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Report Structures
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Non-Grouped Reports

Examples

* Customer List

e Supplier List

e Nominal List

 Product List

* Invoice Summary

* Project List

* Audit Trail (Brief / Summary)
 Day Book Reports

Date: 15/11/2022

Stationery & Computer Mart UK

Time: 11:02:55

Customer From:
Customer To:

Show Active/ Inactive:

Frrarrisg
Active and Inactive] =)

AfC Name

A1D001 A1 Design Services
ABSO01 ABS Garages Lid

BBS001 Bobs Building Supplies
BRIOO1 Fred Briant

BROOD1 Bronson Inc

BUS001 Business Exhibitions
CASHOO1 Cash and Credit Card Sales
CG5001 County Golf Supplies
ComMoon1 Compton Packaging
DsTO01 Johnsan Design & Build Partners
FGLOO1 F G Landscape & Design
GRADDL Graham Electonics
HAaLoo1 Hausser GMBEH

J55001 John Smith Studios
KINOO1 Kinghern & French
MAC0D1 Macolm Hall Assodates
MIBOG1 Mikes Insurance Services
MILOO1 Mile Road Health Centre
MOR001 Morley Selictors

PATOO1 Patterson & Graham Garages
FICO01 Picture Frame Ltd

ROBOO1 Fobertson Joinery

SDEODL S D Ernterprises

SHOO01 The Show Lodge

STEOD1 Stevenson & Smith

STEODZ Steven Stephenson
STU001 Edward Stuart

SWaDnL Swan Leisure Centre
VIDOO1 The Video Rental Company

YOO Peter Young

Customer List

Contact Name
Ian Cairns

Mike Hall

Susan Livingstone
Fred Briant

Paul Guy

Stephen Kiszow

Keith Office
Sean Morris
Peter Quigley
David Bradford
Clint Peddie
Alistair Leadbetter
John Smith

Jahn Bel
Siobhan Winter
Mike Bradford
Tracy Smithsan
John Bampton
Simon Billington
Ahmed Rouman
Stephen Baker
Jane Scott
Lesley Walton
Jonathon Sayers
Steven Young
Edward Stuart
John Blair

June Whitehouse
Peter Young

End of Report

Telephone
01742 876 234
01491 254 5509
01983 567 123
01908 7E787878
001 214 248 8924
017684 30707

0191 385 6432
0191 121 9876
0191 234 567
01603 354564
0141 373 2828
00 49 531 3443334
01327 617 542
0191 676 5656
01244 343433
01754 234 895
01981 674 234
01789 656 556
0987 678 234
01249 265 9874
0181 789 2323
0191 937 9836
0121 383 0345
01244 453 232
0151 977 8876
0191 839 3340
0191 567 2345
0678 234 5678
08976 656 878

Page:

Email

newhusinessadvice@sage. com
newhusinessadvic l‘_(it!iﬂ(_l[!.[ om
newbusinessadvice@sage. com
newbusinessadvice@sage, com
newhbusinessadvice@sage. com
newbusinessadvice@sage, com
newhbusinessadvice@sage. com
newbusinessadvice@sage, com
newbusinessadvice@sage, com
newbusinessadvice@sage, com
newhusinessadvice@sage. com
newbusinessadvice@sage. com
nesww hlJSI['I!'.!i!idd‘.l’I: I.'.@E!id[;l[!.[ am
newbusinessadvice@sage. com
nesw hlJ.‘.’II’“'.!i!idd‘.l’l: l'.(fcﬁdq[!.[ am
newhbusinessadvice@sage. com
nesw hlJ.‘.’II’“'.!i!idd‘.l’l: l'.(ftﬁdt][!.[ am
newhusinessadvice@sage. com
newbusinessadvice@sage, com
newbusinessadvice@sage.com
newbusinessadvice@sage, com
newbusinessadvice@sage, com
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newbusinessadvice@sage. com
newbusinessadvice@sage, com
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Report Structure — Non-Grouped Report

