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About this Guide

This guide includes a range of helpful information designed to assist you in editing AE
Reports within Designer.
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Report Designer

How to launch the Report Designer page

1......Click on the Designer icon 34 in the Tool bar.
2......The Report Designer window opens.

We will take a closer look at the Report Designer page and review the feature

available.
Home Page - My WP + DEB r Reportz r Change Report - Debtors - Aged Debtors r X
HE & 3@ o |5 40 8] 08 |ee iy ol @ | & & &F oy Field Selector
-.r_‘lolmal . V|mial VI a Viﬁla B 7 U = ’x_/
| T B I e e T o R o~
R Fointer = ReportHeader
Ae Label
ah| TextBox o
¥ CheckBax - AS1
Ficture =
[ Shape
i
. Line ] AgedIE b
B= RichTesBox | ) ahBilingCompany B
- Billing Company . SillingCompame -0 = —
% Subreport = . |El Appearance -
= PageBreak I E‘ ghEIlentF’art.rTe.r = Alignment | Right
e b - Client Partner . Clieot Pariner. BackCalor ] Transpar
T T . = ; @ Font Auial, 8pt
ForeColor Il Black
soiiiil OutputFor N
Style text-align: i
T e i | Werticaldlic Top g T
= =1 AfRillinaCamnann 3|
| >
Ll _ | Properties Area
I.D Designer @ Script| Q Preview| T

Work Area
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Toolbox
Y Reports

k Puairter

A Label

ah| TextBox

¥ CheckBox
Ficture

1 Shape

™, Line

B= RichTextBox
% Subreport

=l

=, Pagebreak
Barcode

These tools consist of the:
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Pointer which is used to select items within the Report Designer Work Area. It’s
activated by default when the Report Designer page is launched

A Label allows you to attach a label to a text box. This may be used to name a
column heading or a calculated field within a report, using something other than
the field name.

The TextBox tool allows you to insert a text box in the layout.

CheckBox allows you to insert a check box that can be displayed as selected or
un-selected

The Picture tool allows you to insert a graphic, for example a company logo
Shape allows you to insert a geometric shape in a report

Line allows you to draw a freehand line

RichTextBox allows you to add enhanced formatting, for example, you can bold
just one word within a full sentence in a rich text box

Subreport allows you to insert a sub report within a report (currently this is not
used within AE reports).

The PageBreak tool allows you to insert page breaks where required

FORMATTING GUIDE USING DESIGNER | 7




. And finally the Barcode, which allows you to insert a barcode into a report to
support electronic tracking of documents. (Currently this is not used within AE

reports).

Field selector
The Field Selector is located on the right of the Report Designer page.

It allows you to click and drag any of the available fields into the Detail or Group
Header areas of the report layout. You can expand and collapse the field listing by
clicking on the plus + or minus — sign alongside the Available icon. This works in the
same way as Windows Explorer. The available fields are determined by the Reporting
and Sub Reporting Area you have selected previously.

= Fields ~
= Bound
=@ Document
= Available
[ Aged
i Agedl
i Aged2

.=_’, Ageds
I BacsRef

i Bankdccountt ame
i BankAccounttum
I BankSortCode

EL. BilinaComname sl

Properties Area

Underneath the Field Selector is the Properties Area. This displays the properties for
each object within the report. Properties provide a complete definition of an object in
the report layout, including its size, its behaviour within the report, and the data that it
stores.
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ShowParameterU| True
Waterrnark, [] [none]
WhaternarkAlignment Center

Wwhatermnark Print0nPages
Whatermnark Sizeb ode Clip
=

M a=FPages 0
ScriptLanguage C#
=l Dalg
Dratabdermber
=
E wpressionE morkd ezzage
Frintfidth 10.406 in
Data

Properties are defined for each object within a report layout. They provide a complete
definition of that object, including its size, its behaviour within a report and the data

that it stores.

Whilst this listing displays a definition of all properties for an object, some properties
such as Styles and Fonts can also be accessed and changed via the toolbar.

By default, the properties are listed by category. However you can list them
alphabetically if you prefer. Use the Alphabetic sort icon to sort the properties
alphabetically and the Categorised sort icon to categorise by type.

Just below the listing, a text area provides further explanation about a property as you

highlight each one.
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Work Area

The bulk of the Report Designer page is taken up by the Work Area. As its name
suggests, this is where you complete all customisation of a report layout.

The Work area consists of all objects included in a report, beginning with

. Headers, including the report header, the page header, and in this example a
group header designated by the tag gh for group header

. The Detail, which is the body or contents of the report

° The Footers, with this report including group footers designated by the tag gf for
group footers, page footers and the report footer.

I T T T T T S T T T T S N SO S SN S SO ST S S SO S T (O T N T N S TS B T S U S T
.EI FeportHeader Gl

= El F'ageHeader S

___:|-[I_Ill

= [l ghBillingCampany
- Billing Company . BillingCompany ©::0000iiiiii Driiiiioiiiiiin o riniiiiiiiiiioon
= [El ghClientPartner

fldChientCorcte: - o0 fldChenthbame ;o s fionalocated @ oo cfldBakance; o
= =] afClientPartner
Total for Client Partner: CliemtPariner . : ;. : ;.0 orpTotal_fiilk! grpTotal_fldBaa QIT!
:- =1 AfRillimAlr mraraan X:
>

I @ Designer @ Scripk | D, Prewview
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Report settings

TASKS

O

* COMMOMN TASKS
Fage Setup

Create Subtatal

How to work with page setup

Report Settings |

Top margin : I 0.50 5: — Previgw
Battarn rnargin ; I 0.40 5: T 1 = "
Left rmargir ; I 0.e0 5: j— j—
Right margir ; I 0.40 5: — —
Gutter : I 0.o0 5: = —

V¥ Mimor marginz

Printer Setting=

0k Cancel

This area is used if wanting to change the margins. For example printing statements
on pre- printed letterhead you may want to change the top margin so the statements
print further down the page.
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How to work with printer settings

Report Settings
Paper Size: IF'rinter Default | [FPreview
Wwidth: [
Page Setup Height: Iﬂ T H - ]

Orientatiorn n i n
g " Defalt

= " Potait

Prirter Settings

' |Landscape

Collate: IF'rinter Drefault j

Duplex: Printer D efault

Faper Source: |Printer Default |

The Printer Settings options allow you to change paper size, width and height, to
switch between page Orientations, and to control the options on the default printer.
You would normally only change the page orientation, if you had selected the incorrect
template prior to opening Report Designer, and did not want to lose the changes you
had made to your layout.

