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About Bookwood Systems Training & Development

Bookwood Systems Ltd has been providing training and development for many reporting tools since 1987. More
recently it has partnered with Alpha Five and FLEXquarters to produce training materials and offer report
development, custom training, consultation and support to clients at the end user level and Pro-Advisor level.
We strive to give complete integrated solutions and support for the customer.

About QReportBuilder

As you begin to work more and more with QReportBuilder you will come across names that might not be
familiar to you at first, such as Alpha Software, Alpha Five, FLEXquarters and QODBC. QReportBuilder is the
combined effort of 2 individual software development companies (both long time QuickBooks users) and has
been in development since 2006

Alpha Software , makers of the award winning RAD tool Alpha Five developed the powerful interface that
allows you to design & build complex custom reports. Combined with QODBC, an ODBC driver built
specifically for QuickBooks by FLEXquarters.com Limited allows that reporting interface to have a live link to
the data in QuickBooks. The joint development effort of QReportBuilder has produced the first highly
specialized “QuickBooks specific” report writer on the marketplace today, answering the need for highly
specialized reports from QuickBooks.



QReportBuilder V9 QuickStart Guide

neporiouaer

VI.

VII.

VIII.

Pdge

TABLE OF CONTENTS

Overview

QReportBuilder installation

Roadmaps to QReportBuilder Reports

Accessing and selecting QuickBooks data sources
Accessing Excel, Access and other external data soes
Building basic QReportBuilder reports

Verification of data accuracy

Print reports

Summary and Resources

Copyright 2009 Bookwood Systems LTD

13

14

21

21

44

45

49



QReportBuilder V9 QuickStart Guide P&ge

I. Overview—QReportBuilder concepts that when understoodagdiist in learning the application’s
mechanics.

A. Dependent Application—
QReportBuilder is physically a stand alone datarappiication
Totally dependent on data transferred from QuickBadata files
Specially built data conversion driver (ODBC) hasb built by FLEXquarters.com
Data transfers from QuickBooks to QReportBuilder

LTT- s
@ ) RaportBuider
FLEXquarters.com ODBC Driver '

B. The Application and Installation—
The QReportBuilder application has been developedipha Software
Based on database called Alpha 5 Version 9 andpist writer
The application must be installed one time on #raescomputer that hosts QuickBooks

C. QuickBooks Security/Permissions—
QuickBooks has built in capabilities to integratéhvother applications
Must identify QReportBuilder to QuickBooks so tiGaickBooks security allows
QReportBuilder to function
Note: If there is more than one company on QuickBaks being used as a data source for
QReportBuilder, the permission links to QReportBuilder must be activated in QuickBooks
before QReportBuilder is operational for that company.

D. QuickBooks Data Transfer to QReportBuilder—
Install QReportBuilder and gain permission to asd@sickBooks data files
Open a new project in QReportBuilder and trangferdata from QuickBooks. A
QReportBuilder project is the database containihthe QReportBuilder files transferred
from QuickBooks and all reports, procedures andtionality built into QReportBuilder.
The QReportBuilder files are called passive linlléa—separate files from the original but
passively linked
Passive link tables can be updated at any timegyubmrefresh (update) function
Option to update all the files or just selecteddithat need to be current
When new project is set up, only the data filesdeeeshould be updated
If all files are updated, the transfer may takeof 20 minutes for on a fast computer and
small QuickBooks database
Large QuickBooks databases should be transferredroght
After the initial update, refresh only files neededselected report
At report run time, option is given to refresh ffassive linked tables used in the report

[Refresh data files, Y or|N
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E. Roadmaps to QReportBuilder Reports—
First key to successful report building in QRepaiit8er--PLANNING
Write objectives and specifications for the fingport prior to starting the build process
Map the fields and the desired layout of the reparpaper prior to starting or start with an
Excel report that is going to be replaced with atomated version in QReportBuilder

F. Understanding QuickBooks Data—
Second key to successful reports in QReportBuilderderstand the data fields and where
they are in the QuickBooks’ tables.
130-140 QuickBooks’ tables contain the data théitlvei extracted to build the reports
QReportBuilder provides online aides for findingléis and identifying the file location
Important to understand one-to-one and one-to-rdatg relationships
Important to understand exact meaning of eachfadtbbeing used in a QReportBuilder
report
Must develop reports with correct values that rederwith QuickBooks report data

G. Utilizing External Data—
External data from Excel, Access, or ASCII textdilexported from other applications can
be integrated with QuickBooks data providing thisra field that can link the files
The external files can be set up as passive linlesaso that they can be automatically
refreshed just as the QuickBooks files are refréshe
The external files can be imported once or each time file is needed, rather than setting it
up for automatic refresh

H. Report Development—
Identify source data fields—develop report
Select the file or files needed for report
Select the fields needed for the report

I. Report Accuracy—
Select fields and place on report
Verify accuracy of the report by generating totisl comparing to QuickBooks equivalent
report
Add titles, labels and sub-totals after verificatihat data fields are correct

J. Review or Print Reports—
Review reports at any time on the computer screday printing
Reports can be saved in several different formasent by email

Copyright 2009 Bookwood Systems LTD
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K. Activation and Training—
Upon completion of QReportBuilder reports, traini€@@ooks operator
Emphasize importance of using refreshed data velatasin an older version of the passive

link table.

