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Data Gyrations: Queries & Pivots
By: Luke Brandreth

Introduction

Multiview is based largely on the concept of your data being accessed, manipulated, and reviewed
through a search system, cell grids, and pivot tables. This documentation will explain the various
functions and tools to assist you in accessing this data effectively and efficiently to bring you closer to
your main goal: End-Month-End.

This document will serve as a refresher for the experienced user, or a guide for a new user and will
include the functions of the search criteria queries, grid manipulation, pivot table creation, and
developing reports and alerts from your queries and pivots.

Search Criteria
Search Field Customization

Multiview grids are populated with data that can be drilled into via various fields. The first step of this
drill down occurs in the Search Criteria window. This window appears automatically upon opening
many screens but can also be accessed via the “Search” button located in the top toolbar.

II./I"_ {I

Main Menu | Voucher Inquiry |

Voucher Inquiry /
. 8 % Q- (@ |

-

Views Save  Refresh Search Reports /

In this document, the focus will be on the Voucher Inquiry screen. On this screen, the Search Criteria
window will automatically open. This window is built with various fields that can assist in the first level
of drilling down into the data that is desired to be displayed on the main grid of the screen. The fields
that are displayed in this search can be customized by using the “Choose More Fields” button in the
top right corner of the window.
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This will open a secondary window titled “Customize Query Fields” which offers several functions to
organize the data in a way that suits the user. “Group” allows a user to build a header to group
together similar fields. An example of this is containing vendor data in a group, such as Vendor Id, Pay
to Vendor, and Vendor Type Id. Clicking Add Group will bring up a pop-up to name the group and then
will place a new group at the bottom of the column you chose to group on, most likely the left

Displayed Fields column.
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Two complimentary buttons in this screen are “Hide All” and “Show All.” The “Show All” button moves
all the fields from the right Hidden Fields section to the left Displayed Fields section. The “Hide All”
button completes the opposite, moving the fields from the left Displayed Fields section to the right
Hidden Fields section.
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The “Sort” button on the right-side panel allows you to organize the Hidden Fields by alphabetical
order (A to Z) to better assist with finding your needed fields.

Page 5 J A, multiview m‘;z.,z,

FINANCIAL SOFTWARE



T 5252? Data Gyrations: Queries & Pivots
Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

@ Voucher inquiry - Multiview Financiais - X
R v vy @]
Voucher Inquiry

Company 14
Desaipton
project1d
O Vouther 1d
d Vendor
Group  HideAll Copy Find oo
Pay To Contact 1d
Accounting Date: Vendor Type
Address1d Vendor Type Id
2P Control Account 1d Vendor
i Vendor 14
Foprove Address Detais
G Er) Address1d
Ey] Contact1d
Currency 1; PayTo Veﬂ:ov
Date Crea = Pay To Vendor
DueDate Pay To Address Detais
ey Pay To Address
Invaice Date e d
Inveice o Transacton Type (MNothing Selected)
= Invoice Amount
PO order Invoice Date
\ Posting statu e
Project d e
Recuring Id Status 7]
Transacton Type Voucher Status. (Nothing Selected)
User Created 2 Process Status
Posting Status (Nothing Selected)
I J m
| Gearfios ][ Defatfieis ][save s e ] [ Concel
=
s Approval =
Holdback Amount
Remarks o
Public Remaris:
Internal Remarks.
Accounting o
Accounting Group Id
AP Control Account 1d
Accounting Date

e N I =1 g
R e —

The “Find” button will enable a search field on either side of the screen where you can type keywords
to search for a specific field you need. The characters you search for can be located anywhere in the
field name and do not need to be at the start of the field name.
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Relative Dates

Relative Dates is a feature that allows a code to be used instead of a specific date to define a date
value in a Query. To enable Relative Dates, you need to click the checkbox in the bottom left corner.
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Relative dates allow you to use a code such as From = CMB To =T in the date search fields, meaning

Current Month Begin to Today.

The purpose of Relative Date Codes is to allow you to save parameterized reports/queries/alerts with
date patterns so that the report can be scheduled to run daily or at some frequent schedule.

