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Introduction

‘Dashboards’ and ‘Custom Reports’ provide powerful and flexible reporting options to access the BCE
data.

Customisable dashboards accessible from the ‘My Dashboards’ menu provide users with options to
report on their business performance.

The configurable dashboards provide a high level view of the data that can be setup and presented as
key performance indicators (KPI's) using a graphical representation of the data with the ability to drill
down to the underlying data.

Custom reports is a powerful reporting tool that allows users to create and manage their business and
financial reports. Custom reports add the flexibility of being able to assemble reports from user
defined data fields with the ability to apply data sort and filter options and introduce calculation and
total fields.

Dashboards and custom reports are built from ‘Ad Hoc Views’, a collection of specified data fields
created from sets of the following data domains:

e Sales
e Finance
e Stock

e Purchase

Individual access permissions control each user’s ability to create, manage and access the
dashboards and custom reports.
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Setup and User Administration

Accessing Dashboards and Custom Reports

Access to Dashboards and to Custom Reports is controlled from each users’ access permissions.
When access is enabled:

‘My Dashboards’ is available from the BCE main menu:

A Business

Essentials

u My Dashboards -

»  Finance
?>  Purchase
> Sales

>  Stock

‘Custom Reports’ is available from the BCE systems setting menu:

Resource Centre

Company Settings
Users

Document Notes Library

Setup Wizard

Custom Fields

Custom Reports

© Advanced 2020 6
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Access Permissions

Users can be set up to view dashboards and custom reports or as administrators who have the ability
to create the ad hoc views that are required to support the dashboards and custom reports.

Administrators

Permissions to create and manage dashboards and custom reports are set for a user from the
‘Reporting tab:

Permissions
General Reporting

[7] Selectall

<)

Finance Reports/Dashboards Administration LUz=r can creste and visw custom reports and dashbosrds for finance.

@

Purchase Reports/Dashboards Administration User can create and wew custom reports and dashibosrds for purchases.

Sales Reports/Dashboards Administration Jz=rcanc

<

An administrator has the ability to create ad hoc views and to edit dashboards and custom reports for
any combination of the of the following data domains:

e Finance Reports/Dashboard Administration
e Purchase Reports/Dashboard Administration
o Sales Reports/Dashboard Administration

e Stock Reports/Dashboard Administration

Select the required permissions by ticking the individual boxes or tick ‘Select all’ if all permissions are
required.

Click the ‘Update’ button to save the changes.

© Advanced 2020 7
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Viewer Permissions

Users can be set up to view dashboards and custom reports or to view just the custom reports using
the following options:

To view dashboards and custom reports, select the ‘Report/Dashboard Viewer’ and any one of the
four report types:

Permissions

General Reporting

[}
(]
[}
]
(=]
]

Select all

Finance Reports/Dashboards Administration Ussr can creste and wview custon reports and dashboands for Snance
Purchase Reports/Dashboards Administration Uzer csn create and view custom reports and dashboards for purchazes.

Sales ReportsfDashboards Administration User can create and view custom reports and dashbosrds for sales.

Stock Reports/Dashboeards Administration lUiser can o view cusoom repors and dashiboards for swodks.

Report/Dashboard Viewer Liz=r can view custom reports shboards.

Financial Reports User can sccess reponts of acoo

ts induding profit and loss, budgets, deparmmenis, projfecs. and VAT,

Purchase Reports Ussr can reportan supplier accounts, purchase guores, orders, invoices induding expense dsims, and credit notes, snd goods received noges.

Sales Reports User can report on customer scoounts, sales guotes, plans. orders, invoices, and oredit notes, commissions, and delvery methods.

Stock Reports User can report on stock mems and weorks orders.

The ‘Report/Dashboard Viewer’ permission is used in association with the report:

¢ Financial Reports
e Sales Reports
e Stock Reports

e Purchase Reports

For example, granting access to ‘Report/Dashboard Viewer’ and ‘Sales Reports’ permits the user to
access the sales dashboards and custom reports only.

Users can be restricted to view custom reports using the following options:

Permissions

General Reporting

(]
(]
O
(=]
(]

Select all

Finance Reports/Dashboards Administration Liser can creste and view custom reparts =nd dashbosrds for finance:

Purchase Reports/Dashboards Administration Uzer can creace and view cusiom reports nd dashboards for purchases,

Sales Reportsf/Dashboards Administration Us=sr can creste and visw custom reports and dashboards for ssles.

Stodk Reports/Dashboards Administration User can crezte and ustom reports and dashiboards for stodks.

