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RECAP

What is a Group?
Divides report data into groups sharing something in common: -

« List of Customers grouped by Department
« Listof Transactions grouped by Supplier
« Listof Products by Stock Location

Benefits

* Provides structure to a report

« Report data automatically sorted on the grouped data field
* Multiple Groups

« Sub-totals

* Page Breaks

 And more!

© 2022 The Sage Group plc, or its licensors. All rights reserved. Page 3



Multiple Groups
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Multiple Groups — Design Mod

1. Page Header

Date: DATE
Time: TIME

2. Report Header

Cust Ref From : CUSTOMER_RE
Cust Ref To: CUSTOMER_RE

3. ANALYSIS_1 Header

Agent : ANALYSIS_1
4. ACCOUNT_REF Header

Account Ref : ACCOUNT_RE Name : NAME

NAME
NAME

Date From: TRAN_DATE_FR
DateTo: TRAN_DATE_T

Page: PAGE

Transaction From: DETAIL_TRAN_
Transaction To:  DETAIL_TRAN_

vl X

END_OF_REPORT

Tran. Type  Inv Ref Details Gross Amount Tax Amount Outstanding
5. Details

TYPE INV_REF DETAILS GROSS_AMOUNT TAX_AMOUNT OUTSTANDING

6. ACCOUNT_REF Footer v] X
GROSS_AMOUNT TAX_AMOUNT  OUTSTANDING

7. ANALYSIS_1 Footer X
Agent Totals :  GROSS_AMOUNT TAX_AMOUNT  OUTSTANDING

8. Report Footer X
Totals : GROSS_AMOUNT TAX_AMOUNT  OUTSTANDING

Agents Commission Report

Page Header — once per page

Report Header — once per report
Group 1Header — once per group

Group 2 Header — once per group
Details — once perline of data

Group 2 Footer — once per group

Group 1Footer — once pergroup

Report Footer —once per report
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Multiple Groups — Preview Mode

Date:
Time:

09/12/2022
11:59:20

Stationery & Computer Mart UK
Agents Commission Report

Cust Ref From :

Date From: 15/01/2021

Page: 1

Transaction From: 1

Cust Ref To: 22222777 Date To: 29/01/2021 Transaction To: 99,999,999
Agent : Abby
Account Ref : BRIOO1 Name : Fred Briant

Inv Ref Details Gross Amou-ag 1=x Amount Outstandin
Sl 3 PC Combo Pack 1 630.97 91,97 0.00
SI 3 SIMM 64mb 100Mhz 183.55 26.75 0.00
S1 3 LP100 Laser Printer 27533 40.13 0.00
SI 3 LP100 Laser Printer Toner 114.72 16.72 0.00

1,204.57

Account Ref : STE002 Name : Steven Stephenson

175.57

Tran. Type  Inv Ref Details Gross A t Tax Amount Outstandin:

o ™ P COMDO Tack 5 pa Wil kY] .00
S1 15 SIMM 32mb 100Mhz 229.44 33.44 0.00
S1 15 JP030 Jet Printer Cartridge 144.55 21.07 0.00
SI 15 Rubber Bands - Selection Pack (200) 13.77 2.01 0.00
Sl 15 Copy Paper - Standard Grade 288.22 42.01 0.00
SI 15 JP010 Jet Printer 160.61 2341 0.00

3,417.82

Account Ref : STU0O1 Name : Edward Stuart

498.17

Tran. Type  Inv Ref Details Gross Amount Tax Amount

o 12 TPOT0 Jet rrinter T20.01 pEE)) T
si 12 MTH1000 Motherboard 229.44 33.44 0.00
s1 12 DIMM 128mb 100Mhz 458.89 66.89 0.00
s1 12 Mouse Mat - (241 x 203) Black 3.44 0.50 0.00
S1 12 PCR700 Processor 917.77 133.77 0.00

Agent Totals : 6,392.54

258.01

Group 1Header — once per START of group
Group 2 Header — once per START of group

Group 2 Footer — once per END of group
Group 2 Header — once per START of group

| Group 2 Footer — once per END of group

Group 2 Header — once per START of group

Group 2 Footer —once per END of group
Group 1Footer — once per END of group
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Creating a copy of areport

To change the name of the report: - To change the filename of the report: -

Report > Report Properties > change Report .
Name > 0K

Report Properties X

File > Save As > either change filename or leave
as “Copy of...” > Save

ffz Save As

X

» « Cust.. » My CustomerR... v 0 Search My Customer Reports
REPO pDpe =

Organise + New folder

v (7]

[z] Documents () Name Date modified Type

Microsoft Teams
Report Name Day Books: Customer Invoices (Detailed) by Department and (

