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Introduction

This course introduces the functionality of the Acumatica ERP data retrieval tools such as Generic
Inquiry and Report Designer. The course is based on a set of examples demonstrating data retrieval
and processing to form data representations that can be viewed and printed.

The course is intended for advanced Acumatica ERP users who are familiar with the user interface

and main principles of the system. Acumatica ERP application specialists and engineers might find the
course useful as well.

On completing the course, you will have an understanding of how to use Acumatica ERP and Acumatica
Report Designer to retrieve data and easily manage it.
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How to Complete the Course

You will start learning how to use Acumatica ERP data retrieval tools with simple examples of the
common functionality and then move to more advanced examples as you go through the course. To
complete the course, we recommend that you do the lessons in the order they are provided, because
some lessons use the results of the previous ones.

What Is in Each Part?

Each of the course parts is dedicated to a particular Acumatica ERP data retrieval tool or related
procedure and consists of lessons you are to complete. Each part begins with an overview topic that
explains the main concepts of the Acumatica ERP subject area that you are going to use in the lessons.

What Is in Each Lesson?

Each lesson consists of steps that outline the procedures you are completing and describe the related
concepts you are learning.

How Should I Use Review Questions?

Review questions help you remember the key ideas of a lesson. Review questions are provided with
an answer key. After you have completed a lesson, answer the review questions without looking at the
correct answers. Then check your result with the answer key, and review the materials, if needed.

What Are the Documentation Resources?

All the links listed in the Related Links sections refer to the documentation available on the https://
help.acumatica.com/ website. These and other topics are also included in the Acumatica ERP instance,
and you can find them under the Help menu.


https://help.acumatica.com/
https://help.acumatica.com/
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Course Prerequisites

For this course, you should be familiar with the Acumatica ERP user interface and the main principles
of the system. Knowledge of the Distribution and Account Receivable modules of Acumatica ERP is
desirable but not necessary. This course is designed for use with Acumatica ERP 2017 R2 with the
SalesDemo company instance. You also have to import the S130 customization project.

To complete the course, deploy an instance of Acumatica ERP, complete the lessons from each part of
the course in the order in which they are presented, and pass the assessment tests. That is, perform
the following steps:

1. Download and install the latest version of Acumatica ERP 2017 R2, which is available on our
Partner Portal https://partners.acumatica.com/ (login required).

2. Create a company with the SalesDemo data on an instance of Acumatica ERP 2017 R2. To do
that, perform one of the following steps:

e Deploy a new Acumatica ERP 2017 R2 instance with the SalesDemo company.

e Update an existing Acumatica ERP instance to 2017 R2, and then add the SalesDemo
company to this instance.

Change the home page of your user account and the name of the SalesDemo company.
Import the S130 customization project to the SalesDemo company.

Start with Part 1, and complete all the lessons of the part.

On Acumatica University, take Certification Test 1.

Continue with Part 2, and complete all the lessons of the part.

On Acumatica University, take Certification Test 2.

O N W RW

Complete Part 3, Part 4, Part 5, and Part 6.
10. On Acumatica University, take Certification Test 3.

How to Specify User Settings
To specify the settings of your user account, do the following:
1. Log in to the SalesDemo company of Acumatica ERP.

2. In the upper-right corner of the Acumatica ERP screen, in the info area, click your user name to
open the user menu, as shown in the following screenshot, and select User Profile.

3. In the Personal Settings area of the General Info tab of the User Profile form (SM203010),
which opens, clear the Home Page box, as shown in the screenshot below, to use the default
home page for this user.


https://partners.acumatica.com/downloads/acumatica-5-2/
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o Acumatica ORGANIZATION FINANCE DISTRIBUTION CONFIGURATION SYSTEM HELP 11/4/2015 211 AM | ADMIN@SALESDEMO
Common Settings ~ User Security ~ Row-Level Security  Document Management  Email F200Init
. e DemoNew
User Security « £ Revision Two HQ - User Profile DINOTES  FILES .
SETE - 200TBImported

+ MANAGE General Info | Email Settings | Custom Locale Format
I Users Demo

User Roles USER SETTINGS ABC

User Types * Login admin

Access Rights By Screen First Name John User Profile. ..

Access Rights By Role = s Doe s
. EXPLORE ) Sign Out

. Phone:

Access History

R — * Email administrator@acumatica.com [} CHANGE EMAIL
~ PROCESS

Certific ate Replacement RRERCEEE SIARIEE SR
. PRINT Pa ecovery Question | Why? CHANGE ANSWER

User List Comment Administrator P

Role List PERSONAL SETTINGS

Access Rights By Screen PDF Signing Certificate £

Access Rights By Role _ _

o ime Zone ~  RESET TO DEFAULT TIME ZONE

;;Eu Default Branch o

Home Page o

Encryption Certificates
Figure: Specifying the default home page

4. Save your changes to your user account.

How to Change the Company Name

The company login name is the name you select when you log in to Acumatica ERP. For the SalesDemo

company, you have specified the SalesDemo login name.

The company name, which can be the same as the company login name or can differ from it, is the
name that is used in Acumatica ERP. This name is the topmost node in the site map. To change the
company name of the SalesDemo company, do the following:

1. Log in to the SalesDemo company of Acumatica E

2.

RP.

On the Companies form (SM203520; System > Management > Manage), in the Company ID

box, click the magnifier icon and select the company with the SalesDemo login name, as shown

in the screenshot below.
3. In the Company Name box, type Company.

Save your changes to the company.

Revision Two HQ ~ Companies

L + < > CREATE SNAPSHOT RESTORE SNAPSHOT
OPTIMIZE DATABASE
Company 1D 2 o] Status Active

* Login Name: SalesDemo Company Name Company

SNAPSHOTS SNAPSHOT RESTORATION HISTORY USERS

c IMPORT SNAPSHOT  PREPARE FOR EXPORT ~

B © [ Mame Description Ready Size (MB) Creation Versiol  Export
For Date Mode
Expor

Figure: Specifying the company name

CUSTOMIZATION TOOLS -
CHANGE TO TEST COMPANY
il
Company ID Customization Is
Safe
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What Files Are Provided with the Course
The following files are provided with this course:
e S130 InquiriesReportsDashboards 5 3.pdf: This guide
e 5130.zip: The S130 customization project to be used in some lessons

e S130 Files.zip: Files, such as images, to be used in some lessons

How to Import a Customization Project

The list of files provided with the course includes the s130.zip file. This is the customization project,
whose data you will use in the course lessons. To import this customization project, do the following:

1. On the Customization Projects form (SM204505; System > Customization > Manage), on the
form toolbar, select Import > Import New Project.

2. In the Open Package dialog box, which appears, click the Choose File button, select the
5$130.zip file, and click Upload. The S130 project appears in the list of customization projects.

3. Select the unlabeled check box for the S130 project, as shown in the screenshot below, and click
Publish on the form toolbar.

© Revision Two HQ -~ Customization Projects CUSTOMIZATION ~ HELP
Cc o L + X PUBLISH IMPORT ~ EXPORT  VIEW PUBLISHED
B O Published * Project Name Level Screen Names Description Created By Last Modified On
O EcommerceSept17 IN202500 admin 9M17/2014
O HideSSN CR303010 admin 7/18/2014
O POstatus PO301000 admin 71872014
> 5130 admin B8/24/2015
O Stocklmage admin 8132014
O Stockltemlmages admin 8/13/2014

Figure: Selecting the customization project for publishing

4. In the Compilation dialog box, which appears, click the Publish button, as shown in the
following screenshot.

Compilation imps

Publish Customization

Compiled Projects: 513@

Validation started

Copy website C:\Program Files (x86)‘\Acumatica ERP\Customization‘\InstanceNameValidation\InstanceNameliebsite
Done

Validating Website: C:\Program Files (x86)\Acumatica ERP\Customization\InstanceNameValidation‘InstanceNamsWebsite
IIS APPPOOLMASP.NET w4.@ Classic

Building directory '/WebSiteValidationDomain/App_Code/".

Building directory '/WebsitevalidationDomain/App_RuntimeCode/'.

Building directory '/WebSiteValidationDomain/Controls/'.

Building directory '/WebSiteValidationDomain/Customization/'.

Building directory '/WebsitevalidationDomain/Dashboards/".

Building directory '/WebSiteValidationDomain/MasterPages/".

Building directory '/WebSitevalidationDomain/'.

Compiler time, seconds: 16.441

Validation finished successfully.

Publish || Warning. Active website users will be logged out.

Figure: Confirming a publishing

5. When the project is published and the notification Website has been updated appears at
the bottom of the Compilation dialog box, close the dialog box.
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6. On the Customization Projects form (SM204505), notice that the Published check box is

selected for the S130 project. This means that you have successfully imported and published the
customization project.

The S130 customization project contains the following:

The AR-Invoices generic inquiry, developed on the Generic Inquiry form (SM208000; System >
Customization > Manage)

The Open Sales Orders by Customer (RD) report (SO615000; Distribution > Sales Orders >
Reports > Audit)

Related Links

Updating Acumatica ERP Locally
Installing Acumatica ERP Locally
Customization Projects


https://help.acumatica.com/?ScreenId=ShowWiki&pageid=2ae7c032-3795-4928-9531-3c29ffc19bcd
https://help.acumatica.com/?ScreenId=ShowWiki&pageid=0ef87613-2643-432d-97e9-af7468ee2322
https://help.acumatica.com/?ScreenId=ShowWiki&pageid=4d3a1166-826c-414b-a207-3d1669fbf9e5

| Introduction to Acumatica ERP User Interface | 12

Introduction to Acumatica ERP User Interface

Acumatica ERP now offers two user interfaces:
e Modern, introduced in 2017 R2, which is now used by default
e (lassic, which is the user interface used in previous Acumatica ERP versions

The following sections describe the main aspects of working with Acumatica ERP user interface when
you complete this training guide:

1. Completing the Training in Modern UI

2. Configuring the Quick Menu for the Training
3. Completing the Training in Classic UI
4

Navigating to Forms: Tips

1. Completing the Training in the Modern UI

For completing the training, we recommend that you use the modern user interface, which provides an
enhanced new look and easy navigation in the system. The following sections provide an overview of
the modern UI and explain how to navigate in the system during the completion of the training.

To Configure Workspaces in the Main Menu

In the modern UI, the links to forms and reports are organized in workspaces, each of which
corresponds to a functional area in the system. The main menu displays menu items corresponding to
these workspaces (such as Finance or Banking); you can click any menu item (see the screenshot
below).

You can configure the list of workspaces displayed on the main menu panel by pinning and unpinning
workspaces. Workspaces you can access that are unpinned from the panel are hidden under More
Items.

To pin a workspace to the main menu panel, open the needed workspace, and, on the workspace title
bar, click Pin (see the following screenshot).



2 Acumatica

THE CLOUD ERP

Q

Search

V¢ Favorites Customization: Quick Menu
A Data Views Profiles
5_@ Fi Customization Projects
inance
Site Map
E Banking Lists as Entry Points

Generic Inquiry

° Payables Pivot Tables

o Receivables Dashboards
Filters

W Purchases

== Dashboards

==: More Items

Customization

Figure: A workspace unpinned from the main menu
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To unpin a workspace from the main menu, on the workspace title bar, click Unpin (see the following

screenshot).

£ Acumatica

THE CLOUD ERP

V¢ Favorites Banking: Quick Menu
A Data Views -
Transfer
5_@ Finance
- Transactions
iii Banking
Transactions
e Payables Funds Transfers
Reconciliation Statements
0 Receivables
Profiles
! Purchases Cash Accounts
BE Dashboards Processes
Import Bank Transactions
Process Bank Transactions
5 More Items

Release Cash Transactions

Close Financial Periods

Figure: A workspace pinned to the main menu

To Navigate to a Form from a Quick Menu

W

admin, admin -
EIE

Process
Bank
Records

New
Deposit

1

Inquiries
Cash Account Details

Cash Flow Forecast

Reports

Cash Account Summary
Cash Account Details
Reconciliation Statement

Cash Requirements
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Forms in the modern UI are grouped by workspaces, which are shown on the main menu on the left
side of the screen. When you select a workspace, the system shows its Quick Menu, which has links to
the most commonly used forms and reports of the workspace (see the screenshot below), listed under
categories to further organize them. You can click a form name to navigate to it.

et _-I

Y7 Favorites

CT) Time and Expenses
5_@ Finance

ﬁ Banking

e Payables

o Receivables

0 User Security

= More ltems

Finance - Quick Menu

N Account = Account

== Summary Details

Transactions Inquiries

Journal Transactions Account Summary

Profiles Account Details

Financial Periods Reports

Chart of Accounts Trial Balance Summary
Transactions for Period

Processes

; . Transactions for Account
Reclassify Transactions

Close Financial Periods

Budgets
Budgets

Release Budgets

Figure: Navigating to a form from a Quick Menu

To View All Forms in a Workspace

g Reclassify

Joumal
Entries

Financial Statements
Balance Sheet

Profit & Loss

To find any form of a workspace that is not shown on the Quick Menu, you can click the Quick Menu title
bar to switch to All Items mode. In this mode, you can see the links to all forms that are included in
the selected workspace (see the screenshot below).



| Introduction to Acumatica ERP User Interface | 15

Desmere _II

¥y Favorites Finance - All Items

G) Time and Expenses

Account Account = Reclassify
Summary " Details Joumal
Entries
5_|§ Finance
- Transactions Inquiries
1 Banking
Journal Transactions Account Summary
@ Payables Journal Vouchers Account by Period
Trial Balance Account Details
o Receivables
Profiles Reports

0 User Security Financial Periods

Trial Balance Summary
Recurring Transactions Trial Balance Detailed

Chart of Accounts Transactions for Period

More ltems

Transactions for Account
Processes

GL Edit Summary
GL Edit Detailed

Release Transactions

Release Vouchers
GL Edit Account Distribution

GL Register
GL Register Detailed

Post Transactions
Generate Recurring Transactions
Reclassify Transactions

Close Financial Periods GL Recurring Transactions

Validate Account History GL Recurring Transactions Detai

GL Reversing Batches
Budgets

Budgets
Release Budgets

GL Budget Edit

Figure: Displaying all items of the Finance workspace

To Add Forms to a Quick Menu

To add a form that currently is not shown on a Quick Menu of a particular workspace, open the needed

Financial Statements
Balance Sheet

Balance Sheet - Comparative
Profit & Loss

Profit & Loss - Comparative
Profit & Loss - Quarterly

Cash Flow

Preferences

General Ledger Preferences
Financial Year

Ledgers

Voucher Entry Codes
Budget Configuration
Account Classes

Report Definitions

Row Sets

Column Sets

Unit Sets

workspace, and on the workspace title bar, click the Edit button (see the previous screenshot). In
Configuration mode, select the check boxes next to the needed forms, and then click Exit to apply

your changes and exit Configuration mode.
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Select the items to be added to the Quick Menu.

Transactions
Journal Transactions
Journal Vouchers
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Profiles
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Release Vouchers
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Figure: Adding forms to a Quick Menu

Inquiries
Account Summary
Account by Period

Account Details

Reports

Trial Balance Summary
Trial Balance Detailed
Transactions for Period
Transactions for Account
GL Edit Summary

GL Edit Detailed

GL Edit Account Distribution
GL Register

GL Register Detailed

GL Recurring Transactions
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GL Reversing Baiches

EXIT 5]

Financial Statements
Balance Sheet

Balance Sheet - Comparative
Profit & Loss

Profit & Loss - Comparative
Profit & Loss - Quarterly

Cash Flow

Preferences

General Ledger Preferences
Financial Year

Ledgers

Voucher Entry Codes
Budget Configuration
Account Classes

Report Definitions

Row Sets

Column Sets

Unit Sets

The full list of forms used during the completion of this training is provided below in this topic. We
recommend that you be sure all these forms have been added to the applicable quick menus, to
simplify navigation during the completion of the training.

To Review and Open Documents on Substitute Forms

Substitute forms provide a quick and easy way to review the list of records created on the applicable
data entry forms. A substitute form is a generic inquiry that shows the summary information on the

records entered on the particular entry form. Substitute forms are initially brought up instead of the
corresponding entry forms when a user navigates to these forms in the Quick Menu.

For example, if you click Journal Transactions (under the Transactions category) on the Quick Menu
of the Finance workspace, the system opens the Journal Transactions substitute form (GL3010PL),
which shows the list of all transactions in the system (see the screenshot below). The substitute form
may show tabs that filter the documents by their type or status.

To open the Journal Transactions entry form (GL301000) for entering a new batch of transactions from
the Journal Transactions substitute form (GL3010PL), you need to click Add New Record button on the
form toolbar.
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Journal Transactions CUSTOMIZATION = TOOLS =
cC = |+ 2 K B T 2
ALL RECORDS POSTED HOLD ALANCED POSTED CHEDULED
B 0 [ Module Batch Number Tmnsagm{n Post Period Description Control Total Currenc Status Ledger
ate
o O AP 000002 1/1/2018  01-2018 Rent and utilities bill 2,200.00 USD Posted ACTUAL
L 0O AP 000001 1172018 01-2018 Office supplies 01-2018 30.00 USD Posted ACTUAL
L [ cA 000015 13172018 01-2018 515 Bank Service Fee Paid f. 15.00 USD Posted ACTUAL
D [0 CA 000014 1/31/2018  01-2018 $25 Interest Earned on the 25.00 USD Posted ACTUAL
L O CcA 000013 112018 01-2018 Savings Account Replenish. 1,000.00 USD Posted ACTUAL
B O 6L 000012 12/29/2017  12-2017 Payment for the utilities bill 200.00 USD Posted ACTUAL
o [ 6L 000011 1212572017 12-2017 Interest payment for the ban.. 15.00 USD Posted ACTUAL
B 0O 6L 000009 1/1/2018  01-2018 The company accrues rent e. 1,000.00 USD Posted ACTUAL
L 0O oL 000003 12312017 12-2017 The company accrues rent & 1,000.00 USD Posted ACTUAL
L 0O 6L 000007 12/5/2017  12-2017 Company collects cash fors 6,000.00 USD Posted ACTUAL
L O 6L 000006 12/5/2017  12-2017 Company collects cash for s 6,000.00 USD Posted ACTUAL
B 0O 6L 000005 12/52017  12-2017 Company collects cash for s.. 6,000.00 USD Posted ACTUAL
B O 6L 000004 12i5/2017  12-2017 Company pays salaries with ... 4500.00 USD Posted ACTUAL
o [ 6L 000003 12/5/2017  12-2017 Company buys office suppli... 250.00 USD Posted ACTUAL
B D oL 000002 121572017 12-2017 Company gets the bank loa. 5,000.00 USD Posted ACTUAL
i DO 6L 000001 121572017 12-2017 The owner invests $10,000 10,000.00 USD Posted ACTUAL
3
K <

Figure: Viewing the Journal Transactions substitute form

If the training

instructions ask you to open a particular document (such as a batch, an Accounts Payable

bill, or an Accounts Receivable invoice), you can find this document on the appropriate substitute form
and then click its reference number link to open this document on the data entry form. Alternatively,

you can open

the data entry form itself, select the module or document type (depending on the form),

and in the Reference Nbr. box, click the selector icon and select the document by its reference
number (see the screenshot below).

Invoices and Memos

[ NOTES ACTIVITIES
- SAVE & CLOSE o Lo + [} B~ KK 4 > bl ACTIONS = INQUIRIES + REP(
Type: Credit Memc * Customer: P #  Detail Total: 0.00
Reference Nbr: | <NEW= £ Terms: Tax Total: 0.00
Status: Select - Reference Nbr. Ox
SELECT € = Y | o]
* Date:
A Ef Reference  + Customer Order Date Post Customer Customer Name Cul
* Post Period: Nbr. Period
Customer Order: [, Zap0007 312018 032018 CD00000004 LateCo Us

Description:

DOCUMENT DET,

c + 2

B O [ Inventory

Figure: Opening a document by its reference number

Configuring the Quick Menu for the Training

Before you start to complete the training, make sure the needed workspaces (listed below) are pinned
to the main menu and menu items (listed below along with the categories of the workspace they should



| Introduction to Acumatica ERP User Interface | 18

be listed under) are shown in the Quick Menus of the corresponding workspaces and add the forms that
are not shown. This will help you access the forms quickly.

The following workspaces should be pinned to the main menu:
e Customization
e Sales Orders
e Receivables
e System Management
e User Security

You can temporarily unpin workspaces other than the workspaces listed above from the main menu for
your convenience.

The following items should be included in the Quick Menu of the corresponding workspaces:
e Customization workspace
e Inquiries > Source Code
e Profiles > Customization Projects
e Profiles > Dashboards
e Profiles > Filters
e Profiles > Generic Inquiry
e Profiles > Pivot Tables
e Profiles > Site Map
e Sales Orders workspace
e Transactions > Sales Orders
e Receivables workspace
e Profiles > Customers
e Transactions > Invoices and Memos
e Reports > Customer Summary
e System Management workspace
e Localization > System Locales
e Localization > Translation Dictionaries
e System Preferences > Site Preferences
e User Security workspace
e Access Rights > Access Rights by Screen

e User Management > Users

3. Completing the Training in the Classic UI

The following sections provide a quick overview of the classic UI and explain how to navigate in the
system during the completion of the training.

To Switch Back to the Classic Ul

When you have created a new company and signed in to it, the modern user interface is enabled by
default. If you need to switch back to the classic UI, do the following:
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1. In the top right corner, click the name of the current user, and click My Profile, as shown in the
following screenshot.

. ;g’?ﬁfnﬁ v 2 admin, admin A

e admin, admin
L]

MY PROFILE

Last sign in
10/23/2017 6:59 AM SieN ouT

Figure: Opening the user profile

2. On the User Profile form (SM203010), which opens, select the Show Classic UI by Default
check box, and save your changes.

Switch to Modern UI in the menu (see the screenshot below).

10/23/2017 8:02 AM ADMIN

) Sign Qut

IEI To switch back to the modern UI, again click the name of the current user in the top right corner and click

D NOTES FILES Switch to Modem Ul
Crganize Favorites. .

User Profile...

Figure: Switching to the modern UI
To Navigate to Forms in the Classic UI

To help learners to search for particular forms during the training completion in the classic UI, the paths
to forms in this training guide are based on the classic UI. The main menu, at the top of the screen,
shows suites and the modules of the selected suite. The navigation pane, located on the left side of the
screen, shows the forms of the modules grouped by their functions. The path to a particular form is
specified as follows in the training:

Form Title (Form ID; Suite > Module > Tab > Node)
For example, the form with the following path is shown in the screenshot below:

General Ledger Preferences form (GL102000; Finance > General Ledger > Configuration > Setup)
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= C 1) | @ localhost/AcuDB/Main?Screenld=5GL102000

o Acumatlca ORGANIZATION FINANCE CONFIGURATION SYSTEM HELP Suite

w General Ledger Cash Management Accounts Payable Accounts Receivable Taxes Currency Management

General Ledger 4 | © General Ledger Preferences

Search -
- > fud = NUMBERING SETTINGS POSTING SETTINGS

~|SETUP = Batch Numbering Sequence: BATCH - GL Batch P &£ Generate Reversing E...  On Post -

| General Ledger Preferences * Import Numbering Sequence: TBIMPORT - GL Trial Balanc © & @ Automatically Post on Release
Financial Year = Schedule Numbering Sequence:  SCHEDULE - Repeating Tas © & ) Allow Posting to Closed Periods
Ledgers * Document Batch Numbering S BATCH - GL Batch p £ BCaratelConauideiadiBates
Account Classes 5 . .

#l Reuse reference numbers in Journal Vouchers Automatically Release Reclassification Batches

Voucher Entry Codes

- MANAGE CHART OF ACCOUNTSSETTINGS — DATA ENTRY SETTINGS
Chart of Accounts ¥TD Net Income Account 302000 - Year-to-Date Net Incor I Hold Batches on Entry
Budget Configuration * Retained Eamings Account 303000 - Retained Earnings 0 | Hold Vouchers on Entry

- ANALYTICAL REPCRTS Sign of the Trial Balance Normal - Validate Batch Control Totals on Entry
Report Definitions Chart of Accounts Order ROUNDING SETTINGS
Row Sets - e
Column Sets ® 1:Assets 2:Liabilities 3:Income and Expenses Rounding Gain Account: o
Unit Sets 1:Assets 2:Liabilities 3:Income 4:Expenses Rounding Loss Account: o

1:Income 2:Expenses 3:Assets 4:Liabilities
1Income and Expenses 2:Assets 3:Liabilities

Custom Chart of Accounts Order
Figure: General Ledger Preferences form in the classic UI

4. Navigating to Forms: Tips

The following tips apply to the modern and classic user interfaces and will help you to quickly find and
open any form.

How To Search for a Form by Its Title or ID
At any time, you can quickly search for a particular form by typing its title or ID in the Search box:

e In the modern UI, type the text in the Search box on the top of the screen (see the following
screenshot). The system shows the search results in the Search window, which opens when you
start typing the text in the Search box. Then on the Menu Items tab of the Search window, you
click the link to open the needed form.

Qncmatc  EENE—

‘Q{ Favorites MENU ITEMS (2) TRANSACTIONS AND PROFILES
CT) Time and Expenses & Finance
8J3 Finance Preferences

General Ledger Preferences
- .
111 Banking

Ledgers

o

Payables

Receivables

& O

User Security

==x More Items

Figure: Searching for a form by title in the modern UI
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e In the classic UI, type the text in the Search box at the top of the navigation pane (see the
following screenshot). To navigate to the needed form, click it in the drop-down list with the
search results.

o AC leat ica ORGANIZATION FINANCE CONFIGURATION SYSTEM HELP

* General Ledger Cash Management Accounts Payable Accounts Receivable Taxes Currency
General Ledger 4 2 Journal Transactions
Ledgel Search S (] o> K < by
Search Suggestions

Search for "Ledger” in General Ledger

Search for "Ledger” in All Entities Module: GL - * Ledger:
Search for "Ledger” in Help Batch Number: = <NEW= 0
Search for "Ledger” in Files Status: On Hold

# Ledgers Hold
Finance > General Ledger
11/272017

= Transaction D...
# General Ledger Preferences
Finance = General Ledger 1) Post Period: 11-2017 j ol

Description:

-

Financial Periods
Recurring Transactions
~ EXPLORE

Account Summary B O [ *Account Description Eﬁiﬁ

c + 2

Account by Period

Account Details

Figure: Searching for a form by its title in the classic UI

How To Navigate to Forms by Using the Form ID

In the training guide, each form is referred to by its ID. If you are not sure in which area a particular
form is located, instead of searching for the form, you can simply open it by using its form ID. You can
do this in both the modern UI and the classic UI as follows:

1. In the browser's address bar, change the form ID of the currently opened form to the form ID of
the needed form (see the screenshot below).

Q Journal Transactions x

& C () | ® localhost/AcuDB/Main?Screen|d=eRg[iy

Figure: Entering the form ID

2. Press Enter. The system navigates to the form.
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Using the following Acumatica ERP reporting tools you can modify existing reports and develop new
ones, which can be delivered online, converted to PDF, or delivered via email:

Generic inquiries

Report Designer

Dashboards

Reusable filters

Analytical reports

You can distribute generic inquiries, reports, shared reusable filters, analytical reports, and
access rights to these objects as a part of a customization project. For more information on using
customization projects, see the links in the Related Links section of the topic.

Generic Inquiries

The Generic Inquiry is an integrated Acumatica ERP tool that provides non programmers with an easy-
to-use web-based interface they can use to create inquiries and add them to the system.

(]
L)

v | [

EEEEEREE R EEE

Istomer,

Order Type
ar

Lo o T [ T (o R o T o R )
BBBBIEIEEI

X Y

# Include Clos

Order Nbr.
QT000008
QT000017
QT000027
50003209
S0003210
50003211
50003212
50003213
50003214

Status

Open
Open
Open
Completed
Completed
Completed
Completed
Completed
Completed

Figure: The example of an inquiry form

Report Designer

Revision Two HQ - Sales Orders and Quotes

A From Date

ol To Date

Customer Name
AMRO Bank N.V.
AMRO Bank N.V.
Widget Connection
Agrilink Food
Microchip Restaurant
Cocciatan Pizza
Agrilink Food

Qvik Process GmbH
Cocciatar Pizza

CUSTOMIZATION DASHBOARD = HELF =

o
e

B6/172015 -

6/30/2015  ~
Date  Currency Order Total
62015 USD 6,750.00
6/12/2015 | USD 43,000.00
6/4/2015 | USD 759.98
6/5/2015 | USD 56,289.30
6/6/2015 | USD 47,658.00
672015 | USD 25,179.50
6/14/2015 | USD 15,946.60
6/24/2015 | EUR 38,305.00
6/24/2015 | USD 30,644.00

Acumatica Report Designer is a standalone application that you can use to create, edit, and save
reports suitable for printing, such as customer statement form or invoice form. When the standard
reports do not include needed data or when their layouts do not meet your needs, you can customize
the report or design a new one. With the Report Designer, you can select data, calculate required
values based on the selected data, customize reports layouts, group the selected data, create totals and
subtotals.
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HELF =

£ C @ PRINT SEND EXPORT + Find

Revision Twa HQ

4030 Lake Washington Bivd NE
Suite 100

Kirkland, Wa, 98033

Phone: 206-555-1212

Web: www .revisiontwo.com

BILL TO:
Shortstop Sports
1255 Bay St
Staten Island NY
UNITED STATES

INVOICE

Reference Nbr.: AROO3626
Date: 08-Jul-2015
Due Date: 08-Aug-2015
Customer |D: SNOSHORT
Currency: usD

SHIP TO:

Shortstop Sports
1255 Bay St

Staten Island NY
UNITED STATES

CUSTOMER REF. NBR. TERMS CONTACT
I T Baler Maxvel, Mr
TEM uoMm UNIT PRICE DISC. EXTENDED PRICE
1 CONTRAINT: Stamina In-hotion Elliptical 200.00 EA 25.00 0% 17,600.00
Trainer
2 CONTRAMPL: Skywalker trampoline - 15ft 35.00 E& 0% 12,831.00
round
3 COMWEIGHT1: Bowflex Adjustable 40.00 E& 0% 11,960.00
Cumbbells
4 COMTENBAL1: Lobster Portable Tennis Ball 4.00 E& 798.00 0% 3,196.00
Maching
5 COMTRAMPL: Skywalker trampoline - 15ft 1.00 E& 325.00 0% 325.00
round
NOTE: Sales Total:
Tax Total:
Discount Total: 0.00
Total (USD): 46,116.00

Figure: The example of an executed report

Dashboards

Page: 1 0f1

A dashboard is a collection of widgets that are displayed on a single page and are designed to give you

needed information at a glance. With dashboards,
your fingertips.

you can act on real-time information that you have at

Dashboards may serve different purposes, and you can create dashboards that display information from
various sources, including Acumatica ERP inquiry and processing forms, wiki articles, announcements,

and event calendars. If the source is an Acumatica

ERP form, its data can be displayed in various types

of charts and tables, with the data filtered according to selection criteria. From the dashboard, you can

click any widget to explore the information further.
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¢ VENDORS WITH OPEN BALANCES ~ | @ TOP 10 CUSTOMERS -
1.49% 4.36%
2.43% 1.48% 200,000
2.16% 1.57%
150,000
14.17%
100,000
1.04%
50,000
- m o
AL R CLo Ty e L 05 o¥® 0
Bl am"ﬁ:c@‘“?‘a\ S“QF:\L““"‘ T > S: ttg‘*eggﬁ(:ﬁﬂ"a:\i‘;"‘”p 5;‘:‘3'@@6‘“9 =
69.94% M e ° ma\s:“’q\l ™ S S‘BLERBB"‘
e 4 2C1®
(G(n\G
I Customer Name
C MY TASKS -
Summary Status Due Date Owner Related Entity Description
Contact Deyo about laptop pricing Open 72212015 EPOOCOOD00Z Tediums, Deyo
Modify legal contract Open 121772014 EPOOCOOD00Z Coffee, Kim
Provide volume pricing propesal Open 112772014 EPOOCOOD00Z Correll, Justin
Review specs for roadbuilder project Open 9/30/2014 EPOO000D002
Approve pricing discount for ToyStar Processing 12/212014 EP0O000D00Z 000071, Consumer goods distribution opportunity
Executive call to help close opportunity Processing 10/29/2014 EP0O000D00Z 000070, Consumer goods distribution opportunity

Figure: The example of dashboards

Reusable Filters

You can use reusable filters to create additional filtering conditions for Acumatica ERP list forms and
inquiries easily and quickly.

< Revision Two HQ -~ Customer Summary CUSTOMIZATION ~ DASHBOARD =  HELF +
cC o # < > REPORTS~ W X ¥ £
-~
* Branch HQ - Revision Two HQ P Currency ID: o Total Balance: 572,216.38
Period o ) Split By Currency Total Prepayments 0.00
Customer Class: » ¢ Customers with Balance Only Total Unrealized Gain/Loss: 167377
AR Account: o [ By Financial Period

AR Subaccount:

All Records || Customer Balance < 1,000 | Customer Balance >= 1,000. < 10,000 | Customer Balance >= 10,000

B Customer ID Customer Name Last Activity  Curre Current|  Currenc Currency ~ Currenc  Beginnin Ending  Prepayment: PTD Sales PTD  Unrealized
Period D Beginn | Ending  PTD Sales PTD  Balance  Balance Balance Payment GainlLoss
Balance|  Balance Paymen

» ABARTEMDE  USA Bartending School 07-2015 USD  42,975.00 42,053.00 578.00 1,500.00 | 42,975.00 42,053.00 0.00 578.00 1.500.00 0.00
ELEIMPORT Electonic Importers 07-2015 USD | 11,266.15 4,784.00 4,784.00 | 11,266.15 11,266.15 | 4,784.00 0.00 4,784.00 | 11,266.15 0.00
FDIQVIK Quik Process GmbH 07-2015 EUR 52,165.00 52,165.00 0.00 0.00 | 56,200.17 | 56,200.17 0.00 0.00 0.00 1.673.77
INDSUPPLY Industrial Supply Inc 07-2015 USD | 56,009.98 25226.95 25226.95 | 56,009.98 56,009.98 | 25226.95 0.00 25,226.95 | 56,009.93 0.00
ROADBUILDR | Road Builder Company 11-2014 UsD  7.010.00 5.00 0.00 7,000.00 7.010.00 5.00 0.00 0.00 7.000.00 0.00
SAFECREDIT | Safe Credit Unien 07-2015 usp 500.00 | 1,000.00 500.00 0.00 500.00  1,000.00 0.00 500.00 0.00 0.00
SNOSHORT Shortstep Sports 07-2015 uso 69,679.32 4781653 46,116.00 63,000.00 69 67932 | 4781653 0.00 46,116.00 | 68,000.00 0.00
TOYONEILL O'Neill's Trading 07-2015 USD | 48,353.30 48,353.30 48,353.30 | 48,353.30 48,353.30 | 48,353.30 0.00 48,353.30 | 48,353.30 0.00
TOYSTAR Star America Toys 07-2015 USD | 61,488.88 61,700.00 61,700.00 61,488.88 61,488.88 61.700.00 0.00 61,700.00 | 61.438.88 0.00
WESTERNT ... | Westem Star Trucks 07-2015 usp 500.00 | 500.00 500.00  500.00 500.00 500.00 0.00 500.00 500.00 0.00
WIDGETCC Widget Credit Card 07-2015 uso 8,554.81 | 8,500.00 850000 8554381 855481 850000 0.00 850000 855481 0.00

Figure: The example of reusable filters

Analytical Reports

The Analytical Report Manager is an integrated Acumatica ERP utility that provides an easy-to-use web-
based interface that you can use to create financial reports based on the following data:

e General ledger data
e Project accounting data

The system includes sample reports, which use the predefined account classes, such as the following:
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e Balance Sheet
e Statement of Cash Flows

e Profit and Loss

You can use the Analytical Report Manager to modify these reports and create more financial reports

that you need.
& Revision Two HQ -~ Balance Sheet

s C B E PRINT  SEND

EXPORT ~

Revision Two HQ

Balance Sheet
As of August 31, 2015

HELF =

Find

User: admin

Assets

Current Assets
Cash & Cash Equivalents
Account Receivable
Inventories
WP
Due from Related
Other Current Assets
Total Current Assets

Property, Plant and Eguipment

Accumulated Depreciation

Total Assets
Figure: The example of an ARM report

The creation of analytical reports is outside of the scope of this course.

Related Links
Managing Customization Projects
Managing Generic Inquiries
Acumatica Report Designer Guide
Managing Shared Filters
Managing Analytical Reports
Overview of the User Security Configuration Process

67.708,355.74


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&pageid=03b07c52-2ba7-47f0-9b91-00b36aaf21aa
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=5737bca9-aebb-446d-9e1a-bc5fcfad6797
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=24b77bbe-0eb3-4d37-9350-071ae5743571
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=358ac63e-4a14-49e2-ad86-5a13de78df3a
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=6998580f-25d2-42ba-bde5-668c2bf1f551
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=76d104b2-015d-46cf-83a9-2ff37ee3b365
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Part 1: Generic Inquiries

In this part of the course, you will learn step by step how to create and configure a generic inquiry. In
particular, you will learn to:

e Create, configure, and publish inquiries
e Replace entry forms with inquiries

e Expose inquiries by using OData
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Data Access Overview

To design an inquiry, you need to have general knowledge of data access classes (DACs).

In Acumatica ERP, the data is stored in a database. However, users of Acumatica ERP do not access the
database directly. Instead, they access the DACs, as shown in the illustration below.

Similarly, when building inquiries, you retrieve data from the data access classes rather than working
with the database tables directly. In many cases, the data access classes directly correspond to the
database tables; however, this is not necessarily the case for all the tables. The fields of the data
classes correspond to the database columns, but this too is not necessarily the case for all the fields.
For simplicity, we will use the terms data access class, data class, class, and table interchangeably. With
all these terms, we mean the data access class but not the database table.

Acumatica ERP website Data Access Classes System database

Figure: Data access workflow

Determining Which Data Access Classes to Use

You usually create an inquiry to get a certain result. Consequently, you know data which you originally
have to use. Thus, you have to explore which classes you can use to access this data.

To find the underlying data access classes, you can explore the related forms. For example,

suppose that you want to find the data field that holds the sales orders numbers. Thus, you have

to open the Sales Orders form (SO301000; Distribution > Sales Orders > Work Area > Enter), click
Customization > Inspect Element on the form title bar (item 1 in the screenshot below), and click
the Order Nbr. element on the form (item 2). The Element Properties dialog-box opens. You are
interested in two elements—that is, Data Class and Data Field (item 3), which correspond to the class
and field you need (item 3).

C Revision Two HQ ~ Sales Orders [ NOTES  ACTIMITIES  FILES  NOTIFICATIONS | CUSTOMIZATION | HELP =
P + B~ K < b3 Element Properties X 1
Control Type: Fs
= Order Type: SO o * Customer: wontrol Type: Selznar 80.00
Order Nbr. 50003345 L * | ocation: el SOOrder 0.00
Hold Tz Data Field: OrderNbr 0.00
T p—
Status: Completed 2 b Deziwmeri 4 0.00
* Date 12/512015 * Project: SEL'S”“*"‘S Logic: $OOrderEntry 17,958.00
* Requested O Description:
e e [ORRTS S CUSTOMIZE | ACTIONS~ | CANCEL
Customer Order:
External Refer...

Figure: Inspecting an element to get its data access class

You can get more information on the Source Code form (SM204570) about the class you need in two
ways:

e Open the Source Code form from the Element Properties dialog box by clicking Actions > View
Data Class Source (item 4 in the screenshot above). The Source Code form opens in a pop-
up window. The specified data class is shown on the Data Access tab (item 1 in the screenshot
below).
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e Open the Source Code form (SM204570; System > Customization > Explore) directly. In the
Table Name box on the Data Access tab, select the data class you need.

Notice that the data class name in the Element Properties dialog box (item 3 in the screenshot
above) differs from the data class name on the Source Code form (SM204570; item 1 in the screenshot
below), although both names represent the same data class. PX.Objects.SO.SOOrder is the full name,
and SOOrder is the shortened version shown in the Element Properties dialog box. The full name

of any data access class consists of the namespace PX.0Objects. SO, which includes the code of the
module SO, and the class name, SOOrder.

All fields of a data access class are listed on the Data Access tab, as shown in the screenshot below.

To identify the key fields, you need to pay attention to the fields marked with the IsKey or
PXDBIdentity attribute in the source code of the class. Fields that constitute the key of the data
records are marked by the IsKey parameter in the type attribute. One field in a class may be marked
with the PXDBIdentity attribute. This attribute designates the key of the data record, by which

you have to join classes in queries. In such classes with the PXDBIdentity field, you can find other
fields marked with the IsKey attribute, but these fields are used for the user-friendly identifiers in
the user interface, and they do not constitute the actual key of the record. For more information on
the attributes, see the online product documentation supplied with Acumatica ERP (Help > Acumatica
Framework > API Reference > Attributes).

Master classes, such as Customer and InventoryItem, usually have two key fields—that is, one with the
IsKey attribute, and another with PXDBIdentity. For example, the key fields of the Inventoryltem
class are InventoryID, which is marked with the PXDBIdentity attribute, and InventoryCD, which

is marked with the IsKey attribute. For such classes, use the PXDBIdentity field to join classes

in queries and the IsKey field in other cases, such as using for inquiry or report parameters. The
PXDBIdentity field is more preferable to use for joining classes in queries than the IsKey field,
because the PXDBIdentity field is also the identity column of the database table. This column is a
part of the database index, thus the queries with the PXDRIdentity fields execute faster than the
queries with the IsKey fields.

Document and transaction classes, such as SOOrder, ARInvoices, and ARPayment, usually have two
or more key fields, which are marked with the ITsKey attribute. For example, the key fields of the
ARInvoices class are RefNbr and DocType. You can use these fields to join classes in queries.

On the Data Access tab of the Source Code form (SM204570), click #region OrderNbr to expand
its attributes (item 2 in the screenshot below). Inside, you can find the string IsKey = true, which
means that OrderNbr is included in the key of this class (item 3).
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Revision Two HQ Source Code CUSTOMIZATION  HELP +
Screen Aspx | Business Logic | Data Access | Find in Files | Website Sources
Table Name PX.Objects. 30.500rder 2
1
: PX.Data.IBglTable, PX.Data.EP.IRssign, IFreightBase, ICCAuthorizePavment, ICCCapturePay

#reqion OrderTvpe

: PX.Data.IBglField

Figure: Exploring a data access class on the Source Code form

It is a bit more complicated to find the key fields of the Customer class than of the SOOrder class (item
1 in the screenshot below). BAccountID is the key field of the Customer class, but you cannot find the
string TsKey = true, if you expand the #region BAccountID data field (item 2).

Revision Two HQ Source Code CUSTOMIZATION  HELP =

Screen Aspx | Business Logic | Data Access | Find in Files | Website Sources

Table Name PX.Objects.AR.Customer el

Figure: Exploring the Customer class on the Source Code form

Notice that the Customer class inherits the Baccount class (item 3 in the screenshot above). You

can scroll the Customer class on the form and find its parent BAccount class further (item 1 in the
screenshot below). If you expand the #region BAccountID data field (item 2) of the BAccount class,
you can find the string [PXDBIdentity ()] (item 3), which means that Baccount is the key field of
the BAccount class and all classes that inherit the BAccount class. Thus, BAccountID is the key field of
the Customer class.
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Figure: Exploring the Customer class on the Source Code form

Similarly, you can explore any element you need for your inquiry. For the key fields of the class,

you have to observe the data class and the database table. To reveal the relationships between the
classes, inspect the fields of the main and related classes and review the structure of the corresponding
database tables.

values of ordinary data fields. Similarly, an entire class can be virtual—that is, all the data fields

of this class are virtual. For example, the Inventory Transaction Details form (IN404000) uses the
InventoryTranDetEngResult class, which is virtual, to show summary information about inventory
transactions posted within a selected financial period. If you use a virtual data field in your inquiry or
report, this data field returns no data.

Related Links
To Explore the C# Code of a DAC
Exploring the Source Code

IEI Some data access classes have virtual data fields, which values are not stored in the database as


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&pageid=e7fcfc0a-10d9-4b2c-a328-ac7c1d3c62c4
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&pageid=8b029e01-6b17-401a-b680-46f9ab69c4cb
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Lesson 1: Creating a Generic Inquiry

In this lesson, you will create the Open Sales Orders by Customer inquiry, which lists sale orders that
meet the following criteria:

The type of the sales orders is SO (Sales Order).

The status of the sales orders is Open. (Optionally, the user can include sales orders of other
statuses in the inquiry results.)

The dates of the sales orders fall within the date range that the user has to specify.
The sales orders are filtered by the selected customer, if the user has specified one.

The listed sales orders are sorted by date and customer name.

You will go through the whole process of creating this inquiry.

At the end of the lesson you will be suggested to do a practice exercise.

Lesson Objectives

In this lesson, you will learn how to do the following:

Select the tables for the inquiry

Specify the table relations

Configure the inquiry parameters

Specify the inquiry conditions

Group the inquiry data

Sort the inquiry data

Configure the grid that displays the results of the inquiry
Use calculated values for the result columns

Preview and publish the inquiry
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Step 1.1: Creating the Inquiry
You create an inquiry on the Generic Inquiry form (SM208000). Do the following:
1. Open the Generic Inquiry form (SM208000; System > Customization > Manage).
2. Create a new inquiry with the following settings:
e Inquiry Title: sO-OpenByCustomer
¢ Arrange Parameters in: 2
3. Save the inquiry.
Inquiry Title is the inquiry name, which has to be unique among the generic inquiries.

Arrange Parameters in specifies the number of columns in which the inquiry parameters are arranged
on the inquiry form.

At the next step you will select the tables to the inquiry you have created.
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Step 1.2: Selecting the Tables for the Inquiry

To configure the inquiry you created, you will use the sales order class and the customer class. To find
these classes and to reveal the relationships between them, do the following:

1.

To discover the class that provides access to the sales order data, investigate the Sales Orders
form (SO301000; Distribution > Sales Orders > Work Area > Enter).

To discover the class that provides access to the information about the customers the sales were
made to, investigate the Customers form (AR303000; Finance > Accounts Receivable > Work
Area > Manage). Notice that the Customer ID element corresponds to the AcctCD field. AcctCD
is a user-friendly substitute for the bAccountID key field for the user interface, but AcctCD is

not the identity key. In the database terminology, AcctCD is a natural key, and bAccountID is a
surrogate key.

To find the key fields of the classes you discovered, observe them on the Source Code form
(SM204570; System > Customization > Explore). On the Table Name box on the Data Access
tab, select the data class you need.

You can open the Source Code form with the appropriate data class while you are investigating
IEI the Sales Orders and Customers forms. To do that, in the Element Properties dialog box, click
Actions > View Data Class Source.

You can discover that the SOOrder class provides access to the sales order data. The Customer class
provides access to the customers. The CustomerlID field of the SOOrder class is the reference to

the customer record—that is, the CustomerID field is the foreign key to the BAccountID field in the
Customer class, as shown in the following diagram.

S0O0rder Customer

£ OrderNbr L BAccountiD

P OrderType P AcctCD
CustomeriD >OJ AcctName
OrderDate
OrderQty
OrderTotal
OrderType

Status
OrderDesc

Figure: The classes and relationships between them

Selecting the Tables for the Inquiry

To add the classes shown in the diagram above to the inquiry, do the following:

1.

On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

On the Tables tab, add a row, select the cell in the Table Name column, and click the magnifier
icon, as shown in the screenshot below.

In the dialog box, which appears, you can select the needed class. On the Most Used tab, which
opens by default, you can find the list of the most used classes, which have the non empty
Display Name attribute. On the All Records tab, all the available classes are listed.

On the Most Used tab, filter the list of classes by customer and double click the row with the
PX.Objects.AR.Customer class, to select the class.
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Figure: The Tables tab with the added classes

4. Add the next row, and select the PX.Objects.S0O.SOOrder class in the Table Name column.
You can look for the class you need straightly in the Table Name column, as shown in the

screenshot below.



£ Revision Two HQ -~ Generic Inquiry

B -~ + ¥ - K <

* [nquiry Title: S0-OpenByCustomer

Site Map Title

Site Map Location:
Screen |D
Expose via OData

Tables | Relations | Parameters | Conditions
c s X M+
B o * Table Name

[0 PX.Objects AR Customer
* 0 soorder

>

* Alias

PX Objects SO SOOrder

PX.0Objects.50.
PX.Objects. S0,
PX.Objects. S0,
PX.Objects. S0,
PX.Objects. S0,
PX.Objects. S0,

DiscountDetail

Entry+30Adjust

Shipment
Type

ProcessSelected

Entry+CCProcTranV

2l

Grouping | Sort Order

Customer

Figure: The Tables tab with the added classes

5. Save your changes to the inquiry.
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PX.Objects.SO.SOOrder and PX.Objects.AR.Customer are the full names of the sales order class and the

customer class, respectively.

Alias contains the class names that you will use to refer to the table while creating the inquiry. You
can type Alias manually or leave it empty, as you did. If you leave Alias empty, the system fills it in
automatically, when you select an other row or save the inquiry. Once you select an other row or save

the inquiry, you cannot change Alias.

Related Links
Generic Inquiry (Tables Tab)
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Step 1.3: Specifying the Table Relations

You have to specify the relationships between the classes you added so that the system can generate a
query. In the Table Relations area of the Relations tab, you specify the relations between the pair of
tables. In the Data Field Links for Active Relations area of this tab, for each pair of related tables,
you specify the links between the columns of these two tables.

using a table that is not joined with the others is to select some fields of this table as Schema Field of
some inquiry result columns. For more information on configuring the results grid of an inquiry, see Step
1.7: Configuring the Inquiry Results Grid .

IEI You can add two or more tables to your inquiry without having to join them. The most common case of

To specify the relations, do the following:

1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

2. On the Relations tab, in the Table Relations area, add a row and specify the following
settings, as shown in the screenshot below:

e Parent Table: SOOrder
e Join Type: Inner
e Child Table: Customer

3. On the Relations tab, in the Data Field Links For Active Relation area, add a row and
specify the following settings:

e Parent Field: CustomerID
e Condition: Equals
e Child Field: BAccountID
This links the classes selected in the Table Relations area by their identity keys.

When you select data fields, you can look for the field you need by filtering the list of available
fields, as shown in the screenshot below.

4. Save your changes to the inquiry.

You selected SOOrder as the parent table, because the required sales data is provided by the SOOrder
class. The Customer class provides additional information, so you selected it as the child table.

An Inner join creates a result by combining the rows of the parent and child tables when there is at
least one match in both tables. For an Inner join, the order of tables does not matter. You could select
the Customer class as the parent table and the SOOrder class as the child table and get the same
result.

A Left join returns all rows from the parent table combined with the child table, even if there are no
matches in the child table. Therefore, the order of classes is important if you use a Left join.

IEI Join types selected in the Join Type column work exactly the same as appropriate SQL JOIN statements.
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Figure: The Relations tab with the configured relationships between the classes

Related Links
Generic Inquiry (Relations Tab)
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Step 1.4: Configuring the Inquiry Parameters

You also need to specify the inquiry parameters for the generic inquiry being designed. The inquiry
parameters will be displayed on the inquiry form above the data, and the user will enter values for
the parameters. For this inquiry, the user can enter the date range and, optionally, the customer. To
configure these parameters, do the following (as shown in the screenshot below):

1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

2. On the Parameters tab, add to the table the following lines, each of which represents an inquiry

parameter:
Is Name Scheme Field Display From Default
Required Name Schema Value
Selected DateFrom SOOrder.OrderDate |Date From |Selected 8/9/2015
Selected DateTo SOOrder.OrderDate |Date To 8/15/2015
Customer Customer.AcctCD Customer
OrderStatus <CheckBox> Open Only |Selected Cleared

As the Default Value of the inquiry parameters with the date data type, you can specify an
exact date or select one of the following date-relative parameters:

o @WeekStart and @WeekEnd: The start and the end of the current week

e @MonthStart and @MonthEnd: The start and the end of the current month

e @PeriodStart and @PeriodEnd: The start and the end of the current financial period
e @QuarterStart and @QuarterEnd: The start and the end of the current quarter

e @YearStart and @YearEnd: The start and the end of the current year

e @Today: The current day

For the list of available predefined parameters, see the link in the Related Links section of the
topic.

If you leave the Default Value parameter empty, the Acumatica ERP business date will be
shown in the Date From and Date From date boxes on the inquiry form.

IEI To show an empty date box on an inquiry form, specify NULL as its default value.

3. Save your changes to the inquiry.

In the parameters area on the inquiry form, the parameters will be arranged in two columns, according
to the value of Arrange Parameters in. In these columns, parameters are ordered top-to-bottom and
left-to-right; and their order equals to the order on the Parameters tab.

Column Span specifies the number of columns in the parameters area on the inquiry form this
parameter will span.

You can also change the size of the parameter element by specifying Control Size (XXS, XS, S, SM, M,
XM, or L). For example, the default size of an date box is S, the default size of an lookup box is M.

If the Is Required check box is selected, the user must provide the parameter to view the inquiry
data.

Default Value specifies the default parameter value. Based on the default values you have entered,
the SO-OpenByCustomer inquiry shows open sales orders for the current week, and the inquiry shows
orders with only the Open status.

Selecting the From Schema check box makes it possible to retrieve the list of values that exists for the
field selected in Schema Field, and select one of these values as the default value.
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Figure: The Parameters tab with the specified inquiry parameters

A data field selected in the Scheme Field column specifies the type of a form element that is assigned
for the parameter on the inquiry form and is used to select its value. Based on the data fields you
selected in the column, the calendar dialog box opens, when the user selects values of the Date From
or Date To parameters. For the Customer parameter, the lookup table opens. For more information on
form elements, see the links in the Related Links section of this topic.

In the Schema Field column, you can select any field of the classes selected on the Tables tab, and
two following system fields:

e <CheckBox>: This system schema field indicates that on the inquiry form, the parameter is
shown as a check box. If the user selects the check box, the value of the parameter becomes
True. If the user clears the check box, the value of the parameter equals False.

e <ComboBox>: This system schema field indicates that the parameter is shown as a combo box.
When you define a parameter that is a combo box, you have to specify the list of available combo
box options by selecting the parameter on the Parameters tab and clicking Combo Box Values
on the table toolbar, the Combo Box Values dialog box appears (see the screenshot below).

In the Value column, you define the list of options that the user can see in the combo box on
the inquiry form. In the Label column, you define the list of values that are assigned to the
parameter if the user selects the corresponding option of the Value column.

Combo Box Values %

c + X
B Value Label
The First Parameter Param1
The Second Parameter Param2
* The Third Parameter Param3

OK

Figure: The list of <ComboBox> values

Related Links
Generic Inquiry (Parameters Tab)
Parameters (Predefined Parameters > Date-relative Parameters)
Form Elements
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Step 1.5: Specifying the Inquiry Conditions

For the generic inquiry being designed, you also need to specify the inquiry conditions, which determine
the data to be retrieved. The inquiry parameters are usually used in the inquiry conditions, where they
must be specified in square brackets, as with [Customer].

The inquiry is designed to show sales orders with the Open status by default. However, based on the
OrderStatus parameter configured for the inquiry, the user can opt to include sales orders with other
statuses in the results. The couple of the parameters—that is, DateFrom and DateTo—determine the
date range of sales orders. The last one is Customer; optionally, the user can select a customer to filter
the sales orders by the selected customer. Also, the inquiry results must include sales orders with the
SO type only.

Based on above requirements, we can specify the following conditions for each sales order to be listed:

The order date is greater than or equal to the DateFrom parameter value—that is, the date is
after or the same as the specified date.

The order date is less than or equal to the DateTo parameter value—that is, the date is before or
the same as the specified date.

If the user selects a customer in the Customer box, the sales order should be associated with
this customer only.

If the user does not select any customer, sales orders of all customers should be selected.

The sales order status is Open, unless the user has cleared the Open Only check box, which
includes sales order of other statuses in the inquiry results.

The sales order type is SO.

To add these conditions to the inquiry, do the following (as shown in the screenshot below):

1.

2.

