It’s All About Crystal

You want a list of the new Customers added during the previous week. You’ve looked at the Customer
Listing, but it doesn’t let you filter on the ‘Date Created’. More importantly, you need it tweaked to
meet your company’s needs.

Sounds like it’s time to launch Crystal Reports and design a report that will meet your needs!

>

>

First you should think about the fields that you need on your report, the tables that include
those fields and if there are multiple tables, what are the relationships between the tables

For our example, we need Customer Name, Number, Phone, Email, Credit Limit and Price Level,
Salesperson Name and Number and all of the Customer Contacts

We know that the Customer information, except the Contacts, is in the AR_Customer table

The Salesperson Number is in the AR_Customer table, but we need the AR_Salesperson table
for the Salesperson Name and Phone

The Customer Contacts are in the AR_CustomerContact table, but since there is a one to many
relationship — One Customer Can Have Many Contacts, we will need a Subreport.

Open Crystal Reports and select File -> New -> Standard Report...

Create Your Connection

The Standard Report Creation Wizard will open; if you don’t see a connection to the
SOTAMAS90 database, click the plus sign that precedes ‘Create New Connection’
Click the plus sign that precedes ‘ODBC (RDO)’

| Standard Report Creation Wizard

Data
Choose the data you want to report on.

Available Data Sources:

= (2 My Connections
+ & SOTAMASS0

= [[]Create New Connection
# (L] Access/Excel (DAQ)
# [CJADONET (ML)
# (] Database Files
# [ZJ0ODEC (RDO)

Selected Tables:
[

CDBC (RDO)

Data Source Selection
Choose a data source from the list or open a file dsn from the browse
button

# [JOLAFP

# [CJOLE DB (ADO)

# [ Salesforce.com

% [CAXML and Web Services
+# [ Repository

+ [ More Data Sources
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Select Data Source:

Data Source Name:

Find File DSM:

Enter Connection String:

KS_LinkedApp_2013
KSYNC_2013

MS Access Database
SOTAMASS0
SOTAMASSD.dsn
SOTAMASS0_silent
TaxWise 2011
TaxWise 2012
Training TaxWise 2011
Training TaxWise 2012

m

< Back Net >

| [ Fnsh | [ Cancal | |

Help
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e Inthe ‘Data Source Name:’ list, locate SOTAMAS90 and click to select
e Click the Finish button
e On the ‘Sage 100 ERP Database Signon’ dialog, click the drop-down arrow to select your

‘Company:’
e Enter the ‘User Logon:’ and ‘Password:’ you use for Sage 100 and click the OK button
[ Sage 100 ERP Database Signon i |
Qa Company: [Why O Why (YOY) "]

User Logon: srnwi

Password:

[ Ok ] [ Cancel ]

e A list of all the tables in your Sage 100 database will display in the ‘Available Data Sources:’
window

| Standard Report Creation Wizard

Data
Choose the data you want to report on.

Available Data Sources:

= [ My Connections o
&3 SOTAMASSD (il
= [Z3Create New Connection

[ Access/Excel (DAD)

CAADO NET (ML)

[ Database Files

= [C30DBC (RDO)

%3 Make New Connection
= 3 SOTAMASI0

4 Add Command
AP_ACHCheckEntry
AP _ACHFileWr
AP_ACHGenerationAddenda
AP_ACHGeneration Detail
AP_ACHGenerationHeader
AP_ACHInterface
AP_ACHInterfacelistingWrk
AP_AgedinvoiceWrk
AP_Analysis
AP_AnalysisReport Wik
AP _Analysis\Wrk
AP_ARClearing Detail
AP_ARClearingHeader
AP_ARClearingRecapWrk
AP_ARClearingRegister\i
AP_ARClearingRestart
AP_AssignVendor TaxSchedList\Wric
AP_Audi
AP_CashRequiremertsVik
AP_ChangeVendorsValidate
AP_CheckDetail
AP_CheckDetaiPosting
AP_CheckHeader i
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Select Your Tables

Scroll and locate the AR_Customer table

Click to select the AR_Customer table and click the Add l;l button
Scroll and locate the AR_Salesperson table

Click to select the AR_Salesperson table and click the Add ILI button
Click the Next> button to display the Links between the two tables
NOTES:
» By default, all fields in common between the two tables are a Link
» You may elect to eliminate some of the Links
» Join Types:
Inner Join — Includes only records that have a matching value in the linked field
Left Outer Join — Includes a row for every record in the table on the left side of the join,
even if there is no matching value in the linked table
Right Outer Join — includes a row for every record in the table on the right side of the
join, even if no matching value appears in the table on the left
Full Outer Join — includes a row for every record in both tables even if there is no
matching record between them

Select Your Fields, Groupings and Filters

Click the Next> button to display the ‘Available Fields:’

From the AR_Customer table, select the CreditLimit field and click the Add button to move it to
the ‘Fields to Display:” window; repeat this for the CustomerName, CustomerNo, EmailAddress
and PriceLevel

