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INTRODUCTION

Introduction

What is Sage Business Intelligence?

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

What are the benefits of using Sage Business Intelligence?
e Work with a standard Windows look and feel

e Reduces the need for IT department intervention

e Reduces the need for expensive consultants and specialist software training

e Consistent format (Microsoft Excel) for reporting across multiple data sources
e Business intelligence can become a standard desktop tool

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

e Empowers the user thereby improving overall productivity
e Optimizes your return on investment by leveraging your existing IT infrastructure

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

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

Recommended System Requirements

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

Microsoft .Net Framework 3.5 SP1

Microsoft Excel 2003 and higher. Note : to run Report Designer reports, you need to
have Microsoft Excel 2007 or higher.

Hardware: CPU > 1.3 GHz
Memory: 1GB RAM

Hard Drive Space: 350MB

Database Connectivity Supported

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

Some of the more common Database types supported are:

Microsoft SQL Server
Pervasive

Oracle

Sybase

Microsoft Access
Microsoft Visual Foxpro
Dbase

MySQL

Sageb0

Paradox
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Getting Help While You Work

To get help while working with Sage Business Intelligence press the F1 key.
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How it Works

Sage Business Intelligence uses an ODBC connection to access data and offers the system
administrator and user separate interfaces to manage the report creation process. Sage
Business Intelligence is then integrated with Microsoft Excel which is used as a powerful and

familiar desktop reporting platform.

- Excel
[] Warkbook
[

4
- Connector

K

Connect @ Define database rganize, copy, and (S View, drill- Build advanced

multiple data connections & maodify reports, Set down, totally Financial Report

SOUrCES containers to up report fields, customize and layouts in Excel
make data filters, parameters save Excel wia a simple,
available for as well as sort and report back to Intuitive ‘Orag
reports summation criteria Report Manager and Drop'

for future reuse designer interface
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Running a Report from the Report Manager
1. Select the report you want to run.

2. Click on the Run button.

¥

EReportManager
w|c|m|E[Rjm|v] - |[>]@(§
Hn:nme

I Demonstration
ZI Financial Reportz Dezigner 2-2 [Dema]
E' tanagement Pack D-2-1 [Demo)

E' RE.L Analysiz Daghboard 2-0 [Demo)
[#]REL Dashboard 2-0 [Demal
g Salez Cube Report 2-0 [Demo]

Sales Detailz 2-0 [Demao] i

Stock Re-Order Levels 2-0 [Demo]

IP : You can also right-click and select Run or press CTRL+R.

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

-

Enter Report Pararneters
males Details 2-0 (Demao)

[rate Greater Than Or Equal To
ak. Cancel l

4. Click OK.

The progress Status is displayed on the right of your screen and indicates the process
of your report. Depending on the size of your company data, running a report may
take some time. You can sometimes cancel the report if necessary.
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Data Out : Report [Sales Details 2-0 (Demo)]

Statuz

v Ewxcel Properties Set
Creating Escel \Wworkbook,
Excel wWorkbook Created
Setting WarkBoak Properties

»

w

»

Wiriting Parameter Sheet
Farameter 5heet Wiitken
, Rendering Data

»

YWiriting ‘Work B ook Summary Information
Whorkbook Summary Information ‘wWhitken