Report/Dashboard Viewer LUiz=r c=n visw custom reports snd deshooards,

inanci s User can access reports of accourts induding profit and loss, buds epartmnents, projecs, and VAT,
Fi cial =3 duding profit and | = 3] R

Purchase Repeorts User can report on supplier scoounts. purchase quotes, orders, ces induding expense daims, and oredit notes, and goods received notes.
Sales Reports User can report on CUStomer Sccounis, sales quotes, pians, orders. imvoices, and oredit notes, commissions, and delivery methods.

Stodk Reports Liser can report on stock items and works orders.

© Advanced 2020 8



Any combination of the permissions can be selected for:

¢ Financial Reports
e Sales Reports
e Stock Reports

e Purchase Reports

Select the required permissions by ticking the individual boxes required.

Click the ‘Update’ button to save the changes.

#\ advanced
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Ad Hoc Views

An ‘Ad Hoc View' is a collection of data fields, measures and filters that form the basis of a report are
required by both the dashboards and custom reports:

e s
Reports and Dashboards

[ ADMIN PORTAL

Creating ‘Ad Hoc Views’

From ‘Reports and Dashboards’ select the ‘Admin Portal’ to open the ‘Home’ screen:

For Deme - Custom Reporting

Pop— Reports and Dashboards

l&¢  myDashboards

M Name/Desc 2
2 cusomers
& Ssuppliers [ ADMINPORTAL

@ ke ' _

From the ‘Home’ screen click on the ‘+Create’ button from the ‘Visualizations’ area:

A lbrary  View - [NGreate = Bhavik Patel
Home Ad Hoc View
Report
Recent ltems —— v Visualizations

Ad Hoc Views
Create visualizations for basic reporting and analysis.

. Reports —
i i
View and format interactive multi-page reports.

Dashboards
Combine i into single-pag layouts.

© 06

© Advanced 2020 10
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Each ad hoc view is based on one of the data domains, select the relevant data domain for the
custom report or dashboard:

Select Data

T':E Q

© Finance
© purchase
o Stock

Cancel

With the domain highlighted click on ‘Choose Data...’ to open the ‘Choose Data’ screen:

Choose Data

BCE data is grouped together into logical data sets containing data fields. These data sets are
displayed within a list from the ‘Source’ view.

Complete data sets or individual data fields can be selected and included within an ad hoc view:

f Ubmary View- Create »
Data Chooser

Choose Data

To move items in or out of selected fields, double-click them, drag them, or use the direction buttons.

Source Selected Fields
[ ; »
= » Sales_Quotes
Sewis T » Sales Orders

» Sales Invoices

» Sales Credit Notes

» Sales Deliverynote

» Sales Activity

» Sales Revenue

» Combined_Sales_Detailed
» Sales_Revenue

» Combined Sales Detailed

From the ‘Source’ list, data sets can be expanded by clicking on the >’ to the left of the data set
name. This opens the contents of the data set to reveal individual data fields:

Source
> Sales_Quotes
> Sales Orders
SI Total Base Value
SI Serial Number
SI Serial Number Expiry
SI Serial Number Quantity
51 Total Value
S1 Markup
51 Margin
ST Weight
SI Location

ST EU Country

© Advanced 2020 1
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Any number of the data sets or data fields can be selected from the source list:

Choose Data

To move items in or out of selected fields, double-click them, drag them, or use the direction buttons.

Source Selected Fields
» Sales_Quotes -

> Sales Orders

~ Sales Invoices

SI Total Base Value
SI Serial Humber
St Serial Number Expiry

SI Serial Number Quantity

Sl Total Valie
SI Markup

SI Margin

SI weight

SI Location
SIEU Country

SIAccount Code

SI Account Contact

SI Account Fax

SI Accounting Date
SI Accounts Email

SI Account Telephone i

Once the data fields have been selected, click on the arrow icon located between the ‘Source’ and
‘Selected Fields’ windows to move the fields to the ‘Selected Fields’ table.

Selecting a complete data set will move the entire data set including all of its data fields:

Choose Data

To move items in or out of selected fields, double-click them, drag them, or use the direction buttons.

Source selected Fields
> Sales Orders 4

> Sales Credit Notes

> Sales Deliverynote
Sales Activity
Sales Revenue
Combined_Sales_Detailed
Sales_Revenue

Combined Sales Detailed

Data set and data field selections are easily managed using the options to expand the data sets and
by using the selection arrows to include or exclude data fields as required.

Once the required data sets and fields have been selected, click ‘OK’ to open the ‘New Ad Hoc View'.

