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» Excel layouts are the easiest to modify as the features for summarising data, adding graphics and /

Deciding on the best layout for a reyc
s

changing styles are all common Excel features. However, not all reports have a dataset (the fields / .
chosen from Business Central for the report) that is conducive for working with an Excel layout. ‘ |' ,.-“’K
For example, complex calculations work best with RDLC or Word Layouts. 5 . K
e Word R \
» Word layouts are perfect if you're only wanting to make style changes like font type, size or \

colour. There are also more options with Word layouts when it comes to adding and rearranging
data fields. Finally, word layouts are a great choice for reports that will eventually be printed.

e RDLC

* Much like with Word layouts, RDLC layouts provide more options when it comes to adding and
rearranging data fields. They are also a great option for reports that will be printed.
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Report Layouts N .

 Before we can begin with working with the report layouts, w
first work with the Report Layouts screen

» Selecting Copy will allow us to create a copy of the line
highlighted

* Selecting Export Layout will export the existing layout which will
allow you edit it and use the Import Layout option to bring the
changes back in.
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Edit Report Layout \ -

* The Edit Report Layout option allows you to change the n
the report and description as well as being able to save the rep
across all of the companies by selecting the Available in All
Companies option

Edit Report Layout 7 X
Report ID

Report Name

Layout Name Sales Invoice Training

Description |Sales Invoice Training

Save Changes to a Copy

Available in All Companies c
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Word Reports



Getting started with Word Reports

 Before working with word
reports you must first ensure
that they are enabled by
selecting the Developer option
with the Word Options page.

"

RN

.
Y

o

\
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Word Options

General
Display
Proofing

Save
Language

Ease of Access

Advanced

Customize Ribbon

N

Quick Access Toolbar
Add-ins

Trust Center

E‘% Customize the Ribbon and keyboard shortcuts.

Choose commands from:1

Popular Commands

E‘) Accept Revision
EH Add Table

= Align Left

5= Bullets

Center

Change List Level

Copy

Cut

Define New Number Format...
Delete

Draw Table

Draw Vertical Text Box

&< 4

Email

Find

Fit to Window Width
Font

{ToBMET

Font Color
Font Settings
Font Size

s T

Footnote
Format Painter
Grow Font
Insert Comment

[LER

Insert Page Section Breaks
Insert Picture

1R

Keyboard shortcuts: | Customize...

= |
5]

—
4

Customize the Ribbon:‘1

Main Tabs 7

™ TroImeE
Clipboard
Font
Paragraph
Styles
B Editing
Voice
Sensitivity
Editor
Reuse Files

Insert

Draw

Design

Layout v

References

Mailings

Review

E [Aview

Developer

p = T

He\p -

New Tab New Group Rename...

Customizations: Reset ¥ !

Import/Export ¥ | ‘1

| Cancel
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Getting started with Word Reports

* Next, select the XML Mapping Pane which will allow you to add
additional fields to the report.

File Home Insert Draw Design Layout References Mailings Review View Developer | JET Help Table Design Layout

@Igl Eﬁ @Record Macro éj @ Ii_‘?@} Aa Aa d E"EI NDesign Mode E () :B&

B —
Visual Macros Add- Word COM XML Mapping Restrict | Document
Basic A\ Macro Security ins  Add-ins Add-ins |g=|a E¢ - N Pane Editing Template
Code Add-ins Controls " Mapping Protect Templates
e |

XML Mapping Pane

+ See the XML data stored in this
document and create content
controls that are linked to it.

Noaciimont Titla 1 KW

RN X
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Adding fields to Word Reports

e Let's start with an easy example of adding a field to a Word Report,
nere I've taken the Sales Invoice report and exported the layout, then
've selected XML Mapping Pane.

