Irnpirt Library Yersion: |5_?.5|:|3

Target Connection: |F|KL Trading Demo j

Target Connection Type: |

Fepart Destination: Cales Feports 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
“New” button

Type in a name for the folder and click OK

Press Import.

PASTEL Business Intelligence Centre 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 Administrator Tool, perform the following steps: -
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Open the Administrator tool.

®] Software Sales {_DEMO)

File Edit Process \View Change Setup  Ukiicy  Window  Help

3 @}@9.@9@. e Eek®

Optiors Customers : Drag a column header here to group by that column Run Reports » |
Category Description Balance R Balance A Launch L Report Manager
Cloze Explorer Bl Administrator
— Albatt Limited 1360346 3.470.00 Repart Download Community
Tasks - Dealer A & G Consultants 0.00 0.00 |
et (100 Distributar Alliance 2. 550.00 255000 Help

Drill down to and select the Connection from which the report will be drawing data.
Select the Tools menu
Select the "Import Report” function.

#] Pastel Business Intelligence Centre 2009 - [Administrator]
g File  Action

Window  Help

m b
Connection Driver Properties
Object ~ Froperties ‘
%_Enterplise Connection |0
pﬁ Firebird/|nterBase(r) driver 1
ﬁ Microsoft Remate Prowvider .
¥ Microsoft.Jet OLEDE. 4.0 for C5V i:;””EC“D” Type D
m Microzoft.)et OLEDE.4.0 Provider
iﬁ MYOE ODEC Driver Connection M arme
W MYOB ODBC Driver 4U7 IRKL Trading Demo
¥ mySOL ODBC 351 Driver Access Database (mob)
P!El DDBE Diriver for Access | @APPPATHENREL Trading mdb
s R — User ID

You will be asked to locate the PASTEL Business Intelligence Centre 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
“New” button

Type in a name for the folder and click OK

Press Import

PASTEL Business Intelligence Centre 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 BIC Reports on the Web or an Intranet

Did you know that you can automatically distribute any PASTEL BIC report on the web or on an intranet?
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 — if only they could be easily distributed to the right people —
effortlessly.

Here’s how it is done!

1. Open your report manager.

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

®! pastel Business Intelligence Centre 2009 - [Report Manager]

ﬁ File Action Report Tools Window Help

GlEp sy reslepadadnl 9 SF
Object | Froperties lEDIumns] Filterxl Parametersl Sort Fields
(ﬂ Hame Repaort (D

_\| Dashboard Reparts |20

_IrDemDnstratiDn

Report Mame

' "l"'l H:':' | |Copy of Sales Details 240 [Demo)

[¥]5ales Detailz 2-0 (Dema) Description

|E'| Stock Fe-Order Levels 2-0 [Dema) |Sales values and gty per custamer, product, salespersor
[ Financial Fleparts Template Storage Location
1 Inventary Reports |E:'xF'f-‘-.STELEIE|"~EUSTDMHHEGISTH.&TIDN&T emplates’,

1 Purchazes Reparts

1 5aks R t Feport Template [Excel 97-2003 Template [*.xlt])]
ales Reparts

|E|:||:|_I,I of Salez Detailz 2-0 [Dema]. ik

FParameters on Second Sheet [

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

[ Show Advanced

4. Select the button to ‘Run Add-ins” - this will be listed in the properties window of the report.
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Fun M acroz On Completion

Fun Add-Ins
|
Generate Output File

Cloze Book on Completion r

L L

5. Select the option to ‘Specify a New Add-in Function’ and select OK.

Select: Add-In Function

[Specifp a New Add-ln Function

k. Cancel |

6. A box will appear as follows

Choose Add-In Function

Select Add-n Librans: Function Description;

|.-’-\-.I|:heme:-: Add-n 1 j Mame: PublishSheet

Select Add-n Libram Maodule: Description : Facilitates the publishing of a 2
gheet in the repart to html and to a zpecified

|Intranet.-"|nternet Ingtegration Madule j locatian,

Select Add-n Eunction: dze When : You wizh to generate static

reportz for anintranet or inkernet

™ 4 PublizhSheet

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 — see below

|
Specify Function Parameters
Fill in Defaults -

Fill in Example | .

Mame
|Puh|ish5heet - [MODULE: PLPLUGA.C)

The name of the theet to Publish
|F'iv0t

A fully qualified path [with filename and extenzion) for the htm file
|'\'\m_l,Jservel'\intranet’\repurts\ThisHepurt.htm

hd
ak | Cahcel |

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 “Add-Ins” box in the properties window of your report.

#} Pastel Business Intelligence Centre 2009

File Action Report Window Help

» Report Manager
I ] el e Y R i 3 s Y s )
Object | Properties lCqumnsl Filters] Parameters] Sart Fields] Agaregate Filtersl
@ Home Feport Template [Excel 97-2003 Template [*.xlt)]
;I D ashboard .HEDDTtS |Copy of Sales Details 2-0 [Demal.xk J :|
£ Demonstration Parameters on Second Sheet v ﬂ

Copy of Sales Details 2-0 [De..
Management Pack D-2-0( D... Report Locked r
¥ 5 ales Details 2-0 [Demal

Shaw Distinct Bows r
¥ stack Re-Drder Levels 2-0(D...
[ Financial Reports Top Rows [Leave Blank for All Rows) J
I Irventomy Reports |
1 Purchases Reparts Automatically Format Firzt Sheet v
= Sales Reports Hide the Source D ata in Report r
Pratect The Output Book r

Fun Macroz On Completion

Fiun Add-Ins
|PI.PI.UGA .C.PublishShest {Pivot , “nyserver~intran ..

9. QED (Quite Easily Done!)
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Auto e-mailing PASTEL BIC reports

Did you know that you can automatically distribute any PASTEL BIC 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 — if only they could be easily
distributed to the right people — effortlessly.

Here’s 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.

®! Pastel Business Intellipence Centre 2009 - [Report Manager]

ﬁ File Action Repaort Tools  Window  Help

M anagement Pack D-2-0 [ Demo |
[¥]5 ales Detailz 2-0 [Dema)
|E| Stock Re-Order Levels 2-0 [Dema)
[ Financial Reports
[ Inventory Feports
[ Purchases Reparts
1 5alez Reports

properties tab window.