On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

On the Conditions tab, add to the table the lines with the following settings:

Brackets | Data Field Condition From Value 1 Brackets | Operator
Schema
SOOrder.OrderDate |Is Greater Than [DateFrom] And
or Equal To
SOOrder.OrderDate |Is Less Than or [DateTo] And
Equal To
( Customer.AcctCD Equals [Customer] Oor
[Customer] IsNull ) And
( [OrderStatus] Equals =True And
SOOrder.Status Equals Selected | Open ) Or
[OrderStatus] Equals =False ) And
SOOrder.OrderType | Equals Selected SO And

The third and fourth rows (item 1 in the screenshot below) are a pair and specify one condition.
The fourth row is used when the user does not select any customer, so the sales orders of all
customers will be selected. The third row is used when the user selects a customer, so only the
sales order associated with this customer will be selected. These events cannot happen at the
same time. Thus, these rows are enclosed in brackets and joined with the OR operator.

The fifth and sixth rows (item 2 in the screenshot below) are a pair. They are used when the
Open Only check box is selected on the inquiry form, So the OrderStatus value is True; and
only sales orders with the Open status will be selected. Thus, these rows are enclosed in
brackets and joined by the AND operator.
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The seventh row (item 3 in the screenshot below) and the previous two rows (item 2) specify
one condition. The seventh row is used when the user clears the Open Only check box. So the
OrderStatus value is False. The check box cannot be selected and cleared at the same time.
Thus, seventh row (item 3) and the previous two rows (item 2) are in brackets and joined with
the OR operator.
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Figure: The Conditions tab with the defined inquiry conditions
3. Save your changes to the inquiry.

To select an existing value for the Value 1 or Value 2 columns from the database, you have to select
the From Schema check box for the row.

Value 2 is used only with the Is Between condition. For example, if you were to select sales orders
whose numbers are between SO003000 and SO003199, you should specify the following condition:

e Data Field: SOOrder.OrderNbr
e Condition: Is Between

e Value 1: 50003000

e Value 1: 50003199

Related Links
Generic Inquiry (Conditions Tab)
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Step 1.6: Sorting the Inquiry Data

You need to specify how the inquiry data is sorted—that is, the order in which the results should
be displayed on the inquiry form. In this case, the inquiry results have to be sorted by date and by
customer name. To specify how the data will be sorted, do the following:

1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

2. On the Sorting tab, review the warning in the tab title, as shown in the screenshot below. Until
you define any sorting condition, the default sorting conditions, which are shown at the bottom
of the screen, are used for the inquiry.
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Figure: The Sort Order tab with the default sorting settings

3. Add a row, and select SOOrder.OrderDate in the Data Field column to sort the inquiry results by
sales order date.

Sort Order specifies whether the results should be ordered in Ascending or Descending order.
The default Acceding sort order is selected automatically when you add a row.

IEI You can press Ctrl+Enter to confirm the row and to be able to add the next row to the table.

4. Add a second row, and select Customer.AcctName in the Data Field column to sort the inquiry
results by customer's name.

5. Save the inquiry.
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Step 1.7: Configuring the Inquiry Results Grid

You have to define the list of columns that will be used to show the inquiry results. (Otherwise, when
you run the query, you would see the empty inquiry form with the parameters only.) To configure the
inquiry results grid, do the following, as shown in the screenshot below:

1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

2. On the Results Grid tab, make sure that the Caption column is visible. If the column is hidden,

add it by clicking B in the left column header. For more information on how to hide or display
columns, see the links in the Related Links section of this topic.

3. Add to the table the following lines, each of which represents a column of the inquiry:

Object Data Field Caption Default Navigation
SOOrder OrderDate Selected
Customer AcctCD Selected
Customer AcctName Selected
SOOrder OrderNbr Cleared
SOOrder OrderWty Quantity Selected
SOOrder OrderTotal Sales Order Total Selected
SOOrder Status Selected

4. Save your changes to the inquiry.

These rows you have added to the table define the columns to be used for the results of the inquiry you
are designing.

You could simply add all fields of a data access class to an inquiry. If you were to do that, you would select
IEI this class as Object, select <All Fields> as Data Field, and save the inquiry. All the data fields of the
selected class would be added to the inquiry.

Caption specifies the name of the column header to be displayed on the inquiry form. Some data
fields have got default display names, which are defined in their classes. For example, the name of the
Customer.AcctCD data field is Customer ID. Thus, by default, the column header of this filed on the
inquiry form will be Customer ID. On the other hand, the SOOrder.OrderTotal data field has got no
default display name. The captions you added are for the data fields without default names. In your
inquiries, you can define captions for the columns after you preview the inquiries.

When the Visible check box is selected (as it is by default), the column appears by default in the table
showing the inquiry results. If the check box is cleared, the column is hidden by default in the table
showing the inquiry results, but the user can make this column visible.

The columns of the inquiry results that holds the key fields may contain links to the appropriate
screens. If the Default Navigation check box is cleared and you specify no screen to navigate in the
Navigate To column, the column (which in this case holds the key field) does not contain a link to
an object. This check box is selected by default. If you leave the check box selected, the values in the
column are links to objects. The user can open any of these objects by clicking the link.

The order of columns on the inquiry form matches the order of rows on the Results Grid tab. If
you change the order of columns, the columns size, or the set of columns on the inquiry form, these
settings will be used instead of the settings made on the Results Grid tab of the inquiry.
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Figure: The completed Results Grid tab

Related Links
Generic Inquiry (Results Grid Tab)
To Hide or Display Columns
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Step 1.8: Previewing and Publishing the Inquiry

You need to preview the inquiry, to be sure it is what you'd anticipated, and then publish it, so that
users can view the inquiry.

You can preview the inquiry directly from the Generic Inquiry form (SM208000; System >
Customization > Manage). Open the SO-OpenByCustomer inquiry, and on the form toolbar, click View
Inquiry. The inquiry form opens (as shown in the screenshot below).

Notice the following things:

e The values in the Customer ID column are links, because the Default Navigation check box
was selected by default on the Results Grid tab of the Generic Inquiry form (SM208000). On the
other hand, although OrderNbr is the key field, the values in the Order Nbr. column are not links,
because the Default Navigation check box was cleared and the Navigate To was not defined.

e The Date, Customer ID, Customer Name, Order Nbr., and Status column headers, whose
Caption you have not defined, appropriately describe the data shown in the column. When you
preview an inquiry, if you don't think the column headers appropriately describe the column, you
can define the needed captions for the columns.

o Acumatica ORGANIZATION FINANCE DISTRIBUTION SYSTEM 7172017 6:43 AM ADMIN@SALESDEMO
Management ntegration Automation Customization
Customization 4 & Revision Two HQ - SO-OpenByCustomer HELF =
Search c P o= [ Y D
- MANAGE ) — ~
* Date From 8/9/2015 - Customer ID o
Customization Projects . .
. . * Date To 8182015~ Open Only
I Generic Ingquiry
Lists as Entry Points B o Date | Customer 1D Customer Name Order Nbr. Quantity Sales Order Total | Status
Pivot Tables > 8/9/2015 |INDSUPPLY Industrial Supply Inc 50003263 2.00 16,766.99 Completed
Dashboards 17 8/9/2015 | SNOSHORT Shortstop Sports 50003268 284 .00 46,116.00 | Completed
Site Map 0] 8/12/2015 | ABCSTUDIOS = ABC Studios Inc 50003272 103.00 46,924.30 | Completed
Portal Map @ 6/12/2015 | ELITEANSW | Elite Answering S0003261 16.00 11,996.48 | Completed
Filters @ 8/14/2015 | EDIAGRI Agrilink Food 50003256 612.00 19,135.92 | Completed
0] 8/14/2015 | BIBIMBAB Bibimbab Korean Restaurant 50003269 40.00 4,439.20 | Completed

External Applications
Figure: Previewing the inquiry
To make it possible for any user to view the inquiry easily, you have to publish it. To do that, perform
the following instructions:

1. On the Generic Inquiry form (SM208000), open the SO-OpenByCustomer inquiry, if it is not
already opened.

2. In the summary area, in the Site Map Title box, type Open Sales Orders by Customer (as
shown in the screenshot below). This is the name of the inquiry form as it will be displayed on
the site map and on the inquiry form title bar.

3. In the Site Map Location box, select Distribution > Sales Orders > Reports > Audit. This is the
location of the inquiry form on the site map.

4. Save your changes to the inquiry.

When you save the inquiry with the defined Site Map Location, the system assigns an identifier
to the inquiry and shows this identifier in the Screen ID box.
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Figure: Configuring the inquiry to be published

You have successfully published the inquiry.

5. Open the Open Sales Orders by Customer form (Distribution > Sales Orders > Reports > Audit).
Notice that the inquiry name is changed on the form title bar (item 1 in the screenshot below)
and appears in the navigation pane according to selected inquiry location (item 2).

Q Acumatica orcANIZATION  FINANCE [ENEGIEEaeN 7M17/2017 65T AM  ADMIN@SALESDEMO
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Shipment Register
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Sales Orders and Quotes
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Open Sales Orders by Customer (RD)
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Figure: Previewing the published inquiry

a new row in the table in the right pane of the form, and specify ScreenID, Title, and Url.
The format of the URL is ~/GenericInquiry/GenericInquiry.aspx?Name={inquiry
title}. For example, for the inquiry you created, you should specify the following URL: ~/
GenericInquiry/GenericInquiry.aspx?Name=SO-OpenByCustomer.

IEI You can also publish the inquiry on the Site Map form (SM200520). To do that, you should add

6. Add the generic inquiry to a workspace in the modern UI as follows:
a. In the main menu, select Sales Orders.

b. In the main menu, click configuration menu (three dots in the bottom left corner) and
then click Edit Menu to switch to the Menu Editing mode.

c. Click Add Menu Item.
d. In the Select Forms box, type Open Sales Orders by Customer.

e. Select the check box to the left of the Open Sales Orders by Customer generic inquiry in
the Data Views workspace (see the following screenshot).
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Other
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Open Sales Orders by Custom...
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ADD ADD & CLOSE  CANCEL

Figure: Adding a generic inquiry to a workspace in the modern UI

f. Click Add & Close to add the selected generic inquiry to the workspace and close the
dialog box.

g. In the Inquiries section, select the check box to the left of the Open Sales Orders by
Customer generic inquiry to add it to the quick menu by default.

h. Click Exit Edit Menu to save you changes and exit the Menu Editing mode.

Notice that the Open Sales Orders by Customer generic inquiry appeared in the Sales Orders
workspace.

Once you have published an inquiry, you can simply edit it by clicking Customization > Edit Generic
Inquiry on the form title bar (item 3 in the screenshot above) while you are viewing the inquiry. The
Generic Inquiry form (SM208000) opens with the inquiry selected.

You can export the inquiry data to MS Excel by clicking the Export to Excel () button on the inquiry
form toolbar (item 4).

The Files and Notes columns (item 5) contain files and notes of objects that class selected in the first
row on the Results Grid tab of the Generic Inquiry form (SM208000) of the inquiry. The first row on
the Results Grid tab is the sales order date. The SOOrder class is selected as its Object. Thus, the
Files and Notes columns of the inquiry contain files and notes of sales orders.

show notes directly on the inquiry form for any class of your inquiry. To do that, add PX.Data.Note table in
the inquiry, join the table with the class that notes you want to show by the NoteID key field, and add the
Note.NoteText data field in the results grid.

IEI When you click icons in the Files and Notes columns, appropriate pop-up windows open. Instead, you can
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Step 1.9: Configuring Navigation to a Screen from the Inquiry
Form

You can configure an inquiry column to contain links to a screens you needed. Suppose you were asked

to configure the Open Sales Orders by Customer inquiry so that a user could open in a new browser tab
the Business Accounts form (CR3030PL) with the data of a particular customer by clicking the link in the
Customer Name column. To configure the column to contain this link, do the following:

1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

2. In the Screens area of the Navigation tab, add a line and select Company > Organization >
Customer Management > Work Area > Manage > Business Accounts, as shown in the following
screenshot.
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Site Map Location: Audit +C| Enter D
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2 Dashboards
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Figure: Selecting the screen to be used for navigation

3. In the Navigation Parameters area, add a line and specify the following settings, as shown in
the screenshot below:

e Filed: AcctCD
o Parameter: Customer.AcctCD
¢ Window Mode: Mew Tab

In the Filed column, you select a key field of the screen, and in the Parameter column, you
select a field of one of the inquiry classes to be associated with this key field.

In the Window Mode box at the bottom of the area, you define the way the screen is opened.
The following modes are available:

e Same Tab: The screen opens in the same browser tab instead of the inquiry. This is the
default mode.

e New Tab: The screen opens in a new browser tab.

e Pop-Up Window: The screen opens in a new pop-up window.
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Figure: Configuring navigation parameters for the screen
On the Results Grid tab, modify the row with the AcctName data filed as follows:
e Default Navigation: Cleared
e Navigate To: CR303000 - Business Accounts
IEI If you select the Default Navigation check box, you should clear the Navigate To box.

Save your changes to the inquiry.
On the form toolbar, click View Inquiry to preview the inquiry.

On the inquiry form, which opens, click the name of any customer to make sure that the system
shows the customer's details on the Business Accounts form (CR3030PL) in a new browser tab.
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ulated Values for Columns in the Results

te the values of columns in the results grid. To define a formula for a

column you have defined on the Results Grid tab of the Generic Inquiry form (SM208000; System
> Customization > Manage), open the formula editor by clicking # in the Data Field column (item 1
in the following screenshot) of the appropriate row. You can enter the formula directly in the formula
editing area (item 2) or compose it by selecting fields and using operators and functions. For more

information on formulas, see th

e links in the Related Links section of this topic.
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Figure: Opening the Formula Editor

IEI Similarly, you can use form

Suppose that you decided to ad
{order number} {order d

ulas in the inquiry conditions in the Value 1 and Value 2 columns.

d the sales order description to its number in the following format:
escription}. To make the formula, you will use the ITsNull (value,

nullValue) function, which returns one of two values, depending on the value. If value is
Null, the function returns nul1Value; otherwise, it returns value. The sales order description
(Customer.OrderDesc) will be compared with NULL. If they are not equal, you will add the order
description to the customer number; otherwise, you will add an empty string.

To add this formula, perform the following steps:

1. On the Generic Inquiry form (SM208000), open the SO-OpenByCustomer inquiry.

2.

On the Results Grid tab, in the Data Field column, open the formula editor for the OrderNbr
data field (as shown in the screenshot above), and replace OrderNbr with the following formula:

=[SOOrder.OrderNbr] + ' '

E

Save your changes to the inquiry.

+ IsNull ([SOOrder.OrderDesc], ''")

If you run Acumatica ERP on a MySQL database, for generic inquiries, use the Concat () function
instead of + to sum values of the string data type, as follows:

=Concat ([SOOrder.OrderNbr], ' ', IsNull([SOOrder.OrderDesc], ''))

Preview the inquiry.
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Notice that the header of the edited column was changed, because its Caption was not defined
(as shown in the screenshot below).
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Figure: Previewing the calculated inquiry column
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5. On the inquiry form title bar, click Customization > Edit Generic Inquiry to open the inquiry
on the Generic Inquiry form (SM208000), and fix the header by setting the order Nbr. caption
for the column. Then review the inquiry again.

Related Links
Formula Editor
Operators
Functions


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=f233624e-d867-4831-91b7-13e0b48ebb2f
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=cb4ef681-d8ff-4c4b-ad85-e9501ad86f82
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=00a69dbb-c06b-4ce4-8b29-e86ee0e8ed47
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Step 1.11: Grouping the Inquiry Data

You can group an inquiry data by specifying grouping conditions for the inquiry.

Suppose that you have decided to group sales orders of the SO-OpenByCustomer inquiry by date and
status to get the count of sales orders, and their total and average amounts for each day and status.
You will specify these grouping conditions in the duplicated inquiry.

Creating a Copy of the Inquiry

To duplicate the SO-OpenByCustomer inquiry, do the following:

1.

On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

On the form toolbar, click > Copy to copy the inquiry.

Create a new inquiry and specify the following Inquiry Title: sO-SOByStatusAndDate.

On the form toolbar, click [¥ > Paste to past the copy.
Specify the following settings:
e Site Map Title: sales Orders by Date and Status
e Records per Page: 10
e Number Pages: Selected
Records per Page specifies the number of rows to show per page on the inquiry form.
The selected Number Pages check box enables the numbering of pages on the inquiry form.
You can limit the number of rows to show on the inquiry form by specifying this number in the
IEI Select Top box. In this case, the extra rows of the inquiry result will not be shown at all.
Save your changes to the inquiry.
Add the generic inquiry to a workspace in the modern UI as follows:
In the main menu, select Sales Orders.

b. In the main menu, click configuration menu (three dots in the bottom left corner) and
then click Edit Menu to switch to the Menu Editing mode.

c. Click Add Menu Item.
d. In the Select Forms box, type Sales Orders by Date and Status.

e. Select the check box to the left of the Sales Orders by Date and Status generic inquiry in
the Data Views workspace.

f. Click Add & Close to add the selected generic inquiry to the workspace and close the
dialog box.

g. In the Inquiries section, select the check box to the left of the Sales Orders by Date and
Status generic inquiry to add it to the quick menu by default.

h. Click Exit Edit Menu to save you changes and exit the Menu Editing mode.

Notice that the Sales Orders by Date and Status generic inquiry appeared in the Sales Orders
workspace.

In the classic UI, the Sales Orders by Date and Status generic inquiry is in the same site map location
as the original, because you did not changed its Site Map Location.
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Grouping the Inquiry Data
To group the inquiry data by date and sales order status, do the following:

1. On the Parameters tab, delete the Customer and OrderStatus parameters. Only the DateFrom
and DateTo parameters should remain, as shown in the screenshot below.
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Figure: The Parameters tab with the remained parameters

2. On the Conditions tab, delete the conditions that use the Customer and OrderStatus
parameters. Only the conditions with the OrderDate and OrderType data fields should remain, as
shown in the screenshot below.
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Figure: The inquiry conditions

3. On the Grouping tab, add two rows with the SOOrder.OrderDate and SOOrder.Status data
fields, as shown in the screenshot below:

IEI You cannot select the attribute fields that defined on the Attributes form (CS205000) as group
conditions.
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Figure: The Grouping tab with the defined grouping conditions
On the Sort Order tab, delete the sorting condition with the Customer.AcctName data field.
On the Results Grid tab, specify the following settings, as shown in the screenshot below:

e Delete all rows except the rows with the OrderDate, Status, and OrderTotal data fields.

e Make sure that the Aggregate Function column is visible. If this column is hidden, add

it by clicking E in the left column header. For more information on how to hide or display
columns, see the links in the Related Links section of this topic.

¢ Change the row with the OrderTotal data field to show the total amount of sales orders, as
follows:

e Caption: Total
e Schema Field: SOOrder.OrderTotal

Schema Field defines the output format of the column values according to the
format of the selected data field.

¢ Aggregate Function: SUM

e Add a new row, and specify the following settings to show the count of sales orders:
e Object: SOOrder

o Data Field: <Count>

<Count> returns the number of grouped rows. If you did not group the inquiry data,
this column on the inquiry form would always contain 1 in each row.

e Caption: sales Orders

¢ Add the next row, and specify the following settings to show the average amount of sales
orders:

e Object: SOOrder

¢ Data Field: =[s00rder.OrderTotal]

You have to use expression =[SOOrder.OrderTotal] instead of selecting the
OrderTotal data field directly, because you can use a data field for the result grid
once per inquiry. You have already used OrderTotal for the total amount column. If
you select the OrderTotal data field for the average amount column too, the column
will not be shown on the inquiry form.
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You have to specify Object for each row of the Result Grid tab, but the object does
not matter for the calculated rows, which contain expressions in the Data Filed
column. Actually, you can specify any object for such the rows.

e Caption: Average

¢ Aggregate Function: AVG
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Figure: The completed Results Grid tab

Aggregate Function defines how the resulting values should be calculated for the grouped
values in the column. If no aggregate function is selected, the following aggregate functions are
applied to the columns that display results on the inquiry form:

e SUM applies to columns with the numeric data field type. The resulting value in the column
is the sum of the grouped column values.

e MAX applies to the other columns. The resulting value in the column is the maximum value
of the values in the grouped columns.

The aggregate function must correspond with the type of the field selected in the Data Field
column. Selecting the SUM function for the character data types (such as customer's hame, an
address, an email, and similar fields) causes a run-time error.

For the calculated columns, you have to select the appropriate aggregation function manually,
because no one function applies to them by default.

Save your changes to the inquiry.
Preview the inquiry for the date range from 7/1/2015 to 8/15/2015.

Notice that the format of values in the Total column differs from the format of values in the
Average column (see the screenshot below). The values in the Total column are formatted
according to the SOOrder.OrderTotal data field, which you selected in the Schema Field column
on the Results Grid tab of the Generic Inquiry form (SM208000). The values in the Average
column are not formatted at all, because you have not defined any data field in the Schema
Field column according to which the calculated values have to be formatted.

A list of pages is shown in the bottom right corner according to the selected Number Pages
check box. You can navigate a page by clicking its number.
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Step 1.12: Exporting the Inquiry

You can export an inquiry as XML. This functionality is useful if you decide to transfer a single inquiry to
another company or application instance.

You can also export the inquiry as a part of customization project. For example, while completing the
course prerequisites, you imported such customization project, which contained the AR-Invoice inquiry.
The customization project is convenient for a set of two and more inquiries, reports, filters and so on.
For a single inquiry, it is easier to export and then import this inquiry as XML.

To export the SO-OpenByCustomer inquiry as XML, do the following:
1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.
2. 0On the form toolbar, click v > Export as XML to export the inquiry.

The s0-OpenByCustomer.xml file is downloaded. The name of the XML file matches the inquiry
title.

If you were to import this inquiry, on the toolbar of the Generic Inquiry form (SM208000), you
would click [ > Import from XML.
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Lesson Summary

In this lesson, you have learned how to create generic inquiries. Below is the summary of the main
steps you should perform to create a generic inquiry:

1. Investigate the appropriate forms whose data you are going to use in the generic inquiry to
discover the data access classes, their data fields, and relationships between the classes.

Create a new generic inquiry on the Generic Inquiry form (SM208000).
Perform the following steps to configure the inquiry:

a. Select at least one data access class (table).

b. Optionally, specify the relationships between the classes.

c. Optionally, add one or more parameters for the inquiry to allow users to filter the inquiry
data by specifying values of these parameters.

d. Optionally, specify the inquiry conditions, which determine the data to be retrieved. If you
added any parameters, use the parameters in the conditions.

Optionally, specify sorting conditions for the inquiry data.

Optionally, specify grouping conditions for the inquiry data.

@ -0

Configure the inquiry results grid.
h. Add the inquiry to the site map, if necessary.

Now the generic inquiry is ready to use.
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Review Questions

1. Select only the necessary steps you should perform to configure a new inquiry. Do not select
optional steps.
e A. Add one or more tables
[ ]

. Specify the table relationships

. Add the parameters
. . Specify the inquiry conditions

. Specify the grouping conditions

. Specify the sorting conditions

6 M m g O W

. . Configure the results grid.

2. Select all the system fields you can use as the parameters of each inquiry besides the data fields
of the selected tables.

e A. <CheckBox>
e B. <ComboBox>
e C. <DateBox>
e D. <TextBox>
e E. <LookupBox>

3. A column of the inquiry that you have created contains a link. What should you do with the
column on the Results Grid tab to remove this link?

e A. Clear the Default Navigation check box.
¢ B. Clear the Active check box.
e C. Clear the Navigate To box.
¢ D. Clear the Visible check box.
e E. Select the Default Navigation check box.

4. Select the aggregation functions that are applied by default to the columns of the result grid of
each inquiry.

e A. AVG to the numeric columns and MAX to the other
e B. SUM to the numeric columns and MIN to the other
e C. COUNT to the numeric columns and MIN to the other
e D. SUM to the numeric columns and MAX to the other

5. How can you preview the inquiry you are creating on the Generic Inquiry form (SM208000)?
Select only the necessary steps and do not select optional ones.

e A. Specify the Site Map Title of the inquiry.

e B. Specify the Site Map Location of the inquiry.

e C. Save your changes to the inquiry.

e D. On the toolbar of the Generic Inquiry form (SM208000), click View Inquiry.
e E. Find the inquiry on the navigation pane and open it.

6. Suppose that you have just created an inquiry. Select all the ways you can add an inquiry to the
navigation pane so that users can view the inquiry.

¢ A. On the Generic Inquiry form (SM208000), specify the Site Map Title and Site Map
Location for the inquiry.
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B. On the Tables tab of the Generic Inquiry form (SM208000), add the pPX.SM.SiteMap
class to the inquiry.

C. On the toolbar of the Generic Inquiry form (SM208000), click View Inquiry.
D. On the Site Map form (SM200520), add the inquiry to the site map.

7. Suppose that you have been asked to transfer an inquiry to another application instance. Select
all the ways you can do that.

A. Manually create the same inquiry in the needed instance.

B. Copy the inquiry. Then, in the needed instance, create a new inquiry, specify its title,
and paste the inquiry you have copied.

C. Export the inquiry as a part of customization project. Then, in the needed instance,
import this project.

D. Save the inquiry as a template. Then, in the needed instance, load this template.

E. Export the inquiry as XML file. Then, in the needed instance, import the inquiry from this
file.

Answer Key

1-AG;2-

A,B;3-AC;4-D;5-C,D;6-A,D;7-A,C,E.
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Practice Exercise

You have completed Lesson 1: Creating a Generic Inquiry. Now you know how to create and configure a
generic inquiry. Practice doing the following exercise on your own.

In Lesson 1: Creating a Generic Inquiry you have created the Open Sales Orders by Customer inquiry,
which listed sales orders sorted by date and customer.

Your task is to create a copy of this inquiry, and modify this copy nhamed Open Sales Orders by Item so
that it lists inventory items selected on sales orders. For each item, you have to display the item ID,
quantity, unit of measure, item price, and line amount from the sales order. The user should be able to
opt an inventory item to filter the inquiry results. To retrieve the information about inventory items, join
the SOLine class that provides access to the data in the order lines and the InventoryItem class that
provides access to the information about the inventory items, as shown on the diagram below.

Inventoryitem SOLine S00rder Customer
£ InventorylD | £ OrderNbr SO— L OrderNbr L BAccountiD
L InventoryCD P OrderType >O_|_‘p OrderType P AcctcD

Descr P LineNbr CustomerlD AcctName
InventorylD OrderDate
OrderQty OrderQty
UOM OrderTotal
UnitPrice OrderType
ExtPrice Status
OrderDesc

Figure: The classes and the relationships between them

We recommend that you complete the exercise on your own and compare your result with the
screenshot below. If you are having difficulties with modifying the inquiry as needed, you can look into
the brief solution steps listed further.

C Revision Two HQ ~ Open Sales Orders by ltem CUSTOMIZATION ~ DASHBOARD »  HELP =
c = = M Y 2
-~
10472015 = nventory 1D o
1010/2015 = ) Open Onl
Customer ID 0
B0 Date Customer ID Customer Name Order Nbr. Status Inventory ID Inventory ltem uom Quantil Unit Price Unit Total
>0 7/10/2015 ABARTENDE @ USA Bartending School = 30003251 Foed Order for future delivery = Open FOODCOLA12  Coca-Cola Cans 12 Count EA 100.00 335 325.00
[} 8/3/2015 | TOYONEILL O'Neill's Trading S0003265 Consumer Good Toy Order Open CONBABY1 South Shore Savannah Changing Table EA 70.00 150.99 | 10,569.30
1] 8/3/2015  TOYONEILL O'Neill's Trading 50003265 Consumer Goed Toy Order Open CONBABY2 Little Tikes Bold n Bright Table & Chairs EA 70.00 54098  37.868.60
1] 8/3/2015 | TOYONEILL O'Neill's Trading S0003265 Consumer Goed Toy Order Open CONBABY3 Grac Pack N Play with Newbomn Napperstation | EA 80.00 159.00 12,720.00
1} 8/5/2015 | EDIAGRI Agrilink Food 50003253 Food Order Open FOODBREAD Hot Dog Buns 8 PK (12per pack) EA 300.00 3812 11,436.00
@ 8/5/2015 | FDIAGRI Agrilink Food S0003253 Food Order Open FOODCHIP36 | Wise Potate Chips 1.250z Bags / 36PK EA 324.00 22.00 7,128.00
1] 8/5/2015 | FDIAGRI Agrilink Food 50003253 Food Order Open FOODHOTDOG | Ball Park Beef Franks 3lbs 2 PK EA 360.00 3849 | 13.856.40
[} 8/5/2015 | FDIAGRI Agrilink Food 50003253 Food QOrder Open FOODKCOF35 | Coffee K-Cup Sampler Coffee 35 Count EA 360.00 2525 9,090.00
) 8/5/2015 | FDIAGRI Agrilink Food S0003253 Food Order Open FOODSUGAR  Sweet N Low Sugar 12pk EA 360.00 5499 | 19.796.40
1] 8/5/2015 | FDIAGRI Agrilink Food S0003253 Food Order Open FOODTEADG Liptons Cold Brew Tea Bags 6 Pack EA 228.00 27.37 6.240.36
1} 8/5/2015 | ELEIMPORT Electonic Importers S0003259 Electronics Order Open ELEBOSE1 Bose Quiet Comfort Noise Cancel Headset EA 25.00 299.00 7.475.00
0] 8/5/2015 | ELEIMPORT Electonic Importers S0003259 Electronics Order Open ELEBOSE2 Bose Bluetooth Headset Series 2 EA 25.00 149.95 3,748.75

Figure: The modified inquiry that you should do

Modifying the Inquiry
To modify the inquiry, complete the following steps:

1. On the Generic Inquiry form (SM208000), open the SO-OpenByCustomer inquiry. Copy this
inquiry.

2. Create a new inquiry, specify its Inquiry Title, as follows: so-OpenByItem, and save the inquiry.

3. Paste the previously copied inquiry, and specify the following new Site Map Title: Open Sales
Orders by Item.

4. Add two classes to the inquiry—that is, PX.0Objects.S0O.SOLine and PX.Objects.IN.InventoryItem.
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5. Specify the class relations according to the diagram shown above. Use an inner join and link the
tables by the identity keys.

6. Add a new optional parameter with the InventoryItem.InventoryCD data field to allow the user
to select an item.

7. Specify the conditions with the new item parameter, which should be similar to the conditions
with the customer parameter.

8. Configure the results grid, as follows:
e Hide the summary order columns: order quantity and order total.

e Add detailed order columns—that is, the item identity (CD), item name, unit of measure,
quantity, cost, and amount.

9. Specify the sorting conditions, as follows:

e Add ascending sorting by order humber.

e Add ascending sorting by inventory item name.
10. Save your changes to the inquiry.

After you complete these steps, preview the inquiry, which should look as shown in the screenshot
above.
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Lesson 2: Configuring an Inquiry as the Entry Point

Sometimes you might need a faster way to access particular information in the system, such as the
contacts of a particular vendor or the customers list. Generally in Acumatica ERP, you can access such
information through the corresponding entry or maintenance form. After you click the magnifier icon

in the appropriate box, the list of records opens in the pop-up window. This sequence of events may
not give you the information you need quickly enough. The entry or maintenance forms are convenient
for entering new data, but once you have entered most data, you may need to view the list of records
instead.

You can create an inquiry form that presents data in a tabular format for any Acumatica ERP entry or
maintenance form (which is called the primary form in this context). Optionally, you can replace the

primary form with the inquiry you have created. Thus, when you click the name of the primary form

in the navigation pane, you will access the form containing the list of records, and after you click the
name of a record in the list, the primary form will open for that record.

During the configuration of the inquiry form, you can set up the form to be accessed in one of the
following ways:

e You publish the inquiry form as a new form and locate it anywhere on the site map. The user
accesses the inquiry form by clicking the specified name in the navigation pane. You took this
approach in Lesson 1: Creating a Generic Inquiry, publishing the inquiry as a new form.

¢ You replace the primary form with the inquiry form. The user accesses the inquiry form by clicking
the name of the primary form in the navigation pane. In this lesson, you will replace a primary
form with an inquiry form.

Replacing a Primary Form with an Inquiry Form

While completing the course prerequisites, you imported and published the customization project that
contains the AR-Invoice inquiry. This inquiry lists all invoices. You will replace the Invoices and Memos
form (AR301000) with the inquiry you have imported. To do that, perform the following steps:

1. Open the Invoices and Memos form (AR301000; Finance > Accounts Receivable > Work Area >
Enter). Make sure that the primary form opens.

2. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the AR-
Invoices inquiry, provided for the course, and on the form toolbar, click View Inquiry.

Notice that the values in the Reference Nbr. column are links, because the Default
Navigation check box is selected for this column on the Results Grid tab of the Generic Inquiry
form (SM208000).

C Revision Two HQ -~ AR-Invoices HELP ~
cC = |H Y o
B O Date Reference Nbr. Type Description Status Customer Line Total
> 0 3/31/2017 ARO004912 Overdue Charge | Overdue Charge Open Shortstop Sports 3,916.82
@ 3/31/2017 | AROD4913 Overdue Charge | Overdue Charge Open Star America Toys 11,420.26
@ 3/31/2017 | AROD4836 Invoice Contract Renew 01SOF... | Open USA Bartending School 2,300.00
0] 3/31/2017 | AROD4837 Invoice Contract Renew 02S0F... | On Hoeld ABC Studios Inc 6,900.00
@ 3/31/2017 | AROD4838 Invoice Contract Renew 24S0F... | Open New York Cares 7,000.00

Figure: Previewing the AR-Invoices inquiry

3. Go back to the Generic Inquiry form (SM208000) and open the AR-Invoices inquiry, if it is not
already opened.

4. On the Entry Point tab, in the Entry Screen box, select Company > Finance > Accounts
Receivable > Work Area > Enter > Invoices and Memos, as shown in the screenshot below.
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£ Revision Two HQ ~ Generic Inquiry () NOTES  FILES  CUSTOMIZATION  HELP =

- + W B+ KK < > 5 VIEWINQUIRY

-
= [nquiry Title AR-Inveoices o N 3 | columns
Site Map Title 0
Site Map Location: o 0
Screen ID Number Pages
Expose via OData
Tables Relations | Parameters | Cenditions | Grouping | Sort Order | Results Grid | Entry Point | Navigation
ENTRY SCREEN SETTINGS — OPERATIONS WITH RECORDS
try S o Enable Mass Actions on Records
Replace Entry S SELECT e stion
ete Co ations
=3 Company )
+|‘j| Organization I
-|‘=_“| Finance -
-|‘=_“| Accounts Receivable
# Work Area
-E3 Enter
K Value

-2 Invoices and Memos

#- p Processes
+|E| Reports
=53 Distribution

45 Hidden

Figure: Selecting the entry screen for the inquiry

Notice that the list of available forms does not contain all locations. The list is filtered according
to the classes selected on the Tables tab.

When you select Entry Screen, the system adds this screen to the list of screens on the
Navigation tab and defines navigation parameters for that screen.

5. On the Entry Point tab, select the Replace Entry Screen with this Inquiry in Menu check
box to replace the primary form with the inquiry form. When you select the check box, the Site
Map Title and Site Map Location boxes in the summary area are filled in automatically.

If you left the Replace Entry Screen with this Inquiry in Menu check box cleared and specify
IEI Site Map Title and Site Map Location manually, the system adds the inquiry (item 2 in the
screenshot below) will be added under the node of the selected site map location (item 1).

’ > ] o
~ ENTER
~| Invoices and Memos 1

Invoices and Memos 2

Payments and Applications
Figure: Previewing the inquiry that does not replace the entry screen

6. Select the Enable New Record Creation check box, as shown in the screenshot below, to allow
users to create new entries from the inquiry form.
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£ Revision Two HQ ~ Generic Inquiry
- + W B K < >
= [nquiry Title: AR-Inveoices el
Site Map Title Invoices and Memos
Site Map Location: Invoices and Memos o]
Screen ID G1000032
Expose via OData
Tables Relations | Parameters | Conditions | Grouping | Sort Ord
ENTRY SCREEN SETTINGS
Entry Screen Invoices and Memos o)
#I|Replace Entry Screen with this Inquiry in Menu

rd

OPERATIONS WITH RECORDS

[ NOTES FILES CUSTOMIZATION HELF -
VIEW INQUIRY
-
Arrange Parameters in 3 | columns
Select top 0 | records
Records per Page: 0
Number Pages
ler | Results Grid | Entry Point | Navigation

Enable Mas s on Records

Enable Mass Record Deletion
Auto-Confirm Custom Delete Confirmations
Enable Mass Record Update

Record Creation

Enable New

New Record Defaults

(&

[ *Field

+

*Value

Figure: Configuring the inquiry as the entry point

On the Navigation tab, review the AR301000 - Invoices and Memos screen that the system

added to the list of screens to navigate to when you selected this screen as the entry point.

The Window Mode of the screen that is selected as the entry screen on the Entry Point tab
and replaced with the inquiry is Inline, as shown in the following screenshot. This means that

this screen opens in the same browser tab
details of an existing record. You cannot ch

£ Revision Two HQ ~ Generic Inquiry
B -~ + ¥ - K < > 2l
= [nquiry Title: AR-Inveoices el
Site Map Title Inveices and Memos
Site Map Location: Inveices and Memos el
Screen ID Gloo0032
Expose via OData
Tables Relations | Parameters | Conditions | Grouping | Sort Ord
Screens Navigation Parameters
c + X c + X
AR301000 - Invoices and Memos [ *Field
* DocType
RefNbr

Inline

when a user is adding a new record or viewing the
ange this mode.

[ NOTES FILES CUSTOMIZATION HELF -
VIEW INQUIRY
-
Arrange Parameters in 3 | columns
Select tof 0 | records
Records per Page: 0
Number Pages
der | Results Grid | Entry Point | Navigation

* Parameter From Schema

|
O

ARInvoice DocType
ARInvoice RefNbr

Figure: The entry screen that the system has added to the Navigation tab

8. Save the inquiry.

9. Open the Invoices and Memos form (AR301000) again. Make sure that the inquiry form opens.
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Notice that now the values in the Reference Nbr. column are not links although the Default
Navigation check box is still selected for this column on the Results Grid tab of the Generic
Inquiry form (SM208000). If a screen that should be opened by clicking the link in a column is
the primary form that is substituted by the inquiry, the column value is displayed with no link.
You can open such rows by clicking the row and then clicking the Edit action on the inquiry
toolbar or by double-clicking the row.

As a result, you have configured the inquiry form to open instead of the primary form, so users can
initially view invoices data in a tabular format.

Lesson Summary

In this lesson, you have learned how to replace an entry or maintenance form with an inquiry form. To
configure an inquiry as the entry point of a particular screen, on the Entry Point tab of the Generic
Inquiry form (SM208000), you should specify this screen in the Entry Screen box of the inquiry and
select the Replace Entry Screen with this Inquiry in Menu check box. You can also allow users to
create records through such an inquiry directly.

Review Questions

1. Suppose that you need to replace a primary form with an inquiry. How should you configure this
inquiry on the Generic Inquiry form (SM208000)?

e A. Specify the Site Map Title, and select the Site Map Location. On the Entry Point
tab, select the Replace Entry Screen with this Inquiry in Menu check box.

e B. Publish the inquiry in the same node as the primary form.

e C. On the Entry Point tab, select the Entry Screen and the Replace Entry Screen with
this Inquiry in Menu check box.

e D. Specify the Site Map Title, and select the Site Map Location. On the Entry Point
tab, select the Entry Screen.

2. Suppose that you have replaced a primary form with an inquiry. Where will the primary form be
opened if you click a link of one of the items in the table on the inquiry form?

e A. In a new browser window
¢ B. In a new browser tab

e C. In the same browser tab
e D. In a pop-up window

3. What operations you can allow performing from the inquiry form that is configured as the entry
point? Select all the correct statements.

e A. Creating a new record

e B. Creating multiple records
e C. Deleting a record

e D. Deleting multiple records
e E. Duplicating a record

e F. Duplicating multiple records

Answer Key
1-C;2-C;3-A,D.
Related Links
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Generic Inquiry (Entry Point Tab, Navigation Tab, Mass Update Fields Tab, Mass Action Tab)


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=5388c653-eac4-4f43-b769-163cd037ab09
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Lesson 3: Exposing an Inquiry by Using OData

You can expose an inquiry by using the Open Data protocol (OData) so that third-party applications that
support OData can access the data provided by this inquiry.

The Open Data protocol is a general-purpose data access technology that you can use with many
languages and platforms. OData defines an abstract data model and a protocol that can be used to
expose information from any data source. Acumatica ERP supports OData 3.0. For more information on
OData, see the protocol specification in the Related Links section of this topic.

We strongly recommend that you deploy your Acumatica ERP instance (or instances) by using HTTPS, to
IEI pass data safely. For more information, see the links in the Related Links section of this topic.

You can expose a generic inquiry at any time, when you are either creating a new inquiry or modifying
an existing one. In this lesson, you will expose the Open Sales Orders by Customer inquiry you created
in Lesson 1: Creating a Generic Inquiry.
Lesson Objectives
In this lesson, you will learn how to do the following:

1. Expose a generic inquiry by using OData

2. Access the exposed generic inquiry through a browser

3. Access the exposed generic inquiry through an OData client

1. Exposing the Inquiry by Using OData
To expose the inquiry, do the following:

1. On the Generic Inquiry form (SM208000; System > Customization > Manage), open the SO-
OpenByCustomer inquiry.

2. Select the Expose via OData check box.

You can expose only published inquiries, because you can grant access rights to an inquiry only

IEI through the inquiry screen. That means you should specify the Site Map Title and Site Map
Location of any inquiry that you are going to expose. For more information on access rights to
inquiries, see the topics of Part 6: Access Rights to Inquiries, Reports, Dashboards, and Pivot
Tables.

You cannot specify any value for the inquiry parameters when you access this inquiry exposed
through OData. Thus, you have to specify the inquiry conditions that will be used instead of
parameter values.

If you are going to develop an inquiry to expose it through OData, you should specify no
parameters for this inquiry.

3. On the Conditions tab, perform the following steps, as shown in the screenshot below:

e Deactivate all the existing conditions except the condition with the SOOrder.OrderType
data field.

e Add a new row and specify a condition with the following settings:
¢ Data Field: SOOrder.Status
e Condition: Equals
¢ From Schema: Selected
e Value 1: Open

Based on the active conditions, the inquiry lists open sales orders of the SO type.
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£ Revision Two HQ ~ Generic Inquiry () NOTES  FILES  CUSTOMIZATION  HELP =

B O~ + ® B~ 1€ < 5> 3 VIEWINQUIRY

* Inquiry Title 50-OpenByCustomer 2 n 2 | columns

Title Open Sales Orders by Custome 0 | records
cation: Audit 2 0
1000030 Number Pages
#| Expose via OData
Tables Relations | Parameters | Conditions | Grouping | Sort Order | Results Grid | Entry Point | Navigation
c + X 4+ + I
B O Active Brackets Data Field Condition From Schema Value 1 Value 2 Brackets Operator
0] O SOOrder.OrderDate | Is Greater Than or Equal To O [DateFrom] And
@ O S0Order.OrderDate | Is Less Than or Equal To O [DateTo] And
@ O [ CustomerAcctCD Equals O [Customer] Or
0] O [Customer] Is Null O ) And
@ O ( [OrderStatus] Equals O =True And
0] O SOOrder.Status Equals Open ) Or
@ O [OrderStatus] Equals O =False ) And
0] SOOrder.OrderType | Equals S0 And
>0 SOOrder.Status Equals Open And

Figure: Conditions of the inquiry

4. Save your changes to the inquiry.

2. Accessing the Exposed Generic Inquiry Through a Browser

You can open the list of the inquiries exposed through OData in your browser. To access this list, you
should enter the following URL in your browser: {InstanceURL}/OData/ {CompanyName}. Here,
{InstanceURL} is the URL of your Acumatica ERP application, and {CompanyName} is the login
name of the company for which you configured the inquiry. The login name of the company is the name
you select when you log in to Acumatica ERP. If your application contains only one company, specify the
URL in the following format: {InstanceURL}/OData.

To access the list of exposed inquiries through your browser, do the following:

1. In your browser, enter the following URL: http://localhost/InstanceName/OData/SalesDemo,
as shown in the screenshot below. Here and in the rest of this lesson, replace localhost/
InstanceName with the actual URL of your application.

2. When the system asks you to authenticate yourself, provide your login credentials—that is, your
user name (without the company name as follows: admin@SalesbDemo) and your password. After
your identity is confirmed, the system will display the list of available inquiries, as shown in the
screenshot below.
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Demo

« C | [} localhost/InstanceName/OData/Sa

This XML file does not appear to have any style information associated with it. The document tree is shown below.

v<service xmlns="http://waw.w3.0rg/2007/app” xmlns:atom="http:// www.w3.0rg/2005/Atom" xml:base="http://localhost/7@/odata/SalesDemo/" "> .esDemo/ ">
v <workspace>
<atom:title type="text">Default</atom:title>
v<collection href="BI-Employees”>
<atom:title type="text">BI-Employees</atom:title>
<fcollection>
v<collection href="BI-CreationDate">
<atom:title type="text">BI-CreationDate</atom:title>
<fcollection>
v<collection href="InvoicedItems">
<atom:title type="text">InvoicedItems</atom:title>
<fcollection>
v<collection href="50-OpenByCustomer">
<atom:title type="text">50-OpenByCustomer</atom:title>
<fcollection>
v<collection href="BI-Dates">
<atom:title type="text">BI-Dates</atom:title>
<fcollection>
v<collection href="BI-Opportunities”>
<atom:title type="text">BI-Opportunities</atom:title>
</collection>
v<collection href="BI-Customers">
<atom:title type="text">BI-Customers</atom:title>
</collection>
v<collection href="CommissionData">
<atom:title type="text">CommissionData</atom:title>
</collection>
</workspace>
</servicer

Figure: The list of the exposed inquiries

Even though you can see all exposed inquiries, you can access the data of only the inquiries you
have sufficient access rights to.

You can view the list of fields of the exposed inquiries, as shown in the screenshot below.

To access this list, in your browser, you should enter the following URL: {InstanceURL}/
OData/ {CompanyName}/$Smetadata. If your application contains only one company, omit
{CompanyName} and enter the following: {InstanceURL}/OData/$metadata.

3. In your browser, enter the following URL to access the list of fields of the exposed inquiries:
http://localhost/InstanceName/OData/SalesDemo/S$metadata.

<« C | [ localhost/InstanceName/OData/salesdemo/$metadata

This XML file does not appear to have any style information associated with it. The document tree 1s shown below.

¥ <edmx:Edmx xmlns:
¥ <edmx:DataSery
¥<Schema xmln

es xmlns:m="http://schemas.microsoft.com/ado/2807/88/dataservices/metadata” m:DataServiceVersion="3.2" m:MaxDataServiceVersion="3.@">
://schemas.microsoft.com/ado/2002/11/edm” Namespace="PX.Data">

» <EntityTyp -Employees">. . . </Entity
» <Entity stionDate™>...</En )
» <Ent Items">...</EntityType>
v <EntityTyp. 0-OpenByCustomer”>
¥ <Key>
<PropertyRef Name="CustomerID"/>
</Key>
<Property Mame="CustomerID” Type="Edm.String"/>

Date™ Ty m.DateTime"/>
CustomerName” Type="Edm.String"/>
OrderNbr" Type="Edm.String"/>
Quantity” T Edm.Decimal"/>
SalesOrderTotal” Type="Edm.Decimal"/:!
Status" Type="Edm.String"/>

"BI-Dates >...</EntityType>

BI-Opportunities”>...</EntityType>
» <EntityType Na BI-Customers”>...</EntityType>
» <EntityType Name="CommissionData">...</EntityType>

» <EntityContainer Name="Default" m:IsDefaultEntityContainer="true">...</EntityContainer>
</Schemas>
«/edmx:DataServi
< /edmyx: Edma>

Figure: The list of fields of the exposed inquiries

The field names in the list are changed according to the OData specification. The system generates
the names of the fields for OData entities based on the display names of the Acumatica ERP fields in
invariant culture (that is, the names of the fields in an English locale) as follows:

e If the display name does not contain any invalid symbols, the name is left unchanged.
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e If the display name starts with an invalid symbol, an underscore _ symbol is added before
the name. For example, 2Email is converted to _2Email.

e If the display name contains invalid symbols, these symbols are removed from the name. For
example, Order Nbr. is converted to OrderNbr.

You can access the contents of an exposed inquiry you have sufficient access rights to, as
shown in the screenshot below. To access the inquiry data, in your browser, enter the following
URL : {InstanceURL}/OData/ {CompanyName}/{GIName}, where {GIName} is the case-
sensitive name of the inquiry from the list of exposed inquiries. If your application contains
only one company, omit { CompanyName} and enter the following: {InstanceURL}/OData/
{GIName}.

In your browser, enter the following URL to access the contents of the inquiry: http://
localhost/InstanceName/OData/SalesDemo/SO-OpenByCustomer.

sdem

« C | [1 localhost/InstanceName/OData/sa

<?xml version="1.8" encoding="utf-8"?>
"http://localhost/InstanceName/odata/SalesDemo/" xmlns="http://www.w3.0org/2005/Atom™
/schemas.microsoft.com/ado/2007/@8/dataservices” xmlns:m="http://schemas.microsoft.com/ado/2087/88/dataservices/metadata”
tp://www.georss.org/georss” xmlns:gml="http://www.opengis.
schemas.datacontract.org/2084/87/</id>

a

xmlns:geo
<idrhttp:
<title /»
<updated>2@15-10-11T13: 26: 2067 </updated>
<link rel="self" href="http://localhost/InstanceName/odata/SalesDemo/S0-OpenByCustomer” />
<entry>
<id»http://localhost/InstanceName/odata/SalesDemo/S0-0penByCustomer()</id>
<category term="PX.Data.S50-OpenByCustomer™ scheme="http://schemas.microsoft.com/ado/200@7/88/dataservices/scheme” />
<link rel="edit™ href="http://localhost/InstanceName/odata/5alesDemo/S0-0penByCustomer ()™ />
<link rel="self" href="http://localhost/InstanceName/odata/5alesDemo/S0-0penByCustomer()"™ />
<title />
<updated>2015-18-11T13:26:202</updated>
<authors
<name />
</author>
<content type="application/xml":
<m:properties>
¢d:CustomerID xml:space="preserve">FDIAGRI  </d:CustomerID>
<d:Date m:type="Edm.DateTime">2@13-81-21T00:20:00</d:Date>
<d:CustomerName>Agrilink Food</d:CustomerName>
<d:0rderNbr>@@1252 Account setup fee</d:OrderNbr>
<d:Quantity m:type="Edm.Decimal™>@.802800</d:Quantity>
<d:SalesOrderTotal m:type="Edm.Decimal”>5@.0800</d: SalesOrderTotal>
<d:Status>Open</d:Status>
</m:properties>
</content>
<fentry>
<entry>

Figure: The data of the exposed inquiry

Acumatica ERP supports JSON and ATOM formats. You can specify a format in the URL by using
the $format option as follows: $Sformat={format}, where {format} can have one of the
following values:

e json: The data is displayed in JSON format.
e atom: The data is displayed in ATOM format.
e jsonverbose: The data is displayed in JSON Verbose format.

By default, the data of an exposed inquiry is displayed in JSON format. However, the default
format in which you get the data of an exposed inquiry also depends on your browser. For
example, in the screenshot above, the data is displayed in the ATOM format by default.

In your browser, enter the following URL to get the inquiry data in JSON format, as shown in the
screenshot below: http://localhost/InstanceName/OData/SalesDemo/SO-OpenByCustomer/?
$format=json.

A question mark starts the list of options in the URL, such as $format, $filter, and
Sorderby.
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€« C' | [ localhost/InstanceName/OData/salesdemo/SO-Ope istomer?$format=json =
{
"odata.metadata":"http: //localhost/InstanceName/odata/SalesDemo/ Smetadata#S0-OpenByCustomer™, "value™: [
"CustomerID":"FDIAGRI ", "Date":"2013-21-01T@d:20: 09", "CustomerName™: "Agrilink Food","OrderNbr":"@91252 Account setup

fee","Quantity":"0.@00000", "SalesOrderTotal”: "58.0608", "Status™: "Open™

>
"CustomerID":"ABARTENDE ","Date":"2015-26-10T08:80:08", "CustomerName": "USA Bartending Schoel”,"OrderNbr":"50883227 Food Order for future
delivery”,"Quantity™:"100.800008", "SalesOrderTotal": "325.008@", "Status": "Open"”
It
"CustomerID":"ABARTENDE ","Date":"2015-@7-18T00:20:08", " "CustomerName": "USA Bartending Schoel™,"OrderNbr"”:"S08@3251 Food Order for future
delivery”,"Quantity™:"100.000008","SalesOrderTotal”: "325.@0@@", "Status": "Open”

Figure: The data of the exposed inquiry in the JSON format

You can filter the data of an exposed inquiry. You cannot specify inquiry parameters through
OData, but you can directly filter the data you have accessed.

As an example, you will filter the data of the SO-OpenByCustomer inquiry by customer and
amount to get the sales orders of the USA Bartending School customer (identifier ABARTENDE)
with an amount that is greater than or equal to 12,000.

In your browser, enter the following URL to filter the inquiry data: http://localhost/
InstanceName/OData/SalesDemo/SO-OpenByCustomer/?$format=json&$filter=CustomerID

eq 'ABARTENDE' and SalesOrderTotal ge 12000.

The filtering condition in this URL is $filter=CustomerID eq 'ABARTENDE' and

SalesOrderTotal ge 12000. The $filter option starts the filtering conditions, eq is the

equal operator, and ge is the greater than or equal operator. The and operator joins multiple
conditions in the filter. The & character is used to join multiple URL options, such as $format,

$filter, and Sorderby. For more information on OData options and operators, see the
protocol specification in the Related Links section of this topic.

3. Accessing the Exposed Generic Inquiry Through an OData Client

You can access the data of an exposed inquiry by using third-party OData clients, such as Microsoft
Excel and Microsoft Power BI.

In this lesson, the instructions assume that Microsoft Excel 2013 is being used. The details of this
procedure may differ for other versions of Excel.

=

Microsoft Excel 2007 and earlier versions do not support connecting to OData feed.

To access the inquiry data through Excel, do the following:

1.

Open an Excel workbook.

On the Data ribbon tab, click From Other Sources > From OData Feed. The Data
Connection Wizard opens.

On the Connect to a Data Feed page of the wizard, specify the following settings, as shown in
the screenshot below:

e Link or File: http://localhost/InstanceName/OData/SalesDemo

The location of the data feed is in the following format: {InstanceURL}/OData/
{CompanyName}. Here, { InstanceURL} is the URL of your Acumatica ERP application,
and {CompanyName} is the company name for which you configured the inquiry. The
company name matches the name you select when you log in to Acumatica ERP.

o User Name: admin

e Password: The password you defined for this user name
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Data Connection Wizard

Connect to a Data Feed

Enter the information required to connect to a data feed.

1. Location of the data feed

2. Log on credentials

@ Use this name and password
User Mame: | admin

Password: |esesssses

Link or File; | http:/flocalhost/InstanceMame/OData/salesdemo/

() Use the sign-in information for the person opening this file

Cancel ][ < Back ][ Mext =

Figure: OData connection credentials

Click Next. Excel connects to the Acumatica ERP instance.

The Select Tables page of the wizard, which opens, shows the list of exposed generic inquiries

that are available for you.

5. Select the SO-OpenByCustomer inquiry, as shown in the screenshot below.

Data Connection Wizard

Select Tables
Select the Tables which contain the data you want.

Connect to specific tables:

Enable selection of multiple tables

|:| Mame

|:| BI-CreationDate
& BI-Customers

[T B e1-Dates

|:| BI-Employees

] BI-Opportunities
|:| CommissionData
[ E tnvoiceditems

Description

Modified Created Type

SO-OpenByCustomer

| cancel || <Back | mext> || Finish

Figure: Exposed inquiry to connect

IEI You can select multiple inquiries, if needed.

Click Next.

In the Save Data Connection File and Finish box, enter a name and description for your data

connection file and click Finish.

On the Import Data page, specify the way you want to see the data and click OK.