© Advanced 2020 12
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New Ad Hoc View

From the ‘New Ad Hoc View’, all available data fields are displayed on the left of the screen within two
panels labelled:

o Fields Alpha-numeric fields
e Measures Numeric fields

@ New Ad Hoc View

£4 Domain: Sales

Drag an item to columns or groups to

get started

Construction of the ad hoc view can now begin by populating the views columns, applying groups for
arranging data and introducing calculation formulas, sort and filter options.
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Visualization type

ét bv m|53mple Data V|

Columns

Groups

Select the visualization type to support:
Custom report: Select from Data Grid (Table is recommended)

Dashboard: Select from any of the chart types

Select Visualization Type X

All Types n D II. Ili

Data Grid Crosstab Tabla Column stacked Column

Column and Bar

ENE - o [ &

Line and Area l I _- _- _-
R ent Colum tacked Ba Bar
Diial and Multi-Axs Percent column Bar stacked Bar PErCEnt 2a
Time Series
4
2 #%
Scartter and Bubble 4\ v )& ﬂ
: Spider Column Une spline Area
Pie
Stacked Area Percent Area Area Spline Spider Line =

© Advanced 2020 14
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Columns

From ‘Fields’, select the data fields required for the report by dragging the field directly into the
‘Columns’ area.

As each field is moved into ‘Columns’, the data columns appear within the body of the report:

@ New Ad Hoc View

1 oomein:sates : O W B. « - © 5t .
I Fields L
Groups
Abe 51 EU Country -
[ STAccount Code | . lick to add a title
Abe

Sl Account Contact
St Account Code

Abe S| Account Fax

B3 Sl Accounting Date

Notes:

SxABT2 TAE4AZ
SxABT2 JAE4Z

Double clicking on a data field name moves the field directly into the ‘Columns’ field.

An entire ‘data set’ can be dragged (or double clicked) to move it into ‘Columns’ where all
fields are automatically expanded:

@ New Ad Hoc View

Domzm Sales : oW B « ° st . I [sampesnv]
| B : [siseraumver ] stseramumer oy« stiocan «] s1c0couny ] sinzouncove ] siaccunsconacs x| st czou e | tccouinone_« ] 5 ncoums x| 1 czout etephone_] sipdaremune1 x| sdressve +]
Q [ ncarortines ] sroumksccomtmomoer_» | sroonwsortcooe ] stcounry ] rcromeasy ] svcremeaome ] rcureny ] tcusamer ] tcumomer conry ] 5rcutomerroscade ] srcusomerweerence ] s comomer ecomt st ]
[ oot conctveon ] stovhurcameney coge_+] 7 cumtmer b Depariment ] rcusermer Faymentermsx ] s comamerermatrrorect_ | stocmutsoes coune ] srosivery et | Sroeery s x| Sroetvery airess ] stoeivery e ]
o | e e e e
ST NGber A oo o s e = someirem <] srostoe ] Siereses +] srsevome s [ spininy ] srpieioee ] svwrvope ] srervamber | Scusomervr e | 5w comces s ] S e ] ioevey et ]
© siSert umoer By e EEEr EE EEm) E S B S SR BT Bt S S EErm EECrnmn
o5 Sitocan [ oot mpemecose ] srocmarroge ] sroematsock tcaton | srooscometme o vumberotwanrs | 5on caraeterence | svuamiacore e | stusmtacures e x| sromoete ] stpcngmternce ] srsweroou ]
i [ scrrmberren =] srsecxcovvame ] 5 sockuon x| sriwnenemtves ] srom s 5w commoarycose—s | e ] e o] < coowcmammaiemcamro | oo | crvoresioreeence ] crsocovment e <] G sockuorment-one +]
o <ot Code oo ] e sommmen ] o company sarcace <] cresongoeawa 3]

A S} Account Contact Groups
A S} Account Fax

& St Accounting Date

abe I Address Line 1
S5xaB72 Apr1, 2019 trog7L

Abe S1Adoress Line 2
51872 seps, 2019 oL
abe S1Adaress Line 3 2

Ao United Kingdom | facw38 oct 17,2018 3p710y 19kou? V50817 z7¢ch38

From the ‘Columns’ area, data fields can be removed or arranged into any order to represent
the final order of the required report layout.

Depending on the report or dashboard requirements, it is best practice to only select the data
fields required for the ad hoc view.

© Advanced 2020 15



#\ advanced

Groups

To group data to separate on sub sets within a custom report, drag the data field into the ‘Groups’
area.