T el ol e e e g Y el o) 2 B
_Dl:uiect | Froperties ll:cnlumns] Filtersl F'arametersl Sort Fields
(ﬂ Hnme Fepaort (D
_\| D azhboard Reports |20
1 Demaonstration
Wy Copy of Sales Details 2 Fiepart Name

|E|:||:|_I,I of Salez Detailz 2-0 [Demn]

Dezcription
|Sales values and gty per custamer, product, salespersor

Template Storage Location
|E:HP&STELDEHEUSTDMHHEGISTH:&TIDNHT emplates,

Feport Template [Excel 97-2003 Template [*.xlt])
|E|:||:|_I,I of Sales Details 2-0 [Dema]. Ik

Parameters on Second Sheet [

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

[ Show Advanced
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4. Select the button to ‘Run Add-ins” - this will be listed in the properties window of the report.

Rurn Macros: On Completion

Run Add-Ins

Generate Output File

Cloze Book on Completion Il

5. Select the option to ‘Specify a New Add-in Function’ and select OK.

1§ Select: Add-In Functicn

[Specify a Mew Add-In Function

1 Ok, I Eancell

6. A box will appear as follows

Choose Add-In Function -
. B -y
Select Add-n Library: Function Description:
I.-’-'-.Iu:heme:-: Add-n 1 ﬂ Marne: MailSMTP
Select Add-In Library Module: Description : Emailz a file via SMTP
IEmaiIing Functions ﬂ Jze When : Yau wizh ta email a repart on

completion.

Select Add-n Function:
. MalsMTR

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.

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

-

Specify Function Parameters

]

Fill in Defaults |

Fill in Example | -

M arme
|MaiISMTF' - [MODULE: PLPLUGAE]

SMTP Server
MySMTPSem 3
Todddress
|myfriend@asﬂ?ﬂasd9.cu. qaq

From Addreszs
| me@azd73azdd co.gqg

b ail Subject
'Y our Report

Mail Text
|F'Iease zee attached file.

v _~|

] | Cancel |

This will include details about your mail SMTP server which you must get from your Mail
administrator, as well as the ‘from’ and ‘to0’ 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.

8. When you have entered your details, select OK and you will see that a string has been added into
the “Add-Ins” box in the properties window of your report.
9. Execute the report, and it will automatically be e-mailed to the selected recipients.
|

Run Add-Ins
|PI.PI.UGA E HMai11SHTEP{HwSHTPServ12 . mvfriend@s=972a=d9 . co.

Generate Output File

I
10. QED (Quite Easily Done!)
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Hiding and Showing BIC Reports

Why would you like to show or hide reports?
It is handy to be able to hide reports that do not need to be run separately, but only as union reports. This
will give your object window a neater look.

To hide areport:

1. Select the report in the Object window of the Report Manager, under Properties select
2. Show Advanced

3. Under the properties tab, select the option Report Hidden

4. Refresh your object window view by double clicking on Home at the top of the screen
5. Now the report will not show in your list of available reports

#) pastel Business Intellipence Centre 2009 - [Report Manager]

g File Action Report  Window Help

I el o L T s T s 2
Object | Properties l Columns] Fillersl Parameters] Sort Fieldsl A
(ﬂ I:Iome Generate Output File

| Dashboard Reports |

[_1 Demanstration
E Copy of Sales Details 2-0 [Dema)
Management Pack D-2-0 [ Demo ) Clear Additional Ranges oh Craate and Link
ales Detals 2-0 [Dema) |
IZI Stock Re-Order Levels 2-0 [Demo) Clear Ranges an Export
_:l Financial Feparts [
1 Inventory Reports

Cloze Book an Completion -

_1 Purchases Reports

[¥] Purchase Master 2-0 (F2007)
[_1 5ales Reports

[#]5ales Master 2-0 (P2007)

R eport Hidden -

Make Available in Pastel Menu -

Suystem Module Classification

To show a hidden report
1. Select the Home object in Report Manager
2. Select Show Hidden Reports

[€] Pastel Business Intelligence Centre 2009 - [Report Manager]

g File Action Report BEGEN Window Help

| Unlack Excel 5 =
B Switeh Cukput Mode ﬂ M
Show Hidden Reports

Object

Show System Yariables

my Location
TOMSREGISTRATION®

’ _ll Dashboard Reports

_~| Demonshation Configure Internet Connection

|E'| Copy of Sales D Pastel Business Inteligence Centre Community

Management P Import Report M0

(] 5 ales Dietals 21 Compress ¥L File File Folder
[#]stock Re-Order UnCompress ¥L_ File MO

[_ Financial Reports
[ Inventany Reports

med Pervasive Database Name
PYS.50L DB Manager

_I%r;has:s Flehsortts 2.0 (P2007 Pastel Reqistered Server Path
_ [ Purchase Master 20 [P2007) [CAPASTELDICUS TOMYREGISTRATIONS
1 5alez Reports

[¥]5 ales Master 2-0 (P2007)

Refresh you object window by double clicking on Home at the top of the screen

You will now be able to view your hidden reports

Please take note that access to make changes to a report, will not be available on the reports making up
a union report. These reports have a black arrow next to them in the object window. Access is available
to the reports with blue lines next to them.
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Scheduling Pastel BIC Reports

PASTEL BIC 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 Advanced report or the Retain Run Instances option to be useful. See
Advance 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.

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. A message 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 g|

1

\:I) The scheduling cammand line Far the report has been copied ta the clipboard. Paste this command inta your scheduler to schedules the repart. The command is:

" \Pastel0MBICPartner2009, exe” -RIJZ0 -P{PARAM: Date}{/PARAM: Date} 101 September 2003[_]Date -WPASLODEMO -WCAPASTELDY,_DEMO

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 Alchemex PASTEL BIC Unattended.log and can be found in the Logs
folder which is a sub folder of the PASTEL BIC 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 Administrator Tool. To do this Open the Administrator Tool
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.
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Scheduling a Report using the Windows Scheduler

1. Select the report that you wish to schedule in the Report Manager.

2. Click on the Schedule Icon [£lon the toolbar or right click on the report and choose Generate
Scheduler Command.

3. If the report expects parameters then you will be prompted to enter these.

4. A message box will then appear that will display the syntax for running the report.

5. 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.

Open the Windows Control panel and then open the Scheduled Tasks item.

From the menu choose File > New > Scheduled Task.

A new Scheduled Task will appear in the explorer window.

Rename the task with a meaningful name.

Select the new task

From the menu, choose File > Properties.

Place the cursor in the Run text box, right click and choose Paste.

The run command for the report will be copied from the clipboard into the Run box.
You can optionally enter a comment describing the scheduled report.

Leave the Start In box blank.