The system connects to the application, downloads the data from your Acumatica ERP instance,
and presents the data in the way you selected, as shown in the screenshot below.
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1 - IStomername Dlal s fatus
2 |TOYSTAR 8/7/2015 Star America Toys 50003266 Consumer Good Toy Order 610 66700 Open
3 |CHOCOLATE 8/7/2015 Chocolate By Design SQ003267 Consumer Good Fitness order 40 7760 Open
4 |FDIQVIK 12/24/2015 Qvik Process GmbH 50003343 Food Order 1680 76262.44 Open
5 ELEVATION 11/7/2015 Elevation Computers S0003325 Electronics Order 280 45458.4 Open
& |FDICOCCIA 11/24/2015 Cocciatari Pizza S0003323 Food Order 1200 50562 Open
7 | TOYSTAR 12/7/2015 Star America Toys S0003352 Consumer Good Toy Order 630 69412.5 Open
& |ELITEANSW 9/12/2015 Elite Answering 50003281 Electronics Order 16 11996.48 Open
9 TOYONEILL 11/3/2015 O'Neill's Trading 50003330 Consumer Good Toy Order 175 48353.3 Open
10 |FDIQVIK 8/24/2015 Qvik Process GmbH S0003257 Food Order 1200 49521.65 Open
11 |ABCSTUDIOS  10/12/2015 ABC Studios Inc 50003317 Electronics - Drop Shipped Order 103 46924.3 Open
12 INDSACRAME 12/28/2015 Sacramento Industrial Supply S0003350 Industrial Equipment Order 6 153547.27 Open
13 INDSUPPLY 9/9/2015 Industrial Supply Inc 50003283 Industrial Equipment Order 10 43685.93 Open
14 |[ELEIMPORT 10/5/2015 Electonic Importers S0003302 Electronics Order 50 11223.75 Open
15 |[FDICOCCIA 8/24/2015 Cocciatari Pizza 50003258 Food Order 960 36772.8 Open
16 SMOSHORT 8/9/2015 Shortstop Sports S0003268 Consumer Good Order 284 46116 Open
17 ABARTEMNDE 9/20/2015 USA Bartending School S0003294 Industrial Equipment - Special Order 3 256500 Cpen
18 ' TOYOMEILL 12/3/2015 O'Neill's Trading S0003351 Consumer Good Toy Order 175 48353.3 Open
19 ABARTENDE 6/10/2015 USA Bartending School S0003227 Food Order for future delivery 100 325 Open
20 |FDIAGRI 8/5/2015 Agrilink Food 50003253 Food Order 1932 67547.16 Open
21 | ABCSTUDIOS  11/12/2015 ABC Studios Inc S0003338 Electronics - Drop Shipped Order 190 57909 Open
22 |CHOCOLATE 12/7/2015 Chocolate By Design S$0003353 Consumer Good Fitness order 340 55460 Open
23 [MICROCHIP 8/6/2015 Microchip Restaurant S0003254 Food Order - Microchip 2736 57189.6 Open
24 |FDIQVIK 11/24/2015 Qvik Process GmbH S0003322 Food Order 1400 63552.04 Open
25 [ABCSTUDIOS 12/12/2015 ABC Studios Inc S0003359 Electronics - Drop Shipped Order 190 57909 Open
Sheetl (O] . v

Figure: The data of the exposed inquiry

The sorting order in the resulting Excel file may differ from the sorting order in Acumatica ERP,
because Excel applies sorting after the data is downloaded.

In the Data ribbon tab, you can click Refresh All to update the data.

You can do what you want with the imported data—for example, remove the columns you do not
want to see, or add information from other data sources in separate sheets. When you refresh
the data, the structure of the file is not updated.

Using Predefined Exposed Generic Inquiries

Acumatica ERP includes several predefined generic inquiries exposed through OData; the titles of these
inquiries start with BI. Additionally, the BI role has been added to the system; a user with this role
assigned can access the data of the predefined inquiries. For more information on roles, see the links in
the Related Links section of this topic.

Lesson Summary

In this lesson, you have learned how to expose generic inquiries by using the Open Data protocol.
Below is the summary of the steps you should perform on the Generic Inquiry form (SM208000) to
expose an inquiry by using OData:

1. Add the inquiry to the site map.

2. Exclude the parameter from the inquiry conditions. In the inquiry that you expose by the OData
protocol, you cannot use parameters in the inquiry conditions.

3. Select the Expose via OData check box. As soon as you save the inquiry with the check box
selected, the inquiry becomes immediately available to access by OData clients without restart of
the application.

You accessed exposed generic inquiries through a browser or an OData client. Through a browser, you
accessed the following data of exposed inquiries of the particular company by using the appropriate
URLs:

e {InstanceURL}/OData/{CompanyName}: The list of all the exposed inquiries
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e {InstanceURL}/OData/{CompanyName}/Smetadata: The list of fields of the exposed
inquiries

e {InstanceURL}/OData/{CompanyName}/{GIName}: The data of the exposed inquiry with
the {GIName} name

Review Questions
1. What credentials should you provide to access the inquiries exposed through OData?
e A. You should not provide any login credentials.
e B. The user name and the password.
e C. The user name, the password, and the company name.

2. In the MyCompany company of the http://localhost/InstanceName instance of
Acumatica ERP, you have exposed the AR-Invoices inquiry by using OData. What URL you should
enter in your browser to access the inquiry data?

e A.http://localhost/InstanceName/OData/MyCompany/ar-invoices
e B.http://localhost/InstanceName/MyCompany/OData/AR-Invoices
e C.http://localhost/InstanceName/OData/MyCompany/AR-Invoices
e D.http://localhost/InstanceName/MyCompany/OData/ar-invoices
3. Select all the formats in which you can get the data of an exposed inquiry.

e A. XML and YAML

e B. XML and JSON

e C. YAML and ATOM

e D. ATOM and JSON

e C. JSON and YAML

Answer Key
1-B;2-C; 3-D.

Related Links
OData Support
OData Version 3.0 Specification
Setting Up an HTTPS Service in Web Server (IIS)
Managing Authorization by Using Roles


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=339f2b58-c593-456a-8bad-a8eb7b7db8d8
http://www.odata.org/documentation/odata-version-3-0/
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=b4e12b01-e871-4c89-ba66-cee62f40449a
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=58acde23-caf5-4a49-9e39-d8bd48779f16
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Part 2: The Report Designer

In this part, you will learn how to create and configure reports using the Report Designer. In particular,
you will learn how to do the following:

e Create, configure, and publish reports

e Use subreports

o Create tabular reports

e Define additional filters for reports

e Use images in reports

e Color certain report data according to some conditions
e Save a report as a new version

e Translate reports

e Define Excel export settings
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Reviewing Acumatica Report Designer

Acumatica Report Designer provides visual tools that you can use to design custom reports. With the
Report Designer, you can select data for a report, calculate required values based on the selected data,
and customize a report layout.

Installation of the Report Designer
You can install Acumatica Report Designer in one of the following ways:

e As part of Acumatica ERP. In the Acumatica ERP installation wizard, the Install Report
Designer check box is selected by default, as shown in the screenshot below.

j’é‘ﬁncumatica ERP E' [=] @

Main Software Configuration

The Acumatica ERP installer will inztall all the neceszam software components. Flease be aware
that the software must be configured before use. The Acumatica ERP Configuration wizard will be
started automatically after the installation iz finizhed. If you wizh to configure the software later,
pleaze uncheck the option below. The Configuration wizard will be accessible under the Programs
menu,

| Launch the Acumatica ERP Configuration wizard. (Recommended)
| Install Report Designer

Install Debugger Tools

Figure: Acumatica ERP installation wizard

If you did not change this setting while you completed the course prerequisites, you have
successfully installed the Report Designer.

¢ As a standalone application.

The Report Designer receives all information required for a report from the Acumatica ERP
application server. If you install the Report Designer as a standalone application, you do not need
to install Acumatica ERP locally to change or develop a report; instead, you can just connect to a
remote server by using an appropriate URL.

Report Designer User Interface

To open the Report Designer, navigate as follows: Start > All Programs > Acumatica > Report
Designer. This opens the main window, shown in the following screenshot.

If you install the Report Designer as a standalone application, you should navigate as follows: Start > All
Programs > Acumatica > Standalone Report Designer > Report Designer.
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@ Acumatica Report Designer - EI@
File Edit Format View
el & Wl 9
= i ede oz o3 de e B e o T o B 8. 010 Bl o320 0 130 024 15 0 36 1 5700 I8 ‘kF’oinler |
[E pageHeaderSecticnl ab TextBox
. = ——
. Panel
N ™\ Line
iy =4 Chart
B 5+ SubReport
D D Properti
[E detailSectionl roperies iiis
. report1 Report T
; T ﬁ¢|
. oLl LIl LIl R 4 Appearance -
B : Style
" StyleName E
- StyleShest (Collection)
StylesTemplate
[5] pageFooterSectionl Title
- 7 —
T > CommonSettings
- Locale
z Localizable True
- MailSettings
- NavigationDepth 1] -
. (Name)
Indicates the name of the report tem.
! §

Figure: Report Designer main window

The main window of Acumatica Report Designer includes three areas:
e The left Design area (item 1 in the screenshot above) displays the report layout.

e The top right area (item 2) provides access to the elements and tools that you can use to design a
report layout and add a report content.

e The bottom right area (item 3) includes the following tabs:
¢ Properties: Displays the properties of a report element selected in the Design area.
¢ Fields: Lists all fields of the data access classes selected as the source of data for a report.

For more information on the Report Designer, see the topics in this part as well as the online product
documentation supplied with Acumatica ERP (Help > Acumatica Framework > Report Designer).
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Creating New Reports and Opening Existing Ones
You can create new reports or modify existing reports by using Acumatica Report Designer, as
described below.
Creating a New Report

To create a new report, on the menu bar, select File > New.

IEI You can also create a new report by clicking the @ button on the main window toolbar.

Then, you should perform the following main steps, which are described in greater detail in Lesson 4:
Creating a Report:

1. In the Schema Builder wizard, do the following to select the data for the report:
a. Load the database schema and select the data classes.
b. Optionally, specify the relationships between the classes.

c. Optionally, add one or more parameters for the report, to allow users to filter the report
data by specifying values of these parameters.

d. Optionally, specify the filtering conditions, which determine the data to be retrieved.
2. Optionally, specify grouping conditions for the report data.
Optionally, specify sorting conditions for the data of the detail section.

4. Lay out the report—that is, add to the report layout some visual elements, configure these
elements, specify visibility of the report sections and elements, and so on.

5. Add the URL of the report to the site map.

Modifying an Existing Report
To modify an existing report, you can open the locally stored file or load the file from the Acumatica ERP
website:

e To open a locally stored file, on the menu bar, select File > Open, and then select the report file
you want to modify. The reports are in the /Site/ReportsDefault/ folder by default.

IEI You can also open a locally stored file by clicking the & button on the main window toolbar.

e To open a report file located on the Acumatica ERP website, do the following:
1. On the menu bar, select File > Open From Server.
2. In the Open report from server dialog box, which appears, do the following:

e Type your Acumatica ERP website URL in the following format: http://{domain},
where you replace {domain} with the actual URL to your application. The URL can be
your local website, as shown in the screenshot below (item 1), or an external URL of
Acumatica ERP. You may also need to replace http with https.

e Type your login and password (item 2). If your application contains more than one
company, type the appropriate company name with the user login in the following
format: {user login}@{company name}. The company name matches the name
you select when you log in to Acumatica ERP. If your application contains only one
company, specify only the user login.

e C(Click the Load reports list button to load a list of available reports from the website
(item 3).
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e Select a report to load (item 4) and click OK.

Open report from server 1 B
Enter Web service URL to load reports list : Login : admin@SalesDemo
localhost/InstanceName - Fassword : | seesssese

Select report to load :

- L Load reports list
4 3 Cancel

Figure: Opening an existing report from the website

You can open a report directly from the corresponding report form in Acumatica ERP, if the

IEI ReportDesigner role is assigned to your user. To do that, click Edit Report on the report form
toolbar, and download the file whose name matches the report name. For example, for the
AR670000.rpx report, the AR670000. rps file is downloaded. This downloaded file contains the
website URL, the user login, and the report name. When you open the downloaded file, the Open
report from server dialog box appears with the website URL, user login, and report name filled in
automatically. You need to type only your password and click OK to open the report in the Report
Designer.

The opened report file is displayed in the Design area of the Report Designer. Once you modify the
report, you can save it locally or to the server.
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Defining Report Parameters

The user can specify values of report parameters before run the report on the Report Parameters tab
of the report form.

You can configure one or more parameters for a report, if necessary, on the Parameters tab of the
Schema Builder wizard of the Report Designer. For each parameter, you can specify the following
settings:

Name: The parameter nhame to be used in the report. Once you apply your changes to the report,
the parameters you added are available in the list of available parameters in the Expression
Editor. The parameters start with the @ symbol, as with @salesPerson.

Data Type: The data type of the parameter. Based on this type, the appropriate form elements
will be shown on the Report Parameters tab of the report.

View Name: The data field to retrieve data for the parameter when the user selects its values on
the report form.

Prompt: The parameter name to be displayed on the report form. A parameter appears on the
Report Parameters tab of the report form if you specify its Prompt value and select the Visible
check box. Otherwise, the user will not see the parameter.

Default Value: The value to be selected by default for the parameter on the Report
Parameters tab of the report form. For example, as the default value of the report parameters
with the date data type, you can specify an exact date or select one of the following date-relative
parameters:

o @WeekStart and @WeekEnd: The start and the end of the current week

e (@MonthStart and @MonthEnd: The start and the end of the current month

e @PeriodStart and @PeriodEnd: The start and the end of the current financial period
e @QuarterStart and @QuarterEnd: The start and the end of the current quarter

e (@YearStart and @YearEnd: The start and the end of the current year

e @Today: The current day

Allow Null: The parameter can have the Null value with this check box selected. For example,
if you want to allow the user to execute the report without specifying a date range, select the
Allow Null check box for the appropriate date parameters. You should select this check box for
all parameters that are optional.

Is Required: The user has to provide the parameter to run the report if this check box is selected
and the Default Value is not defined for the parameter.

Column Span: The number of columns on the Parameters tab of the report form this parameter
will span.

The report ParamsColumns property specifies the number of columns in which the report
IEI parameters are arranged on the Parameters tab of the report form. For each report parameter, in
the Column Span box, you cannot specify the number greater than the value of ParamsColumns.

Available values: The list of parameter values, which is available to the user on the report form
to select the parameter value.

For example, the Invoice/Memo report (ar641000.rpx) has two parameters. The first one is
Document Type, which has the following available values, as shown in the screenshot below.
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Schema Builder =
Tables | Relationships | Paameters | Fitters I Sorting And Grouping | Viewer Fields
. _
RefNbr * Mame : DocType Input mask : D
5] st 0
Frompt : Document Type

Default value : |y

Column span : | $ Allow Null Visible [T Required

Available values :

Value Label Y
L3 1NV Invoice
DRM Debit Memo E]
CRM Credit Memao
FCH Fin. Charge
CsL Cash Sale
RCS “oid Cash Sale
*

[ ok [ comesl |[ Appy |

Figure: Previewing parameters of the Invoice/Memo report (AR641000)

On the report form, the parameter with the list of predefined values is shown as a combo box.
In the Label column of the Available values area, you define the list of options that the user
can see in the combo box (see the screenshot below). In the Value column, you define the list
of values that are assigned to the parameter if the user selects the corresponding option of the
Label column.

£ Revision Two HQ - Invoice/Memo HELP =
v RUNREPORT SAVE TEMPLATE EDIT REPORT
Template X v
Default Shared

Report Parameters | Additional Sort and Filters | Print and Email Settings | Report Versions

Document Type Invoice ¥ | * Reference Number o
Debit Memo
Credit Memo
Fin. Charge
Cash Sale
Woid Cash Sale

Figure: Selecting Document Type for the Invoice/Memo report (AR641000)

The second parameter of the Invoice/Memo report (ar641000.rpx) is Reference Number. The
following expression is specified as View name of this parameter.

=Report.GetFieldSchema ('ARInvoice.RefNbr,DocType')

Similarly, you can use the following expression instead of the previous one:
=[ARInvoice.RefNbr, DocType]. In these expressions, the DocType attribute is the name of
the first report parameter.

Based on these expressions, when the user selects Reference Number on the report form,
the lookup table of invoices appears. In this table, the list of invoices is filtered by the selected
document type.
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If you explore the ARInvoice data access class on the Data Access tab of the Source Code form
(SM204570), you can find the filtering condition of the RefNbr data field (item 1 in the screenshot
below). This condition is used to filter invoices in the lookup table when the user select an invoice.
In the where clause, you can find the optional filtering condition by document type (item 2).

£ Revision Two HQ - Source Code CUSTOMIZATION ~ HELP ~

Screen Aspx | Business Logic | Data Access | Find in Files | Website Sources
Table Name PX . Objects. AR.ARInvoice P
public partial class ARInvoice : ZRRegister II

class refNbr : PX.Data.IBglFi=ld

return this. ReflNbr:

this._ReflNbr = wvalus;

#endregicon

Figure: Exploring the ARInvoice class on the Source Code form (SM204570)

Similarly, in your reports, you can filter by subtype other documents, such as sales orders, if their
reference number has the appropriate filtering condition.
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Modifying a Report Layout

A layout of any newly created report consists of three main sections—the page header section (item 2
in the screenshot below), the page footer section (item 4), and the detail section (item 6).

Within the report, you can add group sections, which can be nested. For each group, you have the
group header (item 3) and the group footer (item 5) sections, and the detail section is always nested
into the innermost group. You can also add the report header (item 1) and report footer (item 7)
sections. All these sections are briefly described below:

The detail section is the central part of the report, containing its main data. Unlike other sections,
it cannot be deleted. For example, if your report outlines sales orders, you would put a list of
orders in the detail section.

The group header and group footer sections are shown above and below, respectively, each group
of the report data. These sections are a good place for information that applies to all data in

the detail section. For example, if you group sales orders by customer, you could place detailed
information about the customer in the group header section and use the group footer section to
calculate subtotals for the customer.

The page header and page footer sections are located at the top and bottom of every page of the
report. The page header and footer sections are the best place for information that the reader
may need when reading every page. For example, you can use the page header to display column
headers of a table that is continued from the previous page. You can use the page footer to
display the number of the current page.

The report header and report footer sections are the only types of report sections printed once
per report. The report header is the first section of the report on the first page. It also precedes
the page header, making it the best place to display the report name, the company logo, the date
range of the report, and similar information. The report footer finalizes the informative part of the
report and is placed before the page footer on the last page of the report. It is a good place for
totals or conclusions.
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Figure: Sections of a report layout

You can easily add the report header, the report footer, the page header, and the page footer sections

to the report layout or delete them. Just right-click any empty place of the report layout, and select
the appropriate command (item 8 in the screenshot above). If a highlighted icon is shown left of a
command, it indicates that the section is included in the report now.



| Modifying a Report Layout | 85

To add both the group header and the group footer sections, right-click any empty place in the report
layout, and select Add New Group (item 9 in the screenshot above). You can also add the group
header and page footer sections by specifying grouping conditions for the report data. See Step 4.4.1:
Defining the Data Groups for the Report of Lesson 4 for an example of specifying grouping conditions
for a report.

To delete any section except for the detail section, right-click the section header and select Delete, as
shown in the screenshot below.

To duplicate any section, right-click the section header and select Duplicate.
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Figure: Deletion of a section

You can represent information of different kinds by using visual elements. In the Report Designer, these
elements are listed in the top right area. You can add them to sections of the report layout by dragging
them to the appropriate place. You can resize an element by dragging its borders.

After a visual element is added on the screen, you can do the following:
e Define the style of an element, and reset the style if desired.
e Copy and paste the style between visual elements.

e Define the order of visual elements on the layout by bringing them to the front or sending them to
the back.

e Cut, copy, and paste visual elements and their content to other areas within the report.

To perform these actions with a visual element, use the commands available in the Report Designer
toolbar, or right-click the visual element and select the relevant command.

In the lessons of this part, you can find details on configuring the following elements:
e TextBox in Lesson 4
e PictureBox in Lesson 8
e Chartin Lesson 5
e SubReport in Lesson 5

You can easily revert your changes to the report layout by using Undo command as well as revert the
effect of undone actions by using Redo command.
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Formatting Values to Be Displayed on a Report

You can specify a custom format for the numeric and date values of text boxes on the report layout, to
define how these values should be displayed in the printed report.

To format the value of a text box, you have to enter a format specifier in the Format property of the
text box, as shown in the screenshot below.
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Figure: Defining the format of a text box value

You can use the following format specifiers, which are described in greater detail in this topic:

e Format specifiers of any data fields used in a report

e Standard numeric format specifiers

e Custom numeric format specifiers

e Standard date format specifiers

e Custom date format specifiers

Standard specifiers are applied according to the language selected when the particular user logged in to
Acumatica ERP, as shown in the screenshot below. If your instance of Acumatica ERP does not allow the
user to select any language, the specifiers are applied using the default language. The default language
of the installed application is English (United States).

E

In the examples of this topic, if a format specifier depends on the language, this language is shown as
follows: en-US.
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Q) Acumatica [~

My Username

My Password

SalesDemo

Acumatica Ine. All rights reserved

Figure: Selecting a language

A list of the languages available at login is specified on the System Locales form (SM200550; System >
Management > Manage), as shown in the screenshot below.

£ Revision Two HQ ~ System Locales CUSTOMIZATION ~ HELP ~
c w 4 X LOCALEPREFERENCES I [x
E *Locale Name * Locale Name in Locale Language Description Sequence  Active
» English (United States) English English 1
Russian (Russia) Pyccruit Russian 2
French (France) Francais French 3 O

Figure: Viewing the list of available languages

For more information on locales, see the links in the Related Links section of this topic.

Formatting Values According to the Format of a Data Field

To use a data field as a format specifier for a text box, select the Format property of this text box, and

click the (=) button to open the Expression Editor dialog box. In the dialog box, select the data field to
use as a format specifier, and add .Format to the end of the data field name inside square brackets,
as shown in the following example: =[ARTran.TranAmt.Format].

Formatting Numeric Values

The following table contains descriptions of standard numeric format specifiers and displays the sample
output produced by each format specifier.

To use standard numeric format specifiers, type a format specifier into the Format property of a text
box, such as n.

Format Description Examples
specifier
bord Result: Integer digits with an optional 1234 (D) ->1234

negative sign -1234 (p6) -> -001234

Supported by: Integral types only

Precision specifier: Minimum number of digits
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Result: Number multiplied by 100 and
displayed with a percent symbol

Supported by: All numeric types

Precision specifier: Desired number of
decimal places

Default precision specifier: 2

Format Description Examples
specifier
Forf Result: Integral and decimal digits with an 1234.567 (F, en-US) -> 1234.57
optional negative sign 1234.567 (¥, fr-FR) -> 1234,57
Supported by: All numeric types -1234 (r1, en-US) -> -1234.0
Precision specifier: Number of decimal digits -1234.56 (F4, fr-FR) -> -1234,5600
Default precision specifier: 2
Norn Result: Integral and decimal digits, group 1234.567 (N, en-US) -> 1,234.57
sep_arators, an_cl a d_eC|maI separator with an 1234.567 (N, ru-RU) -> 1 234,57
optional negative sign
1234 (N1, en-US) -> 1,234.0
Supported by: All numeric types (1, en )
-1234.56 (N3, en-US) ->
Precision specifier: Desired number of ( en )
) -1,234.560
decimal places
Default precision specifier: 2
Porp

1 (p, en-US) -> 100.00 %

1 (e, fr-FR) -> 100,00 %

-0.39678 (P1, en-US) -> -39.7 %
-0.39678 (23, fr-FR) -> -39,678 %

The following table contains descriptions of custom numeric format specifiers and displays the sample
output produced by each format specifier.

You can combine custom numeric format specifiers, as shown in the following example: #, #.00.

corresponding digit if one is present;
otherwise, no digit appears in the result
string.

Format Description Examples
specifier
0 Replaces the 0 symbol with the 1234.5678 (00000) -> 01235
corresponding digit if one is present;
otherwise, 0 appears in the result string. 0.45678 (0.00, en-US) -> 0.46
0.45678 (0.00, fr-FR) -> 0,46
# Replaces the # symbol with the

1234.5678 (#4##4) -> 1235
0.45678 (#.4##, en-US) -> .46
0.45678 (#.4##, fr-FR) -> ,46

Determines the location of the decimal
separator in the result string.

0.45678 (0.00, en-US) -> 0.46
.45 (0.0000, fr-FR) -> 0,4500

Inserts a localized group separator character
between each group.

1234567 (#, ##, en-US) ->
1,234,567

1234567 (4, ##, fr-FR) ->
1.234.567
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For more information on formatting numeric values, see the documentation about custom numeric
format strings in .NET Framework.

Formatting Date Values

The following table contains descriptions of standard date format specifiers and displays the sample
output produced by each format specifier.

To use standard date format specifiers, type the format specifier into the Format property of a text

box, such as d.

Format Description Examples (en-US)

specifier

d Short date pattern 2009-06-15T13:45:30 -> 6/15/2009

D Long date pattern 2009-06-15T13:45:30 -> Monday, June 15, 2009

f Full date/time pattern (short [2009-06-15T13:45:30 -> Monday, June 15, 2009
time) 1:45 PM

F Full date/time pattern (long 2009-06-15T13:45:30 -> Monday, June 15, 2009
time) 1:45:30 PM

g General date/time pattern 2009-06-15T13:45:30 -> 6/15/2009 1:45 PM
(short time)

G General date/time pattern 2009-06-15T13:45:30 -> 6/15/2009 1:45:30 PM
(long time)

M Or m Month/day pattern 2009-06-15T13:45:30 -> June 15

t Short time pattern 2009-06-15T13:45:30 -> 1:45 PM

T Long time pattern 2009-06-15T13:45:30 -> 1:45:30 PM

Y ory Year month pattern 2009-06-15T13:45:30 -> June, 2009

The following table contains descriptions of custom date format specifiers and displays the sample
output produced by each format specifier.

You can combine custom numeric format specifiers, as shown in the following example: dddd/MmMMM/

yyyy hhtt:mm.

Format Description Examples (en-US)
specifier
d The day of the month, from 1 |2009-06-01T13:45:30 -> 1
through 31
2009-06-15T13:45:30 -> 15
dd The day of the month, from |2009-06-01T13:45:30 -> 01
01 through 31
2009-06-15T13:45:30 -> 15
ddd The abbreviated name of the |2009-06-15T13:45:30 -> Mon
day of the week
dddd The full name of the day of 2009-06-15T13:45:30 -> Monday
the week
h The hour (from 1 to 12), 2009-06-15T01:45:30 -> 1
using a 12-hour clock
2009-06-15T13:45:30 -> 1
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Format Description Examples (en-US)
specifier
hh The hour (from 01 to 12), 2009-06-15T01:45:30 -> 01
using a 12-hour clock
2009-06-15T13:45:30 -> 01
H The hour (from 0 to 23), 2009-06-15T01:45:30 -> 1
using a 24-hour clock
2009-06-15T13:45:30 -> 13
HH The hour (from 00 to 23), 2009-06-15T01:45:30 -> 01
using a 24-hour clock
2009-06-15T13:45:30 -> 13
m The minute (from 0 through  [2009-06-15T01:09:30 -> 9
59
) 2009-06-15T13:29:30 -> 29
mm The minute (from 00 through |2009-06-15T01:09:30 -> 09
59
) 2009-06-15T01:45:30 -> 45
M The month (from 1 through 2009-06-15T13:45:30 -> 6
12)
MM The month (from 01 through [2009-06-15T13:45:30 -> 06
12)
MMM The abbreviated name of the | 2009-06-15T13:45:30 -> Jun
month
MMMM The full name of the month 2009-06-15T13:45:30 -> June
s The second (from 0 through |2009-06-15T13:45:09 -> 9
59)
ss The second (from 00 through [ 2009-06-15T13:45:09 -> 09
59)
t The first character of the AM/ | 2009-06-15T13:45:30 -> P
PM designator
tt The AM/PM designator 2009-06-15T13:45:30 -> PM
vy The year (from 00 to 99) 1900-01-01T00:00:00 -> 00
2019-06-15T13:45:30 -> 19
Yyyy The year as a four-digit 1900-01-01T00:00:00 -> 1900
number
2009-06-15T13:45:30 -> 2009
/ The time separator 2009-06-15T13:45:30 (yyyy/mm/dd) ->
2009/06/15
The date separator 2009-06-15T13:45:30 (hh:mm:ss) -> 13:45:30

For more information on formatting date values, see the documentation about custom date and time
format strings in .NET Framework.

Related Links
Locale Preferences


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=6b40927b-3288-4ccd-bd7f-786fb246b9ac
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To Add a New Locale


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=80c0cca5-8c8d-4226-92ea-79b5e6e897c9

| Using the Expression Editor | 92

Using the Expression Editor

You can use expressions to define values to be displayed in a report, or to set report properties, such as
group conditions and the visibility of sections or elements of the report.

To help you define expressions, the Report Designer provides the Expression Editor dialog box, which
consists of four areas, as shown in the following screenshot:

e The left area of the dialog box (item 1) displays a list of classes and their fields defined for the
report.

e The middle area of the dialog box (item 2) lists groups of parameters, operators, functions, and
variables.

e The right area of the dialog box (item 3) contains the parameters, operators, functions, or
variables in the group you select in the middle area.

e You use the bottom area of the dialog box (item 4) to compose and edit the expression. You can
double click data fields listed in the left area and items listed in the right area to add them to the
bottom area.

Expression Editor =]
#-[F ARInvoice »|| i~ Globals :;wg[_expr}
+ ARSalesPerTran 1 Pa@meters 2 CETI'IIT?E:D?'} 3
+ Customer -~ Variables Mese{ expr )
=-[E5] SalesPerson = Operators Min{ expr }
----- = CommnPct i e Ardthmetic Mesxt{ expr )
..... o= CreatedBylD . i Logical Prev( expr )
..... == (CreatedBylD_Creator_usemame = - Comparison Firstl__expr}
- Last{ expr)
----- == (CreatedBylD_description i e Cther
----- = (CreatedByScreenlD - Functions
----- &= CreatedDate Time - Conversion
----- = Descr
..... = [zActive - Teot
..... = | astModfiedBylD - Math
----- = | astModfiedBylD_description - Date Time
----- = | astModfiedBylD_Modifier_usemame - Program Shortcuts
..... = | astModfiedByScreenlD - Application
..... m= LastModffied Date Time
..... == MoteActivity -
=5 | [ARSzlesPerTran. CommAms] ) -
4
Use /* commented line */ to comment the text in the formula.
Vaiidate ok | [ Ccancel

Figure: Expression Editor

To enter an expression by using the Expression Editor dialog box, do the following:
1. In the bottom area, click where you want to add an item.

2. In the middle area, expand the hierarchical structure of existing entities, and click a group of
parameters, variables, operators, or functions to display the list of available items in the right
area.

3. In the right area, double-click the item you want to insert in the bottom area.

4. In the left area, expand the hierarchical structure of classes defined for the report, and double-
click a data field to insert it in the bottom area.

You can add as many items and fields in the bottom area as you need. You can use the added
items and fields to edit the expression.

5. To validate the expression, click the Validate button in the lower left.
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6. Click OK to save the expression or Cancel to discard your changes.

For more information on using the Expression Editor, see the online product documentation supplied
with Acumatica ERP (Help > Acumatica Framework > Report Designer > Using Expressions).
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Saving Reports

Once you create or modify a report by using Acumatica Report Designer, you can save it locally or on
an Acumatica ERP website.

By default, the opened report file is saved to the place from which it was opened. To save the opened
report quickly, perform one of the following steps:

e On the menu bar, select File > Save

On the main window toolbar, click the & button .

If you perform either of these steps to save a new report, the report will be saved locally, and you will
have to specify the report name and a folder to save the report. We recommend that you save your
reports in the /site/ReportsCustomized/ folder, especially if you customize existing reports.

The website engine searches sequentially for reports and style template files in the following places:
1. The server
2. The /Site/ReportsCustomized/ folder
3. The /Site/ReportsbDefault/ folder

You can choose where to save the report. When you are saving a new report, or when you are not sure
where the opened report was originally saved, do the following:

e To save the report locally, on the menu bar, select File > Save as, and select the folder in which
you want to save the report. If you save a new report, you have to specify its name.

You can also save the report locally by clicking the 4 button on the main window toolbar of the
Report Designer.

e To save the report on an Acumatica ERP website, do the following:

1. On the menu bar, select File > Save to Server. The Save report on server dialog box
appears.

2. In the dialog box, type your Acumatica ERP website URL (item 1 in the screenshot below)
and your login and password (item 2).

If your application contains more than one company, you have to type an appropriate
company name with the user login in the following format: {user login}@{company
name }. The company name is the name you select when you log in to Acumatica ERP.

3. In the Enter report name to save box, specify the report name, if necessary.

This box holds the name of the opened report. If you are saving a new report, the box is
empty. You can type a new name for the report, or you can select an existing report to
replace it with the new one. If you were to select an existing report, you could click the
Load reports list button to load a list of available reports from the website (item 3).

4. Click OK to save the report.

Save report on server 1 [E3]
Enter Web service URL to load reports list : Login : admin @salesdemo
localhost/InstanceName v Password: | weusesese

Enter report name to save :

_ 2
arG 70000 rpx v Load reports list
Version description :
3 Save as new version
0K || Cancel

Figure: Saving a report to a server
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After you have saved your report to the server of an instance or locally, you can use this report for any
company of this instance.

You can save your report to an Acumatica ERP website as a new version, by selecting the Save as new
version check box in the Save report on server dialog box. You can find details on saving a report as
a new version in Lesson 9.
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Running a Report

You can run the report you have created after you publish this report, which entails adding the URL of
the report to the site map in Acumatica ERP. You can find details on publishing a report in Step 4.6:
Publishing and Previewing the Report of Lesson 4.

On the Report Parameters tab of the form of a published report, you can opt to specify the report
parameters before running the report. To execute the report, on the report form toolbar, you should

click Run Report. To return to the report form, you can click the ra button on the report toolbar.

From the executed report, you can do the following by clicking appropriate commands in the report
toolbar: print the report, send it via email, and export to Excel or PDF.

You can also do the following with a published report:
e 1. Edit a report
e 2. Save a set of report parameters and settings as a template
e 3. Filter and sort report data

. Define report print settings

. Define the email settings of a report

. Schedule a report

°
N & i AN W

. Use different versions of a report

1. Editing a Report

Once you have published a report saved to the server, you can edit the report by using its report
form, if the ReportDesigner role is assigned to your user. To do that, on the report form toolbar, click
Edit Report and download the file. The file name matches the report name; for example, for the
AR670000.rpx report, the AR670000. rps file is downloaded. This downloaded file contains a website
URL, a user login, and the report name. Open the downloaded file, and the Open report from server
dialog box appears. In the dialog box, the website URL, the user login, and the report name are filled
in automatically. You need to type only your password and click OK to open the report in the Report
Designer.

After you change and save the report, you should reload the report form in Acumatica ERP to get the
changes.

2. Saving a Set of Report Parameters and Settings as a Template

You can save as a template a set of report parameters, additional sorting and filtering conditions, and
print and email settings. To do that, specify the appropriate parameters and settings, and click Save
Template on the report form toolbar. The Enter Template Name dialog box appears. In this dialog
box, specify the template name and click OK. Now you can select this template in the Template box
on the report form to apply this set of parameters and settings to the report. You can change any
parameter or setting of the selected template before running the report.

You can set any template as the default template of a report. When you open the report, the default
template will be applied automatically. To set a template as the default, in the Template box on the
report form, select the template, select the Default check box, and save the template. Only one
template can be assigned as the default for the report. When you save a template as the default, the
Default check box of any previous default template is cleared.

When you save a new template with the cleared Shared check box, the template is saved for the
current user only. To share this template with other users, in the Template box on the report form,
select the template, select the Shared check box, and save the template.
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On the Additional Sort & Filters tab, you can define additional filtering and sorting conditions to apply
to report data. If needed, you can save these conditions as a template. You can find more information

on this functionality in Lesson 7: Defining Additional Filters for Reports.

4. Defining Report Print Settings

In the Print Settings area of the Print and Email Settings tab of the report form, you can define the
print settings of the report. These settings will be applied when you run the report. You can save these

settings as a template.

By default, each executed report is represented in HTML. Also, only one of its pages is shown on the
form at a time. You can change pages by clicking the arrow buttons on the report toolbar, as shown in

the screenshot below (item 1).

€ Revision Two HQ - Invoices Commissionable by Salesperson

< > >l PRINT SEND  EXPORT -

INDSACRAME Sacramento Industrial Supply
INDSACRAME Sacramento Industrial Supply
INDSACRAME Sacramento Industrial Supply
WIDGETCC Widget Credit Card
WIDGETCC dit Card

2445 WIDGETCC ‘Widget Credit Card
Invoices count: 12

T

Salesperson: SPO010 Kachine Williams

invoice Date Invoice Nbr. CustomerID Customer Name Sales Commission

122015 ARDO3I45 FDIAGRI Agrilink Food 15,745.50 787.28
Continued...

Figure: A report executed with the default print settings
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You can view all pages of the executed report at a time. To do that, before you run the report, on the
Print and Email Settings tab of the report form, select the Print All Pages check box.

You can view the executed report as a PDF at any time by clicking the PDF button on the report toolbar
(item 2 in the screenshot above). You can also generate any report as a PDF by default. To do that, on
the Print and Email Settings tab of the report form, select the Print in PDF format check box. In
the PDF version, all pages of the executed report are shown at a time regardless of whether the Print
All Pages check box is selected. You can switch the report back to the HTML version at any time by

clicking the button on the report toolbar, as shown in the screenshot below.

£ Revision Two HQ ~ Invoices Commissionable by Salesperson

s C SEND  EXPORT =

HELF =

Invoices Commissionable by Salesperson

12015
33112015

Company. Revision Twa HQ Print Date. W2TI2Z0ME Start Date:
Liser: admin Pages: 3 End Date:
Salesperson: SP0001 Jason Mendenhall

Invoice Date  Invoice Nbr. Customer ID Customer Name Commission
112812015 AROD3361 VWIDGETBUY Widget Connection 1,300.00 19.50
212512015 ARDN3404 VWIDGETBUY Widget Connection 1,300.00 19.50

Figure: A report printed in PDF
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1.50
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By default, because the Compress PDF file and Embed fonts in PDF file check boxes are selected,
the generated PDF is compressed with embedded fonts. These settings are also applied when you
export the report to a PDF file.

You can also define the visibility of the data deleted from the database in a report by selecting one of
the following values in the Deleted Records combo box:

e Hide: Hide the deleted data (default setting)
e Print: Print the deleted data
e Only: Print only the deleted data

5. Defining the Email Settings of a Report

In the Email Settings area of the Print and Email Settings tab of the report form, you can define
email settings of a report, if you plan to email it. These settings will be applied when you click Send
on the executed report form toolbar, or when the report is sent according to a schedule. You can save
these settings as a template.

You can define the following email settings:
e Format: The report format (HTML, PDF, or Excel).

¢ Email Account: The recipient's email address. The value entered in this box is inserted in the To
box of the email, which is a required email parameter (see the screenshot below). You can specify
multiple email addresses separated by commas or semicolons.

e CC: The additional address to receive a carbon copy (CC) of the email. You can specify multiple
email addresses separated by commas or semicolons.

e BCC: The email address to receive a blind carbon copy (BCC) of the email; the address entered in
this box is hidden from the other recipients. You can specify multiple email addresses separated
by commas or semicolons.

e Subject: The subject of the email. The Subject is a required parameter of the email.

Email Activity mpe

Revision Two HQ Email Activity [YNOTES  FILES(1) CUSTOMIZATION  HELP =

SAVE&CLOSE ©® La) ® SEND ACTIONS ~

From admin
*To user@acumatica.com X

admin@acumatica.com

L-3IR-1IR-2IR"]

BCC

* Subject The Invoices Commissionable by Salesperson report

Message | Details

VISUAL~ w~ ~~ Paagraph + B 7 U~ A~ &« P€ &= (@ INSERT LAYOUT 2

Ll
4
i
i
)

Figure: An email to send a report
You can specify the email settings for a report in the Report Designer. These settings are used instead
of any email settings defined for the report in Acumatica ERP.

To specify the email settings in the Report Designer, open the report, select the report form, and define
the following settings in the MailSettings property group:
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e ActivitySource: The particular activity to include in the email.

e Bcc: The email address to receive a blind carbon copy of the email. You can specify multiple email
addresses separated by commas or semicolons.

e Body: The body of the email.

e Cc: The additional address to receive a carbon copy of the email. You can specify multiple email
addresses separated by commas or semicolons.

e Format: The report format (HTML, PDF, or Excel).

e ParentSource: The particular activity of a business account to include in the email.

IEI You can specify only a business account, such as a customer or a vendor, as the parent source.

e Subject: The subject of the email.

e TemplatelID: A notification template to use for the email. You can manage existing templates
and create new ones on the Notification Templates form (SM204003; Configuration > Email >
Manage).

In the TemplatelID property, you can enter the notification identifier (see the screenshot below).

© Revision Two HQ ~ Notification Templates (I NOTES  FILES  CUSTOMIZATION  HELP ~+

=~ + ¥ K < > 2

* Notification InvoiceNotific ation 02 * Screen IC Invoices o
From 2 Status Published -
T 0 Published Date:  8/7/2014 10:50 PM
2
o
Subject ({DefaultCompany Centact. FullName)) Invoice #((RefNbr)) available for viewing o

i
4
i
(I
1%
i
et
il
5

¥

VISUAL~ w~ ~~ Paragaph ~ B I U~ A~ &~

Dear ((Billing_Contact. Salutation)).

This is an automatic email te netify you that you have a new Inveice available on your account.
You will find a copy of Inveice #((RefNbr)) attached to this email.

If you have any questions, please don't hesitate to contact us at ((DefaultCompanyContact. EMail)).

Thank you for choosing ((DefaultCompany Contact. FullName)).

Figure: A notification template

If the same property is defined in the MailSettings group of the report and in the selected
template, the report property will be used instead of the template property. For example, the
subject, body, and notification template are defined for a report: . In the selected notification
template, the recipient’s email, subject and email body are defined. If you email this report, the
system will get the subject and the email body from the report properties and the recipient’s
email from the notification template.

e To: The recipient’s email address. You can specify multiple email addresses separated by commas
or semicolons.

For example, the Invoice/Memo report (ar641000.rpx) has the following ActivitySource:
ARInvoice.NoteID (see the screenshot below).
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Properties | Fizlds

report1 Report

e
4 Behavior -
> CommonSettings
Locale v
Localizable True
4
ActivitySource ARInvoice.NotelD =
Bec
Body ='"Dear Customer, This is an automatic email to notify you that you have a new Invoice ilable on your - Youw
Ce
Format
ParentSource Customer.NotelD
Subject =[CompanyContact .FullName]+'- "+[ARInvoice.PrintDoc Type]+' #+[ARInvoice RefNbr]+ 1if( [ARInvoice.InvoiceNbr] <> M
Template|D
To =leMNull([BillingContact . Email ].") =

m

MailSettings
Mass Email settings.

Figure: Email settings of the Invoice/Memo report (AR641000)

Based on this setting, if the user emails an invoice, the appropriate activity will be added to this invoice,
as shown in the screenshot below.

£ Revision Two HQ - Invoices and Memos [ NOTES |ACTIVITIES (1)| FILES  NOTIFICATIONS ~ CUSTOMIZATION — HELP =
- + B~ K < > 3l ACTIONS  INQUIRIES + REPORTS ~
FY
Type Customer. ABCSTUDIOS - ABC Studios Inc #  Detail Total 500.00
Reference Nbr.: | AR003631 2 Location: MAIN - Primary Location Discount Total: 0.00

Tasks & Activities »

(] ADD TASK  ADD EVENT  ADD ACTIVITY ~

= 04 Oct Revision Two HQ: INVOICE #AR003631 is now available

Figure: An activity created for an invoice after sending an email

ParentSource of the Invoice/Memo report (ar641000.rpx) is Customer .NoteID. Based on this
setting, if the user emails an invoice, the appropriate activity will be added to the customer of the
invoice, as shown in the screenshot below.

£ Revision Two HQ -~ Customers [ NOTES |ACTMITIES(1)| FILES(1) NOTIFICATIONS  CUSTOMIZATION  HELP =
Lo + - W [£4 4 > >l ACTIONS ~ INQUIRIES v REPORTS ~

* Customer [D: ABCSTUDIOS J ol Status: Active - Balance: 47,924.30

* Customer Name: ABC Studios Inc Prepayments Balance: 0.00

Tasks & Activities %

(= ADD TASK  ADD EVENT  ADD ACTIVITY ~

=g 04 Oct Revisicn Two HQ: INVOICE #ARD03631 is now available

Figure: An activity created for a customer after sending an email

6.
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Scheduling a Report

You can schedule report processing to email a report if the Scheduled Processing feature is enabled on
the Enable/Disable Features form (CS100000; Configuration > Common Settings > Licensing).

To schedule a report, on the report form, select a template, which contains a set of report parameters
and email settings, and click Schedule Template on the report form toolbar. The Select Schedule
Name dialog box opens, as shown in the screenshot below. In this dialog box, you should select an
existing schedule and click OK. The report results will be sent on the date and time specified in the
selected schedule to the recipients specified in the report template.

If not a single schedule exists in the system, in the Select Schedule Name dialog box, you have to
select <Setup a schedule first> to create a new schedule.

<Setup a schedule first> v
Merge Reports
Merging Order 0

OK CANCEL

Figure: The Select Schedule Name dialog box

You can manage schedules on the Automation Schedules form (SM205020; System > Automation >
Manage), as shown in the screenshot below. For each schedule, you have to specify the description,
execution dates, and hours for the schedule.

£ Revision Two HQ -~ Automation Schedules () NOTES  FILES  CUSTOMIZATION  HELP =
~ + W K < > > VIEWSCREEN
- -

* Screen ID Send Reports o Execution Limit 0 @ NoExecution Limit

Schedule ID Weekly reports 0o Executed 0 Times
* Description Weekly reports * Starts On 10/1/2015 ~

Action Name Process All Expires On #) No Expiration Date

#| Active Last Executed...
Process with Branch 2

Dates | Hours | Conditions | Filter Values

Schedule Type Weekly - * Next Execution Date 10/2/2015 -
BY FINANCIAL PERIOD WEEKLY
Even 1 Pericd(s) Even 1| Week(s)
End of the Pericd Sunday Wednesday Saturday
Start of the Period Monday Thursday
Fixed Day of the Pericd 1 Tuesday v Frida
MONTHLY DAILY
Ever 1 Month(s ) Even 1 Day(s)
On Day 1
On the 1st Sunday

Figure: A schedule
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To delete a report template from all schedules, on the report form, select the template and click
Schedule Template on the report form toolbar. In the Select Schedule Name dialog box, select
<Remove from schedule> from the drop-down list and click OK.

For more information on schedule processing, see the links in the Related Links section of this topic.

6. Using Different Versions of a Report

You can save the report you are editing as a new version. On the Report Versions tab of the report
form, the user can find report versions and select one of them to execute. You can find information on
using report versions in Lesson 9.

Related Links
Report Form
Schedule Processing


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=d4223134-77e4-4390-86e6-e0bfc7dd21b7
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=178e2dda-7b76-4382-a2c5-919e87391662
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Lesson 4: Creating a Report

In this lesson, you will create the Invoices Commissionable by Salesperson report, which lists
salespersons' commissions estimated from the commissionable amounts of released invoices. These
commissions are listed on the Salesperson Commissions tab of the Invoices and Memos form
(AR301000). An invoice is included if it meets the following criteria:

e Its status is Open or Closed, both of which reflect that the invoice is released.
e The type of the invoice is INV (Invoice).

e The date of the invoice falls within the date range, if the user has specified one on the report
form.

e The invoice lists the salesperson, if the user has specified one on the report form.
In the report, the invoices will be grouped by salesperson and sorted by date.
In this lesson, you will go through the whole process of creating this report.

We also recommend that you complete the practice exercise at the end of the lesson.

Lesson Objectives
In this lesson, you will learn how to do the following:
e Select tables for a report
e Specify relations between tables
e Configure report parameters
e Filter report data
e Group report data
e Declare and use variables
e Configure the report layout
e Define report settings to export to Excel

e Publish and execute a report
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Step 4.1: Creating the Report

To create a new report, start the Report Designer as follows: Start > All Programs > Acumatica >
Report Designer. You have opened the Report Designer for the first time, so the blank report form is
displayed by default.

The layout of the created report consists of three main sections—the page header section, the detail
section, and the page footer section—as shown in the screenshot below.

@ Acumatica Report Designer - EI@
File Edit Format View
tel & W 9
= Sl 2 3 g e B e T B 1S 101 Ll 1 a23e 1 o130 0 14 1 050 1 26 1 171 218 ‘kF‘ointer

[ pageHeaderSectionl ab TextBox

&= PictureBox

; Panel
N ™\ Line
o L =4 Chart
B T | SubReport

[ detailSectionl roperties | Fields

report] Report ©
5
4 Appearance o
» Style

StyleName

StyleShest (Collection)
D R D StylesTemplate
[E] pageFooterSectionl Title

R R R A e

» CommonSettings

Locale

Localizable Tue

MailSettings

NavigationDepth 0 -
(Name)
Indicates the name of the report item.

m

Figure: The created report

Next, you will save the report you created.
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Step 4.2: Saving the Report
Save the created report to your server as follows:

1. On the menu bar of the Report Designer, select File > Save to Server. The Save report on
server dialog box appears, as shown in the screenshot below.

2. In the dialog box, specify the following settings:

o Enter Web service URL to load reports list: The application URL, for example: http://
localhost/InstanceName

e Login: admin

If your application contains more than one company, type the company name with the user
login as follows: admin@SalesDemo.

e Password: The password you defined for this login
e Enter report name to save: 2AR670000. rpx
3. Click OK to save the report.

Save report on server [E]
Enter Web service URL to load reports list : Login : admin@SalesDema
localhost/InstanceName - Password ©  seesesese

Enter report name to save :

ARET0000.rpx - Load reports list

Version description :

Save as new version

oK || Cancel

Figure: Saving the report to the server

Now you will select the data for the report.
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Step 4.3: Selecting the Data for the Report

You have to define the rules the system uses to select the necessary data to be displayed in the report.
This data is retrieved from the system database through the appropriate data access classes.

In Acumatica ERP, explore the Invoices and Memos form (AR301000; Finance > Accounts Receivable
> Work Area > Enter) to recognize the classes that provide access to the necessary data. For more
information, see the Data Access Overview topic. During this exploration, you can find the following
classes, as shown in the diagram below:

The Customer class provides access to the information about the customers associated with the
invoices.

The ARInvoice class provides access to the invoices. The CustomerID field of the ARInvoice class
is the reference to the customer record.

The ARSalesPerTran class provides access to the salespersons' commissions. The RefNbr and
DocType fields of the ARSalesPerTran class are the references to the appropriate documents,
including the invoices.

The SalesPersonID field of the ARSalesPerTran class is the reference to the salesperson record.

While you are investigating the Salesperson Commission tab of the Invoices and Memos form
(AR301000), notice that the appropriate data fields of Commission Amt. and Commissionable
Amount are CuryCommnAmt and CuryCommnblAmt, respectively. These data fields provide
access to commission amounts calculated in the currency of the document.

Every amount field in an Accounts Receivable and Accounts Payable document is stored in

two currencies: the document currency and the base currency. Fields that store the amount in
different currencies are usually distinguished by the Cury prefix. Cury means that the field stores
the amount in the currency of the document. Therefore, for the commission amount, there are
two fields in the ARSalesPerTran class: CommnAmt and CuryCommnAmt.

In this lesson, you will prepare the report in the base currency. Therefore, you will use the
CommnAmt field to retrieve the commission amount in the base currency for the report, and the
CommnblAmt field to retrieve the commissionable amount in the base currency.

The SalesPerson class provides access to the salesperson the commissions were calculated to.

Customer ARinvoice ARSalesPerTran SalesPerson
£ BAccountiD P RefNbr H—(<]P RefNbr £ SalesPersoniD
P AcctCD | P DocType H—<] L DocType £ SalesPersonCD

AcctName DocDate f AdjNbr Descr
Status 49 AdjdDocType
CustomerID P AdjdRefNbr
49 SalesPersoniD
CommnAmt
CommnblAmt
CommnPct

Figure: The classes and the relationships between them

=

In your reports, you can use the attribute fields of classes that are defined on the Attributes form
(CS205000; Configuration > Common Settings > Common Settings). You can use these fields to filter
report data, or to represent their values in the report.

To define the data to be selected from the database, the Report Designer provides the Schema Builder
wizard. By using this wizard, you will perform the following tasks:

Loading the database schema and selecting the classes
Specifying the relationships between the classes
Defining the report parameters

Filtering the report data
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Step 4.3.1: Loading the Database Schema and Selecting the

Tables

To add to the report the classes you explored, you have to do the following:

1. Load the database schema

2. Select the tables for the report

1. Loading the Database Schema

You can load the database schema of all available classes from the application server you use to work
with Acumatica ERP. To connect to the application server, do the following:

1. In the Report Designer, open the AR670000. rpx report from the server.

2. On the menu bar, select File > Build Schema. The Schema Builder wizard appears.

3. On the Tables tab of the Schema Builder wizard, do the following:

Type the connection string (item 1, in the screenshot below) in the following format:
http://{domain}, where you replace {domain} with the actual URL to your
application.

Type your Login and Password (item 2). If your application contains more than one
company, type the appropriate company name with the user login in the following format:
{user login}@{company name}. The company name is the name you select when you
log in to Acumatica ERP.

Acumatica ERP application server. You do not need to install Acumatica ERP locally to develop
any report; instead, you can just connect to a remote server by using an appropriate URL.

IEI Acumatica Report Designer receives all information required for each report from the

Click the Load schema button (item 3). The Report Designer connects to the application
server and loads the schema. When the schema is retrieved, the list of all data access
classes defined in your application appears (item 4).
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Scherna Builder 1 3 2 =]
Tables | Relationships I Parameters | Fitters | Sorting Ard Grouping | Viewer Field5|

Enter Web service URL to load WS DL document : Load schema Login : admin@salesdemo

http:/Aocalhost /Instance Mame - Password : ssssssnne

-
Accessinfo
AccessinfoMotification m >
Accourt 4
Account ByPerodFilter

Account By YearFitter

AccountClass

AccountFitter

AccourtPtr

AccourtsFitter

AccountsPreloadFilter

AccountValidation Rules

AcctHist

ActionDescriptionlnsert Model

Action TreeNode

ActivationSettingsFitter

ActiveDirectoryGroup

ActivityContact Fiter

AddAttendesFitter

AddBillFitter

AddInvoiceFiter

AdditemFilter (P Objects AP AddtemFitter)
AdditemFilter (P Objects. AR AdditemFilter)
AdditemParameters (P Objects AP AddtemParameters)
AdditemParameters (PX Objects AR AddtemParameters)
Address

AddSOFitter

Add TreFitter

ADUserFitter

Aftarfrtivatinn

- Refactor Refresh Refresh All

0K |[ Camead |[ Aoy |

Figure: Loading the schema of the data access classes

2. Selecting the Tables for the Report

When you load the database schema, you can select the classes you found for the report. On the
Tables tab of the Schema Builder wizard, do the following (see the screenshot below):

1. In the list of available data access classes (item 1), select Customer (PX.Objects.AR.Customeer).

2. (Click the button (item 2) to move the class into the list of selected classes (item 3).
3. Repeat Steps 1 and 2 for each of the following classes:

e ARInvoice (PX.0Objects.AR.ARInvoice)

e ARSalesPerTran

e SalesPerson

To remove a class from the list of selected classes (item 3), select the class by name and click the

button. To remove all the classes from the list of selected classes, click the button.

4. Click the Apply button to apply your changes to the report (item 4). You have to apply your
changes to be able to use these changes further.
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Figure: Selecting the data access classes

You have selected the tables for the report. In the next step, you will specify the relationships between
the tables.

Step 4.3.2: Specifying the Relationships Between the Tables

In the Schema Builder wizard, you specify the relationships between the classes so that the system
can generate a query. In the Enter the report table relations here area of the Relationships tab,
you specify the relationships between a pair of tables. In the Enter the data field links for the active
relation area of this tab, for each pair of related tables, you specify the links between them. To specify
the relationships, do the following:

1. In the Report Designer, open the AR670000. rpx report from the server.
On the menu bar, select File > Build Schema. The Schema Builder wizard appears.

On the Relationships tab of the Schema Builder wizard, add the lines with the following
settings to link the ARSalesPerTran and ARInvoice classes:

¢ Enter the report table relations here area:

Parent Table Join Type Child Table

ARSalesPerTran Inner ARInvoice

¢ Enter the data field links for the active relation area:

Parent Field Link Condition Child Field
RefNbr Equal RefNbr
DocType Equal DocType

In the Enter the report table relations here area, you select the classes to be linked.