This example will group the reported data by customer:

A  Library View~ Create ~

@ New Ad Hoc View
Domain: Sales Yo HE B e 2l 83 L o S

B
5
[«
E T :
Lt ! Columns

Q

ABg 3 LIEalEU oy

(® sl Created Date

s . Click to add a title

Abc S| Currency

sl
06eTc?
abe S| Customer Country
3Vdfg0
Abe S| Customer Postcode o
3vdfao

Data fields from the ‘Measures’ panel cannot be used for grouping data if the measure is already
selected to be included in a view.

However, it is possible to select measure fields by right clicking and selecting the option to ‘Use as
Field’:

I Measures

123 Sl Creait Limit

123 Sl Current Balance

123 Sl Discount Rate

123 SIExchangeRi  Add as Column
123 SlLinked Salet  Create Filter

123 S| Matches

123 SI Net Base Va Use for Sorting...

123 SI Net Base VA

) Use as Field
123 S| Net Value

This moves the data field from the ‘Measures’ list to the ‘Fields’ list where it can be selected for
groups:

© Advanced 2020 16
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Filters can be applied to data fields and columns by right clicking on the field name and selecting

‘Create Filter’:

O HE.B. « L2 2t

£ In

SN - rcounccoi | 5imocopme e D A1 vl x ] 1Tt vlue ]

Remove from Table

e 51 customer x | i £u country
T,

Create Filter

Switch to Group

SI Account Code

2.08

51 Invoice Da Mive Latt
06eTc?, United Kingdom |
3vdfs0 | Nov 18,2015~ MoveRight
3vdfso Mar 29, 2019
3vdfsd Jan 14, 2020 —‘

120.06
70.50

Sample Data v

SI Net VAT Value SI Total Value

12.37
720,36
423.00

ers.

~ A5l Invoice Date equals

This creates a ‘Filters’ view located on the right of the screen where specific filter options can be

setup:

For example, selecting the ‘equals’ option for a date format field allows the parameters and date

range values to be set:

Filters :

sl —

w A5l Invoice Nara
e equals

3 is not equal to
is before
is after
is on or after
is on or before

is between

is not between

Filters

~ AS|Invoice Date

is becween =

2021-04-01

and

2022-03-31

[] select all

w B.SINet Value

is greater than »

100.00

s C.51 Account Code does notcontain «

| abc

© Advanced 2020
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Select Fields

An ad hoc view can be refined using the ‘Select Fields’ option to add or remove data sets or data
fields to those originally assigned on creation of the ad hoc view.

From the domain name click on the triple dots to open the following menu:
M Library View~ Create

@ New Ad Hoc View

Domain: Sales :

I Flelds Change Source

Clicking on ‘Select Fields’, opens the following screen where data fields can be moved between the
‘Available Fields’ and ‘Selected Fields’ lists using the directional arrows as required:

Select Fields
Available Fields: Selected Fields: r
g |EI Sales Involces b [T] Sales_Quotes =
b ﬁ Sales Credit Notes 4
P |EI Sales Deliverynote 0 so Net Base Value
“ O 50 Net Value
|:| S0 Location
»
D 20 Percentage
0 so Markup
argin
Osom

0 so Account Code

D S0 Account Contact

H M Aremond Foow

= i res

© Advanced 2020 18
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Calculated Fields

Calculated fields are introduced by right clicking on the triple dots adjacent to the ‘Fields’ heading and
selecting ‘Create Calculated Field’:

Damaln: Sales © E. B, +«

S F Columne

¢ Create Calculated Field.

This opens the ‘Calculated Field’ window where formulas and their operations can be set up for data
fields and measures using a variety of functions:

Edit Calculated Field

Field Mame:

Round Tetal Value

Formula Builder | | Summary Calculation

Formula:
round{"SI Total Value”, 0}

+| | = | % Il |1 ) 5 AND OR NOT N = = > < | || (0=
Fields and Measures: Functicns: Function Description:
Abe CF Buyer = Absolute =
abe CF Colour contaminatio... Attribute
Ak CF Company Barcode Average
Bbe CF Distrbutor Boolean
abe CF Notes for reference Case
Abe CF Salesmen CaseRange
E CF Stock Movement - .. CaseWhen Show arguments in formula
Abe CF Stock Movement - T Concatenate -
Validate

When a formula has been defined and validated, it is saved and the calculation field will appear in the
‘Fields’ panel from the ad hoc view:

@ New Ad Hoc View
Dnmain:SaieS ! O & B, +« L 2l 2t . In

Flelds Columns [ St netvalue x|
Q Groups Sl Customer x|
fx Round Total Value =
+ [ Sales [nvoices % - Click to add a title
Abe S| Serial Number 51 Account Code 51 Invoice Date m 51 Net VAT Value SI Total Value | Round Total Value
(© sl Serial Number Expiry 06eTc?
abe Sl Location 3vdfso Jan 15, 2019 472.32 94.46 566.78 567.00

© Advanced 2020 19
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Ad Hoc View - Toolbar Controls

This table provides a brief explanation of each of the toolbar icons:

Icon

Name

Description

©

Preview

Preview the report

From Preview mode toggle back to report design mode

Save or Save as

Save the Ad Hoc View

= -
Save as and create a Report using the View
B Export Export report to supported formats PDF, Excel, Excel,
- CSV, DOCX, RTF, ODT, ODS, XLSX (Paginated), XLSX,
PPTX.
Undo Undo last change
* g9
Redo Redo undo
O Reset Reset the report to its last saved state

Switch Groups

If using multiple measures, select this to switch which one
is used as the group

Sort

Changes the sort order

Change Input

Change what values are used for the data — to be

Visualization type

Values amended.
2 Toggle or Hide Used to hide or show the layout band
N layout
Change Amends dashboard chart type

Sample Data ¥

Data View

Displays sample data, full data or no data to preview a
populated report

© Advanced 2020
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Column Properties

Right clicking on a column provides column property options to label, format and reposition the
selected column:

o E B. « 2 at %, I
S TLU siaccount code x | siimvoicepate x| sinetvaiue x | sinetvarvaive x | sitomivalue x | Round romivaiue ]

Groups 5| Customer x

% . Click to add a title

£1 Account Code S1 Invoice Date SI Net Va 51 Total Value | Round Total Value

J Use for Sorting...

06eTc?

3vdfso Jan 15, 2019 473 Add summary - S56.78 5657.00
3Vdfa0 Jul 31, 2020 1,814 Change Data Format > 2,206.84 2,297.00
3VdFa0 Mar 29, 2019 608 720.36 720.00
3Vdfan Sep 25, 2019 432 CdirLabel 518,40 518.00
3vdfan Dec 12, 2019 1,759 2,147.04 2,147.00

| Delete Label

3vdfso MNov 1, 2018 794 553.86 954,00
Va0 Jan 27, 2020 N i 622.08 622.00
3vdfan Jan'g, 2019 1,062 1,275.26 1,275.00
3vdfan Apr 8, 2020 o 5ge  CreateFilter 3,101.76 3,102.00
3vdfan Mar 15, 2012 1,869 2,242.94 2,243.00
Va0 Sep 19, 2019 a7y (Moveleht 332.64 333.00
3Vdfan Dec 2, 2019 2538  MoveRight 5,443.20 5,443.00
3vdfan Nov 1, 2018 7083 TALTFET §50.18 850.00
3vdfso Jan 24, 2020 5,292.00 1,058.40 5,350.40 §,350.00
3VdFa0 Mar 18, 2020 3,064.80 612.96 3,677.76 3,678.00

For example, ‘Add Summary’ will introduce a column total to the select column.

© Advanced 2020 21
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Ad Hoc View — Folder Structure

When saving or locating ad hoc views, the files should be stored within their correct folder within their
corresponding data domain:

f  Library View~ Create -
71 Folders Repository
- ‘-‘ adv_clients_neatcrownc... Run Open Copy Cut Delete

[ =
v Hm rinance © Name Description

v Bl Dashboards

[—] N
> mm Reports Sales Revenue Dashboard
» B Standard
Sales Revenue Dashboard non standard
o
m WIP

Sales Summary Dashboard

>
B o Cace
~ @ Purchase sample testing

4

Dashboards Website Dashboard

W

=
|
| =

» mm Reports
B Standard
—
|

Standard

| =
=
» @ Reports
| =
-
—
|

For each data domain the following folders are setup and used for storing:

Dashboards:  User created Dashboards and their supporting ad hoc views

Reports: User created Custom reports and their supporting ad hoc views
Standard: Reserved for Advanced sample dashboards, custom reports and their ad hoc
views

The dashboards, custom reports and their ad hoc views cannot be deleted.

These can be copied and used for the basis of new dashboards, custom
reports and their ad hoc views.

WIP: User created dashboards, custom reports and their ad hoc views in
construction. These are not published on the Reports and Dashboards list
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Saving an Ad Hoc View
When an ad hoc view is complete, click on the ‘Save’ icon to save using one of the following options:
M  Lbrary View » Create ~

B New Ad Hoc View
Domain: Sales HE 0 n B. =« L2l 21 #. I

Save Ad Hoc View

Q Colum Save Ad Hoc View As...