The order the fields show in the ‘Fields to Display:” window are the order they will show on your
report; use the Up and Down arrows to rearrange the fields

Fields to Display: S

= AR_Customer.CustomerMao
= AR_Customer.CustomerMame
= AR_Customer.Email Address
= AR_Customer Credit Limit

= AR_Customer.Price Level

t

W
AT

t

L
s

When you have the fields in the desired order, click the Next> button to optionally select a field
or fields for Grouping; for this report we are not selecting any fields for Grouping

Click the Next> button to optionally select field to use to Filter the data; for this report we are
not selecting any fields to Filter our data

Conner Ash P.C. © 2015 Page 3



Preview the Report

e Click the Finish button to open the report in the Preview Tab

e All columns show in this view

e Datais truncated if there is more information than will fit on one page
e If the report is exported to Excel, the data is not truncated; all you need to do is widen the
columns to view the full contents of the field

CustomerMame
Barbara Watkinz

ABF American Business Futures
ABS ABS - Sage cloud for inwoice:
AVNET Avwnet Processing Corp
BRESLIN Breslin Parts Supply
FIRTREE Fir Tree Land=scaping
GREEN Gresnscape Supply
HILLSE Hillsboro Service Center
INACTIV Inactive Customer **INACT I\
LESS0ON Le=son’s Leamead

MAVRE Mawerick Fapers
RSSUPPL R & 5 Supply Conp.
SHEFPARD Shepard Motorworks
ALLEMAR Allern’s Applence Repair
AMERCON American Concrete Service
ATOZ AToZ Carpet Supply
AUTOCR Autocraft Accessones

BAY PYRO Bay Pyrotronics Corp.
CAFRI Capri Sailing Ships
CUSTOM Custom Craft Products
SREALAR Greater Alzarm Company
JELLCO Jelico Packing

LUCAS Lucas Pastry Shop
MYSTIC Mystic Meadows

ORAMNGE Orange Door & Window Co.
WHITE White Land=scaping

Modify the Layout

EmsziAddress
bwatkins@mycompany.com

artiei@ sage.=ample.com
marny & sa
tonys & sa¢

accounts.payable@ firtree.ne
api@ greenscape.net

artiei@ sage.=ample.com
rose@ lessonkeamed.com

nfol@ =age.sample.com

nfo@ lucaspastry.com
mystic@mysticmeadows.con

bob.white& whitelandscaping

e Click the Design Tab to make changes to the layout

- --

_________ Bt DBt .
_________ Eustowe ... _______) FustomeiNs ___________ ] EmaiAddes ___._______] Gred _Presleve; .
_________ CustorgetMo . ___________, pustomerName ..., gmailfddess.___________ Gredilimi Pricelevel .
_________ e e e e e e e e oo _j2 NumbeL_____

Conner Ash P.C. © 2015

Page 4



e To change the Font select all of the Fields, move the cursor so that it is over one of the fields,

right-click and select Format Objects... to open the Format Editor
e Click the Font Tab and change the Font, Style, Size and/or Color based on your preferences

' - e ———————- ™y
Format Editor u
| Comman I Border | Font |Paragraph I Hyperlinkl
Font: Microsoft Sans Serif -
s
Size: a -
Color: - Black -
Effects:
[ strikeout
|| Underline
Spacing:
Character Spadng Exactly: 0 pts
Sample:
Multiple Objects
[ Ok, ] [ Cancel ] l Help
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e If you change the Font and/or Size, you can change the Options so that when you add new
fields to the report they will use the new information
e Select File -> Options
e Click the Fonts Tab

e Click each button and change the Font, Style, Size and/or Color; for example, click the Fields
button to change the Default Font:

TS

|
Cptions 28
| Layout I Database Formula Editor Reporting | Fields
Fonts | Smart Tag & HTML Preview Dependency Checler
Defautt forts:
[ Fields. .
-
Font — - ﬁ

Fant: Forit style: Size:

Microsoft Sans Serf Regular B

- - | [EN -
" Microsoft Tai Le falic 9 T
T Microsoft Uighur Bold 10 |i|
Fp Microsoft YaHei — | |Baold talic 11

Fr Microsoft i Bait L 12

T Minglil 14

T Minglill_HKSCS i | [16 ¥
Calor:

[ RS -
Effect:
[ Strikeout [] Underine
Preview:
AaBbYyZz
This iz @ TrueType font.
L4 | This same font will be used on bath your printer and your screen.