 To make it easier add a border which makes it clearer to see where the
fields can be added

Company Address |

Customer Address
Customer Address
Customer Address

Company Address

Customer Address
Customer Address
Customer Address Company Home Page
) Customer Address Company E Mail
. Customer Address Company Phone No
~ )

Company Address 2
Company Address 3
Company Address 4
Company Address 5

6

0 ~N GV A WN -

. Document Date Lb| Due Date Lbl Payment Terms Description .
* Lbl 1=
" Document Date Due Date Payment Terms Description
\ Quantity Unit Unit Price VAT Pct  Line Amount
* Line Lbl Lbl Lbl Line Lbl ine
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Adding fields to Word Reports

» After finding the space for the field, and
finding the appropriate field, in this case
SalesPerson_Lbl right click and choose
Insert Content Control > Plain Text.

* Then find the SalesPersonName field to
add below it.

he Lbl fields are used as headers,
_\h\eneas those without the Lbl are pieces
of information that will be automatically
updated?.

™, \ ' % CUSTOMER DAY 2023

RemainingAmount

RemainingAmountText

SalesInvoicelineDiscoun t Lbl
EalesPerson Lbl I
Insert Content Control > Rich Text
Plain Text
N

SellToContactEmailLk b

Picture
SellToContactMobile
SellToContactMobile Checkbox
SellToContactPhone!

Combo Box

SellToContactPhonel
SelltoCustomerNo
SelltoCustomerNo_LI
SellToFaxNo
SellToPhoneNo

Dropdown List

Date Picker
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Repeating?

* When using Word Reports to
populate the lines area of the report
you must ensure that the Repeating
option is selected as it means that if
multiple lines are required it means
that every line of the report is printed

* To use the repeating content control,

\MgQight the line that will be repeated
and then right click choose Insert
Content.Control and Repeating

™, \ ' % CUSTOMER DAY 20722

XML Mapping

Custom XML Part:

urn:microsoft-dynamics-nav/reports/Standard_Sales_Invoice/1306/

v g Crorreoer
YourDocumentTitle_Lbl
YourReference

nce_Lbl

4 |ine

Armou r'|| Insert Cantent Control >

Map to Selected Content Control

Amount

AmountincludingVAT_Line_Lbl
CrossReferenceMo_Line
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Format changes

* Further changes can be made to the

Document No

Customer Address 1

Customer Address 2
Customer Address 3
Customer Address &
Customer Address 5
Customer Address é
Customer Address 7
Customer Address 8

3] e piure can e cpiayea

Company Address 2
Company Address 3
Company Address 4
Company Address 5
Company Address &
Company Home Page
Company E Mail
Company Phaone No

report by changing the colours, table
design and fonts in line with specific
themes to stay consistent with

branding

Document Date Due Date Payment Terms Description Sales Person Name
Description Line Quantity Unit Unit  Line VAT  Line Amount
Line Of Price  Disc Pet Line
Meas ount Line

ure Perc

ent

Text

Line
Description Report Totals Line Amount
Formatted
Report Totals
Line
Total Text Total Amount

VAT Clauses Header
Description VAT Clause Line

Description 2 VAT Clause Line

Work Description Line

VAT Amount VAT Clause Line

Including YAT

CUSTOMER DAY
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Changing Images

* A common request is to change

the images visible on the reports,
as the logo in the top right corner

of the report is driven from the
Company Information page

\ | 1 CUSTOMER DAY 2023

Invoice 103215

August 31, 2023
Page 1/1

Adatum Corporation
Robert Townes
Station Road, 21
Cambridge, CB1 2FB
Great Britain

Your Reference
Order No.
101012

Shipping Agent Code

No. Description

Shipment Method

Package Tracking No.

September 30, 2023

Payment Method

Unit Price Excl.
VAT

cronus

CRONUS UK Ltd.