In the Enter the data field links for the active relation area, you link the classes of the row
selected in the Enter the report table relations here area, as shown in the screenshot below.
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To add the first row to the Enter the data field links for the active relationarea, you click
anywhere in the area, and the empty row appears.

o -

relation area are deleted automatically.

If you need to delete any class relationships and data field links, you can click the relevant
row in the area, and press Delete. If you delete a row in the Enter the report table
relations here area, the appropriate rows in the Enter the data field links for the active

e In the Enter the data field links for the active relation area, you can use formulas in
the Parent Filed and Child Field columns of a particular row by clicking the row and then
clicking the Parent Formula and Child Formula buttons respectively. You can find an
example of using formulas in these columns in Lesson 8: Using Images and QR Codes

e Enter the report table relations here area:

Add the lines with the following settings to link the ARInvoice and Customer classes:

Parent Table Join Type Child Table
ARInvoice Inner Customer

¢ Enter the data field links for the active relation area:
Parent Field Link Condition Child Field
CustomerID Equal BAccountID

¢ Enter the report table relations here area:

Add the lines with the following settings to link the ARSalesPerTran and SalesPerson classes:

Parent Table Join Type Child Table
ARSalesPerTran Inner SalesPerson
¢ Enter the data field links for the active relation area:

Parent Field Link Condition Child Field
SalesPersonID Equal SalesPersonID
Scherna Builder B

Tables | Relationships | Parameters | Fitters | Sorting And Grouping | Viewer Fields
Erter the report table relations here : 3 IZI
Parent Table Parert Alias Join type Child Table Child Alias
ARInvoice Inner Customer
ARSalesPerTran Inner SalesPerson
-
Enter the data field links for the active relation : Parent Formula | | Child Formula
Braces Parent Field Link Condition Child Field Braces Operator
» P Reitor Equal RefNbr And
DocType Equal DocType And
"
oK || Cancel |[ spply |

Figure: Configuring the classes relationships

6. Apply your changes to the report.

You have specified the relationships between the tables. In the next step you will define the report
parameters.
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Step 4.3.3: Defining the Report Parameters

You can specify parameters for the report you are creating. The user will be able to define the values
for the parameters before run the report. For this report, the user can specify the date range and the
salesperson. To configure these parameters, do the following:

1.
2.
3.

In the Report Designer, open the AR670000. rpx report from the server.
On the menu bar, select File > Build Schema. The Schema Builder wizard appears.

On the Parameters tab of the Schema Builder wizard, click Add to add three parameters with
the following settings to the parameters list:

e The settings of the first parameter are the following:
e Name: DateFrom
e Data Type: DateTime
e Prompt: Date From
o Default Value: =[@QuarterStart]
¢ Allow Null: Selected
e The settings of the second parameter are the following:
e Name: DateTo
o Data Type: DateTime
e Prompt: pate To
¢ Default Value: =[cQuarterEnd]
¢ Allow Null: Selected
e The settings of the third parameter are the following:
¢ Name: SalesPerson
e View Name: =[SalesPerson.SalesPersonCD]
e Prompt: salesperson
¢ Allow Null: Selected

Based on the DateTime data type that you have selected for the Date From and Date To
parameters, the calendar dialog box will open when the user selects their values on the report
form. Based on the default values that you have selected for these parameters—that is,
@QuarterStart and @QuarterEnd, the report shows salespersons' commissions for the current
quarter by default.

Based on the key field you have selected as the View Name of the Salesperson parameter, a
user can select a salesperson in the appropriate lookup table on the report form.

IEI You can select a value or specify an expression in the View Name or Default Value in the

Expression Editor, which you can open by clicking the |_| button at the right of the boxes.

Based on the selection of the Allow Null check box for all the parameters, a user can execute
the report without specifying a date range and a salesperson.

For all the parameter that you have added, you left the Visible check box selected, which is its
default value, because with the cleared check box the parameters will not appear on the Report
Parameters tab of the report form.

Once you apply your changes to the report, the parameters you added are available in the list
of parameters in the Expression Editor. The parameter names start with the @ symbol, as with
@SalesPerson.

IEI If you were to delete a parameter, you would select it in the parameters list, and click Remove.
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Schema Builder =
Tables | Relationships | Parameters | Fitters | Sorting And Grouping | Viewer Fields
DateFrom — . . —
e \i’ Name DateTo Input mask : l_l
DateTo e — —
Data Type : DateTime | View name : l_l
Frompt : Date To
Defautt value ©  ~[@QuarterEnd] l:l
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0K |[ cance |[ ppy |

Figure: Adding the parameters of the report

4. Apply your changes to the report.

For more information on report parameters, see the Defining Report Parameters topic of this course.

You have defined the report parameters. In the next step you will specify the filtering conditions for the
report.

Step 4.3.4: Filtering the Report Data

For the report you are designing, you also have to specify the filtering conditions, which determine the
data to be retrieved.

The report is being designed to show salespersons' commissions for released invoices. Optionally, the
user can specify the date range of the invoices to be included in the report. The user can also select a
salesperson to view the commissions for only that salesperson.

Based on these specifications, you can specify the following conditions for each commission to be listed:

If the user has selected a date in the Date From box, the invoice date must be greater than or
equal to the DateFrom parameter value—that is, after or the same as the specified date.

If the user has selected a date in the Date To box, the invoice date must be less than or equal to
the DateTo parameter value—that is, before or the same as the specified date.

If the user has selected a salesperson in the Salesperson box, the commission must be
associated only with the selected salesperson.

The invoice type must be 1NV, which corresponds to the Invoice type.

The status of the invoice must be N or ¢ (Open or Closed, respectively), which means that the
invoice is released.

To add these conditions to the report, do the following:

1.
2.
3.

In the Report Designer, open the AR670000. rpx report from the server.
On the menu bar, select File > Build Schema. The Schema Builder wizard appears.

On the Filters tab of the Schema Builder wizard, add the rows with the following settings, as
shown in the screenshot below:

Braces | Data Field Condition Value 1 Braces| Operator

ARInvoice.DocType Equal INV And

( ARInvoice.Status Equal N Or
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Braces | Data Field Condition Value 1 Braces | Operator
ARInvoice.Status Equal C ) And

( ARInvoice.DocDate GreaterOrEqual @DateFrom Or
@DateFrom IsNull ) And

( ARInvoice.DocDate LessOrEqual @DateTo Or
@DateTo IsNull ) And
ARSalesPerTran.CommnAmt| Greater 0 And

( SalesPerson.SalesPersonCD | Equal @SalesPerson Or
@SalesPerson IsNull ) And

In the Data Field column, you can specify an expression if you select an appropriate row and
click the Data Field Formula button to open the Expression Editor.

The second and third rows (item 1 in the screenshot below) are a pair and specify one
condition. The N value of ARInvoice.Status corresponds to the Open status, and the c value of
ARInvoice.Status corresponds to the Close invoice status. The invoice cannot have both statuses
at the same time. Thus, these rows are enclosed in brackets and joined with the Or operator.

The fourth and fifth rows (item 2) are a pair and specify one condition. The fifth row is used
when the user does not select any date in the Date From box. The fourth row is used when the
user selects a date in the Date From box. These events cannot happen at the same time. Thus,
these rows are enclosed in brackets and joined with the Or operator.

The sixth and seventh rows (item 3) are a pair and specify one condition. The seventh row is
used when the user does not select any date in the Date To box. The sixth row is used when the
user selects a date in the Date To box. These events cannot happen at the same time. Thus,
these rows are enclosed in brackets and joined with the Or operator.

Based on the condition specified in the eighth row (item 4), you are excluding the data with the
zero commission amounts from the report results.

The ninth and tenth rows (item 5) are a pair and specify one condition. The tenth row is used
when the user does not select any salesperson, so the commissions of all the salespersons will
be selected. The ninth row is used when the user selects a salesperson, so only the commissions
associated with this salesperson will be selected. These events cannot happen at the same time.
Thus, these rows are enclosed in brackets and joined with the Or operator.

IEI To delete any filter condition you have defined, click the relevant row in the table, and press
DELETE.
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| Tables | Relationships | P | Fiters | Sorting And Grouping | Viewer Fields |
Data Field Fomula | [ 4| (4]
Braces Data Field Condition WValuel Value2 Braces Operator
3 ARInvoice DocType Equal INV And
{ ARlInvoice. Status Equal N Cr
1 ARlInvoice Status Equal C ) And
{ ARlInvoice DocDate GreaterOrEqual @DateFrom Or
2 @DateFrom lsMull ) And
( ARInvoice.DocDate LessCrEqual @DateTo Or
3 @DateTo lsMull ) And
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-
ok J[ cancel J[ ooy |

Figure: Defining the filter conditions

4. Click OK to apply your changes to the report and to close the Schema Builder wizard.

5. 0On the toolbar of the Report Designer main window, click the = button to save your changes to
the report. By default, the report will be saved to the same place, because in Step 4.2: Saving
the Report you saved the report to the server.

IEI You can also save the report by pressing CTRL+S.

You have specified the filtering conditions for the report.
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You have defined the rules to select the necessary data to display in the report. Now you will configure

the visual presentation of this data by performing the following tasks:

Defining the data groups for the report

Defining sorting rules

Selecting style templates

Adding elements to the report layout

Making a link for values of a text box

Step 4.4.1: Defining the Data Groups for the Report

You can use data groups to structure and logically group data in a report. For this report, you will group
commissions by salesperson. To configure this grouping condition, do the following:

1.
2.

In the Report Designer, open the AR670000. rpx report from the server.

On the Properties tab, select the reportl Report object (item 1 in the screenshot below) from

the drop-down list to select the report form.

You can also select the report form by performing one of the following steps:

El

Click the top left box under the toolbar on the report form (item 2). The black square will

appear in the box.

Right-click any place of any section on the report layout and select Select reportl.

On the Properties tab, select the Groups property, and click the L) button (item 3) to open the

Group Collection Editor dialog box.

File  Edit

2

4

HEEHS o

[ ol ez

@ Acumatica Report Designer - AR570000.rpx

Format  View

[E pageHeaderSectionl

[E pageFooterSectionl

C3 e E B B e T B 18 1 A0 1 oD 1 c12e 1 130 1 2240 1 2 25. 1 216 1 1T 1 418

[E detailSectionl

=N N (s

& Pointer

ab: TextBox

i=| PictureBox
Panel

™\ Line

=4 Chart

7| SubReport

Properties | Fields
report1 Report

dl
Visible: True
Wisible Expr

4 Data

DataMember
DataSource
Embeddedimages  {Collection)
ExportFile Name

Fitters {Collection)
m (Collection)
Sorting {Collection)
4 Design
{Name) report1
Groups

The collection of the report groups.

Figure: Specifying the grouping conditions

In the Group Collection Editor dialog box, click Add (item 1 in the screenshot below) to add a

new group.

Select the created group, and specify the following settings:

o KeepTogether: FirstDetail

e PrintEmpty: False
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e (Name): salesPerson

The KeepTogether property defines whether the entries of the group should be printed on the
same page. The following values are available for this property:

o WholeGroup means that all entries of the group are printed on the same page with the
group header section, if possible.

e FirstDetail means that at least one entry of the group is printed on the same page with the
group header section.

e None, the default value, means that entries of the group can be printed separately with the
group header section.

Based on the FirstDetail value you selected for the KeepTogether property, the report may be
larger (in terms of number of pages) but easier to read than it would be with the None value,
but it will be shorter than with the WholeGroup value.

The PrintEmpty property specifies whether an empty group section is printed. Based on the
False selection, any group without entries will not be printed.

In the Grouping property of the SalesPerson group, click the L) button (item 2) to open the
GroupExp Collection Editor dialog box.

Group Collection Editor @
Members: SalesPerson properties:
TECTTI (+] E3: | 5

4 Behavior

Description
[EETTTEI (Collection) ]
KeepTogether  FirstDetail
PrintEmpty False
Print EmptyExp
Visible Expr
1 4 Design
{Name) SalesPerson

Add | | Remaove

oo

Figure: Adding a new group

In the GroupExp Collection Editor dialog box, click Add to add a new grouping expression. As
the Data Field value, type: salesPerson.SalesPersonCD, as shown in the screenshot below.
Based on this expression, the nested data records will be grouped.

If you used the Expression Editor to define the grouping expression, the value you selected for
IEI Data Field would be =[SalesPerson.SalesPersonCD]. This expression is also correct.

The group you are adding to the report is ordered in ascending order by default, based on the
Sort Order value. You could change this sort order by selecting the Descending value.

Click OK to apply the settings you made and close the GroupExp Collection Editor dialog box.
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Figure: Specifying the grouping expression

8.
the dialog box.

9.

In the Group Collection Editor dialog box, click OK to apply the grouping conditions and close

Save your changes to the report.

You have added the SalesPerson group to the report. The appropriate group header and group footer
are shown on the report layout, as shown in the screenshot below.
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Figure: Viewing the created group
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Step 4.4.2: Defining Sorting Rules for the Report

You can specify how the report data is sorted—that is, the order in which the results should be
displayed in the detail section of the report. At first, the report data is sorted according to the sorting
rules of the group sections, and then the data of the detail section is sorted according to the sorting
rules of the report.

You sorted the report by salesperson in ascending order when you defined the grouping rules. Now you
will sort the list of each salesperson's commissions by invoice date. To specify this sorting rule, do the
following:

1. In the Report Designer, open the AR670000. rpx report from the server.

2. On the Properties tab, select reportl Report from the drop-down list to select the report form.

3. select the Sorting property, and click the L) putton to open the SortExp Collection Editor
dialog box.

4. In the dialog box, click Add to add a new sorting expression. In its Data Field, select
ARInvoice.DocDate, as shown in the screenshot below. Based on this expression and the default
value of Sort Order, the data of the detail section will be sorted by invoice date in ascending

order.
SortExp Collection Editor [~ B[]
Members: P Reports. SortBxp properties:
1] P¥ Reports.SortExp + Al |
4 Misc
DataField ARinvoice_DocDate
[ETTEEIN Ascending [=]
Add | | Remove
[ ok ][ cancel

Figure: Specifying the sorting expression
5. Click OK to apply the settings you made and close the SortExp Collection Editor dialog box.
6. Save your changes to the report.

You have specified the sorting rules to the report.

Step 4.4.3: Selecting Style Templates

Style templates are extremely useful for quick and uniform formatting of text displayed in a report. In
the site/ReportsDefault/ folder, you can find the following files with default style templates:

e TemplateReport.rpx: Contains styles that you can use for reports
e TemplateForm.rpx: Is intended for printable pages
These template files are also available on the server.

your own style, create a new report, select the report form, specify the style collection in the StyleSheet

IEI You can use existing styles, as well as define your own custom styles required for the application. To define
property, and save this report locally or on the server. Then you can use this report as a style template.

You can also manually adjust the style of elements in the properties of the Style group.
To specify a style template file for the report, do the following:
1. In the Report Designer, open the AR670000. rpx report from the server.

2. On the Properties tab, select reportl Report from the drop-down list to select the report form.
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In the StyleTemplate property, click the L) button and select the TemplateForm.rpx file.

To select the template file from the server, you can just enter the name of the template file as the
IEI value of the StyleTemplate property.

4. Save your changes to the report.

You have specified the file containing the style templates for the printable page. Next, you will add
elements on the report layout and apply style templates to them.

For more information on applying the style templates, see the links in the Related Links section of this

topic.

Related Links
Report Designer — Recommendations (Recommended Predefined Styles)

Step 4.4.4: Adding Elements to the Report Layout

You have defined the sections of the report layout and configured the sorting rules. Now you will
visually lay out the report. To do that, you will add to the report layout some of the elements listed in
the top right area of the Report Designer and configure these elements.

You will configure the following sections:

1.

wi kWD

The page header section

The group header section
The detail section

The group footer section

The page footer section

1. Configuring the Page Header Section

You will use the page header section to print the following common information on each page:

The report name

The company name

The user who printed the report
The print date

The number of printed pages

The date range specified by the user (if applicable)

To configure the page header section and add appropriate elements to the report, do the following:

1.
2.

In the Report Designer, open the AR670000. rpx report from the server.

On the page header section, to add a text box to print the report name, click TextBox in the
elements list (as shown in the following screenshot) and then click the place where you want to
put the box. You can move elements on the report layout by dragging them. Place the text box
in the top right corner of the page header section.

IEI You can also add an element to the report layout by performing one of the following steps:
e Drag the element from the elements list to the needed location.

e Select a section to add the element and then double click the element in the list. The element
will be added in the top left corner of the selected section.
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Figure: Placing a text box on the report layout

3. Configure the added text box as follows:

=

The height of any new added text box is 16 pixels. Enlarge the text box height by 8 pixels
by dragging the handle at the bottom of the box so that the text box height becomes 24
pixels, as shown in the following screenshot. The spacing between lines of the regular grid
of the report layout is 8 pixels by default.

You can also specify the text box height on the Properties tab in the Size > Height
IEI property.

Similarly, you can change a size of any element of the report layout, including the height of
any section.

[E] pageHeaderSectionl
....................................................................... [ S
....................................................................... 018}{150){1 .

I E TP HEE TP SE IS oot

Figure: Changing the size of the text box

Double-click the text box you added, and type inside Invoices Commissionable by
Salesperson. You have defined the Value property of the text box through the report
layout directly.

In the Style > Text Align property, select Right.

In the StyleName property, select Report Name. The list of styles shown in the
StyleName property depends on the style template you have selected for the report.

Adjust the text box width so that its entire text is visible in the box.

You can remove any element from the report layout. To do that, select the element by clicking it,
and press Delete.

4. Add 12 text boxes with the following values, as shown in the screenshot below:

Company: (item 1 in the screenshot below)
=Report.GetDefUI ('CompanyBAccount.AcctName') (item 2)

GetDefUI (object field) is an application function you can use to get the value of
the object field parameter. Based on the value you entered, the text box shows the
company name.

User: (item 3)
=Report.GetDefUI ('AccessInfo.DisplayName') (item 4)

Based on this value, the text box shows the name of the user who executed the report.
You can use the fields of the AccessInfo class to get information as follows:

e AccessInfo.DisplayName: The user login

e AccessInfo.CompanyName: The company name
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e AccessInfo.BusinessDate: The Acumatica ERP business date
e AccessInfo.BranchID: The branch identifier

e Print Date: (item 5)

e =Today () (item 6)

Today () is a date and time function that returns the current date according to the system
date on the local computer; you can use the @Today predefined parameter and get the
same result. Based on this value, the text box shows the print date of the report.

If you also want to print the time, you should use the Now () date and time function, and

IEI set the Format of the text box to g, which is a standard format specifier. The Now () and
Today () functions use user's time zone. You can also use the NowUTC () and TodayUTC ()
functions to get date and time in the UTC standard.

e Pages: (item 7)
e =[PageCount] (item 8)

PageCount is a global variable that returns the page count value for the current report.
Based on this value, the text box shows the number of pages of the report. For more
information on variables, see the links in the Related Links section of this topic.

e Start Date: (item 9)
e =IsNull (@DateFrom, ' / / ') (item 10)

IsNull (value, nullValue) is a shortcut function that returns the value argument
if it does not equal NULL. If the value argument equals NULL, the function returns the
nullValue argument. Based on the function you entered, the text box shows the date
that the user has selected in the Date From box. If the user has not specified the Date
From parameter, the text box shows the string / /

e End Date: (item 11)
e =IIf(@DateTo=NULL, ' / / ', @DateTo) (item 12)

IIf (expression, truePart, falsePart) is a shortcut function that returns the
truePart argument if the expression evaluates to True. Otherwise, if expression
evaluates to False, the function returns the falsePart argument. Based on the function
you entered, the text box shows the date that the user selected in the Date To box, if any.
Otherwise, the text box shows the string / /

For more information on functions, see the links in the Related Links section of this topic.

1 2 5 6 9 10

Company:- - | [=Report.GetDeflifRowComp « - - ... |Start Date:. | [=lsMull{@DateF
User. -« . . [=Report.GetDefllfRowhAcee | - - - . .. EndDate: . [=If@DateTo=h

Figure: Previewing the page header section

5. Select all the text boxes you added in the previous step (as shown in the following screenshot),
and in the StyleName property, select Report Params.
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Compa
User: ..

Figure: Selecting multiple elements

Notice that the values you entered in the text boxes, which start with =, are enclosed in square
brackets on the report layout, as with [=Today () ]. If you select any of these text boxes, you
cannot find these square brackets in their Value on the Property tab. These brackets indicate
that the text box value is not just a string constant; it is an expression.

In the rest of this document, we will refer to a layout element by the value that the element
displays. For expressions, we will omit square brackets and the equal symbol and speak of, for
example, the Print Date: text box, the Today() text box, or the PageCount text box.

Decrease the height of the header section so that there are 16 pixels of empty space at the
bottom of the section, as shown in the following screenshot.

[E pageHeaderSectionl

Company.- - [=Report.GetDefll/RowComp - - - - - - - - Print Date:. - - [=Today(]. - ---- - -~ Start Date: .  [=lsMull{@DateF

[E] groupHeaderSectionl (Header of SalesPerson)

Figure: Previewing the page header section
Save your changes to the report.

If the designer shows a red X on a visual element, as shown in the screenshot below, this means that the
element overlaps on the layout with some other element. You have to adjust the layout and move or resize
the elements as needed. Overlapping elements will not cause a run time error in the report; but only one of
these elements will be shown in the printed report.

Figure: Identifying overlapping elements

2. Configuring the Group Header Section

You will use the group header section to print the following information for each group:

The name and identifier of the salesperson whose commissions are listed in the detailed section

The column headers for the data of the detail section

To configure the group header section and add appropriate elements to the report, do the following, as
shown in the screenshot below:

On the group header section, to print the salesperson's identifier and name, add the text boxes
with the following values:

e Salesperson: (item 1 in the screenshot below)
e =[SalesPerson.SalesPersonCD] (item 2)

e =[SalesPerson.Descr] (item 3)
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2. Select all the text boxes you added in the previous step and enlarge their height by 8 pixels. In
the StyleName property, select Report Name.

3. Add text boxes with the following values to print column headers:
e Invoice Date (item 4)
e Invoice Nbr. (item 5)
e Customer ID (item 6)
e Customer Name (item 7)
e Sales (item 8)
e Commission (item 9)
e Comm % (item 10)

4. Select all the text boxes you added in the previous step, and then in the StyleName property,
select Heading1BCColored.

5. Decrease the height of the group header section so that there are 8 pixels of empty space at the
bottom of the section.

1 2 3

[E] groupHeaderSectionl (Header of SalesPerson)

[F detailSectionl
4 S 6 7 8 9 1
Figure: Previewing the group header section

6. On the Properties tab, select groupHeaderSection1 from the drop-down list to select the page
header section.

IEI You can also select the section by performing one of the following steps:
e Click the section header on the report layout.
e Click any empty place of the section on the report layout.

e Right-click any element of the section, such as a text box, and select Select
groupHeaderSection1

7. In the PrintOnEveryPage property of the page header section, select True.

Based on this setting, the group header section is printed on each page of the report. This can
make the report easier to read because if the user specifies a broad date range, the data of
the detail section can span several pages. You have also selected the FirstDetail value for the
KeepTogether property of the group section in Step 4.4.1: Defining the Data Groups for the
Report; thus, the data of the detail section can span two pages regardless of the date range.
With the group header printed on each page, the report will become more readable.

8. Save your changes to the report.

3. Configuring the Detail Section
You will use the detail section to print the following commission information for each salesperson:
e The invoice date and number

e The applicable customer's identifier and name
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e The applicable commissionable amount, commission amount, and commission percent
To configure the detail section and add appropriate elements to the report, do the following:

1. To print detailed information in the detail section, add text boxes with the following values:
e =[ARInvoice.DocDate] (item 1 in the screenshot below)
e =[ARInvoice.RefNbr] (item 2)
e =[Customer.AcctCD] (item 3)
e =[Customer.AcctName] (item 4)
e =[ARSalesPerTran.CommnblAmt] (item 5)
e =[ARSalesPerTran.CommnAmt] (item 6)

e =[ARSalesPerTran.CommnPct] (item 7)

[E] detailSectionl
| [FARInveice, | [F[ARINveice R | [s[Customer.Ac [s[Customer.AcctMamel] - - - - - - - . ., [F[ARSalesPerTran, [s[ARZalesPerTra [s[ARZale ]

[E1 groupFooterSectionl (Footer of SalesPersen)
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Figure: Previewing the detail section

2. Select all the text boxes you added in the detail section, and then in the StyleName property,
select Normal.

3. Select the ARSalesPerTran.CommnPct text box on the report layout (item 7 in the screenshot
above). In the Format property, type 0.00.

Based on this format specifier, the values of the text box will be formatted as shown in the
following examples:

e 23.45678 -> 23.46
e 0.4->0.40
e .45 -> 0.45

IEI If it is hard for you to find the property at a glance on the Properties tab, you can arrange the list

of properties by categories or alphabetically by clicking 2= or 2l respectively on the tab toolbar.

For more information on formatting values, see the Formatting Values to Be Displayed on a
Report topic of this course.

4. Decrease the height of the detail section so that no empty space remains at the bottom of the
section.

5. Save your changes to the report.

4. Configuring the Group Footer Section
You will use the group footer section to display the following subtotals for the salesperson:
e The total commissionable amount
e The total commission amount
e The average commission percent
To configure the group footer section and add appropriate elements to the report, do the following:

1. Add a text box to the group footer section (item 1 in the screenshot below), and specify the
following settings:
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e Value: =SUM([ARSalesPerTran.CommnblAmt])
e Format: N
This text box shows the total commissionable amount for the salesperson.
2. Add the next text box (item 2), and specify the following settings:
e Value: =SUM([ARSalesPerTran.CommnAmt])
e Format: #,+#.00
This text box shows the total commission amount for the salesperson.

Based on this format specifier, the values of the text box will be formatted as shown in the
following examples:

e 123456789 -> 123,456,789.00
e 123.456789 -> 123.46
e .123456789 -> .12
3. Add the last text box (item 3), and specify the following settings:
e Value: =AVG ([ARSalesPerTran.CommnPct])
e Format: =[ARSalesPerTran.CommnblAmt.Format]
This text box shows the average commission percent for the salesperson.

4. Select all the text boxes you added in the group footer section and enlarge their height to 24
pixels by dragging the handle at the bottom of any box. You can also manually specify the
Size > Height property of each text box.

5. With all the text boxes still selected, in the StyleName property, select Report Name.

Decrease the height of the group footer section so that there are 8 pixels of empty space at the
bottom of the section.

7. Save your changes to the report.

[Z] groupFoocterSectionl (Footer of SalesPerson)

[E pageFooterSectionl

Figure: Previewing the group footer section

5. Configuring the Page Footer Section

You will use the page footer section to print the following common information at the bottom of each
page:

e The number of the current page
e A notification that there is at least one additional page in the report
To configure the page footer section and add appropriate elements to the report, do the following:

1. Add a text box to the group footer section (item 1 in the screenshot below), and specify the
following settings:

e Value: Continued...

e VisibleExpr: =[PageIndex]<[PageCount]
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2. Add another text box (item 2), and specify the following settings:
e Value: =[Page0Of]

The VisibleExpr property holds the expression that specifies the visibility of the text box value
in the executed report; this value overrides the value of the Visible property, if it was set
explicitly. If the expression returns True, the value is visible. Based on the expression you have
entered, the text box value is visible in the executed report if the number of current page is
less than the number of pages of the report. Thus, all report pages contain the Continued. ..
notification except the last page.

You can also define the visibility of a section by specifying its VisibleExpr property, or hide the
IEI section from the executed report by selecting False in the section's Visible property.

3. Select all the text boxes you added in the report footer section, and in the StyleName property,
select Normal.

4. Decrease the height of the detail section height so that no empty space remains at the bottom of
the section.

5. Save your changes to the report.

[z] pageFooterSectionl

1 2
Figure: Previewing the page footer section

Notice that the default value of the ProcessOrder property of the page footer section is Always. The
ProcessOrder property is commonly used for sections and particular text boxes. Once this property
has been specified for a section, the property is applied to every text box in this section unless it is
overridden for a text box.

The ProcessOrder property specifies when the text box value is processed during the report
generation. A text box value can be processed when the data is read from the database (WhileRead),
when the report is printed (WhilePrint), or in both cases (Always). In most cases, when a value is just
read from the database and then displayed in the report, WhileRead is enough. However, if the value
being calculated depends on data that will be known only at the report rendering stage, the WhilePrint
mode should be specified.

For example, you have added two text boxes to the page footer section. The visibility of the
Continued. .. notification depends on the page nhumber and page count, which are calculated by the
PageIndex and the PageCount global parameters, respectively. Both numbers for each page will

be known only at the report rendering stage. Similarly, the page number, which is calculated by the
PageOf global variable, will be known only at the report rendering stage. Page numbers are typical
data fields that require the WhilePrint processing mode. Thus, Always, which is the default value for the
page footer section, is an appropriate setting. If you select the WhileRead setting for the page footer
section, the Continued. .. notification will be printed on every page, and the page number will never
be printed.

Now that you have configured the page header section (the last available section of the report), you
have configured the report (see the screenshot below).
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Figure: Previewing the report layout
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Step 4.4.5: Making a Link for a Text Box

You can configure a text box so that its value will contain a link to a form or report in Acumatica ERP

or to any external object. The user can click the link to get the appropriate information. For example,
the value of a text box that holds the customer's hame or identifier can be a link to the form for the
appropriate customer. In this case, the user could view more information about the customer by clicking
the customer name or identifier in the generated report.

You will configure the report you are creating so that the user will be able to do the following:
¢ Open the Salesperson form (AR205000) for the salesperson by clicking the salesperson's name
e Open the Invoices and Memos form (AR301000) for the invoice by clicking its number
¢ Open the Customer Details report (AR651000) for the customer by clicking the customer's name
Perform the following steps:
1. In the Report Designer, open the AR670000. rpx report from the server.
2. To specify a link to the Salesperson form (AR205000), do the following:
a. In the group header section, select the SalesPerson.Descr text box.
b. In the NavigateMethod property of this text box, select Server.

By default, the server method is used to navigate to a specific object referenced by the data
access class of the field specified in the text box. For the SalesPerson.Descr text box, this class
is SalesPerson.

3. To specify a link to the Invoices and Memos form (AR301000) manually, do the following:
a. Log in to the SalesDemo company of Acumatica ERP.

b. Open the Invoices and Memos form (AR301000; Finance > Accounts Receivable > Work
Area > Enter), open an invoice, and copy its URL, which should be similar to the following
link.

http://localhost/InstanceName/Main.aspx?
CompanyID=SalesDemo&ScreenId=AR301000&DocType=INV&RefNbr=AR003628

c. In the Report Designer, in the detail section, select the ARInvoice.RefNbr text box.


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=f3d27b0f-5180-454b-b4ab-ffc8f70043d6
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=cb4ef681-d8ff-4c4b-ad85-e9501ad86f82
https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=00a69dbb-c06b-4ce4-8b29-e86ee0e8ed47
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d. Make sure that the value of the NavigateMethod property of the text box is Client,
which is the default navigation method.

€. Select the NavigateUrl property of the text box and click the L= button to open the
Expression Editor. In the Expression Editor, past the URL you copied in Acumatica
ERP. This URL contains elements that are specific to the application, company, and
document selected. In the code below, these elements are shown enclosed in curved
brackets.

{application URL}Main.aspx?{company
name} &ScreenId=AR301000&DocType={document
type} &RefNbr={document number}

f. Remove from the URL the Acumatica ERP URL ({application URL}) and the company
name ({company name}), because the URL has to be correct for any application and
company; therefore, the system sets them automatically. An ampersand & is used as the
connection symbol between elements in the URL. If you exclude the company name, you
will have to delete the ampersand that follows it as well.

Main.aspx?ScreenId=AR301000&DocType={document
type} &RefNbr={document number}

g. Inthe URL, replace the document type ({document type}) and the document number
({document number}) with the appropriate data fields. Thus, the URL will be correct
for any row of the detail section. You also have to start the URL with an equal sign (=),
because you can use data fields in expressions only. Connect the data fields and the
parts of the URL with a plus sign (+), and enclose each piece of the divided URL in single
quotes. The URL will look as shown below.

='Main.aspx?ScreenId=AR301000&DocType="
+[ARInvoice.DocType]+'&RefNbr="+[ARInvoice.RefNbr]
You have specified the URL.

h. Click Validate to validate the formula.

If the validation passes successfully the Validate button becomes unavailable and its
IEI caption is changed to Validated.

Click OK to close the Expression Editor.

4. To specify a link to the Customer Details report (AR651000), do the following:
a. In the detail section, select the Customer.AcctName text box.
b. In the NavigateMethod property, select Server.
c. In the NavigateReport property, select the AR651000. rpx file.

To select a report from the server, you can just enter the name of the report file as the
IEI value of the NavigateReport property.

To find out the name of a report file, in Acumatica ERP, you can open the Site Map form
(SM200520). In the table in the right pane, find the report. The Url column holds the URL
to the report form, such as: ~/Frames/ReportLauncher.aspx?ID=AR651000. rpx.
The report file name is at the end of this URL.

In the NavigateParams property, you have to specify the appropriate external
parameter to be transferred to the report selected in the NavigateReport property,
which is the Customer Details report. The names and types of these external parameters
have to match the names and types of the Customer Details report parameters.

To find out the names and types of report parameters, you can open the report in the
Report Designer, open the Schema Builder wizard, and review the Parameters tab.
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Select the NavigateParams property and click the [} putton to open the
ExternalParameter Collection Editor dialog box.

e. In the dialog box, click Add to add a new external parameter, and specify the following
settings, as shown in the screenshot below:

e Name: CustomerID

e ValueExpr: =[Customer.AcctCD]

ExternalParameter Collection Editor @
Members: CustomerlD properties:
] CustomerlD + 4] |
4 Misc
Name CustomerlD
Nullable False
Type String

ValueBpr  =[Customer AcctCD]

Add | | Remove

e |

Figure: Adding an external parameter

f. Click OK to apply the settings you made and close the ExternalParameter Collection
Editor dialog box.

5. Save your changes to the report.

You can define whether clicking a link causes the system to navigate to the page in the same window

or to open a new one. You can specify one of the following settings in the Target property of the text
boxes that hold the links:

e To navigate in the same window: main

e To navigate in a new window: blank
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Step 4.5: Using Variables

You can use variables to calculate values based on the expressions defined for them, to store these
values, and to make them available in all sections of the report.

Suppose that you need to calculate the number of commissionable invoices for each salesperson in the
detail section, and show this number in the group footer section with the subtotals. To do this, you will
add a variable to the report. Do the following:

1. In the Report Designer, open the AR670000.rpx report from the server.
2. On the report layout, click the header of the detail section to select this section.

You are going to add the variable to the detail section, because your purpose is to calculate the
number of invoices that are listed in the detail section.

3. In the Variables property, click the () button to open the ReportVariable Collection Editor
dialog box.

4. 1In this dialog box, click Add to create a new variable, and specify the following settings, as
shown in the screenshot below:

e Name: InvCount
e ResetGroup: SalesPerson
e ValueExpr: =SInvCount+1

Based on the setting you entered for the ValueExpr property, the value of the $InvCount
variable increases by 1 for each new row of the detail section.

Based on the setting you selected for the ResetGroup property, the value of the $InvCount
variable resets to 0 when a new salesperson's group begins.

You can also reset the value of a variable to 0 by specifying an expression in the ResetExpr
IEI property. When this expression returns True, the variable is reset to 0.

ReportVariable Collection Editor @
Members: InvCount properties:
DI |+ (s |

+ 4 Misc

Name InwCount
ProcessOrder  WhileRead

Reset Expr

ResetGroup SalesPerson
ValueBxpr =$InvCount +1

Add | | Remove
G ]

Figure: Adding a new variable

5. Click OK to close the dialog box and add the variable to the report. When you use this variable in
expressions, you precede its name with a dollar sign ($) as follows: $InvCount.

6. Add a text box to the group footer section, as shown in the screenshot below, and specify the
following settings:

e Value: ='Invoices count: ' + $InvCount
e StyleName: Report Name

e Size > Height: 24px
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[E] detailSectionl
| [=[ARlnveice. | [s[ARInveiceR [=[Customer.Ac [s[Custemer.AcctMamel] - - - - - - - - . [s[AR%alesParTran. [=[ARZalesParTra |[=[ARSale ]

[E] groupFooterSectionl (Footer of SalesPerson)

] pageFooterSectionl
Figure: Changing the size of the text box

7. Save your changes to the report.
You have declared the variable in the detail section and used this variable in the page footer section.

them. If the variable is modified in one section, the new value of the variable will be passed to the next
section where the variable is used. The variable is initiated in the topmost section where it is used. Then
the variable is sequentially modified in the following sections in the order these sections are printed in the

report.

For more information on using variables, see the online product documentation supplied with Acumatica
ERP (Help > Acumatica Framework > Report Designer > Using Variables).

IEI If you were to declare the same variable in multiple sections, the variable would be shared between
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Step 4.6: Publishing and Previewing the Report

You have to publish the report, which entails adding the URL of the report to the site map in Acumatica
ERP to make it possible for users to run the report. To do that, complete the following steps:

1.

Log in to the SalesDemo company of Acumatica ERP.

2. On the Site Map form (SM200520; System > Customization > Manage), in the left pane, select
Company > Finance > Accounts Receivable > Reports > Audit.

In the table in the right pane, add a new row, and specify the following settings, as shown in the
screenshot below:

e ScreenID: AR.67.00.00
e Title: Invoices Commissionable by Salesperson
e Url: ~/Frames/ReportLauncher.aspx?ID=AR670000.rpx

E

If you have saved your report both to the server and locally with the same name, Acumatica ERP
opens the report from the server. In this case, if you need to modify this report, you have to open it

from the server.

T Revision Two HQ ~ Site Map CUSTOMIZATION ~ HELP v
'] o)
c g 2 X % O B o+ ¥
=g MY DOVPANY E ScreenlD Title lcon url Graph Type Expanded
&3 Organization AR.65.05.00 | Customer Summary ~IFrames/ReportLauncher.aspx?|D=ARSE50500.rpx O
&5 Finance AR.65.10.00 | Custemer Details ~[Frames/ReportLaunc her.aspx?|D=ARG51000.rpx O
i--CI General Ledger AR.65.21.00 | Custemer History Summary ~[Frames/ReportLaunc her.aspx ?ID=ARBG52100.rpx O
AR.65.20.00 | Custemer History ~[Frames/ReportLaunc her.aspx?| D=ARB652000.rpx O
w-{Z3 Cash Management
A te Pavabl AR.G1.10.00 | AR Edit ~[Frames/ReportLaunc her.aspx?ID=ARG11000.rpx O
3@ Accounts Payable ARG1.0500 | AR Edit Detailed ~IFrames/ReportLauncher.aspx?| D=ARG10500.rpx |
E"C' Accounts Recelvable AR.G2.15.00 | AR Register ~[Frames/ReportLaunc her.aspx ?ID=ARG21500.rpx O
Work Area AR.62.20.00 | AR Register Detailed ~[Frames/ReportLauncher.aspx?|D=ARG22000.rpx O
Processes AR.G2.05.00 | AR Batch Register ~[Frames/ReportLaunc her.aspx 7 D=ARG20500.rpx O
Reports AR.62.10.00 | AR Batch Register Detailed ~[Frames/ReportLaunc her.aspx ?ID=ARG621000.rpx O
&3 Balance G1.00.00.21 Open Sales Orders by Customer ~[GenericInquiry/GenericInquiry.aspx?ID=481045... | PX.Data.P... O
o Forms * AR.GT.00.00  Invoices Commissionable by Salesperson ~[Frames/ReportLauncher.aspx ?|D=ARGT0000.rpx |
=

®
+

+

@~ Configuration

=3 Fixed Assets

=7 Deferred Revenue

+-(E9 Taxes

+C| Currency Management
Figure: Adding the report to the site map
3. Save your changes to the site map.

4. Add the report to a workspace in the modern UI as follows:

a. If you are in the classic UI, switch to the modern UI.

b. In the main menu, click Receivables.

c. In the main menu, click configuration menu (three dots in the bottom left corner) and
then click Edit Menu to switch to the Menu Editing mode.

d. Click Add Menu Item.

e. In the Select Forms box, type Invoices Commissionable by Salesperson.

f. Select the check box to the right of the Invoices Commissionable by Salesperson report.

g. Click Add & Close to add the selected report to the workspace and close the dialog box.

h. In the Other section of the workspace, find the Invoices Commissionable by Salesperson

report, and, on the report pop-up toolbar, click Edit (the pencil icon).
i. In the Category box of the Form Parameters dialog box, select Reports.

Click OK to move the report to the Reports section and close the dialog box.
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k. In the Reports section, select the check box to the left of the Invoices Commissionable
by Salesperson report to add it to the quick menu by default.

I. Click Exit Edit Menu to save you changes and exit the Menu Editing mode.

Notice that the Invoices Commissionable by Salesperson report appeared in the Reports section
of the Receivables workspace.

Open the Invoices Commissionable by Salesperson report form (AR670000; Finance > Accounts
Receivable > Reports > Audit).

On the Report Parameters tab, specify the report parameters, if needed.

On the form toolbar, click Run Report to execute the report. To return to the report form, click
the ,_ button on the form toolbar, as shown in the screenshot below.
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Z Revision Two HQ - Invoices Commissionable by Salesperson

c @ - 3l PRINT SEND EXPORT =

Invoices Commissionable by Salesperson

Company: Revision Two HO Print Diate:

User: admin Pages: 2

Salesperson: SPOOD Jason Mendenhall

invoice Date Invoice Nbr. CustomeriD Customer Name Sales

2015 ARD WIDGETBUY  Widget Connection 2,000.00

Invoices count: 1 2.000.00

Salesperson: SP0002 Michal Bujacek

Invoice Date Invoice Nbr. CustomeriD Customer Name Sales

71412015 ARD BIBIMBAB Bibimbab Korean Restaurant 43960
Invoices count: 1 439.60

Salesperson: SPO003 Steve Church

invoice Date Invoice Nbr. CustomeriD Customer Name

CHOCOLATE  Chocolate By Design
ABCSTUDIOS AB
ABARTENDE  USA Bartending School
IMDSUPPLY  Industrisl Supply Inc
INDSACRAME Sacramento Industrial Supphy
MICROCHIF  Microchip Restaurant
SNOSHCRT  Shortstop Sports

TOYSTAR Star America Toys

: ELEVATION Elevation Computers
Invoices count: 9

dios Inc

Salesperson: SPO005 Eric Killian

invoice Date Invoice Nbr. CustomeriD Customer Name Sales

132015 ARD TOY¥OMEILL  O'Meills Trading 48,353.30
Invoices count: 1 48,353.30

Salesperson: SPO0OOT Joshua Mueller

invoice Date Invoice Nbr. CustomeriD Customer Name

T2 ARD ARTCAGES  Arfcages

Invoices count: 1

Salesperson: SP0008 Jay Parker
invoice Date Invoice Nbr. CustomeriD Customer Name

ABCSTUDIOS
FDICOCCIA

ABC S

BIBIMBAB Bibimbab Korean Restaurant
1 ELITEANSW  Elite Answering 596 48
Invoices count: 4 53,196.38
Salesperson: SPO009 Theo Valich
invoice Date Invoice Nbr. CustomeriD Customer Name Sales

INDSACRAME S

nento Industrial Supply

INDSACRAME 5
INDSACRAME

: WIDGETCC WWidget Credit Card g8, 0
Invoices count: 5 148,664.83
Continued. ..

Figure: Previewing the executed report
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Lesson Summary

In this lesson, you have learned how to create reports by using the Report Designer. Below is the
summary of the main steps you should perform to create a report:

1. Investigate the appropriate forms whose data you are going to use in the report to discover the
data access classes, their data fields, and relationships between the classes.

Create a new report.

Select the data for the report, which entails performing the following steps in the Schema
Builder wizard:

a. Load the database schema.

b. Select the data classes.

c. Specify the relationships between the classes, if necessary.
d

Add one or more parameters for the report, if necessary, to allow users to filter the report
data by specifying values of these parameters.

e. Specify the filtering conditions, if necessary, which determine the data to be retrieved.
Specify grouping conditions for the report data, if necessary.
Specify sorting conditions for the data of the detail section, if necessary.

Lay out the report—that is, add to the report layout some visual elements, configure these
elements, specify visibility of the report sections and elements, and so on.

7. Add the URL of the report to the site map.

In the lesson, you also selected a style template for the report in the StyleTemplate of the report
form. You applied this style template to the report elements by selecting styles in the StyleName
property of elements. You added a variable to the report section and used this variable in the other
sections of the report. You added TextBox elements to the report layout, and configured some of them
so that their values contained links to forms and reports of Acumatica ERP.
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Review Questions

1. Each Acumatica ERP reports is a XML-based file with this extension.
e A. .rpx
e B..xml
e C..rpt
e D. .xhtml

2. What can you do with a report, if the ReportDesigner role is not assigned to your user.
e A. Run the report in Acumatica ERP.

e B. Open the report to edit by clicking the Edit Report command on the toolbar of the
report form in Acumatica ERP.

e C. Edit the report in the Report Designer.

3. What report sections are available in Acumatica Report Designer? Select all that apply.
e A. Report Total
e B. Page Title

C. Group Header
D. Sub Report
E. Detail

F. Group Body

G. Page Footer

4. Suppose that your Acumatica ERP instance has multiple companies, and your login is admin.
Select the format of the login you should enter in the Login box of the Schema Builder wizard
of the Report Designer to load the schema of all available classes of the Company company from
the application server.

e A. admin

e B. admin/Company
e C. admin@Company
e D. admin:Company

5. Suppose that your Acumatica ERP instance has a single company—that is, Company—and
your login is admin. Select the format of the login you should enter in the Login box of the
Schema Builder wizard of the Report Designer to load the schema of all available classes of the
Company company from the application server.

e A. admin

e B. admin/Company
e C. admin@Company
e D. admin:Company

6. What types of joins you cannot use on the Relationships tab of the Schema Builder wizard?
Select all that apply.

e A. Inner
e B.Lleft
e C. Cross
e D. Outer
o E. Full
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7. Suppose that you have added a new parameter to the report, but it does not appear on the
Reports Parameters tab of the report form. What is the possible reason?

e A. The View Name of the parameter is undefined.
e B. The Prompt of the parameter is undefined.
e C. You have specified no default value.

D

. The Allow Null check box is selected for the parameter.

. The Visible check box is cleared for the parameter.

E
e F. You have not used the parameter in the filter conditions of the report.
e G. The Required check box is cleared for the parameter.

8. How can you add both the group header and the group footer sections to the report? Select all
that apply.

¢ A. Right-click any empty place on the report layout and select Add New Group.
e B. Select Edit > Add New Group on the menu bar of the Report Designer.

e C. Specify the grouping condition in the Groups property of the report.

e D. None of the above.

9. Suppose you are developing a report that lists sales orders grouped by date. How can you
arrange the report data so that group sections will be sorted by date in descending order?

e A. Select the SortOrder property of the grouping condition by the date as Descending.

e B. Specify the Value property of the text box that holds sales order date in the group
section as =Sort ([SOOrder.OrderDate], Desc).

e C. Create a sorting condition by the sales order date and select SortOrder for this
condition as Descending.

e D. None of the above.

10. How can you add to the report layout an element from the element list in the top right area of
the main window of Acumatica Report Designer? Select all that apply.

e A. Click the element in the list, and then click the place on the report layout where you
want to put the element.

e B. Drag the element from the list to the needed location.
e C. Right-click the element in the list, and select the section to add the element.
e D. Select a section to add the element, and then double-click the element in the list.

11. How can you change the size of a TextBox element you added to the report layout? Select all
that apply.

e A. Select the text box, and drag any of handles on its borders.

¢ B. Specify the height and width of the text box manually on the Properties tab in the
Excel Cell > Height and Excel Cell > Width properties respectively.

e C. Specify the height and width of the text box manually on the Properties tab in the
Size > Height and Size > Width properties respectively.

¢ D. None of the above.
12. How can you select the report form to access the list of report properties? Select all that apply.
e A. Select the reportl Report object from the drop-down list on the Properties tab.
e B. Select Edit > Select Report Form on the menu bar of the Report Designer.
e C. Click the top left box under the toolbar on the report form.

* D. Right-click any place of any section on the report layout, and select Select report1.
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13. How can you select a section of a report to access the list of its properties? Select all that apply.

e A. Select the section from the drop-down list on the Properties tab.

B. Click the section header on the report layout.
e C. Click any empty place of the section on the report layout.
e D. Right-click any empty place on the report layout, and select the needed section.

e E. Right-click any element of the section, such as a text box, and select Select {section
namey}.

14. Suppose that you are customizing a report that uses the ARInvoice data class to display the
invoice number. You want to configure the text box that holds the invoice humber so that its
value will contain a link to the Invoices and Memos form (AR301000). A user will be able to open
the appropriate invoice by clicking its number on the report. How can you do that? Select all that

apply.

e A. Specify the Value property of the text box as <a href="Main.aspx?
ScreenId=AR301000&DocType=+[ARInvoice.DocType]+&RefNbr=
+[ARInvoice.RefNbr]">[ARInvoice.RefNbr]</a>.

e B. Specify the NavigateMethod property of the text box as Server.

e C. Specify the NavigateMethod property of the text box
as Client and the NavigateUrl property as ='Main.aspx?
ScreenId=AR301000&DocType="+[ARInvoice.DocType]+'&RefNbr="'+[ARInvoice.RefNbr].

15. How can you reset the value of a variable to 0?

e A. Select one of the report groups in the ResetGroup property of the variable to reset the
variable value for each new group.

e B. Specify an expression in the ResetExpr property of the variable to reset the variable
value when the expression returns True.

e C. Specify the ValueExpr property of the variable as =0.
e D. None of the above.

16. What should you do to publish a report you have just created? Select only the steps that you
must perform.

e A. Specify the Title property of the report.

e B. Add a new node with the report URL, title, and screen identifier on the Site Map form
(SM200520).

e C. Specify the access rights to the report.
e D. Restart the website.

Answer Key

1-A;2-A,C 3-C,E G;4-C;5-A;6-D;7-B,E;8-A,C;9-A;10-A,B,D; 11-A,C; 12-A,
C,D;13-A,B,C,E; 14-B,C; 15-A, B; 16 - B.
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Now that you have completed Lesson 4: Creating a Report, you know how to create and configure a
report. To check your knowledge, perform the following exercise on your own.

While completing the course prerequisites, you imported and published the customization project that
contains the Open Sales Orders by Customer (RD) report (SO615000; Distribution > Sales Orders >
Reports > Audit). The report is saved to the server with the name s0615000. rpx.

This report lists the details of open sales orders for specified date range and the customer (if one

has been specified). The inquiry you created in Lesson 1: Creating a Generic Inquiry presents the
same information. The only difference is that the report data is grouped by customer, as shown in the
screenshot below. The report with this grouping provides details about open orders in a format that
meets users' needs better than the inquiry does.

Open Sales Orders by Customer

Company:  Revision Two HQ Print Date: Start Date: 1/1/2015
User: admin Pages: End Date: 9/30/2015
Order Inventory ltem Quantity Amount

Customer: ABARTEMDE USA Bartending Schoaol

1132015 50003131 FOODCOLANZ
S0003170 INDOWEN1T

50003171 SPECIALORD
FOODCOLANZ
FOODCOLA1Z
INDOWEN1

SPECIALORD
FOODCOLAT2
FOODCOLANZ
INDCWEN1

SPECIALORD

Coca-Cola Cans 12 Count
Industrial Conveyor Cven
Special or custom order
Coca-Cola Cans 12 Count
Coca-Cola Cans 12 Count
Industrial Conveyor Cven
Special or custom order
Coca-Cola Cans 12 Count
Coca-Cola Cans 12 Count
Industrial Conveyor Oven
Special or custom order

Figure: Open Sales Orders by Customer report

1,008,648.76

Your task is to make the report more readable and usable. You should modify the report layout so that
the report further groups inventory items by sales order, as shown in the screenshot below.
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Open Sales Orders by Customer

Company:  Revision Two HQ Print Date: 9/15/2015 Start Date: 1/1/2015
User: admin Pages: 1 End Date:  9/30/2015
Inventory ltem Quantity Amount
Customer: FDIAGRI Agrilink Food
S0003253 8/5/2015, "Food Order”
FOODBREAD Het Dog Buns 8 PK (12per pack) 300.00 EA 11,435.00
FOODCHIP3E  Wise Potato Chips 1.250z Bags / 35PK 32400 EA 7,128.00
FOODHOTDOG  Bal Park Beef Franks 3lbs 2 PK 350.00 EA 13,856 .40
FOODKCOF3S  Coffee K-Cup Sampler Coffee 35 Count 360.00 EA 5,050.00
FOODSUGAR Sweet M Low Sugar 12pk 350.00 EA 19,796.40
FOODTEADE Liptens Cold Brew Tea Bags 6 Pack 228.00 EA 5,240.38
Line Total: 67 547 16
Discount Total: 0.00
Order Amount (excl. taxes): 6754716
S0003258 8/14/2015, "Food Order”
FOODBREAD Hot Dog Buns 8 PK (12per pack) 180.00 EA 6,851.680
FOODCHIP3E  Wise Potato Chips 1.250z Bags / 36PK 25400 EA 5,808.00
FOODHOTDOG  Ball Park Beef Franks 3lbs 2 PK 168.00 EA 6 48532
Line Total: 1813592
Discount Total: 0.00
Order Amount {excl. taxes): 19,135.92
S0003273 95/2015, "Food Order”
FOODBREAD Heot Dog Buns 8 PK (12per pack) 32500 EA 12,385.00
FOODCHIP36  Wise Potato Chips 1.250z Bags / 36PK 351.00 EA 772200
FOODHOTDOG  Bal Park Beef Franks 3lbs 2 PK 390.00 EA 1501110
FOODKCOF3S Coffes K-Cup Sampler Coffes 35 Count 350,00 EA 9,847.50
FOODSUGAR Sweet N Low Sugar 12pk 350.00 EA 2144510
FOODTEADE Liptens Cold Brew Tea Bags & Pack 247.00 EA 6, 760.38
Line Total: 73,176.09
Discount Total 0.00
COrder Amount {excl. taxes): 73, 176.09
S0003276 5/14/2015, "Food Order”
FOODBREAD Het Dog Buns 8 PK (12per pack) 195,00 EA 743340
FOODCHIP3E  ‘Wise Potato Chips 1.250z Bags / 36PK 28600 EA 626200
FOODHOTDOG  Bal Park Beef Franks 3bs 2 PK 182.00 EA 7,005.18
Line Total: 20,730.58
Discount Total 0.00

Crder Amount (excl. taxes). 20,730.58
180,589.75

Figure: Customized version of the report with order details

You also have to add a check box parameter that allows the user to determine whether order details are
visible, as shown in the screenshots below.

Z Revision Two HQ ~ Open Sales Orders by Customer (RD) HELP =
w  RUNREPORT  SAVE TEMPLATE EDIT REPORT
Template x v
Default Shared

Report Parameters | Additional Sort and Filters | Print and Email Settings | Report Wersions

Date From 9/1/2015 - | Open Only
Date To 3002015 - ¥ Print Order Details
Customer ID o

Figure: The customized version of the Open Sales Orders by Customer report
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Open Sales Orders by Customer

Company:  Revision Two HQ Print Date: 9/15/2015 Start Date: 1/1/2015
User: admin Pages: 1 End Date:  9/30/2015
Sales Order Order Amount
Customer: FDIAGRI Agrilink Food
S0003253 8/5/2015, "Food Order’ 54

£
o=

28/14/2015, "Food Order
S/5/201 5, "Food Order
5/14/2015, "Food Order

fd = — R
W =y

=1

g

- = =
4

180,589.75

Figure: Customized version of the report with order details excluded

To calculate the order amount, you will use the SOOrder.LineTotal data field, which contains the sum
of all order lines, and SOOrder.DiscTtl, which holds the discount amount applied to the order (see the
diagram below). The order amount is LineTotal minus DiscTtl.

Inventoryltem SOLine SOOrder Customer
| £ InventorylD L OrderNbr SO—H £ OrderNbr L BAccountiD
£ InventoryCD P OrderType >O—|—f OrderType P AcctcD

Descr P LineNbr CustomeriD AcctName
InventorylD OrderDate
OrderQty OrderType
UOM OrderDesc
ExtPrice Status
LineTotal
DiscTot

Figure: The classes and the relationships between them

We recommend that you complete the exercise on your own and compare your results with the
screenshots above.