This area is used to change the report from Portrait to Landscape and you cannot do it
via the edit Report fields and formatting as you would lose everything done in
designer.

By changing the paper orientation here will not automatically change the width of the
page. This has to be changed afterwards by adjusting the right hand margin.

By just adjusting the right hand margin and not adjusting the orientation here the
printer will continue to print via the default orientation.
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How to work with styles

Report Sektings

Mormal Fank name IAriaI - I
E Head!ngﬂ Font zize Ig vI
HeadingZ
i Bold I vl
Page Setup Heading3 False

[talic IFaI&e vI
Underline IFaIse vl
Strikethraugh I Falze - I
Primter Settings BackCalor |:| [Mone) ;I
ForeCalor | ;I
Harizantal Alignment Left ]"

Wertical Alignment Taop A
Script IC_I.JriIIic "I

few Delete

Ok | Cancel |

Styles work in Report Designer, as they do within a Microsoft Word document.

In other words, you are able edit or create a new style which is then available within
the selected report only. Usually, the default styles will be used for headings, so that a
standard look and feel is applied to a report. Should you want to change a default
style, or add a new style, it’s advisable to complete the task in this window, rather than
continually having to change it within a report.

When a style has been defined, you can apply it in the Property area, using the
ClassName property in the Data category. Alternatively, you can simply select an item
in the work area, and apply a new style using the Styles drop down list, (which is
located just above the Toolbox in the Report Designer page).
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How to work with global settings

Repork Settings

M Show Grid
™ Snhapto Grid

= I~ Show Delete Prormpt

Grid Colurnrs :

=1 tLip

Printer =ettings

Grid Rows
Ruler Units :

Freview Pages :

Cancel

In the Global Settings area you can choose to show a grid, and to adjust the
measurements that control the grid in the Report Designer work area. The grid is used
to assist with the alignment of objects in the report layout. The Grid Columns and
Rows can be adjusted to increase or decrease the number of Columns and Rows in the

Report Designer Work Area.

To apply the grid in the Report Designer Work Area, select the Show Grid check box. To
activate auto alignment, which causes an object such as a text box to snap to nearest
grid alignment, select the Align controls to grid checkbox. The global settings window
also allows you to switch between inches and centimetres as the Ruler Units within the

Report Designer Work Area.
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Formatting fields and alignment tools

Formatting fields and alignment tools are provided at the top of the designer page.
These provide a wide selection of styles, font types and font sizes that may be applied,
together with a comprehensive range of alignment tools that can be used to improve
the appearance of your reports.

Mormal jl.-’-‘uial

S H#ale s ul=

i
il
i
1y

The toolbar is made up of the following components:

Style -

Font

Size

View Grid
Edit Script
Bold

Italic
Underline
Align Left
Align Center
Align Right
Justify
Bullets
Decrease Indent

Increase Indent
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Sets the style for the selected label, etc

Sets the typeface of the selected label, checkbox, or textbox
control

Sets the font size of the selected label, checkbox, or textbox
control

Turns the grid display on or off

Not used unless by MYOB

Sets the bold typeface on or off

Sets the italic typeface on or off

Sets the underline typeface on or off

Aligns the text left in the control area

Aligns the text centered in the control area

Aligns the text right in the control area

Justifies the text in the control area

Adds bullets to the text in the RichText control area
Decreases the indent of the text in the RichText control area

Increases the indent of the text in the RichText control area
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O & S| o |53 00 gl B o 3 M | S &7 82 oo ¢ Ty By

G AlignToGrid Aligns selected fields to the grid

I= AlignLefts Aligns all selected fields to the left - used on
vertical fields

& AlignCenters Aligns selected field to the centre - used on
vertical fields

3 AlignRights Aligns all selected fields to the right - used on
vertical fields

agt AlignTops Aligns the top of all selected fields — used on
horizontal fields

- AlignMiddles Aligns the middle of all selected fields - used on
horizontal fields

alls AlignBottoms Aligns the bottom of all selected fields - used on
horizontal fields

- MakeSameWidth Makes all selected fields the same width as the
first field selected

B SizeToGrid Makes selected field aligns and resized to the
current grid selection

] MakeSameHeight Makes all selected fields the same height as the
first field selected

hos MakeSameSize Makes all selected fields the same size as the
first field selected

Hle MakeHorizSpaceEqual Makes spaces between all selected horizontal
fields the same size

e IncreaseHorizSpace Increases spaces between all selected horizontal
fields

Bl DecreaseHorizSpace Decreases spaces between all selected
horizontal fields

o RemoveHorizSpace Removes spaces between all selected horizontal
fields

&= MakeVertSpaceEqual Makes spaces between all selected vertical fields
the same size

L IncreaseVertSpace Increases spaces between all selected vertical
fields

MYOB AE | VERSION 5.4+
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=% DecreaseVertSpace Decreases spaces between all selected vertical
fields

)4 RemoveVertSpace Removes spaces between all selected vertical
fields

I CenterHoriz Moves selected field to the horizontal centre of
the selected work area

B CenterVert Moves selected field to the vertical centre of the
selected work area

a BringToFront Used to bring the fields to the front and not sit
behind eg a shape

w BringToBack Used for eg a shape where you send to back of
the fields within the shape
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Customise reports

Introduction

The layout of a report produced using AE Reports is similar to that of many business
reports.