No items match your search.
[&=] Pictures

-
Report Description  |Invoices, shown itemised. [ This PC

) 3D Objects
I Desktop

1=| Documents

& Downloads
b Music

Cancel &= Pictures

B Videos

= 0s(C)

v RS >

l File name: I 122\COMPANY.000\Reports\Customer\My Customer Reports\Copy of CSTDYIVD.REPORT

A Hide Folders Save

Cancel

SQSG © 2022 The Sage Group plc, or its licensors. All rights reserved. Page7



Adding Group 1

Sections > Add Section > Group Header and Footer > add table and variable in window > OK

A new Group Header and Group Footer section appears in the report design: -

BEFORE GROUP 1(5 sections)

‘ 1. Page Header

Date: DATE
Time: TIME

2. Page Header

Date From:
Date To:

Transaction From:
Transaction To:

Dept From:
Dept To:

‘3‘ Page Header

Tran No. Type Date
‘4‘ Details

TRAN_N TY DATE
‘5, Report Footer

NAME
NAME

TRAN_DATE_FROM
TRAN_DATE_TO

DETAIL_TRA
DETAIL_TRA

TRAN_DEPT
TRAN_DEPT_

A/C Ref N/C InvRef Dept. Details

ACCOUNT_ NOMINA INV_REF DEPT DETAILS

Totals:

END_OF_REPORT

Page: PAGE

Al X

Customer From: CUSTOMER_REF

CustomerTo: CUSTOMER_REF
N/C From: TRAN_NOM_CO
N/CTo: TRAN_NOM_CO

A

Net Amount Tax Amount T/C Gross Amount V B

NET_AMOUN TAX_AMOUNT TAX_  GROSS_AMO VABAN

A

NET_AMOUN TAX_AMOUNT GROSS_AMO

X

AFTER GROUP 1 (7 sections)

‘W‘Page Header ] [X
Date: DATE NAME Page: PAGE
Time: TIM|
e [CHE NAME
}Z‘Page Header A [ [X
Date From: TRAN_DATE_FROM Customer From:  CUSTOMER REF
Date To: TRAN_DATE_TO Customer To: CUSTOMER_REF
Transaction From: DETAIL TRA N/C From: TRAN_NOM_CO
Transaction To: DETAIL_TRA N/CTo: TRAN_NOM_CO
Dept From: TRAN_DEPT
Dept To: TRAN_DEPT_
‘3. Page Header ) [v] [
14 AUDIT_SPLIT.DEPT_NUMBER Header Al [ [X
‘5, Details
gr— — _ e ———— _ i Nl
‘ 6. AUDIT_SPLIT.DEPT_NUMBER Footer X
|7. Report Footer B[E[H
Totals: NET. N“’IOUN TAX_AMOUNT GROSS LME

END_OF_REPORT
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Adding Group 2

Sections > Add Section > Group Header and Footer > add table and variable in window > OK

A new Group Header and Group Footer section appears in the report design: -

BEFORE GROUP 2 (7 sections) AFTER GROUP 2 (9 sections)

1. Page Head v
1. Page Header ~] [X e < X
Date: DATE NAME Page: PAGE
Date: DATE NAME Page: PAGE Time: TIME NAME
Time: TIME
NAME 2. Page Header AMX
Date From: TRAN_DATE_FROM Customer From: CUSTOMER_REF
2_ Page Header A 1% Date To: TRAN, \TE_TO Customer To: CUSTOMER_REF
. TRAN . bl ctit Fi :  DETA RA N/CF : TRAN_NOM_CO
x:?:m' m:gig:igom E:gm:;zmﬂ Eﬂ;gm E?&:&EE T:::d:gﬂﬂ Tor:m" DEA:._TRQ N/C 1:"“ TRAN_NCM_CO
Transaction From: DETAIL TRA N/C From: TRAN_NOM_CO i TRAN-BERT_
Transaction To: DETAIL_TRA N/CTo: TRAN_NOM_CO
3, Page Header A
Dept From: TRAN_DEPT
Dept To: TRAN_DEPT_ Tran No. Type Date A/C Ref N/C  InvRef Dept. Details Net Amount Tax Amount T/C Gross Amount V B
4. AUDIT_SPLIT DEPT_NUMBER Header Al [v] [
3. Page Header A [v] X
Tran No. Type Date A/C Ref N/C InvRef Dept. Details Net Amount Tax Amount T/C Gross Amount V B
5. AUDIT_SPLIT. ACCOUNT_REF Header [~ 1 0
4. AUDIT_SPLIT.DEPT_NUMBER Header Al [ [X
6. Details
5. Details — - —— i e — Sl
TRANN TY DATE ACCOUNT_ NOMINA INV_REF DEPT DETAILS NET_AMOUN TAX_AMOUNT TAX_  GROSS_AMO VABAN R s I L A z X
6. AUDIT_SPLIT.DEPT_NUMBER Footer X
= = -OOter [ X
7. Report Footer (A1
9. Report Footer A [-]
Totals: NET_AMOUN TAX_AMOUNT GROS5_AMO — _ — = —_—
B R S — :3} NE -'-\MQUE AX_AMOUN GROSS .'ql-!?
END_OF_REPORT END_OF_REPORT
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Group Header Content