[ ok || cancel || Hep |

e Repeat this for each of the items — Summary Fields, Group Name Fields, Text Objects and
Field Titles
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Add Formula Fields

Add a Formula Field, CustomerPhone, to combine the Customer TelephoneNo and
TelephoneExt into one field; an example of the formula entered for CustomerPhone is shown in
the Formula Editor below
IMPORTANT NOTE: Make sure that ‘Default Values For Nulls’ is visible; if not, click the drop-
down arrow to change from ‘Exceptions For Nulls’

-

~ Formula Werkshop - Formula Editor - CustomerPhone

N\

& Save and close  [&] Save
x;z | |

==l
W Report Custom Functions
Repository Custom Functions
= [ Formula Fields
%4 CustomerAddress
%} CustomerPhone
%4 DateRangs
X4 Salesperson
%4 SalespersonPhone
[Z3 SQL Expression Ficlds
[Z3 Selection Formulas
(23 Formatting Formulas

e % % %L

D ~[&Ee | |2

Uz X [R & |

8 )| Crystal Syntax

- ||| Default Valuss For Mulls

- #

x| m Functions
|

x| = [ AR_Customer

(] = Addresslinel
== Addressline?
== Addressline3
= AgingCategory1
= AgingCategory?
= AgingCategoryd
= AgingCategory4
= ARDivisionNo
= AvgDaysCverDue

== BalanceForward

if {AR Customer.TelephoneExt} = " "
then {AR Customer.TelephoneNo}
else {AR_Customer.TelephoneNo} + " X " + {AR Customer.TelephoneExt}

= AvgDaysPaymentinvoice

Add a similar Formula Field, SalespersonPhone, to combine Salesperson TelephoneNo and

TelephoneExt

-

| Formula Werkshop - Formula Editor - SalespersonPhone

E‘ Save and close n Save

D -IEe | #]2 || X[% 3|

% o o |

8|4 % T % |8 |[FEE ]| cysal Syrix

1=l
[ Report Custom Functions
Repository Custom Functions
B [ Formula Fields
¥4 CustomerPhone
X1 SalespersonPhone
(23 50L Expression Fields

(2 Selection Formulas
(23 Formatting Formulas
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~ ||| Defauk Values For Nulls —— ~ || 4

x| mFunctions = = E AR_Customer

| ) = Addressline1
= Addressline2
= Addresslined
= AgingCategory1
= AgingCategory2
= AgingCategory3
= AgingCategory4
= ARDivisionMNo
= AvgDaysOverDue
= AvgDaysPaymentinvoice
== BalanceForward

if {AR Salesperson.TelephoneExt} = " "
then {AR Salesperson.TelephoneNo}
else {AR_ Salesperson.TelephoneNo} + " X " + {AR Salesperson.TelephoneExt}
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e Add a Formula Field, Salesperson, to combine the Salesperson Number and Salesperson Name

-

| Formula Workshop - Formula Editer - Salesperson

J B saveand close [ Save J O v| |7\$ | ? “ Jﬁ 2 X | % |lﬂl # ‘
“ %2 | 1 Cu |@ FioY |/‘ % ""/‘ % fee L G | Crystal Syrtax | Defautt Values For Nulls | i |
=l Functi AR_Cust o
¥ Report Custom Functions ﬁ @ Hnetens :|-I 2 E E_Mdr::sinﬂ | :|-I q‘
| Repositony Custom Functions = AddressLline? -
= [ Formula Fields = Addressline3

%4 CustomerAddress
%4 CustomerPhone
X4 Salesperson

= AgingCategory1
= AgingCategory?

= AgingCategory3d
X4 SalespersonPhone tingcm:ozd

0=
'| (3 SOL Expression Fields == ARDivisianNo
N (23 Selection Formulas = AvgDaysOverDue
[Z3 Fomatting Formulas = AvgDaysPaymentinvoice
== BalanceForward i

{BRR Customer.S5alespersonlo} + " - " + {AR Salesperson.Salespersonlame}

e Add a Formula Field, CustomerAddress, to create a Customer Address block; this will print the
Address lines one after the other including the City, State and Zip with no blank spaces for
unused fields
IMPORTANT NOTE: Make sure to change to ‘B7sic Syntax’ and ‘Default Values for Nulls’

~# Formula Workshop - Formula Editor - CustomerfAddress - . . E=an=al
——
J & Save and close [ Save |J 0O - E o |# -4 |
\ 4
“ x2 | K3 Cu ||§| &4 |/‘ S % %2 ”Easic Syntax ']”Defau?t Values For Nulls '” # |
x| 4 .
Funct x| = [ AR_Cust -~ |x Cperat
[ Report Custom Functions K . @. unetans £l Ejma_ﬂddr:;:jne‘l = | ) q P
| B¢ Repository Custom Functions = Addressline? [
= (L] Formulz Fields = Addresslined
X4 CustomerAddress = A
= ingCategony1
X1 CustomerPhone = tinzcm:oZZ
¥4 SalespersonFPhone = AgingCategoryd
(2 SQL Expression Fields

= AgingCategony4
(21 Selection Formulas AgingCategory:

