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Housekeeping

Download a handout

Your microphone 
is muted automatically

Send us your questions

Note: This webinar recording and links to 
register for future webinars and access other 
recordings will be sent to you later today. 



To earn your digital badge, simply attend any 5 of the 7 topics + the Quiz
 
• Before you think about changes

• Using the design tools to personalise your invoices and other layouts

• Tables and Variables used by Report Designer

• Introduction to Expressions

• Introduction to Sections and Groups

• Introduction to Criteria

• Introduction to Filters

• Quiz – Test your knowledge Register now

Register now

Report Designer 2025

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112239553
https://attendee.gotowebinar.com/rt/8118958131899573597?source=webinar


What’s covered in 
today’s webinar?

• Report structure

• Sorts

• Groups

• Further Support / Q&A



© 2025 The Sage Group plc, or its licensors. All rights reserved.

Report Structure
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Non-Grouped Reports

Examples

• Customer List

• Supplier List

• Nominal List

• Product List

• Invoice Summary

• Project List

• Audit Trail (Brief / Summary)

• Day Book Reports



© 2024 The Sage Group plc, or its licensors. All rights reserved.

Grouped Reports

Examples

• Activity Reports
 - Customer / Supplier / Nominal / Product / Project

• Aged Debtors / Creditors

• Invoices Due / Overdue
- Customer / Supplier 

• Product Profit by Customer

• Invoice Profit Report

• Sales by Analysis Code
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Report Structure

Summary

All reports have a Header, a section containing the Report Data, and a Footer
• Content in Report Header / Footer sections appear once per report, either first page / last page
• Content in Page Header / Footer sections appears once per page

To identify if a report is grouped:
• Edit the report
• 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, i.e. 

ACCOUNT_REF Header / ACCOUNT_REF Footer
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Sorts
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Help centre > Add a Sort

Help centre > Add a Sort

Adding Sorts

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

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=200427112202728
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Summary - Sorts
• Non-grouped reports can have their sort order changed easily via Report > Sorts

• Data can be sorted in either ascending or descending order

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

 

             

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

What is a Group?
Divides report data into groups sharing something in common:
• List of customers grouped by department
• List of transactions grouped by supplier 
• List of 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!



© 2024 The Sage Group plc, or its licensors. All rights reserved.

Summary

• Check report sections - to see if already grouped

• Adding objects – what, where and how it looks

• Sort data of non-grouped reports via Report > Sorts

• Do you need to add a group, or will a sort do?

• Grouped reports automatically sort on grouped data, but do not appear as a sort in 
Report > Sorts

• Additional sorts can be added to sort data within a group
- Groups sorts always come before other sorts

Groups and Sections



Questions

Download a handout

Send us your questions

Note: This webinar recording and links to 
register for future webinars and access other 
recordings will be sent to you later today. 



Webinars for Sage 50 Accounts
& Sage 50 Payroll

www.sage.co.uk/webinars



© 2025 The Sage Group plc, or its licensors. All rights reserved.

Thank you for attending!

Please take a minute to complete the survey as you leave.

You’ll receive a follow-up email containing links to register for 
future webinars and watch recordings.
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