=) sales_Quotes + Save Ad Hoc View and Create Report
abe S0 Customer Acco... Groups: | Y
abe SQ Account Contact
t .3
Save Ad Hoc View: Saves the Ad Hoc View
Save Ad Hoc View As...: Saves a new copy of the Ad Hoc View

Save Ad Hoc View and create Report:  Allows the Ad Hoc View to be saved and a report
created

For ‘Save’ and ‘Save as’, complete a data view name and description:
SaveAs

Data View Name (required):

My new view

Data View Description:

Sales Invoice view|

© Advanced 2020 23



I\ advanced

When selecting ‘Save and create Report’ the following screen opens:

Data View Name (required}: Report Name (required):

Sales Order Adhoc Sales Order Summary Report

Data View Description: Report Description:

» B Dashboards » @ Dashboards
=TT =
= WP = wir

I.

»
> §

Generate Report with:

@ Default Report Template

0) Custom Report Tempiate

'

Compete the data view name and description and enter a report name and description. Select the
folder to store both the view and report and select the ‘Save’ button to save the view and the report.

The following message is displayed confirming the report was saved successfully:

l ‘Save was successful | close l
B Ad Hoc View

The saved report is available from the ‘Reports and Dashboards’ list screen:

Reports and Dashboards

Advanced search Search

il m

[~ ADMIN PORTAL

Name Description Type Last Updated Report Location Actions
Itemwise Sales Order Details Report 08/03/2021 b o
Sales Orders Detail Report Report 10/12/2020

Sales Order Summary Report Report 08/03/2021 °
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Edit Ad Hoc View

Changes to the contents of custom reports and dashboards can only be applied by editing the
supporting ad hoc view.

To edit an existing ‘Ad Hoc View’, from the ‘View’ dropdown menu, select ‘Repository’:

Search Results 2
Repasitory I ;
Schedules e
Messages g
s rdnc

From the list of domains and folders, locate the view and double click on the ad hoc view to open for
edit:

A Lbrary View+ Create v
£ Folders Repository Sort By: Name | Modified Date
Open  Copy  Cut Delete
Name Description Type Created Date Modified Date
as Ad Hoc View March 11 March 11
CIS Report for Purchase Invoices IS Purchase report for Input/Output Reverse Charge VAT Report March 11 March 11
GRN Report Report March 10 March 10
PCN Ad hoc view Report Report March 10 March 10

PI- Updated Labels Report Report March 11 March 11

PO SUmmary Report Report  OPen tarch 24 March 24

PO Summary RPT Report  CreateReport  jarch 24 March 24

Purchase Credit Note Report tarch 10 March 10
copy

Pur. GN Report Report tarch 10 March 10
cut

Pur. Invoice - Measures Report arch 10 March 10

Pur Order Report Report Delete larch 10 March 10
Permissions
Properties.

The view can now be changed as required, for example the addition of an addition columns for a
custom report is performed by editing the ad hoc view and modifying the contents of the columns,
groups or filters

When the changes are complete, click on the save icon to save the changes to the Ad Hoc View.

Note: Changes saved to ad hoc views supporting dashboards will immediately update the
dashboard view.
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Custom Reports

To access Custom Reports, select ‘Custom Reports’ from the System dropdown menu:

Company Settings

Users

Document Notes Library
Setup Wizard

Custom Felds

Custom Reports

The ‘Reports and Dashboards’ list screen opens displaying all the custom reports and dashboards
that the user has permissions to view:

Reports and Dashboards

Report Location Actions
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Search

The search option allows custom reports and dashboards to be found by their name or description.

Enter a part name or any string of characters to return results matching the value entered:

Reports and Dashboards

Advanced Search
This extends the search options to find custom reports and dashboards by:
Type: Report, Dashboard or both

Module: Select from any of the data domain or all

Include Samples: ‘Yes’ includes sample reports and dashboards shipped with BCE

‘No’ excludes the sample reports and dashboards
Reports and Dashboards

Include Samples.