CoNoA~®ONE

Report Manager

Task | Schedule | Settings | Security

ﬁ CAWINDOVYS Tasks" Report Managerjob

Run: "C:\Program Files*ServerAlchemex.exe” -RIUE -P-24\ Alch
Start in: C:"Program Files"Server

Comments:

Run as: Local\Dale

] Run only i logged on
Enabled (scheduled task nuns at specified time)

0K l[ Cancel ][ Apply ]

In the Run As box enter the user name that should be used to run the report under (for domain user
accounts use the format domain_name\user_name). The user name must be a valid account on the
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domain or local machine with sufficient privileges to run PASTEL BIC.

To set the Schedule for the Task click on the Schedule Tab and choose the schedule options for the
report. The Schedule Tab is shown below.

Daily Sales

Tazk | Schedule | Settings

E Ak 0300 AM ever day, starting 2005/04/26

Schedule Task: Start time;

03:00 &M & | [ advanced..

Schedulz Task Daily

Evem day(s)

[ Show multiple schedules.

[ Ok l’ Cancel ][ Apply ]

When you have set the schedule options press the OK button. A password box will appear asking for
the password of the user that has been specified to run the Task. Enter the password in the
Password box and the Confirm Password box and press OK.

Set Passwornd

Password:

Canfirm paszward: | |

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 PASTEL BIC 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
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Quick Navigating between Report Manager and Administrator

Did you know you can quickly navigate from the BIC Report Manager to the BIC Administrator tool, going
directly to the appropriate container or expressions that need changes?

NB this function is only applicable if you have the BIC Advanced module.
How to Quickly Navigate to the Appropriate Container
a. Open your BIC Report Manager

b. Double click on the report, double click on Source Container, right click on the report container
name and select Go to Container In Administrator Tool

®! Pastel Business Intelligence Centre 2009 - [Report Manager]

ﬁ' File Edit Action Report Tools ‘Window Help

T Y R S ) ]
Object | A Properties l
(ﬂﬂnme Sequence

1 Dashboard Reports ||34|:|

1 Demonstration
|E| Copy of Sales Deta...
B9 Source Cantainer
{3 Original Source Container M ame

B Columr  OPen |
B Filters Properties

B Parame  Refresh

Ed Sort Fie Gota Conkainet In Adrministrakar Toal
F= Annremareermes v

Source Container Mame
Sales Details 2.0

c. A message will pop up, select Yes

Pastel Business Intelligence Centre

.
1 ) This will launch a new instance of the Administrabor Toal, You should close down all other open instances of the Administrator Taal firsk, Would wou like to continue?

Yes Mo

d. The Administrator will open and navigate directly to the container of the report you selected, where
you can make the appropriate changes / checks you need.
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®) Pastel Business Intellipence Centre 2009 - [Administrator]

gg- File  Action Tools Window Help

o | &lm[B[E[w[v] | 2] #e
Dbject |~
| Enterprize

ﬁE‘ Firebird/InterB aze(r] driver
El Microzoft Remate Provider
m Microzoft.Jet. OLEDE. 4.0 for C5Y
i'El Microsoft.Jet OLEDE. 4.0 Provider
¥ 47 0B ODEC Driver
MMYDE ODEC Driver U7
¥ nuSOL ODBC 3.51 Driver
ﬂ'ﬂ ODBC Driver for Access
@ RKL Trading Dema

Properties l

Container (D

3

Publizhed Container Mame

|Sales Details 2.0

Dezcrption

|Sales Details

Connection (D

1

Source Container Type

B GL Transactions 20

Graphical Joi
B Management Pack 2-0 | rapriEa Ao
i Cales Detailz 2.0

B Stock Relrders 2.0 -

10.How to Quickly Navigate to the Appropriate Expression
a. Open your Report Manager

b. Double click on the report, double click on Columns, right click on the column name and select Go
to Expression In Administrator Tool

*) Pastel Business Intelligence Centre 2009 - [Report Manager]

ﬁ File Edit Action Report  Tools  Window  Help

_ =
s e o o A ]
Object | ~ Properties l
fﬂth:ume Sequence
| Dashboard Reports |541
1 Demaonstration
FE
|E| Copy of Sales Deta... |Eu:ustF'riu:e
B Source Container
Bl Columnz Aggregate Function
::W i |”l.|n|-'..:.1
Open
[= Cu:
-
L i Delete .
[ i F‘ru:lucper:es
[ Cu Refres
= Da T Expression In Administrator Tool
B+ Dezcnmmen I T

c. A message will pop up, select Yes
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Pastel Business Intelligence Centre

.
- | ) This will launch a new instance of the Adminiskrator Tool, You should close down all other open instances of the Administrator Tool First, Would you like to continue?

Wes Mo

d. The Administrator will open and navigate directly to the Expression of the Column you selected,
where you can make the appropriate changes / checks you need.

®! Pastel Business Intelligence Centre 2009 - [Administrator]

g File Action Tools ‘Window Help

i Nenf S Y e I 2
Obiject |~ || Properties l
=) Enterprize Ex=presszion (D
p."H Firebird/nterB aze(r] dii.. 7B
ﬂ Microsoft Remote Prosy... £ _
W MicrosoftJet OLEDE.4... Efs’f;:f; clll
¥ Microsaft.Jet OLEDE.4...
ﬁ!‘ MY'OE ODEC Driver R Expression Source
P.'l'E! MY'OE ODBC Diriver . | [Documentlines] . [CostPrice]
p_.'li!, mySAL ODEC 2.51 Dri... Expression Type
¥ 0DBC Diiver for Access | Dlata Field ﬂ
@ RE.L Trading Demo o
B GL Transaction... Allow Viewing v
B Managemernt P... &llowy Filtering ™
= E:al DEHIS 2l Allovs Sorting ™
l CostFrice
B - Allman | ~mleiima i




PASTEL | rarTNER

ACCOUNTING VERSION 11

Automatically Running Macros

Did you know that you can automatically run macros you have created when you run your report in Pastel
BIC?

Why would you want to do this? Macros can be very powerful for doing many different things in Excel
(e.g. formatting, filtering and securing . . .). This makes the report one step closer to being ready to go as
soon as it’s run out.

Here’s how it is done!