7122 South Ashford Street
Westminster

London, W2 8HG

Payment Terms
1 Month/2% 8 days

VAT % Line Amount Excl. VAT

2000-5 SYDNEY Swivel Chair, green

123.30

Subtotal
20% VAT

Total £ Incl. VAT

20 1,233.00

1,233.00
246.60

1,479.60

The invoice has been paid.
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Changing Images

* To change the image, first right click on the image and then select
Remove Content Control

File Home Insert Draw Design Layout References Mailings Review View Developer Help Picture Format Table Design Layout Header & Footer @ & Editing ~
E Ig ,j{ | ‘ E[__—Z_I E@ [=] [Z Previous [] Different First Page EHeaderfromTop:

(=] — . == . ~
Header Footer  Page Quick Pictures Online Go to D’ Next [ pifferent Odd & Even Pages (T Footer from Bottom: Close Header
v v Number ~ Parts ~ Pictures Footer | | Show Document Text | and Footer
Header & Footer Insert Navigation Options = Close e
. ] A '
Invoice_Lbl DocumentNo ste
DocumentDate
Page.Llbl 1 / ! | Search the menus
[RistPageteader bmerAddressl T mpar] 1B Copy
CustomerAddress2 Comparl [ pacte Options:
CustomerAddress3 Compar
CustomerAddress4 Compar ﬁq]
CustomerAddress5 Compar|
h CustomerAddress6 Compar| Remove dﬂxr‘”te”t Control
o CustomerAddress7 CompanyLegalOffice_Lbl Company

CustomerAddress8

\\ & Change Picture >
EvtNnchln Calacld A 1hi Cal D, cnnTawt 1hl Nuintalla 1hi ChinmanthathndNad

!
\
TN Iﬂ' )2 .'
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Changing Images

* Next, right click on the image and select Change Picture, choosing

This Device... to open the file explorer and view saved images.

BB B

Header Footer Page
v v Number v

Header & Footer

~

F|<_ Previous

Go to El" Next

= [ 3 g

Document Quick Pictures Online

Different First Page
(] Different Odd & Even Pages

File Home Insert Draw Design Layout References Mailings Review View Developer Help Picture Format Table Design Layout Header & Footer @ & Editing v

E Header from Top:

E Footer from Bottom: |1 ¢cm

Close Header

Info~  Parts v Pictures Footer Show Document Text 51 Insert Alignment Tab and Footer
Insert Navigation Options Position Close
v .
i
. Style

Invoice_Lbl DocumentNo
Recumentlate Search the menus
Page Lbl 1/1 |

& Cut

@™ copy

First Page Header
g lomerAddress1 CompanyAd B paste Options:
CustomerAddress2 CompanyAd
CustomerAddress3 CompanyAd ﬁj
CustomerAddress4 CompanyAd
CustomerAddress5 CompanyAd
CustomerAddress6 - .
& This Device... &d Change Picture
CustomerAddress7 Compan ° s Levice J L+
CustomerAddress8 F3l From Stock Images... [}
ExtDocNo_SalesHeader_Lbl SalesPersonText_Lbl QuoteNo_Lbl E§ From Online Sources...
ExtDocNo._SalesHeader SalesPersonName QuoteNo -
‘o From lcons...

4.
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Uploading the Report

* Once the report has been amended, save the file.

* Next, within the Report Layouts screen of Business Central, highlight
the appropriate report and select New Layout.

CRONUS UK Ltd. Finance Clever Credit Cash Management Sales Purchasing Shopify =

Report Layouts: All £ confirm X @ ) Analyse TiJ Delete| ) New Layout |¢7 Editinfo [@ Run Report [ Set Default = Y = 24 []

Report ID T Report Name Layout Name Description Extension Type T

1305 Sales - Confirmation ./SalesReceivables/Document/Standar... ./SalesReceivables/Document/Standar... Base Application af Microsoft RDLC

1305 Sales - Confirmation layouts/StandardSalesOrderConfWith... layouts/StandardSalesOrderConfWith... Clever Comments by Clever Dynamics RDLC

1305 ¢ Sales - Confirmation J/StandardSalesOrderConf.docx /StandardSalesOrderConf.docx Base Application af Microsoft Word

6631 Return Order Confirmation JReturnOrderConfirmation.rdlc /ReturnOrderConfirmation.rdlc Base Application af Microsoft RDLC

10571 Order Confirmation J/QOrderConfirmationGB.rdlc /OrderConfirmationGB.rdlc Base Application af Microsoft RDLC
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Uploading the Report

* The Report ID and Report Name fields, will be automatically

populated
* Set the Layout Name and Description fields as needed, and ensure

that Format Options has been set to Word and select OK.

