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Welcome



This book accompanies the Sage Intelligence Reporting Intermediate Course manual and contains the exercises required to provide hands-on practice of the topics discussed in the lessons.



How to Use the Curriculum In addition to this course been completed, you must pass an online assessment in order to obtain your course certificate. The assessment can be found at www.sageintelligenceacademy.com.



Document Conventions Sage Alchemex uses the Microsoft Manual of Style (MMOS), Third Edition, as its corporate authority for technical terminology and references to user interface elements as well as terms approved by the Sage Software’s Training Council or the CSC for references to specific training types, individual roles, certification terms, and specific elements of the curriculum.



Sample Company Information The exercises have been created based on the sample company RKL Trading provided with Sage Intelligence Reporting software.
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Lesson Exercise 2: Creating a Single Page View of the Most Important Information Objective: This exercise covers creating a Dashboard from scratch using Sage Intelligence Reporting data. The dashboard will contain Top 5 Customers by Sales, Top 5 Salespersons by Sales and Top 5 Items by Sales.



Steps: 1.



In the Report Manager, go to the Demonstration folder.



2.



In the Demonstration folder, copy the Sales Details report and paste it into the Sales folder Rename the report to Sales Dashboard. (Accept the name change for the template.)



3.



Right-click and unlink the template from the Sales Dashboard report.



4.



Run the report, using default values for the parameters.



5.



Create a new PivotTable.



6.



In the Table/Range text field, press the F3 key and click the RawData range name.



7.



In the location of the PivotTable, click Existing Worksheet, then browse to Sheet3, cell A1.
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8.



The table for Top 5 Customers will only contain two fields: CustomerName (Rows) and TotalSale. Drag these two fields into the appropriate locations in the PivotTable Field List. It should look as follows:



9.



Filter the Customers to show Top 5 by Sales.



10. Change the sorting to be ascending by the TotalSale.



11. Rename the Row Labels field to Customers. 12. Return to Sheet1. 13. Create a new PivotTable for Sales by Rep. 14. In the Table/Range text field, press the F3 key and click the RawData range name. 15. In the location of the PivotTable, click Existing Worksheet, then browse to Sheet3, cell D1.
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16. Drag SalesPersonName (Rows) and TotalSale (Values) fields into the appropriate locations in the PivotTable Field List. 17. Change the sorting to be ascending by the TotalSale. 18. Rename the Row Labels field to Sales Rep.



19. Return to Sheet1 and create the PivotTable for Top Products. 20. In the Table/Range text field, press the F3 key and click the RawData range name. 21. In the location of the PivotTable, click Existing Worksheet, then browse to Sheet3, cell G1. 22. The table for Top 5 Products, will have ProductName (Rows) and TotalSale (Values). Drag these two fields into the appropriate locations in the PivotTable Field List. 23. Filter the Product Name to show Top 5 by Sales. 24. Change the sorting to be ascending by the TotalSale. Click the drop down arrow next to Row Labels again and click More Sort Options. 25. Change the Row Labels field to Top Products.



26. Create the corresponding charts by using PivotCharts. Create a new worksheet and rename sheet4 to Dashboard.



27. Create the first PivotChart: Go to Sheet3 and click in any field within the Customers PivotTable. 28. Click the Analyze tab (In the contextual PivotTable Tools tabs) and click PivotChart in the Tools group. 29. Click the Pie chart type and click OK. 30. Right-click on the chart and move it to the Dashboard worksheet. 31. Right-click and Hide All Field Buttons on Chart.
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32. Change the title of the chart to Top 5 Customers. 33. Drag the chart into position. 34. Create a PivotChart from the SalesRep PivotTable. 35. Insert a Clustered Column chart and click OK. 36. Right-click on the chart and move it to the Dashboard worksheet. 37. Right-click and Hide All Field Buttons on Chart. 38. Change the title to Sales by Rep. 39. Delete the Total label to the right of the chart, and change the design. 40. To create the next PivotChart, go to Sheet3 and click in any field within the Top Products PivotTable. 41. Click the Analyze tab and click PivotChart in the Tools section. 42. Click the Clustered Bar chart type and click OK. 43. Right-click on the chart and move it to the Dashboard worksheet. 44. Right-click Hide All Field Buttons on Chart. 45. Change the title to Top 5 Products and delete the Total label to the right of the chart. 46. To add a title to the top of the report: In cell B3, type Dashboard for RKL Trading. 47. Add your company logo or contact details. You can format and customize the dashboard look and feel to your specific requirements.