For those consultants who are designing QReportBuler reports for their clients, the report templates
would be exported to the clients computer and run wh a version of QReportBuilder installed on that
machine. For the client who does not need to furtlr develop reports or modify existing report
definitions, a new runtime version of QReportBuilde is available which has the same look and feel as
the development version, but can be purchased atgreatly reduced price

L. Auxiliary Functions—
Other functions support primary function of devehgpQReportBuilder reports
Export and import report definition files for pdboilty to other
QuickBooks/QReportBuilder systems
Other functions will be covered in QReportBuildegchanics courses as appropriate

M. Summary—
QReportBuilder is a narrowly focused applicatioatthas a simple purpose
Very powerful and increases the power and valu@uw€EkBooks
Provides virtually unlimited capabilities for repiog the vast storehouse of detailed data
that is collected in the course of operating afess

Copyright 2009 Bookwood Systems LTD
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[I. QReportBuilder installation

A. Install QReportBuilder from the internet at the @BeBuilder website on thBownload
button. Enter the requested information and th@iegtion will download and install on the
QuickBooks computer for a 30 day trial.

Buitd
Rapor

T r

R 9p0r tB u " der Custom report building designed expressly for QuickBooks

Chwrview Dorwninads Iflnr_'luw Support Company

QReportBuilder Downloads

QReportButlder 1s fully funchional for 30 days, there are no limitations of report design, running reports or mporting new report
templates to test. Simply fill out the form below and on the naxt page yvou will ba able to download the installer and samples.

When you deade to purchase, it is simply a registration key you enter in the evaluation downdoad that unlocks the bme limitation.
notheng new to mstall and all the reports you have oeated are there to run.

QReportBuilder Version 8 supports QuickBooks USA versions 2008-2002, UK or Canadian 2008-2003. Al of the vanous Editions of
QuickBooks Pro, Premeere, Enterprise and Simple Start are supported.

* = raquirsd fisld

* Mz

¥ Campanyi

which country version | Unted Stales of Amenca EI'
of QuickBosks Pro or higher are you
wskng

B. During the installation process an option will beeg to register the product if it has already
been purchased and the registration number isadl@ito enter. Or the choice can be made to

evaluate it, purchase the license number or efitrbenstalling QReportBuilder.

Register OReportBuilder &

QReportBuilder Registration

(%1 have a OReportBuilder license number

License Mumnber i~|

()1 want bo evaluate OReportBuilder

() Lwart ko purchase a QReportBuilder license number

Qlfﬁﬂﬂfmﬂﬂﬂﬁf

O Exit
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C. After registering the product as a purchased pripdine option is given to activate the product.
After registration, it will operate for 45 days beé activation is required. The fastest and
easiest way to activate is to do at this point dkerinternet.

Activation Request &"i

Activate
Activate vour copy of QReportBuilder,

our copy of QReportBuilder will work For 45 more davs before activation is required.

How wiould vou like to activate QReportBuilder?

() Online (JFax ) Mail ) Telephone
Online Ackivation

‘our ackivation information will be sent across the Internet to Alpha Software's ackivation server and
wour computer will automatically be ackivated.

IF this computer is not currently connected ko the Internet, wou should connect it now,

D. With the completion of the installation procesg @ReportBuilder main menu is displayed.
& QReportiluilder - [OReportBulider 2009 Home Page] e

@ [ Vew Wrdow Hep =1 5 %

\ s Report o EStRepert | [0 Proview Repert (5 Privt Report. | (03 Refresh Dats | B hew Scipe W Edt 5ot Fun Sorpt | (@ Ivteractive Window | X Close |

- Gt ting Started Data

- LsEning Center

Design

» Y Cra
2 b Ed
.
. % [t
. B &L
.
. Ta
Print <8 Prevers 3 THROT
Maoba: Yo e usng dacs froen & = ar =l
Fie, To uss data from ‘soul o i, you * M
et first chcke tha "Relresh Daks” b
Refrean Data | Share N £ e
e ® Exoort i ranott dafnex

Cuarrent project name
Mewe Project ORE 2000

Late=ct Bhews Upelute

o QR eportfiiden Home Page
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E. The Getting Started section provides two opgtion