Preview Report

Custom report are viewed from the ‘Reports and Dashboard’ list screen or from its designated report
menu location, by clicking on the report name.
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Actions — Set Report Location

Where the action cog is displayed for reports there is an option to ‘Set location’:

Reports and Dashboards

Clicking on ‘Set location’ opens the following screen where the report can be assigned to a specified
menu section and sub section:

Set Report Location: Sales Order Details

Section

None -~

Sub-Section

None

ﬂ g

a

For example, Sales Order Details can be assigned to the ‘Customers’ menu:

Set Report Location: Sales Order Details

4

The report can be positioned within the ‘Sales Orders’ sub menu:

Set Report Location: Sales Order Details

Section

Customers

ar

Sub-Section

None

ak

MNone

Customer Accounts
Estimates

Sales Cuotes
Sales Delivery Notes
Sales Invoices
Recurring Invoices
Credits & Refunds
Commission Rules
Dielivery Methods
Sales Forecasts
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When saved, a ‘CUSTOM REPORTS' tab is introduced to the ‘Customers’, ‘Sales Orders’ menu and
the custom report will be available from the dropdown menu:

B o Sales Orders

laz  wiy Dashboaras

O M

> Ovendiew + NEWORDER | [ DISPATCH - | £ acnons - En{mm- ...Mnm-
> Customer Accounts : . ;
=

?  Estimates

Customer Name 3

>  SalesQuotes

> sales Orders

> Sales Delivery Notes

719 720 1043 1044

573 1579 6sZP09 PO3wY9

Modify/Clear Location

When a location has been set for a report the use of ‘Set Location’ changes and permits an existing
location to be changed or removed:

[ e
o
O
O
Clear Location

Create a Custom Report

To create a new report it is recommended that a new ad hoc view is created or an existing report is
modified and saved from the Ad Hoc Views.

Edit/View - Custom Report

To edit or view an existing custom report it is recommended that this is performed from the Ad Hoc
Views.

Note: The creation and maintenance of custom reports can only be performed by users with
administrative permissions.

© Advanced 2020 29



Custom Report - Toolbar Controls
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This table provides a brief explanation of each of the toolbar icons used when editing or viewing a

report:
Icon Name Description
= Save or Save e Used to save a report that has been
= - as run.
—_ Export e Used to export report in formats such
L as: PDF, Excel (Paginated), Excel,
CSV, DOCX, RTF, ODT, ODS, XLSX
(Paginated), XLSX, PPTX.
_ Filtering o Filtering based on dates
= o Filtering based on account names.
Zoom In/out e Make a report smaller or larger.
= 4 [100% |+
_ Quick search e Text or values will be highlighted in the
i, tuek o8 report, that match the search applied.
Page |1 oF 61 B M Page select e Use arrows to select the page of the

report to view.
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Dashboards

Dashboards, accessed from the ‘My Dashboards’ menu provide a high level view of your business
data:

A Business

Essentials

u My Dashboards

>  Finance
>  Purchase
» Sales

> Stock

Configurable dashboards are setup and presented as key performance indicators (KPI's) using a
graphical representation of the data with options to drill down into the underlying data.

Note: The creation and maintenance of dashboards can only be performed by user with
administrative permissions.

Create a new Dashboard

To create a new dashboard it is recommended that a new ad hoc view is created or an existing
dashboard is modified and saved from the Ad Hoc Views.

Edit/View/Delete Dashboard

To edit, view or delete an existing dashboard it is recommended that this is performed from the Ad
Hoc Views.
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Dashboard functions

Expanding a KPI

A KPI display can be resized using the arrow icon to expand to a full screen or retract to a tile:

Sales Revenue Dashhoard . Y =

Yearly Sales Revenue

Total Base Value

Wz Wois W20 Wz021

Drilldown of KPI data

Clinking on a KPI bar, line point or pie area, a drill down will load a custom report view of the data to
display the underlying detail for the graph.

Tooltips

Positioning the mouse over any part of a KPIs graph displays a tooltip containing high level data
details.

Export Dashboard
A dashboard can be exported to one of several output formats using the ‘Export Dashboard’ icon:

For Deme - Custom Reporting

Select Dashboard ‘ Ssles Revenue Dashbosrd B ‘

I Sales Revenue Dashboard | [EH ¥

3.500k 500k

1,000k oot
ERTH 500k
o .
[P —
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Chart Types

Chart Types can be used to change the presentation format of the KPI:

9, , 0K

Chart Types...

Select the icon located on the top left of the current chart to open the following screen:

Select Visualization Type x
-
| il =
]
=
I i —_
Column Stacked Column Percent Column Bar
Data Grid
Column and Bar = m
. [TH — Ead
Line and Area
Stacked B Percent Bar Spider Column 4]

Dual and Multi-Axis

Scatter and Bubble

Time Series : i .
A

spline Area Stacked Area Percent An

Fie

A % @® m

Area Spiine Spider Line Splder Area Column Line

Note: The system will not permit the selection of incompatible chart types relative to the data content.
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Example Dashboards and Reports
The following example sample dashboards and reports are supplied for user reference:
Sales - Dashboard
Sales Revenue Dashboard
Sales - Reports
Invoice Awaiting Payment Report
Finance - Dashboard
Working Capital
CY-Profit & Loss
FP-Profit & Loss
Finance - Reports
Bank Payment Report

Bank Receipt Report
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Example - Sales Revenue Dashboard

From ‘Dashboards’ locate the ‘Sales Revenue Dashboard’ from the ‘Sales’ menu.