ARDivisionNo
(2 Formatting Formulas

AvgDaysOverDue
AvgDaysPaymentinvoice
BalanceForward

=
=
=
=

birr Customerfddressl as string
Din Customerfddress2 as string
Din CustomerRddress3 as sctring
Din CustomerCity as string
Din CustomerState as string
Din CustomerZIPCode as string

if {AR Customer.AddressLinel} <> "" then Customeriddressl = {AR Customer.AddressLinel} _
+ chr (13) + chr(10)

if {AR Customer.Rddresslined} <> "" then Customeriddress2 = {AR Customer.AddressLined} _
+ chr(13) + chr(10)

if {AR Customer.hddressLine3} <> "" then Customerfddress3 = {AR Customer.RddressLine3} _
+ chr (13) + chr(10)

if {AR Customer.City} <> "" then CustomerCity = {AR Customer.City} + ", "

if {AR Customer.State} <> "" then CustomerState = {AR Customer.State} + " "

if {AR Customer.ZipCode} <> "" then CustomerZIPCode = {AR Customer.ZipCode}

formula = Customerhddressl + Customerfddress2 + CustomerBddress3 + CustomerCity + CustomerState _
+ CustomerZIPCode
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Arrange the Fields on the Design Surface

Remove the Tab Stops — click the T
disappears

Move the ‘Print Date’ to the Page Footer

Stop and move the mouse up above the ruler until it

Reduce the size of the ‘CustomerNo’ field and move to the left margin
Move the ‘CustomerName’ to just right of the ‘CustomerNo’

Drag the bottom of the Details section to make it wider

Drag the ‘CustomerAddress’ Formula Field under the ‘CustomerName’

Click the Preview Tab to view the report

Right-click on the ‘CustomerAddress’ field, select the Common Tab and click the ‘Can Grow’

checkbox so that all of the address lines are displayed

-

Format Editor

Comman |Bnrder | Font | Paragraph | Hyperlink

Object Name: CustomerAddress1

Tool Tip Text:

[ rRead-only

|:| Suppress
[7] suppress If Dugl

= e \g

(I

55 Class Mame:

|:| Repeat on Horizontal Pages
Keep Object Together
Close Border on Page Break

Sample:

Can Grow Maximum number of lines:
(Enter O for no limit)
Text Rotation: degrees
Horizontal Alignment: [Defﬁult - ]
Display 5tring:

Belee (6] (%) B

e e e e e R DR S S e e D e D e DD D 0D D0

[ Ok l [ Cancel

] [ Help ]

Move the ‘EmailAddress’ to the left and down to align with the ‘CustomerAddress’
Insert the ‘CustomerPhone’ Formula Field above the ‘EmailAddress’; make both fields wider so

there is no truncation when Previewed
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e Move the ‘CreditLimit’ to the left and widen

e Move the ‘PriceLevel’ to the left and widen

e Move the ‘Salesperson’ Formula Field to the right of the ‘Price Level’
e Move the ‘SalespersonPhone’ Formula Field under the ‘Salesperson’

Change the Column Headings
e Remove the ‘CustomerNo’, ‘CustomerName’ and ‘CustomerAddress’ labels and replace with
one label, ‘Customer Number, Name and Address’, that spans both columns
e Remove the ‘CustomerPhone’ and ‘EmailAddress’ labels and replace with one label, ‘Customer
Phone and Email’
e Remove the ‘Salesperson’ and ‘SalespersonPhone’ labels and replace with one label,
‘Salesperson’
e Select all of the column labels
Right-click and select Size -> Same Height
Right-click and select Align -> Bottoms
Click the Align Center button to align the column headings in the center of the columns
Click the Underline button to add an underline to all of the column headings
Click the Bold button to bold the column headings

YVVVVY

Modify the Page Footer
e Insert a label, ‘Run Date: ‘, to the left of Print Date; move the Print Date inside the label
e Insert alabel, ‘Page: ‘, to the left of the Page Number; move the Page Number inside the label
e Align the two fields in the Page Footer
e Preview the results
e Make changes to the size of the labels, if necessary

Add the Subreport
e Select Report -> Section Expert
e In the Section Expert, click Details and click the Insert button to insert a new Details section

ral

Section Expert

Sections: Merge Common | Pagi
Report Header o
Page Header Hide (DirillL
Details

Details a [] suppress (|
.
Page Footer [ Print at Bot
Report Footer eep Toge
|:| Suppress B
[ Underlay F
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e Select Insert -> Subreport to open the Insert Subreport

dialog

-~

Insert Subreport

Subreport | Lirk

(71 Choose an existing report

(@ Create a subreport with the Report Wizard

MNew report name:

m
(=]
o
]

Contacts [ Report Wizard...