If you have difficulties modifying the report, refer to the brief steps listed below.

Modifying the Report
To modify the report, perform the following steps:
1. In the Report Designer, open the s0615000. rpx report from the server.
2. In the Schema Builder wizard, add a new parameter to the report with the following settings:
e Name: Details
o Data Type: Boolean
e Prompt: print Order Details
¢ Default Value: True
3. Add a grouping condition by the Customer.AcctCD data field.
4. Configure the header section of the new order group as follows (see the screenshot below):

e Add text boxes with the order number, the order date, and the order description to the
section.

e Add a text box with the order amount, which is calculated as SOOrder.LineTotal minus
SOOrder.DiscTtl. Specify the text box visibility, which depends on the value of the
@Details parameter—that is, the text box is visible if @Details equals False. Based
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on this setting, the order amount will be printed when the user clears the Print Order
Details check box.

e Set the PrintForEmptyGroup property of the section to True. This will cause the group
header to be printed when the detail section is hidden and the group contains no rows.

Configure the detail section as follows:
o Delete the text boxes with the order date and the order humber.

e Specify the section visibility, which depends on the value of the @Details parameter—
that is, the detail section is visible if the Print Order Detail check box is selected and
@Details equals True.

Configure the footer section of the new order group as follows:

e Add the following text boxes with subtotal amounts: the line total SOOrder.LineTotal, the
discount total SOOrder.DiscTtl, and the order amount, which is SOOrder.LineTotal minus
SOOrder.DiscTtl. Specify the Format of the order amount text box based on the format of
any data fields used in the expressions in its value. For example, you can use the following
format specifier: =[SOOrder.LineTotal.Format].

e When the detail section is hidden, this group footer section will be hidden too, because the
default value of the PrintForEmptyGroup property is False.

e Add a variable with the following settings to calculate the total amount of orders for each
customer:

¢ Name: OrderAmount

o ResetGroup: Customer

e ValueExpr: =$OrderAmount+[SOOrder.LineTotal]-[SOOrder.DiscTot]
Configure the footer section of the customer group as follows:

e Change the value of the existing text box to show the value of the variable you added to
the footer section of the order group. Specify the Format of this text box based on the
format of any data fields used in the expressions in its value. For example, you can use the
following format specifier: =[SOOrder.LineTotal.Format].

In the page header section, modify the values of the text boxes that hold column headers, which
should depend on the value of the @Details parameter as follows:

e When the user selects the Print Order Details check box, show the Inventory Item,
Quantity, and Amount column headers. To show this column headers, use the ITTf
function.

e When the user clears the Print Order Details check box, show the Sales Order and
Order Amount column headers.
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[E] pageHeaderSectionl
Open Sales Orders by Customer

Company: - [=Rsport.GetDefll’'RowComp - - - - - . - .| Print Date: - - [=[@Today]} - ---- - - - . .. - Start Date: [=lsNull{@DateF
User:. - - . - [=ReportGetDeflifRowacce | - - - -0 0. [Pages:- - - - - [=[PageCount - - - .. ... .. [End-Date:. [[=IsNull{@DateT
Sl Eif@Detail=True, 'Inventary Item’, 'Sales Order)] - - o0 ([EIff@Detail=True, ‘Quanti [<lIf{@Detait=Tr

[E] groupHeaderSectionl (Header of Customer)

[ - 00 [=E00rder.Ondel[5[S00rder.OrderDate] +", ~ +[S00rder.OrderDasc + 7] - - - - - - . .- ... .. .. [=[500rder.Line]
[ detailSectionl
[ =500 Ehnwentoryltem |[=[nventoryltem Desod - - - - - - - oo [=[S0Line.OrderQty]+ " + [ |[E[S0Line.ExtPri |
[ groupFooterSection2 (Footer of OrderMbr)
Line Totsl -« v v e e (=[50 Order Line
......................................................... Discount Totak . - . . . . .. !:J’SGOrder_Digg
Ll oo s s Lo | order-Amount.(excl, taxes): | =[SO Order. Line

Figure: The modified report layout
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Lesson 5: Using Subreports

You can include data from other reports in the current report by using subreports. You can add one
subreport or multiple subreports to a single master report.

In this lesson, you will create a subreport with a chart that shows each salesperson's commissions by
financial period. Then you will add this subreport to a master report—the Invoices Commissionable by
Salesperson report you created in Lesson 4: Creating a Report.
Lesson Objectives
In this lesson, you will learn how to do the following:

1. Create a subreport

2. Configure the subreport layout
3. Configure a chart element
4

Add a subreport to a master report

1. Creating the Subreport and Selecting Its Data

To create the subreport that shows salesperson's commissions by financial period, you have to use

the ARInvoice and ARSalesPerTran classes, as shown in the diagram below. The ARInvoice class
provides access to the invoices, which belong to financial periods. ARSalesPerTran provides access to
the salespersons' commissions. The RefNbr and DocType key fields are references between the classes.

ARInvoice ARSalesPerTran

P RefNbr —O<]P RefNbr
P DocType ——(O< P DocType

DocDate P AdjNbr

Status 49 AdjdDocType

FinPeriodID P AdjdRefNbr

f SalesPersonlD
CommnAmt

Figure: The classes and the relationships between them

To create the subreport and select the data, do the following:

1. Start the Report Designer as follows: Start > All Programs > Acumatica > Report Designer.
When you open the Report Designer, a blank report form is displayed by default.

2. On the menu bar, select File > Build Schema to open the Schema Builder wizard.

3. On the Tables tab of the Schema Builder wizard, load the schema, and add the ARInvoice
(PX.Objects.AR.Customer) and ARSalesPerTran data access classes to the subreport, as shown in
the screenshot below.
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Schema Builder =

Tables | Relationships I Parameters I Fitters | Sorting And Grouping | Viewer Field5|

Enter Web service URL to load WSDL document : Login : admin@SalesDemo

http:/Aocalhost /InstanceMame - Password : ssssssnne

ARPriceWorkshest Detail -
ARRegister
ARRegisterAccess

ARRegisterEx

ARSalesPrice

ARSalesPriceFilter

RSetup <L
ARSPCommissionPeriod
ARSPCommissionYear - [ Refactor H Refresh ][Heﬁ‘nesh Al ]

ARInvoice
[ ARSalesPerTran

ok (s ] oy ]

Figure: The data access classes selected for the subreport
Apply your changes to the subreport.

On the Relationships tab of the Schema Builder wizard, add the lines with the following
settings to link the ARInvoice and ARSalesPerTran classes, as shown in the screenshot below:

¢ Enter the report table relations here area:

Parent Table Join Type Child Table

ARInvoice Inner ARSalesPerTran

o Enter the data field links for the active relation area:

Parent Field Link Condition Child Field
RefNbr Equal RefNbr
DocType Equal DocType
Schema Builder =

Tables | Relationships | Parameters I Fitters I Sorting And Grouping I Viewer Flelds|

Erterthe report table relations here : i | | ¥
Parent Table Parent Alias Join type Child Table Child Alias

Enter the data field links for active relation : Parent Formula ] [ Child Formula
Braces Parent Field Link Condition Child Field Braces (Operator
3 _ DocType Equal DocType And
RefNbr Equal RefNbr And
L]
oK || Canced || Appy

Figure: The relationships between classes

Apply your changes to the subreport.

The subreport has to show the data for the master report. The parameters of the master report
are the date range and the salesperson. If the user specifies the date range, the master report
shows the invoices that dates fall within this date range. Thus, the subreport has to show
commissions for the same date range and you have to add the date range parameters to the
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subreport. To be able to show the subreport for each salesperson, you also have to add the

salesperson parameter.

On the Parameters tab of the Schema Builder wizard, add the needed parameters with the
following settings to the parameters list, as shown in the screenshot below:

Name Data Type Allow Null
DateFrom DateTime Selected
DateTo DateTime Selected
SalesPersonlID Integer Cleared

The master report shows commissions of all salespersons, if the user does not specify any
salesperson. The subreport will show commissions of the certain salesperson for each group of
the master report. That is why you did not select the Allow Null check box. Even though the
salesperson parameter of the master report is optional, you have to specify the salesperson for
the subreport in the master report regardless of the user's choice.

DateFrom

DateTime - | View name :

Input mask :

aja

: | Alow Mull

V| Visible

Required

o

Scherna Builder
| Tables I Relationships | Parameters | Fitters I Sorting And Grouping | Viewer Fields
DateFrom N .
DateTo ame:
SalesPersonlD
I:I Data Type :
W
Prompt
Defautt value :
Column span : |1
Available values :
Value
— -
Add
Remove

Label

oK || Cancel

Figure: The subreport parameters

Apply your changes to the subreport.

The subreport has to show the same commission amounts as the master report. Therefore, their
filter conditions will be almost the same with corrections for names of the parameters and the
classes selected for the subreport.

On the Filters tab of the Schema Builder wizard, specify the following filter conditions (see the

screenshot below):

Braces |Data Field Condition Value 1 Braces |Operator
ARInvoice.DocType Equal INV And

( ARInvoice.Status Equal N Or
ARInvoice.Status Equal C ) And

( ARInvoice.DocDate GreaterOrEqual | @DateFrom Or
@DateFrom IsNull ) And

( ARInvoice.DocDate LessOrEqual @DateTo Or
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Braces |Data Field Condition Value 1 Braces |Operator
@DateTo IsNull ) And
ARSalesPerTran. Greater 0 And
CommnAmt

( ARSalesPerTran. Equal @SalesPersonID Or
SalespersonID
@SalesPersonID IsNull ) And

Scherna Builder (=]

| Tables | Relationships I Parameters | Fitters | Sorting And Grouping | Viewer Fields
Data Field Formula | [+ | [#]
Braces Data Field Condition Waluel Value2 Braces Operator
» I 2Rinvoice DocType Equal IV And
{ ARlInvoice. Status Equal M COr
ARlInvoice Status Equal C )] And
{ ARlInvoice DocDate GreaterOrEqual @DateFrom Or
@DateFrom lsMull )] And
( ARInvoice.DocDate LessOrEqual @DateTo Or
@DateTo lsMull )] And
ARSalesPerTran. CommnAmt Greater 0 And
{ ARSalezPerTran . Salesperson|D Equal @5alesperson|D Or
@SalesPerson|D lsMull )] And
-
0K |[ canea |[ mppy |

Figure: The filter conditions of the subreport
10. Click OK to apply your changes to the subreport and to close the Schema Builder wizard.

11. Save to the server the subreport with the AR670050. rpx name.

2. Configuring the Subreport Layout

The layout of your newly created report consists of the page header section, the page footer section,
and the detail section. You will use the subreport in the master report only, and you need to show the
chart only in the master report. Thus, you do not need the page header and the page footer sections in
the subreport.

You have to group commission amounts by salesperson and by financial period. The chart you are going
to add in the subreport will contain the total commission amounts of each group. You can represent
these totals only in the report header or report footer section.

To modify the subreport layout, do the following, as shown in the screenshot below:

1. On the subreport layout, delete the page header and page footer sections, and add the report
header section. To do that, click any empty place on the subreport layout, and select the
appropriate command in the shortcut menu. For more information on adding and deleting
sections, see Modifying a Report Layout topic.

2. Add the grouping conditions by salesperson and by financial period as follows:

a. On the Properties tab, select the reportl Report object from the drop-down list to select
the subreport form.

b. Select the Groups property, and click the L) putton to open the Group Collection
Editor dialog box.
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c. In this dialog box, add a new group.

d- Inthe Grouping property of the created group, click the () button to open the
GroupExp Collection Editor dialog box.

e. In this dialog box, add two grouping expressions, one with the
ARSalesPerTran.SalespersonID data field and the other with the
ARInvoice.FinPeriodID data field.

Based on these expressions, the subreport data will be grouped by salesperson and then
by financial period.

f. Click OK to apply the settings you made and to close the GroupExp Collection Editor
dialog box.

g. In the Group Collection Editor dialog box, click OK to apply the grouping conditions
and close the dialog box.

Select the subreport form, and type 500px in the Width property.

Add a text box to the group header section and specify its Value as
=[ARInvoice.FinPeriodID].

You will show the financial period defined in this text box in the chart that you will add later.
For the group header section, specify the following settings:

e Height: 16px

e Visible: False

You do not need to show the group header section in the master report. Actually, you have
to hide all the subreport sections except for the report header section that will contain the
chart.

For the detail section, specify the following settings:
¢ Height: 0px
e Visible: False

Add a text box to the group footer section and specify its Value, as follows:
=Sum ([ARSalesPerTran.CommnAmt]).

You will show the total commission amount calculated in this text box in the chart that you will
add later.

For the group footer section, specify the following settings:
¢ Height: 16px
e Visible: False

Save your changes to the subreport.
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[Z] reportHeaderSectionl

B detailSectionl
[z] groupFooterSectionl (Footer of groupl)

|[=8um{[ARSalesPerTran CommnAmt) - [t i ioioti oot ini i |

Figure: The subreport layout

You have almost configured the subreport layout. Now you will add a chart to the report header section
of the subreport.

3. Adding a Chart to the Subreport Layout

To add a chart to the report header section of the subreport, do the following:

1. Click Chart in the elements list (in the top right area of the Report Designer), and then click
on the place in the report header section where you want to put the chart. Enlarge the chart by
pulling its handles so that the chart fills the whole space of the section.

2. Select the chart and enter the following settings to specify title and hide the legend for the
chart:

e Title > Text: Commissions by Financial Period

¢ Legend > Enable: False

3. Select the Series property of the chart, and click the () putton to open the MSChartSeries
Collection Editor dialog box. In this dialog box, click Add to add a new chart series, and
specify the following settings, as shown in the screenshot below:

e ChartType: Column
e AxixLabel: =[ARInvoice.FinPeriodID]
e YValue: =SUM([ARSalesPerTran.CommnAmt])

Based on these settings, the chart will show commission amounts for each financial period in
separate columns.
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MSChartSeries Collection Editor @
Members Custom data properties:
= 81|
4 Behavior -
Chart Type Column
Enabled True

IsValueShownAsLabel False
IsVisiblelnLegend True

Is¥Valuelndexed False
4 Data

Podis Label =[ARInvoice.FinPericdID] =

Label

LabelFormat

Paints (Collection)

HhwisType Primary

KValue

HValueType Auto

‘Y huis Type Primary

YValue =SUM{[ARSalesPerTran_CommnAmt ]}
Add | [ Remove YWalue Type Ao -

o]

Figure: The new chart series

4. Click OK to apply the settings you made and to close the MSChartSeries Collection Editor
dialog box.

5. Save your changes to the subreport.

You have configured the subreport completely.

[E reporiHeaderSectionl

Commissions by Financial Period

[7] detailSectionl
[z] groupFooterSectionl (Footer of groupl)

[=8um{[ARSalesPerTran.CommnAmty] - f -« -+t tit it

Figure: Preview of the subreport layout

4. Add the Subreport to the Master Report

Now you will add the subreport you created to the group header section of the master report. Do the
following:

1. In the Report Designer, open the AR670000. rpx report from the server.

2. Click SubReport in the elements list (in the top right area of the Report Designer), and then
click on the place in the group header section where you want to put the subreport (see the
screenshot below).

3. Specify the subReportl element size according to the size of the report header section of the
AR670050. rpx subreport. This is the only visible section in the subreport, and the chart fills the
whole space of this section, so the subReportl element will fill the same space in the master
report. Specify the size of the subReportl with the following settings:

e Size > Width: 500px

¢ Size > Height: 120px
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[E] pageHeaderSectionl

. [Start Date:- [=lsMull{@DateF

[E] detailSectionl

|[=[AF-'.Invaice. [=[&RInveiceR [=[CustemerAc [=[Custemer.AcctMamel] - - - - - - - - - - [=[ARZalesPerTran. [=[ARZalesPerTra [=[P«F-'.Sale|
[Z] groupFeoterSectionl [Footer of SalesPerson)
oo ESvCount} oo [<SUMGARSal - [=SUM(ARSa: |[=AVG (]

Figure: Layout of the master report

In the ReportName property of the subReportl element, type AR670050. rpx to specify the
subreport, which has been saved to the server.

IEI If you save a subreport locally, you can click the L. putton in the ReportName property, and
select this locally stored file.

Select the Parameters property of subReportl, and click the L) button to open the
ExternalParameter Collection Editor dialog box, where you have to define parameters to be
transferred to the subreport. In this dialog box, add the following parameters, as shown in the
screenshot below:

e Add the first parameter with the following settings:
¢ Name: DateFrom
¢ Nullable: True
e Type: DateTime
e ValueExpr: =@DateFrom

The date range parameters of the master report are optional. Therefore, you have to allow
the Null value to be transferred to the subreport if the user does not specify the date
range. This is why you set Nullable to True.

e Add the second parameter with the following settings:
¢ Name: DateTo
¢ Nullable: True
e Type: DateTime
e ValueExpr: =@DateTo

Based on these settings, you transfer to the subreport the date range that the user
specifies for the master report.

If you use the Expression Editor to define ValueExpr, the value you selected will be
=[@DateTo]. This is the correct expression too.
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e Add the third parameter with the following settings:
e Name: SalesPersonID
e Type: Integer
. VaIueExpr: =[SalesPerson.SalesPersonID]

You have to transfer the current salesperson from the group header section of the master
report to the subreport to show appropriate commission amounts in the chart. In the
filtering conditions of the subreport, the @SalesPersonID parameter is compared

with the SalespersonID data field of the ARSalesPerTran class. Thus, you transfer to the
subreport the identity of the current salesperson, whose commissions are listed in the
detail section of the master report.

The names and types of the parameters you are defining for the subReportl element that holds
a subreport have to match the names and types of the parameters defined for the subreport.

However, you can define fewer parameters for a subReportl element than a subreport has. In
this case, the default values, if any, of these skipped parameters of the subreport will be applied.

ExternalParameter Collection Editor @
Members: SalesPerson|D propetties:
0| DateFrom T A
1| DateTo I:' i |
Fl SalesPersonlD [#] |4 M=

MName SalesPersenlD

Nullable  False

Type Integer
=[SalesPerson_SalesPersoniD]  [...]

Add | | Remaove

o

Figure: External parameters

Click OK to apply the settings you made and close the ExternalParameter Collection Editor
dialog box.

Save your changes to the master report.

You have added the subreport with the chart that shows each salesperson's commissions by
financial period in the Invoices Commissionable by Salesperson report. Now you can execute and
preview the report.

Log in to the SalesDemo company of Acumatica ERP.

Open the Invoices Commissionable by Salesperson form (AR670000; Finance > Accounts
Receivable > Reports >Audit), and run the report.



Company: Rewision Two HQ
User: admin

Salesperson: SP0002
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Invoices Commissionable by Salesperson

Print Date: 10/2/2015 Start Date:  1/11/2015
Pages: 1 End Date: /302015

Commissions by Financial Period

Michal Bujacek 1 J
== = = E EF | .
01-2015  02-2015 03-2015 04-2015 05-2015  0e-2015  O7-2015
Invoice Date Invoice Nbr. CustomerlD Customer Name Sales Commission Comm %
1MD2015 ARDD3343 CARIBBEAM  Caribbean Secretary Online 8,301.78 245.06 3.00
172015 A BIBIMBAB Bibimbab Korean Restaurant 219.80 1.10 0.50
12712015 ARDDIASD FDICMIK Cwik Process GmibH 265823 7975 300
2M4/2015 ARDD3308 EIBIMBAB Bibimbab Korean Restaurant 219.80 1.10 0.50
22412015 ARDDZ4D1 FDICHWIK Cwik Process GmbH 15,338.52 450.18 3.00
IMe2015 ARDDI444 BIEIMBAB Bibimbab Kerean Restaurant 219.80 1.10 0.50
H242015 ARDDZ2445 FOICHWIK Cwvik Process GmbH 16,708.51 s01.28 3.00
4112015 ARDD2453 BIEIMBAB Bibimbab Kerean Restaurant 219.80 1.10 0.50
4/24/2015 ARDD3IA04 FOICMIK Ciik Process GmbH 1851510 585.57 3.00
SM42015 ARDDISH BIBIMBAB Bibimbab Korean Restaurant 219.80 1.10 0.50
5252015 ARDDISIZ FDICMIK Cwik Process GmibH 1453213 447 55 300
BM4/2015 ARDD EIBIMBAB Bibimbab Korean Restaurant 439,60 220 0.50
2412015 ARDDISTI FDICHWIK Cwik Process GmbH 41,268.04 1,238.04 3.00
742015 ARDDIEIT BIEIMBAB Bibimbab Kerean Restaurant 43560 220 0.50
Invoices count: 14 119,706.61 3.541.74 1.75

Figure: The executed master report

you have added the $Test variable to the subreport. You added this subreport to the master report

IEI You can declare a variable in a subreport and use this variable in a master report. For example,

with the subReportl element. Now you can use the $Test variable of the subreport in the master

report as $subReportl_Test.

Lesson Summary

In this lesson, you have learned how to create subreports. To add a report as the subreport to a master
report, you should save the subreport to the same instance of Acumatica ERP where the master report
is. Then you should add the SubReport element to the layout of the master report. In this element,
you should select the subreport and specify the parameters to be transferred to this subreport, if
necessary. The names and types of these parameters have to match the names and types of the

subreport parameters.

You also added the Chart element to the report layout and configured this element.

Review Questions

1. What chart types are not available for the Chart element in Acumatica Report Designer? Select

all that apply.
e A. Table
e B. Bar
e C. Article
e D. Range
e E. Pyramid
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2. Select all the statements that are not applicable for transferring parameters to subreports.
e A. The parameter names should match.
e B. The number of parameters should match.
e C. The parameter data types should match.
e D. The order of parameters should match.

3. Suppose that you are going to add the subreport you have just created to an existing and
published master report. Select only the step or steps that must be performed.

e A. Save the subreport to the instance of Acumatica ERP where the master report is.
e B. Publish the subreport by adding the URL of the subreport to the site map.

e C. Add the SubReport element to the layout of the master report.

e D. Select the subreport in the ReportName property of the SubReport element.

e E. Add the collection of parameters for the SubReport element to be transferred to the
subreport.

Answer Key
1-A,C;2-B,D;3-A,C,D.
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Lesson 6: Creating Tabular Reports

A tabular report is a report that displays information from the database in a format consisting of
multiple columns and rows. You can use a tabular report, for example, to see a breakdown of your sales
by salesperson and inventory item. In this case, the rows would be salespersons' names, the columns
would be inventory item names, and the cell at the intersection of each row and column would be the
total sales amount of the item by salesperson.

In this lesson, you will create a tabular report that shows the sum total (a cost) of invoiced items

sold by each salesperson. Each row of this report will contain an item, each column will contain a
salesperson, and the cell at their intersection will show the total sales sum of the item sold by the
salesperson. The total sales sum will be calculated from released invoices for the date range, which the
user can specify.

Lesson Objectives
In this lesson, you will learn how to create a tabular report. In particular you will do the following:
1. Create the tabular report and select its data
2. Specify the grouping conditions for the report
3. Configure the layout of the report
4

Publish and preview the report

1. Creating the Tabular Report and Selecting the Data

To create a tabular report that shows the amounts of invoiced items sold by each salesperson, you
have to use the ARTran, InventorylItem, and SalesPerson classes, as shown in the diagram below. The
ARTran class provides access to the invoice details. SalesPerson provides access to the salesperson
whose sold the item. The SalesPersonID field is a reference between the ARTran and SalesPerson
classes. InventorylItem provides access to the item that was included in the invoice. The InventoryID
joins the ARTran and Inventoryltem classes.

Inventoryitem ARTran SalesPerson

4" InventorylD ‘9 RefNbr ‘9 SalesPersonID
Jp InventoryCD 49 TranType f SalesPersonCD
Descr £ LineNbr Descr
SalesPersoniD
InventorylD
TranDate

TranAmt

Released

Figure: The classes and the relationships between them

To create the tabular report and select the data, do the following:

1. Start the Report Designer as follows: Start > All Programs > Acumatica > Report Designer.
When you open the Report Designer, a blank report form is displayed by default.

2. On the menu bar, select File > Build Schema to open the Schema Builder wizard.

3. On the Tables tab of the Schema Builder wizard, load the schema, and add the ARTran,
Inventoryltem, and SalesPerson data access classes to the report, as shown in the screenshot
below.
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Scherna Builder B
Tables | Relationships I Parameters I Fitters | Sorting And Grouping | Viewer Field5|
Enter Web service URLto load WSDL document ; Load schema Login : admin@SalesDemo
http:/Aocalhost /Instance Mame, - Password : Ty

InventoryAllocDet EngFiter - +-[EE ARTran

?ENIDCDtatE-nE'H +-[F SalesPerson

InventonySummaryEnguiryResutt - Inventoryltem

d

Inventory TranByAcct EngFitter

Inventory TranByAcct EngResult LJ

Inventory TranDet EngFilter

Inventory TranDetEngResult <L

Inventory TranHist EngFilter

!nvemoryIlanl_-IistE_an\le_sult - I Refactor H Refresh HRea‘resh Al I

[ ok J[ cancel ][ feoy |

Figure: The data access classes of the report
4. Apply your changes to the report.

On the Relationships tab of the Schema Builder wizard, add the lines with the following
settings to link the ARTran and SalesPerson classes, as shown in the screenshot below:

e Enter the report table relations here area:

Parent Table Join Type Child Table

ARTran Inner SalesPerson

o Enter the data field links for the active relation area:

Parent Field Link Condition Child Field

SalesPersonID Equal SalesPersonID

6. Add the lines with the following settings to link the ARTran and InventorylItem classes:

e Enter the report table relations here area:

Parent Table Join Type Child Table

ARTran Inner Inventoryltem

o Enter the data field links for the active relation area:

Parent Field Link Condition Child Field

InventoryID Equal InventoryID
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Schema Builder =
IM Relationships | Parameters I Fitters | Sorting And Grouping | Viewer Field5|
Enter the report table relations here ¥
Parert Table Parert Alias Join type Child Table Child Alias
ARTran Inner SalesPerson

> ner invertonte

Enterthe data field links for active relation : [ Parent Formula ] [ Child Formula

Braces Parent Field Link Condition Child Field Braces Operator

3 InventorylD Equal InvertorylD And

0K |[ cancel |[ mppy |

Figure: The relationships between classes
7. Apply your changes to the report.

8. On the Parameters tab of the Schema Builder wizard, add two parameters with the following
settings to the parameters list (as shown in the screenshot below):

Name Data Type Prompt Default Value Allow Null
DateFrom DateTime Date From =[Q@QuarterStart] Selected
DateTo DateTime Date To =[Q@QuarterEnd] Selected

Based on the default values you entered, the report shows the data for the current quarter by

default.
Schema Builder =
| Tables I Relationships | Parameters | Fitters I Sorting And Grouping | Viewer Fields
DateFrom . ] .
Dt E] Name : DateTo Input mask : E]
s Data Type : View name : E]
Prompt : Date To
Default value :  <[@QuarterEnd]
Column span : |1 = Allow Nul Visible  [] Required
Available values :
Value Label Py
-
+
0K  |[ Cancel |[ mppy |

Figure: The report parameters
9. Apply your changes to the report.

10. On the Filters tab of the Schema Builder wizard, specify the following filter conditions (as
shown in the screenshot below):

Brackets | Data Field Condition Value 1 Brackets | Operator

( ARInvoice.DocDate GreaterOrEqual |@DateFrom Or
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Brackets | Data Field Condition Value 1 Brackets | Operator
@DateFrom IsNull ) And

( ARInvoice.DocDate LessOrEqual @DateTo Or
@DateTo IsNull ) And
ARTran.TranType Equal INV And
ARTran.Released Equal 1 And

Based on the condition specified in two last rows of the table above with the ARTran.TranType
and ARTran.Released data fields, the report will contain only the data of released invoices.

Schema Builder =]
| Tables | Relationships I Parameters | Fitters | Sorting And Grouping | Viewer Fields
Data Field Formula IEI L 4
Braces Data Field Condition Value1 Value2 Braces Operator
{ ARTran.TranDate GreaterOrEqual | @DateFrom Or
@DateFrom lsNull ) And
{ ARTran. TranDate LessOrEqual @DateTo Or
@DateTo lsNull ) And
ARTran. Tran Type Equal INV And
» ARTran Releasad Equal 1 [ ] And
*
[ ok |[ camcel |[ #pply

Figure: The filter conditions

11. Click OK to apply your changes to the report and close the Schema Builder wizard.

12. Save the report with the AR680000.rpx name to the server.

2. Specifying the Grouping Conditions for the Report

To calculate the total sales sum of each inventory item sold by each salesperson, you have to group the
report data by salesperson and item. Do the following

1.

On the Properties tab, select the reportl Report object from the drop-down list to select the
report form.

On the Properties tab, select the Groups property, and click the L) putton to open the Group
Collection Editor dialog box.

In the Group Collection Editor dialog box, add a new group and specify its (Name) as
SalesPerson.

In the Grouping property of the SalesPerson group, click the L) button to open the GroupExp
Collection Editor dialog box.

In the GroupExp Collection Editor dialog box, add a grouping expression and specify its Data
Field as salesPerson.SalesPersonlID.

Based on this expression, the report data will be grouped by salesperson.
Click OK to apply the settings you made and close the GroupExp Collection Editor dialog box.

In the Group Collection Editor dialog box, add the second group and specify its (Name) as
ITtem.
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7. 1Inthe Grouping property of Item group, click the L) button to open the GroupExp Collection
Editor dialog box.

In the GroupExp Collection Editor dialog box, add a grouping expression and specify its Data
Field as InventoryItem.InventoryID.

Based on this expression, the report data will be grouped by inventory item.
Click OK to apply the settings you made and close the GroupExp Collection Editor dialog box.

In the Group Collection Editor dialog box, click OK to apply the grouping conditions and close
the dialog box.

10. Save your changes to the report.

3. Configuring the Tabular Report Layout
To modify the report layout, do the following:

1. On the Properties tab, select the report1l Report object from the drop-down list to select the
report form, and specify the following settings:

e StylesTemplate: TemplateForm.rpx
e TabularReport: True

e TabularFreeze: 272px

e Width: 368px

Based on the value of TabularFreeze, the red line has appeared on the report layout, as shown
in the screenshot below. The line passes through all the group headers, the group footers, and
the detail sections of the tabular report. You should use the topmost group section for columns
of the tabular report and place columns to the right of the red line. A new column will be created
for each new group of the data of this group section.

For example, if you group the report data by customer, you can use the customer's name as the
header of report columns and place a text box with the appropriate data field right of the red
line.



[F] pageHeaderSectionl
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Figure: The tabular report layout

Configure the page header section as follows (see the screenshot below):

e Add a text box and specify the following settings to show the report name:

e Value: Items Sold by Salesperson

e Add text boxes with the following values to show the report parameters:

e Value: Start Date:

e Value: =IsNull (@DateFrom,
e Value: End Date:

e Value: =1sNull (@DateTo, '

A !

e Select Report Params for the StyleName property of the text boxes added in the previous

step.

[ pageHeaderSectionl

[E groupHeaderSectionl (Header of SalesPerscn)

Figure: The page header section

Configure the group header section for salespersons, which will contain the column headers, as

follows (see the screenshot below):

e C(Click groupHeaderSectionl (Header of SalesPerson) to select the section, and specify
the following settings for the section properties:
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e PrintOnEveryPage: True.

Based on this setting, the group header section for salespersons will be printed on
every page.

o StyleName: Bottom Line

e Add the first text box left of the red line, and specify the following settings:
e Value: Inventory Item
e Size: 272px, 40px

This settings sets Width, which is the first attribute of the Size parameter, to 272px
and the Height, which is the second attribute of the Size parameter, to 40px,
respectively.

¢ Add the second text box right of the red line, and specify the following settings:
e Value: =Replace (CStr([SalesPerson.Descr]), ' ', '#010;'")
e Size: 96px, 40px

A new column will be created automatically for each salesperson's group because the text
box is right of the red line.

Based on the Value you entered, the column header will consist of each salesperson's
name. The first name and the last name will be separated by carriage return symbol. The
Replace () function you entered replaces the space with the #010; symbol, which is
the ASCII code of the carriage return (which begins a new line). Because the Replace ()
function can be applied only to strings, you have to use the CStr () function. The CStr ()
function converts its argument into a string.

You can place two or more text boxes or other elements right of the red line. All these
elements will be duplicated for each group of the group header section.

[F] groupHeaderSectionl (Header of SalesPerson)

E groupHeaderSection2 (Header of Item)

Figure: The group header section for each salesperson

Configure the group header section for items, which will contain the list of items and the total
sales sum for each item by each salesperson who sold the item, as follows (see the screenshot
below):

¢ Click groupHeaderSection2 (Header of Item) to select the section, and select Normal
as the StyleName of the section:

e Add the first text box left of the red line, and specify the following settings:
e Value: =[InventoryItem.Descr]
e Size > Width: 272px

e Add the second text box on the right of the red line and specify the following settings:
e Value: =SUM([ARTran.TranAmt])

e Size > Width: 96px
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[F] groupHeaderSection2 (Header of Item)

[[=frvertoryltem Deserd} - - - - - - - - - - - - [=5UM ([ARTra |
[E] detailsectionl

Figure: The group header section of the item

5. For the detail section (which will hold no elements), specify the following settings to hide the
section:

¢ Height: 0px
e Visible: False

6. For the group footer section of items (which will contain no elements), specify the following
settings to hide the section:

e Height: 0px
e Visible: False

7. Configure the group footer section for salespersons, which will contain the total sales sum of
invoiced items for each salesperson, as follows (see the screenshot below):

e Click groupFooterSection1 (Footer of SalesPerson) to select the section, and select
Top Line as the StyleName of the section:

e Add the first text box left of the red line, and specify the following settings:
¢ Value: Total:
e Size: 272px, 24px

¢ Add the second text box right of the red line, and specify the following settings:
e Value: =SUM([ARTran.TranAmt])

e Size: 96px, 24px

B groupFooterSectionl (Footer of SalesPerscn)

Figure: The group footer section of salespersons
8. Delete the page footer section.

9. Save your changes to the report.
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[F] pageHeaderSectionl

[Z] groupHeaderSection2 (Header of Item)

[[=fnvertaoryitem Desed} - - - -~ - -+ - - - - [=8UM ([ARTra |
[E] detailSectionl

[E] groupFooterSection2 (Footer of Item)

[F] groupFooterSectionl (Footer of SalesPerson)

Figure: The tabular report layout

You have configured the tabular report.

4. Publishing the Tabular Report

You have to add the URL of the tabular report to the site map in Acumatica ERP to give users the ability
to run the report. Complete the following steps:

1. Log in to the SalesDemo company of Acumatica ERP.

2. On the Site Map form (SM200520; System > Customization > Manage), in the left pane, select
Company > Finance > Accounts Receivable > Reports > Audit.

3. In the table in the right pane, add a new row to the table, and specify the following settings:
e ScreenID: 2R.68.00.00
e Title: 1tems Sold by Salesperson
e Url: ~/Frames/ReportLauncher.aspx?ID=AR680000.rpx
4. Save your changes to the site map.
Now you can run the Items Sold by Salesperson report.
5. Add the report to a workspace in the modern UI as follows:
a. Ifyou are in the classic UI, switch to the modern UI.
b. In the main menu, click Receivables.

c. In the main menu, click configuration menu (three dots in the bottom left corner) and
then click Edit Menu to switch to the Menu Editing mode.

d. Click Add Menu Item.

e. In the Select Forms box, type Items Sold by Salesperson.

f. Select the check box to the right of the Items Sold by Salesperson report.

g. Click Add & Close to add the selected report to the workspace and close the dialog box.
h. In the Other section of the workspace, find the Items Sold by Salesperson report, and,

on the report pop-up toolbar, click Edit (the pencil icon).

In the Category box of the Form Parameters dialog box, select Reports.
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j. Click OK to move the report to the Reports section and close the dialog box.

k. In the Reports section, select the check box to the left of the Items Sold by Salesperson
report to add it to the quick menu by default.

I. Click Exit Edit Menu to save you changes and exit the Menu Editing mode.

Notice that the Items Sold by Salesperson report appeared in the Reports section of the
Receivables workspace.

6. Open the Items Sold by Salesperson report form (AR680000; Finance > Accounts Receivable >
Reports >Audit).

7. On the Report Parameters tab, specify the report parameters, if needed.

8. On the form toolbar, click Run Report to execute the report.

[tems Sold by Salesperson

Start Date: 7/1/2013
End Date: 9/30/2015

Inventory [tem Jason Michal Steve Eric Joshua Jay Theo Kachine
Mendenhall Bujacek Church Killian Mueller Parker Valich Williams
Widget 01 - High volums, low cost 6,000.00

Widget 02 - Serial numberad item

Widget 03 - Standard cost item

Acer Laptop Computer

Lego 500 pisce set

South Shore Savannah Changing Table

Little Tikes Bold n Bright Table & Chairs

Grac Pack N Play with Newborn Mapperstation 3
Char-Broil Classic 450 15,988 40
Mr BBQ 18 PC Stainless Set & Case 1,753.40
Kiddraft Mantucket Toybax

Radic Flyer Interactive Riding Horse

Lobster Portable Tennis Ball Machine

Stamina In-Moticn Elliptical Trainer

Skywalker trampeline - 15ft round

Bowflex Adjustable Dumbbells

Bose Quiet Comfort Noise Cancel Headsat 22,42500
Bose Blustooth Headset Series 2 11,246 25
Dell desktop computer 56,250.00

Lencvo laptop computer 11576634

Intel CPU - 2.6GHz 5,970.00

Kindle Fire 8.9" Tablst HD &3817.20 60,986 00 5,382.00 478400
Heot Dog Buns & PK (12per pack) 5295277 3812000 €3,851.00
Wise Potato Chips 1.250z Bags / 36PK 42,570.00
Coca-Cola Cans 12 Count 2248.00

Ball Park Beef Franks 3lhs 2 PK 53 769.33

Coffee K-Cup Sampler Coffee 35 Count
Sweet N Low Sugar 12pk

Liptons Cold Brew Tea Bags & Pack
Eagle American Auto Lift

Genie Scissor Lift Aerial Work Platform G5-1830 104,888 85
Rider Foridift - Big Jog 203,620.00
Ranger Wheel Balancer DST-2420 28188385

Hobart HLEDO-1STD E0QT Mixer 64,581.44

Industrial Conveyor Cven

Baker Pride ¥-602 double Deck Pizza Oven 817
Project Consulting 19,020.00
Special or custom order

Hard drive 2TB 7200rpm
Cocs-Cola Diet Cans - 12 pack

]t ta R

Total: 6.000.00 115,298.25 165.213.05 157.864.30  19.020.00 248.586.82 39870139  281.968.46

Figure: The executed report

Lesson Summary

In this lesson, you have learned how to create tabular reports. To configure the tabular report, You
specified the TabularReport parameter of the report as True. With the TabularFreeze parameter,
you divided the detail section and the group sections of the report with a vertical line into two areas.
You defined two groups for the report. You used the topmost group to define the report columns, and
the other group to define the row headers and column values. In the right area of the report, whose
contents are duplicated for each group, you placed the text boxes with the column headers, column
values, and column totals.
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Review Questions
1. To create a tabular report, you should set that report property to that value.
e A. ReportFormat to Tabular
¢ B. TabularReport to True
e C. TabularColumns to True
e D. ReportType to Tabular

2. The TabularFreeze property divides a tabular report into two areas with a vertical red line.
What sections does the line pass through?

e A. Detail

e B. Page header, Detail, and Page footer

e C. Group header, Detail, and Group footer
e D. Group header and Group footer

3. How many elements that you have placed to the right of the red line of the tabular report will be
duplicated for each new group?

e A. The first
e B. The first and the second

o C. Al

Answer Key
1-B;2-C;3-C.
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Lesson 7: Defining Additional Filters for Reports

A user can define additional filtering and sorting conditions for a report directly in Acumatica ERP
without using the Report Designer.

In this lesson, you will apply additional conditions to a report and specify a list of data fields to sort and
filter the report data.
Lesson Objectives
In this lesson, you will learn how to do the following:
1. Specify additional sorting and filtering conditions
2. Extend the list of properties to sort and filter report data

3. Limit the list of sorting and filtering properties

1. Specifying Additional Sorting and Filtering Conditions

In Acumatica ERP, users can specify additional filtering and sorting conditions of a report on the
Additional Sort and Filters tab of the report form; an example is shown in the screenshot below.

IEI Once you define additional filtering and sorting conditions of any report, you can save them as a template.

2 Revision Two HQ + Invoices Commissionable by Salesperson HELP ~
# = RUNREPORT  SAVE TEMPLATE EDIT REPORT
Template x v
Default Shared
Report Parameters | Additional Sort and Filters | Print and Email Seftings | Report Versions
Additional Sorting Conditions Additional Filtering Conditions
+ X +

Property Condition Brackets  Property Condition Value Second Value Brackets  Operator
* AR Invoice/Memo.Date Ascending

Figure: Viewing the additional sorting and filtering conditions

The Additional Sorting Conditions table lists the default sorting conditions of the report. The user
can specify additional sorting conditions. Also, the user can delete or change the default sorting
conditions. The next time the user opens the report, the default sorting conditions will be restored.

In the Additional Filtering Conditions table, the user can specify additional filtering conditions.
However, the user cannot see, delete, or modify the default filtering conditions.

To become familiar with these capabilities, log in to the SalesDemo company of Acumatica ERP, open
the Invoices Commissionable by Salesperson report form (AR670000; Finance > Accounts Receivable
> Reports > Audit), open the Additional Sort and Filters tab to view the default sorting conditions
(shown in the previous screenshot), and then run the report with the following settings (shown in the
screenshot below):

e Date From: 1/1/2016
e Date To: 6/30/2016
e Salesperson: SP0002 - Michal Bujacek



Company:  Rewision Two HQ
User: admin, admin

Salesperson

: SP0002

Michal Bujacek

invoice Date

1142016
112512016
2152016
212512016
AM42018
252016
4172016

41472016
4/25/2016
5142016
252016
&M472016
62572016

Invoice Nbr. Customer ID

ARDDZZ22 BIBIMBAB
FDICGWIK
BIBIMBAB
FDICMIK
BIBIMBAB
FDICHIK
BIEIMBAB
BIBIMBAB
FDICMIK
BIEIMBAB
FDICWIK
BIBIMBAB
ARDDL253 FDICWIK
Invoices count: 13
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Invoices Commissionable by Salesperson

Print Date:  7/268/2017 Start Dats: 11172016
Pages: 1 End Date:  &/30/2016

Commissions by Financial Period
2000 -

1500-
.

01-2016  02-2016 032016 04-2016  05-2016  DG6-2016

Customer Name Sales Commission Comm %
Bibimbab Horean Restaurant 435.60 2.20 0.50
Quik Process GmbH 5283430 1,585.04 oo
Bibimbab Korean Restaurant 435.60 2.20 0.50
Quik Process GmbH 54 37570 1631.27 3.00
Bibimbab Koresn Restaurant 505.54 253 0.50
Quik Process GmbH 54,.357.30 1,631.03 300
Bibimbab Korean Restaurant 153.88 077 0.50
Bibimbab Korean Restaurant 638.40 230 0.50
Quik Process GmbH 2082592 52478 3.00
Bibimbab Korean Restaurant 769.30 3.85 0.50
Quik Process GmbH 2778485 833.54 300
Bibimbab Koresn Restaurant 87920 4.40 D.50
Quwik Process GmbH 2145247 £43.58 300
235,457.84 6,966.49 1.65

Figure: Executing the report with the default sorting and filtering conditions

Next, you will try to modify the filtering and sorting conditions of the report to see how these changes
affect the report data. Do the following:

1. On the Additional Sort and Filters tab of the Invoices Commissionable by Salesperson report
(AR670000), perform the following instructions, as shown in the screenshot below:

In the Additional Sorting Conditions table, delete the sorting condition by invoice date
(which is there by default).

Add a row to this table, and specify the following settings, to show the largest commission

amounts first:

e Property: AR Salesperson Comission.CommnAmt

e Condition: Descending

In the Additional Filtering Conditions table, add a row, and specify the following
settings, to exclude from the report results commissions that are less than or equal to $10:

e Property: AR Salesperson Comission.CommnAmt

e Condition: Is Greater Than

e Value: 10

< Revision Two HQ - Invoices Commissionable by Salesperson HELP ~
# =~ RUNREPORT  SAVE TEMPLATE EDIT REPORT
Template x v
Default [ Shared
Report Parameters | Additional Sort and Filters | Print and Email Settings | Report Versions

Additi
+

onal Sorting Conditions

X

Property

* AR

Salespersen Comission. CommnAmt

Additional Filtering Conditions
+ X

Condition Brackets  Property Condition Value Second Value Brackets  Operator

Descending - * AR Salesperson Comission.CommnAmt | Is Greater Than 10.00

Figure: Customizing the sorting and filtering conditions

2. Run the report and view the results, as shown in the screenshot below.
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Invoices Commissionable by Salesperson

Company:  Revision Two HQ Print Date:  7/28/2017 Start Date:  1/11/2016
User: sdmin, admin Pages: 1 End Date:  &/3072016
Salesperson: SP0002 Commissions by Financial Period
Michal Bujacek 2000
1500-
=3 I
0- - ’ " - . .
01-2016  02-2016  03-2016  04-2016 052016  OB-2016
Invoice Date  Invoice Nbr. CustomerID  Customer Name Sales
202572016 FDICVIK Cwik Process GmbH 5437570 163127 3.00
242572016 : 04035 FDIQWIK Ciik Process GmbH 54 38730 1,631.03 3.00
142572016 ARDDES24 FDIQIK Cik Process GmbH 52,834,580 1,585.04 3.00
S/25/2016 E 185 FDICVIK Cwik Process GmbH 27 78465 83354 3.00
82572016 : 253 FDIQWIK Cwik Process GmbH 2145247 84358 3.00
412572016 Al 112 FDIQIK ik Process GmbH 20,825.92 62475 3.00
Invoices count: 6 231,641.34 6,949.24 3.00

Figure: Running the report with customized sorting and filtering conditions

E

while filtering conditions can affect the data of the whole report.

Keep in mind that sorting conditions are applied to only the data of the detail section of a report,

By default, the user can select in the Property column any data field you used in the text boxes, or in
the sorting or filtering conditions of the report. You can extend or limit this list of available properties,

as described further in this topic.

2. Extending the List of Properties to Sort and Filter the Report Data

To extend the list of properties that the user can use to define sorting and filtering conditions of the

report, do the following:

1. In the Report Designer, open the AR670000. rpx report from the server.

2. On the menu bar, select File > Build Schema; the Schema Builder wizard appears.

3. On the Viewer Fields tab of the wizard, do the following to add properties, as shown in the

screenshot below:

e In the Name column of the first row, select Customer.Status.

e In the Name column of the second row, select ARInvoice.Released.

Schemna Builder

| Tables | Relationships | Parameters | Fiters | Sorting And Grouping | Viewer Fields

Load used fields

Name

Customer.Status

Description View Name

b [ﬁRInvoice. Released

[ ok J[ cancel |[ sopl

Figure: Executing the report with customized sorting and filtering conditions

4. Click OK to apply your changes to the report and close the Schema Builder wizard.

5. Save your changes to the report.
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6. Log in to the SalesDemo company of Acumatica ERP.

Open the Invoices Commissionable by Salesperson report form (AR670000).

On the Additional Sort and Filters tab, find in the list of properties the ones that you have

added, as shown in the following screenshot.

Z Revision Two HQ ~ Invoices Commissionable by Salesperson

Lol RUNREPORT  SAVE TEMPLATE EDIT REPORT
Template X v
Default Shared

Report Parameters = Additional Sort and Filters | Print and Email Settings | Report Versions
Additional Sorting Conditions Additional Filtering Conditions

+ X +

Property Condition Brackets Property Condition Value Second Value Brackets
F4JAR Invoice/Memo.Datel ~ peending

AR Invoice/Memo.Date

AR Invoice/Memo Type

AR Invoice/Memo.Reference Nbr.

AR Invoice/Memo.Released

AR Invoice/Memo Status

AR Salesperson Commission.CommnAmt
AR Salesperson Commission.CommnblAmt
AR Salesperson Commission Commission %
Customer.Customer ID
Customer.Customer Name

Customer Status

Sales Person. Name

Sales Person Salesperson 1D

Sales Person SalesPerson ID

Figure: Reviewing the properties used to sort and filter the report data

3. Limiting the List of Sorting and Filtering Properties

To limit the list of properties that the user can use to define sorting and filtering conditions of the

report, do the following:

1. In the Report Designer, open the AR670000. rpx report from the server.

2. On the Properties tab, select the reportl Report object from the drop-down list to select the
report form. In the ViewerFieldsMode property, select OnlySpecified. Based on this setting,

HELP =

Operator

only the data fields specified on the Viewer Fields tab of the Schema Builder wizard will be

available for selection on the Additional Sort and Filters tab of the report form.

IEI On the Viewer Fields tab of the Schema Builder wizard, you could add to the list of available

properties all the data fields used in the report. To do that, you would click the Load used fields

button.
Save your changes to the report.
Log in to the SalesDemo company of Acumatica ERP.

Open the Invoices Commissionable by Salesperson report form (AR670000).

o u pUWw

On the Additional Sort and Filters tab, find that the list of available properties.

Notice that the list of available properties exactly matches the list you defined on the Viewer
Fields tab of the Schema Builder wizard, as shown in the following screenshot. Also notice
that the default sorting condition of the report by invoice date has been removed because the

ARInvoice.DocDate data field is not in the list of viewer fields.
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& Revision Two HQ ~ Invoices Commissionable by Salesperson HELP =

Template

RUNREPORT  SAVE TEMPLATE EDIT REPORT

Default Shared

Report Parameters | Additional Sort and Filters | Print and Email Settings | Report Versions

Additional Sorting Conditions Additional Filtering Conditions

X +

Property

Condition Brackets Property Condition Value Second Value Brackets Operator

#|

- Is:endmg

AR Invoice/Memo Released
Customer Status

Figure: Reviewing the properties used to sort and filter the report data

Lesson Summary

In this lesson, you have learned how to sort and filter report data directly in Acumatica ERP.

With the Report Designer, you configured the list of properties used for sorting and filtering the report
data in Acumatica ERP. You extended the list of these properties with the Schema Builder wizard and
limited this list by changing the default value of the ViewerFieldsMode property of the report.

Review Questions

1. On the Additional Sort and Filters tab of a report form, you can sort and filter the report data.
Select all activities you cannot perform.

A. Change or delete the default sorting conditions
B. Specify additional sorting conditions
C. Modify or delete the default filtering conditions

D. Specify additional filtering conditions

2. Suppose that MergeWithUsed (the default value) is selected as the value of the
ViewerFieldsMode property of a report. What data fields can a user select as the properties
of filtering and sorting conditions on the Additional Sort and Filters tab of the form of this
report? Select all that apply.

A. Any data field used in the text boxes on the report layout
B. Any data field used in the sorting conditions of the report
C. Any data field used in the filtering conditions of the report
D. Any data field listed on the Viewer Fields tab of the Schema Builder wizard

E. Any data field of the classes added to the report

3. Suppose that OnlySpecified is selected as the value of the ViewerFieldsMode property of a
report. What data fields can a user select as the properties of filtering and sorting conditions on
the Additional Sort and Filters tab of the form of this report? Select all that apply.

A. Any data field used in the text boxes on the report layout

B. Any data field used in the sorting conditions of the report

C. Any data field used in the filtering conditions of the report

D. Any data field listed on the Viewer Fields tab of the Schema Builder wizard
E. Any data field of the classes added to the report

F. None of the above
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Answer Key
1-C;2-A,B,C,D; 3-D.
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Lesson 8: Using Images and QR Codes

You can use images in your reports. You can add locally stored images in a report, show images from
the database, and generate a barcode or QR code.

In this lesson, you will create a report that lists stock items with the images uploaded for these items.
You can upload images to a stock item, as shown in the screenshot below, or to any other object or
entity,such as an employee or an invoice.

£ Revision Two HQ -~ Stock Items ) NOTES ~ ACTMITIES | FILES(3)| CUSTOMIZATION — HELP «
-~ + B K < > 3 ACTIONS~ INQUIRIES ~
b
* Inventory ID AACOMPUTOA - Acer Laptop Comput 2 Product Worl 2
tem Status Active - Product Manage Jel
Description Acer Laptop Computer

Figure: Stock item with uploaded files

You can upload files of various formats, as shown in the screenshot below. Thus, for the report, you
have to filter files to show only images.

Select file BROWSE UPLOAD

c W I+
& File name Comment
* AACOMPUTD jpg

acer.jpg
Specification. pdf

I'I'I
(=3

m
=

I'I'I
(=3

Figure: List of uploaded files

Lesson Objectives

In this lesson, you will learn how to do the following:
e Upload locally stored images to a report
e Show images uploaded to the report
e Show images stored in the database

e Generate a QR code

Creating the Report and Selecting the Data

To create the report that lists stock items with uploaded images, you have to use Inventoryltem,
UploadFile, NoteDoc, and UploadAllowedFileTypes classes, as shown in the diagram below. The
InventoryItem class provides access to the stock items. UploadFile provides access to the uploaded
files. The NoteDoc class links the InventoryItem and UploadFile classes by using the Noteld and Fileld
fields, respectively. The UploadAllowedFileTypes class provides access to the file extensions that the
user can upload. You will use this class to filter images among the files uploaded to items.



Inventoryitem

f InventorylD

£ InventoryCD
Noteld
Descr

P Noteld
‘ £ Fileld

NoteDoc

Figure: The classes and relationships between them

I
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UploadFile

UploadAllowedFileTypes

| P FileExt

Isimage

To create the report and select the data, do the following:

1.
2.
3.

Open the Schema Builder wizard.

Start the Report Designer; a blank report form is displayed by default.

On the Tables tab of the wizard, load the schema, and add the Inventoryltem, UploadFile

(PX.SM.UploadFile), NoteDoc, and UploadAllowedFileTypes data access classes to the report.

Apply your changes to the report.

On the Relationships tab, specify the relationships between the added classes as follows:

Enter the report table relations here area:

Add the lines with the following settings to link the InventoryItem and NoteDoc classes:

Parent Table

Join Type

Child Table

Inventoryltem

Inner

NoteDoc

Enter the data field links

for the active relation area:

Parent Field

Link Condition

Child Field

Noteld

Equal

Noteld

b. Add the lines with the following settings to link the NoteDoc and UploadFile classes:

C.

Enter the report table relations here area:

Parent Table

Join Type

Child Table

NoteDoc

Inner

UploadFile

Enter the data field links

for the active relation area:

Parent Field

Link Condition

Child Field

FileId

Equal

FileId

Add the lines with the following settings to link the UploadFile and
UploadAllowedFileTypes classes:

Enter the report table relations here area:

Parent Table Join Type Child Table

UploadFile Inner UploadAllowedFileTypes
Enter the data field links for the active relation area:

Parent Field Link Condition Child Field

FileExt Equal Fileld
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To specify the expression in the Parent Field column, select the row and click the
Parent Formula button, as shown in the screenshot below.

You can specify an expression in the Child Field column by clicking the Child
Formula button.

The UploadFile.Name field holds the names of uploaded files. The file name ends with
an extension, as with filename.png. The UploadAllowedFileTypes.FileExt
field holds file extensions, such as .png. You cannot compare these fields directly. Thus,
you have to use the Right (str, length) text function. This function returns a string
containing the number of characters specified by the 1ength argument from the right
side of a string specified by the str argument.

Based on the expression you specified for Parent Field, you can compare file extensions.
This allows you to link the UploadAllowedFileTypes and UploadFile classes selected in the
Enter the report table relations here area.

Schema Builder B
IM Relationships | Parameters I Fitters | Sorting And Grouping | Viewer Fields
Erter the report table relations here : ¥
Parent Table Parent Alias Join type Child Table Child Alias
Inventoryltem Inner MoteDoc
NoteDoc Inner UploadFile
» | UploadFile Inner
-
Enterthe data field links for active relation : [ Parent Formula ] [ Child Formula
Braces Parent Field Link Condition Child Field Braces COperator
» =Right([UploadFile. Name], 4) Equal File Ext And
*
0K |[ cancel |[ mppy |

Figure: The relationships of the classes
Apply your changes to the report.

On the Filters tab of the Schema Builder wizard, specify a filtering condition with the following
settings:

o Data Field: UploadAllowedFileTypes.IsImage
¢ Condition: Equal
e Valuel: 1

Based on this condition, the report will show the images uploaded to stock items and won't show
other files. If a user uploads images with a new extension, the files with this extension will be
shown in the report automatically.