10. Open your report manager.

11. Select the report that you want the macro to run in, run the report or open the Excel template.

#) Pastel Business Intellipence Centra 2009

File Action Report Tools window H _

#z: Report Manager
|gE@pRalv | ~eesialaldal 2 o
Object | Properties l Cnlumnsl Filters] F'alametersl Sort Fields] Aggregate Filters]
fﬂf ame Fepart ID I:l
1 Dashboard Reparts |20
o trati -
- ems s " et Repart Mame
Mnagement Pk D20 "'" |Copy of Sales Detail: 2-0 (Dema)
[#]5ales Detaile 2-0 [Demo) D ezcription
El Stock Re-Order Levels 2-0(D0... |Sales values and gty per customer, product, salesperson
[ Financial Reports Template Storage Location
1 Inventary Reparts |C:4PASTELOSYCUS TOMYREGISTRATION T emplates'

1 Purchases Reports

=) Sales Repotts Report Template [Excel 37-2003 Template [~ xit]]

|D:||:|_I,J of Sales Detaily 2-0 [Dema). =l

12. 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)
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ﬂ File Edit Miew Insert  Format  Debug  Run Tools  Add-Ins  Window
: Help - @ X
W9 > = fiwwEEE-E- [0 1R
K> ua|oEFzO85e uliGo ks
I{General} j IHideI]etaiIs j
Sub HideDetailsi) =l
. =
' HideDetails Macro
' Macro recorded Z2003/02/21 by Alchemex
Sheets ("3ALEZ REFPORT™) .3elect
Fange ("A10M) .Select
Selection.3howDetail = True
Selection.3howDetail = Fal=se
Range ("Ad™)] .3elect
End Zub
'
==« | b
Immediate x|

13. Once you have created and tested your macro, save the template back or create and link the
workbook back to the report.

14. 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.

v Show Advanced

15. In the advanced options list that is now available, locate the Run Macros on Completion option

Fiun kacroz On Completion

[HideDetails
Run Add-lnz

Generate Output File

In the text box type the name of the macro you created.

Additional Notes

L



PASTEL | rarTNER

ACCOUNTING VERSION 11

If there is more than one macro that needs to be run, then separate their names with
semi-colons.

If a Macro takes parameters then place these in brackets after the macro name in a
comma separated list.

Fun bMacroz On Completion
IZerDing; Congolidate[1332 ) an]

Macros will always run after any Add-Ins should you have any Add-Ins placed in the "Run
Add-Ins" property.

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.

16. Once you have entered the name of the macro, make sure you Apply the changes to the report

17. Run the report out and your macro will automatically run.

18. QED (Quite Easily Donel!)
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Use of aggregate filters Function in the BIC Report Manager

Have you written a report that ended up rendering huge data volumes and results in lengthy run times
and therefore causes performance issues?

®] Pastel Business Intelligence Centre 2009  eport Manager]
ﬁ File Action Report  ‘Window  Help

n [ [m] v - | »[@
Object | i Properties l D:Iumm] Filters] Parameters] Sort Fields] &ggregate Filtera
@IH
jrgilshboard Repaortz EBDDU“ v I:l

(] Demonstration -

% Copy of Sales Deta Aggullileie 1
M P 'p k"' |E0py of Sales Detailz 2-0 [Demo) —
.'w anagement Pack. ..

[*] 5 ales Details 2401 D escription

|E| Stack Pe-Order Le... |Sales waluez and gty per customer, product, zalespersan
L Financial Reports Template Storage Location
Clnventory Reparts |C:APASTELOGACUSTOMAREGISTRATIONAT emplates’

[ Purchases Reports

) Sales Reports Report Template [Excel 37-2003 Template [*.x1]]

|Eu:up_l.J of Sales Detailz 2-0 [Demo]. =l

Parameterz on Second Sheet [

[ Show Advanced Vj
11 Objects

There are many scenarios that could cause this but by far the most common one is the absence of
aggregate function use in reports.

Simply put, an Aggregate is to bring together or to collect into a mass or sum. Examples of aggregates
are SUM, MAX, MIN & COUNT.

Solution:

e Launch BIC Report Manager.

¢ Navigate to the “Columns” Tab and take a close look at the fields you have included in your
report. Now identify all the fields that your report will ever need to show and then delete the
superfluous ones.

o Now identify all your VALUE fields and apply an Aggregate to each of them. The most common
aggregate being SUM.

What you have done by aggregating is as follows —

e You now have a report that groups your results by the remaining fields i.e. Customer Name and
then sums your VALUE fields (i.e. Sales amount excl VAT) accordingly.

Thus instead of having a report that renders each and every transaction line item from your source
Transaction Table into “Sheet1”, you now have a report that only renders the exact required data. You
have effectively tuned your report for speed.This simple practice will dramatically reduces runtime and
result in, for example, a 5 minute report now running out in a matter of seconds.
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Create a run time version of a BIC report and run it from your desktop

Why would you want to do this?

So that you can run reports by double-clicking on an icon without having to login to the report
Manager interface. This also has the advantage of restricting unauthorised access to report
Development/authoring.

Pre-requisite — you must have the client libraries for BIC installed on any machine that

you wish to execute the reports from.

Open the report manager and right click on a report and choose the create PR* option

®) Pastel Business Intelligence Centre 2009 - [Report Manager]

ﬁ File Edit Action Report  Tools  Window  Help

R e el = Y B R R L T R P R Y R )
Dbject | Properties | Calurnns | Fit
(ﬂ Haome Repart D

[ Dashboard Feports 4

1 Demonstration
|E| Copy of Sales Details 2-0 [Demao]
. Management Pack D-2-0[ Demo |
..... z Details 2-0 [Demo)
E.'j Stock Fe-Order Levels 2:0 [ Open and gty per
1 Financial Feports E:E:E 5ge Location

1 Inventary Reports |"~I:L|5T ksl
1 Purchazes Reports Run

Repart M ame
|Sales Details 20 (D ema)

Meernntinn

. RunSample be [Excel 37-
Purchaze Master 2-0 [P200]
;Ilglhgs Reports [ Design E-EI [Crema).xl
|E| Sales Master 20 [P2007] Create and Link Template S S
n-link Template
Lock,

Create PR13 File

ol IR PR |,

Browse to a location to store the file and give it a name.

To run the report, browse to the location where you stored it, and double click on the
icon to run it.

If there were any report parameters that need to be entered, the box will pop-up asking
you to enter them.

As the report runs you will see the progress monitor being displayed and the report will
be delivered into Excel on the desktop where the report was run. As easy as that!
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Viewing the SQL code passed by BIC to the ODBC Driver for a Report

Did you know you can view the SQL code passed by BIC to the ODBC driver? This can be very useful if
you are developing a report but keep getting a “Report Execution Error”, you will be able to see exactly
what is passed to the ODBC driver, including Table joins, Sort Criteria, Field Expressions, Filters . . .