m

1

1| 1}

Cancel

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

g“ [ I R R Sales Details 2-0 (Dermo)l [Compatibility Mode] - Microsoft Excel = = &
Hame Insert Page Layout Formulas Data Review View Add-Ins El Tools & g o BH OER
35 * Arial 11 - General % & g=Insert ~ - ‘W (ﬁ
EE R B_' A A7 .oy 5 Delete = | [g]- Z
F T = g Styles | .. _ Sort& Find &
60 S0 = t¥ll Format ~ | @~ Filter~ Select»
Clipboard P Alignment ] Mumber ] Cells Editing
A3 S |
A B C D E E G H -
1 SALES REPORT @
2 FORTHE PERIOD TO DATE FROM 01 SEF 2003
3
4 SalesPersonlame Al 2
5 | Store (A} =
5 Period () i
7 CustomerCategory LAl i
8
a Data
10 CustomerCodeName - |ProductCategory -1|Pruduc1€cdeh1ne -1 Oty Total Cost  Total Sale GP GP%
11 | = ALLSO1-ALL SORTS STPP SHOP 33 2363544 30819.35 7179.92] 23.30%
12 =JFRESH PRODUCE 24 22 560.05 2534184 678188 23.11%
13 ARCHO1-Archies Red Apples 21 22 159.59 28858.08 6698481 2321%
14 ROSY04-Rosy Blade Peaches 5 400.47 483.87 83.41) 17.24%
15
16 =JOTHER 9 1079.38 1477.42 358.04] 26.84%
1F BX0008-B & X Sesames 4 470.95 670.97 200017 28.81%
18 RONAO1-Ronalds Dried Basil 5 508.43 206.45 188.02] 24.55%
19
20 | =ARCHO1-ARCH'S BAKER 5 3 091.60 443226  1340.68] 30.25%
21 =JBEVERAGES 3 414.51 §00.00 185.45] 30.92%
X2 CRY'503-Crystal Puddle Ranber 5 414.51 500.00 185.4%; 30.52%
23
24 =JOTHER prard 2677.09 383226 115517F 30.14%
25 RONAD1-Ronalds Dried Basil 2 2677.09 383226 115517 30.14%
26
27 | =IRASIN-BASI S CL o . R 8 A5 4AT714R 2 R4S o o
4 4 » v | Sheetl  Sheet? | SALES REPORT . TOP 5-GP% . TOP 5 - VALUE ~~ PRODUCT CAT|I| 4 Il »
Ready | |[EOm s (o) [ 2349%|
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Copying, Pasting and Renaming Reports

You can copy and paste a report, at any stage, in the Report Manager. These functions are
useful in Sage Business Intelligence because some master reports are locked, and you will
need to make a copy of these master reports if you wish to edit them. Use the copy, paste,

and renaming methods so you can create new reports from an existing report and therefore
not corrupt the master report.

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

To create a new report from an existing report
1. Open the Report Manager.

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

3. Click on the Copy icon in the toolbar.

¥

|| Report Manage
&[=pEw v] | »|e(f
af Home
L1 Demonstration
EI Financial Reports Designer 2-2 [Dema)
E' Management Pack 0-2-1 [Diemo)
E' REL Analpsiz Dazhboard 2-0 [Demo) :
[#]RKL Dashbaard 2-0 [Demal
:| Sales Cube Repart 2-0 [Dema)
b Sales Details 240 [Dema)

Stack Re-Order Levels 2-0 [Dema]

e

b A A

4

FY T VYTV VYTFVYVYTFTYIYTFTYYT

IP: You can also right-click on the report you want to copy and select Copy to
copy that report to the clipboard.

4. Now to paste the copied report into a folder, select a folder.

@NOTE: You can select the same folder that contains the original report, or a
different folder.

5. Click on the Paste icon in the toolbar.
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I

ElRepartManager
= | @|=| @] 7] | e

ot Home

L | Demonstration
Financial Reportz Designer 2-2 [Dema)
ki anagement Pack 0-2-1 [Dema]
RkL Analpziz D ashboard 2-0 [Demo]
RkL Dazhboard 2-0 [Demno]
Sales Cube Repart 2-0 [Dema)
Sales Detailz 2-0 [Dema]
Stack Re-Order Levels 2-0 [Dema]

(R =]

6. TIP: You can also right-click on the selected folder and select Paste.
Alternatively, you can use the short-cut keys of CTRL+C to copy the report,
and CTRL+V to paste instead of using the menus.

7. By default, the report’s name is Copy of <report name>. To rename the report, right-
click on the report and select Rename.

' || Report Manager
o|di|=|E (2w v] | >
Hu:ume

= Q_emu:unstratiu:un
i Copy of Sales D ghadag

Financial Report
bl anagement Pz
RkL Analyziz Dz
Rk.L Dazhboard
Salez Cube Rep Run

Sales Details 2-( Run Sample
Stock Re-Order

AR EEEE

Design

8. Type in the new name for the report. You now have an exact duplicate of the original report that will obtain
its data from the same place, and deliver it in the same format, until you make any changes to this new
report.