["] On-demand subreport {similar to a hyperink)

[ Cancel H

Help

L

A

» Enter Contacts in the ‘New report name:’ field and make sure the ‘Create a subreort with

the Report Wizard’ radio button is selected
» Click the Report Wizard... button

e The steps to create the Subreport are the same as for a standard report

» Select the table(s); for this example, scroll to AR_CustomerContact and click the Add button

to move the table to the ‘Selected Tables:” window
> Click the Next> button

» Select the ‘ContactCode’ field and click the Add button to move it to the ‘Fields to Display:’

window; repeat this for the ‘EmailAddress’
» Click the Finish button

Conner Ash P.C. © 2015
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e C(lick the Link Tab
» In the ‘Available Fields:’” window, location AR_Customer.CustomerNo and click the Add

button
» The bottom of the Tab will display showing data is the subreport will be selected based on

the ‘CustomerNo’

Insert Subreport | & |

L

For subrepaort: Contacts
Container Report field(z) to link to
Awvailable Fields: Fieldis) ta link ta:

AR_Customer Credit Limit .« AR Customer Customerio
H.H_Custumer.[lustnmerl*|_|
AR_Customer Customert
AR_Customer. Email Addn
AR_Customer.PriceLeve o
AR_Customer.Salespers: —
1 | 1] [ 3

BEEGEE B

AR_Customer CustomerMo field link
Subreport parameter field to use: Select data in subreport based on field:

TPm-AR_Customer Customerio - ] [Custnmerhln - ]

| ok || Cancel || Hep |

e ——— |

e C(Click the OK button and insert the Subreport into the Details b section of the Report
e Move the Subreport to the right and reduce the height and width; move the bottom of Details b
section so it is at the bottom of the Subreport
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Format the Subreport
e Right-click and select ‘Format Subreport...” to open the Format Editor
e Onthe Common Tab, make sure the ‘Can Grow’ checkbox is checked

fre e N
Format Editor u

Commuon |Burder | Font ISubrepcrt|

Ohject Mame:
Tool Tip Text:
[ read-only [ Lock Position and Size

|:| Suppress

Can Grow Mazxirnum rurnber of lines:

(Enker O For no limit) i

e On the Border Tab, change the ‘Line style:’ for ‘Left:’, ‘Right:’, “Top:” and ‘Bottom:’ from Single
to None

Format Editor u1
Cnmmunl Border |ant ISubrepcrt|

Line style:

Left Top:
Righ: Bottom:

-

e On the Font Tab, change the ‘Size:’ to 8 to match the Main Report

.
Format Editor M

-

| Commaon | Border | Font |5ubrep0rt|
Font: icrosoft Sans Serif -
s
Size: ] -
Color: - Black -
[ |
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e On the Subreport Tab, check the ‘Suppress Blank Subreport’ checkbox

i e — B
Format Editor g
| Commaon |Burder | Font | Subreport
Subreport options
Subreport Mame:
Contacts
[] on-demand Subreport
Cn-demand Subreport Capkion x_+:.f_

Subreport Preview Tab Caption

Re-import When Opening

Suppress Blank Subrepart

e C(lick the OK button to close the Format Editor

Modify the Subreport
e Double-click the Subreport to open it in a new window
e Remove the ‘Print Date’ field from the Report Header b
e Remove the Tab stops
e Add a Formula Field, ‘Contact’, to combine the ‘ContactCode’ and ‘ContactName’

-

| Formula Werkshop - Formula Editer - Contact

| D -IB e |7 |3 X% 2 |# &

J E Save and close n Save

Conner Ash P.C. © 2015

“ w2 |"_J (1 ||$‘ & |/‘ S H |‘3} |'_E| ® ® |Cr}'sla|5y1'dax |ExceptionsF0rNuIIs |ff ‘
s [ .
- @-Fundlons x| [= Report Fields x| q.
EF¥ Report Custom Functions Kl A 3 @ SOTAMASSD (DDBC (RDO)) 4
Bf¢ Repository Custom Functions B AR_CustomerContact
= [ Formula Fields -
X1 Contact
(23 50 Expression Fields
' [Z3 Selection Formulas
Il [Z3 Formatting Formulas
{AR_CustomerContact.ContactCode} + " - " + {AR CustomerContact.ContactName}
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Add a Formula Field, ‘Office’, to combine the ‘TelephoneNo1’ and ‘TelephoneExt1’

r

¢ Formula Workshop - Formula Editor - Telephonel

Ex]' Save and close n Save

==l
¥ Report Custom Functions
Repository Custom Functions
= L1 Formula Fields
¥4 Contact
¥4 Telephonel
(23 SQL Expression Fields
[Z3 Selection Formulas
(23 Formatting Formulas

Add a Formula Field, ‘Cell’, to combine the ‘TelephoneNo2’ and ‘TelephoneExt2’

2 o o |G e % % %0

D ~I®)e |42 | |

||Cn,r5tal Syntax - ||| Exceptions For Nulls

| #

£ @Functions x| = Report Fields
4 (] = [ SOTAMASSO (ODBC (RDOY)
EH AR_CustomerCortact

if {AR CustomerContact.TelephoneExtl} = " "
then {AR CustomerContact.TelephoneNol}

x| @ [§Ope
= )

else {AR CustomerContact.TelephoneNol} + " X " + {AR CustomerContact.TelephoneExtl}