Relative Date Codes

A relative date code can be in 1 of 2 formats — a specific date or a Date Code. If the code is an 8-digit
number, then it is a specific date in YYYYMMDD format. If it is not an 8-digit number, then it will

interpret as a Date Code.

YYYYMMDD or AAA or AAA+BBBC or AAA-BBBC
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Legend Meaning

YYYY Year 1900 and up

MM 01-12 month

DD 01-31day

AAA A date code such as CMB, CME, T, Y, etc.

BBB A number to add or subtract Offset Type (Days, Weeks, Years) to the resultant date
C A single character Offset Type such as D = Days, W = Weeks, Y = Years

The following table shows the Date Code (AAA) values that are currently supported:

Legend Meaning

T Today

Y Yesterday

CMB Current Month Begin

CME Current Month End

LmMB Last Month Begin

LME Last Month End

CwB Current Week Begin

CWE Current Week End

LWB Last Week Begin

LWE Last Week End

CYB Current Year Begin

CYE Current Year End

LYB Last Year Begin

LYE Last Year End

LAD Last Alert Date. Used with VP Alerts to indicate the date this alert was last run. Use
LAD for dates that do not have time (Accounting Date, etc.)

LAT Last Alert Time. Used with VP Alerts to indicate the date/time this alert was last

run. Use LAT for dates that have time (Date Created, etc.)

Important: Note that year and month are currently "Calendar Year" based.
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The following table shows Offset Type (C) codes:

Offset Type Meaning

D Days: The resultant date will be + or — BBB number of days

B Business Days: The resultant date will be + or — BBB Number of business (week)
days and will skip Saturday and Sunday

Weeks: The resultant date will be + or — BBB number of weeks

Months: The resultant date will be + or — BBB number of months

Quarters: The resultant date will be + or — BBB number of quarters

Years: The resultant date will be + or — BBB number of years

<P s
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Relative Date LOV

To assist in creating the above codes, any field that is a relative date code will have a Relative Date LOV
(List of Values) to help you construct the code.

The following picture shows the Relative Date LOV with 6 key areas:

Relative Data *
O Spedic Date Tuesday, Octaber 3, 2023
@ Relative Date . ,
Relative Date Type SU MO TU WE TH FR SA
Jlary Date] v 1 K
VALUE DESCRIPTION A s & 7 8 s w
Lwe Last Week Begin
e gk Week Brdd 2 13 14 15 16 17 18
Relative Data LYB Last Year Begin 19 20 2 2 23 M4 5
LYE Last Year End % 7 W m W 3
LAD Last Alert Date <
O Speafic Date LAT Last Alert Tme a
(&) Relative Date J
Relative Date Type =d ik
Offset s 6 7 8 9 1 1
0 Daye o [ 2 B3 M 15 B 7 B R ™
Code 9 2 u 2 B
Desaiption
© Spedific Date Tuesday, October 3, 2023
() Relative Date
| oK I I ‘ - < March 2017 >
Relative Date Type SU MO TU WE ™ FR SA
AnyDate ¥ ' : -
Offeet s 6 7 8 9 m 1
0 (g Days 2 12 13 14 15 16 17 18
Code 18 220 21 2 23 24 5
- Business Days
Desaription Wesks ® 7 B ®B W AN
Months
L oK Iqum Test
Years
LOV Area Use
1 Select if you want a specific or relative date. Note that when you select a specific

Specific/Relative date in area 2, this value automatically changes to “Specific Date.” If you change
anything in areas 3, 4, or 5, this automatically changes to “Relative Date.”
Select any date you want to set the code to be the YYYYMMDD specific date

Radio Button
2
Calendar
3
Relative Date
Code
4
Offset
5
Result Display
6
Buttons
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value.

Use the drop-down to select a code such as T, Y, CMB, etc.

Use the Number Up/Down to indicate + or — number of Days, Weeks, Months,

etc. Use the drop-down to specify days, weeks, etc.

This area displays the current Code derived by your settings and a description of

that code.