Creating and Linking a Report

Getting Started Guide

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

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

The process to Create an Link a report template is as follows :

» Make a copy of
the report

* Run the Report

Report
Manager

To create and link the Report

* Make the changesto
the report layout
leaving it openin
Excel when complete

* Create and Link
the report
template

Report
Manager

1. Open the Sage Business Intelligence Report Manager.

NOTE: If you are unsure of making changes to any of the standard reports, you
should create a copy of the report before you make any changes.

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

- Report Manager

OEEREE f}ﬂ@m

F-N
{af Home
1 Demonstration

_______ Copy of Salez Detals 2-0 [Dema)
ﬂ Financial Reportz Dezigner 2-3 [Demao]
b anagement Pack D-2-1 [Dema)

Rk.L Analyziz Daghboard 2-1 [Dema)
FKL Dashboard 2-0 [Dema)
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3. In Microsoft Excel, make the changes to the report. Ensure that Sheetl (where Sage
Business Intelligence puts the Raw Data) and Sheet2 (where Sage Business Intelligence
puts the report parameters) are unchanged.

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

5. Right-click on the report for which the changes were made, and select Create and
Link Template.

[

| Report Manager
o= malv]-]| e

4

2! Home
1 Demanstration

wz‘ Copy aof Sales Details 2-0 [Demal

Z Firy {]pen

=Mz

= Rename

¥ | R

? =1 Delete

~15a Run

E 54 Run Sample

E St :
Design
Create and Link Template|;
Un-link Template

6. In the window that appears, select the Microsoft Excel workbook which contains the
changes you made.

NOTE: All Microsoft Excel workbooks that you have open will be listed in the window,
so ensure you select the correct Microsoft Excel workbook to create and link.

10



10.

Select Workbook to Convert to Template

Copy of Sales Detaillz 2-0 [Demall

0k,

Select an Excel wWorkbook from the list belove. The format of thiz
warkbaoaok will be stored az a ternplate for thiz repart.

Cancel

Click OK.

Getting Started Guide

When the following window appears, click Yes to link the workbook. Clicking No will

cancel the linking of the template.

okay?

b This report has the Option to Place Parameters on the Second
@' Worksheet set. This requires that the contents of the Second Sheet of
WorkBook [Copy of Sales Details 2-0 (Demo)l] be cleared first. Is this

Yes

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

Specify Template Name

~

Ok, | Cancal |

]

Click OK. Once the template has been successfully linked, the Microsoft Excel
workbook is automatically closed and a confirmation window appears.

11
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-

Completed Successfully @

11. Click OK.

12
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Adding and Creating a New Report

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

Creating a New Report from Existing Containers
This process consists of two steps:

To add a folder
1. Open the Sage Business Intelligence Report Manager.

2. Click on the Home object.

3. Click on the Add Folder button in the toolbar.

I, Report Manager

=

ermonstration
Copy of Sales Details 2-0 [Dema]
Financial Reportz Designer 2-2 [Demo
bl anagement Pack 0-2-1 [Dema)

RkL Analysis Dazhboard 2-0 [Demo]
REL Dazhboard 2-0 [Demo)

Salez Cube Report 2-0 [Demo]

Sales Detaily 2-0 [Dema]

Stock Re-Order Levels 2-0 [Dema] 1

=

Y Y

S

4. The Enter a Name for the Folder window appears. Enter a name for your folder.
5. Click OK.

To create a report
1. Select the folder where you want to add the report.