1. Page Header | [
Date: DATE NAME Page: PAGE
Time: TIME NAME

2. Page Header ][] [
Customer From: CLSTOMER_REF
Customer To: CUSTOMER_REF_
Show Active/Inactive: Bxpri

3. Page Header ][]
AfC Name Contact Name Telephone Email

4 Details
ACCOLNT_REF E NAME CONTACT_NAME TELEFHONE E_MAIL

5. Report Footer ][] [

END_OF_REPORT

2022 The Sage Group ple, or its licensors. All rights reserved.




Report Explorer — Non-Grouped Report

| (1] 20 1] 40 1] &0 70 §::1] 50 104 110 1200 1130 140 150 160 170 180 ?.15:' 1*':' 11
>
1. Fage Header < ] 3 N stomer List
—j Page 1
=, | Page Header
..... u Date
Date: DATE NAME Page: PAGE | || i ¥ fx REPORT.DATE
Time: TIME NAME fj F?:ng‘*:’ANY.NAME
----- f. REPORT.PAGE
2. Page Header e ] [ [ i
Cust F (USTOMER REF e & Tims:
ustomer From: R e Y REPORT.TIME
Customer To: CLSTOMER_REF_ ;“ REPORT NAME
..... :, .
Show Active/Inadtive: Bwpri _xl Page Header
‘!-'-_1 Page Header
3. Page Header e = 7] Details ]
----- J Mo Transactions
AfC Name Conta Gne Email L | i _| Page Footer
4 Details e J FPage Footer
i, | Report Footer
ACCOUNT_REF E MAME COMTACT_MAME TELEPHONE E_MATI
5. Report Footer <« ] [~] pC
END_OF_REPORT

[medxj uudaa”sa!uadmdl




Grouped Reports

Exa m E I es Date: 16/11/2022 Stationery & Computer Mart UK Page: 1
Time: 10:17:36 . .
Supplier Invoices Overdue
Supplier From: Date From: 01/01/1980
(] (] Supplier To: P rrrrd Date To: 16/11/2022
* Activity Reports (Customer rnactoniom: | ExcLatrPoments:
Transaction To: 99,999,999
S u p p I ie r / N O i n a I / P rOd u Ct / P rOj ect) AfC:  CONODI Name: Concept Stationery Supplies Conltact: Mark Ramsay Tel: 0191 643 4343
No Type Date Due Date Ref Details Amount Paid Outstanding
[} 30 Fl 30/03/2021 14/05/2022 17 Ball Point Pen - Blue 25.29 0.00 2529
o A e d D e bto rS ‘ re d Ito rS 825 Pl 30/03/2021 14/05/2022 18 Ad Ledger Book - 5 553,12 0,00 553,12
923 Fl 3000472021 14/08/2022 25 Ball Paint Pen - Black 89.30 0.00 89.30
1128 Fl 27/04/2021 11/08/2022 33 Rubber Bands - Selection 976.68 0.00 976.68
.
* |nvoices Due / Overdue = o
AfC:  MCNCO1 Name: McMally Computer Supplies Contact: Stuart Lynn Tel: 0191 415 3434
C u Sto m e r S u I i e r No Type Date Ref Details Amount Paid Outstanding
p p 613 Fl 29/03/2021 28/04/2022 125 Goods 605.13 0.00 605,13
124 Fl 30/03/2021 29/04/2022 15 DIMM G4mb 100Mhz 2,251,649 0.00 225164
. e 830 Fl 30/03/2021 29/04/2022 19 DIME 32mb 100Mhz 6,131.74 0.00 6, 131.74
ro u C rO I y u S O I I l ‘ r 92 Fl 30/04/2021 30/05/2022 21 MTH1000 Matherboard 737.49 0.00 J37 A9
594 Fl 10/04/2021 10/05/2022 21 MTH3000 Matherboard 526,78 0.00 52678
. . 926 Pl 30/04/2021 30/05/2022 26 DIME 128mb 100Mhz 1,812.12 0.00 1,512.12
. I n VO I C e P rofl t R e O rt 943 Fl 30/04/2021 30/05/2022 31 10gb Hard Drive 347676 0.00 347676
1139 Fl 27200402021 27/05/2022 34 MTH1000 Matherboard J,922.80 0.00 792280
1176 Pl 28/04/2021 28/05/2022 Pur Router & Cahling J8.73 0.00 78.73
° 1177 Fl 29/04/2021 29/05/2022 Pur Router & Cahling 1,162.08 0.00 1,162.08
. S a e S y A n a yS I S ‘ O e 1178 Fl 12/05/2021 11/06/2022 Pur Router & Cabling 25.85% 0.00 2585
Total: 24,734.12
AfC:  MNEWDD1 Name: Newtown Builders Ltd Contact: Jehn Sinclair Tel: 0181 245 4534
No Type Date Due Date  Ref Details Amount Paid Outstanding
284 Fl 28/02/2021 13/04/2022 BADDBT Bad Debt Write OFf 0.01 0.00 0.01
Tatal: .01