-

| Formula Workshop - Formula Editor - Telephone2

E‘ Save and close n Save

I
[F Report Custom Functions
Repositary Custom Functions
= [ Formula Fields
¥4 Contact
¥4 Telephonel
X1 Telephone2
(2 5GL Expression Fislds
(23 Selection Formulas
(23 Formatting Formulas

D (@B | * |7 BT

2 |"F> | 4 |/‘ ‘S % % |02 |'_=' ||Cr)'sta|5‘,fntax v|||Exu:eptic>ns Far Nulls

|| #

x| [ (3 Functions x| @ 2 Report Fields
sl o = [ SOTAMASSO (ODBC (RDO))
A AR_CustomerContact

if {AR CustomerContact.TelephoneExt2} = " "
then {AR CustomerContact.TelephoneNo2}

Delete the ‘ContactCode’ from the design surface

Insert the ‘Contact’ Formula Field to the left of ‘EmailAddress’
Insert the ‘Office’ Formula Field to the right of ‘EmailAddress’
Insert the ‘Cell’ Formula Field to the right of ‘Office’

Change the column widths to fit in the space of the Subreport
Select all of the Column Headings and click the Align Center button and then Bold button
Move the Column Headings to the top of Report Header b

Move the bottom of the section up to reduce the size of Report Header b
Click Report -> Section Expert... and Suppress Report Header a and Report Footer
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x| [+ [0
il

elze {AR CustomerContact.TelephoneNo2} + " X " + {AR CustomerContact.TelephoneExt2}
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Add a Line Between Customers

Select Report -> Section Expert...

Click Details b

Click the Insert button to add a new Details section — Details c

Click the OK button

Click the Insert Line button and draw a line at the top of Details c from the left to the right side
of the section

Move the bottom of Details c up to reduce the size of the section

Insert a Page Header

Select Report -> Section Expert...

Click Page Header

Click the Insert button to add a new Page Header section — Page Header b

Click the Up arrow to move the new section above the existing Page Header

Insert a Parameter Field to enter the Company Name

» Right-click on Parameter Fields and select ‘New...” to open the Create New Parameter dialog
» Enter ‘CompanyName’ in the ‘Name: ‘ field

» In the Value Options:, the ‘Prompt Text’ Setting should be ‘Enter Company Name:’

» Click the OK button

Insert the ‘CompanyName’ Parameter Field in Page Header a

Change the Font Size to 10; increase the field height and width; click the Align Center button
and the Bold button

Insert a Text Object and enter the Report Title, ‘New Customer Listing’; change the Font Size to
10; click the Align Center button and the Bold button

Right-click Formula Fields and select ‘New...” to add a new formula, ‘DateRange’; enter the
formula to display the beginning and ending dates for the new customers

| Formula Workshop - Formula Editor - DateRange

& Save and close [ Save 0O - || |/$ | ? | |

| =2 | &k | | | | Crystal Syntax | Exceptions For Nulls
1 = = @Functions xl = Q, Re
= port Fields ® = mOpE
[z Report Custom Functions L= 4 o @ SOTAMASSD (ODBC (RDOJ) |
+ [E#¥ Repository Custom Functions ) '

+ [ AR_Customer

= (L] Formula Fields 4 [ AR_Salesperson

X1 CustomerAddress
%} CustomerPhone
X1 DateRange
M X4 Salesperson
X1 SalespersonPhone
(23 SQL Expression Fields
# [ Selection Formulas
# [Z] Fomatting Formulas

"Customers Added From " 4+ ToText (CurrentDate - 7) 4+ "™ - " 4 ToText (CarrentDate - 1)

» Insert the ‘DateRange’ Formula Field beneath the Report Title
» Change the Font Size to 10; increase the field height and width; click the Align Center button
and the Bold button
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Add a Record Selection Formula

e Select Report -> Selection Formulas -> Record... to open the Record Selection Formula Editor

e Enter a formula to select the Customers created in the last seven days

~ Formula Werkshop - Record Selection Formula Editor

& saveand close [ Save O - || | | ? | |

|| Exceptions For Nulls

x| #

= . R -
i ==l x| [ [ Functions x| @ [2 Report Fields
¥ Report Custom Functions L« 4 5 @ SOTAMASS0 (ODBC (RDO)
Ff¢ Repostory Custom Functions 5 AR_Cu stcur-ner '

[ Fomula Fields
(21 SGL Expression Fields
= [ Selection Formulas
Q Group Selection
Q Record Selection
Q Saved Data Selection
([ Fomatting Formulas

[ AR_Salesperson

{&E_Customer.DateCreated} >= CurrentDate - "‘I

Preview the Report — Click the Preview Tab to view the Report

Why O Why
New Customer Listing
Customers Added From 10/12/2015 - 1W18/2015

Saint Louis, MO €3119

Cuswmer Number, Mame and Address Custwomer Phone and Email Credil imit Pricel avel
FIRTREE Fir Tree Landscaping {314) 3551000 0.00 03200 - Susan Maye
1 Dogwood Lane accounts payable@ firtree.net {212} 954-1902 X 18202

Conner Ash P.C. © 2015

Contzct Code and Mame Ema iAddress Oifice
TREET - W illiam Treat bill .treeti® firtree.net {314} 555-1000 X 234
GREEN Gresnscape Supply {314) 5531212 0.00 0100 - Jim Kentley
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BONUS

Sage 100 does not have the functionality to schedule reports to be printed or sent via email to a group
of recipients. However, there is a third-party add-in which will enable you to Define and Schedule
Reports.