2. Click the Add button in the toolbar.

13
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eport Manager
:ﬁ_!ﬂame

1 Demaonstration
Copy of Sales Details 2-0 [Dema)
Financial Repaorts Dezigner 2-2 [Demo
t anagement Pack D-2-1 [Dema)
REL Analyziz Dashboard 2-0 [Dema]
R¥kL Dazhboard 2-0 [Dremo)

Salez Cube Report 2-0 [Demo]
Sales Detailz 2-0 [Dema]

Stock Re-Order Levels 2-0 [Demo

Y Y Y

3. Select the type of report to add when prompted. You will add a Standard
Report.

TIP: A Union Report is made up of 2 or more standard reports. A Cube Report
extracts from a local cube (.cub file) as opposed to directly from the source database

P =

Please select the type of report to create

{* Standard Report

i Union Report

i Cube Report

Caricel

4. Enter a new name for the report.

Enter a name for the Report

] Cancel

5. Click OK. The Select Data Container window appears.

14
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Select Data Container

M ame i Dezcription I Farent Connection

Dazhboard Sales Details 2.0 Salez Details Rk.L Trading Demo

Financial Reportz Dezsigner 2-1 Chart of Accounts Detalz Rk.L Trading Demo

GL Trangzactions 2-0 eneral Ledaer Transactions RKL Trading Dema

GL Trangactions 2-1 General Ledger Tranzactions RKL Trading Demo

tanagernent Pack 2-0 Chart of Accounts Detailz Rk.L Trading Demo

Sales Details 2.0 Sales Details REL Trading Demo

Stock Relrders 2.0 Stock on Hand and Reording i...  REL Trading Demo

4 L} [ 3
] Cancel

6. Select the data container from which you want to source your data. The Choose
Column fields window appears.

Choose Column Fields

| CostFrice
["1 CustormerCategary ‘

[1 CustormerCodeM ame
[] Custornert ame

[] CustSupplD
[1Date

[ Dezcription

[ DocHo

[ DocType
[ OrderMo -

UnSelect All Select Al k. Cancel

7. Select the columns you require in your report.
IP: Click Select All to select all of the expressions.

8. Click OK. Your new report is now in your specified folder and is ready for you to run.

15
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Defining Report Properties

Sage Business Intelligence Report Properties

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

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

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

Properties Tab

The Properties tab enables you to view and change general report details such as the report
name and description.

= Report Manager E 23
&= |plelalv]-| >eals[iad|sal 2 ]
“u" Home -_* Froperties |D:||umn$ | Filters | Farameters | Sont Fields | Agagregate Filkers |
[ Demonstration Feport D
EI Financial Reports Designer 2-2 [Demao) |4 I:l
ElManagement Pack D-2-1 [Dema) R PN i‘
[#] RKL &nalysis Dashboard 2-0 [Demo) SRl L Ae

: Sales Details 2-0 [0
[#]RKL Dashboard 20 [Demo) [Sales Detais 2.0 (Dem]

Cu D escription
|Sale& values and gty per customer, product, zalesperson

Template Storage Location
|I:: YProgramD atahblchemexialchemexrSmartReportingihetal atahTemp

Report Template [Excel 97-2003 Template [*.x1t))
|Sales Detailz 2-0 [Demal.»lt

Farameters on Second Sheet W

4 T o | T Show ddvanced ?ﬂ
9 Objects

Columns Tab

The columns window lists the columns that make up the Microsoft Excel report.

16
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[ e g ==
w || @ %[ v - -|@I|@|@J|a|@@| )|
(‘;} Home . Fropertiss IM. Filtersl Parametersl Sort Fieldsl Aggregate Filtersl

] Demonstration
EI Financial Reportz Designer 2-2 [Demo)
E‘ i anagement Pack [-2-1 [Dema)

-ﬁr"lame | Aggregate Function - e

= CustomerCategary

[#]RKL &nalusis Dashboard 20 [Demo) b= CustorsiCodeNams ﬂl
[#]REL Dashboard 2-0 [Demo) - =
Custornertd ame = b 1

E‘ Sales Cube Report 2-0 [Demo) B> CustSupplD M
w1 G ales Details 20 [Demo)
[= Date Move Dawn
ZI Stock Re-Order Level: 2-0 [Dema] [> Description L4 4'

[+ DocMo

[ DocType

[ OrdeMo

= Period

[ ProductCategony
[+ ProductCodet ame
L | I F [= Prawh-HD e

[ |9 0bjects

17
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Adding Additional Columns