Report Explorer Grouped Report

4 5 & 8 |Rep|:|rtEx|:|I|:|rer -
AN
1. Fage Header ] X = iJ Supplier Invoices Overdue
= j Fage 1
- -] Page Header
#-_] Report Header
Date: DATE NAME Page: PAGE +_’| ACCOUNT_REF Header
Time: TIME +-=] Details
M i~ -] ACCOUNT_REF Footer
b No Transactions
2. Report Header | ] [ - ﬂ Page Footer
Supplier From: SUPPLIER_REF F Date From: TRAN_DATE B rt Foot
Supplier To: SUPPLIER_REF_T Date To: TRAN_DATE 1" Report Footer
Transaction From: SUMMARY TRAM Exc Later Payments: EXC_LATE
Transaction To: SUMMARY_TRAN
3 :':'.EEDUNT_HEF Header Ea x appea rs Once per page
AfC: ACCOUNT Name: MNAME Contact: CONTACT MAME Tel: TELEPHOMNE
No Type Date Due Date Ref Details Amount Paid Outstanding
4 Details
TRAN_M TYPE DATE DueDate INV_REF DETAILS GROSS_AMOUNT Paid AGED_BALAMNCE a p pea rs O n Ce pe r report
5. ACCOUNT_REF Footer X
Total: AGED_BALANCE
&. Report Footer ][] [
Grand Total

END_OF_REPORT

AGED BALAMCE

appears once per group of
data

[Ji—:m|dx.| |Jt:di—3HHxH!|mdmd



Summary — Report Structures

All reports will have a Header, a section containing the Report Data, and a Footer.

The content in Page Header and Footer sections will appear once per page; the content of
Report Header and Footer sections will appear once per report, etther first page / last page.

To identify if a report is grouped: -

Edit the report — from either reports list or report preview
« Check the sections on the report design - banners named and numbered

« Open the Report Explorer to see any sections hidden from the report design

 Any Header/ Footer sections on a report other than Page / Report belong to a group, 1.e.
ACCOUNT_REF Header / ACCOUNT_REF Footer




Sorts
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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 * File > Save As > either change filename or leave
Name > 0K as “Copy of...” > Save

[ save hs
Report Properties il

Change Report Properties

Report Properties

X

» My Custorner R... w ) Search My Customer Reports

Organise v MNew folder

= @

Type

£ Documents e Mame
Report Mame

Date modified

|Custu:umer List by Department

Microsoft Teams

Mo items match your search.
| Pictures
Heport Description  |Une line far each customer, listing account reference, name

and cortact details.

3 This PC
§ 30 Objects
[ Desktop
= Documents
‘ Downloads
J’! Music
Cancel &=/ Pictures
B videos
s 05 (C)

v 4

. >
| File name: | 20224 Company. 000\Reports\ Customer\My Customer Reports\Copy of CSTLISTREPORT -~

JEQUTL)

A Hide Folders Cancel



Favourites

Customer reports O *

qu_l \E_r:ﬁ M@ é é E:L x."“l Xl J;"-l" Filters |All

Mew  Edit Delete Preview Print Expert Report Data  Email
to Excel to Excel

Click the star to the left of any Crdit control and tu A | My customer reports

Customer activity

re p O rt- eoe SSS Customer details
Customer invoices
Mame Description Last Run Filename
==D3ily transactions
One line for each customer,
Day books — * Customer List by Department listing account reference, 16/11/2022 12:15
Departmental name and contact details.

Diract Debit Managel
EC sales
GDPR

Sales contacts

Customer reports O *

qﬂ% @:z:ﬁ @ & % E:L x="—'| ﬁ -l_;'\i Filters |All

MNew Edit Delete Preview Print Export Report Data Email
to Excel to Excel

Favourites
Add the documents that you use most often to Favourites to access and generate them quickly. Documents are added and removed
by clicking the star icon. You can drag and drop your favourites into any order you want.

Aged recondiliation ....to show it as a Favourite, for
Agents commission
easy access

Credit control and tu

Customer activity * Customer List by Department Jisting account reference,  16/11/2022 12:15  COPY OF CSTLIST
Customer details name and contact details.