Add New Layout for a Report S X
Report ID 1305
Report Name
Layout Name Sales - Confirmation Training
Description Sales - Confirmation Training
Format Options Word v
Available in All Companies Q

“ ‘ Cancel ‘

CUSTOMER DAY 202%
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Uploading the Report

* Drag and drop the file into the below box or select click here to
browse to open the File Explorer and choose the appropriate file.

Choose Word layout file
g T
Drop a file here to upload, or
click here to browse
‘ Cancel ‘
e *
a \
\.\ ™,

~
\
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Uploading the Report
* Finally, highlight the report and select Run Report to check that all of
the changes have worked and that you're happy with the layout.

* Selecting Set Default will ensure that the newly created layout will be
the default option selected.

CRONUS UK Ltd. Finance Clever Credit Cash Management Sales Purchasing Shopify =
Report Layouts: All v L confirm X (@ ) Analyse [i] Delete 17 New Layout ¢ EditInfo| [@ Run Report [0 Set Default r Y = A [
— Report ID T Report Name Layout Name Description Extension Type T
1305 Sales - Confirmation ./SalesReceivables/Document/Standar... ./SalesReceivables/Document/Standar... Base Application af Microsoft RDLC
1305 Sales - Confirmation layouts/StandardSalesOrderConfWith... layouts/StandardSalesOrderConfWith... Clever Comments by Clever Dynamics RDLC
1305 ¢ Sales - Confirmation /StandardSalesOrderConf.docx J/StandardSalesOrderConf.docx Base Application af Microsoft Word
6631 Return Order Confirmation /ReturnOrderConfirmation.rdlc ./ReturnOrderConfirmation.rdlc Base Application af Microsoft RDLC
T 10571 Order Confirmation /OrderConfirmationGB.rdlc /OrderConfirmationGB.rdlc Base Application af Microsoft RDLC
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~ Tips

* If a field is required but is not
available in the dataset it will g £
need developer modifications
to achieve the report change

T

WES)

“

o IR
LL“\]Q?@ |
ARRERER
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Excel Reports
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~ Working with Excel Reports

by

* Microsoft Excel report layouts
. can be used to create reports
\ i that include Excel features such
} as formulas, PivotTables and
PivotCharts.

CUSTOMER DAY 202
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Getting started with Excel Reports

* To begin, first navigate to the Reports Layout screen and then
find the appropriate report and then select Run Report

Report Layouts

Report Layouts:  All ~~ 2 search

e Report ID T

I
108
109
110
111

—_

1

[pe]

Manage ) New Layout & Edit Info [ Run Report

Report Name
CUSLOITIET = UTUET dSUITiidry

Customer - Order Detail

Customer - Summary Ageing Simp.
Customer - Labels

Customer - Top 10 List

Sales Statistics

W

e I 11

Customer/Item Sales

114

Salesperson - Sales Statistics

MM Set Default [} Export Layout

Layout Name
L/ CUSLOITIEIUTUETSUITITIAIY.TUIC

./CustomerOrderDetail.rdlc
./CustomerSummaryAgingSimp.rdlc
/CustomerLabels.rdlc
./CustomerTop10List.rdlc
./SalesStatistics.rdlc
./CustomerltemSales.rdlc

./SalespersonSalesStatistics.rdlc

3 Replace Layout More options

Description
L/ LUSLOITIETUTURTSUITITTIATNY.TUIL

./CustomerOrderDetail.rdlc
./CustomerSummaryAgingSimp.rdlc
./CustomerLabels.rdlc
./CustomerTop10List.rdlc
./SalesStatistics.rdlc

./CustomerltemSales.rdlc

./SalespersonSalesStatistics.rdlc

CUSTOMER DAY 2023
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Getting started with Excel |~

Reports RS
* Next, apply a filter if needed to reduce e

the time the report will take to run, this

won't affect the excel layout from using -

other filters going forward e
* Then select Send to...

