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Report Designer 2025

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 SQSQ y
* Introduction to Sections and Groups ———
* Introduction to Criteria
Report
. . Designer 2025
* Introduction to Filters Sage 50 Accounts

* Quiz—Test your knowledge .

Register now



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
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Non-Grouped Reports

Examples

Customer List

Supplier List

Nominal List

Product List

Invoice Summary

Project List

Audit Tratl (Brief / Summary)
Day Book Reports

Date: 15/11/2022

Time: 11:02:

55
Customer From:
Customer To: Frrrrrrrs
Show Active/ Inactive: Active and Inactive{™)
AjC Name
410001 A1 Design Services
ABSO0L ABS Garages Ltd
BBS001 Bobs Building Supplies
BRIOO1 Fred Briant
BRODO1 Bronson Inc
BUSO01 Business Exhibitions
CASHOO01 Cash and Credit Card Sales
CGS001 County Golf Supplies
COMOD1 Compton Packaging
D5TO01 Johnson Design & Build Pariners
FGLOO1 F G Landscape & Design
GRADO1 Graham Electonics
HAUDD1 Hausser GMBH
155001 John Smith Studios
KIMOO1 Kinghorn & French
MAC001 Macolm Hall Assodates
MIBOO1 Mikes Insurance Services
MILO01 Mile Road Health Centre
MOR0O1 Morley Solictors
PATOO1 Fatterson & Graham Garages
P1CO01 Picture Frame Ltd
ROBOO1 Raobertson Joinery
SDEOO1 S D Enterprises
SHODD1 The Show Lodge
STEOO1 Stevenson & Smith
STEQOZ Steven Stephenson
sTUO01 Edward Stuart
SWADDL Swan Leisure Centre
VIDO01 The Video Rental Company

Youno1

Stationery & Computer Mart UK

Peter Yaung

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

John Bel
Siobhan Winter
Mike Bradford
Tracy Smithson
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
0191 254 5909
01983 567 123
01908 78787878
001 214 248 8924
017684 30707

0191 385 6432
0191 121 9876
0191 234 567
01603 354564
0141 373 2828
00 49 531 344
01327 617 542
0191 676 5656
01244 343433
01754 234 895
01981 674 234
01789 656 556
0987 678 234
01249 265 9874
0181 78% 2323
0191 937 9836
0121 383 0345
01244 453 232
0151 977 8876
0191 83% 3540
0191 567 2345
0678 234 5678
08976 656 878
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Email
newbusinessadvice@sage. com
newbusinessadvic ey age,com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage, com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage.com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice @sage. com
newbusinessadvice@sage, com
newbusinessadvice@sage. com
newbusinessadvic ey age,com
newbusinessadvice@sage. com
newbusinessadvic Biids age,.com
newbusinessadvice@sage. com
newbusinessadvice@sage, com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage.com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
newbusinessadvice@sage. com
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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 Analystis Code

Date:
Time:

16/11/2022
10:17:36

supplier From:

Supplier To:

Transaction From: 1

Transaction To:

LELELEEE

99,999,999

Stationery & Computer Mart UK
Supplier Invoices Overdue

Page: 1
Date From: 01/01/1980
Date To: 16/11/2022

Exc Later Payments: No

AfC:  CONDDL Namwe: Concept Stationery Supplies Contact: Mark Ramsay Tel: 0191 643 4343
No Type Date Ref Details Paid Outstanding
730 Fl 30/03/2021 14/05/2022 17 Ball Point Pen - Blue 0,00 25.29
B25 Pl 30/03/2021 14/05/2022 18 A4 Ledger Book - 5 0.00 553,12
923 Pl 30/04/2021 14/06/2022 25 Ball Point Pen - Black 89.30 0,00 89.30
1128 Fl 27/04/2021 11/06/2022 33 Rubber Bands - Selection 976,68 0,00 976,68