@ OReportBuilder - [QReportBuilder 2009 Home Page]
(@ Fle View Help

|1 Mew Report MEditF‘.Eport | LELPreview Report &Priﬂtl

Window

= Getting Started
* Register QReportBuilder
* How to connect OReportBuider to QuickBooks
for the first time |

1. Register, if it was not done during the installatprocess.

2. Connect QReportBuilder to QuickBooks. QuickBooks Becurity that enables the
integration with auxiliary applications such as @BeBuilder. This option explains that it
IS necessary to register access permission in Gouks the first time th&efreshoption
is selected.QuickBooks must have been loaded and must be loggadas the
Administrator. AnswerYes Alwayswhen prompted, and this QuickBooks company will
be accessible without using this step agdinhere are more QuickBooks companies,
each one must be set up with permissions the firsine the Refresh is done.

Build My
Repor

CLICK e i

Custom report building designed expressly for Quick

ReportBuilder

Connecting to QuickBooks

QReportBuilder includes a sample QuickBooks
company file that allows you to start building
custom reports without even having
QuickBooks on your computer and does not
require the following procedure while using the
sample file we have provided.

'QuickBooks - Application with No Certificate

An application without a certificate is requesting access to the
following QuickBooks company file:

Rock Castle Construction
Access may indude reading and modifying QuickBooks data as well as

A component of QReportBuilder is the
FLEXgquarters QODBC driver, which provides a
link to QuickBooks when you browse your data
or run reports against your QuickBooks
company file with QReportBuilder. The first time
you refresh QReportBuilder with your data you
must have QuickBooks open on that machine
and be logaged in with Administrative privileges
in QuickBooks.

When the attempt for a data refresh starts,
QuickBooks will pop up an integrated
applications dialog asking permission for the
driver to access your QuickBooks data, answer
"Yes, Always” to this and the QODBC driver is
added to the Integrated Application list. This
will allow QReportBuilder to integrate with your
QuickBooks data any time you want to access
that company file (this procedure must be
followed for every company file if you have
more than 1) and refresh the data.

Clicking on continue brings up the following
dialog box:

enhancing the QuickBooks user interface.

The Application Calls Tteelf
FLEXquarters QODBC

Certificate Information
This application does not have a certificate. QuickBooks
cannot verify the developer's identity.

QuickBooks Solutions Marketplace
Search for information about this application at the
¢ QuickBooks Solutions Marketplace

Do you want to allow this application to read and modify this company file?

ONO

(3} Yes, always; allow access even if QuickBooks is not running

This application requires access to personal data such as Sodal Security Mumbers

/! and customer credit card information, Tell me more

Continue. .. :| ’ Cancel ] ’ Help

Copyright 2009 Bookwood Systems LTD



QReportBuilder V9 QuickStart Guide Pade

When theRefreshbutton is clicked on the main QReportBuilder memaifirst time, the following
window is displayed. Select tiRefresh allof the QuickBooks tables now This data transfer

will require at least 15 to 20 minutes with a snfllickBooks company database on a fast
computer. Large company databases are best runigheas the process may take several hours.
It is probably best not to do other work during thesh as both processes will be slowed down.

Refresh Passive-Link Tables

This action will refresh the data in one or mare Passive-Link tables by importing data from the remote table to
which each table is linked.

WARNIMG: Existing data in each Passive-Link table will be lost when the table is refreshed!

account billpaymentcreditcardline companyactivity
arrefundcreditcard billtopay creditcardcharge
arrefundcreditcardrefundappliedto buildassembly creditcardchargee
balance sheet buildassemblycompanentitemline creditcardchargeil
! bill charge creditcarderedit
billexpenseline chargelinkedtxn creditcardcreditex
bilingrate check creditcardoreditite
billingrateline chedkexpenseline creditmemo
hillitemline checkitemling creditmemaoline
billlinkedtm dass creditmemolinkedt
billpaymentchedk dearedstatus customer
billpaymentcheddine collections report customermsg
billpaymentcreditcard company customertype
< >

Selectall Un-selectall Wildcard select

Lo | [[conl ]

The QuickBooks screen to grant access permissioQ@&ReportBuilder is displayed. Click the
Yes, always optiorandContinue.

.
QuickBooks - Application Certificate &3

An application is requesting access to the following QuickBooks
company file:

QRB Training Company
Access may indude reading and modifying QuickBooks data as well as
enhandng the QuickBooks user interface.
The Application Calls Ttself
FLEXquarters QODBC

Certificate Information
Description:
Developer:  Alpha Software, Inc,
Developer identity has been verified by:
Thawte Code Signing CA

QuickBooks Solutions Marketplace
Search for information about this application at the
7 QuickBooks Solutions Marketplace

Do you want to allow this application to read and modify this company file?
) No

' This application requires access to personal data such as Sodal Security Numbers
1 % and customer credit card information. Tell me more

[ Continue, .. ] [ Cancel ] [ Help

Copyright 2009 Bookwood Systems LTD
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A window is displayed confirming that access hasnbgranted. Clic®oneand the refresh
process begins. Upon completion, the QReportBuittkan menu is displayed and the system is
ready to use.

