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Procedure:

1. Click to select the system report format you wish to modify/amend > Click Amend.

woice Li Reports - Sales Inv

# Name / a Default
<5R=01 Sales Invoices Listing System

7]
<5R=02 Sales Invoices Listing by Agent System |_ | Amend
<SR =03 Sales Invoices Listing by Agent, Customer System [] E Rename
<ER =04 Sales Invaices Listing by Currency System [] i] Delets

2. Type a new display name (e.g. Sales Invoice Listing w/ Company Header) > Click Create.

voice Li Reports - Sales Inv

# Name 2 Default
<5R01 Sales Invoices Listing System ]
<ER=02 Sales Invoices Listing by Agent System [] E] Amend
<5R>03 e ' B [] 1 Rename
<5ns04 | s Sales Invoices Listing - Create User Report — O X | ] f_] -
<5R 05 ey []
1 Display Name} Sales Invoices Listing wf Company Header _ g g Import
<5R>06 A L ] &
1 Export
<SR07 Format Code |— e -
| Refre
<5R.>08 L]
| [
<5R>08 N Close
1 Create | | Cancel |
<5R>10 ]
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3. On the Report Designer window, click No on the prompt.

ats Report Designer

File Edit Wiew Format Window

H & S O L& T |Tah|:|ma —l |g ,| B TI u A - Ep o~ =
G B & = | T on ol | S Ak 0% B ek e sl @ 2 20 2 ot M E | W W
Field List £ > Sales Invoices Listing >
~ === CompanyProfile |E| e T BT 2 f = :
» EEE Classification I

» 22 Local Currency Report Designer Ik
> ==

RDOData
ob| Address 1

The SalesInwvoiceslListing contains bindings. Do you want to conwvert them to expressions?
ab| Address 2

= Address 3 Learn more about the expressions...
o
ab| Address 4 E Yes ; | Mo

lohl Address 5

4. On the Properties pane, click the Page Settings icon.

Sales Invoices Listing w/ Company Header ~ Report Explorer Ox >

e B L B Ry SO Iy SO IOV ENY SRR TP SRR v@SaIesInvmcesListng
D TopMargin
3 [F] Pageteader
3 [E] Detal
¥ [ PageHeader fone band per page] 3 Q ReportFooter
SAMPLE TRADING, INC. 0 sotiomMargin
VAT Reg. TIN: | [TIN+BranchCode]® [ styles
5 Formatting Rules

~ 4# Components
| Sales Invoices Listing § CompanyProfie

W Currentlser

|DOC # DATE CODE CUSTOMER NAME TERM AMOUNT : )
Il SalesInvaice
= v [ Desil
‘[Invni(e #] ] [Date] g [C]Jstamer.(llsm[:i [Customer Name] ] [Tem.TerrH [Due AmountBI
= v [;] ReportFooter [one band per report]
‘ DCount{ [Invoice #] ) Records Printd u Total:  Sum({[Due A"n&l|

ﬁmpertiﬁ u} J}\
‘Saleslnvoiceslisting Report
¢ S N K

[ Landscape i
Page Settings

Margins

CREHENE
Fle vlo|

Page Height | 1169

Page Width  |327
Paper kind A4 | O

Paper Name

k Printer Name v)

H
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5. Tick the Landscape Checkbox. You may also set the Paper Kind/Size.

Properties O & X

| SaleslnvoicesListing Report - |

:“##glﬁq\*

+| Landscape o

Margins |4?, 39, 36, 48 |

o
| 3
T v

Page Height |32? |

Page Width

PaperKind | A4 -II=

Paper Name | |

Printer Name | -| o

6. Alternatively, you may also set these up via File > Page Setup > Paper tab. Click OK.

s Report Designer I.. Page Setup... X
| Edit View Format Window

i Printer Margins
=

& Open.. Ctrl+0
o == Paper Size Ok
: E Save Ctrl+5 o
” = v]
El Save As » Sa
Cancel
Save to File r P Width |82? - |
| Page Setup. : Heiaht 1168 7]
Close u:tﬂ%fd :
Orientation

Portrait
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7. Asthe page orientation has been changed, you may have to do some adjustments on
your report (e.g. spacing, alignment, etc.)

8. Click on Save to save your work > Close the Report Designer window.

File Edit View Format Window
i B £00 <xe&-;
OB & & oad 2

9. Should you want to make the newly created format as default, click the Default Checkbox
and click Yes.

Set Default
It ot

5Set report '=UDR=01" as default?

2 Default
System
System
System
System

Yes Mo System
System
SR =07 Sales Invoices Listing by Customer, Agent System

<UDR>01 | Sales Invoices Listing w/ Company Header| ADMIN
<SR =08 Sales Invoices Listing With Details System

fl!._l.—l._l._l.—l._lﬂ
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10. Click the Preview drop-down button > Click Refresh.

Design  Print  Preview  Add/Remove Inguiry Close
o S in Favarites

&7

<5R=01 - 5ales Invoices Listing
Navigation | EL <SR=02 - Sales Invoices Listing by Agent
Dashboard <5R>03 - Sales Invoices Listing by Agent, Customer
il Overview =<5R>04 - Sales Invoices Listing by Currency

=5R=>05 - Sales Invoices Listing by Currency with Foreign Currency
=5R=>06 - 5ales Invoices Listing by Customer

<5R=07 - Sales Invoices Listing by Customer, Agent

FERPRER

<5R=08 - Sales Invoices Listing With Details
Dashboa EL <5R>09 - 5ales Invoices Listing with Foreign Currency
=<5R>10 - Sales Invoices Listing With Tax

4 General L _ o
E% =UDR=>01 - 5ales Invoices Listing w TIN Mo.+Branch Code

& Custome @ pefresh, e

11. You should now see the new format you’ve just created.

- - les Invoice Listing - QME Optimum

Info View Tools Inquiry Maintenance

2508 &85 » B8

Design  Print | Preview  Add/Remove Inguiry Close
< = in Favaorites

E% < UDR>01 - Sales Invoices Listing wy’ Company Header
Navigation L= [l <SR-01 - Sales Invoices Listing %

Dashboard BL <SR>02 - Sales Invoices Listing by Agent

— Should you need further assistance on this please send us an email to
7 support@qgne.com.ph or you may log a ticket via gnesupportph.freshdesk.com
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