The first page includes the Report Header. In this example the Report Header includes
the name of the report and the time period it covers.

The next item is the Page header. Unlike the Report Header, the Page Header is
displayed on every page, and includes the column headings associated with the report
fields. The Page Header has a corresponding Page Footer, which in this report consists
of the date the report was printed on the left, together with the page number on the
right.

If information is generated by group, for example by partners within the practice, as is
the case with this report, a Group Header as well as a Group Footer for each group
member is also displayed.

Report Header |—> Client Summaryby Partner

2111112006 to 31/122005

|
I pae Header | — e ey

| —p CllantPartner  Bacha Siman

Group Header

> ot o Gt e Zman mamm 1 A [T [r] [T] [T [T

Group Footer

ClisntPartner  Barry Erg

2z e

P

EE

rmn

| Page Footer P csnan s sz :
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As you can see, a Group Header and footer is included as part of each member’s data
throughout a report, as shown on the second and final page of this report.

In addition, a Report Footer is included at the end of a report, which in this example
displays grand totals for all information in the report.

ez
- iwnic : 2z name - = i o= = moem
SR Sarchurs. \eccs Suaoe i wma (- = o = 44 ox -4 s|m
TRACSYS Tracn Siems e ez mz: ommme 11 nmme (24 (44 - - Taam
ot for Chentiwtewr:  Semy Enc mm AW LA om o wm wm am amn mraw
| Group Header I_’
= 1w o wmm - ™ ax = e qum
i wme iz wmme i ™ i= i 1omz =
= ema - - i = i
- I —— = o i = =
ez mam  name 5 momm - i o= =
E-1-4 11 oo - nane (44 44 ox
B 3 = = g4 ommme 13- (44 (44 -
(- zamn ome e - wm -4
T I k124 momx mme o L -4 (-4 L+
| Group Footer «i—.mwwcm i Do e L am T ] ] ] ™ ]
p CllntPartner  Glbson Lidla
Group Header
322 Famiy Tha T - 4 -4 e (44 (44 -3 emm nm:=
i T : - = 2 oz sms s
g Cree i (RO — e e - amm memn
2 tnke (R —— - e P
e iz mam i
—— = i
[ = i
Dwrgm Tew Lmeae (4]
i i - i
R = i =
R — ix = i
E gk s um wm Lm
E S P 11 (2 -4
Srewcam Trevee Lmie H-4 (-4 (24
Srewars Ty Ui 13- R - [+
i P 2y Lk (A o e
e et Fa - = e
s e o (R = i
[ (R — - i
Jr— (R = i
a7 = mmam o i
Group Footer PP ot e amtrvsee: tencmton = — -
+—» TR TE Lemm ™ T T ™ ™ For T
Report Footer
Printed Date  21/71/2008 07-52-04 K
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This is the Report Designer page Work Area associated with the report previously
examined.

| Report Header '—|> [l ReportHeadsr

- Client Summary by Partner

- Date

| Page Header 1-»=E_|Pégle_Header L . _ i )
 ClientCote  Client Hame WPTire WPDish  WPOS LastWP  Fee L

| Group Header |—¢>—' [l ghtlientPartrer
Client Partner =~ Client Pariner

| Detail Area |_": [ Detail

ok W [ rtame MTmelip.  MDEIPe MIPO g MEANpENty - MCoitolFees - e
| Group Footer |—F [ gflientPartner

- Total for Cllent Partner:. Cllent Parner gpTotl_ndT - grpTotal MdOnb grpTotel N4 IPO qrpTotal MdC

: m e |P e IPat ufitsnding ontrofFen
| Page Footer |_k [l PageFocter

Printed Date Labei?
| Report Footer |—‘F [=] RepartFooter
TImeRlPt DODdIRstR ndPOUtrENding 1 Control Fe 1t

As you can see, at the top of the Work Area is the Report Header. This includes an
object for the report title as well as one for the date.

Just below the Report Header is the Page Header. This includes the fields and
associated columns that make up the report.

Underneath the Page Header is the Group Header, designated in this example by gh
for Group Header Client Partner. This area relates to the name of each client partner
group member included in the report.

Next is the Detail area. This relates to the body, or the information included in the
report. As you can see the Detail objects are displayed here.

Underneath the Detail area is the Group Footer, designated in this example by gf, for
Group Footer, Client Partner. This includes the objects relating to the name of each
client partner group member, together with their respective subtotals.
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Next is the Page Footer. As you can see, the objects relating to the Printed Date of the
report are included here. Finally, at the bottom of the work area is the Report Footer,
which in this example includes the grand totals for all fields in the report. When this
Report Designer page layout is run it produces the report we previously examined, as
shown again here.

Client Summary by Partner
21/11/2006 to 21/122005

Cliant Partnar Bacha Simon
ATTOTRANT Abbct mnc Rarkne Sty Lmtec Loes om aog oo 1 am 3. STaon arsLsg
Py i e & I l a = s G
iy e s i i i i o Ton  bees
BOETIACT Smpumrrare Ssnagemars Lmies oo oo am am oo T.r3100 nosm
e i o s = e : e s S
i I T i = = = = 25 e e
i sty i = 1 e i i o G
Sy Tl e = e ks i = o
v b = = 2 i F = e i
i S Lo = = = o .
= by i = i i = = i
S by L i e i : & s o
T R i = e o z s i e
=5 e =3 e = = £ o s
presl) ol il e P i i o 5 -
oL Eeme s & e il - = s
e o e = o ik i - N
= ity o = A o i o B
e s i i it 5 o I R
L o i o = = = = £ N
= i s i = am s & s
TRIACMA Tareromen Becs Umisc 24 o 13- - 2 -4 et
= i = o s i o im S
Fia o S = = = e =3 et
RTINS Trak Mo e e The am -2 o= o 14 om asmx:
FPRETOMES Tunstones Piy U2 o i3 -2 -4 - -3 emmm:
i et e i v i 5 e
e o i s s L = o £ e
s R e i i T o~ e
Clisnt Partnar Barry Eric

e o e e o Ty e e e o . e o
ey Frk g T o TE (S B e A R i o A
Sne o e T L B e 2 = ; e Ies o
e sicagr M i e den. S e o= o = s e e
Erm o P Be  EEm o e = a - o A
s Fonray R P e = e s i wm am  lmenw
ek E RO W S Gim: e (s oo s B G am Him o
e, Sl e me  Dpee Eme £ aee = o e = e
Siein e o i P Enan 2 B i i o s e
Printed Date  21/71/2008 07-52:-04 1
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Page breaks

