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In the system, there are ready-made forms that may use for different Transactions. However,
these forms may also be customized based on the user preference.

To access the Report Designer, choose a form to customize.
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After clicking the Designer button, all the forms pertaining to the transaction opened (e.g. Sales
> Sales Invoices) will be shown. Choose the form to be customized. To re-design the form based
from the existing one follow the steps below:

[ [8] sales Invoices H Reports - Sales Invoice Eﬂ B
= [ Hame [ 2 | pefaut | [~
| | <SR>01 Tax Invoices with Tax Exclusive System &) B Amend
<SR>02 Tax Invoices with Wholly Standared Rate Exdusive System O
B <SR>03 Tax Invoices with Tax Indusive (Simplified) System O | "
|| <SR>04 Tax Invoices with Wholly Standared Rate Indusive System O il Delete
B <SR>05 Tax Invoices with Wholly Standared Rate Indusive with DO System O o mport
B <SR>06 Tax Invoices with Tax Indusive & DO System O &% Export
B <SR>07 Sales Invoices without Stock Code System O @ Refresh
: <SR>08 Tax Invoices with Tax Exdusive (Simplified) System O Close
<SR>09 Tax Invoices with Wholly Standared Rate Exdusive with Discount Amount System O =
> Sales Invoices E|
<SR>11 Tax Invoices with Tax Indusive System O
] <SR>12 Sales Invoices with Auto-Numbering System O
B <SR>13 Sales Invoices with Next Page System O
| <SR>14 Sales Invoices with DO System O
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1. Double click a form or click Amend button at the side.
2. If the chosen form tagged as “System”, click Create button to create a User-defined
form. After this, Report Designer will open.
e Display Name: It pertains to the description of the User Report
e format Code: It pertains to a unique code that will identify the Report.

M sales Invoices - Create User Report BERE

Display Name
Format Code

Create | | Cancel |
|
Example:
Display Name: Sale Invoices for ABC Company
Format Code: Form1
Reports - Sales Invoice X
# Name Default

» <SR>01 Sales Invoices System M i

Form1 Sales Invoices for ABC Company ADMIN I

<SR>02 Sales Invoices with Approvals System

Notice in the “#” column that the Format Code the user has entered was displayed followed
by the “Name” column that corresponds the Display Name. The next column shows the User
who created the Form or if it’s a System Form. Lastly, the “Default” column that identifies
which form among the list will be the default preview during transaction.
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Report Designer- User Interface

™ Report Designer = @ R
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[Address 4] G Terms [Term.Term] G el
~{3&] GST Approval No'— Backgroun... (] Transpar... |=)
i TEL: [Phone] O rax: [Fax] o Page 10f1
(&) GSTRegNo Border Color I Black
L Attn: [Attention] g Transfer From [TransferFromDocCodes] @
L e pace Border Das.. Soid
i Border Width 1
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Toolbar — Standard option to open, save and copy report document.

Layout Toolbar — Allows the user to control the designation of each object in the
workspace.

Format Toolbar — Allows the user to defined preferred format style such as font face,
font size as well as font alignment.

Field List Window — Set of available fields that contains information in a certain
transaction, module or window in the database that can be displayed in the report.
Report Explorer — List of all report composition and components.

Property Grid — Allows the user to modify the behavior, the look and feel and the data
source of each object.

Workspace - Allows the user to display the information of the report. It is where all
data objects have been outlined and formatted based on the given format.
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A. How to Customize the Form Content

The Toolbox Window can be used to design the form.

M Report Designer
File Edit View Format Window
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[ Tahoma

| 2 & Windows * Field List o
Tool Box | Reset Report Explorer =
| Property Grid T
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Standard Controls T
- Ey  Group and Sort
W Filter Info | E SSIPIS Errors
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423 Number to Words (3] Address 3
--{35] Address 4
A Label --[3b] Address 5
-[35] Branch Code | _
ek fax --[3b] Business Nature
B  RichText Company Name
--35] Company Name 2
[&]  Picture Box Contact Person
{35 Email
O Panel -{3b] Fax 1
(3] Fax 2
Bl Table --[ab] Full Address
--[35] GST Approval No—
Character Comb GSTReg No
%, Line Header
(35| Home Page
@  Shape -fi23) 1d
Message
Bar Code Object Id
PBT / Margin Schg
sl Chart
- E] il

| & Group and Sort H@Sa"pts&r«s ]

I Hide or show the Tool Box window

Just click a tool from the Toolbox and drag it to the Workspace.