1. Select the Columns tab from the Properties window.

2. Click Add.

i

[~ Report Manager

N el 0 Y e I R = T A B E E Y D s )

0

‘_T]’ Hiome
1 Demonstration

E Financial Reports Designer 2-2 [Dema)
Management Pack 0-2-1 [Dema]
RE.L Analgiz Dashboard 2-0 [Dema)
FKL Dashboard 20 [Demal
Sales Cube Report 2-0 [Demo]
7 Sales Details 240 [Dema)
@ Stock Re-Order Levels 2-0 [Demn]

-

- Properties
Mame | Agaregate Function
= CostPrice

= CustomerCategary
[ CustomerCodeMame
[+ CustomerMame

[ CustSupplD

[= Date

> Descrption

b= DocType

= OrderMo

= Period

= PraductCategory
= ProductCodeMame
[= PraductD

[ Pradicth ame

m

e

iItersI Parameteml Sort Fieldsi Aggregate Filter$|

d
Remowe
tove Up

tove Down

|9 0bjects -

3. Select the desired column.

Choose Column Fields

[] CostPrice

[] CustomerCategaony
[] CustomerCodeM ame
[] CustomerM ame

[] CustSupplD

[] Drate

["] Description

Mo
[T DocType
[ OrderMa

UnSelect all Select Al

-

2k, Cancel

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

18
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i

[~ Report Manager

0 i 1 el Y Yl I B R Y A B EY Y D s ]

(=] =

(_‘-\]’ Haome
[ Demonstration
EI Financial Reportz Designer 2-2 [Demo]
E‘ Management Pack D-2-1 [Dema)
E‘ R¥.L Analpziz Daghboard 2-0 [Demo)
[#]RKL Dashbaard 2-0 [Demal
Z‘Sales Cube Feport 2-0 [Dema)
ales Details 2-0 [Demo]
ZI Stock Re-Order Levels 240 [Dema)

4| [Tl

k

. Properties  Columing | Filtersl Parametersl Sort Field&l Aggregate Filtersl

Mame | Aggregate Function

-

= ProductiD

[ ProductM arme
&= Oy

[ RecordType
[+ SalesmanlD
= SalesPerzonMame
[= Staore

[ Tax

5= Urit

[= Unit Price

= TotalCost

[ TotalSale

{3 Il e

Add
Remove

Mave Up

i

tove Down

m

[90bjects 2

19
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Moving and Deleting Columns

Moving Columns

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

1. From the properties window, click the Columns tab.
2. Select the desired column/s.

3. Click Move Up or Move Down.

[

eport Manager
[~ Report Manag [E=1) e
= =
i e Y R Y Y P Y Y T ] )
{2t Home Properties  Columns | Filkers | Parameters | Sort Figlds | Agareqgate Filkers |
] Demonstration Marne | Aggregate Funchion - Add
EI Financial Reports Designer 2-2 [Demn) [> CustomerCategory
E‘Management Pack D-2-1 [Dema) [ CustomelCodeM ame
[F]RKL Analysis Dashbosrd 2-0 (Demo) e _Remove |
[#]RKL Dashiboard 20 Dema) B CustSupplD
PRl = h ]
;lSales Cube Report 2-0 [Demo) = Date [
Wf Sales Details 20 (Dema) I> Deseription /ﬂ

EI Stock Re-Order Levels 2-0[Dema]

> Period
= ProductCategany
[ ProductCodeM ame

B ProductiD
1| 1 I [ Prodicthd ame

9 Objects

[QITIP: You can also select the desired column and drag it to the required position.

Deleting Columns

1. From the columns tab, click on the desired column.

2. Click Remove.

20
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[

[~] Report Manager
o el Y el

il

42 Home:

1 Demonstration
EI Financial Reports Designer 2-2 [Demn)
E‘ tanagement Pack D-2-1 [Demo]
E‘ REL Analysis D ashboard 2-0 [Dema]
[#]RKL Dashbaard 20 (Demal
] Sales Cube Repart 2-0 [Dema)

= Sales Details 20 (D ema)
EI Stock Re-Order Levels 2-0 [Demo]

[ @] s

Properties  Columng | Filters | F'alameters. Sort Fields | Agagregate Filkers |

M arne

| Aggregate Function

Add

= CustomerCategory
[ CustomerCodeManme
[+ CustormerM ame

= CustSupplD

[ Date

[+ Descrption

= DocType

[= OrderNo

> Period

= ProductCategany
[ ProductCodeM ame
= ProductlD

[= Prodictt ame

Remove

Move Up

Move Down

[0

9 Objects

IP: You can also right-click on the desired column and select Delete.