The page break tool is useful for producing different versions or sections of a report. By
dividing a larger report into sections using page breaks, you can distribute the relevant
information to the appropriate staff members or offices.

A situation may arise where you have created a report that includes for example, WIP
by Client data. However, page breaks only occur when forced by the data, and you
would like these to occur after each client.

To insert the relevant page breaks, ensure the Report Designer page for the report is
open, and then select PageBreak from the Toolbox.

How to add a page break

1. In the Toolbox area, click on the Page Break tool to select it

2 Move the cursor in the work area to the required position in the group footer
3.  Click and drag to produce a page break
4

Save the layout

Note:  Page breaks can also be inserted by sitting on the relevant group footer area
and selecting the relevant NewPage value in Properties

Some MYOB Master reports have used page breaks this way
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Borders and alignment tools

Borders can be used to apply formatting throughout a report. The Format Border
menu option is available by using the right click menu option from a text or data

object.

Format Border - ActiveReports

EE
| =
L=
s =
oo

Line Styles

— Preview

Click on diagram below or
uze presets to edit borders

Text

Borders can be used in a number of situations, but are most commonly used to
highlight totals within a report.
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How to highlighting all fields within a certain area

To select all the fields in a certain area, you need to click your mouse and drag down in
the margin area and this will select all fields within that area. To then deselect a field
you dpn’t want, you need to hold the Ctrl key down and click on that field.

The gther way to select certain fields is to hold the Ctrl key down and click on the fields

you Want to select

1 =1 Fiep;c;rtHeader“

EI F'ageHeader T

=] ghEilingCompany
Billing Compans

He (][ Fiale Bal-Tunl-L . afeeip s e il s i e e i e e o e e o e s e

i Cient ok © 0

=1 ghClientFartner

FroE diti

tdCientM=mmes 0 siiiiriiiiii fiddnAdacated Do fleBalance: @
= =] gfClientFartner
- Totalfor Client Partners Client Partner S :::::::::::: ; grptotal_fik) grpiotal_fidBada: grp

:7 l_l AFR AT AramEesn

I @ Designier 6 Scripk | E:J, F'review|

Function keys

Typical Microsoft function keys work within designer e.g.

Ctrl C
Ctrl vV
Ctrl z
Ctrl X
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Copy

Paste
Undo
Cut
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Adding a Grouping to an Existing
Standard Report

Example: To change Aged WIP by Partner to Aged WIP by Partner/Manager.

. Choose Edit on an existing report.

o Click on the Designer icon BZ in the Tool bar.
The Report Designer window opens.

° Right click on ghClientPartner (where you want the new grouping to appear
below) and select Insert Group Header Footer. (Refer to Diagram 5 below).

BHle & g ¢ o|DFME@eSR |88 BEHBS

Horrnal legency FB jl ] j,g&l B 7 U ‘ = =
i T T R R T T 7 s | 3 | 10
X Fointer J El ReportHeadsr
Aq Label B e e e e ] Chat e
aiwae |- POSCWIPbyRaRner
|2 CheckBos S oMmEEONe oo
Piture =| A PageHeader
[ Shape _ Client Partner : . Balance ©  Estimates . Agedd . Agedi @ . Aged2 . Agedd 0 Agedd | Ageds il
o L¥E j e T e e e e e
B= [ i
=3 RichTedtBon o partner Report Header/Footer
Subrepart I L e e TRt T PeRenTiRadenPuii e e sdaniena iaiioiie s R el nde s e
E ﬂ [ Detal - Unlicensed ActiveReparts Designer Reorder Grodps Page Header/Footer
= Pagelresk foBelance o fid ) paste  Chliy Group Header fFooter dhgedt o fddgedd - fldgeds
Barcode =| B giClentPaitner X Delete Del

G grpTotal dBabn grpTotal b oo pTotal fids grpTotal fidd grpTotal fidh grpTotal fidh grpTotal fidd 0 oo e

=| & PageFooter
et mr e e prrevev——

rptTotal_fldBaan rptTotal_fidEstimrptTotal_fidAgr ptTotal_fidAg rptTotal _idagrptTotal_fidAgr ptTotal_fidgrptTotal_fiddg "

< |

The new header/footer appears as GroupHeaderl.
Click and drag the new field from the field chooser, for example Manager.

Highlight GroupHeaderl and in the Properties Area (bottom right-hand side) make the
following changes:

. (Design area) Name to be ghManager
. (Data area) DataField to be Manager

Highlight GroupFooterl and in the Properties Area (bottom right-hand side) make the
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following changes:
. (Design Name) Name to be gfManager.

° Delete the existing subtotals/group totals and report totals.

Note: You can do this by selecting all of them on the left-hand side.

° Highlight all the Detail row and select Create Subtotal.

° Save the report in Designer as a new report.

Note: Do not save from the Change Report screen as you have already saved in Designer.

° Close the report and reopen it in edit mode.

. Add any prompts required.
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Changing an Existing Standard Report
Grouping

Example: To change Aged Debtors by Company/Partner to be Aged Debtors by
Company/Manager.

° Choose Edit on an existing report.

. In Designer, pull down the new field (in this case Manager) into the ghPartner
area.

o Delete the Partner field from this area.