The dashboard worksheet should now look similar to:
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48. Minimize Excel, Save the Excel template back to the Report Manager Sales Dashboard report Save in Microsoft® Excel® 2007 or later version.



Bonus: If you’re using Excel 2010+, add Slicers to the Top 5 Products PivotChart to allow further analysis. 49. Create Slicers for SalesPersonName. 50. Move the Slicers to the side of the Top 5 Products chart. 51. Highlight SalesPersonName, Tom, and you’ll see the top 5 items he sold. 52. Manipulate the Slicers further to continue analyzing the data. To clear the Slicer, choose the symbol in the top right corner of the Slicer window. 53. To save the Slicers with the template, save the Excel template again in the Report Manager.
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Lesson Exercise 5: Copying an Excel Formula to New Rows



Objective: This exercise familiarizes you with using the Add-in, ExtendFormulaeToUsedRows function. We’re going to insert a calculation in a template/report for the current data. We’re going to run the report with more data and will notice that the formula did not copy down. We’re then going to use the Add-in ExtendFormulaeToUsedRows to copy the formula with the extended data.



Steps: 1.



In the Report Manager, create a Sales folder.



2.



In the Demonstration folder, copy the Sales Details report and paste it into the Sales folder.



3.



Name the template Sales Extended.xlt and the report Sales Extended.



4.



In the properties window of the Sales Extended report, add a filter TotalCost Greater Than 5000 and click OK.



5.



Run the report Sales Extended by clicking Run and accepting the default date 01 September 2003.



6.



On Sheet1, in cell Z1, name the cell % Increase.



7.



Insert the following formula in cell Z2 and copy it down to row 8 using autofill: =Y2*1.1



8.



Minimize Excel, Save the Excel Template back to the Report Manager Sales Extended report.



9.



You’ll be asked whether it is ok to Place Parameters on the Second Worksheet set. Click Yes.



10. Keep the existing name when asked to Specify Template Name and click OK. 11. Click Yes to replace the file. 12. Remove the Filter we added in step 3. 13. Run the report again by clicking Run and clicking the default date 01 September 2003. 14. Note that the newly inserted formula did not copy down to all the rows. Close Excel without saving. 15. To extend the formulas to the new rows, we need to use the Add-in module ExtendFormulaeToUsedRows. 16. In Report Manager in the Properties tab, click to Show Advanced properties of the report. 17. Click the ellipsis (…) next to the Run Add-Ins text box.
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18. If prompted select Specify a new Add-Inn Function and click OKWhen the Choose Add-In Function window appears. 19. From the Add-In Library drop down list, select Alchemex Add-In 1. 20. From the Add-In Library Module drop down list, select General Excel extensions Module. 21. In the Add-In Function window click ExtendFormulaeToUsedRows.



22. Click OK. 23. The Specify Function Parameters window appears. 24. Complete the fields, as shown below:



25. Click OK. 26. Note the syntax under Run Add-Ins in the Report Manager Properties window.



© 2014 Sage Intelligence Reporting



Sage Intelligence 7.3 Reporting – Intermediate Exercises



Page 10 of 19



27. Run the report again. Note that the formula copied down to the extended rows.



Lesson Exercise 6: Scheduling a Report to Run



Objective: This exercise provides practice in scheduling a report to run unattended. Steps: 1.



In Report Manager, go to the Sales folder.



2.



Show the properties for the Copy of Sales Details report created previously.



3.



Click the Show Advanced option.



4.



In the Generate Output File field, click the ellipsis (…) and browse to the location / folder where you want to have the report generated. You can set up this folder beforehand.



5.



Create a folder on C: drive named Working. Browse to the folder and enter a file name of Sales Report.xls



6.



In the Report Manager, select the Sales Details report.



7.



On the Tools menu, click Scheduler Command.



8.



Use the default value for the report parameters.



9.



A window similar to the following will then appear:



10. Click OK.
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In Windows XP: 1.



Go to Scheduled Tasks (Start > Programs > Accessories > System Tools > Scheduled Tasks).



2.



Click File > New > Scheduled Task. (Don’t use the Add Scheduled Task in the folder, as this will start the wizard.)



3.



Type Daily Sales Report for the name of the task.



4.



Right-click on the new Scheduled Task, and click Properties.



5.



Right-click anywhere in the Run dialog box and click Paste. This copies the run command from the windows clipboard into the Run line.



6.



You can optionally enter a Comment describing the scheduled report.



7.



Leave the Start In box blank.



8.



In the Run As field, enter the name that should be used to run the report, if not populated automatically (for domain user accounts use the format: domain_name\user_name).



9.