How to Switch the Output Mode to SQL View

11. Open your Report Manager

12. Right click on Home and select “Switch Output Mode”

m@ File Edit Action Report Tools Window  Help

] L e e Y I M N = o

Open
7 M add Folder
j Rk Properties
E Rk Refresh
158 Unlock Excel
E Switch Qutput Mode
E St Show Hidden Reports
E To  Show System Yariables
E To

Configure Internet Conneckion
Blchemes: Cammuniky:

License Manager

Ipdate Client Libraries

Import Report

Compress kL File
UnCompress ¥L_ File

13. Select the “Screen (SQL Debug)” and click OK

Select Report Data Output Mode |

e Excel - Use thiz mode when running production
reports

r Screen - Use thiz mode for debuagging the data
input stage of a report

o Screen [SEL Debug] - Use this mode for
debugging SOL in th data input stage

k. Cancel
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14. Now highlight the problematic Report and run as normal

|I| Sales Cube Report 2-0 [Demo]

ales Details 240 [Demn]
|E| Stock ReOrder L Open
|E| Top Customers bt Rename
|E| Top Products by Delete
S
Run Sample
Design

15. Enter any Parameters the report might have and click OK

Enter Report Parameters |
Sales Details 2-0 (Dema)

[ ate [Ereater Than Or Equal To
k. Cancel |

16. The SQL Debug window will pop up with the SQL code that gets passed to the ODBC
driver
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EELECT -
[DocwmentLines] . [CostPrice] ,
ETRIM([CustomerCategory] . [Description] ),
[DocwmentLines] . [Cust3uppID]

+ '=' + RTRIN[[Customers] .[Mawe] ),

ETRIN([Customers] . [Name] ) ,

[DocwmentLines] . [Cust3upplD] .

[DocuwmentLines] . [Date] ,

[DocwmentLines] . [Description] |

[DocwmentLines] . [Doclo] , —
[DocwmentLines] . [DocType] -

[DocwuwmentHeader] . [Orderlo] |

[DocwmentLines] . [Period] ,
ETRIM([ProductCategory] . [Description] ),
[DocwmentLines] . [ProductID] + '-' +
RETRIM([Productz] . [Description]) .
[DocwmentLines] . [FroductID]
RETRIM([Productz] . [Description]) .

IIF [ [Documentlines] . [DocType] ='CRN' , [DocumentLines] . [Qty] *-1,
[DocwmentLines] . [QCy] ) »

[DocwmentLines] . [FecordType] »

[DocuwmentHeader] . [BaleswanlIl] |

RETRIN([Zalespersons] . [Maae] ) .

[

Cancel | TestﬁuLl LConfinue

17. You can go through the SQL code to try find the problem, then make the relevant changes to the
container (Administrator) 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.

18. 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

Things to Keep in Mind

e When you open the Report Manager it defaults the Output mode to Excel every time, regardless
of the state you closed the Report Manager in

¢ In a networked environment of BIC, the Output mode you select will only be affective on the PC it
was set on
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Viewing the raw data before it’s passed through to Excel

Did you know you can view the raw data of a report before it's passed through to Excel? This can be very
useful if you need to quickly check to see if you are getting the right data from your container or that your
filters and/or parameters are working correctly without waiting for the data to render into Excel.

How to Switch the Output Mode to Screen (data view)

19. Open your Report Manager
20. Right click on Home and select “Switch Output Mode”

® Pastel Business Intelligence Centre 2009 - [Report Manager]

g@ File Edit Action Report Tools ‘Windaw Help

| | )

| | Blailis

|1 Dashboard Repd
|1 Demonstration
|Z| Copy of Sale:
Managemant
|Z| Sales Details
|Z| Stock Re-Org
| Financial Report
| Inventory Reporl
|1 Purchases Repd
|1 Sales Reports

Open

Add Folder
Properties
Refresh

Unlock, Excel

Switch Output Mode
Show Hidden Reports
Show System Yariables

Configure Internet Connection
Pastel Business Inteligence Centre Community
Impart Report

Compress 5L File
UnCompress ¥L_ File

PY3.50L DB Manager

TRATIONY

& D atabaze Mame

TRATIONY

21. Select the “Screen” mode and click OK

Select Report Data Output Mode

~ Excel - Uze thiz mode when running production

reports

& Screen - Usge this mode for debugaing the data
input stage of a report

Screen [SOL Debug) - Use thiz mode for

debugging SOL in

th data input ztage

0K | Eancel|

22. Now highlight the Report you are working on and run as normal
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#] pastel Business Intelligence Centre 2009 - [Report Manager]

g File Edit Action Report Tools  Window  Help

&lEpRaalv] | >eweadsn
_Dl:uiect | Properties lEDIumnsl Filtersl Pa
(ﬂH ome Report |

_| Dashboard Reports |20

_|rDem|:|nstratiu:un

Report Mame

Copy o

Open les Detailz 2-0 [Dema)
Renare Lﬂ
Delete tes and gty per customer,
- . Run .
I Financial tarana | aratinn

23. Enter any Parameters the report might have and click OK

24. The Data Output window will pop up with the raw data

®} pastel Business Intelligence Centre Data Output: Copy of Sales Details 2-0 (Demo) : [Re... E|@|E|