If you had to filter files by only one extension, you could do it without the UploadAllowedFileTypes

IEI class. Instead, you might filter the report data by comparing the =Right ([UploadFile.Name],
3) expression with the extension you need directly. For example, you might specify the following
settings for the condition you add on the Filters tab:

e Data Field: =Right ([UploadFile.Name], 3)
e Condition: Equal

e Valuel: pdf
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Click OK to apply your changes to the report and close the Schema Builder wizard.

On the Properties tab, select the reportl Report object from the drop-down list to select the
report form.

10. Add a new grouping condition to the report with the following settings:
¢ (Name): Item
o KeepTogether: FirstDetail
e Grouping > Data Field: InventoryItem.InventoryCD
Based on this condition, the report data will be grouped by stock item.

11. Save the report to the server with the 1N660000. rpx name.

Configuring the Report Layout
To modify the report layout, do the following:
1. On the Properties tab, select the reportl Report object from the drop-down list to select the
report form, and specify the following settings:
a. In the EmbeddedImages property, click the (-] putton to open the Embedded Images
dialog box.

b. In the dialog box, click the New image ... button, as shown in the screenshot below, and
select the report header.png file, which is provided with this course and contains the
report name. (The Name and Mime Type of the selected file are defined automatically.)

You can add images of the following types to the collection of embedded images: bmp, gif,
jpg, and png.

o' Embedded Images E@
Image Name Mime Type

v report_header image/pna

" Mew image ... ]“ Delete QK ] l Cancel

Figure: List of embedded images

c. Click OK to add the image you selected to the embedded images collection of the report
and to close the Embedded Images dialog box. Now you can use this image in the
report.

2. Configure the page header section as follows (see the screenshot below):
Click the section header to select the section, and specify its Height as 64px.

b. Adjust the width of the text box with the report name and the width of the picture box
with the company logo so that their combined width will equal the width of the report.

c. Add a picture box and specify the following settings to print the embedded image with the
report name you have uploaded to the report:
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e Source: Embedded

Based on this setting, the image will be taken from the list of embedded images of
the report.

e Value: report_header

You can also show images uploaded to the site folder. If you were to do that, for the

IEI image box, you would select Source as External and specify the URL of the image in the
Value property. For example, you have uploaded the MyImage.png file to the /Site/
Images/ folder. In the Value property, you should specify the following URL: Images/
MyImage.pngd.

d. Adjust the width of the picture box with the embedded image so that it will equal the
report width and leave its height as is.

e. Under the picture you have added, add text boxes with the following values to print
column headers:

e Value: Or-Code

e Value: Item CD

e Value: Item Name
e Value: Images

f. Select all the text boxes added in this step, and enter 24px as their Size > Height.

[E] pageHeaderSectionl

[E] groupHeaderSectionl (Header of [tem)

Figure: Page header section

The group header section will contain the item whose images are listed in the detail section and
the QR code of this item.

Configure the group header section as follows (see the screenshot below):
e Click the section header to select the section, and specify its Height as 64px.
e Add a picture box and specify the following settings to show the QR code of the item:
e Source: Barcode
e BarcodeType: QRCode
Based on these settings, the image will be a QR code.

e Value: ='http://localhost/InstanceName/Main.aspx?
ScreenId=IN202500&InventoryCD="'+[InventoryItem.InventoryCD]

Make sure that you has inserted the copied link fully, as the screenshot below shows.

Based on this value, each item group will contain the QR code that links to the
appropriate item. Notice that the link contains the application URL explicitly.
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Properties | Fields
pictureBox3 PictureBox
D24
. Appearance
- Behavior
4 Data
Barcode Type QRCode
MimeType image/bmp
Source Barcode

Value =http-/Aocalhost /instance Name/Main_aspx ?Screenld=I1N202500&InventoryCD="+[Inventoryltem_InventoryCD]
. Design
. Layout

Source
The type of the image source.

Figure: The settings of the QR code
e QRCodeSettings > CodeSize: 64

The default CodeSize of any QR code image is 50. If the length of the string you
specified as the Value is too long, the QR code will disappear from the image
preview on the report layout. If the user runs this report, the QR code will be
invisible too. The larger the string whose value you specified for the barcode, the
larger the CodeSize you should specify to make the image visible.

If you do not see the QR code on the report layout, the user will not see this QR code
in the executed report either.

e Size: 64px, 64px
e Add the first text box and specify the following settings:
e Value: =[InventoryItem.InventoryCD]
e Size > Height: 24px
e Add the second text box and specify the following settings:
e Value: =[InventoryItem.Descr]

e Size > Height: 24px

[E1 groupHeaderSectionl (Header of Item)
=,

[E detailSectionl

Figure: Group header section

4. The detail section will contain a list of the images uploaded to the item. Configure the section as
follows (see the screenshot below):

e C(Click the section header to select the section, and specify its Height as 88px.
e Add a picture box and specify the following settings:

e Source: Database

e Value: =[UploadFile.Name]

e Sizing: Scale

Based on this setting, the image will be scaled to the size of the picture box so that
one of dimensions of the image and the picture box—height or width—should be
equal, the whole image should be visible, and the image proportion should remain.
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With the Fit sizing, the image fills the whole space of the picture box, and the image
proportion can be changed.

e Size: 240px, 88px

[E detailSectionl

[Z] groupFooterSectionl (Footer of Item)

Figure: Detail section

5. Specify the following settings for the group footer section, which will contain no elements, to
hide the section:

¢ Height: 0px
e Visible: False
6. Delete the page footer section.

Save your changes to the report.

[z] pageHeaderSectionl

[Z] groupFooterSectionl (Footer of Item)

Figure: Final report layout

You have configured the report.

Publishing the Report
To add the URL of the created report to the site map in Acumatica ERP, do the following:
1. Log in to the SalesDemo company of Acumatica ERP.

2. On the Site Map form (SM200520; System > Customization > Manage), in the left pane, select
Company > Distribution > Inventory > Reports > Audit.

3. In the table in the right pane, add a new row in the table, and specify the following settings:
e ScreenlID: 1IN.66.00.00
e Title: List of Stock Items

e Url: ~/Frames/ReportLauncher.aspx?ID=IN660000.rpx
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4. Save your changes to the site map.
Now you can execute the List of Stock Items report.

Open the List of Stock Items report form (IN660000; Distribution > Inventory > Reports
>Audit). On the form toolbar, click Run Report to preview the report, as shown in the
screenshot below.

List of Stock Items
QR-Code Item CD Ttem Name Images

O}

[OF

CONBABY2 Little Tikes Bold n Bright Table & Chairs

CONBABY3 Grac Pack N Play with Newborn Napperstation

Figure: Generated report

Lesson Summary

In this lesson, you have learned how to use images in reports. You uploaded an image to a report by
using the EmbeddedImages property of the report. You added the PictureBox elements to the report
layout to show this uploaded image and to show images stored in the database. You also configured a
picture box to show a QR code, which contained links to an Acumatica ERP form.

Review Questions

1. Select all the images you can show in a report.
e A. An image uploaded to the report
e B. An image uploaded to the site folder
e C. Any image from the Internet
e D. An image from the database
e E. An image from the Partner Portal
¢ F. A barcode

2. How can you add a QR code in your report. Select all that could apply.

e A. Add to the report an image with this QR code as an embedded image and select this
image as the value of an picture box.

e B. Select Barcode as the source of an picture box, select QRCode as the barcode type of
this picture box, and specify the text of the QR code as the value of the picture box.

e C. Select Database as the source of an picture box, and as the value of this picture box,
specify the QRCode expression with the text of the QR code, such as: QRCode (' The
text of the QR code').
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3. Suppose that you have added a picture box with an image to your report. You also selected
Scale as the Sizing property of the picture box. When you execute the report, what will happen
with the image of this picture box? Select all the correct statements.

e A. The image can be increased

B. One of dimensions of the image—height or width—equals the same dimension of the
picture box.

e C. The image fills the whole space of the picture box.
e D. The whole image is visible.

e E. The image proportion is remain.

Answer Key
1-A,B,D,F;2-A,B;3-A,B,D,E.
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Lesson 9: Using Alternative Colors in Report Data

You can use alternative colors—that is, different than the colors used by default, to mark report data
according to some conditions.

Suppose you have to modify the Customer Summary report (AR650500; Finance > Accounts Receivable
> Reports > Audit), which is shown in the screenshot below. You need to highlight customers' balances
that are greater than or equal to 10,000.

Customer Summary Page: 1of1
Company: Revision Two HQ Date: /232015 12:14 PM
User: admin
Customer ID Customer Name Status Class 1D Stmt. Cycle Curr. ID Tax Zone 1D FAX Current Balance
ABARTENDE USA Bartending School EOM uso H
ABC Studios Inc EOM usD
EOn uso
EOn uso
EOn uso
L k Food EOM usoD
Cocciatari Pizza LOCAL EOM uso
Cwik Process GmbH INTLEU EOM EUR
Sacramento Industrial Supply LOCAL ECM uso 1
Industrial Supply Ine LOCAL EOM usD
NYLIBRARY N York Public Library for the LOCAL EOM uso
PREMIERE atology and Surgery ! LOCAL EOM uso
ROADEUILDR  Road Bu Company LOCAL EOn uso
SAFECREDIT LOCAL EOn uso
Shortstop Sports LOCAL EOn uso
CrMeill's Trading LOCAL EOM usoD
Star America Toys LOCAL ECM uso
CHENGDU RONGY! WATER INTL EOM
ern Star Trucks LOCAL EOM uso
Widget Credit Card LOCAL EOM usoD

Figure: Customer Summary report

Lesson Objectives
In this lesson, you will learn how to do the following:
1. Use color for report data according to some conditions

2. Save a report as a new version

1. Using Color for the Report Data
To use color for report data based on the customer's balance amount, do the following:
1. Start the Report Designer, and open the AR650500. rpx report from the server.
IEI You can also open the report through Acumatica ERP by performing the following steps:

e Open the Customer Summary report (AR650500; Finance > Accounts Receivable > Reports >
Audit).

e On the report form toolbar, click Edit Report. The system will suggest that you download the
AR650500. rps file.

e Download and open the AR650500. rps file. The Open report from server dialog box
appears.

e In the dialog box, type your password and click OK to open the report in the Report
Designer.

2. In the groupHeaderSection1 section, select the Sum([ARBalances.CurrentBal]) text box,
as shown in the screenshot below.
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Page: [[Rad
Dats: i} [=Nos

[E pageHeaderSection2
E CustomaeriD:: | Custumar Name Statug ClassiD stmt. Cycle Cuer, 1D Tax Zome: 1D Phone FAX Current Balanes |

[E groupHeaderSectionl (Header of groupl)
E EE[Custonmren St [E[CustomenSectiama) [E[Custom E[Custamen CiE[Customen Stat | FECoust  ELocation; CTaZe [F[Contact Phonel] [HContact Fax]) [=Sumi[ARBalancesC |

[ detailSectionl
[E1 groupFooterSectionl (Footer of groupl)
[E1 pageFooterSectionl

Figure: Customer Summary report layout
This text box holds the following expression, which calculates each customer's current balance:
=Sum ( [ARBalances.CurrentBal]).

In the VisibleExpr property of the text box, type the following expression:
=Sum ( [ARBalances.CurrentBal])<10000. Based on this expression, the text box will be visible
when the customer's current balance is less than 10,000.

Right-click the text box, and select Copy; then right-click the text box again, and select Paste
to duplicate the text box.

IEI You can also duplicate the text box by selecting it on the report layout and then, on the main
window toolbar, clicking the button and the B button sequentially.

A copy of the text box will be inserted in the same place and will overlap with the original text

box, as shown in the screenshot below.

[Z] groupHeaderSectionl (Header of groupl)

FGustent: FCustemienC HCustemien St F={Cust! I=Lonatien CTads [HContaetPrEnel G ontEetFax] [=ERT AR BT Cl

[E detailSectionl

Figure: Duplicated text box

In the VisibleExpr property of the duplicated text box, modify the expression as follows:
=Sum ( [ARBalances.CurrentBal])>=10000. Based on this expression, the duplicated text box
will be visible when the customer's current balance is greater than or equal to 10,000.

In the Style > Color property, select Red to makes the color of the values of the duplicated text
box red.

You have customized the report.

2. Saving a Report as a New Version

You can save your report to the server as a new version, which allows you to revert your changes
quickly, if needed.

To save your changes to the report as a new version, perform the following steps:

1.

On the menu bar of the Report Designer, select File > Save to Server. The Save report on
server dialog box appears.

To save the modified report as a new version, select the Save as new version check box, as
shown in the screen hot below.

In the Version description text box, type the following: Current Balances >= 10,000 are

red.

IEI The version description is an optional parameter.
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Sawve report on server =]
Enter Web service URL to load reports list : Login : admin@SalesDema
hitp:/Aocalhost/ Msapaev, - Password : sEEERREEE

Enter report name to save :

arb50500.px - Load reports list

Version description :

Cument Balances == 10,000 are red | Save as new version

ok || Cancel

Figure: New version of the report being saved

4. Click OK to save your changes to the report.

Log in to the SalesDemo company of Acumatica ERP, and open the Customer Summary form
(AR650500; Finance > Accounts Receivable > Reports > Audit).

If you opened the report for editing from its report form in Acumatica ERP, you have to reload the
report form to get the changes you made.

6. On the Report Version tab, find the version you saved, as shown in the screenshot below.

£ Revision Two HQ ~ Customer Summary HELP =
r  RUNREPORT  SAVE TEMPLATE EDIT REPORT
Template X -
Default Shared
Report Parameters | Additional Sort and Filters | Print and Email Settings | Report Versions

(& X EDIT VERSION  ACTIVATE

Version Description Active Created
> 1 O 9/22/2015
2 | Current Balances == 10,000 are red 9/23/2015

Figure: A new version of the report

The Active check box is selected for the version that will be used when the user runs the report.
Each new version is saved as active.

If you were to make a version active, you could perform one of the following steps:
e Select the version on the Report Version tab, and click Activate on the tab toolbar.
e Select the Active check box of the needed version.

When you click Edit Report on the form toolbar, the active version will be opened for editing. To
edit an inactive version, you can select it on the Report Version tab, and click Edit Version on
the tab toolbar.

7. On the form toolbar, click Run Report to run the report and preview the changes you made, as
shown in the screenshot below.

Figure: The customized Customer Summary report
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Customer Summary Page 1of1
Company: Revision Two HQ Date: 9/23/2015 2:08 PM
User: admin
Customer ID Customer Name Status Class 1D Stmt. Cycle Curr. ID Tax Zone 1D FAX Current Balance
ABARTENDE UUSA Bartending School Active LOCAL EOM usD
£ ABC Studios Inc Active LOCAL EOM uso
Artcages Active LOCAL EOM uso
Brass Key Bar Active LOCAL EOM uso
Electonic Importers Active LOCAL EOM uso
Agrilink Food Active LOCAL EOM uso
Cocciatari Pizza Active LOCAL EOn uso
Cwik Process GmbH Active INTLEU EOn EUR
AME  Sacramento Industrial Supply Active LOCAL ECM uso
IMDSUPPLY Industrial Supply Inc Active LOCAL ECM uso
NYLIBRARY MNew York Public Library for the Active LOCAL ECM uso
PREMIERE Premisre Dermatology and Surgery Active LOCAL ECM uso
ROADBUILDR  Road Buider Company Active LOCAL EOM uso
REDIT  Safe Credit Union Active LOCAL EOM usD
Shertstop Sports Active LOCAL EOM uso
O'Meills Trading Active LOCAL EOM uso
Star America Toys Active LOCAL EOn uso
CHENGDU RONGYI WATER Active INTL EOn
‘Western Star Trucks Active LOCAL EOM uso
Widget Credit Card Active LOCAL ECM uso

Lesson Summary

In this lesson, you have learned how to use various colors to mark report data according to some
conditions. You duplicated the text box, whose color should depend on the text box value, and changed
its Style > Color property. Then, you configured the VisibleExpr property of both text boxes—the
original and the copy, which are overlapped—so that only one of them is visible at the moment.

You also saved the report to the server as a new version.

Review Questions

1. How can you save the report as a new version? Select all that apply.

A. In the Report Designer, select the Save as new version check box when you save the
report to the server.

B. In Acumatica ERP, duplicate the report as a new version on the Report Versions tab of
the report form.

C. In the Report Designer, save the report locally with the different name.

D. In the Report Designer, specify a new version in the Version property of the report.

2. How cannot you activate a report version? Select all that apply.

A. In Acumatica ERP, on the Report Version tab of the report form, select the needed
version and click Edit Version on the tab toolbar. Open the report in the Report Designer
by opening the downloaded file, and save the report.

e B. In Acumatica ERP, on the Report Version tab of the report form, select the needed
version and click Activate on the tab toolbar.

e C. In Acumatica ERP, on the Report Version tab of the report form, select the needed
version and click Run Report on the form toolbar.

e D. In Acumatica ERP, on the Report Version tab of the report form, select the Active
check box of the needed version.

3. Select all the correct sentences about the report versions.
e A. You may enter a description for each version.
¢ B. You cannot change the description of an existing version.
e C. Only a report developer can switch report versions.

e D. When a user runs a report, the active version of the report is executed.
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e E. If you save a report as a new version, this version will replace the active one.

e F. You can edit an inactive version of the report.

Answer Key
1-A;2-A,C,3-AD,F
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Lesson 10: Translating Reports

Acumatica ERP provides built-in localization functionality. You can translate your report so that the user
can execute this report and get the result in the language selected during the login to Acumatica ERP.

The value of the Localizable property determines the multiple language support of a report. You can
specify this property for the whole report as well as for each element, such as a text box. The default
value of this property is True. This means that multiple languages are supported for reports and report
elements by default.

In this lesson, you will go through the whole process of translation of the List of Stock Items report
(IN660000) you created in Lesson 8: Using Images and QR Codes. The translation process will occur in
Acumatica ERP. You will not need the Report Designer, because you did not change the default value of
the Localizable property of the report or its elements.

When Acumatica ERP is first installed, its default language is English (United States). To translate the
report, you have to add at least one extra language to the system. In this lesson, the second language
will be Russian. You can perform the lesson tasks with this language, or you can choose another one;
the translation process will not differ.

Lesson Objectives

In this lesson, you will learn how to do the following:

e Add additional languages to the system

e Translate a report

Adding a Language to the System

The languages available in the system are listed on the System Locales form (SM200550). To add a new
language, do the following, as shown in the screenshot below:

1. Log in to the SalesDemo company of Acumatica ERP.
2. Open the System Locales form (SM200550; System > Management > Manage).
3. Add a new string and specify the following settings:

e Locale Name: ru-RU

e Locale Name in Locale Language: Pyccxwuiz

Description: Russian
e Sequence: 2
e Active: Selected

Because the Active check box is selected, the user will be able to select this active language
during a login to Acumatica ERP. (You could translate your report into an inactive language, but
the user could not select this inactive language when logging in to Acumatica ERP.)

C Software Inc ~ System Locales CUSTOMIZATION ~ HELP ~
c v 4+ X LOCALE PREFERENCES I+l
E * Locale Name * Locale Name in Locale Language Description Sequence  Active
English (United States) English English 1
* Russian (Russia) Pyccrui Russian 2

Figure: Specifying a list of available languages

4. Save your changes to the locales.
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5. Sign out of Acumatica ERP. Notice that the language combo box has appeared in the top right
corner of the login page of Acumatica ERP, as shown in the screenshot below. The languages in
this combo box are sorted according to their Sequence values.

) Acumatica [~

My Username

My Password

SalesDemo

\cumatica Inc. Al rights reserved

Figure: Selecting a language during login

Translating the Report

To localize the report, you have to translate its source strings. Source strings include form names,
element labels, parameters, predefined values of parameters, and constant strings of variables and
formulas. To translate the report, do the following:

1. On the Acumatica ERP login page, in the language combo box, select the Pycckuii language, and
log in to the SalesDemo company.

2. Open the List of Stock Items report form (IN660000; Distribution > Inventory > Reports
>Audit). The report does not have any parameters, so you will not translate the report
parameters. Run the report. Further in this lesson, you will use this executed report to find its
strings.

3. Open the Translation Dictionaries form (SM200540; System > Management > Manage) in a new
browser tab. On this form, you can collect, filter, and then translate any strings of the Acumatica
ERP forms including reports.

4. To collect the strings used in the system, on the form toolbar, click Collect Strings. This
operation may take a significant amount of time.

When you localize the system for the first time, or after you update your instance or publish any
report, you should collect all the strings used in the system for translation to get the new strings.
When the strings are collected, you can start translating the report.

5. Specify the following settings to select the strings to translate, as shown in the screenshot
below:

e Language: Pycckuii

In this combo box, you should select the language you are going to translate the report
into.

You can select two or more languages, if you want to translate the report into multiple
languages simultaneously.

e Show Only Unbound: Selected
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If you translate an Acumatica ERP form, you can select this form in the Show Used in
UI combo box. This filters the string in the Default Values area of the Collected tab
according to the selected form.

Reports and generic inquiries are not the forms you can select in the Show Used in UI
combo box, so their strings are unbound. You have to select the Show Only Unbound
check box. Based on this selection, all unbound strings will be shown in the Default
Values area of the Collected tab.

You can filter unbound strings by selecting some options of the Unbound Resources To
Display box.

In the Default Values area of the Collected tab, the strings selected for translation are listed.
You can type translations in the columns with language names (such as Pycckui) as their
headers, as shown in the screenshot below.

In the Key-Specific Values area of the Collected tab, the occurrences of the string selected
in the Default Values area are listed. If the string was found in many forms, you can translate
only its occurrences in the needed forms in this area.

© Revision Two HQ ~ Translation Dictionaries CUSTOMIZATION ~ HELP ~

H = COLLECT STRINGS

-
Language: Pyccruit - Show Used in U My Company -
Show Localized Show Exclude ¥ Show Only Unboun Medified After -
Unbound Resources To Display -
Collected | Obsolete
Default Values
C VIEW USAGE DETAILS |+ x x| Y
& Source Value Do Not Translate Pycoknit
> - O
[m]
" exists for this ° O
IWpdating data for item {0} {1} en warehouse {2} (3} will result in negative available quantity m}
. [m]
ol > 2l
Key-Specific Values
C VIEW USAGE DETAILS ||
B Key Do Not Translate Pycciwi
» CAB33500.mpx textBox38.ConstantinFormula ]
APE40500.rpx textBox 17.CenstantinFermula (]
CRE24270 rpx textBox7. ConstantinFermula O
EP611000.rpx textBox4 ConstantinFormula m}
[m]

APE54500.rpx textBox7 ConstantinFermula

Figure: Selecting the strings to translate
To find the strings of your report, in the Default Values area of the Collected tab, click the ¥
button to open the Filter Settings dialog box.

In the Filter Settings dialog box, specify the following settings, as shown in the screenshot
below, to use an additional filter:

e Property: Source Value

Based on this setting, the strings of the Default Values area of the Collected tab will be
filtered by values of the Source Value column.

e Condition: Contains

e Value: List of Stock Items
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Filter Settings b

- Default Shared
- £ + X
[] |Bracke * Property * Condition Value Value2 Brackets Operator
& Source Value | Contains List of Stock Items And
NEW SAVE OK CANCEL

Figure: Filtering the report strings

To define the Value of the filter, you can use the generated report you opened in Step 1 (see
the screenshot below). Keep in mind that you can translate only the static text labels of the
report, but not the report data. For example, you can find on the Translation Dictionaries form
(SM200540) and translate the Item Name column header, but you cannot translate the Acer
Laptop Computer string, which is the data retrieved from the database.

List of Stock Items
QR-Code Item CD Item Name Images

o]

[OFs

CONBABY?2 Little Tikes Bold n Bright Table & Chairs

CONBABY3 Grac Pack N Play with Newborn Napperstation

Figure: Getting strings from the executed report

Click OK to apply your filtering condition and close the Filter Settings dialog box.

When the filter is applied, only one string remains in the Default Values area, as shown in the
screenshot below. According to the entries shown in the Key-Specific Values area, this string is
used in the List of Stock Items report (IN660000), which you are translating, and in the site map
for the same report.

In the Pycckuii column of the Default Values area, type the following value to translate the
string for both instances: Cnucox Torapos.
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< Revision Two HQ ~ Translation Dictionaries CUSTOMIZATION ~ HELP =

H = COLLECT STRINGS

-
Language. Pyccruit - Show Used in Ul: My Company Created Since, -
[ Show Localized [J Show Excluded ¥ Show Only Unbound Moadified After -
Unbound Resources To Display: -
Collected | Obsolete
Default Values
C  VIEWUSAGE DETAILS = X (3 Filter Applied x~v| ¥
B Source Value Do Not Translate Pycckui
#| List of Stock Items [} Cnucor Toeapoe|
o

Key-Specific Values

C VIEW USAGE DETAILS =

B Key Do Not Translate Pyccruit
* inGB0000.rpx textBox2 Value |
SiteMap -> 2e16130f-4384-4c De-b945-4f688ebaB9a3_INGG0000 O

Figure: Translating the report string
8. Save your translation.
9. Repeat Steps 6 to 8 to find and translate the following strings:
e (QR-Code: Qr-Kon
e Jtem CD: Kon Tomapa
e [Jtem Name: Hasepauue ToBapa
e Images: Vzobpaxenns

You have translated the report.

10. Open the Cnuncok Toapos report form (IN660000; Distribution > Inventory > Reports >Audit),
and run the report to preview your translation (see the screenshot below).

Q Acumatica orcanzation FINANCE RN COLE CONFIGURATION  » 25092015 0857 ADMIN@SALESDEMO
Inventory Sales Orders Purchase Orders Purchase Requisitions
Inventory 4 & Revision Twe HQ -~ Cnucok Toeapoe HELP =
Seach 2 @ @ & $ 31 PRINT SEND EXPORT~ Find
s > fug e .
Q Acumatica Cnncok ToBapos|

QR-Kog Koz Torapa Hazeamme Toeapa HzobpazeHna

AACOMPUTOL Acer Laptop Computer

Standard Cost Change Preview

Inventory Register

Inventory Account Distribution
Inventory Edit Summary
Inventory Edit Details
Cnucok ToeapoB

Figure: Previewing the translated report
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Lesson Summary

In this lesson, you have learned how to translate a report. You added a new language on the System
Locales form (SM200550). On the Translation Dictionaries form (SM200540), you collected all the
strings used in the system. Among collected strings, you selected the strings of the report and
translated them.

Review Questions
1. Select all the correct statements about translating reports.
e A. You need the Report Designer to localize a report.

¢ B. You can translate a report into any language from the list of languages on the System
Locales form (SM200550).

e C. You can translate a report into multiple languages simultaneously.

2. How can you localize a report on the Translation Dictionaries form (SM200540)? Select only the
steps that you must perform.

e A. Select the Language.

e B. Select the Show Localized check box.

e C. Select the report in the Show Used in UI box.

e D. Select the Show Only Unbound check box.

e E. Filter the report strings among the unbound strings, which appear on the Collected tab.
e F. Translate the report strings.

3. On the Translation Dictionaries form (SM200540), you are trying to find and translate the strings
of a report but cannot find any. What are the possible reasons? Select all that could apply.

e A. The value of the Localizable property of the report is False.
e B. You have not selected the Show Only Unbound check box.

e C. You have filtered the list of unbound strings by selecting some options of the Unbound
Resources To Display box.

Answer Key
1-B,C;2-A,D,E F;3-A, B,C.

Related Links
Translation Process
Managing Locales and Languages


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=64819546-2b11-4e87-a7db-3a75b1249cb5
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=2548c58f-eb91-4706-b004-dbe7d6062946
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Lesson 11: Defining Excel Export Settings for Reports

The user can export executed reports to MS Excel. By default, the Excel Mode property of any report
is Auto, which is the minimum setting you need to export a report to Excel. Some reports are exported
readably by using this default setting. Otherwise, you can define exactly how a report should be
exported. In this lesson, you will configure the Invoices Commissionable by Salesperson report, which
you created in Lesson 4: Creating a Report and modified in Lesson 5: Using Subreports, to export it to
Excel.

Lesson Objectives

In this lesson, you will learn how to define Excel export settings for a report.

Exporting the Report to Excel with the Default Settings
To export the report to Excel, do the following:
1. Log in to the SalesDemo company of Acumatica ERP.

2. Open the Invoices Commissionable by Salesperson form (AR670000; Finance > Accounts
Receivable > Reports > Audit). Run the report.

3. On the form toolbar, click Export > Excel to export the executed report to Excel with the
default settings, as shown in the following screenshot. (The exported report may look different
depending on the Excel version.)

A B C D E F G H 1 J K L M N €
1 Invoices Commissionable by Salesperson
2 | Company: “Revision Two HQ. Print Date: 9/262015 Start Date: 10172015
3 |User admin Pages: 1 End Date: 9/30/2015
4 Salesperson: $P0OOO1

Jason Mendenhall

5
6 Invoice Nbr. Customer ID Customer Name Commission C
7 12812015 AR003381 WIDGETBUY Widget Connection 1,300.00 19.50 2
8 27252015 ARD03404 WIDGETBUY Widget Connection 1,300.00 19.50 2
9 5 AR0D3243 WIDGETBUY ‘Widget Connection 1,300.00 19.50 2
AR0D03436 ‘WIDGETBUY ‘Widget Connection 1,300.00 19.50 2
ARD03534 WIDGETBUY Widget Connection 1,300.00 19.50 2
5 AR003575 WIDGETBUY Widget Connection 2,000.00 30.00 2
13 | 72502015 AR003628 WIDGETBUY Widget Connection 2,000.00 30.00 2
14 7 10,500.00 157.50 1.50
15  Salesperson: SP0002

Michal Bujacek

Invoice Date Invoice Hbr. Customer ID Customer Name Commission C
18 1172015 AR003358 BIBIMBAB Bibimbab Korean Restaurant 219.80 110 1
19 2142015 AR0D03386 BIBIMBAB Bibimbab Korean Restaurant 219.80 110 1
20 |3M6/2015 ARDO2444 BIBIMBAB Bibimbab Korean Restaurant 219.80 1.10 1
21 4112015 AR003433 BIBIMBAB Bibimbab Korean Resiaurant 219.80 110 1
22 |5M4/2015 AR003531 BIBIMBAB Bibimbab Korean Restaurant 219.80 110 1
23 |6M4/2015 AR003572 BIBIMBAB Bibimbab Korean Restaurant 438.60 2.20 1
24 |7H4/2015 AR003627 BIBIMBAB Bibimbab Korean Restaurant 439.60 220 1
25 1102015 AR0D03243 CARIBBEAN Caribbean Secretary Online 830178 249.06 3
26 | 1/272015 AR003359 FDIQVIK Qvik Process GmbH 2,658.33 79.75 3
27 |22412015 AR003401 FDIQVIK Qvik Process GmbH 15,339.52 45018 3
28 |3/24/2015 AR003445 FDIQVIK Qvik Process GmbH 16,709.51 501.28 3
20 47242015 ARD03484 FDIQVIK Qvik Process GmbH 18,519.10 555.57 3
30 5252015 AR003532 FDIQVIK Qvik Process GmbH 14,932.13 447.96 3
31 |6/24/2015 ARD03573 FDIQVIK Qvik Process GmbH 41,268.04 1,238.04 3

14 119,706.61 3,541.74 175

32

Figure: The report exported to Excel with the default settings

Defining Excel Export Settings
To define the export settings to Excel for the report, do the following:
1. In the Report Designer, open the AR670000. rpx report from the server.

2. On the Properties tab, select the reportl Report object from the drop-down list to select the
report form.



| Lesson 11: Defining Excel Export Settings for Reports | 193

In the Excel Mode property, select Manual. Based on this setting, you can set up manually how
the report should be exported.

On the menu bar, select View > Excel Grid > Show Columns to show the Excel column grid.
By default, the width of all columns are the same, as shown in the screenshot below.

.. |print Date:. Bl [=Today(]- - - - - - |- - EE |start DatfEl [=lsNuli@Dal
.. |Pages:. . . [El=FageCountll. - - | - - - . B [End-DatfBl[=IsNul(@Da]

Figure: Default Excel column grid

In the right top corner of each element, notice two numbers divided by a colon. The first number
is the row to which the element content will be exported. This number is specified by the value
of the Excel Cell > Row property. By default, this value is 1. By changing this number, you

can define the order of elements within each exported section, but you cannot change the order
of sections. For example, in the report exported to Excel, you can print the company name
above the report name, but you cannot print the salesperson's name above any field of the page
header section. The second number is a column to which the element content will be exported.
This number is specified by the value of the Excel Cell > Column property. By default, this
value is 1.

You can generate the list of columns automatically according to the number and width of
elements of any section. The best way is to use the most populated section to get enough
columns.

Right-click the detail section header and selected Generate Excel Columns in the shortcut
menu. The Report Designer generates the Excel column grid, as shown in the following
screenshot.
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[E] pageHeaderSectionl

IGtart DafiB
[End-Dat

[E] detailSectionl

|=aRiny o BB (=[#RinveickBEl [=[Custeme§Bl [[Customer.Accthame)] - - - - - - - - [=lARZalesPerTHEN=[ARZal esPer HENT=[AR=H]
[E] groupFeoterSectionl (Footer of SalesPerson)
EERREEE _=$I_rr_v_€:o_un_t1:::::::i_i_!EEEEEEEEEEEEEEEEEEEEEEEEE;lffSQMt[ARSlfs_t}_Mt[ARfwiq

[IIIIIIEIIIIIIIIIOIIIIIii il (Gontinued, . R S IIIIIIIIIIIINIIINNN N (pag o

Figure: Modified Excel column grid

If you need to refresh the Excel columns grid, on the menu bar, you can select View > Excel
Grid > Hide Columns, and then select View > Excel Grid > Show Columns.

You can also manually adjust the list of Excel columns generated for the report or define it from
scratch. To do that, you can select the report form, and in the Excel Columns property on the

Properties tab, click the L) putton to open the Int32 Collection Editor dialog box, which is
shown in the screenshot below. In this dialog box, you can adjust the number, order and size of
columns to export to Excel.

The number of the first 0 column corresponds to the A column of the Excel grid. You can specify
the width of each column by its Value property. The column width corresponds to the element
width in pixels in approximately a 1:6 ratio. For example, the width of a column with a Value of
10 is approximately equal to the width of a text box with a Size > Width of 60px.

Int32 Collection Editor [~ 7| [wE3m]

Members: 5 properties:
Int32
’ s

Add l ’ Remaove

oK || Cancel

Figure: List of columns to export
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After you specify the list of columns to export, you can define the row and column position of all
report elements.

6. On the menu bar, select Edit > Adjust Excel Layout. The Report Designer changes the row and
column position of all the report elements depending on how they fit the Excel columns.

This functionality works accurately for simple report layouts but may work inaccurately for
some complicated layouts. Anyway, we recommend you to initially try this way of automatically
assigning the row and column position for report elements because you can always adjust them
manually.

IEI Similarly, you can define the row and column position of elements of any particular section by right

clicking the section header and selecting Adjust Excel Layout in the shortcut menu.

7. Adjust the position of each element content to export to Excel, as shown in the screenshot
below. The number on the left of each colon is Excel Cell > Row. The nhumber on the right
of each colon is Excel Cell > Column. For example, for the Invoice Commissionable by
Salesperson text box, specify the following settings:

e Excel Cell > Row: 1

e Excel Cell > Column: 7

[E] pageHeaderSectionl

[E1 groupHeaderSectionl (Header of SalesPerson)
Bl [=[SalesPerdE]

[E] detailSectionl

|=iaRiny e BB (=[#Rinv eickE (=[Custem =B [=[Customer.AcctNamel] - - - - - - - - [=[ARZalesPer B [=[ARZal esPer HEA=[AREI
[zl groupFeoterSectionl [Footer of SalesPerson)
SRS .=$I.rr_v_€:oum1:::::::@EEEEEEEEEEEEEEEEEEEEEEEEE;[FSU_MHARSIFSQMHARlfwiﬂ

[IIIIIIIII I  (Gontinued... R 0TI D pagediEl]

Figure: The modified report layout to export
8. Specify the following additional settings:

e For the group header section, in the Excel Margin > Top property, type 1 . Based on this
setting, one extra empty row will be printed before each group header section.

e For the subReportl element, in the Excel Visible property, select False . Based on this
setting, the subreport will not be exported in Excel.

The export of the SubReport, Chart, Line and ImageBox elements to Excel is not
supported. To export contents of the Panel element to Excel, you should specify the position
—a row and a column—of each element inside the panel.

¢ For the page footer section, in the Excel Visible property, select False. Based on this
setting, the section will not be exported in Excel.
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You have configured the export settings.
9. Save your changes to the report.

10. In Acumatica ERP, open the Invoices Commissionable by Salesperson report form (AR670000;
Finance > Accounts Receivable > Reports > Audit), and run the report. Then export the report to
Excel and preview how the report looks with the settings you made (see the screenshot below).

A B Cc D E F G

1 ! Invoices Commissionable by Salesperson
2 |Company: Revision Two HQ: Print Date: 97262015 Start Date: 112015
3 |User: admin Pages: g End Drate: Q3205
4
5 |Salesperson: SP0001 Jason Mendenhall
[F§ Invoice Date Invoice Hbr. Customer ID Customer Name Commission Comm %
7 1282015 ARD033B1 WIDGETBUY WWidget Connection 1,300.00 19.50 1.50
8 2232018 ARDD3404 WIDGETBUY WWidget Connection 1,300.00 19.50 1.50
g 3252015 ARDD3443 WIDGETBUY Widget Connection 1,300.00 19.50 1.50
10 | 4252015 ARD0D3495 WIDGETBUY Widget Connection 1,300.00 19.50 1.50
11 |5252015 ARD0D3534 WIDGETBUY Widget Connection 1,300.00 19.50 1.50
12 |625/2015 ARD0D3STS WIDGETBUY Widget Connection 2,000.00 30.00 1.50
13 |Fi2520M5 ARD0D3G23 WIDGETBUY Widget Connection 2,000.00 30.00 1.50
14 i 10,500.00 157.50 1.50
15
16 Salesperson: SP0002 Michal Bujacek

Invoice Date  Invoice Hbr. Customer ID Customer Name e Commission
18 [1A72015 AR0D03358 BIBIMBAB Bibimbab Korean Restaurant 215.80 1.10 0.50
10 |2M42015 AR0D03393 BIBIMBAB Bibimbab Korean Restaurant 215.80 1.10 0.50
20 [318/2015 ARDD3444 BIBIMBAB Bibimbab Korean Restaurant 215.80 1.10 0.50
21 |4Mi2015 ARD0D3433 BIBIMBAB Bibimbab Korean Restaurant 215.80 1.10 0.50
22 |5M14/2015 ARDO3531 BIBIMBAB Bibimbab Korean Restaurant 215.80 1.10 0.50
23 |6M14/2015 AR003572 BIBIMBAB Bibimbab Korean Restaurant 43950 220 0.50
24 |TH4/2015 AR00362T BIBIMBAB Bibimbab Korean Restaurant 43950 220 0.50
25 (11042015 ARD03343 CARIBBEAN Caribbean Secretary Online 8301.78 249.06 3.00
26 [1/27/12015 AR003359 FOIQVIK Qvik Process GmbH 265833 79.75 3.00
27 |2024/2015 ARD03404 FOIQVIK Qvik Process GmbH 15,339.52 4580.18 3.00
28 | 3242015 AROD3445 FDIQWIK Qvik Process GmbH 16,709.51 S01.28 3.00
20 | &24/2015 AROD3454 FDIQWIK Qvik Process GmbH 18,519.10 5855 3.00
30 | S25/2015 AROD3532 FDIQWIK Qvik Process GmbH 1483213 447.95 3.00
31 |Bi24/2015 ARDO3ST3 FOIQVIK Qvik Process GmbH 41,288.04 1,238.04 3.00
32 14 119,706.61 3,541.74 1.75

Figure: The report exported to Excel with the custom settings

Lesson Summary

In this lesson, you have learned how to define MS Excel export settings for a report if you are not
satisfied with the report exported with the default settings. You selected the Manual value for the Excel
Mode property. You created the list of columns to export. For each report element, you specified the
Row and Column values of the Excel Cell property group to arrange elements in the created columns.

Review Questions
1. Can you export to Excel the report with the default Excel export setting?
e A. No, you cannot.
e B. Yes, you can if the report has no more than three sections.
e C. Yes, you can if the layout of your report contains only text box elements.
e D. Yes, you can.

2. To customize the MS Excel export format of a report, you should set that report property to that
value.

¢ A. Export Format to Exce/
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e B. Excel Mode to Manual
e C. Export Type to Excel
¢ D. Excel Format to Manual
3. Select the elements whose contents are exported to Excel.
¢ A. SubReport
e B. Chart
e C. Line
e D. ImageBox
¢ E. None of the above

4. How can you define the set of rows for the report layout to export it to Excel? Select all that
apply.
e A. Specify the collection of columns manually.

e B. Export the set of columns of an Acumatica ERP report.

e C. Generate the list of columns automatically according to the width of elements of any
selected section.

e D. Export the set of columns of an Excel file.

Answer Key
1-D;2-B;3-E;4-A,C.
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Part 3: Filters

In Acumatica ERP, forms often use tables, which are a convenient way to present data. However, when
a table spans multiple pages, it may be quite difficult to find needed information. Filters give you a way
to display only those records that you want to see at the moment.

All Acumatica ERP filters are form-specific—that is, if a filter is designed for one form, you cannot apply
the filter to another form.

In Lesson 7: Defining Additional Filters for Reports, you learned how to filter report data. In this part,
you will learn how to configure and manage reusable filters, which are used to filter data in the table
part of processing and inquiry forms.

As a result of completing the lesson of this part, you will be able to create filters for an inquiry form and
manage them.
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Reviewing Reusable Filters

Reusable filters in Acumatica ERP are filters that you can set up on processing and inquiry forms to
filter the table data both in the current user session and when you open the form in the future. You can
create and apply these filters any time you want to, and save them for future use.

Filter Tabs

By adding a reusable filter to a processing or inquiry form and saving the filter, you add a tab with the
filter applied to the form. You can see the following tabs on the Acumatica ERP processing and inquiry
forms after you have applied a reusable filter:

¢ The All Records tab shows all records of the type shown on the form without any filter applied.
Once any filter is available for the form (whether it is created by the user or shared with the
user), this tab appears automatically as the first tab.

e The Filter Applied tab, which appears if you are defining a filter but have not yet saved it, shows
the data with the unsaved filter applied. If you do not save the new filter before your user session
ends, the system deletes the filter.

e The names of any other tabs are the name of each respective reusable filter defined and saved for
the form.

Filter Clauses

When you create a filter you add one filter clause or multiple filter clauses. Each filter clause contains
a form element (such as a box or check box) associated with the particular form, a condition (logical
operation), and the value or values of the selected element. You can use And and Or operators and
parentheses to group clauses into logical expressions.

A reusable filter may contain active and inactive clauses. When a filter is applied, the active clauses are
applied to the table, and the inactive clauses are ignored.

User-Relative and Date-Relative Filter Clauses

Filter clauses can be user-relative and date-relative. These clauses contain special parameters as a
value.

User-relative clauses are clauses for which the system filters data relative to the user that is currently
signed in. You can configure user-relative clauses by using one of three predefined user-relative
parameters. You can use the @Me parameter for the user-relative properties with the Equal or Does
Not Equal conditions. You can also filter data by the workgroup or workgroups the signed-in user is a
member of by using the @MyGroups parameter for the Workgroup property, with the Is In or Is Not
In conditions. Similarly, you can use the @My Worktree parameter to include in the list of the user's
workgroups the subordinate workgroups according to the structure of the company tree.

Date-relative clauses contain a date and date-relative parameters, which relate to the current date. For
example, you can use the @Today parameter to relate a clause to the current day. Other date-relative
parameters relate a clause to a current week, month, quarter, and year. You can modify the date-
relative parameters by adding or subtracting integers. For example, the @WeekStart - 1 expression
returns the first day of the previous week, and the @Today + 2 expression returns the day after
tomorrow.

Shared Filters

Shared filters are a type of reusable filters that are available for every user of your instance. You use
the Filters form (CS209010; System > Customization > Manage) to create, modify, and delete the
shared filters.

For more details on reusable filters in Acumatica ERP, see the links in the following section.
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Related Links
Reusable Filters
Reusable Filter Settings Reference (the Filter Settings Dialog Box)
Creation of Ad Hoc and Reusable Filters
Filter Settings Reference (Parameters of Shared Filters)
Shared Filters


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=c5d6bff8-2f29-49af-bb5a-fe876efe07fd
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=740754ac-3770-44a2-88b6-21bb115ea56a
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=f82654ba-304a-4353-a44c-669ed68c5289
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=ed46ae19-b15e-4383-87de-2f068f42ef2d
https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=6e7d6438-a2ff-4f57-997c-fd284ded41a2
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Lesson 12: Using Reusable Filters

You can create reusable filters for any processing or inquiry form to filter the data of the table shown
on the form. Once you create a reusable filter for a particular form, you can reuse it anytime you open
that form in the future. Reusable filters are shown as tabs on the form. You can create reusable filters
for your personal use or share them with other users.

In this lesson, you will create reusable filters for the AR-Invoices inquiry and manage them. In Lesson
2: Configuring an Inquiry as the Entry Point, you set up this inquiry as the entry form of the Invoices
and Memos form (AR301000).
Lesson Objectives
In particular, in this lesson, you will learn how to do the following:

e Create reusable filters

e Share reusable filters

e Modify reusable filters

e Delete reusable filters

¢ Manage shared reusable filters
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Step 12.1: Creating Reusable Filters

For the AR-Invoices inquiry, you will create four filters. Each filter will show data that meets one of the
following criteria:

¢ Open invoices
e Documents of the current user
e Documents for the current quarter
e Documents for the previous quarter
To create the first filter, a reusable filter that will display only open invoices, do the following:
1. Create the first reusable filter that will display only open invoices. Do the following:
a. Signin to the SalesDemo company of Acumatica ERP.

b. Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area). The
AR-Invoices inquiry, which you set up to be the entry form of this form, opens.

€. On the table toolbar, click Filter Settings (Y), shown in the screenshot below, to open
the Filter Settings dialog box.

Revision Two HQ ~ Invoices and Memos CUSTOMIZATION = TOOLS -
C = + £ W M Y o
B o Date Reference Nbr Type Description Status Custome Line Total
YL 10/31/2017 ARO005384 Invoice Food distribution Open Green Cooks 5,621.00
0] 10/3122017  ARD05363 Invoice Electronics - new account di. Open ABC Capital Ventures 97.,276.25
@ 10/31/2017  ARDD5360 Invoice Widget Order - Pay with CCC Open Widget Credit Card 2,500.00
@ 10/3122017  ARD05359 Invoice Widget Order Open Widget Connection 1,995.00
@ 10/31/2017  ARDO5373 Invoice Consulting support monthly Open Westwood Manor 25,000.00
@ 10/31/2017  ARD05319 Invoice Contract Renew 36S0FTSA Open Uniforce Staffing Service 7,000.00
0] 10/31/2017  ARD05374 Invoice Consulting support monthly Open Elevation Computers 16,000.00
1} 10/31/2017  ARD05379 Overdue Cha...  Overdue Charge Open Sheristop Sports 597.06
[0} 10/31/2017  ARDD5318 Invoice Coniract Renew 20SOFTLI... Open Shere Mortgage Inc 2,800.00
0] 10/312017  ARDD5355 Invoice Food Order Open Qvik Process GmbH 66,902.45
0] 10/312017  ARDDS357 Invoice Electronics Headset Order Open Electonic Importers 10,478.50
@ 10/31/2017  ARD05358 Invoice Industrial Equipment Order Open Sacramento Industrial Supply 108,305.44
@ 10/31/2017  ARD05369 Invaice Open KRK Consulting Service 35,700.00
@ 10/31/2017  ARDO5371 Invoice Consulting services engage . Open Jevy Computers 17,000.00
@ 10/31/2017  ARD05356 Invoice Beverage Order Open Cocciatari Pizza 235,480.70
0] 10/31/2017  ARD05372 Invoice Open Jersey Central Office Equip 75,000.00
1} 10/31/2017  ARD05375 Invoice Consulting support monthly ... Open Caribbean Secretary Online 8,999.74
0} 10/31/2017  AR005361 Invoice Open Caribbean Secretary Online 427,287.03

Figure: Opening the Filter Settings dialog box

d. In the Filter Settings dialog box, add two rows with the following settings, as shown in
the screenshot below.

Property Condition Value
Status Equals Open
Type Equals Invoice

In the Property column, you could select any column of the table the filter will be
applied to. In this case, you selected Status because you need to display on the form only
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documents with the Open status; you also selected Type because you need to display on
the form only invoices.

In the Condition column, you could select the logical operation that applies to the value
of the selected property. In this case, you selected Equals in both clauses because you

want to filter the selected properties by the exact values.

Click Save to save the filter for future use.

In the Enter the filter name here box of the dialog box that appears, type the name of
the new filter as open Invoices, and click OK to save the filter.

Select the Default check box to use this filter as the default filter for the form.

In the future, when you open the form, the default filter will be applied automatically.

Filter Settings »

Open Invoices ¥ | ¥ Default
c H 2 + X
O Brackets * Property * Condition Value Value2
¥ Status Equals Open
Type Equals Inveice
NEW SAVE SAVE AS REMOVE

Figure: Defining filter settings

h. Click OK to close the dialog box and apply the filter.

Shared

Brackets

Operator
And
And

OK CANCEL

When you close the dialog box, on the Invoices and Memos form, two tabs appear, as

shown in the following screenshot.

Revision Two HQ ~ Invoices and Memos

c [ o

Date
10/31/2017
10/31/2017

v [

P e PP E PP E B B @
0D DD DD DD DAL

10/31/2017
10/31/2017
10/31/2017
10/31/2017
10/31/2017
10/31/2017
10/31/2017
10/31/2017

+ 2 = X

OPEN INVOICES

Reference Nbr.
AR005318
ARO005319
ARO00O5355
ARO005356
ARDO535T
AR005358
AROD05359
ARO005360
ARO005361
AR005362

Y

Type
Invoice
Invoice
Invaice
Invoice
Invoice
Invaoice
Invoice
Invoice
Invoice

Invoice

Description

Contract Renew 20SOFTLI..
Contract Renew 3650FTSA
Food Order

Beverage Order

Electronics Headset Order
Industrial Equipment Order
Widget Order

Widget Order - Pay with CCC

Custorn Order with 50% pre...

Figure: Reviewing the Open Invoices filter tab

Status
Open
Open
Open
Open
Open
Open
Open
Open
Open
Open

CUSTOMIZATION +

Customer

Shore Mortgage Inc

Uniforee Staffing Service
Quik Process GmbH
Cocciatari Pizza

Electonic Importers
Sacramento Industrial Supply
Widget Connection

Widget Credit Card
Caribbean Secretary Online

USA Bartending School

2. Create a filter that displays the current user's documents as follows:

b.

C.

ToOLS +

0

Line Total
2,800.00
7,000.00
66,902.45
235,490.70
10.478.50
108,305.44
1,895.00
2,500.00
427,287.03

160,000.00

On the table toolbar of the Invoices and Memos form, click Filter Settings (Y) to open
the Filter Settings dialog box.

In the Filter Settings dialog box, click New to create a new filter and clear the filter

table.

Add a row with the following settings.



| Step 12.1: Creating Reusable Filters | 204

Property Condition Value

Owner Equals @Me

Owner is a column of the table. Any column of the table, even a hidden one, could be
selected as the property.

d. Save the filter with the following name: My Documents.
In the following screenshot, you can see the settings of the My Documents filter.

Filter Settings b4

My Documents A Default Sharad

c +H £ + X

[0 Bracks * Property * Conditiol Value Value2 Bracke Operat
¥ ARInvoice_...  Equals @mMe And
NEW SAVE SAVEAS REMOVE OK CANCEL

Figure: Reviewing the settings of the My Documents filter
3. Create the third filter, which will list documents for the current quarter, as follows:
a. In the Filter Settings dialog box, create a new filter.

b. Add a row with the following settings.

Property Condition Value Value2

Date Is Between @QuarterStart @QuartereEnd

c. Save the filter with the following name: Current Quarter.
In the following screenshot, you can find the settings of the Current Quarter filter.

Filter Settings o

Current Quarter - Default Shared

c = £ + X

O Br *Property *Condition Value Value2 Bra Operat
> ARlnveoice_... Is Between @QuarterStart @QuarterEnd And
NEW SAVE SAVEAS REMOVE OK CANCEL

Figure: Reviewing the settings of the Current Quarter filter

4. Create the fourth filter that lists documents for the previous quarter. Do the following:
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a. In the Filter Settings dialog box, create a new filter.
b. Add a row with the following settings.

Property Condition Value Value2

Date Is Between @QuarterStart - 1 |@QuarterEnd - 1
c. Save the filter with the following name: Previous Quarter.

In the following screenshot, you can find the settings of the Previous Quarter filter.

Filter Settings o

Pravious Quarter - Default Shared
c +H £ + X
O B * Property * Condition Value Value2 Br Operat
> ARlInvoic... Is Between @QuarterStart -1 @QuarterEnd -1 And
NEW SAVE SAVEAS REMOVE OK CANCEL

Figure: Reviewing the Previous Quarter filter settings

After you have created and saved all four filters, the tabs that correspond to each filter appear on the
Invoices and Memos form; see the following screenshot.

Revision Two HQ ~ Invoices and Memos CUSTOMIZATION »  TOOLS
C v + 2 v 2
ALL RECORDS PE OICES DOCUMENTS RRENT QUARTER PREVIOUS QUARTER
Bo DO Date Reference Nbr. Type Description Status Customer Line Total
L TR 9/30/2017  ARD05280 Invoice Consulting support monthly Cred Widget Credit Card 15,000.00
[V 9/30/2017  ARDO5275 Invoice Open WFAN Radio 63,700.00
(VR 9/30/2017  ARDO5278 Invoice Consulting support monthly ... Open Westwood Manor 25,000.00
g O 9/30/2017  ARDO05279 Invoice Consulting support monthly ... Open Elevation Computers 32,000.00
(VR 9/302017  ARDODS5256 Invoice Contract Renaw 27S0FTLI. OnH... Star America Toys 2,800.00
B O 9/302017  ARDOS317 Overdue Cha. Overdue Charge Open Shertstop Sports 68.02
b O 9/30/2017  ARDO5283 Invoice Electronics Headset Order Open Electonic Importers 13.504.73
o O 9/30/2017 ARDO05316 Overdue Cha Overdue Charge Closed  O'Neill's Trading 1,260 .48
(VR 9/30/2017  ARDO5313 Invoice Industrial Equipment Order Open Sacramento Industrial Supply 108,305.44
g O 9/30/2017  ARD05281 Invoice Consulting support monthly ... Open Marina Golf Club 30,000.00
(VR 9/302017  ARDOSZ77 Invoice Consulting services engage.. Open Jersey Central Office Equip 27,000.00

Figure: Reviewing the form with filter tabs

Tasks).

=

You can find examples of reusable filters on the Tasks form (EP404000; Organization > Communication >
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Step 12.2: Sharing Reusable Filters

To make two of your reusable filters available to other users of the system, you will share them.
To share the Current Quarter and Previous Quarter filters, do the following:

1. Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area).

2. 0On the Current Quarter tab, click Filter Settings ('T) on the table toolbar. The Filter
Settings dialog box opens with the Current Quarter filter selected.

In the dialog box, select the Shared check box.
Click Save to save the filter.

In the filter name box, select Previous Quarter.
Select the Shared check box, and save the filter.

In the filter name box, select Open Invoices.

® N o v RrUWw

Select the Shared check box, and save the filter.
9. Click OK to close the dialog box.

Now other users of the system can view the Current Quarter and Previous Quarter filters on the
Invoices and Memos form.
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Step 12.3: Modifying a Reusable Filter

You can modify a reusable filter on the form it was applied to if the filter is not shared. (Modification of
shared reusable filters is described in Step 12.5: Managing Shared Reusable Filters.)

Now you will modify a reusable filter. Do the following:

1.
2.

o v kW

8.

Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area).

On the Open Invoices tab, click Filter Settings () on the table toolbar. The Filter Settings
dialog box opens with the Open Invoices filter selected.

In the Filter Settings dialog box, clear the Default check box.
Click Save to save the filter.
In the Filter Name box, select Current Quarter.