Use OK to accept, Cancel to exit with changing, or Test to indicate what the result

would be based on relative to Today.
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Defaults and Saved Queries

Multiview has the capability to create saved search parameters in the form of either Defaults or Saved
Queries. These features will allow you to format your query screen with any fields you desire and save
the layout to access in the future.

Additionally, the Defaults and Saved Queries will also save if you have activated the Relative Dates
checkbox.

To create either of these, the first step is to customize your fields as you desire. Next, you will click the
“Save Query” button. You will either choose to “Save as My Default” or “Save As.”
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Luke Brandreth  Customer Support  SUPN18122.0.14.0 10042023 10:32 Ready NoNew Messages

Saving as your default will make it so that every time you open this specific query, it will open with
your saved Default layout. You can also Save as Default at the bottom of the query screen:
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If you want to save a query separately from your default, you will click “Save As” and will be prompted
with a screen to name the query. After you save the name, the new Saved Query will appear in the left
of your Search Criteria screen under Saved Queries:
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If you desire to switch back to the Default designed by Multiview for a query, simply click on Options,
then use the “Restore Multiview Default” button.
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A major difference between Saved Queries and Default Queries is that a Saved Query will save the
contents entered in the Value columns. For example, if you often need to look at a previous month’s
vouchers for a specific Bank Account, you can enter the Relative Dates codes as well as the Bank
Account, save the query, and access it on the left panel at your convenience:
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Other Options

Back in the Options menu, there are other features that are described in the table below:

Options Button Use

Clear Fields Removes all entered data in the Value columns

Restore Default Fields Restores the fields to your My Default layout

Restore Multiview Default Restores the fields to the standard Multiview Default layout
Copy Query to Clipboard Copies data to paste into another query screen

Paste Query from Clipboard  Pastes the copied data into another query screen

The last option not listed in the table above is “Display Advanced Comparison Options.” Using this
button creates a new column titled “Compare To.” A great use of this tool is comparing one field to
another field. For this example the desire is to determine which vouchers have been modified on a
different date than they were created.

Change the Operator to “Not Equal” and the Compare To to “Field.” Then choose “Date Modified” in
the Value (From) column. Now this search will find all vouchers in the system that have a Date
Modified that is different than the Date Created.
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These comparisons are a deep and useful tool that can be used as creatively as you wish!

Grid Manipulation
Defaults

Like the Search Query window, in the Data Grid, there are options to create default layouts. Under the
Options drop-down menu, there are several saving/restoring options available and are described in the

table below:
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

i& Voucher inquiry - Multiview Financials - x
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Voucher Inquiry

. E e < . s 9. @ . @.o0
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e e e e s e T S T I T R & - O N
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ume 19 open Unapproved | LLINE 186,32 Invoice 01062023 uste 1047783 COSTCO (HEAD OFFICE)
0 34534 InProcess  Posted 0 HovE HovE 345,00 Tnvoice o1-09-2023 [ 1047794 poressperts TORONTO, ONTX 942 CaN
Vendor Accaunt Number: #4444

o0 ERs2sUSP Closed Posted LuT  MAI MAIN 1,000.00 Employee Experse o1-10-2023 ustp 1047823 T vz

Accou 1 InProcess  Posted Accou w0 » 100,00 CreditMemo or-112023 nuoB 1047834 i

accou 11 Closed Posted Ao w0 » 100,00 Adjstment or-11:2023 nuos 1047835 PayTo Vendor COSTCO,INC

Py 123456 open Open FY LW PLIW 100 Invoice or-11:2023 08¢ 1047836 PayTo Vendor costco

ume 137 open Open une 250.00 Tnvoice or-11:2023 uste 1047837 759 MONTREAL ROAD COSTCO (HEAD OFFICE)

5oy o Acbess Detais COSTCO (HEAD OFFICE)

cosco 12 open Open CosT... MAIN MAIN 100 Invoice or-11:2023 cau 1047838 7 TORONTO,ON T3 9A2 CAN

1 o7 Infrocess  Posted n HovE HowE 100 Invoice o1-13:2023 ca 1047396 Vender Account Number:

w21 InProcess  Posted WP AP 1 100,00 Invoice ori3 202 cau 1047897 Lenilotiies i .