Access Confirmation

You have chosen to grant the application
FLEXguarters QODBC

access to the QuickBooks company file
QRB Training Company

any time, even if QuickBooks is not running.

Access rights:
- Read and modify QuidkBooks data
(induding personal data)
-Enhance the QuickBooks user interface

Done | [ Go Back

[ll. Roadmaps to QReportBuilder Reports—
A. First key to successful report building in QRepaiitBer—PLANNING —discuss the planned
report with the person for whom the report is beardten to ensure that the project will be a
success.

B. Write objectives and specifications for the fingbort prior to starting the build process
Summary or detail or both

Frequency required

Review, print or export

Date range

Filters—active only, product types, geographic srédlable, etc.

Linkage—Identify field in external Excel or Accefiles that will be linked to QuickBooks
data fields. Link fields must match exactly falél type, length and value.

oghkwhE

C. Map the fields and the desired layout of the reparpaper prior to starting or start with an
Excel report that is going to be replaced with atomated version in QReportBuilder.
Determine if all the data is coming from QuickBopé&sis it necessary to merge external data
from Excel, Access or another application. Underding the details will save time and
expedite the building of the report.

Copyright 2009 Bookwood Systems LTD
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IV. Accessing and selecting QuickBooks data sources

A key to successful report development in QRepaltieuis to understand the data fields in
QuickBooks. There are three methods for invegtigalata files to learn which fields are the
correct ones to select for building a specific repo

TheBrowse datawindow is displayed with an alphabetical list dftae passive linked files that
came from the QuickBooks database.

Browse Data

Browse Data

Select one or more tables, then dick CK. A
window will be opened for each table showing
the data in the table.

E account

l; arrefundcreditcard

:ﬂ arrefundcreditcardrefundappliedto
=5, balance sheet

=, bl

I; billexpenseline

:ﬂ billingrate

a billingrateline

E billitemline

=5, billinkedtm

:ﬂ billpaymentcheck

a billpaymentcheckline

E billpaymentoreditcard

I; billpaymentcreditcardline

a billtopay

a buildassembly

l; buildassemblycomponentitemline
I; charge

a chargelinkedtxn

=, check

l; checkexpenseline

I; checkitemline

=3, dass B |
a dearedstatus ™|

2]

Filter:

Cancel

Copyright 2009 Bookwood Systems LTD
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A. Browse data—Select a table to review and scroll across tHdgieontained in the file to see
the values that are present. For exampleStiestable contains the records of invoices and
sales receipts for customers, the transaction tte€lassthey belong to, such as division in
the company, and many other fields that pertathéccustomer and the invoice. This review
can verify that it is the correct file and the rgd fields are available.

B. Find table containing a specific value-if there is difficulty finding the table that caibs a
field that is needed, the operator can place aswadwor unique value in the targeted field in
QuickBooks, such as th@ontact field in theCustomerrecord. To identify the field name in a
QuickBooks file, a value that will be unique, sah“unique value” can be entered in the
Contact field for the Home Depot Customer recdrdcating the value of “unique value” will
identify the field name as is shown below.

It is helpful to know the probable data file oeBlthat contain the field, so it is not necessary t
refresh all the company files. Since the uniqueeaas entered into a customer record, any
files with the name customer should be selectedefiveshing. The operator switches to
QReportBuilder and refreshes the targeted tablée second selection in tBata menu is the
Find table containing a specified value

Copyright 2009 Bookwood Systems LTD
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The unusual or unique value is entered intakie to search for:box. It is important to make
sure that the value matches the data type, suchasacter or numeric. Select the other options
such adAll tables (instead ofSelected tablel andFind all matches(instead ofStop search
when first match found). Click Start searchand the targeted table (or tables) containing the
field with that unique value will then be displayedheSearch resultswindow below,

providing the knowledge th&ustomer is the correct file name.

C. Explore relationship between tables and QuickBookorms—requires access to the
internet.

QReportBuilder provides a utility that enables diperator to look at a QuickBooks data entry
form or QuickBooksviodify Report form to identify fields contained in data files. Thstthe
image of a QuickBooks screen is displayed andablerical program names of the fields are
displayed so that the operator can know how to tiedfields in the QuickBooks tables that
have been transferred to QReportBuilder.

Copyright 2009 Bookwood Systems LTD
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To find field names for selection from files, gpotheData section undeMore options.