Data To Excel

Fiow | CoztPrice | CuztomerCateg... | CustomerCode... | Customerf ame | CustSupplD | [ ate -~
1 1.085.22 [rurban FRUID-FRUIT...  FRUITYJOES FRUIM 30410720
2 108,98 Durban TROTO1-TROT... TROTTERSCC  TROTOM 0311720
3 THE.22 Durban KEMSOT-KEMS... KEMS TAVERM  KENSO 2810720
4 7599 Durban ERONOT-BRO.. BROMMIES CC BROWO1 2510720
5 7382 Durban KEMSO1-KEMS... KEMS TAVERM  KENSO1 1810720
E 7382 Durban ERONOT-BRO..  BROMMIES CC BRONOM 1810720
7 140.23 Durban ERONOT-BRO.. BROMMIES CC BROWO1 1810720
g Durban BROMOT-BRO.. BROMMIES CC ERONOM 2510720
9 [rurban KEMSO1-KEMNS..  KENWS TAVERN  KENSO1 18/10/20
BOTTO1-BOTT... [ BOTTLE SHOF i |
11 Durban ALLSOT-ALLS..  ALLSORTS 5. ALLSOM 2212020
12 1.085.22 [rurban FRUID-FRUIT...  FRUITYJOES FRUIM 1812720
13 1,055.22 Durban ALLSOT-ALL S, ALLSORTS 5. ALLSOM 0712720
14 1.085.22 Durban CINDOT-CIMDE... CIMDEES BAR CiND o OE12720
15 1.085.22 Durban ALLSOT-ALLS..  ALLSORTS 5. ALLSM 0212720
16 1,085.22 Durban FRUIO-FRUIT... FRUITYJOES FRUIO 3010720
17 1.055.22 Durban ALLEOT-ALLS..  ALLSORTS 5. ALLSMM 2810720
18 1.085.22 Durban FRUIOA-FRUIT... FRUITYJOES FRUIO 1310720
19 1,085.22 Durban ALLSOT-ALLS..  ALLSORTS 5. ALLSOM 0E/10/20
20 108522 Durban ALLSOT-ALLS..  ALLSORTS 5. ALLSOM 07,/09/20
| 108.20 Durban HIGGOT-HIGGL..  HIGGINS THIM... HIGGO 0811720
22 898,97 Durban JEMJOT-JEMS .. JENS JAMS JEMJO 30409720
23 2371 [rurban DAYEDT-DAYE.. DAYBREAK CA.. DAYBO1 1710720
24 3532 Durban ERONOT-BRO.. BROMMIES CC BRONOM 0310720
25 105.98 Durban BOBSO1-BOBS.. BOBS UMCLE BOBSM 02401720
26 105,96 [rurban BOBSO1-BOBS.. BOES UMCLE BOBSM 2812720
27 108,98 Durban TEAUOOD-TEA 4., TEA4U(DBM .. TEAUOD 232020
£ >

25. 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 Excel every time, regardless
of the state you closed the Report Manager in

e In a networked environment of BIC, the Output mode you select will only be affective on the PC it
was set on
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Creating Excel Formulae in your Report

Did you know you can create Excel formulae as data expressions in the Administrator module? This can
be very useful if you have a Formula you need to be extended as far down the sheet as the rest of the
data.

How to create an Excel Formulain your Report

26. Open your Administrator Module and Browse to the container in which you want to add the Excel
Formula

27. Right Click on the Container and select Add Expression

p.."ﬂ ODBC Diver for Access
@ REL Trading Demo
E Dazhboard Sales Detail: 2.0
E GL Tranzactions 2-0
B Management Pack 2-0

B S ales Detal: 2.0

B Stock ReOrders :pen
ﬁﬂ QDBC Driver for Access snams
Delete

¥ 0DEC Driver for dBASE

¥ 0DEC Diiver for Excel .j E::-::ure::iu:un::

W 0DBC Driver for Parado: " EEHEES

W ODEC Driver for Visual - oPo Hee
Refresh

¥ 0DEC Diiver for Visual F
W 0DEC Diiver SOL Serve —PY

W OLEDE Provider for Visu __ore 10

p.."H Oracle QDEBC Driver Samnple Data

p.ifﬂ Pervazive ODBC Clent | Model Graphical Joins

p..'ﬁ Pervazive ODBC Interfa Show Dependencies

p.."H Pervazive Software ODE Check/Test All Expressions

p:."ﬂ Sage Line 100 Lock Container

p."ﬂ Sage Line 50 +10 Lock Cantainet Expressions
p.."E Sage Line 50 w17 Generate Unlock Pin Codes
5 a0 Line 50 v12

28. Select Excel Formula option.
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Select the Expression Type bo Ad

" Data Field[z) - & field[s) from a table

SCEL Expression - & uzer defined combination of
D ata fields and SOL Funchions!Syntax

~
o Ewcel Formula - & user defined combination Dfé
E wpreszion Mames and Excel Formulae

FPasz Through Y ariable - & defined expression that
zan be used az a Pazz Through Yanable.

"3

k. Cancel

29. Give the Excel Formula a name e.g. “GrossProfit” then type in the Excel Formula (Do Not put an =
sign in front of the formula, BIC automatically puts it in when you run the report), click OK

Enter the Excel Formula

M ate ta refer ta ather exprezsiang in the formula wze the expression
names and replace spaces with underzcore characters.

IT otal5 ale-TotalCos)

k. Cancel

30. Open your Report Manager and Browse to the Report associated to the above container and
Double click on it.

31. Right Click on Columns and select Add Columns

[*] 5 ales Details 2-0 ([Demal
B Source Container

B Filkers

B Paramete

B Sort Field add Colurmns
B Agaregat Refresh

|E| Stock Re-Order Levels 2-0 [Demo]
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32. Select the Excel Formula you created and click OK

Choose Column Fields

[] CustomerCodeM ame ;I

[] CustomerM ame

[] CustSupplD
[ Date
[] Dezcription

[ DocHo

[ DocType

[arozzPrabt

[] QrderMo

[] Period |

gnse|e.:m||| §e|e.:mu| 0K Covsl |

33. Run the report out, you will see your Excel Formula in the Data sheet (e.g. Sheetl)

Notes

o |If you create an Excel Formula with a specific cell reference (e.g. Sheet1!A2) it will not be
changes as the Formula moves down the rows, (e.g. All the rows Formula will refer to
Sheetl!A2). Alternatively you can use the Column reference Sheetl!A:A

e ltis advisable to use Named ranges in your Excel Formula

¢ Alchemex automatically creates a Named Range for each Column in the Data Sheet of a Report
based o the name of the Column

Tip

It is easier to create the Excel Formula on the Data Sheet of a run out report and then copy the
Formula back to the Administrator Module.
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Using the Integrated Management Pack “Type D” Drill-down

The Pastel BIC Management pack gives you the ability to drill-down on Income Statement and Balance
Sheet figures, thus enabling you to view the balance content at transactional level.

Using the Drill-Down Account Feature:

Click on any part of the row containing the account you want to interrogate. This could be from

either the Income Statement or Balance Sheet.
On the Drill-Down Toolbar, (On the left of the Excel 2003 < screen and under the “Add-Ins” tab of

Excel 2007 click the "Drill-Down Account" button.

Insert Page Layout Formulas

Back to Last Sheet Drill down Account
Change Month

Custom Toolbars

The Ledger Transaction Details sheet will be displayed reflecting the transactions for the selected

account
The drill-down feature does not allow for the selection of a month to drill-down to, it will always
show all transactions that were extracted as per the date range that was selected at the time of

running the report. (In the example below, that would be period 1 to 4)

f

GL Transactions Sub 2-0
Start Period Greater Than Or Equal To
1
End Period Lezs Than Or Equal Ta
|4

=

] Cancel |

If your data sets are large it is best to run the ledger transactions out for 1 month only, i.e. the
current month.
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e To go back to the worksheet you were viewing before you "drilled down" click the "Back to last
sheet" button on the Drill-Down toolbar.