This example displays individual KPls with options to drill down to show the detailed report:

Select Dashboard | S3les Revence Dasnboars s

I Sales Revenue Dashboard B.-Y « o

$00k

Total Base Value,

00k

300k

200
B I I . I
o . = —
¢ & @ # & & & ¥ & & &

Moz Was M200 WMoz N

Filter

The ‘Filter’ Icon can be used to refine the display by specific year, multiple years, sales revenue
summary account, customer, project or department:

Filter Group x
Accounting Year =3
tyzilzble: 5 Selecedi 0

|search list.. Q

2017

2018

2019

2020

2021

o Sefect M X Deselect Al B ineert

Revenue Summary Account
Lyailzble: 4 Selemed: 0
Search list,. Q
EU Sales
Export Sales
Schedule & Rentzl Income
U Szles
o Estect Al X Desebect Al B ineert
Customer
Available: 1,618 Seleced: 0
Search list.. Q

AN “
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Sales KPIs
The following example KPIs are available in the Sales Revenue Dashboard are:

Yearly Sales

Displays the Sales Revenue for one year or more years:

Total Base Valus

Mz21s Wi M2020 Wzoz

Monthly Sales Revenue

Displays the Sales Revenue for each month:

Note: The graph type can be changes by selecting ‘Chart Type’ and a column based views can be
selected as required:

Monthiy Sales Revenue

,. 1k

Chart Types...

600k
o . . .

) I I I l
. H N = .
b & o & C < & ¥ + & <& Ca

Wz2is W23 W20z W202

A drilldown is available by selecting an individual month. This opens a detailed report of the monthly
sales revenue with breakdown to document level:

(0} Sales Revenue Detailed Report  cusreresneazua os rracosssas

. B = — 4 [100% |~ | | |searchreport Q|- Page |1 lof11 p B
Accounting Date item Code Item Name Sales Revenue Account  Sales Revenue Summary Account Project Name Department Name Quantity UOM
42, YP2N18

Didecyl Dimethyl

Fen 13,2019 RM02320 Ammonium Chioride | Default Sales Accourt UK Sales 27,648.00
(8,
FFASMSL TK

Feb 15,2019 RM02370 (Flufenacet - Default Sales Account UK Sales 50,0000

Metosulam) (SEM}
YPZN1S Totals

42 Totals

Filters can be applied to the dashboard and these are retained.
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Example- Sales Custom Report

Invoices Awaiting Payment Report

From ‘Reports and Dashboards’ locate the custom reports ‘Invoices Awaiting Payment’:

A FUS“:‘WSS For Demo - Custom Reporting

P Reports and Dashboards
u My Dashboards

» CRM
- Name/Desc 3 Invoices awaiting payment Report

L!, Customers

! Suppliers
i PP [ ADMIN PORTAL

Stock & Items " Name Description Type Last Updated Report Location

" X Invoices Awaiting Payment Report Report 04/03/2021
ol Operations

The report displays all invoices that are not settled or partially outstanding and can be filtered by
customer, date, or by the payment status:

@ Invoices Awaiting Payment Report  atrefreshea 2010307 at08:5039

A summary
B B. | « © = = 4+ [90% |=|| [searchreport Q |=

|laz  myDashboards

Document 1D Invoice Date Payment Due Date Currency Invoice Value Invoice Base Value Outstanding Valus: Outstanding Base Valus

Oy RM Atlantis, ATLT
[«)

1778 | Mar 4. 2021 Mar 4, 202 == a0.00 000 50.00 80.00
1788 Mar 2. 2021 == 90.000,00 20.000.00 2300000 23.000.00
L‘ Customers » 1765  Mar 2, 2021 [ 13.500.00 13.500.00 13,500.00
1780 Mar 3, 2021 == 72000 72000 720.00 0
& suppliers 1786 Mar2, 2021 == 50.040.00 50.040.00 5284000 50,840.00
1770 Mar3, 2021 == 1.800.00 1.800.00 1.800.00 1.800.00
1787 | Mar 2, 2021 == 3000 2000 2000 3000
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