Total: 1,644.39
AfC:  MONDOL Name: McNally Computer Supplies Contact: Stuart Lynn Tel: 0191 415 3434
No Type Date Ref Details Ar t Paid Outstanding
613 Pl 29/03/2021 28/04/2022 125 Goods 605.13 0.00 605,13
724 Pl 30/03/2021 29/04/2022 15 DIMM G4mb 100Mhz 2,254,649 0.00 2,25%.64
B30 Fl 30/03/2021 29/04/2022 19 DIMM 32mb 100Mhz 6,131.74 0.00 6,131.74
892 Pl 30/04/2021 30/05/2022 21 MTH1000 Matherboard J37.49 0.00 J37A9
894 Pl 10/04/2021 10/05/2022 21 MTH3000 Matherboard 526,78 0.00 526.78
026 Fl 30/04/2021 30/05/2022 26 DIMM 128mb 100Mhz 1,812.12 0.00 1,812.12
943 Pl 30/04/2021 30/05/2022 31 10gh Hard Drive 347676 0.00 3476.76
1139 Pl 27/04/2021 27(05/2022 34 MTH1000 Matherboard 7,922.80 0.00 792280
1176 Fl 28/04/2021 28/05/2022 Pur Router & Cabling 1873 0,00 78,73
1177 Pl 29/04/2021 29/05/2022 Pur Router & Cabling 1,162.08 0.00 1,162.08
1178 Pl 12/05/2021 11/06/2022 Pur Router & Cabling 25.85 0,00 2585

Total: 24,73%.12
AfC:  NEWOD1 Name: Newtown Builders Ltd Contact: John Sinclair Tel: 0181 245 4534
No Type Date Due Date Ref Details Paid Outstanding
284 Fl 28/02/2021 13/04/2022 BADDBT Bad Debt Write OFf 0.01 0,00

=
=
-

Total:

=
=
=




Report Structure

Summary

All reports have a Header, a section containing the Report Data, and a Footer
Contentin Report Header / Footer sections appear once per report, either first page / last page

Contentin Page Header / Footer sections appears once per page

To identify if areport 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, l.e.

ACCOUNT_REF Header/ACCOUNT_REF Footer



Sose

Sorts



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 variable

Table [SALES_LEDGER] s

Variable DEFT_MUMBER b

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

Sort the datain | ascending ~ | order

[ Add _ | ___Pancel | |

Help centre > Add a Sort



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 3 Sorts et
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 - S s Sl L= SooEl D -
SALES LEDGER.ACCOUNT REF .ﬁscending SALES_LEDGEH.DEPT_NUMBEH :'-"SCE:I'ldil'lg
| _ - -

* 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
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!



Groups and Sections

Summary
Check report sections - to see if already grouped
Adding objects —what, where and how 1t 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 sortin
Report > Sorts

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



Questions

* Questions

(Send us your questions

/ Download a handout >
\

Note: This webinar recording and links to
register for future webinars and access other
recordings will be sent to you later today.
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Products - Integrated Apps - Sage University

Sage Webinars

Webinars are live online demonstrations hosted by a Sage expert, that help you to get the most out of your softws

Sage 50 Accounts - Live
Our free

inars help you to discover more efficient and effective ways to >

ccounts. There are new to,

use Sag dded each week.

Sage 50 Accounts - Recordings

Curon-demand r ngs are a great way

ofourwebinar

to take advantage

service.

Sage Business Cloud Accounting UK

Free online learni get the most out of Sage Accounting.

Useful tinks -

2. To get started,

Sage 50 Payroll - Live

Become an expert and learn the top tips and tric

forafree
legislation a

Sage 50 Payroll - Recordings

Ar =t

Sage Business Cloud Payroll UK

Free online learning

nathelp

choose your software below.

ks in payroll. Join us weekly

upcoming

SE any new

lemos of new product features.

ordings of of recentlive events that we've hosted.

Jet the most out of Sage Payroll

>




Thank you for attending!

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

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

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