Add a line with the following settings to the filter conditions, as shown in the screenshot below.

Property Condition Value

Status Equals On Hold

The Current Quarter filter is shared, and thus the Save button is unavailable. (That is, you
cannot save changes to this filter.) You can, however, click Save As and save the filter with
another name.

Click Save As, and save the filter with the following name: Documents On Hold for Current
Quarter.

Filter Settings %

Current Quarter - Default Shared

c +H £ + X

[] | Brackets * Property * Condition Value Value2 Brackets Operator
Date |s Between | @YearStart | @YearEnd And
> Status Equals On Hold And
NEW SAVE AS OK CANCEL

Figure: Modifying the filter settings

Click OK to close the dialog box.

You have modified the reusable filter and created a copy of the shared filter.
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Step 12.4: Deleting Reusable Filters

You can delete reusable filters on the form they were applied to as long as the filters are not shared.
(The management of shared filters, including their deletion, is described in Step 12.5: Managing Shared
Reusable Filters.)

Now you will delete a reusable filter that is not shared. Do the following:
1. Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area).

2. 0On the Documents On Hold for Current Quarter tab, click Filter Settings (Y) on the table

toolbar. The Filter Settings dialog box opens with the Documents On Hold for Current Quarter
filter selected.

3. Click Remove to delete the filter.
4. Click OK to close the dialog box.

You have deleted the reusable filter.
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Step 12.5: Managing Shared Reusable Filters

You can create, modify, and delete shared reusable filters on the Filters form (C5209010); you cannot
modify or delete these filters on the form they are applied to.

Now you will manage shared reusable filters. Do the following:
1. Modify the settings of a shared reusable filter as follows:

a. On the Filters form (CS209010; System > Customization > Manage), in the Filter ID

box, click the magnifier icon and type current to find Current Quarter, as shown in the
screenshot below. Select this option.

You can also search for a filter by typing the screen identifier of the form the filter is
applied to.

Revision Two HQ ~ Filters () NOTES  FILES  CUSTOMIZATION  TOOLS +

Lol o [ ] - K < > > MAKEFILTER NOT SHARED

Filter ID: Current Quarter o s Default
= Screen ID SELECT o N ‘ ey p|
* Vigw:
B Screen ID View Name T
c + X = AP501000 APDocumentList Current month bills
B Active Brac *Properi PO&05000 FixedDemand Current month POs Brac Ope
¥ Date G1000014 Results Current Period Balances And
» GI000OT7E Results Current Quarter

Figure: Searching for an existing shared filter
b. Change the filter settings to the following:
e Name: Current Year
e Is Default: Selected.
c. Change the filter condition settings to the following:
¢ Value: @YearStart
e Value2: @YearEnd
d. Save your changes to the filter.
Notice that the Filter ID has been changed and now is equal to the filter name.

e. Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area). Notice
that the Current Year tab is opened by default.

2. Stop sharing the Open Invoices filter. Proceed as follows:
a. On the Filters form (CS209010), select the Open Invoices filter.

b. On the form toolbar, click Make Filter Not Shared. In the warning dialog box that
appears, click OK.

The filter is no longer shared; it is no longer shown on the Filters form (CS209010),
where you can manage only shared filters.

c. Save your changes to the filter.
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d.  0On the table toolbar, click Filter Settings (Y) to open the Filter Settings dialog box,
and make sure that the Shared check box is cleared for the Current Year filter.

3. Delete a shared filter as follows:
a. On the Filters form (CS209010), select the Previous Quarter filter.
b. On the form toolbar, click Delete.
c. In the dialog box, click OK to confirm the deletion of the filter.

d. Open the Invoices and Memos form. Notice that the Previous Quarter tab disappeared.
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Lesson Summary

In this lesson, you have learned how to filter the data in the tables of processing or inquiry forms. You
used the Filter Settings dialog box to create several reusable filters for an inquiry form. You opened

this dialog box by clicking Filter Settings ('Y) on the table toolbar of the inquiry form, and managed
these filters on this form. Also, you shared some reusable filters with other users and managed these

shared filters on the Filters form (CS209010).
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Review Questions
1. Can you edit the filter for the All Records tab of the table on an Acumatica ERP form?
e A. Yes, you can.
e B. Yes, you can, if this filter is not shared.
e C. No, you cannot.

2. Will the system create a new reusable filter after you have specified filter settings and clicked
OK in the Filter Settings dialog box without saving the filter?

e A. Yes, the system will create a filter.

e B. Yes, the system will create a filter, but the filter will be deleted when your user session
ends.

e C. No, the system will not create a filter.
3. Can you edit a shared reusable filter in the Filter Settings dialog box?
e A. Yes, you can.
e B. Yes, you can, but you can save only a copy of the reusable filter with a different name.

e C. No, you cannot.

Answer Key
1-C;2-B;3-B.
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Part 4: Dashboards

A dashboard is a collection of widgets displayed on a single page to give you needed information at a
glance.

In this part of the course, you will learn how to create and configure dashboards. In particular, you will
learn how to do the following:

e Create dashboards
e Add widgets to a dashboard
e Manage widgets

e Set up a dashboard as the home page
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Reviewing Dashboards

By using dashboards, each of which is a collection of widgets on a page, users can view the information
they are most likely to need and can quickly access further details. With Acumatica ERP dashboards,
users can monitor current financial, operational, and organizational information, and analyze real-time
trends in their scope of responsibility. You can create personalized dashboards to display exactly the
information you need, depending on your role and responsibilities.

Types of Widgets

A widget is a small component of a dashboard that delivers a particular type of information. You can
add the following types of widgets to any dashboard:

e Charts: Charts are graphical representations of data from Acumatica ERP forms. You can use
charts of various types, such as bar charts and line charts.

e Data tables: Tables are data from an Acumatica ERP form arranged into rows and columns.

e Embedded pages: Embedded pages are documents or images that are stored on external
resources, such as cloud storage.

e Power BI tiles: Charts, scorecards, and other analytical information can be represented on
Power BI dashboards designed by your organization.

e Scorecard KPIs: Scorecard KPIs display parameters that are important for the business
processes of your organization and that should be monitored on a daily basis.

e Trend card KPIs: Trend card KPIs display parameters whose dynamic change is important for
the business processes of your organization.

e Wiki pages: Wiki pages display reference articles, procedures, business plans, and other content
that is frequently referenced by users of Acumatica ERP.

Location of Dashboards

You can create dashboard pages and place them in the site map where they are most convenient

for users who could use the dashboards in their daily work. In the modern UI, dashboards that you
add to the system appear in the Dashboards workspace, which is predefined in the system. You can
add a dashboard to any other workspace manually in Menu Editing mode. For details on configuring
workspaces, see the links at the end of this topic.

Work with Dashboards

From a widget created from an inquiry form, you can open the source inquiry form and drill down
to view the underlying data. By viewing a widget created from a processing form, you can monitor
whether there are new entities to be processed by using the relevant source form.

If additional filtering conditions have been specified during the creation of the widget (such as a range
of dates), the system applies this filter to the form that was used as a data source when you open a
form by clicking the widget.

Access Rights to Dashboards

Dashboards are visible to users depending on their access rights to these dashboards. An administrator
can configure specific access rights to dashboards for different roles. Users who will work with
dashboards can be given any of the following access rights capabilities:

e Managing dashboard pages: Users with this capability can create new dashboard pages, delete
dashboard pages, set up access rights to dashboard pages, and populate the dashboard pages
with widgets. With regard to access rights to dashboards, these are the most powerful users.
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e Configuring an original dashboard: Users with this capability can modify widgets on an original
dashboard and reset all user copies to the original settings. These users are regarded as
dashboard owners.

e Viewing dashboards: Users with this capability can only view information on a dashboard.
These users are the least powerful dashboard users because they cannot modify widgets on a
dashboard.

e Personalizing a dashboard: Users with this capability can view and modify widgets on their copy of
a dashboard.

Related Links
Dashboards
Dashboard Pages
To Add a Link to a Workspace


https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=e1a9c4e0-8269-48d1-a6aa-66ec9c02cf47
https://help.acumatica.com/(W(20))/Main?ScreenId=ShowWiki&pageid=cffc5149-89ce-4446-a664-5c96753cbb31
https://help.acumatica.com/(W(24))/Main?ScreenId=ShowWiki&pageid=dd2b6435-fe00-4c87-9258-16d3445d1410
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Lesson 13: Creating and Managing Dashboards

In this lesson, you will create a public dashboard and a personal dashboard, add widgets to these
dashboards, manage these widgets, and set up the public dashboard as a default home page and the
personal dashboard as your home page.

Lesson Objectives
In this lesson, you will learn how to do the following:
e Create a dashboard that is visible to all employees
e Add a chart widget to a dashboard
e Change the type of a chart widget
e Add a scorecard KPI widget to a dashboard
e Change the settings of a scorecard KPI widget
e Add a trend card KPI to a dashboard
e Embed an external webpage to a dashboard
e Arrange widgets on a dashboard
e Set up a dashboard as a default home page
e Create a dashboard for a particular user role
e Add a table widget to a dashboard
e Add a chart widget to a dashboard
e Add an article widget to a dashboard
e Create a custom widget and add it to a dashboard
e Set up a dashboard as your personal home page

e Set up a dashboard as a personal page for any user
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Step 13.1: Creating a Dashboard That Is Visible to All
Employees

After you have deployed your Acumatica ERP instance, you may want to add a dashboard page that
will be used as a default home page. This dashboard page must be visible to all employees of your
organization who use the system. You use the Dashboards form (SM208600) to create, manage, and
delete dashboards in the system.

In this step, you will create a dashboard page and specify users' access rights to the dashboard page.
Do the following:

1.

2
3.
4

u

Sign in to the SalesDemo company of Acumatica ERP.

Open the Dashboards form (SM208600; System > Customization > Manage).
On the form toolbar, click Add New Record.

In the Name box, type the name of the new dashboard: salesDemo.

The dashboard name should be unique within the system, because it is used as the identifier of
the dashboard.

To the right of the Site Map Location box, click Add New Node.
In the Add New Dashboard Node dialog box, which opens, do the following:

a. In the Folder box, select Shared Dashboards (Company > Organization), as shown in the
following screenshot.

Add New Dashboard Node »,
* Folder Shared Dashboards o
= Title SELECT (¥

=~ Company
—ﬁ Organization

+|j| Communication

+|j| Customer Management
+|j| Projects

+|j| Time & Expenses

+|j| Organization Structure
2 Dashboards

+@ Shared Dashboards

T"t' Finance
+|j| Service
+|t| Distribution
+|j| Configuration
+|t| System
+|'. Help

++E5 Hidden

Figure: Selecting a dashboard location

By selecting a folder for a dashboard in the Folder box, you define the location of the
dashboard in the site map. In the modern UI, the dashboard will be automatically added
to the Data Views workspace.

b. In the Title box, type the title of the node: salesDemo.

c. Click Add to save your changes and close the dialog box.
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In the Owner Role box, select DashboardDesigner.

Users with the dashboard owner role (in this case, DashboardDesigner) have full access to
the dashboard. That is, they can edit the dashboard page and manage the widgets on the
dashboard.

Clear the Allow Users to Personalize check box.

This setting means that users cannot create their personal copy of this dashboard and edit it.

In the Visible to table, select all roles by clicking the unlabeled check box in the table header.

You have allowed users with all roles assigned to view the dashboard page.

10. On the form toolbar, click Save.

After you have performed these instructions, you will see the dashboard settings displayed in the
following screenshot.

Revision Two HQ ~ Dashboards CUSTOMIZATION  TOOLS +

*

MName:

+ ¥ 0O-

Site Map Location:

* Owner Role:

Visible to:

&

=

K RARAEAEERAERAARAE R R R AR RS R

Role Name
Administrator
Anonymous
Bl
BRANCH HQ
BRANCH VA
CONSULTANT
Customizer
DashboardDesigner
DEMO
EMPLOYEE
Field-Level Audit
FINANCE
Guest
Internal User
Portal Admin
Portal User
PURCHASING
READONLY

Il

K < b >l VIEW

SalesDemo I
SalesDemo £ ADD NEW NODE

DashboardDesigner - Dashboard Designer 2

Allow Users to Personalize

Role Description

System Administrator

Anenymous

Access to Business Intelligence Views
Employees in HQ Branch

Employees in VA Branch

Consultant

Customizer

Dashboard Designer

Demo role for eval (add HQ and VA)
Access to tasks, approvals, expenses, etc.
Rale that can access Field-Level Audit
Accounting and finance

External Guest Role

Allows the user to change personal seftings, ..
Access to portal configuration

Portal user

Purchasing

Read only role -

Figure: Reviewing the settings of the SalesDemo dashboard

Now that you have created the dashboard, you need to add widgets to it.
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Step 13.2: Adding a Chart Widget to the SalesDemo Dashboard

Now you need to populate the dashboard with widgets. First, you will add to the SalesDemo dashboard
a chart widget that displays the top ten customers by total sales during the last activity period, using
data from the Customer Summary form (AR401000). Do the following:

1. In the Search box on the top panel of the Acumatica ERP screen, type SalesDemo to find the
SalesDemo dashboard, and click the link under Dashboards to open the dashboard (see the
following screenshot).

o Acumatlca SaleSDem0| .
THE CLOUD ERP

‘ﬁ( Favorites MENU ITEMS (1) TRANSACTIONS AND HELP ARTICLES FILES
PROFILES

(Tj Time and Expenses
B Data Views

5-@ Finance Dashboards

E Banking SalesDemo

il

Projects

Payables

Receivables

© O

Sales Orders

N,

Purchases

A

Inventory

B Dashboards

=== More ltems

Figure: Searching for a dashboard

Alternatively, you can open any dashboard from the Dashboards form (SM208600; System >
Customization > Manage) by selecting that dashboard by its name and then clicking View on
the form toolbar.

On the dashboard title bar (top right), click Design to turn on design mode for the dashboard.
On the widget placeholder, click add a new widget.

In the Add Widget dialog box, which opens, click Chart and then click Next.

i & W N

In the Widget Properties dialog box, which opens, do the following:

a. In the Inquiry Screen box, select Customer Summary (Company > Finance > Accounts
Receivable > Work Area > Explore), which is the form whose data will be used for the
chart widget.
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Click Inquiry Parameters, and in the Inquiry Parameters dialog box (which opens),
clear the Split by Currency check box to list customers' total sales regardless of the
currency of the items and services sold.

In the Inquiry Parameters dialog box, you can specify the values of the form
parameters to be used to select the displayed data; otherwise, the default values will be
used.

Click OK to close the Inquiry Parameters dialog box.
Make sure the Shared Filter to Apply box contains the default value: A/l Records.
In this box, you can select any shared filter that has been created for the selected form.
Click Configure to specify the settings of the chart.
In the Chart Settings dialog box, which opens, do the following:
a. In the Chart Type box, select Doughnut.

A doughnut chart is a circular chart divided into sectors or parts that illustrate
proportions. This type of chart effectively conveys how the parts compare to one
another.

b. In the Legend box of the Categories section, select Customer Name.

The selected parameter of the form is used to label the names of the sectors on
the doughnut. Based on the selected value, the customers' names will be the
labels of the sectors.

c. In the Sort By boxes, make sure the default values are selected: Legend Values
and Descending.

In these boxes, you select the sort order for the legend data. The left box defines
the sequence to be sorted, and the right box defines the sort order.

d. Make sure that the Legend Position box, which appeared when you when you
made a selection in the Legend box, contains the default value: Popup.

The legend position is the location of the legend on the widget. With the selected
value, the user can open the legend as a pop-up box by clicking the icon in the
bottom left corner of the widget. The Legend Position box is displayed for only
doughnut and funnel chart types.

e. In the Maximum Number of Values Shown box, make sure the default value of
10 is selected.

f. Make sure the Show Sum of Other Entities check box is cleared.

If you had selected this check box, the values that are not among the largest
values (those whose number is specified in the Maximum Number of Values
Shown box) would be summed and shown on the chart as a single element. With
the check box cleared, the system will display only the ten largest values on the
chart.

g. In the Value boxes of the Values section, in the left box, select PTD Sales, and in
the right box, make sure that the default Sum value is selected.

The parameter of the form that you select in the left box defines the size of
doughnut sectors. You have selected PTD Sales, which holds the total amount
(in the base currency) of the period-to-date sales for the specified period. You
have specified no period in the inquiry parameters. Thus, PTD Sales shows the
total sales amount of a customer during the last period in which any transactions
related to the customer were released.
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In the right box, you select the aggregation function, which the system uses to
perform a calculation on the column of data selected in the Value box and return
a single value. The Sum function, which you have selected, calculates the sum of
the items in the column.

h. In the Format box, select 0.00.
In this box, you can select the format of the numeric values.

i. Review the settings of the doughnut chart (see the following screenshot).

* Chart Type Doughnut -
Legend Position: Popup -
CATEGORIES
* Legend: Customer Name -
Sort By: Legend Values - Descending ~
Maximum Number of Values Shown 10 Show Sum of Other Entries
VALUES
* Value PTD Sales - Sum -
Format 0.00 -
QK

Figure: Reviewing the settings of the chart
j. Click OK to save your changes and close the Chart Settings dialog box.

g. In the Caption box, type Top 10 Companies.
h. Click Finish to save your changes and close the Widget Properties dialog box.

6. Drag the bottom right corner of the widget placeholder to widen the widget area so that the
company names appear on the widget.

7. On the dashboard title bar, click Design to turn off design mode.

In the following screenshot, you can see the dashboard with the chart widget. You can click the legend
icon in the bottom right corner of the widget to view the chart legend.
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Figure: Viewing the SalesDemo dashboard with the doughnut chart

Now that you have added the chart widget to the SalesDemo dashboard, you will change its type from
Doughnut to Columns in the next step.
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Step 13.3: Changing the Type of a Chart Widget

At any time, you can change the type of chart that is used for a widget.

In this step, you will change the type of the Top 10 Companies chart from Doughnut to Columns.
Proceed as follows:

1.

i & W N

6.
7.
8.

Open the SalesDemo dashboard.

On the title bar of the dashboard, click Design to turn on design mode.

On the toolbar of the Top 10 Companies widget, click Edit (the pencil icon).
In the Widget Properties dialog box, which opens, click Configure.

In the Chart Type box, select Column.

Notice that the Legend Position box has disappeared and the Series group of boxes has
appeared in the dialog box, as shown in the following screenshot.

= Chart Type: | Celumn - |
CATEGORIES
* Legend Customer Name -
Sort By Legend Values - Descending ~
Maximum Number of Values Shown 10 Show Sum of Other Entries
SERIES
Legend -
Sort By Legend - Ascending -

Maximum Number of Values Shown 10 Show Sum of Other Entries

Color o

VALUES

= Value: PTD Sales - Sum -
Format: 0.00 -

oK

Figure: Reviewing the settings of the column chart

The Legend box of the Categories section contains the element whose values the system will
display on the horizontal or vertical axis, depending on the type of chart. For example, for the
column chart, the element values are displayed on the horizontal axis.

The Legend box of the Series section contains the element whose values the system will use
for additional data view. For example, in the stacked column chart, the values of this element
are displayed as sections of the chart column for each category.

The Value box of the Values section contains the element whose values the system will use in
the data area on the horizontal or vertical axis, depending on the type of chart. For example, for
the column chart, the element values are displayed on the vertical axis.

Click OK to save your change and close the Chart Settings dialog box.
Click Finish to save your changes and close the Widget Properties dialog box.

On the dashboard title bar, click Design to turn off design mode of the dashboard.

As you can see in the following screenshot, the doughnut chart was changed to a column chart where
columns are sorted in descending order by the values of the PTD Sales element on the Customer
Summary form (AR401000).
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Figure: Viewing the SalesDemo dashboard with the column chart

Now that you have added the chart widget to the SalesDemo dashboard, you will add a scorecard KPI
widget to the same dashboard in the next step.
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Step 13.4: Adding a Scorecard KPI Widget to the SalesDemo
Dashboard

The second widget that you will add to the SalesDemo dashboard is a scorecard KPI (key performance
indicator) widget that displays the average deal size. (In our example, the average deal size is
calculated based on totals of closed sales orders).

You can configure the scorecard KPI widget to indicate the level of a parameter directly or conversely. You

IEI use the direct way for parameters whose lower values indicate that the performance is good (such as the
number of unprocessed support requests). You use the converse way for parameters whose lower values
indicate that the performance is dissatisfied (such as the average deal size).

Do the following:
1. On the title bar of the SalesDemo dashboard, click Design to turn on design mode.

2. On the widget placeholder to the right of the Top 10 Companies widget, click the add a new
widget link.

In the Add Widget dialog box, which opens, click Scorecard KPI and then click Next.
4. In the Widget Properties dialog box, which opens, do the following:

a. In the Inquiry Screen box, select DB SO Total (Company > Hidden > Hidden Generic
Inquiries), as shown in the following screenshot.

Widget Properties »

Specify the widget properties
* [nquiry Screen DB SO Total o

SELECT C
Shared Filter to Apply

=-E3 Company
C| Organization
C| Finance

|‘j| Service
|‘j| Distribution
Alarm Level: =3 Hidden
Mormal Color: -3 Primary Lists
Warning Color: @3 Bl Views
. =3 Hidden Generic Inquiries
Alarm Color
----- Cash By Period
----- Customers
Font Size: | i i Dates
Caption- Opportunities

----- Cash Outlays - 30 days

----- DB AR Summary

-2 DB S0 Total

----- DB Bills to Pay

----- DB Contract Expired

----- DB Orders To Ship

----- DB Sales Activities -

Figure: Selecting a generic inquiry
b. Make sure the Shared Filter to Apply box contains the default value: All Records.
c. Inthe Scorecard Title box, type Average Deal Size.

d. In the Field to Aggregate box, select Order Total.

The widget will aggregate the total sums of sales orders.
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In the Aggregate Function box, select Average.

With this setting, the system calculates the average of sales order totals.

In the Normal Level box, type 20, 000.

In this box, you have typed the low end of the normal range of the budgeted deal size.
In the Alarm Level box, type 30, 000.

In this box, you have typed the desired average deal size.

In the Normal Color box, select Acumatica Red.

If the average deal size is less than or equal to the threshold you have specified in the
Normal Level box, the system will use the color selected in the Normal Color box for
the widget background. You have selected the red color in this box because the low deal
size may indicate about improper performance of the sales department.

In the Warning Color box, keep the default value: Acumatica Yellow.

If the real average deal size is between the values specified in the Normal Level and
Alarm Level boxes, the system will use the color specified in the Warning Color box for
the widget background. You have selected the yellow color in this box to indicate that the
average deal size is not as good as it is expected to be.

In the Alarm Color box, select Acumatica Green.

If the real average deal size is equal to or greater than the value specified in the Alarm
Level box, the system will use the color specified in the Alarm Color box for the widget
background. You have selected the green color in this box to indicate that the average
deal size is equal to or above the desired figure.

Keep the Automatically Adjust Front Size check box selected.

With this check box selected, the size of the font used in the widget is adjusted
automatically, depending on the widget size.

Keep the Caption box blank.

Review the properties of the scorecard KPI widget (see the following screenshot).
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Widget Properties »

Specify the widget properties

* [nquiry Screen: DB SO Total ol
Shared Filter to Apply: | All Records -
Scorecard Title: Average Deal Size

* Field to Aggragate: Order Total -
Aggregate Function: Average -
Mormal Level: 20,000.00
Alarm Level: 30,000.00

-

Warning Color:

-

Normal Color: _v

Alarm Color:

#| Automatically Adjust Font Size

Font Size:

Caption:

CANCEL FINISH

Figure: Reviewing the properties of the widget
n. Click Finish to save your changes and close the Widget Properties dialog box.
5. On the dashboard title bar, click Design to turn off design mode.

You can see the result in the following screenshot, where the color of the widget is green. This means
that the average deal size is above the desired figure.

The widgets that you see may differ from the widgets on the screenshot below because data in the
SalesDemo data set is regularly updated.
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Figure: Reviewing the SalesDemo dashboard with the scorecard KPI

Now that you have added the scorecard KPI to the SalesDemo dashboard, you will change its settings in
the next step.
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Step 13.5: Changing the Settings of a Scorecard KPI Widget

After you create a scorecard KPI widget, the limits that you used (which influence the background color
of the widget) may change. In this case, you can easily apply these changes to the widget settings.

Suppose that in your organization, the minimum deal size (that is, the low end of the normal range)
was budgeted as $50,000 for the next year. The desired average deal size is $70,000 and higher. You
will reflect this change on the SalesDemo dashboard. Proceed as follows:

1. On the title bar of the SalesDemo dashboard, click Design to turn on design mode.
2. On the toolbar of the Average Deal Size widget, click Edit (the pencil icon).
3. Inthe Widget Properties dialog box, do the following:
a. In the Normal Level box, type 50, 000.
b. In the Alarm Level box, type 70, 000.
c. Click Finish to save your changes and close the dialog box.
4. On the dashboard title bar, click Design to turn off design mode.

In the following screenshot, you can see that the widget background color is now red. This means that
the current average deal size of $41,820 is below the minimum size of $50,000.
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Figure: Reviewing the SalesDemo dashboard with the changed scorecard KPI

Now that you have changed the scorecard KPI on the SalesDemo dashboard, you will add a trend card
KPI widget to the dashboard in the next step.
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Step 13.6: Adding a Trend Card KPI Widget to the SalesDemo
Dashboard

Trend card KPI (key performance indicator) widgets provide you with the ability to compare totals,
averages, and counts of items between specific time periods, such as years or months. The system
counts the time period backward, starting from the current business date. Suppose that the current
business date is December 7, 2017, and you want to make a year-to-year comparison of a particular
parameter to see if it is trending upward or downward. The system will aggregate the values between
December 7, 2017, and December 8, 2016; it will also total the values between December 7, 2016,
and December 8, 2015. Then the system will compare the figure for the most current time period (that
is, the time period closest to the current business date) with the older figure, and indicate the trend:
rising, flat, or falling.

The third widget that you will add to the SalesDemo dashboard is a trend card KPI widget that displays
the year-to-year trend for the number of reported support cases. Do the following:

On the title bar of the SalesDemo dashboard, click Design to turn on design mode.
On the widget placeholder below the Top 10 Companies widget, click add a new widget.

In the Add Widget dialog box, which opens, click Trend Card KPI and then click Next.

P W MR

In the Widget Properties dialog box, which opens, do the following:

a. In the Inquiry Screen box, select DB Cases (Company > Hidden > Hidden Generic
Inquiries), as shown in the following screenshot.

Widget Properties »

Specify the widget properties

* Inguiry Screen: DB Cases 02
SELECT
Shared Filier to Annhy: E
Shared Filter to Apply: =3 Hidden Generic Inguiries -
Trend Card Title: | i Cash By Period
* Field to Aggregate: | | e Customers
Aggregate Function: - Dates
Timeline Field: | 1 i~ Opportunities
Period | Cash Outlays - 30 days

----- DB AR Summary
----- DB SO Total

Rising Trend Color

Flat Trend Color | ¢ DB Bills to Pay
Falling Trend Color- | | DB Contract Expired

----- DE Qrders To Ship
Font Size: | & DB Sales Activities
Caption. | i i DB Tasks

----- DE Top Customers

----- DE Opportunities

+E DB Cases

----- DB Replenishment

----- DB POs

----- DB Project Expense vs Budget
----- DB Project Tasks

Figure: Selecting the generic inquiry for the trend card KPI widget
b. Make sure the Shared Filter to Apply box contains the default value: All Records.
c. Inthe Trend Card Title box, type Yearly Dynamics of Support Cases

d. In the Field to Aggregate box, select Case ID.
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Check to be sure the Aggregate Function box contains the default value: Count.
With this setting, the system will count the number of unique support cases.
In the Timeline Field box, select Date Reported.

In this box, you select an element of the date type from the selected inquiry. This field is
used for calculating trends.

In the Period box, select Last Year.

With this setting, the system will count the support cases created during the year
immediately before the current business date and compare it with the number of cases
created during the previous year.

In the Rising Trend Color box, select Acumatica Red.

You have selected red in this box to draw employees' attention when the number of
support cases is growing. (This may mean that your organization needs to allocate more
resources to the support of customers.)

In the Flat Trend Color box, keep the default value: Acumatica Yellow.

You have selected yellow to let employees know when the number of support cases has
remained identical in comparison to the previous period.

In the Falling Trend Color box, select Acumatica Blue.

You have selected blue in this box to notify employees when the number of support cases
is falling. (This trend might be good for your organization because some of the employees
who support customers can be redeployed to other tasks.)

Make sure the Automatically Adjust Font Size box is selected.
Leave the Caption box blank.
Review the properties of the trend card KPI widget (see the following screenshot).

Widget Properties hoe

Specify the widget properties

* Inguiry Screen: DB Cases fe]
Shared Filter to Apply: All Records -
Trend Card Title: Yearly Dynamics of Support Cases

* Field to Aggregate: Case D -
Aggregate Function: Count -
Timeline Field Date Reported -
Period Last Year -
Rising Trend Color _ -

Flat Trend Color -
Falling Trend Color _ A

| Automatically Adjust Font Size
Font Size:

Caption:

CANCEL FINISH

Figure: Reviewing the properties of the widget

Click Finish to save your changes and close the dialog box.
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5. On the dashboard title bar, click Design to turn off design mode.

You can see the result in the following screenshot.

IEI The widgets that you see may differ from the widgets on the screenshot below because data in the

SalesDemo data set is regularly updated.
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Figure: Reviewing the SalesDemo dashboard with the trend card KPI widget
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As you can see, the color of the widget is blue, which means that the year-to-year number of support

cases is falling.

Now that you have added the trend card KPI to the SalesDemo dashboard, you will embed an external

webpage in the same dashboard.
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Step 13.7: Adding an Embedded Page Widget to the SalesDemo
Dashboard

You can add to the dashboard an external webpage with a useful resource, such as a search engine,
currency rates, or financial news.

You can use the Embedded Page widget to place an empty area on your dashboard for design reasons.
To do this, in the Widget Properties dialog box, you need to type about:blank in the Source box and
leave the Caption box empty.

You will embed the Microsoft Bing page in the SalesDemo dashboard. Do the following:
1. On the title bar of the SalesDemo dashboard, click Design to turn on design mode.

2. On the widget placeholder to the right of the Yearly Dynamics of Support Cases widget, click
add a new widget.

In the Add Widget dialog box, which opens, click Embedded Page and then click Next.
4. In the Widget Properties dialog box, do the following:
In the Source box, type https://www.bing.com.
b. In the Caption box, type Bing.
c. Review the properties of the embedded page widget (see the following screenshot).
Specify the widget properties

* Source hitps:/iwww bing.com

Caption Bing

CANCEL PREV FINISH

Figure: Reviewing the properties of the widget
d. Click Finish to save your changes and close the dialog box.
5. On the dashboard title bar, click Design to turn off design mode.

In the following screenshot, you can see the SalesDemo dashboard with the four widgets.



| Step 13.7: Adding an Embedded Page Widget to the SalesDemo Dashboard | 234

Revision Two HQ ~ SalesDemo DESIGN  TOOLS =

C  TOP 10 COMPANIES

AVERAGE DEAL SIZE

700,000 —|

600,] ABC Holdings Inc: (617902.25)
500,000 -
400,000
300,000

200,000

100,000 -

‘(\L

e

g
v

pR

e o

0
(’ai\b“?’a

YEARLY DYNAMICS OF SUPPORT CASES

Images Videos Maps

-40 %

3

Figure: Viewing the Sales Demo dashboard with the embedded page

Now that you have populated the dashboard with widgets, you will arrange the widgets in the next step.
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Step 13.8: Arranging Widgets on a Dashboard

After you have added all the required widgets to the dashboard, you can arrange them in any of the
following ways:

Resize widgets
Change the order of widgets
Change the layout of widgets on a dashboard

Delete widgets

You will arrange widgets on the SalesDemo dashboard. Do the following:

1.
2.
3.

9.

On the title bar of the SalesDemo dashboard, click Design to turn on design mode.
On the dashboard title bar, click Edit Layout.

In the Dashboard Layouts dialog box, click the fourth layout (see the following screenshot)
and click OK.

Dashboard Layouts b4

0K CANCEL

Figure: Selecting the dashboard layout
Drag the Top 10 Companies chart widget to the right part of the widget.

Drag the right border of the Average Deal Size widget so that it has the full width of the left part
of the dashboard.

Drag the bottom right corner of the Top 10 Companies widget so that it has the full width of the
right part of the dashboard and its height is the same as the height of the Average Deal Size
widget.

On the toolbar of the Bing widget, click Delete.

Drag the right border of the Yearly Dynamics of Support Cases widget so that it has the full
width of the left dashboard part.

On the dashboard title bar, click Design to turn off design mode.

In the following screenshot, you can see the SalesDemo dashboard with the rearranged widgets.
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Figure: Viewing the changed SalesDemo dashboard

Now that you have arranged widgets on the dashboard, in the next step, you will set up the dashboard
as a default home page so that all employees who sign in to your Acumatica ERP instance will see it.
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Step 13.9: Setting Up the SalesDemo Dashboard as the Default
Home Page

As an administrator, you can set up any dashboard as the default home page of your Acumatica ERP
instance. Users will see this dashboard when they sign in to the system if they did not set up a personal
home page.

The home page is the first screen users see when they sign in to the system. To open the home page
at any time, users can click the logo in the upper-left corner of the Acumatica ERP screen, as shown in
the following screenshot. (In the modern UI, this button is moved to the left of the business date if the

main menu is collapsed to the top.)
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Figure: Viewing the Home button

To set up the SalesDemo dashboard as the default home page of your instance, do the following:

1. On the Site Preferences form (SM200505; Configuration > Common Settings > User Settings),
in the Home Page box of the General Defaults group, select SalesDemo (Company >
Organization > Shared Dashboards), as shown in the following screenshot.
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Figure: Setting up the default home page

Save your changes.

In the top right corner of the screen, click your user name and then click My Profile to open the

User Profile form (SM203010).

On the General Info tab, in the Home Page box of the Personal Settings section, delete the

predefined value (see the following screenshot). Save your changes.

You have deleted the value of the Home Page box, which was predefined in your Acumatica ERP
instance with the SalesDemo data set, so that you can see the default home page when you sign

in to the system.
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Figure: Deleting the value of the Home Page box

5. In the top left corner of the screen, click the Acumatica logo to open the home page. The
SalesDemo dashboard opens.

Now that you have created and configured the public dashboard, you will create a dashboard that is
visible to only users with a particular role.



| Step 13.10: Creating a Dashboard That Is Visible to a Particular Role | 240

Step 13.10: Creating a Dashboard That Is Visible to a
Particular Role

In Acumatica ERP, you can create a dashboard that is designed especially for users with a particular
functional role, such as accountants or sales managers. This dashboard should display role-specific

information and be visible to only users who are assigned this particular role.

Suppose that you need to create a dashboard for accountants who work with Accounts Receivable

documents in Acumatica ERP. Do the following:

1.
Record and specify the following properties:

¢ Name: Accounts Receivable

¢ Site Map Location: Accounts Receivable (Company > Finance)
e Owner Role: DashboardDesigner

¢ Allow Users to Personalize: Selected

2.
DashboardDesigner, and Finance.

3. Save your changes to the dashboard.

In the following screenshot, you can see the settings of the Accounts Receivable dashboard.

On the Dashboards form (SM208600; System > Customization > Manage), click Add New

In the Visible to table, select the unlabeled check boxes for the following roles: Administrator,
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Figure: Creating a dashboard that is visible to users with the Finance role

Now that you have created this dashboard, you need to populate it with widgets, which you will do in

the next four steps.
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Step 13.11: Adding a Table Widget to the Accounts Receivable
Dashboard

Although table widgets are not as eye-catching as charts are, they are often the best way to help the
viewer grasp key ideas about the data. A table is often a better choice than a chart when you want to
show multiple types (shown as columns) of data.

To add a table that lists the signed-in user's tasks to the Accounts Receivable dashboard, do the
following:

1. Open the Accounts Receivable dashboard.
On the dashboard title bar, click Design to turn on design mode.
On the widget placeholder, click add a new widget.

In the Add Widget dialog box, which opens, click Data Table and then click Next.

i & W N

In the Widget Properties dialog box, which opens, do the following:

a. In the Inquiry Screen box, select Tasks (Company > Organization > Communication >
Works Area > Tasks) as shown in the following screenshot.
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#-3 Finance

50 Service
#-E2 Distribution
Ik

3

72 Configuration

g2 Hidden

Figure: Selecting the form for the table widget

b. In the Shared Filter to Apply box, select My Tasks.

The My Tasks tab is a reusable filter, which you can use to select the data for a widget.
You have become familiar with the functionality of these filters in Lesson 12: Using Reusable
Filters.

c. Make sure that the Automatically Adjust Height check box is cleared.
With this check box cleared, you can adjust height of the table widget manually.

d. Click Column Settings.
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e. In the Column Settings dialog box, which opens, click each of the following columns and
then click the arrow pointing right to select the column (see the following screenshot):

e Summary
e Status
e Due Date

¢ Related Entity Description

Column Settings »

Available Columns Selected Columns
Jo3 Jol

(CRReminder__Reminderlcon)
(Prioritylcon) Status
Category Due Date
CreatedByID Related Entity Description
Completion (%) € ¥
Note Text
Read
Owner
Start Date
Workgroup

RESET TO DEFAULT  DELETE DEFAULT CONFIGURATION OK CANCEL

Figure: Selecting the columns for the table widget
f. Click OK to save your changes and close the Column Settings dialog box.
g. In the Caption box, type My Tasks.

h. Review the settings of the table widget (see the following screenshot).
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Widget Properties »

Specify the widget properties

* Inguiry Screen: Tasks 02
Shared Filter to Apply: My Tasks -
Automatically Adjust Height
Record Limit: 0
COLUMN SETTINGS
Caption: My Tasks
CANCEL PREV FINISH

Figure: Reviewing the settings of the widget
i. Inthe Widget Properties dialog box, click Finish to save your changes and close the
dialog box.

6. Change the size of the My Tasks widget as needed by dragging any of its corners or borders.
7. On the dashboard title bar, click Design to turn off design mode.

You can see the dashboard with the table widget in the following screenshot. By using this widget, you
can add a new task and open an existing one.

Revision Two HQ ~ Accounts Receivable DESIGN  TOOLS =

C MY TASKS +
* Summary Status Due Date Related Entity Description
Loss analysis required for sales meeting  Open 115/2017 000069, Consumer goods distribution...
Executive call to help close opportunity Processing 10/25/2017 000070, Consumer goods distribution. ..
Approve pricing discount for ToyStar Processing 12422017

000071, Consumer goeds distribution. ..

Figure: Reviewing the Accounts Receivable dashboard with the table widget

Now that you have added the table widget to the Accounts Receivable dashboard, you will add a line
chart widget to the dashboard in the next step.
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Step 13.12: Adding a Chart Widget to the Accounts Receivable
Dashboard
Chart widgets are useful when you need to visualize dynamic changes of particular parameters.

You will create a chart widget of the Line type that will display dynamic changes of sales amounts on
the Accounts Receivable dashboard. Do the following:

On the title bar of the Accounts Receivable dashboard, click Design to turn on design mode.
On the widget placeholder to the right of the My Tasks widget, click add a new widget.
In the Add Widget dialog box, which opens, click Chart and then click Next.

P W MR

In the Widget Properties dialog box, which opens, do the following:

a. In the Inquiry Screen box, select Sales Profitability Analysis (Company > Finance >
Accounts Receivable > Work Area > Explore), as shown in the following screenshot.

Widget Properties »

Specify the widget properties
* Inquiry Screen Sales Profitability Analysis o

SELECT C

Shared Filter to Apply
P #-Z2 Cash Management -

®-E3 Accounts Payable

Caption =3 Accounts Receivable

EII':I Work Area

|‘=_“| Enter

9|‘=_“| Explore

----- Customer Summary

----- Customer Details

----- Expiring Customer Contracts
----- Statement History Summary
----- Statement History Details

----- Customer Statement History
----- Commission Details

----- Payment Processing Log

----- Payment Method Transaction History

' [E Sales Profitability Analysis
#-£3 Processes

@3 Reports
#-£0 Fixed Assets

w2 Deferred Revenue .

Figure: Selecting the form for the chart widget
b. Click Inquiry Parameters.

c. In the Date From line of the Inquiry Parameters dialog box (which opens), type
11/01/2016.

d. Click OK to save your changes and close the Inquiry Parameters dialog box.
e. Make sure that the Shared Filter to Apply contains the default value: All Records.
f. Click Configure to specify the settings of the chart.
g. In the Chart Settings dialog box, which opens, do the following:
a. In the Chart Type box, select Line.
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b. In the Legend box of the Categories section, select Date.

c. Inthe Sort By boxes of the Categories section, keep the default values: Legend
and Ascending.

d. Inthe Maximum Number of Values Shown box of the Categories section, type
12.

e. Inthe Date Rounding box, select Months.

This box appears only for fields of the date type. In this box, you select the part of
the date field that will be displayed on the chart widget.

f. In the Format box of the Categories section, select yyyy - MMM.

In this box, you select the format of the date field to be displayed on the chart.
g. In the Value box of the Values section, select Net Sale.
h. In the Format box of the Values section, select 0.00.

i. Review the settings of the line chart (see the following screenshot).

* Chart Type Line -
CATEGORIES
* Legend: Date -
Sort By: Legend - Ascending -
Maximum Number of Values Shown 12 Show Sum of Other Entries
Date Rounding Manths -
Format yyyy - MMM -
SERIES
Legend: -
Sort By: Legend - Ascending -
Maximum Number of Values Shown 10 Show Sum of Other Entries
Color: o
VALUES
* Value Net Sale - Sum -
Format 0.00 -
OK

Figure: Reviewing the settings of the chart
j. Click OK to save your changes and close the Chart Settings dialog box.
h. In the Caption box, type sales by Month.

i. Click Finish to add the chart to the dashboard and close the Widget Properties dialog
box.

5. On the dashboard title bar, click Design to turn off design mode.

The Accounts Receivable dashboard with the table and line chart widgets is shown in the following
screenshot.

The widgets that you see may differ from the widgets on the screenshot below because data in the
IEI SalesDemo data set is regularly updated.
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Revision Two HQ ~ Accounts Receivable DESIGN  TOOLS =
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Figure: Reviewing the Accounts Receivable dashboard with the line chart widget

You can click points on the line chart to see detailed data for each month. When you click a point, the
system opens the source form with the data filtered by the month.

Now you have added the line chart widget to the Accounts Receivable dashboard. In the next step, you
will add an article widget to the dashboard.
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Step 13.13: Adding an Article Widget to the Accounts
Receivable Dashboard

An article widget is a dashboard view of a wiki article, generally one that you need to refer to
frequently. You can add to a dashboard any wiki article you have sufficient rights to, and you can create
a new article and then add it to the dashboard. For more information on wiki articles, see the link in the
Related Links section of this topic.

To add an existing wiki article to the Accounts Receivable dashboard, do the following:

1.

2
3.
4

On the title bar of the Accounts Receivable dashboard, click Design to turn on design mode.
On the widget placeholder below the My Tasks widget, click add a new widget.

In the Add Widget dialog box, which opens, click Wiki Page and then click Next.

In the Widget Properties dialog box, which opens, do the following:

a. In the Wiki Article box, select Overview (Company > Help > User Guide > Accounts
Receivable).

b. In the Caption box, type Accounts Receivable Overview.
c. Review the settings of the wiki article widget (shown in the following screenshot).
Specify the widget properties

Wiki Article Qverview P

Caption Accounts Receivable Overview

CANCEL PREV FINISH

Figure: Reviewing the settings of the widget

d. Click Finish to save your changes and close the dialog box.

5. Change the size of the wiki article widget by dragging its corners or borders.

6. On the dashboard title bar, click Design to turn off design mode.

In the following screenshot, you can see the Accounts Receivable dashboard with three widgets.
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C ACCOUNTS RECEIVAELE OVERVIEW

By using the Accounts Receivable module, you can maintain complete and structured
information about customers and salespersons, and track all sales, commissions, and
incoming payments from customers. With a variety of time-saving automation features
and reporting options, the Accounts Receivable module of Acumatica ERP streamlines
your entire receivable process and gives you the ability to reduce input error rates

The primary features of the Accounts Receivable module are described briefly below and
extensively in other topics in this section.

In This Topic [Hide/Show]

Accounts Receivable Multi-Currency Options
Customer Defaults and Overrides

Multiple Document and Payment Types
Payment Application

Rounding of Invoice Totals

Workflow Options

Sending Documents Electronically

Recurring Invoices

Figure: Reviewing the Accounts Receivable dashboard with the wiki article widget

Now that you have added the wiki article widget to the Accounts Receivable dashboard, in the next
step, you will create a custom widget and add it to the dashboard.

Related Links
Wiki Overview


https://help.acumatica.com/Main.aspx?ScreenId=ShowWiki&PageID=567615ad-a883-413b-9d94-a36ed313a4d9
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Step 13.14: Creating a Custom Widget

You can create a custom widget by using the functionality of wiki articles. You will create a widget that
contains an image and links to the most frequently used forms in the Finance module of Acumatica ERP
and add this widget to the Accounts Receivable dashboard. Do the following:

1. Open the Wiki Editor form as follows:

a. On the top panel of Acumatica ERP, click Help (the question mark enclosed in a circle),
and then click the Acumatica Educational Resources link to open the Help dashboard.

b. On the Interface Guide card, click Explore to open this guide.

c. On the toolbar of the Help topic, click Add New Article (the plus icon).
2. On the Content tab of the Wiki Editor form, specify the following settings:

e Article ID: 5130

¢ Name: AR Links

e Article Type: Html

¢ Hold: Cleared
3. To upload an image to be used on the widget, do the following:

On the form toolbar, click Attach. The File Upload dialog box opens.

b. In the dialog box, click Choose File, and select the invoice.png file, which is provided
with this course.

c. Click Upload to upload the image.
d. In the File Link Editor dialog box, which opens, click OK to close the dialog box.

4. In the details area of the Content tab, enter the following HTML code:

<img src="../Frames/GetFile.ashx?fileID=a5blc276-5fal-4cb3-b0cc-4bcb095debab"
usemap="#flowS130">
<map name="flowS130" id="flowS130">

<area shape="rect" coords="4,4,114,119" href="../Main.aspx?
ScreenId=AR301000" target=" blank" alt="invoices" />
<area shape="rect" coords="228,9,329,118" href="../Main.aspx?
ScreenId=AR302000" target=" blank" alt="payments and applications" />
</map>
<br>
<ul>
<li><a href="../Main.aspx?ScreenId=AR303000" target=" blank"
style="color:#000000; text-decoration:none">View customers</a></1li>
<li><a href="../Pages/AR/AR402000.aspx" style="color:#000000; text-
decoration:none">View customer details</a></li>
<li><a href="../Main.aspx?ScreenId=AR651000" target=" blank"
style="color:#000000; text-decoration:none">Print customer details</a></li>
</ul>

The <img> tag is used to display an image on the widget. You should replace the image source
(the value of the src attribute) with the URL of the image you have uploaded.

5. To get the URL of the uploaded file, do the following:

a. On the Attachments tab, select the image you have uploaded, and on the tab toolbar,
click Get Link.

The dialog box, which opens, contains links in the following boxes:

e External Link: The URL to use in the HTML articles (that is, when the Article Type
of the article is Html)
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e Wiki Link: The URL to use in the wiki articles (that is, when the Article Type of
the article is Wiki)

The URL in the External Link box is similar to the following link.

http://localhost/InstanceName/Frames/GetFile.ashx?
fileID=abblc276-5fal-4cb3-b0cc-4bcb095debab

The first part of the URL, such as http://localhost/InstanceName, is the URL of
your application. The second part is the URL to the file.

b. In the External Link box, replace the URL of the application with two periods, as shown
in the following link:

../Frames/GetFile.ashx?fileID=abblc276-5fal-4cb3-b0cc-4bcb095debab

c. Copy the URL in the External Link box.
d. Click Close to close the dialog box.

In the details area of the Content tab, replace the image source, which is inside quotation
marks for the src attribute of the <img> tag, with the URL you have copied, as shown in the
screenshot below.

TOOLS «
] (o) [f] ATTACH
CONTENT PROPERTIES CATEGORY PRODUCT ATTACHMENTS ACCESS RIGHTS HISTOR »
* Article 1D 3130 Parent Folder: Interface Guide 2
* Name: AR Links Status: Hold Hold
Article Type: Html - Published Date: Folde
Q| B F 4 U & @@ H H H H x o ™ [ <o g n H % @

<img src="](Frames/GetFile ashx?file|D=730629c1-%abe-4fe3-a2590-fb4 3b90fbbfl" usemap="#flowS5130">
<map name="flowS130" id="flow5130">
<area shape="rect” coords="44,114 119" href="_/Main_aspx?Screenld=AR301000" target="_blank™ alt="invaices" />
<area shape="rect” coords="228,9,329,118" href="../Main.aspx?Screenld=AR302000" target="_blank" alt="payments and applications" />

</map>

<br?|

<ul=>
<li=<a href="../Main.aspx?Screenld=AR303000" target="_blank" style="color#000000; text-decoration:none">View customers</a=</li>
<li=<a href="./Pages/AR/AR402000.aspx" style="color#000000; text-decoration:none™>View customer dstails</a></li=

<li=<a href="./Main.aspx?Screenld=ARG651000" target="_blank" style="color#000000; text-decoration:none">Print customer details</a=</li>
<lul>

Figure: Configuring the custom widget

You can preview the article by clicking the magnifier icon on the toolbar of the details area (see the
screenshot above). Similarly, you can switch back to editing mode.

If you want to get more information on the code used for this article, see the Reviewing the
Code Used for the AR Links Widget section of this lesson.

Save your changes to the article.

To add the article you have created as a widget to the dashboard, do the following:
a. Open the Accounts Receivable dashboard.
b. On the dashboard title bar, click Design to turn on design mode.

On the widget placeholder below the Sales By Month widget, click add a new widget.

o

Q.

In the Add Widget dialog box, which opens, click Wiki Page and then click Next.



e.
a.
b.

C.
the dialog box.
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In the Widget Properties dialog box, which opens, do the following:

In the Wiki Article box, select AR Links (Company > Help > Interface Guide).

In the Caption box, type AR Links.

9. Arrange the widgets on the dashboard so that it is convenient to view the information presented

by the widgets.

10. On the dashboard title bar, click Design to turn off design mode.

In the following screenshot, you can see the Accounts Receivable dashboard with the custom widget.

In the Widget Properties dialog box, click Finish to save your changes and close
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C ACCOUNTS RECEIVABLE OVERVIEW

By using the Accounts Receivable module, you can maintain complete and structured information
about customers and salespersons, and track all sales, commissions, and incoming payments from
customers. With a variety of time-saving automation features and reporting options, the Accounts
Receivable module of Acumatica ERP streamlines your entire receivable process and gives you the
ability to reduce input error rates.

The primary features of the Accounts Receivable module are described briefly below and extensively
in other topics in this section.

In This Topic [Hide/Show]

Accounts Receivable Multi-Currency Options
Customer Defaults and Overrides

Multiple Document and Payment Types
Payment Application

Rounding of Invoice Totals

Workflow Options

Sending Documents Electronically
Recurring Invoices

Figure: Viewing the dashboard with the custom widget

Now you have added all necessary widgets to the Accounts Receivable dashboard. In the next step, you

will set up the dashboard as a personal

home page for multiple users.
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Step 13.15: Setting Up the Accounts Receivable Dashboard as
Your Personal Home Page

You can set up any available dashboard as your personal home page. To set up the Accounts Receivable
dashboard as your home page, do the following:

1. In the upper-right corner of the Acumatica ERP screen, in the info area, click your user name to
open the user menu, as shown in the following screenshot, and select My Profile. (If you are
using the classic UI, select User Profile instead.)

:;;’5’:]55017 ~ : admin, admin = A
O

o admin, admin
«m  administrator@acumatica.com

MY PROFILE

SIGN OUT

Last sign in
11/15/2017 812 AM

Figure: The My Profile button in the user menu

2. On the General Info tab of the User Profile form (SM203010), which opens, in the Home Page
box of the Personal Settings section, select Accounts Receivable (Company > Finance), as
shown in the following screenshot.
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o Ll VIEW CONNECTED APPLICATIONS
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USER SETTINGS
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First Name admin
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Phone:
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* Password: CHANGE PASSWORD
Password Recovery Question: Why? CHANGE ANSWER
Comment: Administrator y

PERSOMNAL SETTINGS
PDF Signing Certificate: o

RESET TO DEFAULT TIME ZONE

4

Time Zone

Default Branch
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Home Page:

HQ
MANHATTAN - Manhattan Main Location
Accounts Receivable

Turn Off Autocomplete

Show Classic Ul by Default

L2 - -]

Figure: Specifying the personal home page

3. Save your changes.
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4. Click the logo in the upper-left corner of the Acumatica ERP screen to open your home page. The
Accounts Receivable dashboard, which you have selected as the home page, is opened.

5. Sign out, and then sign in again. The Accounts Receivable dashboard is opened by default.

Now that you have set up the Accounts Receivable dashboard as your personal home page, you will set
up this dashboard as the home page for another user.
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Step 13.16: Setting Up the Accounts Receivable Dashboard as
a User's Home Page

You can set up a personal home page for not only the user account to which you are signed in but also
any user of the system. You will specify the Accounts Receivable dashboard as the home page for the
wiley user account. Proceed as follows:

1. On the Users form (SM201010; Configuration > User Security > Manage), in the Login box,
select wiley.

2. On the Personal Settings tab, in the Home Page box, select Accounts Receivable (Company >
Finance), as shown in the screenshot below.
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Figure: Specifying the home page for a user
Save your changes to the user.

On the form toolbar, click Log In as User. You will be signed in to the system as wiley. Notice
that the Accounts Receivable dashboard is opened by default.

5. Sign out of the system, and again sign in as admin.
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Reviewing the Code Used for the AR Links Widget

IEI The information of this section is provided for reference.

You have entered the following code in the AR Links article you created. In this section, you can find
additional information on how to develop similar code.

<img src="../Frames/GetFile.ashx?fileID=abblc276-5fal-4cb3-b0cc-4bcb095debab"
usemap="#flowS130">
<map name="flowS130" id="flowS130">

<area shape="rect" coords="4,4,114,119" href="../Main.aspx?ScreenId=AR301000"
target="_ blank" alt="invoices" />
<area shape="rect" coords="228,9,329,118" href="../Main.aspx?ScreenId=AR302000"
target="_ blank" alt="payments and applications" />
</map>
<br>
<ul>
<li><a href="../Main.aspx?ScreenId=AR303000" target=" blank" style="color:#000000;
text-decoration:none">View customers</a></li>
<li><a href="../Pages/AR/AR402000.aspx" style="color:#000000; text-
decoration:none">View customer details</a></1li>
<li><a href="../Main.aspx?ScreenId=AR651000" target=" blank" style="color:#000000;
text-decoration:none">Print customer details</a></1li>
</ul>

You can configure the image of an article so that the image area will contain a link to a form or

report in Acumatica ERP or to any external object. The user can click the area of the image to get the
appropriate information. For example, this code specifies links for two areas of the uploaded image.
That is, the invoice in the left side of the image (see the screenshot below) is a link to the Invoices and
Memos form (AR301000), and the credit card in the right side of the image is a link to the Payments
and Applications form (AR302000).

In the code, the usermap attribute of the <img> tag specifies the map with these links, which is
applied to the image. This map is enclosed in the <map> tag with the appropriate name attribute. Each
<area> tag within the <map> tag specifies a link.

The shape attribute of the <area> tag defines the shape of the image area that will be a link. In the
code, the shapes are rectangular. The coords attribute of the <area> tag defines the borders of the
area. Within the quotation marks of the coords attribute, the first two numbers are the horizontal and
vertical coordinates, in pixels, of the upper-left corner of the rectangular area. The last two numbers
are the coordinates of the bottom-right corner of the rectangular area. These coordinates are defined
based on the upper-left corner of the image, whose coordinates are 1 and 1.

For example, the coordinates of the upper-left corner of the rectangular area that includes the invoice
(item 1 in the screenshot below) are 4 and 4. The coordinates of the bottom-right corner of this area
(item 2) are 114 and 119. Similarly, the coordinates of the upper-left corner of the rectangular area
that includes the credit card (item 3) are 228 and 9. The coordinates of the bottom-right corner of this
area (item 4) are 329 and 118.