BEFORE AMENDMENTS

AFTER AMENDMENTS

1. Page Header v 1. Page Header v [X
Date: DATE NAME Page: PAGE Date: DATE NAME Page: PAGE
Time: TIME NAME Time: TIME NAME
2. Page Header Al [~ 2. Page Header Al X
Date From: TRAN_DATE_FROM Customer From: CUSTOMER_REF Date From: TRAN_DATE_FROM Customer From: CUSTOMER_REF
Date To: TRAN_DATE_TO Customer To: CUSTOMER_REF Date To: TRAN_DATE_TO Customer To: CUSTOMER_REF
i i . T ; T ction From: DETALL TRA N/C From: TRAN_NOM_CO
Teanaion feoe ST weee S TmadnT wemm TSR
. Dept From: TRAN_DEPT
g::g:m. TRANoErT DeptTor TRAN_DEPT_
3. Page Header Al 3. Page Header Al
Tran No. Type Date A/C Ref N/C InvRef Dept. Details Net Amount Tax Amount T/C Gross Amount V B ~
4 AUDIT_SPLIT.DEPT_NUMEER Header AR - AuorT_SPUT DEPT_HUMBER Header K
Dept. DEPT
5. AUDIT_SPLIT ACCOUNT_REF H = ~ 5. AUDIT_SPLIT.ACCOUNT_REF Header Al [F] X
A/C Ref ACCOUNT_
\_ Tran No.Type Date Njc Details Net Amount Tax Amount T/C GrossAmountV B
6. Details 6. Details
TRAN_N TY DATE ACCOUNT_ NOMINA INV_REF DEPT DETAILS NET_AMOUN TAX_AMOUNT TAX_  GROSS_AMO VABAN TRANLN TY DATE NOMINA INV_REF DETAILS NET_AMOUN TAX_AMOUNT TAX_  GROSS_AMO VABAN
7. AUDIT_SPLIT ACCOUNT_REF Footer v 7. AUDIT_SPLIT ACCOUNT_REF Footer V1 [X
8. AUDIT_SPLIT.DEPT_NUMBER Footer A 8. AUDIT_SPLIT.DEPT_NUMBER Footer A|M[X
9. Report Footer A 9. Report Footer AMX
Totals: T_AMOUN TAX_AMOUNT GROSS_AMO Totals: NET_AMOUN TAX_AMOUNT GROSS_AMO
END_OF_REPORT END_OF_REPORT
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Group Footers

Any value data fields added to a group footer section provide sub-totals for that
group, i.e.:-

* sub-totals for Department can be added to the DEPT_NUMBER Footer
* sub-totals for Customer can be added to the ACCOUNT_REF Footer

7‘Prnperﬁs [ x|l'
A A LE] |
gg%gfz:d E:E Col:\;;‘r)rl'ransoarem}) ) ‘
Two properties to check to ensure totals work correctly: - Coven AT sUTICT AT
e 3 ]
* Function property — needs to be set to SUM s e

e e o
« Reset Section property — needs to be set to the section v g’e:;i}ggf;ﬁ:;
the data fields are in e b

Reset Section Report Footer l
Ui U <)

Visible True
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Group Footer Content