A list of QuickBooks categories is displayed folesgon.

When the Sales folder is selected, a list of sakeded tables and sales related QuickBooks
reports are displayed. The tables have a blueaodrthe QuickBooks reports have a green
icon.

Copyright 2009 Bookwood Systems LTD
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When a table is selected, Invoice for this exera@s@uickBooks data entry form is displayed
on the left side of the screen while the field naraee displayed on the right side. When the
mouse moves over the field name, the location efigld where the data is entered is
highlighted with a red box around it. This enabtEmtification of the correct technical field
name that is used in the file and must be uselderselection for reports. In the screen below,
when the technical field name CustomerRefFullNasngointed to, the field Customer:Job
value box is highlighted in red. If that is theldl that is wanted in a QReportBuilder report,
the field CustomerRefFullName should be selectaddinde in the data table.

Instead of selecting a QuickBooks table as was dotiee previous section, when a

QuickBooks report is selected, the green icon ( ), theModify Report

form that is used to customize standard QuickBooksrtep@displayed on the left side of the
screen while the field names are displayed onigie side. When the mouse moves over the
field name, the location of the field where theadiatentered is highlighted with a red box
around it. This enables identification of the eatrtechnical field name that is used in the file
and must be used in the selection for reports. \WW&h@uickBooks report is used as the starting
point, QReportBuilder actually creates one newedbat may have fields from one or more of
the source tables. For example, lilnice table and thénvoiceLine table may be combined

in QuickBooks to generate tlgales by Customer Detaiteport. The fields that will be seen in
the newly created single table may have differemb@s and the new source table name will be
prefaced byQbreport_ connected to thealesbycustomerdetaihame.

Copyright 2009 Bookwood Systems LTD
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Return to the main menu and select

A list of QuickBooks categories is displayed folesgon.

When the Sales folder is selected, a list of sakeded tables and sales related QuickBooks
reports are displayed. The tables have a blueaodrthe QuickBooks reports have a green
icon.

Click on a QuickBooks repo8alesByCustomerDetall

Copyright 2009 Bookwood Systems LTD
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The Modify Report:Sales by Customer Detailis displayed with field names that are on the
report listed to the right of the report. When theuse is placed over a field name, the location
of the field on the report is highlighted with adeox around it.

This enables the operator to identify the namdeffield so that it can be used in a report, if it
is selected. In the screen below, the mouse edlaveDateFrom on the right which causes
theFrom Date box highlighted on the report.

As explained earlier in this section, these fiedanes, or similar names that may have been
changed, will be found in the source table gendratem the report and named
gbreport_salesbycustomerdetalil

Copyright 2009 Bookwood Systems LTD
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V. Accessing Excel, Access and other external data soes

Accessing external data is an advanced functiangh@vered in Bookwood Systems training
classes. The following three sections are coverde classes.

A. Requirements for utilizing an external file
B. Setting up the external file as a passive link file

C. Importing external file on one time basis

VI. Building basic QReportBuilder reports

Once the files and fields have been selected araldd, the report is ready to be built. Design
portion of the menu provides the options to creadi#, delete, duplicate and rename reports.

A. Create a new report—
It is important to understand that the startingyp&or creating a new report can either be the
source data tables that were identified in the datiion or a QuickBooks report. Using
QuickBooks reports will be covered later in Sectignpage 51, so at this point, only starting
with tables will be discussed. Entéreate a new reportfrom theDesignwindow.

The first step is to select the folder containing tiles that are needed for the report.

Copyright 2009 Bookwood Systems LTD
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If the objective is to develop a report that liglisthe sales revenue that was entered into
QuickBooks as either an invoice or sales repoetSthlesfile (or table) should be selected
based on research in the data section. If wevedsted product detail, tHealeslinefile would
be linked to theSalesfile so fields can be selected from both tablés.this training,Salesline
will temporarily be linked t&alesto demonstrate how it is done. Then, it will benoved, so
that only theSalestable will be used. This will make the exercissier and make the effects
of the actions more clear.

The Salesfolder should be clicked to list all the datadilend QuickBooks reports available for
creating the new report. TlSalestable should be selected.

Copyright 2009 Bookwood Systems LTD
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Once theSalestable has been selected, the data fields ands/aheedisplayed in tabular form
with the capability to scroll across just as theyrevdisplayed in thBrowse dataoption.

By clicking the second tali,able Structure, only the field names are displayed with the field
characteristics listed on the right.