The href attribute of the <area> tag defines the URL assigned to the area. For example, the URL of
the Invoices and Memos (AR301000) form is similar to the following link.

http://localhost/InstanceName/Main.aspx?ScreenId=AR301000

The first part of this URL, http://localhost/InstanceName, is the URL of the application. The
second part is the URL of the form. You can replace the application URL with two periods and get the
same URL as was used in the code.

The target attribute of the <area> tag, which is equal to blank, directs the system to navigate to
the page in a new window.
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Figure: Previewing the image

You define a bullet list by using the <ul> and </ul> tags and the <11i> tags within them. Each <1i>
tag represents one item of the list.

The <a> tag is used to show a link. The link description is placed within the <a> and </a> tags. The
href attribute of the <a> tag defines the URL of the link. The style attribute of the <a> tag defines
the style of the link.

If you want the link to open in a new window, use the target attribute of the <a> tag with
the blank value, such as target= blank, and specify the URL as . ./Main.aspx?
ScreenlId={screen identifier}. For example, ../Main.aspx?ScreenId=AR301000.

If you want the link to open in the same window, omit the target attribute, and specify the URL as
../Pages/{module name}/{page}. For example, ../Pages/AR/AR301000.aspx.
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Lesson Summary

In this lesson, you have learned how to create and manage dashboards. In particular, you have done
the following:

Created two dashboards and specified the access rights to each of the dashboards

Added the following types of widgets to dashboards: chart, scorecard KPI, embedded page, table,
and wiki article

Created a custom widget and added it to a dashboard
Arranged the added widgets on dashboards

Changed the site home page, your personal home page, and the home page of a particular user
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Review Questions

1. Which of the following are not types of widgets that you can add to a dashboard? Select all
correct responses.

e A. Wiki articles
e B. Inquiries

e C. Charts

e D. Forms

e E. Reports

2. How can you create a personal dashboard—that is, a dashboard that only you can view? Select
all correct responses.

e A. You can create a dashboard and set it as your personal home page.

e B. You can create a dashboard and configure access rights so that only you can view and
edit this dashboard.

e C. You cannot create a personal dashboard. All dashboards are shared among the
Acumatica ERP users.

3. Can you delete a dashboard?
e A. Once created, a dashboard cannot be deleted.

e B. You can delete a dashboard on the Dashboards form (SM208600) if you have sufficient
access rights.

e C. You can delete only dashboards that are visible to you.
e D. You can delete dashboards that are visible to all Acumatica ERP users.

4. How can you make a dashboard visible to multiple users in Acumatica ERP? Select all correct
responses.

e A. On the Dashboards form (SM208600), select the Allow Users to Personalize check
box.

¢ B. In the Visible to table of the Dashboards form (SM208600), select all user roles that
can view the dashboard.

e C. On the Users form (SM201010), specify the dashboard as a personal home page for
each user who can see the dashboard.

e D. In design mode for the dashboard, click Properties, and in the Visible to table, select
all user roles that can view the dashboard.

E. On the Site Preferences form (SM200505), set the dashboard as the site home page.

Answer Key
1-B,D,E;2-B;3-B;4-8B,D.
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Part 5: Pivot Tables

In Acumatica ERP, you can use pivot tables to reorganize and summarize data taken from generic
inquiries and to analyze it from various perspectives.

In this part, you will learn how to create and configure pivot tables.

Prerequisites

In this part, you will use the AR-Invoices inquiry, which you have imported to the system with the S130
customization project ans specified as an entry point for the Invoices and Memos form (AR301000).

You also will use the Current Year filter, which you have created in Lesson 12: Using Reusable Filters for
the Invoices and Memos generic inquiry.
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Reviewing Pivot Tables

In Acumatica ERP, you can use pivot tables to reorganize and summarize data from generic inquiries
and analyze it from various perspectives. This capability is useful when you have large amounts of data
in the generic inquiry and you need to build aggregate reports based on this data. Another way to use
pivot tables is to create reports that contain records with row and column totals.

You use the data from generic inquiries to build pivot tables. For a single generic inquiry, you can create
multiple pivot tables that will summarize data in different dimensions. You use only one generic inquiry
to build each pivot table. If you need to build pivot tables with information stored in multiple generic
inquiries, you must first create a single generic inquiry that includes all the necessary data.

Related Links
Pivot Tables in Acumatica ERP


https://help.acumatica.com/(W(31))/Main?ScreenId=ShowWiki&pageid=1fca0844-8780-4f24-b3a2-04ed98d54eca
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Lesson 14: Creating and Managing Pivot Tables

By using a pivot table, you can aggregate the data provided by a generic inquiry and display totals for
each row and column.

In this lesson, you will create and configure a pivot table based on the AR-Invoice generic inquiry, which
you imported with the S130 customization project.

Lesson Objectives
In this lesson, you will learn how to do the following:
e Create a pivot table
¢ Modify a pivot table
e Filter data in a pivot table
e Share a pivot table

e Delete a pivot table
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Step 14.1: Creating a Pivot Table

In this step, you will create a pivot table that aggregates invoice totals by quarter for each customer. Do

the following:
1. Signin to the SalesDemo company of Acumatica ERP.
2. Open the Pivot Tables form (SM208010; System > Customization > Manage).
3. On the form toolbar, click Add New Record.
4. In the Screen ID box, select Invoices and Memos (Company > Finance > Accounts Receivable >

Work Area > Enter > Invoices and Memos), as shown in the following screenshot.

Revision Two HQ - Pivot Tables CUSTOMIZATION ~ TOOLS
Ll + [] - K < > > EDIT INQUIRY
* Screen ID Invoices and Memos P | Shared Filter to Apply All Records -
Site Map Location SELECT c
Pivot Table 1D s Shared
=-E3 Company
Fields +C| Qrganization Properties
5 Finance
c =
=3 Accounts Receivable
Custorner 5 & Work Area
Date i =3 Enter
Description =3 Invoices and Memos
Line Total P - Invoices and Memos
i @3 Explore
Owner il R
- eports

Reference Nbr. &£ Service
Status +|i| Distribution
Type +|i| Hidden

Figure: Selecting the Invoices and Memos generic inquiry
In the Name box, type Invoice Totals by Customer.

On the form toolbar, click Save. In the Pivot Table ID box, notice that the name you have
entered is used as the ID of the pivot table.

Add fields to the pivot table as follows:
a. Drag Customer from the Fields pane to the Rows pane.
The names of customers will be displayed as row headers in the pivot table.

b. In the Rows pane, click Customer to display its properties in the Properties pane (see
the screenshot below).

c. Inthe Properties pane, make sure that the Show Total check box is selected.

With this setting, the system will add the Total row, which will display a total for all
customers in each column.
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Revision Two HQ - Pivot Tables CUSTOMIZATION — TOOLS ~

B -~ + ® F-r K < > 3l EDIT INQUIRY

Invoices and Memos 0| Shared Filter to Apply All Records -

ap Location:

Pivot Table ID Invoice Totals by Customer £ = Name: Invoice Totals by Customer s Shared
Fields Filters Columns Pmp&r{ies
c c + c + Caption Customer

Aggregate Count

Date sereg
Sort Order Ascending

Description
Show Percent |

Line Total
Show Total

Owner
Total Label

Reference Nbr.
Show Empty Value as

Status
Width 100

Type

Rows Values Format
c + X c +
Customer

»

Figure: Reviewing the properties of the Customer field

Drag Date from the Fields pane to the Columns pane.

In the Columns pane, click Date (see Item 1 in the screenshot below) to display its
properties in the Properties pane.

In the Properties pane, make sure that the Show Total check box is selected (Item 2).

With this setting, the system will add the Total column, where a total for all dates in each

row will be displayed.

In the Round To box, select Quarters to aggregate invoice totals by quarter. Notice that
in the Format box (Item 3), the format of the date is displayed automatically.
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Revision Two HQ - Pivot Tables CUSTOMIZATION ~ TOOLS ~
g - + ¥ - K < > 3 EDIT INQUIRY
Invoices and Memos 0| Shared Filter to Apply All Records -
ap Location:
Pivot Table ID Invoice Totals by Customer £ = Name: Invoice Totals by Customer s Shared
Fields Filters Columns Properties
(= c + c + b4 Caption Date
Aggregate Max
Date 1 Date ggreg V
Sort Order Ascending
Description
Show Percent |
Line Total
2 Show Total
Owner
Total Label

Reference Nbr.
Show Empty Value as

Status
Width 100
Type
Rows Values 3 Format yyyy Q
c + c + Round to Quarters -
Date Part None

Customer

Figure: Reviewing the properties of the Date field
h. Drag Line Total from the Fields pane to the Values pane.
The pivot table will display invoice amounts, aggregated by quarter, for each customer.
8. Save your changes to the pivot table.

9. On the form toolbar, click View Pivot to open the pivot table (shown in the following
screenshot) in a separate tab.

The pivot table you can see on the screenshot may show different data from the pivot table on
your screen because data in the SalesDemo data set is updated regularly.
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Revision Two HQ - SAVEAS ~ SAVE  CUSTOMIZE  TOOLS v

INVOICE TOTALS BY CUSTOMER

C | Inactive Fields
T Date T

T Customer t 2016 Q1 2016 @2 2016 Q3 2016 Q4 2017 1 2017 Q2 2017 Q3 2017 Q4 Total
ROTON Services 7.000.00 44 757.75 58.757.75 ~
Sacramento Industrial Supply 485.216.10 504.480.80 513.965.70 513.916.23 405.610.79 622.221.67 513.816.23 172,566 41 9.014964 94
Safe Credit Union 2.800.00 28.400.00
Shere Mortgage Inc 2.800.00 2.500.00 26.205.00
Shortstop Sports 145.105.58 179,599.07 173.009 .41 189.656.68 52.236.07 217.949 15 244,243 94 14507066 232187564
Silver Springs Water I} 2.800.00 23.400.00
Southwest Food Distribution 18.988.20 3.740.00 12.528.20 23.649.10 58.905.50
Star America Toys 131.562.14 226.947.50 238.093.10 338.122.78 42392514 391.575.40 459,202 .69 186.893 60| 3.019.25559
Streamray Inc 7.000.00 8.000.00
Tampa Bay Food Distribution 4,268.00 16.242 00 21.566.20 27.796.90 69.873.10
Texas Video City 7.000.00 14.000.00
Uniforce Staffing Service 7.000.00 7.000.00 14.000.00
Upwardmobility 1.500.00 298.320.00
USA Bartending School 605.093.00 48239400 489 551.00 530.038.00 366.261.00 685.656.00 551.899.00 18063300 1.862.42986
Vancouver Supplies 7.000.00 8.399.98
Veracity Credit Consultants 14.000.00
Western Star Trucks 2.800.00 2.800.00 37.220.00
Westin Galleria Houston 1.000.00
Westwood Manor 5.000.00 47543 00 310.686.80 298.914.60 23208 50 45.618.00 25.000.00 815.050.90
WFAN Radio 5.000.00 5.000.00 136.786.98 267.589.90 390.061.98 146,200.00 981.117.86
Widget Connection 16.417.20 682.278.80 343 44750 339.618.30 39.605.00 24 677.50 558.030.90 23173340 236222445
Widget Consolidated Heldings 40.900.00 48.700.00 34.900.00 57.900.00 74.100.00 13.100.00 269.600.00
Widget Credit Card 37.917.70 136.629.98 82482 45 131.300.00 76.643.00 216.500.00 152.000.00 900000 1.049282 30
Wright Corner 10.000.00 11.817.20 176 996 98 77.614.98 25.000.00 4400000 44.918.00 103.918.00 549 435 16
Total 34925651699 484830146 585109266 842394130 820918968 955223844 9.863.92517 4.015.832.20 7812985258

4
Figure: Viewing the pivot table

The pivot table you have created is available only to you. You can, however, share a pivot table with
other users of Acumatica ERP. (You will do this later in this lesson.)

In the next step, you will configure a hierarchical structure of the column headers to make the table
more convenient for analysis.
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Step 14.2: Configuring a Hierarchical Structure of Column
Headers

For date fields and fields with segmented identifiers (such as item classes), you can configure a
hierarchical structure of column headers, which makes the headers more convenient for users to
perceive.

In this step, you will set up two-level column headers for the Invoice Totals by Customer pivot table.
Proceed as follows:

1. On the Pivot Tables form (SM208010; System > Customization > Manage) for the Invoice Totals
by Customer pivot table, drag the Date field from the Fields pane to the Columns pane. Now
this pane contains two copies of the Date field.

2. In the Columns pane, select the first copy of the Date field (the one in the higher row).
3. In the Properties pane, specify the following settings (as shown in the following screenshot):
¢ Show Total: Selected

e Round To: Years

Revision Two HQ - Pivot Tables CUSTOMIZATION  TOOLS ~

-~ 4+ W - K < S 5 VIEWPINVOT  EDIT INQUIRY

#* Screen D Invoices and Memos PO | Shared Filter to Apply All Records A

Site Map Location

Pivot Table ID Invoice Totals by Customer 2 = MName Invoice Totals by Customer s Shared
Fields Filters Columns Properties
c c + c + X Caption Date
Aggregate Max
Date Date gerea ’
Sort Order Ascending
scription Date
Show Percent O
ner
Show Total
Reference Nbr.
Total Label
Status
Show Empty Value as
Type
Width 100
Rows Values Format yyyy
C + C + Round to Years
Date Part Naone

Customer Line Total

Figure: Reviewing the properties of the first Date field

With the Show Total check box selected, the system will display the Total column with a
cumulative all-year total for each customer.

4. 1In the Columns pane, select the second copy of the Date field (the one in the lower row).
In the Properties pane, specify the following settings (see the following screenshot):
e Show Total: Selected

o Date Part: Quarter
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Revision Two HQ ~ Pivot Tables CUSTOMIZATION  TOOLS =

-~ 4+ W - K < S 5 VIEWPINVOT  EDIT INQUIRY

Invoices and Memos PO | Shared Filter to Apply All Records A
Pivot Table ID Invoice Totals by Customer 2 = MName Invoice Totals by Customer s Shared
Fields Filters Columns Properties
c c + c + X k Caption Date
Aggregate Max
Date Date gerea ’
Sort Order Ascending
Description Date
Show Percent O
Qwner
Show Total
Reference Nbr.
Total Label
Status
Show Empty Value as
Type
Width 100
Rows Values Format Q
C + C + Round to None
Date Part Quarter

Customer Line Total

Figure: Reviewing the properties of the second Date field

With the Show Total check box selected, the system will display the Total column after the Q4
column for each year.

Save your changes to the pivot table.

Click View Pivot to open the pivot table. As shown in the following screenshot, the column
headers have been divided into two levels: the first level displays years, and the second level
displays quarters. The Total column is displayed after each year. The table also contains the
rightmost Total column, which sums up all years.
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Revision Two HQ ~

INVOICE TOTALS BY CUSTOMER

c M

T Customer
Sacramento Industrial Supply
Safe Credit Union

Shere Mortgage Inc
Shortstop Sports

Silver Springs Water
Southwest Food Distribution
Star America Toys
Streamray Inc

Tampa Bay Food Distribution
Texas Video City

Uniforce Staffing Service
Upwardmobility

USA Bartending School
Vancouver Supplies
Veracity Credit Consultants
Western Star Trucks

Westin Galleria Houston
Westwood Manor

WFAN Radio

Widget Connection

Widget Consclidated Holdings

Widget Credit Card
Wright Corner
Total

Inactive Fields
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SAVE AS SAVE CUSTOMIZE TOOLS =
T te t T Date t
20@ 2017
Q3 Q4 Total Q1 Q2 Q3 Q4 Total Total
513.965.70 513.916.23 2.017.578.83 405.610.79 62222167 513.916.23 17255641 171430510 9.01496484 «
2.800.00 2.800.00 28.400.00
2.800.00 2.800.00 2.800.00 2.800.00 26.205.00
173.009.41 189.656.68 687,370 74 252,236 .07 217,949 15 244,243 94 145.070.66 86349982 232187564
2,800.00 2.800.00 23.400.00
18.988.20 18.988.20 3.740.00 12,528.20 23.649.10 39.917.30 58.905.50
238.093.10 338.122.78 93472552 42392514 391.575.40 459.202.69 186.893.60 146159683 3.019.255.59
£.000.00 2.000.00 £.000.00
4.268.00 16.242.00 21.566.20 27.796.90 69.873.10 69.873.10
7.000.00 14,000.00
7.000.00 7.000.00 7.000.00 7.000.00 14.000.00
1.500.00 298.320.00
499.551.00 530.038.00 2.117.081.00 366.261.00 685,656.00 551.899.00 180.633.00 1.784.44500 7.862.42988
7.000.00 2.000.00 839998
14.000.00
2.800.00 2.800.00 2.500.00 37.220.00
1.000.00
47.543.00 310.686.80 363.229 80 298 914.60 23.208.50 4961800 25.000.00 396.741.10 815.050.90
136.786.98 267.589.90 414.376.88 390.061.98 146.200.00 536.261.98 981.117.86
343 44750 339.618.30  1.381.761.80 39.605.00 24.677.50 558.030.90 231.733.40 854.046.80 236222445
40.900.00 48.700.00 89.600.00 34.900.00 57.900.00 74.100.00 13.100.00 180.000.00 269.600.00
82,482 45 131.300.00 388.330.13 76.643.00 216.500.00 152.000.00 9.000.00 45414300 1.049.282 30
176.996.98 77.614.98 276.429 16 25.000.00 44.000.00 44 91800 103.918.00 217.836.00 549 435 16
585109266 842394130 2261595241 820918968 955223844 986392517 4.015.83220 31.641,18549 7812985258

Ll

Figure: Reviewing the pivot table with hierarchical column headers

Close the tab with the pivot table and go back to the Pivot Tables form (SM208010).

In the Columns pane, click the second copy of the Date field (that in the lower row).

10. On the pane toolbar of the Columns pane, click Delete Row.

11. In the Columns pane, click Date.

12. In the Round To box of the Properties pane, select Quarters.

13. Save your changes to the pivot table. You have returned the plain headers back to simplify

In the

filtering.

next step, you will filter the data in the pivot table by using a shared filter.
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Step 14.3: Filtering Data in a Pivot Table by Using a Shared
Filter

When the pivot table contains a lot of data, it can be difficult for users to analyze the data. To reduce
the amount of data in the table, you can use shared reusable filters created for a generic inquiry whose
data the pivot table displays. By using a shared filter, you can filter data in the pivot table permanently.
(The filter actually is applied to the generic inquiry and then the pivot table uses the filtered data.)
Users who have no access to the Pivot Tables form (SM208010) cannot apply a shared filter (or clear an
applied filter) when they work with the pivot table.

You will apply the Current Year filter, which you have created in Lesson 12: Using Reusable Filters, to
the Invoice Totals by Customer pivot table. Do the following:

1. Review the settings of the Current Year filter as follows:

Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area).

On the Current Year tab, click Filter Settings () on the table toolbar. The Filter
Settings dialog box opens with the Current Year filter selected.

c. Make sure that the Shared check box is selected.
d. Close the dialog box.
2. Apply the Current Year filter to the Invoice Totals by Customer pivot table. Do the following:
a. Open the Pivot Tables form (SM208010; System > Customization > Manage).
b. Select the Invoice Totals by Customer pivot table.

c. In the Shared Filter to Apply box (in the upper right of the Summary area), select
Current Year.

d. Save your changes.

3. Open the pivot table. In the following screenshot, you can see that the table contains data for
only the current year.
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Revision Two HQ ~

INVOICE TOTALS BY CUSTOMER

C | Inactive Fields
T Date T %

T Customer t 2017 Q1 2017 Q2 2017 Q3 2017 Q4 Total

New York International Beauty School Ltd 35.000.00 130.614.98 22.000.00 9.500.00 197.114.98
New York Public Library for the Performing Arts 7.000.00 7.000.00
O'Neill's Trading 304.470.60 300.664.11 347.914.68 165.621.90 1.118.671.29
Precision Photos 99.120.00 87.000.00 43.724.00 11.362.00 241.206.00
Premiere Dermatology and Surgery 2.300.00 2.800.00
Quik Process GmbH 142,271 52 16517073 192 316.39 66.902.45 566.661.09
Real Estate Institute 7.000.00 7.000.00
Revenue Recognition Co 8.000.00 8.000.00
Sacramento Industrial Supply 405.610.79 62222167 513.916.23 17255641 1.714.305.10
Shore Mortgage Inc 2.800.00 2.800.00
Shoristop Sports 252.236.07 217.949 15 244,243 94 149.070.66 863,499 82
Southwest Food Distribution 3.740.00 12528 20 2364510 39.917.30
Star America Toys 423.925.14 391,575 40 459 20269 186.893.60  1.461.596 83
Streamray Inc 7.000.00 7.000.00
Tampa Bay Food Distribution 4.268.00 16.242 00 21.566.20 27.796.90 69.873.10
Uniforce Staffing Service 7.000.00 7.000.00
USA Bartending School 366.261.00 685.656.00 551.899.00 180.633.00 1.784.445 00
Vancouver Supplies 7.000.00 7.000.00
Western Star Trucks 2.800.00 2.800.00
Westwood Manor 298.814.60 23.208.50 45.618.00 25.000.00 396.741.10
WFAN Radio 390.061.98 146.200.00 536.261.98
Widget Connection 39.605.00 24 677.50 558.030.90 231.733.40 §54.046.80
Widgat Consolidated Heldings 34.900.00 57.900.00 74.100.00 13.100.00 180.000.00
Widget Credit Card 76,643 00 216.500.00 152.000.00 9.000.00 454,143 .00
Wright Corner 25.000.00 44.000.00 44 918.00 103.918.00 217.836.00
Total 8.209.189.68 955223844 986392517 4.015832.20 31.641.185.49

Figure: Reviewing the pivot table with the shared filter applied
4. Close the tab with the pivot table.
5. In the Shared Filter to Apply box, select All Records to

6. Save your changes.

clear the filter.

In the next section, you will work with the pivot table you have configured.

SAVE AS

SAVE

CUSTOMIZE

TOOLS +
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Step 14.4: Working with a Pivot Table

After you have configured a pivot table, you can use it to analyze data. You can open a pivot table from
the Pivot Tables form (SM208010) or from the generic inquiry form on which the pivot table is based.

In this step, you will open the Invoice Totals by Customer pivot table, export the data from the table to

Microsoft Excel, modify the table on the fly, filter data, create a copy of the pivot table, and delete the
copy. Proceed as follows:

1. Open the Invoices and Memos form (Finance > Accounts Receivable > Work Area).

2. On the form title bar, click Pivot Tables and then click Invoice Totals by Customer. The pivot

table opens in a separate browser tab.
3. Export the data from the table to a Microsoft Excel workbook. Do the following:

a. On the table toolbar, click Export to Excel.

b. Save the file on the hard disk of your computer. Now you can analyze data in the pivot
table by using Microsoft Excel. (This task is beyond the scope of this course.)

4. Customize the pivot table as follows:

a. On the form title bar, click Customize. The Pivot Tables form (SM208010) is opened with
this pivot table selected, so you can modify its settings.

Only users who have access to the Pivot Tables form (SM208010) can see the Customize
button on a pivot table title bar.

b. In the Fields pane, drag the Status field to the Filters pane.

You can add to the Filters pane one field or multiple fields whose values you want to use
for filtering the data in a pivot table.

On the form toolbar, click Save & Close to save your changes to the pivot table and close
the form.

d. On the table toolbar, click Refresh to update the pivot table. Notice that the Status
button has appeared on the table toolbar.

5. Filter the data in the table as follows:

a. On the table toolbar, click the filter icon on the Status button and select only the Open
status, as shown in the following screenshot.

T Status
ITEMS CONDITIONS

Select Al

Closed

Credit Hold

CANCEL

Figure: Configuring a filter by status

b. Click OK in the dialog box to apply the filter. In the following screenshot, you can see the
resulting pivot table, which displays the data for open invoices only.



| Step 14.4: Working with a Pivot Table | 272

Revision Two HQ ~ SAVEAS SAVE  CUSTOMIZE  TOOLS v

INVOICE TOTALS BY CUSTOMER

C ] T Status

T Date 1t

T Customer t 2014 Q3 2017 Q3 2017 Q4 Total
Jersey Central Office Equip 27.000.00 75.000.00 102.000.00 -
Jevy Computers 17.000.90 17.000.00
KRK Consulting Service 35.700.00 35.700.00 I,\\)
Marina Golf Club 30.000.00 30.000.00
Microchip Restaurant 373.364.00 373.364.00
Minneapoelis Food Distribution 15.601.20 19.601.20
MNew York International Beauty School Ltd 9.500.00 9.500.00
O'Neill's Trading 165.621.90 165.621.90
Precision Photos 11.362.00 11.362.00
Qvik Process GmbH 66.902.45 66.902.45
Sacramento Industrial Supply 10830544 172,556 41 280.861.85
Shore Mortgage Inc 2.800.00 2.800.00
Shortstop Sports 53.458.84 149 070 66 202,529 50
Southwest Food Distribution 23.,649.10 23.649.10
Star America Toys 186.893.60 186.893.60
Tampa Bay Food Distribution 27.796.90 27.796.90
Uniforce Staffing Service 7.000.90 7.000.00
USA Bartending Schoal 160.000.00 180.633.00 340.633.00
Veracity Credit Consultants 7.000.00 7.000.00
Westwood Manor 25.000.00 25.000.00 50.000.00
WFAN Radio £3.700.00 63.700.00
Widget Connection 186.733.40 186.733.40
Widget Consolidated Holdings 13.100.00 13.100.00
Widget Credit Card 9.000.00 9.000.00
Wright Corner 18.918.00 18.918.00
Total 7.000.00 665.730.61 388583220 455856281

Figure: Viewing the pivot table with data filtered by invoice status

c. On the table toolbar, click the filter icon on the Status button and select all check boxes
to clear filter by status.

The system clears filter settings by fields automatically after you close a pivot table. If you want
to continue working with the full data in the table, you clear the filter settings manually.

6. Create a copy of the pivot table as follows:
a. On the title bar of the pivot table, click Save As.

b. In the Pivot Name box of the Save Pivot As dialog box, type Copy of Invoice Totals
Pivot.

c. Click Save. Notice that the tab with the pivot table name has appeared next to the
Invoice Totals by Customer tab.

7. Delete the copy of the pivot table as follows:
a. Close the tab with the pivot tables.
b. Open the Pivot Tables form (SM208010; System > Customization > Manage).

c. Find the Copy of Invoice Totals Pivot pivot table by using the Go to Next Record button
on the form toolbar.

d. On the form toolbar, click Delete. The Copy of Invoice Totals Pivot pivot table is deleted
from the system.

In the next step, you will share the pivot table with other users of Acumatica ERP.
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Step 14.5: Sharing a Pivot Table

If you want other users to work with the pivot table that you have created, you need to share the table.

You will share the Invoice Totals by Customer pivot table, add it to a workspace, and open it acting as a
different user. Do the following:

1. Share the Invoice Totals by Customer pivot table as follows:

d.

On the Pivot Tables form (SM208010; System > Customization > Manage) for the
Invoice Totals by Customer pivot table, select the Is Shared check box, as shown in the
following screenshot. Notice that the Site Map Location box becomes available.

In the Site Map Location box, select Accounts Receivable (Company > Finance).

Review the settings of the pivot table (see the following screenshot).

Revision Two HQ - Pivot Tables CUSTOMIZATION ~ TOOLS =
-~ + ® - KK < > > VEWPNVOT EDITINQUIRY
\nvuicesLnd Memos 0| Shared Filter to Apply All Records -
Site Map Location: Accounts Receivable 0o
Pivot Table ID Invoice Totals by Customer £ = Name: Invoice Totals by Customer # Is Shared
Fields Filters Columns Properties
& c + c +
Date Status Date
Description
Owner
Reference Nbr.
Type
Rows Values
c + c +
Customer Line Total

Figure: Reviewing the settings of the pivot table

Save your changes to the form.

2. To add the Invoice Totals by Customer pivot table to a workspace, proceed as follows:

b.

P o o

o™

In the main menu, click the Receivables workspace.

In the main menu, click Configure (the ellipsis in the bottom left corner) and then click
Edit Menu.

On the top pane, click Add Menu Item.

In the Search box of the Select Forms dialog box, type Invoice Totals by Customer.
Select the check box to the left of the link for Invoice Totals by Customer.

Click Add & Close to add the pivot table to the workspace and close the dialog box.

Under the Pivot Tables category, select the check box to the left of the link for Invoice
Totals by Customer to add the table to the Quick Menu.
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h. Click Exit Edit Menu. Notice that the link to the Invoice Totals by Customer pivot
table has appeared in the Receivables workspace.

3. Open the Invoice Totals by Customer pivot table while you are signed in as the wiley user, to
confirm that it is now shared. Do the following:

a. Open the Users form (SM201010; Configuration > User Security > Manage).
b. In the Login box, select wiley.

c. On the form toolbar, click Log In as User. You will be signed in to the system as wiley.

Q

In the main menu, click Receivables and then click Invoice Totals by Customer. This
confirms that wiley can open the pivot table.

e. Sign out of the system and sign in as admin.
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Lesson Summary

In this lesson, you have learned how to create and configure pivot tables and how to work with them.
By using the Pivot Tables form (SM208010), you have created a pivot table, added fields to the table,
applied a shared filter to the table, and shared the pivot table with other users of Acumatica ERP.
After you opened the pivot table, you added an extra field for filtering data, filtered the data by status,
exported the data to a Microsoft Excel workbook, and created a copy of the pivot table.
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Review Questions

1. How can you filter data in a pivot table? Select all correct responses.

e A. You specify a shared filter in the settings of a pivot table.

B. You cannot filter data in a pivot table in Acumatica ERP.

C. You filter data by the values of a field you add to the Values pane of the Pivot Tables
form (SM208010).

D. You filter data by the values of fields you add to the Rows, Columns, or Filters pane
of the Pivot Tables form (SM208010) for the pivot table.

2. Can other users open a pivot table created by you if it is not shared?
e A. Yes, they can open the table if they have access to the Pivot Tables form (SM208010).
e B. No, they cannot.
e C. Yes, they can find all pivot tables in the Data Views workspace and open any of them.
3. How can you add a column with totals for each row in a pivot table?
e A. Select the Show Total check box in the properties of a field listed in the Rows pane.
e B. Select the Show Total check box in the properties of a field listed in the Values pane.

e C. Select the Show Total check box in the properties of a field listed in the Columns
pane.

4. How many pivot tables can you create for the same generic inquiry?
¢ A. An unlimited number of pivot tables
¢ B. Only one pivot table

e C. No more than five pivot tables

Answer Key
1-A,D;2-B;3-C,4-A.
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Part 6: Access Rights to Inquiries, Reports,
Dashboards, and Pivot Tables

Acumatica ERP was designed with particular attention to the collection, storage, and processing of
sensitive corporate data that must be protected against unauthorized access, use, modification, and
disclosure. Acumatica ERP uses reasonable security measures, including access control to system
resources.

In this part of the course, you will learn how to specify access rights to inquiries, reports, dashboards,
and pivot tables.
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Lesson 15: Setting Up Access Rights to Inquiries, Reports,
Dashboards, and Pivot Tables

In Acumatica ERP, you create user accounts to allow people access the system. Based on users' job
responsibilities, you can control their access to forms, entities created through these forms, and
operations on these entities based on the user's job responsibilities. Rather than assigning each
individual user access rights to each object the user must access, you define roles, which are sets of
access rights that fit job responsibilities in your company, and then assign these roles to individual
users.

Roles help you easily manage access rights for groups of users in the system. Changing one role alters
the access rights for all users to whom this role is assigned.

In this lesson, you will specify access rights to the inquiries, reports, dashboards, and pivot tables you
have created in the previous lessons of this course. You will configure the Administrator and DEMO
roles, and assign them to the users with the admin and user user names, respectively. The levels of
access you should specify for the roles are summarized in the following table.

Access Rights to the Reports, Inquiries, and Dashboards

Report, Inquiry, or Dashboard Access Rights of the User
admin user

The Invoices Commissionable by Salesperson report (AR670000) Can view Can view
The Items Invoiced by Salesperson report (AR680000) Can view Cannot view
The Open Sales Orders by Customer inquiry Can view Can view
The Sales Orders by Date and Status inquiry Can view Cannot view
SalesDemo Dashboard Can view and edit | Can view
Accounts Receivable Dashboard Can view and edit | Cannot view
The Invoice Totals by Customer pivot table Can view and edit | Cannot view

Lesson Objectives
In this lesson, you will learn how to do the following:
e Set up access rights to a report
e Set up access rights to a generic inquiry
e Set up access rights to a dashboard
e Set up access rights to a pivot table
e Set up a user with access rights

Related Links
User Security
Role-Based Access
Access Rights by Role
Levels of Access Rights
Users


https://help.acumatica.com/Main?ScreenId=ShowWiki&pageid=54d6019b-ffb9-428f-a36b-f42fff064e43
https://help.acumatica.com/Main?ScreenId=ShowWiki&PageID=cdd2ae45-630a-4fae-9d7f-3dac7db2c297
https://help.acumatica.com/Main?ScreenId=ShowWiki&PageID=28b86a7c-c4da-4eb6-bdb5-b46d2cb7ddc8
https://help.acumatica.com/Main?ScreenId=ShowWiki&PageID=488983bb-4b1c-4ddb-8341-61e58f000fda
https://help.acumatica.com/Main?ScreenId=ShowWiki&PageID=834cc181-97fa-4db4-a7e0-3eaba142c166
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Step 15.1: Setting Up Access Rights to Reports

You can grant any role access to any form, including any report form, on the Access Rights by Screen
form (SM201020).

You can also grant a specific role access to any form on the Access Rights by Role form (SM201025). On
IEI the Access Rights by Screen form (SM201020), you can select a form (or report form) and then grant any
number of roles access to the selected form. On the Access Rights by Role form, you can select a role and
grant that role access to forms (including report forms) and other system entities, such as modules, suites,
and form elements.

In this step, you will specify the access rights for the Invoices Commissionable by Salesperson
(AR670000) and Items Invoiced by Salesperson (AR680000) report forms. Proceed as follows:

1. Sign in to the SalesDemo company of Acumatica ERP.

2. On the Access Rights by Screen form (SM201020; Configuration > User Security > Manage), in
the left pane, select Company > Finance > Accounts Receivable > Reports > Audit > Invoices
Commissionable by Salesperson. You created this report in Lesson 4: Creating a Report.

3. In the table in the right pane, which lists all the roles defined in the system, select the following
levels of access rights for the specified roles (as shown in the screenshot below):

Administrator: Granted

DEMO: Granted

Revision Two HQ ~ Access Rights by Screen TOOLS ~
] (o]
OMPANY
=3 CONMPANY c |
#-(£3 Organization
L . B Role Guest Description *Access Applies
E=| Finance Role Rights to
#- General Ledger Childrer
=] Cash Management % | Administrator System Administrator Granted v
4 53 Accounts Payable Anonymous v Anonymous Not Set v
&6 A ts Recaivabl
5 Accounts Receivable Bl Access to Business Intelligence Views Not Set v
w50 Work Area
BRANCH HQ Employees in HQ Branch Not Sat v
®-C3 Processes
=-E3 Reports BRANCH VA Employees in VA Branch Not Sat v
& =5 Balance CONSULTANT Consultant Not Set vl
+ £ Forms Customizer Customizer Not Set v
= 53 Audit DashboardDesigner Dashboard Designer Not Set v
..... Cust s "
8 Customer Summary DEMO Demo role for eval (add HQ and VA) Granted v
----- [ Customer Profiles
' EMPLOYEE Access to tasks, appravals, expenses, elc Not Set v
----- [ Customer History Summary
1 Customer History Field-Level Audit Role that can access Field-Level Audit Not Set v
[ AR Edit FINANCE Accounting and finance Not Set v
""" 0 AR Edit Detailed Guest v External Guest Role Not Set v
""" 01 AR Register Internal User Allows the user to change personal settings, ...  Not Set v
AR Register Detailed
= egister Letatle Paortal Admin Access to portal configuration Not Set v
[ AR Batch Register
Portal U v Portal Not Set v
----- [ AR Batch Register Detailed ortat Hser ortatuser o=
-7 Invoiced ltems PURCHASING Purchasing Not Set 7
0 Invoices Commissionable by Salesperson READONLY Read only role Not Set v
""" 0 Items Sold by Salesparson ReportDesigner Report Designer Mot Set V1
5 Analysis SALES Sales Not Set v
Configurati
= £ Configuration SALESMGR Sales Manager Not Set v
w3 Fixed Assels
+t| Deferred Revenue

Figure: Roles' access rights to this report form

For each role, you can specify one of the following levels of access rights to this report form (and
to any report form):

e Not Set (default): If this level of access rights is assigned to all roles for the report
form, users with any of these roles have access to the report form. If at least one role
is assigned the Revoked or Granted access rights for the report form, a user with a role
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with the Not Set level is denied access to the form; for this user, the report form is not
displayed in the UI.

e Revoked: If this level of access rights is assigned to a role, users with this role are denied
access to the report form; for these users, the report form is not displayed in the UI.

e Granted: If this level of access rights is assigned to a role, users with the role can access
the report form and run the report.

In the classic UI, for a role, you could grant access to the report form but revoke access to
IEI the whole module that contains it. A user with such a role could access this form only from

forms outside of the module that have commands or links to the report form; the user would

not be able to view the form on the navigation pane due to the unavailability of the module.

Save your changes to the form.

Based on the settings you have specified, only users with the Administrator or Demo role (or
both roles) can access the Invoices Commissionable by Salesperson report form (AR670000) and
run the report.

In the left pane, select Company > Finance > Accounts Receivable > Reports > Audit > Items
Sold by Salesperson. You created this report in Lesson 6: Creating Tabular Reports.

In the table in the right pane, for the Administrator role, select the Granted level of access
rights.

Save your changes to the form.

Based on the settings you have specified, only users with the Administrator role can access the
Items Invoiced by Salesperson report form (AR680000) and run the report. Other roles still have
the default Not Set access rights, which forbid users with these roles to access the report form
now that one other role has the Granted level of access rights specified.
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Step 15.2: Setting Up Access Rights to Generic Inquiries

Now you will specify assess rights for the Open Sales Orders by Customer and Sales Orders by Date
and Status inquiry forms. Do the following:

1. On the Access Rights by Screen form (SM201020), in the left pane, select Company >
Distribution > Sales Orders > Reports > Audit > Open Sales Orders by Customer. You created
this generic inquiry in Lesson 1: Creating a Generic Inquiry.

2. In the table in the right pane, select the following levels of access rights for the specified roles:
e Administrator: View Only
e DEMO: View Only

For each role, you can specify one of the following levels of access rights to this inquiry form
(and to any form):

e Not Set (default): If this level of access rights is assigned to all roles, it allows all roles to
have access to the form until access rights are set to any other level for at least one role.
After at least one role has been assigned another level of access rights, access to the form
is denied for a role with this access level.

e Revoked: If this level of access rights is assigned to a role, users with the role are denied
access to the form and its functionality.

e View Only: If this level of access rights is assigned to a role, it gives the role restricted
access to the form and its functionality. This level allows users with the role to view the
form and any records associated with the form (in drop-down lists on other forms). This
level forbids users with the role to edit details about any record, create new records or
entities of the type, and delete records.

e Edit: If this level of access rights is assigned to a role, it the role restricted access to the
form and its functionality. This level allows users with the role to view the form, select
records, and edit details about any record. This level forbids users with the role to create
new records or entities of the type, and to delete records.

e Insert: If this level of access rights is assigned to a role, it gives the role restricted access
to the form and its functionality. This level allows users with the role to view the form,
select records, edit details about any record, and create new records or entities of the
type. This level forbids users with the role to delete records.

o Delete: If this level of access rights is assigned to a role, it gives the role complete access
to the form and its functionality. This level encompasses the capabilities of the View Only,
Edit, and Insert levels, while also giving users with the role the ability to delete records.

If a generic inquiry form replaces an entry or maintenance form, access rights to the generic
inquiry are inherited from this entry or maintenance form.

3. Save your changes to the form.

Based on the settings you have specified, only users with the Administrator or Demo role (or
both roles) can access the Open Sales Orders by Customer inquiry form.

4. 1In the left pane, select Company > Distribution > Sales Orders > Reports > Audit > Sales
Orders by Date and Status. You created this generic inquiry in Lesson 1: Creating a Generic
Inquiry.

5. In the table in the right pane, for the Administrator role, select the View Only level of access
rights.

6. Save your changes to the form.
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Based on the settings you have specified for this form, only users with the Administrator role can
access the Sales Orders by Date and Status inquiry form. Other roles have the default Not Set
access rights, and these users may not access the inquiry form.
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Step 15.3: Setting Up Access Rights to Dashboards

When you created dashboards in Lesson 13: Creating and Managing Dashboards, you specified access
rights to these dashboards on the Dashboards form (SM208600).

In this step, you will configure access to this form and to dashboard widgets, and review access rights
to the SalesDemo and Accounts Receivable dashboards. Proceed as follows:

1. Configure the access rights to the Dashboards form (SM208600) as follows:

a. Open the Access Rights by Screen form (SM201020; Configuration > User Security >
Manage).

b. In the left pane, select Company > System > Management > Customization > Work Area
> Manage > Dashboards.

c. In the table in the right pane, for the Administrator role, select the Delete level of access
rights.

d. Save your changes to the form.

With this configuration, only users with the Administrator role can access the Dashboards
form (SM208600). That is, only these users can create and delete dashboards in the
system, in addition to specifying the access rights to all dashboards in the system.

You were able to access the Dashboards form (SM208600) in Lesson 13: Creating and

IEI Managing Dashboards without explicitly setting access rights because the Not Set level of
access rights had been specified to this form for all user roles before your changes in this
step.

2. Configure the access rights to the DB SO Total generic inquiry form (on which you based the
scorecard KPI widget, Average Deal Size, in Lesson 13: Creating and Managing Dashboards) as
follows:

a. In the left pane of the Access Rights by Screen form (SM201020), select Company >
Hidden > Hidden Generic Inquiries > DB SO Total.

b. In the table in the right pane, for the Administrator role, select the Delete level of access
rights.

c. Save your changes to the form.

Based on this configuration, only users with the Administrator role assigned can view the
Average Deal Size widget on the SalesDemo dashboard.

3. Review access rights to the SalesDemo dashboard as follows:
Open the Dashboards form (SM208600; System > Customization > Manage).
b. In the Name box, select SalesDemo.
c. Make sure that the Allow Users to Personalize check box is cleared.

With this setting, users who can view the dashboard cannot create a personal copy of the
dashboard.

d. In the Granted column of the Visible To table, make sure that the check box is selected
for the Administrator and DEMO roles.

This configuration means that users with these roles assigned can view the SalesDemo
dashboard.

If a user can view a dashboard but does not have access to the form or generic inquiry on
which one of the dashboard's widgets is based, the user will see a placeholder instead of the
widget.

4. Review the access rights to the Accounts Receivable dashboard as follows:
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In the Name box of the Dashboards form (SM208600), select Accounts Receivable.
Make sure that the Allow Users to Personalize check box is selected.

This setting means that users who can view the dashboard can also create a personal
copy of the dashboard and edit it (that is, add, edit, arrange, and remove widgets on the
dashboard).

In the Granted column of the Visible To table, make sure the check boxes are set as
follows for these roles:

e Administrator: Selected
e DEMO: Cleared

Based on this configuration, users with the Administrator role can view the Accounts
Receivable dashboard, and users with the DEMO role cannot view this dashboard.
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Step 15.4: Setting Up Access Rights to Pivot Tables

In Lesson 14: Creating and Managing Pivot Tables, you created the Invoice Totals by Customer pivot
table, which is shared with other users of the system. In this step, you will restrict access to the
table. First, you will configure access to the Pivot Tables form (SM208010) so that only a user with the
Administrator role could manage pivot tables. Second, you will configure access rights to the Invoice
Totals by Customer pivot table.

Do the following:

1. Configure the access rights to the Pivot Tables form (SM208010) as follows:

Open the Access Rights by Screen form (SM201020; Configuration > User Security >
Manage).

In the left pane, select Company > System > Management > Customization > Work Area
> Manage > Pivot Tables.

In the table in the right pane, for the Administrator role, select the Delete level of access
rights.

Save your changes to the form.

With this configuration, only users with the Administrator role can access the Pivot Tables
form (SM208010). That is, only these users can create, delete, and modify pivot tables.

2. Configure the access rights to the Invoice Totals by Customer pivot table. Proceed as follows:

On the Access Rights by Screen form (SM201020; Configuration > User Security >
Manage), in the left pane, select Company > Finance > Accounts Receivable > Invoice
Totals by Customer.

In the table in the right pane, for the Administrator role, select the Granted level of
access rights.

The levels of access rights for pivot tables are the same as those for reports.
Save your changes to the form.

Based on this configuration, only users with the Administrator role can view the Invoice
Totals by Customer pivot table.
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Step 15.5: Providing a User with Access Rights

On the Users form (SM201010), you can create a new user, manage an existing user, and assign any
role to a specific user.

You can also assign a specific role to any user on the User Roles form (SM201005; Configuration > User
Security > Manage). On the Users form (SM201010), you can select a user and then assign any number of
roles to the selected user. On the User Roles form, you can select a role and assign that role to any number
of users.

In this step, you will create a user, assign the appropriate roles to this user, and test the access rights
of users by signing in as them. Do the following:

1. On the Users form (SM201010; Configuration > User Security > Manage), in the Login box,
select admin (the user name of the user you are signed in to). On the Roles tab, make sure that
the check boxes for the Administrator and DashboardDesigner roles are selected for this user.

In Lesson 13: Creating and Managing Dashboards, you have specified the DashboardDesigner role
as the owner role for the SalesDemo and Accounts Receivable dashboards. Users with this role
assigned will be able to edit properties of these dashboards.

2. Create a new user as follows:
a. On the form toolbar, click Add New Record.
b. Specify the following settings for the new user (shown in the screenshot below):
¢ Login: user
¢ Generate Password: Cleared
e Password: Any password you want to specify for the user
e Email: userRacumatica.com

c. On the Roles tab, in the Selected column, select the check boxes for the following roles
(also shown in the screenshot below):

e BRANCH HQ
e BRANCH VA
e DEMO
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Figure: Creating a new user

Save your changes.

3. Test the access rights of admin as follows:

b.
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Force User to Change Pass
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word on Next Login

Make sure that you are signed in as admin. You can find this information in the info area
in the upper-right corner of the Acumatica ERP screen.

Open the Receivables workspace by clicking its name on the main menu. Notice that the
Invoices Commissionable by Salesperson (AR670000) and Items Invoiced by Salesperson
(AR680000) reports are listed in the workspace, and thus available to admin (see Item 1

in the screenshot below).

=

Reports > Audit.

In the classic UI, you can find these reports as follows: Finance > Accounts Receivable >

Notice that the Invoice Totals by Customer pivot table is also visible to admin in this

workspace (Item 2).

TOCOLS -
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Figure: Checking the reports and pivot tables admin can view

d. Open the Sales Orders workspace by clicking its name on the main menu. Notice that
the Open Sales Orders by Customer and Sales Orders by Date and Status generic inquiry
forms are available to admin. (See the following screenshot.)
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Figure: Reviewing the generic inquiry forms visible to admin

=

In the classic UI, you can find these generic inquiries as follows: Distribution > Sales
Orders > Reports > Audit.

Open the SalesDemo dashboard. Notice that the Design button is displayed on the
dashboard title bar. This means that admin can manage the widgets of the dashboard:
add widgets, delete them, arrange them, or change their properties.
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Open the Accounts Receivable dashboard. Again notice that the Design button is
displayed on the title bar of this dashboard. The admin user can manage the widgets of
this dashboard also.

4. Verify the access rights of user by doing the following:

b.

Sign out as admin, and then sign in to the SalesDemo company of Acumatica ERP as
user.

Open the Receivables workspace by clicking its name on the main menu. Notice that
the Invoices Commissionable by Salesperson report (AR670000) is listed and thus visible
to user, but the Items Invoiced by Salesperson report (AR680000) is not listed and thus
inaccessible, as shown in the following screenshot. Access rights to this report are not
permissive for any of the roles of user.
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Figure: Reviewing the reports that can be viewed user

In the classic UI, you can find these reports as follows: Finance > Accounts Receivable >
Reports > Audit.

Notice that user cannot see the Pivot Tables category on this workspace. This means

that this user cannot access the Invoice Totals by Customer pivot table, which is the only

item in this category.

Open the Sales Orders workspace by clicking its name on the main menu. Notice that
the Open Sales Orders by Customer inquiry is listed, but the Sales Orders by Date and
Status inquiry is not. (See the following screenshot.)
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Figure: Reviewing generic inquiries that can be viewed by user

In the classic UI, you can find these generic inquiries as follows: Distribution > Sales
IEI Orders > Reports > Audit.

Open the SalesDemo dashboard. Notice that the Design button is not shown on the
dashboard title bar (see the screenshot below). Thus, user cannot manage the widgets
of the original dashboard because this user is not assigned the DashboardDesigner role.
User also cannot create a personal copy of the dashboard because you cleared the Allow
Users to Personalize check box on the Dashboards form (SM208600).

You can see a placeholder with a lock in place of the Average Deal Size widget. This
widget is based on the DB SO Total generic inquiry, which can be accessed by only users
with the Administrator role assigned.
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Figure: Reviewing the SalesDemo dashboard for user

f. In the Search box of the top pane, type Accounts Receivable. Notice that nothing is
listed on the Menu Items tab. This happens because no user roles assigned to user can
access this dashboard.

You have successfully configured the access rights to the reports, inquiries, dashboards, and pivot
tables.
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Lesson Summary

In this lesson, you have learned how to specify access rights to inquiries, reports, dashboards, and
pivot tables. On the Access Rights By Screen form (SM201020), you granted access for specific roles
to the inquiries, reports, dashboards, and pivot tables you have created in the previous lessons of this
course. On the Users form (SM201010), you created a new user and set up access rights to this user.
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Review Questions

1. Where can you grant a role access to a particular form? Select all that apply.
e A. On the Users form (SM201010)
e B. On the Users Roles form (SM201005)
e C. On the Access Rights by Role form (SM201025)

2. Select the level of access rights to reports that imparts the most privileges.
e A. Not Set
e B. Granted
e C. Revoked

3. Select all statements that correctly describe the Not Set level of access rights.
e A. This is the default level of access.

e B. If this level of access is assigned to all roles for the form, users with any of these roles
have access to the form.

e C. Once another level of access rights is set to the form for at least one role, a user with a
role with the Not Set level is granted access to the form.

4. Suppose that you opened a dashboard and see a lock instead of one widget. Why are you seeing
the lock?

e A. The widget is under construction
¢ B. Another user is viewing a source form of this widget
e C. You do not have access to the source form of this widget

e D. The system cannot access an external web page that should be displayed by this widget

Answer Key
1-C;2-B;3-A,B;4-C.
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Appendix: Updating Reports

Any report of Acumatica ERP contains a database schema. In some cases, such as the following, the
database schema of any report can become outdated even if no one has changed the reports directly:

¢ You have installed a new version of Acumatica ERP.
e Acumatica ERP has been customized—for example, a custom field was added to a class.

To make new fields and database columns available in a report, you need to update the database
schema in the report.

Updating a Report by Using the Report Designer

In the Schema Builder wizard of the Report Designer, load the schema, and update the opened report
classes by clicking one of the following buttons (see the screenshot below):

e Refresh: To update the class selected in the area above the button

e Refresh All: To update all the classes used in the report

Schema Builder =]
Tables | Relationships | Parameters | Fitters I Sorting And Grouping | Wiewer Fields|
Enter Web service URL to load W5DL document : Load schema Login : admin@SalesDema
hitp:/Aocalhost/Msapaev/ w Password:  sesesesss
Accessinfo +-[E ARSalesPerTran
ﬁgszﬂrﬁof&loﬂhcaﬂon b3 + Customer
AceourtBy PeriodFiter +-{E] SalesPerson
Account By YearFitter l = I +-[E Branch
AccourtClass
AccountFitter €2
AccountPtr
AccountsFitter - I Refactor I I Refresh I I Refresh All I

ok ) [ Goree ) [ romr ]

Figure: The buttons to refresh the report schema

If any class name or data field name used in the report is updated by the new names through one of
these actions, the new names will be substituted for the old ones automatically wherever they are used:
in the relationships, filtering and grouping conditions, text boxes, and expressions.

Updating Multiple Reports by Using the Report Updater Tool

You can use the ReportUpdater.exe command-line tool to update the database schema for multiple
reports at once.

The ReportUpdater.exe tool is the command line utility included in Acumatica Report Designer. It is located
in the same folder as the Report Designer.

When you launch the Report Updater, it performs the following actions:
1. On the specified site, loads the database schema
2. For each report from the specified source folder:
a. Reads the report
b. Refreshes all the classes used in the report according to the database schema

c. Writes the updated report file to the specified destination folder
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Outputs the result of the report update to either the system console or the specified log
file

To get the ReportUpdater.exe help information, launch the utility in the Command Prompt without
parameters, as shown in the screenshot below.

c:\Program
yntax:

saves the

<login> is
<password>

the file.

c:\Program

-

@M Command Prompt =

> ReportUpdater src=<srcFolder> dest=<dstFolder> url=<url> log=<logName> login=<
login> password:=<passuword>

Launches report updater.

<srcFolder> is the absolute path to the folder, from which the utility loads the
source reports.

<dstFolder> is the absolute path to the destination folder, to which the utility

<url> is the URL of the site used to load the database schema.

<logMame> is the log file name. If the name is specified, all the log outputs to

Files (x8B6)\Acumatica ERP\Report Designer>ReportUpdater

updated reports.

the login for the site used to load the database schema.
is the password for the site used to load the database schema.

Otherwise the log information outputs to the console window. |

Files (x86)\Acumatica ERP\Report Designer>_

4 (M

Figure: Report Updater help information

Use the following command line syntax to update multiple reports.

>ReportUpdater src=<srcFolder> dest=<dstFolder> url=<url> log=<logName>
login=<login> password=<password>

The Report Updater parameters are listed in the table below.

Parameter Description

src The absolute path to the folder from which the utility loads the source reports.

dest The absolute path to the destination folder to which the utility saves the updated
reports.

url The URL of the site used to load the database schema.

log The log file name (optional). If you specify a name, the entire log is output to the
file. Otherwise, the system outputs the log information to the console window.

login The login for the site used to load the database schema.

password The password for the site used to load the database schema.

El

If a parameter contains spaces, use quotation marks around the parameter.

If you need to override existing reports, use the same path for the source and destination folders.

As an example of using the ReportUpdater.exe tool, see the following command line for the Test
application, and the screenshot below.

>ReportUpdater.exe src=c:\aaa dest="c:\bbb dest" url=http://localhost/Test
login=admin password=123
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™ Command Prompt | = | & e

c:\Program Files (x8B)\Acumatica ERP\Report Desi

st="c:\bbb dest” url=http://localhost/Test login=admin password=123
Loading schema from http://localhost/Test

Loaded. Processing files from c:\aaa

Processing c:\aaa\SMB50500.rpx OK

Processing c:\aaa\SME51000.rpx 0K

Processing c:\aaa\SMB51500.rpx

Processing c:\aaa\SM651700.rpx

Processing c:\aaa\SME52500.rpx

Processing c:\aaa\TemplateForm.rpx OK

Processing c:\aaa\TemplateReport.rpx OK

Done processing 8 files. Processed: 8. Failed to process: 0

c
c
c

Processing c:\aaa\SMB52000.rpx
c
c

c:\Program Files (x86)\Acumatica ERP\Report Designer>

4 (1M

h A

Figure: Example of the ReportUpdater.exe utility in use

In the example, the command line does not contain the 10g parameter; therefore, the
ReportUpdater.exe tool outputs the log information to the Command Prompt window.
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Glossa ry

Class. See Data Access Class.

Data Access Class. In Acumatica ERP, the data is stored in a database. However, users of Acumatica
ERP do not access the database tables directly. Instead, they access the data access classes. In

many cases, the data access classes directly correspond to the database tables; however, this is not
necessarily the case for all the tables.

Data Field. The fields of the Data Access Classes. The data field correspond to the database
columns, but this is not necessarily the case for all the fields.

Data Class. See Data Access Class.
Excel. Microsoft Office Excel.
MS Excel. Microsoft Office Excel.

OData. The Open Data Protocol is a general-purpose data access technology. OData defines an abstract
data model and a protocol that can be used to expose any client access information from any data
source in Acumatica ERP.

Table. See Data Access Class.
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