21
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Exporting Reports

Using this facility, report layouts can be created in one Sage Business Intelligence system and
distributed to other Sage Business Intelligence systems. The export function creates a
compressed file with an .al_ extension which can be imported into other systems. The
uncompressed version of the file will create a file with the extension .alx

1. From the Object window, click on Tools and then click Export Report.

Lid [Report Manager]
[ File Action Report ' indow Help

n i ﬁ'] | B ] 13’] 1 Export Report
2 Home Export Report and Protect
] Demanstration Generate Scheduler Command
¥ |Firaricial Reparts D Clean Template Pivot Fields
%E:E?:;;?: E:Z::l' Purge Instance History

|z ales Detals £-

#]RKL Dashboard 2-0 ([Demal

E' Sales Cube Report 2-0 [Demo]

S Sales Detail: 240 [Dema)
Stock Re-Order Levels 2-0 [Dema)

Dezcription

IP: You can also right-click on the desired report and select Export Report..

2. Select the required export options.

22
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Export Options for Report [Sales Details 2-0 (Demo]]
Export file Usage
{* Allow anpone bo impaort and expaort for re-distibution
7 Allows anyone bo impaort and export bt not esport for re-distibution

7 Allows only this named Cornpary ta impart the file; -

Container Dwnership in Destination Spstem(s]
f« Fetain Exizting Owherzhip [Slchemes [Pry) Lid]
" FAemove Creatar Dwnership from Container
" Allow destination zystern to take over Dwnership

" Change Owner ta at lmpart; -

|tlchemes (Phy) Lid

Protection within Destination System(s]

[ Lack Container in destination systemz]

[ Lock Exprezsions in destination system(z]

Cancel

Click OK.

When prompted, browse to the location where you want to store the exported report
layout.

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

Report Export @

-

i . '| Export succeeded. To import this report into ancther system do one of
‘WY thefollowing:
1. Select a destination connection in the Connector of the destination
system and run the Import Report function frem the Teols menu.

2. Select a folder in the Report Manager and run the Import Report
function from the Teols menu,

OK
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6. Click OK.

To import a Report into Sage Business Intelligence from an exported file see Importing a
Report.

[ENOTE: If you are running a Third Party Developer License of Sage Business Intelligence then
it is possible for you to protect your export files. See Exporting Reports with Protection for
more details.

24



Getting Started Guide

Importing Reports

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

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

1. Click on the Home object or the folder in which you wish to import the report.

2. From the Tools menu, select Import Report.

Lij [Report Manager]
[ File Action Report Wi_nd_u_u}f Help__
| ﬁ| | @ | | | Run Report Batch
£ Home Run Report Batch (Mode 2)
il

ﬁ

Add Sub Query Report
Add Dataless Report

Firancial Repaorts Oy
Management Pack. |
REL Analysiz Dashb i Bt
RkL Dazhboard 2-00 e —.
Sales Cube Report 2-0 [0 emno] Drescription 1
Sales Detailz 2-0 [Demo]

* | Stock Re-Order Levels 2-0 [Demao) 1
I VY VYV VY Y Y Y VYRR FYwYwwY

rorvwwwwwwwwwww

A =]

IP: You can also right-click on the desired folder and select Import Report..
3. Browse to the report file to be imported (file with the _al extension) and click Open.