Copyright 2009 Bookwood Systems LTD
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By clicking the third tabRelated Tables a list of tables that could be linked to tBalestable
are displayed. Note that all the tables have glesiarrow, excepBalesLine which has a
double arrow. The single arrow indicates thatehisra one-to-one relationship meaning that
the Customer table, the child file, for example, only has oreard for each value in the parent
record. InData section B, page 13 above, it was learned thatGorgact field was found to
be in theCustomer table. Therefore, when the single arrow is pomtio the Customer table,
it means that only one contact is available inGlustomer table for each invoice record in the
parent tableSales However, if theSalesLinefile is linked to theSalesfile, there is at least
one child record irSalesLine but it is possible for there to be many childomes in the
SalesLinefile. Understanding one-to-one and one-to-maigtieships is critical to building
accurate QReportBuilder reports.

Once the parent file is select&hlesin this case, the OK button should be clicked mltgwer
right portion of the screen regardless of whichtadd been viewing. An option to click
another file to link tdSalesis presented. If a linked table is not selectetttia time, one or
more can be added later.
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To demonstrate the addition of a linked table kclfee Add Table button and sele®alesLine
as the linked child table.

Click the OK button to continue.

The operator must select a field that links the taldes on fields that have the same value.
The system finds what it thinks is the best posdibk, Txnid (transaction ID) in this case.
The operator can override thank Expression if it is desired to have the two tables link on a
different field.

Copyright 2009 Bookwood Systems LTD



QReportBuilder V9 QuickStart Guide Page

The default at the lower left of the screen isudda regular report, but there are also options
to build mailing labels or letters andse the Report Genido build the report or go directly
to theReport Editor and do all the work without genie assistance.

For simplicity of report generation in this clads SalesLinefile should be dropped by
clicking theDrop Table button. Sayresto the question to delete tBalesLinefile. Then
click theOK button to proceed with the report genie method.

With the selection of the genie method, the follogvscreen is displayed that asks the operator
to select the fields that need to be on the repgéot. a simple report, just three fields are
selected—the customer name, the transaction ddtéharsubtotal amount (without sales tax).
Selected fields are double clicked to move them ihéFields window on the right. Then

click theOK button to proceed to the report editor, which Wwdle the selected fields on the
report.
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To immediately view the report, the preview butt@am be clicked in the upper left corner of
the screen.

The initial report lists all the records, but hastotals. If a mismatch warning is displayed,
click theOK button to continue.
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To return to the report editor, click the glayer X button in the upper right corner (the red X
will close the application) or click the X Exit Riew button to return to the report editor.

The report is closed and the option is given teegsae new report. ClickKes

B. Edit a report

From theDesignmenu, select thEdit a report option and select tieales Report Test
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Once selected, the operator is given a choice leetwditing the report layout or editing the
report data set. If a new file needs to be addedfibe needs to be dropped, tBdit Report
data set would be selected. THudit report layout should be selected.

Before spending time on the titles and labels recommended that the values be verified by
totaling the numeric fields and comparing them @uackBooks report. This prevents wasting
time on a report that turns out to not have thiel§i¢ghat were really wanted.

To total theSubtotal field it is necessary to add a report footer.eSetheReport Properties
window by selecting the series of options startngheReport menu on the top line of the
screen—Report/Properties/Band/Report Properties.

Click theHas Report Footercheck box and th®K button. TheReport Footer band will be
added at the bottom of the report.
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Activate theDragDrop List by clicking it on theTask List menu item at the top of the screen,
so that you can select tBeibtotal field and place it in th®eport Footer band.

Drag theSubtotal field to the Footer Band The system will provide options for how to
summarize the field including the value, the totidle average, count or other summary
functions. Select th€otal of the field.
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Click the preview button to see the total of Swbtotal field.

The $354,276.75 value should be compared to a Goiuks report that provides the same
total.

In the event that the QReportBuilder total doesraocbncile to the equivalent total in
QuickBooks, it is important to find out the reasord get the QReportBuilder report
parameters changed to utilize the same rules assatkin QuickBooks report.

Change the title

To change the report title text field that was pthon the report by the genie, the text field
needs to be right clicked so that the propertiesbeaselected. On tlg&etuptab of theText
Properties window, the system assigned titRgles_set/can be replaced with the desired
title, such asSales Report Test

After changing the text, click on tldignment tab and change the horizontal alignment to
Center. Hint: always leave thMertical alignment asTop so that all the fields do not have to
be changed. If every field is aligned at the topill generally not be noticed to be any
different thanCenter or Bottom. After centering the text within the box, the bweeds to be
moved to the center of the fields on the report.
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After changing the horizontal alignment, click dre Eont tab. In this case, leave the defaults
as is because the large font size of 24 in baédgeod selection for the title.

There are two more tatBprder andDimensionsthat are useful for adding a border around
the title and changing the dimensions of the tittds recommend that tHeavebutton be
clicked regularly to ensure changes are savedse ttee process is interrupted.