BEFORE AMENDMENTS AFTER AMENDMENTS

1. Page Header v [X 71, Page Header vl [X
Date: DATE NAME Page: PAGE Date: DATE NAME Page: PAGE
Time: TIME NAME Time: TIME NAME
2. Page Header Al [VI[X 2. Page Header A [X
Date From: TRAN_DATE_FROM Customer From: CUSTOMER_REF Date From: TRAN_DATE_FROM Customer From: CUSTOMER_REF
Date To: TRAN_DATE_TO Customer To: CUSTOMER_REF Date To: TRAN_DATE_TO Customer To: CUSTOMER_REF
Transaction From: DETAIL TRA N/C From: TRAN_NOM_CO Transaction From: DETAIL_TRA M/C From: TRAN_NOM_CO
Transaction To: DETAIL_TRA N/C To: TRAN_NOM_CO Transaction To: DETAIL_TRA N/C To: TRAN_NOM_CO
Dept From: TRAN_DEPT Dept From: TRAN_DEPT
Dept To: TRAN_DEPT_ Dept To: TRAN_DEPT_
3. Page Header AV (X 3. Page Header Al v [X
4. AUDIT_SPLIT.DEPT_NUMBER Header AVl [X 4. AUDIT_SPLIT.DEPT_NUMBER Header AV X
Dept. DEPT Dept. DEFT
5. AUDIT_SPLIT. ACCOUNT_REF Header AHX 5. AUDIT_SPLIT ACCOUNT_REF Header ARX
AJC Ref ACCOUNT_ A/C Ref ACCOUNT_
Tran No.Type Date N/C  InvRef Details Met Amount Tax Amount T/C Gross Amount V B Tran No.Type Date N/C  InvRef Details Net Amount Tax Amount T/C Gross Amount V B
6. Detzils 6. Details
TRANN TY|_DATE NOMINADW_REF ___DETAILS NET_AMOUN TAX_AMOUNT TAX_ _ GROSS_AMO VABAN i I ——— S ———————
7. AUDIT_SPLIT ACCOUNT_REF Footer v [X 7. AUDIT_SPLIT. ACCOUNT_REF Footer ] [X
Totals: NET_AMOUN TAX_AMOUNT GROSS_AMO
8. AUDIT_SPLIT.DEPT_NUMBER Footer A1 |8, AUDIT_SPLIT.DEPT_NUMBER Footer Al
Totals: NET_AMOUN TAX_AMOUNT GROSS_AMO
e ——
9. Report Footer AFX 9. Report Footer AFX
Totals: NET_AMOUN TAX_AMOUNT GROSS_AMO Totals: NET_AMOUN TAX_AMOUNT GROSS_AMO
END_OF_REPORT END_OF_REPORT
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Page Break

Can be applied to either Group Header or Group Footer sections.

Select section > Properties > change Page Break Before / After to True

" RN R A AR T R TR I, oL | I — |
2
8
v Appearance P
D.ate: DATE NAME Page: PAGE Character Count 0 z
Time: TIME NAME Eilter ,%
Group Expression AUDIT_SPLIT.DEPT_NUMBER _;5"
2. Page Header [A][v] ] Group Sort Direction Ascending ‘é-'
Date From: TRAN_DATE_FROM Customer From: CUSTOMER REF Keep Together False L1l
Date To: TRAN_DATE_TO CustomerTo: CUSTOMER_REF Print On First Copy Only False
Transaction From: DETAIL TRA N/C From: TRAN_NOM_CO . — —
Transaction To: DETAIL_TRA N/C To: TRAN_NOM_CO v Behaviour
Dept From: TRAN_DEPT NG FEh True —
Dept To: TRAN_DEPT_ RepeatonEachPage  False
Start On Page Any
3. Page Header ENIG Y Visible True
v  Layout
Height 0.3333in
4. AUDIT_SPLIT.DEPT_NUMBER Header [] ¥ ]
Dept. DEPT
Q
(o1& Page 13
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Report Preview — Multiple Groups Added