Most commonly used tool from the Toolbox is the label. Labels for constant text can be found
on the Toolbox while Database Label can be found on the Field List window.

— [No. [Invoice #] g —
Date [Date] g
Label YourP.0.No. [Reference No) g Database Label due to
(Constant) Salesman [Agent.Agent #] G database sign in the top
Terms [Term.Term] o right.
L Page 1of1 _
Transfer From [TransferFromDocCodes) g —
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To use a field from the Field List Window, choose a field and drag it to the Workspace.

Example: Field: Customer Name

Field List

()]

J Sales Invoices_1 @]

B.
Calculated Field means combining data from the Field List and formulate an expression.

Report Designer allows the user to have a calculation which can derived from two or more data
value inside the database. To add a calculation: Select a parent field in the Field List and Right
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How to add a Calculated Field.

click then add Calculated Field.

When calculated field appears “calculatedfield1” with an icon symbol of formula, adding of

calculation can now be done.

]
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To edit the Calculated Field, Expression Editor must be activated.

M Report Designer

File Edit View Format Window
leBa|x0n|se;
['%|.L & S | of o | T W Id B8

D Field List @E] JSales Invoices_1* @]
-[3b] Address 1 O
(36| Address 2
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-] Amended from O1
--[3b] Attention
= calculat]

oyd

Add Calculated Field
Edit Calculated Fields...
Edit Expression...

--[] Deferred VAT

B e - -

;:BiIITa: I

Expression Editor will let the user put the expression or operation for the calculated field. Just
double click the field from list and put the operation. Example: Net Total Amount — Disc Amt.

Expression Editor (x|

[Net Total Amount]-[Disc ¢.'r‘t]|

Fields ~ || Enter text to search... £ | Thetype of this field is:

Report Items F5] Date " System.Decimal
Constants Deferred VAT
Operators Delivery Term
v Functons Different Palce of Supply
Aggregate Disc Amt
DateTime T DR ATE
Logical

DO Address1

Math DO Address2

Strinn
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After clicking OK, the expression will be saved. To change the name of the calculated field, right
click the Calculated Field> Edit Calculated Fields.

Example: Name: AmountWithDiscount

Calculated Field Collection Editor
TotalStandardRated 2 4]
| - 2

TotalZeroRated Dats x—

TotalExempt Data Member

TotalOutOfScope '

GS'I'I'a:abIeAmt Data Source (none)

ZeroTaxableAmt Expression

ExemptedAmt Field Type None

OutOfScopeAmt . _ -

AmountWithDiscount |  (Name) { AmountWithDiscount|

Display Name AmountWithDiscount -
(Name)
Add Remove 4+ + - -

Cancel

Drag the calculated field into the workspace.
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- | Notes: 1. All cheques should be crossed and made payable to
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2. Goods sold are neither returnable nor refundable. Othervise

a3 cancellation fee of 20% on purchase price will be imposed.

TOTALAMOUNT [Net Total Amoulﬂ
DISCOUNT AMOUNT [Disc Am[>|
NET AMOUNT [CurreidfAmountwithDsodd |

Authorised Signature

Unit 806 Pearl of the Orient Tower, 1240 Roxas Blvd., Ermita Manila, 1000 Philippines
Tel. No.: +63 2 567-4248, +63 2 567-4253 Fax No.: +63 2 567-4250

Website: www.gne.com.ph

Facebook: https://www.facebook.com/QnEPH

Follow our Twitter and Instagram account: @qgnesoftwareph


http://www.qne.com.ph/
https://www.facebook.com/QnEPH

SOFTWARE

QNE KNOWLEDGE BASE

Once the layout customization has been done, this form will now be available in the list of
transaction formats.

E =238 06 0 « 8

View Variants  Print | Preview Search Close

- - -

I @ Form1 - Sales Invoices for ABC Company I
| kl <SR>01 - Sales Invoices

1 B <SR>02 - Sales Invoices with Approvals
B <SR>03 - Sales Invoices with Auto-Numbering
Q <SR>04 - Sales Invoices with DO
i B <SR>05 - Sales Invoices With JomPay
i @ <SR>06 - Sales Invoices With Journal Details
) B <SR>07- Sales Invoices with Next Page
‘ Q <SR>08 - Sales Invoices with Serial Number
) kl <SR>09 - Sales Invoices without Stock Code
i ﬂ <SR>10 - Tax Invoices

e | kl <SR>11 - Tax Invoices (Legal Firm)
e v )

In case the format cannot be seen in the list, click (* refresh  at the bottom of the list. This will
reload all the transaction form formats.
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