 Then choose Microsoft Excel Document

\(\data only)

Posting Date

| o I
\ "._ Print Preview Cancel
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Working with Excel Reports

* This will download an Excel document with the raw data that is used
to create the standard report

To create a PivotTable to summarise the data select Insert >

PivotTable

—

File HomeDraw Page Layout Formulas Data Review View Automate Help JetReports Table Design

is | &

PivotTable Recommended
h PivotTables

Tables

AB17 v i

O W NV R W NP

L~ <l =
o U s WN PO

|__<‘> t(@} @ %SmanArt

Pictures Shapes lcons 3D ‘
v v Models v

lllustrations

fx 1980

0.00

0.00

0.00
7,255.80
64,290.60
4,192.20
63,469.00
1,109.00
2,730.60
2,040.00
0.00

0.00
1,530.80
15,012.00
9,257.40

@, Screenshot v

Visio Data

Visualizer

Add-ins

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Bing Maps

E People Graph

M

0.00
-45.60
0.00
HuHH#EY
HHHHH
924.80
HHEHHH]
HuHH#EY
HHHHH
HHHHH
0.00
0.00
335.40
HHHHH
HEHHH

2 - M-
Recon[ﬂi:n]'\ended e E[h' v

Charts <) IO

Charts

(0]
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales
0.0 Customer/Item Sales

M~ @
o

Pa
Pa
Pa
Pal
Pa
Pa
Pa
Pal
Pa
Pa
Pa
Pal
Pa
Pa
Pa
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Working with Excel Reports

A B C D E 1Al i
1 PivotTable Fields R
g Choose fields to add to report &~
I hd 3 Row Labels - Average of Profit Average of Sales Amount Actual
* In this example | created a Pivot : £
5/ Bicycle 0 0
° 6 =1896-5 T ey a
7 | ATHENS Desk 12852 58446 [] tem_Base_Unit_of Measure Caption
O ‘ O I I I a re e ave ra e ro I 8  =1900-S [[] ValueEntryBuffer_Sales_Amount_Actual__Control4...
=) PARIS Guest Chair, black 3312 15012 [ ValueEntryBuffer_Discount_ Amount_Controld5Cap..
10 =1906-5 [ profit_Controld6Caption
a n Ave ra e S a eS A m O l I n‘t O r‘ 11|  ATHENS Mobile Pedestal 6437.6 29265.6 [] ProfitPct_Controld7Caption
12 |=1908-5 - : [ Customer_Phone_No_Caption
. . 13 LONDON Swivel Chair, blue 2040 9247.5 [ TotalCaption
14 -1920-S
ValueEntryBuffer_Item No
. 15 ANTWERP Conference Table 3557.4 16185.4 Deserinti
, 16 | -1924-W Item_Description
° ° 17| CHAMONIX Base Storage Unit 0 0 [ ValueEntryBuffer_Invoiced Quantity_
the Item Description and Item | =
19 AMSTERDAM Lamp 647.4 2954.8 O ValueEntryBuffer_Discount_Amount_Control45
. . 20 =1936-S [ profit_Control4s
21 BERLIN Guest Chair, yellow 3726 16888.5 [ profitPet_Controld7
o. fields into the Rows an o
23 Guest Section 1 1999.2 1999.2
More Tables... v
[ ] 24 =1960-5
then the Profit and Sales
26 -1964-S
. . 27 TOKYO Guest Chair, blue 2042.4 9257.4 Filters Columns
SRl 0 1965-W Z values v
29 Conference Bundle 2-8 3071.925 3071.925
30 -1968-S
31 MEXICO Swivel Chair, black 1428 6473.25
es. Next, | amended both of | =
[ ) 33 Conference Package 1 776.3 776.3
34 -1972-5
35 MUNICH Swivel Chair, yellow 1441.6 6534.9
e values to show as Averages | =
37 MOSCOW Swivel Chair, red 829.6 3760.65 Rows Values
Bl 01088 S ValueEntryBuffer_tem_... » | | Average of Profit ~
ra e r t n u m s 39 SEOUL Guest Chair, red 690 3127.5 Item_Description v | | Average of Sales Amoun... ¥
40 | =1996-5
41 ATLANTA Whiteboard, base 7980 36268
42 | =2000-5
\\ 43 SYDNEY Swivel Chair, green 2448 11097
Ay 1 44 | - ASSEMBLED ITEM
% LY 45|  Assembled Item -22.8 0