Change the column headings

To change the column heading text fields that vadaeed on the repobly the genie, each text
field needs to be right clicked so that the prapsrtan be selected. On tBetuptab of the
Text Propertieswindow, the system assigned titgales_set/can be replaced with the
desired title, such &8ales Report Test

First, change the default column heading namesttora descriptive label, one at a time.
Right click and seled®roperties of each of the three column headings and chareggedmes
to Company Name, Order DateandSales Amount

Then, change the characteristics of the columnihgads a group rather than one at a time.

After all three names are changed, increase tleeodithe column headings area by dragging
the border of the box to the desired size.

To remove the single underline that is underndsicolumn headings, left click the line and
pressing the delete key.
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Add theToolbox to the screen by clicking orask List/Toolbox.

Use the pointeBelection Toolto lasso and highlight all three fields.

Right click within one of the highlighted fields éduselectProperties. These actions will
operate the same on all three fields.

On theAlignment tab, change thHorizontal option toCenter.

On theFont tab, change the font size to Bhld andUnderline.
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The resulting column headers will be centered, éoreg 10 and bold face as follows.

The values in the Sales Amount column should ba#&tted to currency by right clicking the
data field and changing the Format Style in thepPrides/Format window. Click the down
arrow in the Format Style field and select the ency format.

TheWidth andDecimal Placescan be changed from the default of 17 and 2 iirelés
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TheTotal field format should also be changed to currencyheysame process.
Preview the report to check the effects of formaitti

An important function in building a report is thepability to group sub-sets of the data and
insert sub-totals. This is done by inserting bseiakthe report and selecting a field on which to
sub-total. For th&ales Report Testbreaking on th€ompany Nameuwill sort theCompany
Name alphabetically and insert a sub-total for each mamny.

Click on theReport menu at the top of the screen and sdlesgrt Group Break.
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In theNew Group Propertieswindow, select th&roup tab and click the down arrow in the
Break on changein: field.

Any of the fields in the table can be selectedpe®ugh they are not on the report. Select the
company name fieldCustomerreffullname.
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Note that in this window, there are options to dethe label name and change the method for
ordering the report. For this exercise, keepirgdéfaultGroup order means that the
company name will be sorted in ascending order.

After clicking the OK button, note that a group demand group footer have been added to the
report in theReport Editor.

It is important to realize that there can be marmug levels that nest sub-totals within sub-
totals. That is you can have customers groupeshl®s reps, grouped by states, grouped by
geographic regions plus the grand total for alt@oners. This is accomplished by adding
group breaks using theeport/Insert Group Break option as was used above.
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Preview the report to see the results of addindgtkak

By reviewing the report, it becomes obvious thatdblumn headings are unnecessarily
repeating each time a new company is displayea cblumn headings should be moved to the
report header and ttf&ales Amountshould be sub-totaled in the group footer fordbmpany
name.

Close the preview window, and increase the versizad of the report header by dragging the
lower border down to make room for the column hegsli
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With room in the report header, the column headansbe selected together using the
Selection Toolin theToolbox.

The three selected fields can be dragged and ddoppeut and pasted into the report header
section.

Next, theSubtotal field (Sales Amount) should be selected fromDin@gDrop list containing
the fields and dragged and dropped in the compemypgfooter.

In theDrop Fields window selectotal of the Field. This total is context sensitive, meaning
that it will total all the records for the corresttb-total.

The Sales Amountfield (subtotal) should be moved and sized, u$ifigdows sizing

techniques. Then the currency format should be@dudtheProperties option. The report
should be previewed to see what other formattirmykhbe added.
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As the report is reviewed, it can be observeditiate is too much space between customers, and it
would be good to add a line between customers anohderline above the sub-total. In T@olbox,

there is a line that can be dragged and droppediaad after selecting the desired line thickness.
Also, instead of having the company name repeatedviery sales record, the company name field can
be changed so that the name only appears on stdirfig. First, the company name field that was

place in theReport Editor by the genie must be deleted and added back adaid theField Genie
must be activated in order to have the choice taoemeat values.

When theField Genieis off, it will not have a box around it in tirag and Drop List.

When theField Genieis on, it will have a box around it.

Clicking theField Geniewill toggle it on and off.

If the Field Genieis off and a field is dragged to the report, il yust be dropped without options. If
theField Genieis on, the operator will have several choicesdtfect the parameters of the field as

shown in theDrop Fields window below.

Click the box fordon’t print repeated values It will cause the field to become a summarydieame
with the name and expression displayed below.

Click OK and preview the report.
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The report now only displays the name of the cornpare time.