NB: The Drill-Down feature relies on the account number being available in Column A. Column A can be
hidden, but if deleted it will prevent the operation of the drill-down feature

I cannot find the Drill-Down Account Toolbar:

Press Alt-F8 (or Select, Tools, Macro, Macros, from the menu bar)
Select the macro named "Build Drill-Down toolbar”

Select the Run button to run the macro

The toolbar should now be visible again

OR

e Save the workbook, Close it then open it again
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Configuring Dynamic Drill-Downs

The Drill-Down tool allows you to interrogate data directly from within your Excel Reports. A common
scenario might be where one high level BIC Report needs to drill-down to line level transactional Data in
other reports. As a fast interrogation method the Drill-Down tool allows individual BIC Reports to be
executed with parameters based on Excel Cell values. These reports render their data directly to a fast
grid style window or you can opt to drill-down data to your Excel Report Workbook. The fast grid option
will however allow you to dump the data into Excel via the data screen menu. In this form a BIC Report
definition is being used as the source for an Ad-Hoc data enquiry.

To use the Drill-Down tool locate the "Report Tools" menu on your Excel Menu Bar.

— Home Insert Fage Lay

Report Tools ~| | Back to Last Sheet

Drill-Down

Hide Zero Rows
Quick Pivot
Format Pivot

Add Accounts

About Alchemex Report Tools

=

The Drill-Down tool will appear. To execute a pre-configured Drill-Down simply double click on it or select
it then select the Execute Button.

i Sele
Feport ID | Paramete... | Source 5. Param Col | %alue

*fcclectbylt. P3SD03-.. EndingD..  ActiveSh |RedE e
# SelectbyC... P3-5D04-.. EndingD.. ActiveSh.| 23

£ *£ ¥

Selected Fow ‘ : | | | |
Delete Edit Add Execute Cloze
] L £ & ®

To configure a Drill-Down - Select the Drill-Down and select Edit.
The Configure Drill-Down window will appear. This window is shown below.

To Add a Drill-Down select the Add button and follow the same process outlined below.

NOTE: A Drill-Down definition set is contained within an 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.
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P Configure Drill Down

Drrill D Defined Cade Dl Daven Dezcriptive Mame  Beport D /Code

Jtem00 |Select by ltem |P3-5003-2-0 J
Source Sheet Repart Parameter Calumig [zemi-colon delimited]
|.-'-‘-.u:tiveSheet j|EndingDate;3

f« Cuick Drill down Data to Data window

(" Diill dovn Data ko Report S ark boak,

] Cancel

The Properties of a Drill-Down Definition are listed below: -

Drill-Down Defined Code: A unique code for the Drill-Down within the Excel Book Drill- Down.
Descriptive Name: A meaningful name used to identify the Drill-Down

Report ID/Code: The BIC 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. In Version 6 you are also now able to use
the Report Code to specify the report to use for interrogation.

Source Sheet: The Source Sheet used to interrogate from. This is the sheet that has the
parameters for the report. This must be the 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.

Quick Drill-Down / Drill-Down to Workbook: Gives you the choice of having the output
displayed in “fast grid” (in a window) or “direct to workbook” style

In the example above whenever the Transactions Drill-Down is executed the values from the EndingDate
named range and Column 3 will be taken for the active/selected row and passed to the report of ID P9-
SD03-2-0. The report will run and render the data to screen. The Data Output screen is shown below

(that was the specific option selected)

Data To Excel

Row ] CategomylD | CategoryName | :_l
4 1 Beverages

72 a8 Seafood

14 2 Condiments

33 3 Confections

12 1 Beverages

52 5 Grains/Cereals

9 1 Beverages

74 8 Seafood _J
64 7 Produce

69 a8 Seafood

18 2 Condiments

71 8 Seafood =
< | | 4




PASTEL | rarTNER

ACCOUNTING VERSION 11

Once viewed, the window can be closed. However if you wish to analyse the data in Excel then use the
Data to Excel menu provided to transfer the Data into Excel. A number of options are provided for this.

To Add a Drill-Down press the Add button and follow the same process outlined below.

NOTE: A Drill-Down definition set is contained within an 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.

Z x|

Drrill D Defined Cade Dl Daven Dezcriptive Mame  Beport D /Code

|&LC_DRILL_1 \Mew Drill Def 11 J
Source Sheet Repart Parameter Calumig [zemi-colon delimited]
| L azhboard jh A

fo" Cluick Drill down Data to Data window

" Diill doweny Data ko Repork S ark book:,

] Cancel

The Properties of a Drill-Down Definition are listed below: -

Drill-Down Defined Code: A unique code for the Drill-Down within the Excel Book Drill-Down.
Descriptive Name: A meaningful name used to identify the Drill-Down

Report ID/Code: The BICReport ID to use for interrogation. The Report ID of a report is listed on
the property window of a report in the Report Manager. In Version 6 you are also now able to use
the Report Code to specify the report to use for interrogation.

e Source Sheet: The Source Sheet used to interrogate from. This is the sheet that has the
parameters for the report. This must be the Excel Worksheet name OR the word "ActiveSheet"
for the Drill-Down to work from any sheet in the Workbook.

e Report Parameter Columns: A semi-colon delimited list of the column numbers or names used
to define where to obtain the report parameters from.

e Quick Drill-Down / Drill-Down to Workbook: Gives you the choice of having the output
displayed in “fast grid” (in a window) or “direct to workbook” style

In the example above whenever the Transactions Drill-Down is executed the values from the Columns 1
and 3 will be taken for the active/selected row and passed to the report of ID 1. The report will run and
render the data to screen.
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Hide zero rows

Did you know that you can compress a layout to only show the rows that contain values?

Why would you want to do this?

If you have a large general ledger with lots of GL codes and many of them have no balances posted
against them, you don’t want them to clutter up reports that you may have.

How do | do this?