Customer invoices

Nailu trancortinne




Adding a text box

Add Text > click once to add box > start typing > click away when done

1. Page Header | 2
Date: DATE NAME Page: PAGE
Time: TIME NAME
2. Page Header ][] X
Customer From: CLISTOMER_REF
Customer To: CLUISTOMER_REF_
Show Active/Inactive: Bxpri
3. Page Header ][]
AfC Name Contact Name Telephone Email Dept
4 Details
ACCOUNT_REF E MAME CONTACT_MAME TELEPHONE E_MAIL
5. Report Foater ][]
END_OF_REFORT

Set the style for the new text box to the same as the other headings in section

. A Heading * Tahoma T - 8 '|B|I|ﬂ|ﬁ.!}.-.='[§\3|ﬂgg.

Group plc, or its licensors. All rights reserved.




Adding a data field (aka variable)

Add Data Field > click once to add field > expand table > select data field > OK

1. Page Header | 2

Date: DATE NAME Page: PAGE

Time: TIME NAME
2. Page Header ] [+] [

Customer From: CUSTOMER_REF_

Customer To: CUST OMER_REF_ Set the style for the new data

Show Active/Inadtive: Exprl .

fleld to the same as the other

3. Page Header A data fields in section

AjC Name Contact Name Telephone Email Dept
4 Details . i

ACCOUNT_REF E NAME CONTACT_NAME TELEPHONE E_MAIL DEPT_NYI ﬂ Criteria Details  ~ | Jahoma T -8 -
5. Report Footer ][] 2

END_OF REPORT



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200804104050727

Adding Sorts

Report > Sorts > Add > select table > select variable > set sort order (ascending/descending) > OK> OK

% |

Sorts

Select th

Sort

Change the details of how the data will be sorted

(®) Sort the data according to the value of a varable

Table [SALES_LEDGER] v

Variable DEPT_NUMBER i

() Sort the data according to the value of an expression

Sort the datain | ascending | order

[ Add __Lancel



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112202728

Summary - Sorts

 Non-grouped reports can have thetir sort order changed eastly via Report > Sorts
« Data can be sorted 1n etther ascending or descending order

* You can add multiple sorts to a report as long as they make sense, i.e.

Sorts > Sorts X
Sorts Sorts
Select the variables that the data in your report will be ordered by Select the variables that the data in your report will be ordered by
Sort Expression Direction Sort Expression Direction
SALES_LEDGER.DEPT_NUMBER Ascending - SALES_LEDGER ACCOUNT_REF Ascending -
SALES LEDGERACCOUNT BEF Ascending SALES_LEDGER.DEFT_MUMBER Ascending
| _ - -

« Once you have sorted on a unique field - stop adding sorts
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Groups

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

e Multiple Groups
* Sub-totals
 Page Breaks
 And more!




Adding Groups

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

Two new sections appear in the report design: -

BEFORE GROUP (5 sections) AFTER GROUP (7 sections)

1. Page Header [ [+] 1. Fage remder L] B
Date: DATE NAME Page: PAGE
Date: DATE NAME Page: PAGE Tame: [TIME NAME
Time: TIME NAME 2 Fags Haadar [+
Customer From: CUSTOMER_REF_
Customer Te: CUSTOMER_REF_
2. Page Header b Shiow Ackive, Tnactive: Exari
Customer From: CUSTOMER_REF
Customer To: CUSTOMER_REF_
3 Pags Hasder
Show Adtive/Inactive: Exprl = (=R
ajC Name Contact Hame Telephons: Email

e =) New group header

3. Page Header 1
AlC Name Contact Name Telephone Email Dept B

4 Detzils ACCOUNT BEF E ‘a\'lf CONTAST HAME Ei"":‘lf E "'l.l\é E a n d g ro u p fo Ote r
ACOOUNT_REF E NAME CONTACT_NAME TELEPHONE E_MAIL DEPT_ © I ETEE I LT T IR .