° Highlight the ghPartner line and in the Properties Area on the right-hand side
under Data, change the (Name) to be ghManager instead of ghPartner.

° Change the DataField value to be Manager.

° Highlight the gfPartner line and in the Properties Area on the right-hand side
under Data, change the (Name) to be gfManager instead of gfPartner.

° Delete the existing subtotals/group totals and report totals.

. Highlight all the numeric fields to be totaled (under Details) and select Create
Subtotal.

° Save the report in Designer as a new report.

Note: Do not save from the Change Report screen as you have already saved in
Designer.

. Close the report and reopen it in edit mode.

. Add a prompt on the Manager field if necessary.

Note: You can use the Reorder Groups option to reorder the Report Grouping in
Designer.
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Inserting an additional field & sub-
total via Designer

You have the option to insert an additional field and sub-total through the Designer so
not to lose all your existing formatting.

To add an additional field via Designer

1.  Click on the Designer icon BL in the Tool bar.
The Report Designer window opens.

TASKS v

m O &

~ COMMON TASKS
Page Setup
Create Subtotal

oukwnN
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Expand Fields on the top right hand side
Then expand Bound
Then expand Available
Now all the fields available for this report to add will display.
Now drag the new field into the Detail area of the report.
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To create a subtotal for the additional field

This will also automatically create a grand total for the selected field. Click the field
then choose Create subtotal from the left-hand side Task Bar.

The example below shows the charge column on the report. If another field is added
through the Designer, you can click on Designer > Insert Subtotal. This can be applied

to both Group (if it exists) and Grand Totals.

Note: Diagram 1 displays the Billed field being inserted in Designer mode.
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Diagram 2 displays the totals being inserted with a click of a button without having to

manually type in the formula to calculate the totals.

Diagram 2
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How to Insert a Calculated Value into
a Report

° Use Toolbox to insert a TextBox in the Detail area of your report.

° With the new text box selected, edit the Text field in the Property pages to label
it.

° To align numeric text, with the new text box selected, click on the Align Right
button.

° With the new text box selected, click in the DataField value and insert the
appropriate calculation, using the field names exactly as they appear in the Fields
listing. For example, =BillLineNet+BillLineTax will calculate the gross value.

° With the next text box selected, click in the OutputFormat value and select the
appropriate value e.g. Number or Percentage etc.

Tip: Field names must be entered exactly as they appear in the Fields listing, including
space and case.

You can make use of standard arithmetic operators as the examples below:

Addition
=Billed+Unbilled

Subtraction

=Charge-Unbilled

Division

=Price/TotalUnits

Multiplication
=Charge*0.05

Note: This adds 5% markup to the Charge Value.
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How to summarise a report via
designer

A summarised report hides the data in the Detail area, and reports totals by group, by
partner and so on.

N

Note: You can also use the Hide Detail button in the Change Report pages to produce a
summarised version of a report. This does not require access to Report Designer.
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1. From the Report Designer page, click in the title bar of the Detail area of the
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2.  Select Visible from the Behaviour category in the Properties area and select
False from the drop down list.

3.  Now close up the Detail area of the report.
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4, Now select the fields in the group header eg ghClientPartner and make invisible.

5. Now close the group header area up like example below
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6. Highlight all the fields and then right click and select format border and take the
underlines off and also take the bold off.
Put a label on the totals line and copy the data field eg client partner from the
detail area down to the group footer area next to the label. (if required)

7. Right click and select format border and take the underlines off and also take the
bold off.

8.  Andremove any page breaks if required
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Now below you can see how the summarised report will display.

Client Summary by Partner Summarised

YOB

1062013 to 31/08/2013

Client Code Client Hame WIP Time WIP Dish & WIP 05 LastwiP Fees LastBill TimeWX0 DisbWi0 EstwWio MiscWio Drs Bal Lockup
lessEst WP Misc
apbottcirs 115531 FAOD 14418520 m om om om snm BUESE EE AT
Egclis Eimon §E0m om £SO om om om om om | asTm
By B om om om om om om om om om om
Cartallo Luls f155nm om 115 50m om om om om om 04560355 22134385
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Grasn Walcolm 3unm om 3unm om om om om om om Juom
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-UNSPEC- om om om om om om om om zamm 2zmm

[TE 030000 e 15000 0.00 0.00 .00 X a0,308.E2 1,543,582.06
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How to include percentages in a
Report

This e

xample is inserting percentages into an Aged WIP report. The Same procedure

can be used for any other report. (The data fields below will be different in each
report).

1......

2.

10. ...

11....

MYOB AE | VERSION 5.4+

Highlight the required report and click Edit.

Click on the Designer @ icon in the Tool bar.

The Report Designer window opens.

For the Heading, create labels for the heading and change the text to Age3 %
(example only).

For the Field, edit the textbox and in the Detail area, change the DataField value
to be =Aged3/Balance (example only).

Change the OutputFormat to be a percentage.

On this field, make the SummaryFunc = avg for average.

Select the field and Create Subtotal.

For the total take the field name from the DataField area from the total line eg.
(=grpTotal_fldAged3/grpTotal_fldBalance),

Edit this field to make the SummaryFunc = avg for average and check that the
OutputFormat is a percentage.

For the Report Total take the field name from the Datafield area from the report
total line eg (=rptTotal_fldAged3/rptTotal_fldBalance), edit this field to make the
SummaryFunc = avg for average.

Check that the OutputFormat is a percentage.
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Changing Debtor Statements to Select

by Manager

the fields for Client Partner,

. Pull down the Detail area and you will see that
Client Office and Client Department are all visible.
° Pull down Manager from the Fields in the top right and make the field invisible.
. Pull the Detail area back up and save the template.
. Close the report and then reopen it.
. Manager is now being available for selection.