4. In the Import Report window, select the Target Connection.
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Irmport Report @
Repart Mame \Copy of Sales Details 2-0 [Dema)
Created by Campaty |&lchemes [Phy) Ltd
Report Container 5 ource |5.3|33 Dietailz 2.0
Creation Timne ]201 203727 10:47:39 Ak
Original Template Mame \Copy of Sales Detailz 2-0 [Demo) xk
Template File Size [bytes) |a1 408
Original Connection Mame |HK|_ Trading D'emo
Original Connection Type |ODBC Driver for Access
E wport Library Yersion |4_5_|:|
Impart Library Yersion |?_2_4
T arget Connection |HK|_ Trading Derno j
T arget Connection Type |
Fepart Destination
Import | Cancel |

5. Click Import.

If the report you are importing refers to a container that already exists, the following
message will appear.

[ ]

Confirm Report Source Container 2

I'-\_. _,-'I [Sales Details 2.0] and a Container by this name already exists. Would

e The report that you are importing refers to a Container by the name of
= you like the import to use this Container for the reports data.

Choose Yes to use this one and Mo to create a new one.

Yes Mo

6. Select Yes to use the existing container or select No to create a container with a new
name. The following confirmation message will appear.
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7. Click OK.

Import Report

Getting Started Guide

8. Double-click on the folder to refresh.

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

each element:

Report Name

The original name of the Report in the Source Sage Business Intelligence System

Created By
Company

The Company that created the Export File

Report Container
Source

The Source Container for the Report in the Source Sage Business Intelligence System

Creation Time

The Date and time that the Export File was created

Original Template
Name

The name of the Report Template in the Source Sage Business Intelligence System

Template File Size

The size (in bytes) of the Report Template File

Original Connection
Name

The name of the Source Data Connection in the Sage Business Intelligence Source
System

Export Library
Version

The Version of the Export Program Library used to create the export file

Import Library
Version

The Version of the Import Program Library being used to perform the import
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The Connection that you have selected as the Source for the new report that will be

Target Connection .
9 created by the import

Target Connection The Source Connection Type of the Connection that you have selected as the Source
Type for the new report that will be created by the import
Report Destination The Report Manager Folder into which the new report will be imported
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Security Manager

Activating the Security Manager

Activating the Security Manager:

1. Open the Security Manager.

Getting Started Guide

2. Itis highly recommended that the Security On checkbox be enabled. Click the button

to enable it.

1 Security Manager - DEFAULT
File

General

B

Roles

L lears

[E=8 = 5
Lsers Search Enter Search Temm
Unselect Al Change Password... Add

H Rename ][ Delete

Securty Manager Loaded.

3. You will be prompted for a password. Type in a password and click Set.
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30

=1 Security Manager - DEFAULT = ECR F5c
File
General Users Search Erter Search Tem
Q SecuntyOn
Password e | Set |
Roles
Administrators
o Users
Unselect Al Change Password... Add ] ’ Rename ] [ Delete
Security Manager Loaded.

Confirm your password. This password will be required in future to gain access to the

Security Manager.

P

Confirm Password:

| oK

J [ Cancel

Click OK. A confirmation window will appear.

Click OK.

Proceed to Add Roles
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Adding Roles
1. From the Users tab, click the Add button under the Roles section to add a new role.
| Security Manager - DEFAULT = =R
File
General Uszers Search Enter Search Temm
Ir Security On
Password =
Foles
-+ Administrators
[ —
Unselsct Al Change Password .. Add ] ’ Rename ] [ Delete
Security Manager Loaded.
?

2. Enter a name for the Role.

Enter Role Mame:

Financial Managers|

0K || Cancel

3. Your role will now be added.
4. In the right pane, select Add to add the users that should belong to the new role.

5. NOTE: If integrated security is used, those users listed are those set up in your Sage 50
Canadian Edition security.

6. Type the users hame and select OK.

Enter User Mame:
Ted Smith|

| 0K || Canesl

7. Enter a password for the user and click OK.
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ETIP: You can later change the password by clicking Change Password.