Invoice
e 421 InProcess  Posted PR APL 1 -100.00 Adjstment or-142023 canu 1047858 d
Transacton Type Inveice

1 % open Open 2 Hove HowE 100 Invoice: ori3 202 cau 1047395 e e
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27 ores InProcess  Posted ERr] a2 500,00 Prepayment or-17-2023 cau 1047535 Inveice o HoT227

COSTCO  MATCH Closed Posted COST... MAIN MAIN 400,00 Credit Memo 01-17-2023 caw 1047938 Status a

s e open Gpen SN GaT AT 6,000.00 Tnvoice or-17-2023 cau 1047341 Voucher Status Closed

scz1 e7ess open Qpen scze1 500,00 Invoice 172023 cau wam2 Frmm e

0 132135464 open Open 0 HovE HovE 100,00 Inveice 01152023 ca 1047854 B IRE Fosted

PR NGHGHGY open Open W AP w1 67.00 Invoice oris2023 cau 1047355 HodRezson 1d

Adjustment In Progre. =]

1 AMORTL InProcess  Posted 2 HovE HovE 4,000.00 Tnvice 01152023 ca 104761 =

1 AvoRTIZ Closed Posted 2 HovE HovE 420,00 Paid Invoice oris2023 cau 10462 AT )

1 AvORT open Open 2 HovE HovE 5,000.00 Invoice 01152023 ca 1047563 ApprovalId

oor e Closed Posted LowT  mAm AN 500,00 Prepayment o922 caw 1037374 Requires Approval o

oo eenw Closed Posted LowT  MAm AN 500,00 Invoice or-i9:2023 canu 1047875 Holdback Amount _

costco  prepAYTEST InProcess  posted CosT... mAm AN 5,000.00 Prepayment o122 caw 1097394 LD g

cosrco A Closed Posted CosT... mAm AN 5,000.00 Invoice 01202023 canu 1047395 | Piehen=s
Internsl Remarks
£3,02,7325 Accounting g
Like Brancreth | Customer Support | SUPNIS122.0,140 1] 10042023 1121 Resdy | No e Messages

Options Button Use

Restore My Default Restores the grid to your My Default layout

Restore Multiview Default Restores the grid to the standard Multiview Default layout
Restore Corporate Default Restores the grid to the saved Corporate Default layout
Restore Other... Restores the grid to a Saved layout from your listing
Replace as My Default Replaces My Default layout with the current layout

Save as Other... Allows you to save a new layout other than your Default

The “Restore Corporate Default” button allows you to standardize a screen among your employees.
The Corporate Default functions exactly as it sounds and creates a grid layout that will be automatically
applied to all your users’ screens. Users can override it still with their own defaults, but they can always
restore the corporate default as well.

To save a Corporate Default, the function first needs to be enabled in the Multiview globe button on
the top left of the screen.
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

@ Voucher inquiry - Multiview Financials - x
Main Menu a
Use 64bit Refresh
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e 345345 InProcess  Posted 0 HovE HOVE 345,00 Invoice 01092023 (=T 1047794 poressperts TORONTO,ON T3 92 CAN
= Vendor Actount Number: 44444
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-63,052,732.95| || Accounting 2]~

Luke Brandreth | Customer Support SUPN18122.0.14.0 1042023 11:29 | Ready | NoNew Messages

If you are already in your query screen (as in this example), you will need to close it and re-open it to
have the function enabled.