BEFORE AMENDMENTS | AFTER AMENDMENTS

- 12/12/2022 i Page: 1
Date: 12/12/2022 Stationery & Computer Mart UK Page: 1 TS g Stationery & Computer Mart UK g
Time: 13:16:16 P f Day Books: C Invoices (Detailed) by Dept and Cu
Day Books: Customer Invoices (Detailed) 2
Date From: Customer From:
Date From: 15/01/2021 Customer From: sl e i ST
Date To: 17/01/2021 Customer To: 222722277 Transaction From: 1 N/C From:
Transaction To: 99,999,999 N/C To: 99999999
Transaction From: 1 N/C From:
Transaction To: 99,999,999 N/C To: 99999959 Dept From: 0
Dept To: 999
Dept From: 0 .
Dept To: 999 Dept. 1
101
Tran No.Type Date  A/C Ref N/C  InvRef Dept. Details Net Amount Tax Amount T/C Gross Amount V B A/C Ref BRIOI
BRIOO1 4000 3 1 PC Combo Pack 1 539.00 91,97 T1 630.97 R - Tran No. Type Date N/C  InvRef Details Het Amount Tax Amount T/C Gross Amount ¥V B
BRIOOI 4000 3 1 SIMM 64mb 100Mhz 156.80 675 T1 183.55 R - ‘-:i :i xg: : :fu[:'::n:f:ni‘h Szzgg :63: Il 6:3:::: =
BRIOOI 4000 3 1 LP100 Laser Printer 4013 T1 27533 R - : - i e o A5 K »
4 , = 8 145 st 4000 3 LP100 Laser Printer 235.20 40.13 T1 27533 R -
ERI0OL 4000 3 4 LP100 Laser Printer Toner o 1672 Tl 1472 R - 46 s 000 3 LP100 Laser Printer Toner 98.00 1872 T 1472 R -
BUSODI 4000 4 1 A4 Ledger Book - § Column 42.06 736 T1 4942 R -
BUSO0L 4000 4 1 A4 Carbon Copy Book - 3147 551 T1 36.98 R - Totals: 5,00 RLLEY)
BUSO0L 4000 4 1 Shorthand Notebook - 80 67.13 T 78.68 R - AJC Ref BUS001
BUSO01 4000 4 1 Cakulator - Desktcp 8.78 T 10.32 R - -
BUSG01 4000 4 1 COR12432 Read/Write CD 587.05 10273 T1 669.78 R - Tran No. Type Date N/C  InvRef Details Het Amount Tax Amount T/C Gross Amount V B
BUSO0I 4000 4 1 Correction Fluid - White 1755 307 T1 2062 R - 190 st 000 4 A4 Ledger Book - § Column 42.06 736 T1 4942R -
BUSO0L 4000 4 1 Disk - CDR (640MB) 35.10 614 T 4L24R - . et Ad Carban Copy Book - gl st 3l Crgoegy
1 # ' ' X 192 st 4000 4 Shotthand Notebook - 80 67.13 1175 T 7886 R -
BUSGD: 4000 4 1 Copy Paper - Eccno«:y Grade 181.74 !:.ED T1 ?.3.54 R - 193 st 000 4 Cakculator - Deskenp 878 156 T 1032 R -
GRAOOL 4000 7 1 Envelope - Brown (110 x 12759 277 T 14936 R - 4 sl 000 4 CDR12432 Read/Write €O 587,05 10273 T8 68978 R -
GRADDL 4000 7 1 FX020 Muhifunctional Fax 353.40 60.30 T1 413.70 R - 195 st 4000 4 Correction Fluid - White 1755 307 TL 2062 R -
GRADDL 4000 7 1 A4 Labels (68x99) - Inkjet 52.60 896 T1 61.56 R - 19 S 4000 4 Disk - COR (640MB) 35.10 614 T1 4124 R -
GRADDL 4000 7 1 Inkjet Paper - Premium 44.08 752 Ti 51.60 R - 197 st 4000 4 Copy Paper - Economy Grade 181.74 3180 T1 21354 R -
GRADDL 4000 7 1 Pendil - H 8.82 151 T 1033 R - Totals: R 55 T
GRADOL 4000 7 1 Letter Trays - 3 pack (Black) 18,55 37 T 2L72R - - e -
GRADDL 4000 7 1 SCAN1000 Scanner 75.98 1296 T1 §8.94 R - A/C Ref GRADOI
GRAODL 4000 7 1 Remember-Me Sticky Notes 15.90 7 m 18.61 R Tran No. Type Date N/C  InvRef Details Net Amount Tax Amount T/C Gross Amount V B
Totals: TE56.50 Fremi] 198 St 16/01/ 4000 7 Envelope - Brown (110 x 12759 277 T 14936 R -
Brrre TE— 199 st 4000 7 FX020 Multifunctional Fax 353.40 60.30 T1 413.70 R -
'3 200 st 4000 7 A4 Labels (68x99) - Inkjet 52.60 898 T 6158 R -
Endof Rapoet 201 sI 4000 7 Inkjet Paper - Premium 44.08 752 M S1.60 R -
202 st 4000 7 Pencil - H a.82 1.51 1033 R
203 st 4000 7 Letter Trays - 3 pack (Black) 18.5% L2 R
204 st 4000 7 SCAN1000 Scanner 75.98 88.94 R
205 st 4000 7 4 Remember-Me Sticky Notes 15.90 18,61 R
Totals: %97 55
Totals: 769650
Totals: 759680 %439
End of Report
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Recap

Adding a new group? Two new sections, Group Header
and Group Footer

Objects should be moved / added into Group Header
to explain the purpose of the group

Titles for report data should sit in last group header
if multiple groups on report (section above details)
Sub-totals for each group can be achieved by adding
value data fields into a Group Footer section

Always check — Function = SUM and Reset Section=
section the data fields are in, for any value fields in
footer sections

Page Breaks can be applied to either a Group Header
or Footer to force a new group of data onto a new page

Further Support

Add a Group

Add Totals

Group Properties

Tables and Variables

Sage Report Design

Service
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