\ i 46 “LOT TRACKED ) } .
Y \ 4 CUSTOMER DAY 2022 tecman ol
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Working with Excel Reports

* Next, I've added a slicer on
the Customer Name field to
make the report more
Interactive by selecting Inser

> Slicer

.
\ H
AR
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Customer_... v i fx

3 Row Labels
4 -1000
Bicycle
-1896-5
ATHENS Desk
1900-5
PARIS Guest Chair, black
1906-5
1 ATHENS Mobile Pedestal
2 -1%08-5
3 LONDON Swivel Chair, blue
[ =1920-S
ANTWERP Conference Table
1924 W
L7 CHAMONIX Base Storage Unit
s -1928-5
9 AMSTERDAM Lamp
0 -19365
b1 BERLIN Guest Chair, yellow
P2 -1953-w
3 Guest Section 1
4 ~1960-5
PS5 ROME Guest Chair, green
6 -1964-5
b7 TOKYO Guest Chair, blue
pa - 1965-w
9 Conference Bundle 2.8
0 -1968-5

Pagelayout  Formulas

a

Data

Review

"

- Average of Profit Average of Sales Amount Actual

12852

3312

6437.6

2040

3557.4

3ne

1999.2

984.4

0424

3071.925

58446

15012

29265.6

92475

16185.4

29548

16888.5

1999.2

4461.9

9257.4

3071.925

o
Customer_Name

Deerfield Graphics Company
Guildford Water Department
John Haddock Insurance Co.
New Concepts Furniture
Selangorian Ltd.

© The Cannan Group PLC
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Working with Excel Reports

* Next, I've added a slicer on
the Customer Name field to
make the report more
Interactive by selecting Inser

> Slicer

.
\ H
AR
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Customer_... v i fx

3 Row Labels
4 -1000
Bicycle
-1896-5
ATHENS Desk
1900-5
PARIS Guest Chair, black
1906-5
1 ATHENS Mobile Pedestal
2 -1%08-5
3 LONDON Swivel Chair, blue
[ =1920-S
ANTWERP Conference Table
1924 W
L7 CHAMONIX Base Storage Unit
s -1928-5
9 AMSTERDAM Lamp
0 -19365
b1 BERLIN Guest Chair, yellow
P2 -1953-w
3 Guest Section 1
4 ~1960-5
PS5 ROME Guest Chair, green
6 -1964-5
b7 TOKYO Guest Chair, blue
pa - 1965-w
9 Conference Bundle 2.8
0 -1968-5

Pagelayout  Formulas

a

Data

Review

"

- Average of Profit Average of Sales Amount Actual

12852

3312

6437.6

2040

3557.4

3ne

1999.2

984.4

0424

3071.925

58446

15012

29265.6

92475

16185.4

29548

16888.5

1999.2

4461.9

9257.4

3071.925

o
Customer_Name

Deerfield Graphics Company
Guildford Water Department
John Haddock Insurance Co.
New Concepts Furniture
Selangorian Ltd.