1. Run out your report from the BIC report manager

2. Select the column that you want to hide the zeroes from

C ] E F G H [ J K L
| Ppyil 2002
| CHirent Month YTO
Actual Budget I ¥arx Actual | Budget I Warx
eveoeaas] 34000000 23 1227 43763 149050000 42
e7eoeaaa]  s4noo0on 2w | 1374375 14g0s0000 2w
aiszatza]l 20000000 TR 863 167.94 TEOOODOD 2%
tanoz4] 200 000,00 W 839 630.29 TROOODOD -4
-3 1003 19 52765 1003
g1e+210] 140 000.00 127 468 279,59 7AOE00.00  -BEx
47 22154 78 7E0.00 BT 283 18146 I6EETOO0 26w
3500.00
920,15 1003
£37.01 1002
B0 53 1003 4 21862 180000 67
50113 £0.00 -3 924,05 24000 -TEM
284.29 1500.00 2908 14 98125 2500000 67
§00.00 4134.00 650000 G7H
28938 B00.00 Tam 4563 130000 138
5 748,36 meonon 7
5551 §00.00 424 4 562,20 700000 G4
G710 200,00 -EE 16118 170000 B
37840 0000 -2
102661 1003
A1 AN (=l lalaly] AR, 11 aa SCnn nn AN

3. Select the hide zero rows option from the add-ins->report tools menu
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=l F

-/"-_ \

| +1'J -'.

-
Home Insert Page Layout Formulas Drata Review

| Report Tools '| Back to Last Sheet Drill down Account

Crill-Diown

Hide Zero Rows

Quick Pivat s
Farmat Pivot S |
Add Accounts L c o E F
ccC.
About Alchemex Report Tools “nding Jpyil 2002
T
4 | E{rrent Month
] Actual Budget | Yari
E
7
-_ % |RE¥YENUE 27E963.33] 340,000.00 el
L- 9 | Sales zreaeiss]  s4o000.00 28]
10
—_— 11 |COST OF 5ALES 215.321.23' 200,000.00 ST
12 Cost Variance
13 Cost of Sales 219,100.24 200,000.00 A2

4. Confirm or change the column details when prompted and see how the rows are compressed to
display a schedule that is compact and shows only relevant data.

5. Note that the rows are hidden, and not deleted so if subsequent journals are posted to accounts
that did not have values before, these will not be lost.

As easy as that!
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BIC Report Writing Best Practices

The purpose of this document is to provide the best possible guidelines on effective report writing.
Guidelines are categorized as follows:

Administration Tool:
Containers
Joins
Expressions
Lookups
Report Manager:
Parameters
Union Sub Reports
Advanced Report Properties
Excel Template File:
Use of VB Code
Use of PivotTables
Page Setup
Page Formats
GETTING STARTED:

Always bear in mind the following key words before, during and on completion of the development of a
report:

e Automation

¢ Flexibility

e Performance

o Ease of use for future support/maintenance

ADMINISTRATOR

CONTAINERS:

Keep the number of reports per container to a minimum. (Eliminates room for error when editing an
expression, if numerous reports are using the same container and the same expression, changing the
expression for the purpose of one report could result in a negative impact on the other reports)

Name containers as per the report name or similar to. (Ease of use in recognizing the contents of the
container).

Provide meaningful descriptions on containers.

Include expressions in the container that may be useful to the client for future use even if they are not
required on the report in question.

JOINS:

Use graphical joins unless you require specific clauses with the join

Views and stored procedures should only be used if designing a report from a database where such
views or stored procedures are standard within the database and not client specific. An exception would
be if the need arises for an extremely complex report where the end result cannot be achieved in any
other way.

EXPRESSIONS:

Use data fields, sql expressions, and pass through variables as much as possible.

Excel Formulas should be a last resort if the end result cannot be achieved through the above-mentioned
expression types. (Excel formulas have a negative effect on file size and performance)

Provide meaningful names for expressions
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LOOKUPS:

Ensure that lookups are working properly on any field used as a parameter on the report and any other
fields that may be used as parameters if customizing the report.

Where the functionality of the database allows for the use of “Distinct” ensure that lookups display a
distinct list of values.

Where necessary, set the lookup type to a Customised Sql Statement and customize the statement in
order to achieve the preferred end result. The lookup of the expression does not always have to come
from the table listed in the Expression source; it can be set to obtain the value from a different table.

REPORT MANAGER

PARAMETERS

Rename parameter fields (on the parameters properties screen) where necessary to provide more
meaningful options to the user at runtime.

Set “Parameters on Second Sheet” on. Having the parameter values within the workbook can be
extremely useful in report headings.

UNION REPORTS
Where possible place all parameters on the first union sub report which runs. This will eliminate pop ups
later in the run process.

Note that Union sub reports run in Reverse Order (LIFO) within a union report.
UNION SUB REPORTS

Hide union sub reports from view — less confusion for clients when running reports.
EXCEL TEMPLATE FILE

USE OF VB CODE
o Keep macros as simple as possible
e Avoid complex VB code, as this becomes a support issue for future maintenance and is not
supported by BIC.
o Make sure of the Add-Ins available in the BIC Report Manager as some may eliminate the need
for complex macros.

PIVOTTABLES
When using a PivotTable in the template file take the following into account:

PivotTable Limitations — ensure that you do not display too many row fields that could cause the pivot
table limitation to be reached. Use page fields where necessary to further summarise data.

When pivoting data from a source data sheet where the data was rendered by BIC, always use the range
Sheetname!RawDataCols. This will ensure that the full range of data extracted is always available for
use within the pivot table. When adding new columns to a report, these new columns of data will then
automatically be included in the pivot table range.

Turn off the feature “Save data with table layout”. This is a pivot table, “table option” which affects file
size when turned on resulting in large template files.

Use the feature “Clean Template Pivot Fields” in the Report Manager to clear out pivot table items before
exporting the report for delivery. This will ensure that the user of the report does not view items within the
pivot table that were used in development of the report.
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PAGE SETTINGS
Set the following footers on each page:

At the bottom left, set the date and time

At the bottom right, set page numbering

Set print titles to have row headings repeated at the top of each page

Set print titles to have columns repeated at the left of each page where necessary
Preview the report and adjust the scaling where necessary

Reset margins where necessary

OTHER PAGE FORMATTING

Set report headings at the top of each worksheet that is used as a final end result

Include parameter values within the report headings where necessary

Set “Freeze Panes” to enable easy scrolling around the worksheet without losing view of report
headings, etc.

Hide the display of zero values on the worksheets

Hide the display of gridlines on the worksheets

Adjust the zoom display if necessary but to a minimum of 75%.

Useful Contacts

Sales +27 11 304 3600
Support Centre +27 11 304 3300

Web page www.pastel.co.za/bic

Bl Community www.alchemex.com\ning

BIC Training + 27 11 — 304 1400 or +27 31 — 266 9112


http://www.pastel.co.za/bic
http://www.alchemex.com/ning