Once the feature is enabled, you can access the “Save as Corporate Default” and “Remove Corporate
Default” buttons in the Views drop-down menu.
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Data Gyrations: Queries & Pivots
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€. Refresh Screen oy Voucher Id 1043234
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Lowr L) dosed Posted owT M MAN 1,000.00 Employee Expense 01102023 use 04723 ] van
accou 1 InProcess  Posted accou a » <100.00 Credt Memo 01112023 ruos 1047834 e
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pay To Address Detais | COSTCO (HEAD OFFI
cso 1 open Open cosT... mam MAN 100 Invoice 01112023 ca 1047838 2y To Address Detals - 1opONTO, ON T3K 982 CaN
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7 oFGG Inprocess  Posted 7 m a2 500.00 Prepayment 01-17-2023 cam 1047935 Invoice No wot227
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Luke Brandreth  Customer Support SUPN18122.0.14.0 10-05-2023 09:40 Ready No New Messages

“Save as Corporate Default” allows you to override the current default and save a new one for all your
users to have access to. “Remove Corporate Default” removes the default and resets it back to the
standard.

Options

Clicking the “Options” button will open a window that looks like the field management area of your
Search Criteria screen. Most of these features and buttons, including “Group,” “Hide All/Show All,”
etc., all function the same as previously described. However, there are extra tabs on this screen. The
“Options” tab contains options to change the view and aesthetic of your grid.
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Most of these features are up to you to decide how you like the look of your grid, however, there are a
few items in the “Grid Display Options” area that also change how the grid works. Please see the table
below to review the options:

Option Use

Display Group By Box Reveals the area above the grid to drag-and-drop columns headers
into allowing you to group the data. See Image 1 below for example.

Display Auto Filter Row Enables the yellow filter bar to allow a user to type in and filter the
specific column.

Display Summary Row Enables the row on the bottom of the grid to create sums, max, min,
etc. See Image 2 below for example.

Display Group Summaries Acts the same as “Display Summary Row” but creates a row for each
group. See Image 3 below for example.

Display Group By Field Prefix When using groups, add the prefix in front of the data title. See
Image 4 below for example.
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Image 1: Display Group By Box
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Image 2: Display Summary Row
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IMUGZ625 y a
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P~ Voucher Inquiry - Multiview Finandials 8 X
[

Image 3: Display Group Summaries

L e e

Image 4: Display Group By Field Prefix: Left = Disabled; Right = Enabled
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-
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The Calculated Columns tab allows you to create custom columns that reference other columns within
your grid. These can be saved in any of your defaults or saved screens as well. To create the formula
that will populate your column, you can select one of the 3 lines and then click Edit Condition.

= Voucher Ingui - 8 X
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Requires Liit Approval

Approval 14
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2 Control Account 14 €_P
Accounting Date 01052023
[ sa0sz7205) R

Brandreth | Customer Support | SUPN18122.0.14.0 10-05-2023 10:17 | Ready | No New Messages

Here you can see all the various options that you can insert into your field. The different areas on the
screen will be described in the table below.
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Vendor Type
Vendor Type Id
Vender Produced by Shane
Vendar 1d £
J Vendor 1d: ICARG Address Details
3 Vendor 1d:ICOAS Address1d
O Vendor 1d: IEQUIV Ermen
5 Vendor 1: e PayTo vendor Frocuced by Shanis
PayTo vendor £
L CE— ) Pay To Address Datals
3 Vendor 1d: 01TEST Constants B compory 1@ a e
3 Vendor 1d: 10 Operators 2] Voucher 1d =] " Invoice
3 Vendor 1d: 10361 @ Functons 5] Bank Account f— e
3 Vendor 1d: 1099V10 ‘:::m ] sank 14 Yk et 5700
0 Vendor 1d: 11 Hath “:";":d(“‘ Invoie Date 01052023
O Vendor 1: 27 strg ‘gmvi"sfi Due Date o323
3 Vendor 1d:3 40 Comtopeomrttd e e Invoice o 57
G Vendor 1d: 33620 @] Transaction Type a Sates
@ Vendor 1d: 9999 = Voucher Status Inprocess
3 Vendor 16:AanS IS [ =
ey oid Resson 14
O Vendor 1d: AADALEASE ‘l [ J‘ Adjustment In Progre. ]
O Vendor 1d: AARON Limit Approval Id
2 Vendor 1d: ABLE Requres Lent Approval
3 Vendor 1d: ACCOU Aoproval1d
3 Vendor 1d: ACHE b
23 Vendor 1d: ADDIS. [
3 Vendor 1d: ADOBE ek
3 Vendor 1d: ALCO e
3 Vendor 1d: ALY
3 Vendor 1d: AT&T Accounting Group 1d
3 Vendor 1d: BCATER 29 Contrl Account1d €22
2 vendne 11 mETCO | scxmtrgoote o152z
3,052,720.95 | =
Luke Brandreth | Customer Support | SUPN18122.0.14.0 (3] | 10-05-2023 10:19 | Ready | No New Messages