T & =T o 0 [28F 80 Bl o 2 % B[ & 48 et & T

[Practice Detals =] [&al == Heanls ruj==== = o
VPH Reparts O R R Lk 7 ®-{Z] Fields
k Painter T e v prTT—— P . T —— i = Paameters
e Label =| & ghlentCode ~[% Settings
TextB: N PR ALY AR AL EELLAEEES SRR RRRY SRR SR - - ne -
abl Texfiox N MailingMame: o STATEMENT
¥ CheckBox  ~ Pastal
&9 Ficture - i [ [ :: Client Code: : ClientCods @@
3 Shape N e R R EE TP P Statement Date: | Label25
. Line !
2 RichTenBox ESEEEERIESS R R R R
B Subreport T
= Pagsbroak Date Reference Debit
Barcode E) e e e o
=| B Deteil - Uniisensed ActiveReports Designer. Reuies ProEdiion
- InvoiceDate] Eillnot Invoices1 ’%é | ‘ =l
: Lo k N Lo N Lo cooiiiniiii G Wordwiap True
- fidClierthiame: felPostal fldClientPartner  fiClientDepartmen - fidCientOffice - fldParertame B e
N EEERE TR ERES ERR R RRR R TRl SRR o Classhame Practice Detai
- Countilull/alues False
=| & efCientCode DataField
I AU HypeiLink
: :| T Important!l Please dof femoie rom repdrt |: R Ten
i E Slpataeds: Text Enter Practice
T M overama - ‘ RN —s | =
. Text
S oversue | mgedn | v | | Gets or sats the farmatted test value to be rend

MYOB AE | VERSION 5.4+

FORMATTING GUIDE USING DESIGNER | 35




How to insert a logo and images

File types for inserted logos and images

MYOB recommend the following file types for logos and images:

e bmp
o gif

* jpg
* jpeg
® jco

¢ png

To add a logo via Designer

1.  Click on the Designer icon B in the Tool bar.
The Report Designer window opens.
3. From the Toolbox, click on the Picture tool
Click and drag in the Report Header to create a picture box
4.  Select the Image Ellipse button in the Data area

N

Picturedlignment
E Behavinr
YWizible
E Data
DrataField
Drezcription
HyperLink:,
Image ] System.Drawing.Bitmap
Tag
Title
El Design
[ arme] Picturel
El Layowt
Location 5.188. 0.063 in
Size 1.188. 0.563 in
Sizetode Clip

5. Point to your Practice Logo
6. Resize the logo picture box to correct size.

Note: You may need to use the SizeMode option to Clip, Stretch or Zoom your logo to fit. This
all depends on the original size of the logo. Otherwise the logo will need to be resized outside
AE Reports.
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Applying filters

Filters are used to limit the data included within a report. For example, you could
specify that data for only two partners be included or that only billed amounts greater

than $1,000 be included.

How to filter a report

1.

o

MYOB AE | VERSION 5.4+

From the Run Report Settings tab, locate the field that will be used to filter the

data.

Click in the Filter column adjacent to the field(s) you want to filter against.
If a drop-down arrow appears, click on it to display a list from which to choose.

{LINSPEC -

Bache Simon

Berm Eric
Drann Micola

Depazquale Tereza

D'adds Clare
Gibzon Lidia

Green Malzaolm v

If an ellipsis [...] button displays, click on it and enter a few characters in the
Search For field.

Frampt

Filter

Click the Search button.
Enter multiple filters in the Or column where applicable.
Select a value from the available options and click the OK button.

FORMATTING GUIDE USING DESIGNER | 37




Run Report Settings | Report fields and formatting |

Field Sort Prompt Filter Or.. Or..
Christmas Card? [ ] [ ] Yes Yes

Chent Code [ | [ | [;]
Client Name 1 1

Client Partner | | Example Barry J  MARTZ JENNY

8.  Save the report if required.

HINT: In the example above, if you use the Filter column and also use the Or column,
the filter must be applied across all columns. For example, if you wish to filter for
Christmas Card for both partners, we must apply the Yes filter to both columns.

You can add up to 5 pre-defined filters for a field. The filter columns are OR not AND.

Filters are based on the detail line and not on the report grouping. If you are filtering
on $ value, AE Reports will determine if the client meets the value and if so, will display
the client $ value. The grouping is then taken into account on how to display the
report.
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List of filters

IS NULL:

For example
Is Null

=Null

= Null

Is Not Null
<>Null
<>Null

Tip: This is good for date of birth or to show non-closed
clients

BETWEEN:

(Inclusive)

Between 12 and 100

Not between 12 and 100

Between 01/01/12 and 31/12/12

Between ‘01/01/12’ and ‘31/12/12’

Not between 01/01/12 and 31/12/12

Note:

Single or double quotes are allowed around values. Only one
type should be used for the whole query.

Quotes do not need to be inserted.

Tip: This is good for producing a list of closed clients within a
date range. Run the report from Client Details and for Date

Closed put in a filter, for example, Between 01/01/12 and
31/12/12

LIKE:

Like abcd
Like defg*
Like *defg

Like *defg*
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Not Like defg

Note:

The wildcard characters can be either * or %. The characters
should be either at the start or the end of the search text and
not in the middle, for example, not de*fg

Tip: This is good for client codes where the last 2 characters
are a number or for ABN numbers.

In (10,12,2)

In abc,def,ghi

In ‘abc’,’def’,’ghi’

In (‘abc’,’def’,’ghi’)

Note:

Using IN eliminates Null values.

Tip: This is really useful when filtering on a custom category

and there are more than 5. It’s also useful when filtering on
status in Schedule reports.
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How to filter using multiple fields
Example - Aged WIP over certain age but not billed since a certain date

The same could be achieved for clients over a certain age but not billed since a certain
date. For example in the diagram on the following page, we are filtering for clients
over 90 days and not billed since 31 January 2013.

HINT: Remember if applying filters across the page that if you have a date or $ filter,
it must be applied to each column as the columns are “or”. If we applied the date or $
only to the first column only, the other column would ignore this date or $ filter and
would return the incorrect data.