A second method for removing the repeating valuda@fcompany name is to move the company
name field from the detail section to the sectieader by dragging it and dropping it. The result i
theReport Editor is shown below.
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The result on the final report is shown below. fllakels needed to be added for the sub-total foote
section along with the company name. For the tdptal, a text label also needs to be added. rAfte
moving the company name, adding the labels, redutia size between customers and adding the
lines, the report begins to look more finished.

|-----and other customers---|

Copyright 2009 Bookwood Systems LTD



QReportBuilder V9 QuickStart Guide Pdge

Other Report Editing Hints

If you wish to change the dimensions of the repaidth and height, you cannot do it by
dragging the borders to different sizes. Instead,the menu itemReport/Properties/
Band/Report Properties

Then in theReport Properties window, change th8ize from Letter to Custom which will
activate theVidth and Height parameters such that you can change the dimertsidhe
desired measurement. You may also wish to chdre@werflow data option toshrink data
to fit on page rather than have ti@verflow go to extra pages Reviewing the other tabs to
learn the options in building reports is recommehde

The basics of building a QReportBuilder have bemrered in this exercise. There are more
options that will be covered in advanced sectidritb@training.
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C. Delete, duplicate or rename a report

Report management will eventually require deletregaming or duplicating reports. In the
window managing these functions, an existing repostlected from the list on the left and
then the desired function is executed by clickimg $election on the right. The duplicate
function can save a great deal of time. For examphen a request is made for a summary
report, it may be useful to first build the sampar including detail and provide a pair of
reports to the requestor of the summary reporen]when the report user has questions about
the summary report, the detail report is alreadyilable to answer with the supporting detail.
The report developer should first build the detadort including the sub-totals and totals
desired in the summary report. After completing dietail report, it can be duplicated with the
summary report name. The new summary report gadlysbe modified by deleting the detail
sections of the report leaving the sub-total atal imes as the final summary report. There
will need to be some modifications made to the refoomat.

VII.  Verification of data accuracy

In Section IV, one of the early recommendationshenbottom of page 22, suggested that a total field
be added to the report footer for a numeric fistdthat it could be compared to a correspondirad tot
value in QuickBooks. To reinforce that recommermhata report verification procedure should be
written for the QuickBooks and QReportBuilder usénshe implemented during the initial usage of
QReportBuilder. The user prints a designated (Bocks report that has a total that corresponds to
the QReportBuilder report. It should be emphasthetithe QReportBuilder report must be run after a
refresh immediately after the QuickBooks reporuis to ensure that the reports are run from theesam
data. This should be done when no one is enteata that would change the report. It is important
that this be done for the first few times QRepoiiidBar reports are run to ensure that confidence is
built in the accuracy of QReportBuilder reports.
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VIII . Print reports

QReportBuilder provides several options for disttibg the reports including printing in a
variety of formats, viewing on the screen, savimgiiferent formats and sending by email.

A. Preview a report

WhenPreview a reportis selected, thall tab shows all reports in QReportBuilder while
theFavorites shows only the reports marked as a favorite whecmioption at the bottom
of theAll tab screen. WheRreview a reportis selected, it will return to the last tab used.

When the selected report is double clicked, aceotiindow is displayed that gives the
option to refresh all the files used in the reparin the QuickBooks files by clicking on the
Yesbutton, or to use the existing files that were edpiver to QReportBuilder in the past.

When training the users of QReportBuilder, itgportant to stress that generally ibesst
to refresh the files to ensure that the latest QuickBooks @all be in the report and that
the QuickBooks must be loaded and active at the tima refresh is executed.
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B. Print Reports
Print a report will follow the same sequence oeeas as the preview a report did, except

that instead of displaying the report, #ent window will appear where a printer of choice
can be selected.

C. Save report as PDF or Excel file
Save a report as PDF or Excel file will follow tbeme sequence of screens as the preview

a report did, except that instead of displayingréport, theNotice window will appear
where either PDF or Excel can be selected for gatvia file.
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After clicking OK on the selected format, the option to name tleesfild save it in a
selected folder will be given. After naming thiefand selecting the location, the option to
refresh or use current files will be given as osdor every report being run. It works the
same for both PDF and Excel files.
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The report will then be displayed. The PDF fildl\wok like the report as it was displayed
in Preview. The Excel report is different as it is formattedan Excel worksheet as
displayed below.

D. E-mail a report.
The attached report in an e-mail gives only théomgtof a PDF or Excel file. The
selection process is the same as saving in théomnmats.

The E-mail form appears for selection of the remipiand can then be sent.
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XI. Summary and Resources

Bookwood Systems, Ltd.

Bookwood Systems, LTD, is a systems integrationpgamy - combining software products to provide
a custom solution for clients.

We provide training, consulting, and custom prograng for our clients.

See us atvww.bookwood.com

262-728-1675

QReportBuilder Support Form and Frequently Askeé@sjions.
http://www.qreportbuilder.com/fag.html
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