Area Description

1  Thisis the area that the formula is built and displayed.

2 Headers containing the various options with which to build your formula.

3  Content changes based on which header is selected. Contains the specific string, operator,
function, etc. that build the formula.

4  Description area for the item selected in area 3.

Once a calculated column is created, it can be pulled into your grid just like any other field.
Pivot Tables

Pivot Tables are in the right-hand docking panel, and in the case of the Voucher Inquiry screen, it is the
fifth tab in the panel.

Page 25 TN multiview" m‘azoza

FINANCIAL SOFTWARE



OCTOBER 16-18, DALLAS

Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45
Time: 14:00 — 14:45

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

@ Voucher inquiry - Multiview Financials - x
WainMend] Voucher nquiry (| a
Voucher Inquiry

R.B € < 0 @, 5. = E,‘ ¥ . 8.0
Views  Sawe Refresh Search Reports | Actions  ViewVendor Panels | QuickAccess  Help Bt
Voucer Trarsatons |oiher e evein]
Vousr Traractors ostals | Vet | Dvcvens | Aeproak] "ot [rokmras

iy Options (ZAPrntPivot  ~ GraphWizard (73 PrintGraph [ Layout - 2 Options ~

N [ =

S — —— v Curency 1 &
Inveice Vender Info
—— Pay Pay . 37 Company... | 37 HoldReason < | 'con usp
Vendor 1d ‘mm Louche T e i ‘mmx Transaction Type Accounting Date ‘Cmvmyld ‘mm < Proctid .70 37
% i e - - e e o = - = e ke snzf:gg ZZ
$501.00

= 25000 schedked s2,599.00 (s500.00)

[ |costco  canias open Open Cos... M MAIN 80000 Scheduled 03082023 caw 1045865 e ==
costco canizs Open Open cos... mam MAIN 800.00 Scheduled 10082023 caw 1045867

|| waRr  aucie Open Open WAL KA KA 250,00 Scheduled 09-142023 cany 1043873
| |apoBE  TvFINITY TEST Open Open ADO.. AD1 01 230,00 scheduied 09-142023 can 1042877
| aDosE  wENTTYTEST open Open DO... ADL 01 230.00 schedied 10142028 cany 1049890
| ADosE  vENTTYTEST open Open ADO... ADL 01 230,00 scheduied 11142028 canu 104881
| |ADOBE  IMNTTYTEST2  Open Posted £D0... ADL 01 1,210.00 Scheduied 10142023 cany 1043834
| |ADoBE MY TEST2  Open Open ADO... ADL 01 1,210.00 Scheduied 05-142023 canu 1049909
| |ADOBE  IMNTYTEST2  Open Open ADO... ADL 01 1,500.00 Schedied 11142023 cany 104910