= YL IMYDB-Landscape ;I 2R
Title [:ged WP By Client Partner | EndDae  [sr/mimz <] @
Client Code | Client Name | Last Bill Date | Estimates | Agedn | &gedt | Aged2 | Aged3

Fun Report Settings | Feport figlds and formatting I

Field < | Sart | Prampt | Filter | or... | ... | ... | Or...
Agedd
Aged]
Aged?
Aged3
Agedd
Agedd
Balance
Client Code
Client Mame

»0

]

>0

Client Partner

Estimates
Last Bill Date

OOEOOO0O0O0O0O0O

OCOECOOOCOEO

<3/01/203 <3/0142M3 <31/0142M 3

Example - Aged debtors with 90 days+ but not received a payment for 30 days

HINT: Remember if applying filters across the page where we are picking up all clients
over 90 days that have not had a receipt since 31 January 2013, then you must apply
the date across all filter columns.
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(= AT

I MY 0B -Landzcape

EIRENE

Title | Company - Partner Detailed Including Receipt date |

Client Code

| Client Mame

Bilaoneaty — 0 Cliert Partrier -

End Date

grzme v @

| Last Receipt Date | Balance

| Unallocated Cash | Agedi

| tigeda | igedz

Run Repart Settings | Report fields and formatting |

Field

~ | Bart

| Prompt

| Filter

| ...

Agedl

Aged]

Aged?

Aged3

»0

Agedd

Ageds

+0

Balance

Billing Compary

Cliert Code

Client Marme

OEOOO0COOO00O

OOFOOCcO00c0

Cliert Partner
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Templates

A report is always based on a template. Templates contain pre-defined headers,
footers and margins.

= YU MY OB-Porirait BiEE
. Title Description Last Modified
Title [New Repa
tle New Rep: MYOB-Portrait MYOB-Portrait 5/10/2006 7-26:00 AM |
MYOB-Landscape MYOE-Landscape BO2006 7:26:00 AM
Drag a colum b template Draft template 5/10/2006 7:26:00 AM

To change the MYOB logo to your Practice Logo via Designer

1.  Click on the Designer icon 34 in the Tool bar.
The Report Designer window opens.

2.  Click on the MYOB logo

3.  Select the Image Ellipse button in the Data area

Picturedlignment

E Behavinr
YWizible

E Data
DrataField
Drezcription
HyperLink:,

Image ] System.Drawing.Bitmap
Tag
Title

El Design

[ arme] Picturel

L ayout

Location 5.188. 0.063 in

Size 1.188. 0.563 in

Sizetode Clip

HEO

4. Point to your Practice Logo
5. Resize the logo picture box to correct size.

HINT: You may need to use the SizeMode option to Clip, Stretch or Zoom your logo to
fit. This all depends on the original size of the logo.
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Exporting a report to Excel

There may be occasions where you need to export the report to MS Excel for further
manipulation.

There are three methods by which this can be achieved via:
° The Change Reports tab
° The Preview window

° The Run option

Export to MS Excel from within the Change Reports tab

From within the Change Report tab, you are able to export the current report to MS
Excel by clicking on the Export to Excel icon.

& &Y || MYOB-Portrait - rc_]

HINT: If you have grouped your report, it will be exported in this format.

NBEEA| 4] A B c D E F G
1
2
3
4 Client Partner  Manager Client Name Client Code Christmas Card?
|5 Example Barry J Hinds Pty Limited 2003/01 Yes
|6 Example Barry J Kold Jennifer 1396/01 Yes
o | Example Barry J Sleip Peta 1401/01 Yes
| 8
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Export to MS Excel from within the Report Preview

window

From within the report itself, you are able to export to MS Excel, PDF or HTML by
clicking on the Export button in the top left hand window.

T

N

Export
. |22 DB | & M=

| u:ﬁz kward 3 Forward |C? Close  Export to Excel
...... | 1 R L ov S R
New Report MYOB
Client Partner
Manager Client Code Client Name:
Example Barry J

NONCHG

Mon Chargeabe

For example, all formatting is output to MS Excel as shown below.

A B C b E F ] H
New Report MYOB
Client Partner
Manager Client Code Client Name
Example Barry J
NONCHG Non Chargeable
2003101 Hinds Pty Limited
1392401

Hill Ashton

HINT:

If you want to manipulate the data in MS Excel; this is the recommended export

option as the data in the spreadsheet is in a more usable format.

In addition, you can click on the Export to Excel button in the top right hand window.

Export

G et B [8 D@ 2| &

1o 0 0

-lE@| e

2o 3

[ S T R R - R A R R - S S T S B S SR R

| X Backward e Forward |£.? Close
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Export to MS Excel from within the Run Reports window

The last method is from the Run Report window where you are able to export the
current report to MS Excel by clicking on the Export detail to Excel icon.

Report Fields
oK
Cancel
Enter Filter (optional): Eilter Help
Field Filter
Client Code
Postcode

State
Town
Client Partner

A 4
g

Removing hyperlinks in MS Excel
To remove the hyperlinks in the spreadsheet:

1......0pen the spreadsheet and copy the column and/or row which is hyperlinked.
2...... Right-mouse click and select Paste Special in a different column or row. This
instruction is MS Excel version specific.

1% cut

43 Copy

% Paste Options:
Insert...
Delete...
Clear Contents
Filter
Sort

=d Insert Comment

% Format Cells...
Pick From Drop-down List...
Define Name...

?_,) Hyperlink...
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3......The following window is displayed from which select Values.

, S

Paste

() All using Source theme
(™) All except borders

() Column widths

() Formulas and number formats

() Comments (") Values and number formats

() validation All merging conditional formats
Operation

@ None (2) Multiply

) Add () Divide

() Subtract

[ Skip blanks [| Transpose

Paste Link

4......The hyperlinks are removed.
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Export and Import

The Report Export and Import routine allows you to export any saved reports. If you
have a technical question or are having issues with a particular report, you may be
asked by MYOB Support to export the report so it can be emailed to be checked or
fixed.