Click the Schedule tab and change the scheduling details to run two minutes after the current time.



10. Click the Settings tab to adjust the settings details. 11. Click Apply. 12. The Set Account Information window will appear. 13. Enter the relevant user’s password twice. 14. Click OK. 15. Click OK. In Windows 7 or 8: 1.



Open the Windows Control Panel, System and Security, and then open the Administrative Tools, Task Scheduler item.



2.



From the menu click Action, Create Task. The Create Task window appears.



3.



Type Monthly Sales Report as the name of the task.



4.



Click on the Actions tab.



5.



Click New.



6.



Under Program/script, paste the command from the clipboard.



7.



Click OK.



8.



Confirm the arguments specified by clicking Yes.



9.



Return to the General tab and in the When running the task, use the following user account box, type you name with the permissions to run the report.



10. To set the schedule for the task click on the Triggers tab. 11. Click the New button, click One Time and choose two minutes from now. 12. When you have set the schedule options click the OK button twice. 13. As you instructed, the report will run in 2 minutes and you’ll find the report in the folder specified in step 4 above.
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Lesson Exercise 7: Copying Report Templates to/from other Sage Intelligence Users Objective: This exercise guides you through exporting and importing reports. Steps:



Export a report. 1.



In the Report Manager, select the Sales Details report.



2.



On the Tools tab, click Export Report.



3.



Use the default options and click OK.



4.



Use the default name of the file and place it on your desktop.



5.



Click Save.



6.



You’ll receive confirmation of the successful export of the report. Click OK.



Import a report. 1.



Create a folder named Sales Reports folder.



2.



On the Tools menu, click Import Report.



3.



Click the Sales Details.al_ file saved during the export.



4.



Click Open.



5.



In the window that appears, type the following information: 



Target Connection: RKL Trading Demo







Report Destination: Sales Reports



6.



Click Import.



7.



A window will appear allowing you to choose to use the existing container. Click Yes.



8.



Click OK when the successful import window appears.



9.



With the Sales Reports folder clicked, on the Home tab, click Refresh, so that you can see the imported report.
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Lesson Exercise 9: Sending Reports to Others



Objective: This exercise demonstrates setting up distribution, creating an instruction and linking it to a report. (This exercise is best done from your office using the correct settings for the servers where you’re located.)



Steps: (Skip to step 4 if using outlook profile) 1.



Run the Sales Details report from the Report Manager.



2.



In Excel, click the BI Tools tab and in the Distribution group, click Distribution Settings.



3.



Fill in the your SMTP settings: (Normally these settings will be obtained from the IT administrator at your site)
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To add an instruction do the following: 4.



Click the BI Tools tab and in the Distribution group, click Manage Instructions.



5.



Click Add.



6.



Enter the Distribution Instruction Name, Head Office Management.



7.



You’ll be presented with a window that has three distribution methods, namely Email, File Publish and FTP.
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8.



By default, the methods are disabled. Enable the Email option.



9.



Enter a recipients' e-mail address in the To text box.



10. In the Subject text box, type the subject of the message, Sales Details. 11. In the message body, you can type in the required text to accompany your report. Type as per image below :



12. Place your cursor after the second word is and click on the fx button. 13. The Select a Cell window will appear in Excel.



14. Type the cell reference. For this exercise, the cell reference where the gross profit is shown is $G$349, or click on the gross profit cell and you’ll notice that its reference is automatically inserted into the window. 15. Click on the Expand Dialog box.
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16. You’ll be returned to your email distribution instruction and you’ll notice that the cell reference has been added to your message text.



17. Click on the Preview Cell References button. You’ll be able to see the text that would be inserted for the report that is currently open in Excel from the cell clicked.



18. To exit preview mode, click Preview Cell References again. 19. In the File Name text box, type Sales Details. 20. Don’t click the option Distribute each worksheet as separate documents as we want to send one workbook.
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21. Click OK. 22. In Excel, click the BI Tools tab. 23. Click Select Instructions.



24. In the right pane is all the worksheets available in the current excel report you have run out from the Report Manager. Click the Head Office Management distribution instruction from the left pane, and click the right arrow button.



25. Click the worksheets you’d like to email from the Worksheets To Send window pane on the right. 26. Click OK.



To execute the instruction do the following: 27. In Excel, click the BI Tools tab. 28. Click Send Now.



29. The distribution instructions will then be validated. If there are any errors, these will be displayed; thereafter the distribution instructions will be executed and your report will be emailed. 30. If you wanted to link the distribution instruction permanently to the report, you’ll need to Save the Excel template in the Report Manager.
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