s seeTizs Closed Posted s 2,000.00 Prepayment 03012023 cany 1050111

e seTo Open Posted 1WPEX A1 1 500.00 repayment 03012023 cany 050112
| |costco mEmmYTESTL  open Posted cos... M AN 625.00 Schedied 03012023 canu 1050113
| |costco mEmTYTESTL open Open os... MA AN 625.00 schedied 03152023 cany 1050121
| |costco mEmTYTESTL  open Open cos... M AN 625.00 Schedied 09-22:2023 canu 1050122
| |costco mENTYTESTL  Open Open os... MA AN 200.00 schedied 03082023 cany 1050123
NES 3456789 open Posted EL AN 12.00 Invoice 03072023 ES 1050186
[coss 7m0 Closed Posted 1coAs ST st 900.00 Prepayment 03082023 ca 1050206
[ coas e Open Open 1c0AS ST E 900,00 Prepayment 03082023 cany 1050207
Ccoas a7 Open open 1coAs ST B 900,00 Prepayment 03082023 cany 1050208
o i) Partilly Closed Posted CME M A 12,000.00 Invoice 09122023 et 10502%
| costco 7ms00 open open os.. ma MAIN 400,00 Invoice 03132023 ca 1050268
| |ceesTicc  s14m0 open open cap.. AL AL 100,00 Advance 09142023 cany 1050269
RE) GRANT TEST open open AY  HoME o0 200,00 Invoice 03142023 ca 1050271
DR 12345678500 InProcess  Posted FIAT  MAI MAIN 500,00 Invoice 03152023 PHIL 1050273
DR 10594684 InProcess  Posted FIAT  MAIV A 2,000.00 Invoice 05152023 PHL 1050274
s sz Closed Posted s 2,000.00 Acjustment 05182023 caw 1050287
DES 46739 Closed Posted ECL AN 12,00 Adjustment os-182023 sww 1050288
7 Far 10544584 open open AT A AN 2,000.00 Acjustment 05182023 P 1050269
DES 10544584 open open AT A AN 200100 Adjustment os-182023 oL 1050250

194,860.57

Tiike Rrandreth | Cristamer Sunnart | §PNIR127.0.14.0 1 1010073 09114

e ————
Ready | NoNew Messages

What you’ll see is the Multiview default for the Voucher Inquiry pivot displayed, as well as a plethora of
features to help you manipulate the data. Pivot Tables will operate the same in every module and
screen as they do here.

Clicking on the Options button will open the Pivot Options window which is where you can customize

your table.
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Voucher inquiry - Multiview Financiais - X

B
= o ss00.00
we s open Posted woe AP 21 S0
T S N S_— R — o o —
COSTCO INFINITYTESTL  Open Open Cos... M AN 57 Bark1d - ; .
COSTCO IINTY.TEST_L  Open Open Cos... mam AN 57 HoldReason HOLD_REASON
COSTCO IINTYTEST_L  Open Open Cos.. mam AN il e Amount INVOICE_AMOUNT
E 3436789 open Posted SE vam M
cons 70 Closed Posted 1cons st El
cons os7 open Open 1coas 5T E
cons ea07 open Open 1coas 5T E
ae Partally Closed Posted o mam mMam 12
costco o900 open Open cos.. mam AN
ChpSTICC 91480V open Open .. AL AL
I3 GRANT TEST open Open ALY HoME o
FIAT 12345670900 InProcess  Posted FIAT A A
FIAT e InProcess  Posted FIAT A M 2
SN sz dlosed Posted st EX
B 3436783 dlosed Posted SE M A
FIAT 105684 open open FIAT AV MAN EX
FIAT 1053884 open Gpen FIAT AV MAIN 2
CARG 79655 open open 1P a2
ROMD 65655 Glosed Posted ROMD AP a
e open open e 100,
o[ e P —__ _
1 25 open open 2 o HoME 1,070.00 Tavoice G E T
cosco T open Open Cos... MAV MAN 50,00 Invoice 03272023 cau 1050366
0%1  TESTPADINOIE  Open open 10361 MAIN MAN 50000 Paid Invoice 03012023 & 1050386
BESTSO 34538 open open BT 4P w® 247700 Invoie 10022023 sFw 105046
e e open open wpex AP a0t 9,000.00 ke 10032023 cau 1050407
e e open open pex ap 01 6,000.00 Tvokce 10032023 caw 1050408
s 3456785 Closed Posted ErT M 1200 Acjustment 09012023 sew 1050427
Far 234567895432 open open AT A A 2,000.00 creditvemo 09-152023 P 1050431
194,860.57

The area on the far left contains all the fields that are available for you to pull into your table. These
fields can be dragged and dropped into the main Pivot Fields area of the window.