Find Clients Reports Change Report - Fees - Pre Billing by Group, Report Export & Import X

£ Assignments Title Description Internal Last Modified

g é?:;h””k Client List by Partner MYOE - Basic Client List by Pa.. 5/10/2006 7:25:00 AM
T2 Client and Contact Addresses Client List by Partner MYOB - Client list including nu. 10/10/2006 7:27:00 AM << Replace
© 2 Clrk Cortact Detals Client List by Partner MYOB - Basic Client List by Pa.. 30/10/2006 7:25:00 AM

: Over 55 29/11/2006 1:45:00 PM »> Export

72 Client Details

[ Client List by Company 15/02/2007 3:32:00 PM

L4\ Client Partner Check Client List by Family Group 5G - Client List by Family Group 30/06/2012 2:38:00 PM

7 Contacis Xmas Letter 29/06/2012 3:34:00 PM
‘] Debtors Deepas Xmas Card 29/06/2012 3:41:00 PM
“[£] Document Manager Financial Planning 29/06/2012 3:41:00 PM

£ Employee Franchises 29/06/2012 3:41:00 PM
‘] Fees Limited companies 29/06/2012 3:42:00 PM
“£] Job Management Mewsletter 29/06/2012 3:42:00 PM

£] Maintenance Melb NL 2710212012 8:27:00 PM

<< |mport

m-E-E

Close

SEEEEEEEEEEEE

) Nominal ledger
“f] Period End
f£] Schedule
£ Standing Data
) Suppliers
T Tax 2004
£ Tax 2005
) Tax 2006
I Tax 2007
£ Tax 2008
) Tax 2009
] Tax 2010
] Tax 201
] Tax 2012
T Time
@ WP
] WIP and Debt

If you want to ensure that you have a backup of a report, you can export it for
safekeeping. This will ensure that if a report is accidentally updated or overwritten,
you can re-import the report template as a new report or replace an existing report.

Export a report

l~

1. .....Click the Reports | =" drop-down and select Report Export & Import.
The Report Export & Import window opens.
2...... Navigate to the report you want to back-up by expanding the relevant reporting

area on the left and highlighting the sub-category.

H-E] Assignments
(-] Cashbook
EI a Client

© Lol Client and Contact Addresses

... Client Contact Details

L Client Details
-

------ 4 Client Partner Check

3......The reports available for this sub-category are displayed in the right-hand pane.
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Title

Client List by Partner
Client List by Partner
Client List by Partner
Over 55

Client List by Company
Client List by Family Group
Xmas Letter

Deepas Xmas Card
Financial Flanning
Franchizes

Limited companies
Mews|etter

Melb ML

Description

MYOE - Basic Client List by Fa..
MYOE - Chent list including nu_..
MYOE - Basic Client List by Fa..

SG - Client List by Family Group

Internal

HEEEEEEEEEEEE

Last Modified
5/10/2006 7:25:00 AM
10M10r2006 7:27:00 AM
3010r2006 7:25:00 AM
23/11/2006 1:45:00 PM
15/02/2007 2:32:00 FM
30/06/2012 2:38:00 FM
25/06/2012 3:34:00 PM
25/06/2012 3:41:00 PM
25/06/2012 3:41:00 PM
25/06/2012 3:41:00 PM
25/06/2012 3:42:00 PM
25/06/2012 3:42:00 FM
27102/2012 3:27:00 PM

4. .....Select the report to be backed up and click Export.
5......You are prompted to specify the location for the exported file.

[, Export Report ——— —— go— _— M
—~ —
l\"j@ |£ » Computer » Local Disk (C:) » - | &,‘ Search Local Disk (C:) 2 |
Organize v New folder Bz (7]
4 Downloads = Name : Date modified Type =
;‘;._"- Recent Places : :
= . Bills 19/09/201211:38 ...  Filefol
D J Documents 30/10/201211:41 ...  Filefol
= Libraries . . ) =
= .. Installation Logs 20/09/2012 8:22 AM  File fol =
_.\] Documents s ;
J Mus 8 MsSO0Cache 15/04/201111:18 ... File fol
Lol = ) myob 11/10/2012 220 PM  File fol
[ Pictures : . —
. , MYOBODBC 14/09/2012 9:40 AM  File fol
B videos " :
. MYOBODBCAUL0 20/09/2012 9:02 AM  File fol
. MYOBODBCNZ9 20/09/2012 9:04 AM  Filefol |
1% Computer - : E> :
- J Premierl® 31/10/2012 216 PM  File fol
&, Local Disk (C:) ) )
J Program Files 10/10/20121:39 PM  File fol « [
"% Shared Folders (\
- ] [ b
File name: m -
Save as type: ’Repor‘t files (*.rpt) VI
“ Hide Folders Save ] [ Cancel ]

HINT:

can be easily restored should the need arise.

. MYOB recommend you specify one central location for your reports so they

6...... Browse to the location and click Save.
7...... A message appears Export complete.
8...... Click Ok.
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Import a report

1......Click the Reports drop-down and select Report Export & Import.
The Reports Export & Import tab opens.

2...... Navigate to the report you want to restore by expanding the relevant reporting
area on the left.

HINT:It is not necessary to select the exact category of the report you are importing as
the import process ensures that the report loads to the correct sub-reporting
area.

3......Click the Import button.
A window opens prompting you to browse to the location of the report to be
imported.

4...... Browse to the location, highlight the report and click Open.
You are then prompted to select the template to be applied to this particular
report.

5...... Highlight the template and click OK.
A message appears Import successful.

6......Click OK.

HINT:The Replace option enables an existing report template in AE Reports to be
replaced by another version.

You cannot import a report into a different reporting area to where the original
report was created.
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