© The Cannan Group PLC
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Do's

e Don't change the
name of the Data

e Columns can be
deleted or hidden
as needed
Sheets can be

Sheet, Data
Table, or
Columns

Don't add any
columns unless
they're included In
the report dataset

placed in any
order, with the
Data sheet first
or last

CUSTOMER DAY 2022 tecman l'



Adding the Layout to a Report

* This works in much the same
way across both word and
excel layouts

Report Layouts:

All O search  Manage & Editinfo [ RunReport M Set Default [ Export Layout  [3 Replace Layout

port ID T Report Name

ayout Name
SAUSLUITIEIT UL UITITIANY. Ui

More options

SAUSLUITIEIUTURTDUITITIAN Y. TUIL

wi LusLOer - wider suninary
108 Customer - Order Detail JCustomerOrderDetail.rdlc /CustomerCrderDetail.rdlc
109 Customer - Summary Ageing Simp. /CustomerSummaryAgingSimp.rdic fCustomerSummaryAgingSimp.rdic
110 Customer - Labels /CustomerLabels.rdic ./CustomerLabels.rdlc
m Customer - Top 10 List ./CustomerTop10List.rdlc fCustomerTop10List.rdlc
112 Sales Statistics ./SalesStatistics.rdlc ./SalesStatistics.rdlc
- 113 Customer/Item Sales JCustomerltemSales.rdlc JCustomerltemSales.rdlc
114 Salesperson - Sales Statistics /SalespersonSalesStatistics.rdic /SalespersonSalesStatistics.rdic
115 Salesperson - Commission /SalespersonCommission.rdlc ./SalespersonCommission.rdlc
116 Statement [Statement.rdlc tatement.rdlc

Selecting New Layout from

the appropriate report and

this time ensure that the

appropriate Format option
has been selected

) %

o

~ 0y oy

CUSTOMER DAY 2022

Edit - Add New Layout for a Report

Report ID
Report Name
Layout Name
Description
Format Options

Available in All Companies

Customer/Item Sales Training
Customer/Item Sales Training

Excel

S X
M3 v
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Running the new report layout

* Once the new report has been added

It can be selected manually when

running the report by selecting the
three dots within the Report Layout

field

~

N

Customer/Item Sales 7 X
Printer (Handled by the browser) ~
Report Lay ./CustomerltemSales.rdlc v
Use default val from Last used options and filters N
Options
New Page per Customer ‘.:
Report Layouts  © ~ = s X
Report ID T
4 Report Name Layout Name Description Extensic
- 113 :  Customer/ltem Sales ./CustomerltemSales.rdlc ./CustomerltemSales.rdlc Base A
113 Customer/Item Sales Customer/Item Sales Training Customer/Item Sales Training

~ \ ., 1 CUSTOMER DAY 2023
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Defaulting the Report Layout

* Alternatively, on the Report Layouts screen selecting the Set

Default option on the new report layout will mean it will become the
new default layout for all users of that report

Report Layouts
Report Layouts: All v O search Manage 1 New Layout & Editinfo  [@ Run Report| [ Set Default K Export Layout s Replace Layout More options
Report ID T Report Name Layout Name Description Extension
> 1306 : Sales - Invoice Sales Invoice Sales Invoice Training
1307 Sales - Credit Memo ./SalesReceivables/Document/StandardSalesCreditMemo.rdlc  ./SalesReceivables/Document/StandardSalesCreditMemo.rdlc  Base Application by Microsoft
1307 Sales - Credit Memo /StandardSalesCreditMemo.docx ./StandardSalesCreditMemo.docx Base Application by Microsoft
1308 Sales - Shipment ./SalesReceivables/Document/StandardSalesShipment.rdic ./SalesReceivables/Document/StandardSalesShipment.rdlic Base Application by Microsoft
- 1308 - Sales - Shipment lavouts/StandardSalesShinmentWithComments.rdlc lavouts/StandardSalesShinmentWithComments.rdic Clever Comments bv Clever Dvnd
,
"
\ .
\_\1 I‘"

, ., CUSTOMER DAY 2023 tecman l'
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THANK YOU
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