Any Crystal Report that does not use the Sage 100 Work Tables can be defined and scheduled in Sage
Alerts & Workflows.

Open Sage Alerts & Workflow Navigator Module
e Open the Navigator Module
e Expand All Events
e Expand Sage 100 ERP A/R

e

File Help

|
di
i

i"_" Query Definitions

1| Report Definitions

(3] ERP Dashboards

=l Scheduled Reports

il Chart Definitions

_onsreems

Conner Ash P.C. © 2015 Page 18



Add a Report Definition
e Right-click ‘Report Definitions’ and select ‘New..." to open the Report Definitions dialog
e Enter a ‘Report Name:’; for example, ‘New Customer Listing’
e Optionally, enter a ‘Report Description’
e Enter the path to the ‘Report File:” or click the ‘Browse...” button to navigate to the file

KnowledgeSync - Report Definitions | 2 |

File Edit Help
n Save and Close | 3¢ Delete | 4 Previous = ¥ Next -

Feport Mame: MewCuztomers

Description T Historny \|

Intermal ID number: [2g

Report Mame: |NewEustumers

Report Description:

MNewCustomers

Report File:

C:A\Sage 20158WMA5300A eportshAR_MNewCustomer_custorn.rpt Browse . ..

Output Filename [optional]: |

e Click the ‘Save and Close’ button

Conner Ash P.C. © 2015 Page 19



Schedule the Report
e Right-click ‘Scheduled Reports’ and select ‘New...’
e Description Tab
Enter the ‘Scheduled Report Description:’
Select a ‘Priority:” between 0 and 9 where 0 is the highest
Click the ‘Active’ checkbox
Click the ‘Keep only last checked record in Monitor’

_ _
(2§ KnowledgeSync - Application Events\Sage 100 ERP A/R\Scheduled REpurls‘ [

i File Edit Help

VVVY

[ save and Close i Save and New | > Delete | 4 Previous =~ 4 Mext -

Scheduled Report Description: Mew Custorner Listing

Description I Hepnrts' Filesl Eup_l,ll EmaiII Fa:-:l F'agel WebEastI IM| .-'-‘-.c:tiu:nnsl Subscribersl Schedulel

Internal D' number: I

Scheduled Repaort D escription: INEW Customer Listing

Lookup Key [0 ptional):

Priority [0=Highest): |5 - I

v Active

v ¥.eep only last checked record in Monitor

— Hiztom:
Item created by: I
Item created on: I
Item last changed by: I
Item last changed on: I
MNates:

<< Back Mest > Cancel Help

Conner Ash P.C. © 2015 Page 20



e C(lick the Reports Tab
» Click the ‘Add Report..." button
» Click to select the Report Name and Click the Select button

P

B9 KnowledgeSync - Add Report

|'\

B

Application: Sage 100 ERF A4

Select Anather Application

Cluenes Available For This Application

Fepart Mame

Fepart Description

Mew Cuztomer Listing
P MewCustomers
Open lrvoice Aging Report

Mew Cuztomer Listif

MewCustomerz

Open lrwvoice Aging

K

Select |

Cancel |

Conner Ash P.C. © 2015
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» Pick the Output Type/Style; for example, PDF
» Enter ‘Answers’ to the Report Parameters, if any

- = —ﬁ
é KnowledgeSync - Application Events\Sage 100 ERP A/R\Scheduled Reports

|t

| e Edit | Help

& save and Close i Save and New | . Delete ‘ 4 Previous ~ 9 Mext -

Scheduled Report Description: Mew Customer Listing

Desu:riptiu:unl Reports IFiIes' |:D|:l_|,|| Emaill Fa:-:l F'agel WebEastI IMI fl'u:tiunsl 5ub$criber$| Schedule

Reportz Selected For Content

Application Feport Description Output Type/Style

Add Repart. .. | | Sage 100 ERP AR MewCustormers - MewCustorers PDF

<] | 2
<-Remove Repart <<-Remove All Reportz |
Report Parameters
Feport Mame [uestion Anzwer
| MewCustomers - MewCustamers Enter Company Mame: by O 'whd -
<< Back Hest = Cancel Help

e Click the Copy Tab and click in both the ‘Include Files on Copy operations.” and ‘Include Reports

on Copy operations.” checkboxes

e e
é KnowledgeSync - Application Events\Sage 100 ERP A/R\Scheduled Rf_-purls-

—

l Eile Edit Help

[H save and Close g Save and New ‘ > Delete | 4 Previous ~ ¥ MNext -

Scheduled Report Descrption: Mew Customer Listing

Descriptiunl Hepnrts' Fil=z Copy IEmaiII Fa:-:l F'agel WebEastI IMI .-’-'-.c:tiu:nnsl Subserbers| Schedule

¥ Include Files on Copy operations.