8. Repeat this process for any additional roles you would like to add, then proceed to
Add Reports to Roles.
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Getting Started Guide

1. Click on the Reports tab to assign access to specific reports for each role.

1| Security Manager - DEFAULT
File

([F=N|EC8

General

g Security On

-

Password

Roles

-~ Administrators
Financial Managers
o Users

Search

Lsers | Reports |

Enter Search Temm

AT ] (7] Top Customers by Product 20 Dermo)
[ [2] Trial Balance Sub 2-0 {Demo) [ [14] Top Products by Customer 2-0 {Demo)
[[] [B1GL Transactions Sub 2-0 (Demo}) [ [15] Sales Cube Report 2-0 {Dema)

[ [4] Sales Details 2-0 (Demo) [ [16] Financial Reports Designer 2-2 {Demo)

[ [5] Stock Re-Order Levels 2-0 (Dema) [ 171 GL Transactions Designer 2-0 (Demo)
[ [6] RKL Dashboard 2-0 {Demo)

[ [71 Sales Details for Dashboard {Demo)
[ [8] Financials for dashboard (Dema)

[ 18] RKL Analysis Dashboard 2-0 (Demo)
[7] [10] Dashboard Financials Acc Sub 2-0 (Dema)
[ [11] Dashboard Financials Grp Sub 2-0 (Demo)
[ 2] Dashboard Sales Details 2-0 (Dema)

Sort by
@ Id

[ Select Al

@ Ascending ) Descending
One Click Select

) Name

Security Manager Loaded.
Role Anancial Managers Added.
User Ted Smith Added.

? [ Ad || Deete |

2. Ensure the correct role is selected in the left pane, then select the reports in the right
pane which that role must have access to.

NOTE : Union/sub reports are automatically added when the main report is added.
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1 Security Manager - DEFAULT =
File
General W Search Erter Search Tem
g Securtty On [1] Management Pack D-2-1 (Dema) [1)13] Top Customers by Product 2-0 {Demo)
[¥]|i2] Trial Balance Sub 240 {Demo) [C1)(14] Top Products by Customer 2-0 {Demo)
Password  * [¥] 131 GL Transactions Sub 2-0 {Dema} [C1{[15] Sales Cube Report 2-0 (Demo)
(] |[4] Sales Details 2-0 {Demo) [16] Financial Reports Designer 2-2 {Dema)
Roles 1151 Stock Re-Order Levels 2-0 {Dema) [17]1 GL Transactions Designer 2-0 (Demo)
== [6] RKL Dashboard 2-0 (Demo)
Adm|n|_st|amrs -—"""k [7] Sales Details for Dashboard {Dema)
: [ [i8] Financials for dashboard (Demo)
- Users [7] 191 RKL Analysis Dashboard 2-0 (Demo}
[¥]|[10] Dashboard Financials Acc Sub 2-0 (Dema)
[¥][11] Dashboard Financials Grp Sub 2-0 {Demo)
[12] Dashboard Sales Details 2-0 {Demo)
Sort
[F] Select Al Pp— o Acendng ) Dacconi
@id @ N @ Ascending () Descending
One Click Select ; S

Security Manager Loaded.

Role Anancial Managers Added.

Uszer Ted Smith Added.

Report [2] Trial Balance Sub 240 (Demo) Added to Financial Managers

Report [3] GL Transactions Sub 2-0 (Demo) Added to Financial Managers

Report [1] Management Pack D-2-1 (Demo) Added to Financial Managers

rd Add ] [ Delete ] Report [7] Sales Details for Dashboard (Demo) Added to Financial Managers
Report [8] Financials for dashboard (Demo) Added to Financial Managers -

|111 | »

The users now assigned to that role, have access to the reports that the system
administrator has assigned to the role.
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GETTING SUPPORT

The Sage Business Intelligence Help Files have been written to provide maximum information

and assistance to all Sage Business Intelligence users. Every effort has been made to make

Sage Business Intelligence easy to understand and use. The comprehensive help files can be
accessed by pressing the F1 button in your Sage Business Intelligence software. For further
assistance, please contact:

On-line

e Sage 50 Canadian Edition Website: www.sage50accounting.za

e Sage 50 Canadian Edition Knowledge Base: Knowledge Base Website

o Contact Us: www.simplyaccounting.com/company/contactus

e Training Address: www.sage50accounting.ca/training

e Online Forum Address: www.sage50accounting.ca/community
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