3. Report Foater Al [~ B Sectlons

END_OF_REPORT



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112202825

Report Design — Group Adde

1. Page Header | X 1. Page Header ] [ X
; NAME .
1[?.ate. ?;ﬂ : Page: PAGE Date: DATE NAME Page: PAGE
ime: .
NAME Time: TIME NAME
2. Page Header ][] [ 5P Head
Customer From: CUSTOMER_REF_ L X
Customer To: CUSTOMER_REF Customer From: CUSTOMER._REF
Show Active/Inadtive: Exprl Customer To: CUSTOMER_REF_
Show Active/Inadive: Exprl
3. Page Header ][] [
/cC Name Contact Name Telephone Email De 3. SALES |FDGER.DEFT_NUMEER Header ] [+ ]
4, SALES LEDGER.DEPT_MNUMBER Header el Dept DEPT_NUMB DEFT_NAME
AjC Name Contact Name Telephone Email
4 Details
5. Details =
ACCOLNT_REF E NAME CONTACT_MNAME TELEPHONE E_MAIL
ACCOLUNT_REF E MAME CONTACT_NAME TELEFHONE E_MAIL DEFT_N
6. SALES_LEDGER DEPT_NUMBER Footer = 5 SALES |FDGER.DEPT_NUMEER Footer X
7. Report Footer ~] [7] [ 6. Report Footer ] L] X
END_OF_REPORT END_OF_REPORT