¥ include Feports on Copy operations.;

Conner Ash P.C. © 2015
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e Click the Email Tab
» Enter a ‘Message Subject:’
» Enter ‘Message Text:’
» Click in the ‘Include reports as email attachments.’, ‘Include files as email attachments.” and
‘Email notifications should wait until reports are completed.” checkboxes

@ KnowledgeSync - Application Events\Sage 100 ERP A/R\5cheduled Reports | 23 |

Eile Edit Help
[ save and Close il Save and New | % Delete

Scheduled Repaort Deszcrption: Mew Customer Listing

Descriptiun] Flepu:urts] Files] Copy  Email lFa:-:] F'age] Wel:uEast] IMI .t'-‘«ctiu:uns] Sul:usc:ril:uers] Schedule
Awailable values for uze in meszage content:

siECument Date MDD A5} -
s ECurrent Date Time}

#{%Current Date 'Y MM/DD 2} |
s ECurrent Date Y MMDD 2}

siECument Date -WM-DDE} &

Ermail Account to Send Fraon: |I:|:|nner Bzh

Email Reply Address [Optional): |

Led Lol

Mezzage Subject:

New Customer Listing

Mezsage Text:

Lttached is the New Customer Listing. Please review and forward any corrections =
to RAcoccounting.

[v Include reports az email attachments. [v Include files as email attachments.

[v Email notifications should wait until reports are completed.

<< Back Mewst > Cancel Help
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e Click the Subscribers Tab

» Click the ‘Add Subscriber...” button

» Locate and select the Email recipient(s) and click the ‘Add Subscriber’ button

==

@ KnowledgeSync - Application Events\Sage 100 ERP A/R\5cheduled Reports

Eile Edit Help

H Save and Close ﬂ Save and New

™ Delete

Scheduled Report Dezcrption:  Mew Customer Listing

Description] Hepnrts] Files] I:Dp_l,ll Email] FaH] F'age] WebEast] IM] Actions  Subscribers ISCheduIe]

Standard l
#dd Subscriber... |
Uzers Targeted Faor Delivemn
Subzcrber Type E rnail Fax Copy | Page | webCast | IM
P | Wwatzon, Suzanne 'Senior Uszer [v B [ N [ [

Conner Ash P.C. © 2015
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e Click the Schedule Tab
» Click the drop-down arrow to choose an existing schedule OR click the ‘Create New
Schedule...” button to set up a new schedule
> For a new schedule, enter the ‘Schedule’ name
» Enter a date/time if the schedule is on hold pending an event
» Enter the Frequency Information — Daily, Weekly, Monthly, etc.; if Daily, then Day of the
Week and Daily time to run

& =

KnowledgeSync - &
File Edit Help
[ save and Close | 3 Delste
Schedule: Every Monday at 6:00 Ak
Deszcrption T Allowed Range T History \|
Internal |0 number: lr
Schedule: |Ever_l,l konday at 6:00 Ak
Should not i until after date.time: |
Frequency Informatian:
Frequency: |Weekl_lrl j
Day OF The ‘Week |M|:|n|:|a_l,l ﬂ
D aily tirne: ko o ||:||3;|:||:| b
M obes:

» Click the ‘Save and Close’ button

Conner Ash P.C. © 2015 Page 25



e Click the ‘Save and Close’ button to Save the Schedule

@ KnowledgeSync - Application Events\Sage 100 ERP A/R\Scheduled Reports | 2

Eile Edit Help
[H save and Close ] Save and New | P4 Delets

Scheduled Report Description: Mew Customer Listing

Descriptinn] Flepu:urts] Files] Eu:up_l,l] Email] Fa:-:] F'age] 'W'el:uEast] IM] .-’-'xctiu:uns] Subscribers  Schedule l

Chooge a schedule to uze: |Ever_l,l Monday at B:00 Ak ﬂ

Edit This Schedule... | | Create New Schedule... |

Scheduling Information:

Frequencyweekly, Day OF The wWeek Monday Daily time to mn 06:00 Ak -
Allowed Dayz:onday Tuesday Wednesday Thursday Friday
Allowed Monthz:) anuary February March April May June July August September October Movember December

-

[ Should thiz run on a holiday

Add Dependency. ..

The curent event will be triggered if the following event(z] are tiggered:
Application Event Description
{-Aemove Dependency | {<-Remove All Dependencies |
<< Back Mest > | Cancel | Help

e Test the Event

Expand the Scheduled Reports

Right-click the Report and select ‘Schedule This Event Now...’
Click the ‘Yes’ button on the confirmation dialog

Check the email to verify the information

YV VYV
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