Report Preview — Group Added

BEFORE AMENDMENTS AFTER AMENDMENTS

Date: 18/11/2022 Stationery & Computer Mart UK Page: 1 Date: 18/11/2022 Stationery & Computer Mart UK page: 1
Time: 13:49:02 Customer List by Department Time: 13:52:50 Customer List by Department
Customer From: Customer From:
Customer To: ZEIITTRY Customer To: PEITITIZ
Show Active/ Inactive: Active and Iractve(™) Show Active/ Inactive: Active and Inactive(™)
AlC Name Contact Name Telephane Email Dept Degt 0 Defauk
AC Name Contact Name Telephone Email
ALDOOL Al Diesign Senvices Tan Caims 01742 876 234 newbusinessadvice@sage.com
ALDAOL Ad Design Services Lan Caims 01742 876 234 newbusinessadviceBsage.com a £sToD. Johrson Dusign & Bulld Partners  Pater Quihy 01_21 234 567 nivibusinessadice@sage. com
DSt Johrson Design & Build Parmers  Peter Quigley 0191 234 567 nevbusinessadyicesage.com 0 BB5001 Bobs Bulding Supplies Susan Livingsane 01983 567 123 newbesinessadvicefsage com
BASO01 Bt Bulding Suppbes Susan Liingstone 01983 567 123 rieebsinessad vice B age.com i CGS00L County Galf Supplies Keth Office 0191 385 6432 newbusinessadvice@sage.com
CGS001 County Galf Supplies Keith Office 0191 385 6432 newhusinessadvice@sage.com 0 viono1 The Video Rental Company June Whitshouse 0678 234 5678 newbesinessadvicefisage com
VIDDO1 Tha Vides Rental Company Jur Whitshause 0678 234 5678 nebusinessadyice@sage. com i PATOOL Pattzrson & Graham Garages Simon Billington 0387 678 234 newbusinessadvice@sage,com
PATOOL Pattzrson & Graham Garages Simon Billngton 0887 678 234 newbusinzssadyica@sage, com 0 MIBDO: Mikes Insurance Sandcis 1 Bradford 01754 234 595 rnbusinessadiiceBsage com
MIBOO1 Mikes Insurance Senvices Mike Bradford 01754 734 635 newbusinessadvice@sage.com 0 MILDO1 Mile Road Health Centre Tracy Smithson 01531 674 234 newbusinessadvice@sage.com
MILDO1 Mile Road Health Centre Tracy Smithscn 01381 674 234 newbusinessadvice@sage.com ] 155001 John Smith Studics Jehn Serith 01327 617 542 newbusinessadvice@sage.com
155001 John Smith Swudics Ihn Smith 01327 617 542 newbusinessadvice@sage.com i} SWANDL Swan Leisure Centre Jchn Blair 0191 587 2345 newbusinessadvice@isage com
SWANDL Swvan Latsure Centre Yehn Blair 0151 567 2345 ninbusinessadviceSsage.com i
Dept 1 Sabes
AjC Name Contact Name Telephone Email
CASHIOL Cash ard Credit Card Sales newbusinessadvice@sage com
CASHIOL Cash ard Credit Card Sales newbusinessadviceEsage. com 1 GRADDL Graham Bactonics Climt Peddie 0141 373 2623 newbusinessadvice@sage.com
GRADDL Graharm Blzctonics Clirz Peddiz 0141 373 2828 newbusinessadvice@sage.com 1 BLISO0L Business Exhibitions Stephen Kiszow 017684 30707 newbusinessadvice@sage com
BLEOD] Busines Exhibitizng Staphaen Kisz: 017684 7 rwbusinessad ice@sage.com 1 Fred Briant Fred Briant 01908 78737378 newbusinessadvice@sage.com
Fred Briant Fred Briant 01308 78737878 newbusinessadvice@sage.com 1 Compran Packagng Sean Morrls 0191 121 9676 newbusinessadviced@sage com
Compran Packagng Szan Moris 0191 121 9675 newbusinessadyvice@sage.com 1 Macolm Hall Associates Sichhan Winter 01244 343433 nentusinessadiice@sage.com
Macclm Hall Associates Siobhan Winter 01244 343433 newbusinessadyice@sage.com i ABS Garages Ltd Mk Hall 0191 254 5509 newbusinessadiice@sage com
ABS Garages Ltd Wiz Hall 0131 254 5509 nenbusinessadyvice@sage.com 1 F @ Landscape & Design Dianvid Bradford 01603 354564 newbusinessadyice@sage. com
FG Landscape & Design Davvid Bradford 01603 354564 nenbusinessadvice@sage.com 1 Marley Solidtors Jehn Bampton 01739 655 556 newbusinessadicef@sage.com
Morley Sobdtors John %armn Ui$9 656 556 ne'r.'b..ﬁlressadwce@_sa;e.mr“ 1 Kirghorm & French Johin Ball 0191 676 GEEE newbusinessadvice@icage com
Kirghem & Frand Jehi Ball 0191 676 5656 s iressad e Ssage. com 1 Picturs Frame Led thmed Roumani 01249 265 5874 newbusinessadvice@sage.com
Picaure Frame Lid Ahmed Roumani 01249 265 874 nevbusinessadiicasage.com 1 Rabertsen loinery Stephon Baker s 7as 2323 e businessadyic s age. com
Rabertsen Joinery Stephen Baker 0181 733 7373 nenbusinessadiicefsage.com 1 SDEDDL S D Enterprises Jane Soott 0191 937 9636 newbusinessadvice@sage,.com
5D Enterprises Jane Scors 0191 937 3636 newbusinessadyice@sage.com 1 5HGA01 The Shew Ledge Lesdey Walten 121 383 0345 nevibusinessadiceBsage.com
he Shaw Lodge Lesley Waltcn 0121 383 0345 nevibusinessadyicefsage.com 1 STEOOL Srevenson & Smith Jenathon Sayers 01244 453 232 nevbusinessadiice@sage, com
Swavanson & Smith Xenathon Sayers 01244 453 232 ninbusinessadviceSsage.com 1 STEOO? Sraven Stechenson St Young 0151977 8576 PewbiskssadviosEiage.com
STEOn2 ;Sd*“md%?fﬁle"m !SE“E"IJ"_ g 35} ?gi :'i;g "E'”:»ﬁ"‘fﬁj“cegﬁie-m"" 1 STUDDL Edward Stuart Echwiard Siart 0151 839 3540 newbusinessadvice@sage, com
0 ward Stisar dviard Stilar 191 §39 3¢ b inessadvicaSsage.com 1 - Pter Peter You 08376 655 578 P ———
TOUO0L Peter Young Petzr Young 0E376 656 B73 newbusinessadvice@sage.com 1 = foung = Young nevbusinessadiceasags.com
Dept & Installations
AT Plame Contact Hame Telephone Email
BROOOL Bronzon Inc Paul Guy 0011142488524  newbusinessadvice@sage.com 6 pRoom oo e :a."ll S e e ”?”:“_s'mflsaj:‘“?ﬁge'mr:
HaL0L Hatrsser GMEH Alistair Leadhettar 0049531 443334 newbusinessadvicefisage.com 3 . L il Lt el SRS fragimessacicatzsam. com
End of Report End of Repart




Recap

« Checkreport sections to see if already grouped

Further Support

* Adding objects —what, where and how 1t looks
 Non-grouped reports are eastly sorted
« Do you need to add a group, or will a sort do?

* Grouped reports automatically sort on grouped data,
but will not appear as a sort in the Sorts window

« Addtitional sorts can be added to sort data within group



https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200804104050727
https://my.sage.co.uk/public/help.aspx#/customer/support/accounts/hub/reporting/guides
https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112412993