Pivot Options

A7 Entity Id 5
A7 Currency Id CURRENCY_ID [ d

45 Company Id COMPANY_ID sum
7 Bank Id BANK_ID Sum
47 Hold Reason HOLD_REASON Sum

@ Time
— Accounting Date
@ Date Created

H® Date Modified il Invoice Amount  INVOICE_AMOUNT Sum
H= piscount Date

H® Due Date

—@ Invoice Date

H Last Activity Date
I Last Check Date
— Pending Check Date
H pre-voucher Comple
—@ Pre-Youcher Date g
L@ Pre-voucher StartD...
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In the Pivot Fields area, the Type column can be changed from either Sum, Count, Min, Max, or
Average to change how the cell is going to calculate the displayed value.

Pivot Options il
|| Pivot Fields | Pivot and Graphing Options | Layout
'\, Calculated Fields  3€ Delete [=f Format  [33 Amange

Data Fields Pivot Bields
e [Neme BasedOn Tiee havenced \
47 Dimensions A7 Entty 1d ovs_D g smd e
il veasures A7 Currency 1d CURRENCY_ID e—
=] others .
B Tme =
—@ Accounting Date ‘;T Bank 14 BANK_ID
- Date Created 7 Hold Reason HOLD_REASON
- ® Date Modified ) 1rvoice Amount  INVOICE_AMOUNT
[ Discount Date
—@ Due Date
—@ Invoice Date
L[ Last Activity Date
H® Last Chedk Date
T Pending Check Date
[ Pre-Voucher Comple
[ Pre-Voucher Date C...

L[ Pre-Voucher StartD...

In addition to the standard fields offered on the screen, we can also create a Calculated Field here,

similarly to how it was done in the Grid. When you click the “Calculated Fields” button, you will be
presented with three options.
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A Voucher Inquiry - Multiview Finandials

™)

[ MainMen]| Voucher Inaury &3 (%)
Voucher Inquiry
E |l i | —— a ¢ . Dd. 0
Views  Save Refresh Search Reports  Actions  View Vendor Panels  QuickAccess  Help  Exit
Voucher Transactions | Voudher Pvot %

Voucher Transactions Detais | Voucher Doaments | Approvals | Pivot Folow-ps |

& Options fint Pivot GraphWizard 2= Print Graph [ Layout  ~ [ options ||
| o EENCHE i
0rag a column header here to group by that column
i i
(i s Pt E:y Address1d ¥ ~d o
{ je... Ad

9] e e - - e o e
we sem Open Posted 1APEX AP »1
COSTCO  INFINITYTEST_1  Open Posted cos.. MAN MAIN 3
COSTCO  INFINITY_TEST_1 Open Open COS.. MAIN MAIN {® Accounting Date
COSTCO  INFINITY.TEST_1  Open Open COs.. MAIN MAIN ® Date Created
COSTCO  INFINITY_TEST_1  Open Open cos.. MAN MAI D Date Modfed
SN 3456789 Open Posted SNF - MAIN MAIN
1COoAS. 7890 Closed Posted ICOAS ST ST
icoas  oo87 Open Open 1coas sT st [ Last Actiity Date:
1coAs. 8907 Open Open ICOAS ST ST ® Last Chedk Date
e e Partaly Closed Posted CTYE  MAN MAIN 12, ® pending Chedk Date:
CosTco 78900 Open Open COS... MAIN MAIN D Pre-voucher Cample
CaPSTIK 91480 Open Open cap.. a1 A S fre doehes Do C

7 Pre-Voucher StartD.
10 GRANT TEST Open Open ALY  HOME 20N
FAT 12345678500 InProcess  Posted AT MADY AN
FIAT 10544884 Infrocess  Posted FAT  MAIN Ay 2
SHAN SEPT123 Closed Posted SHAN 2,
SNF 3456789 Closed Posted SNF MAN MAIN
FIAT 10544884 Open Open FIAT  MAN MAIN -2
FIAT 10544884 Open Open FIAT  MAIN MAIN 2,
ICARG. 78655 Open Open 1APEX A2
ROAD 6565965 Closed Posted ROAD AP L3 R AT
CcTvE T Open Open CTvE 100, = —
s s Pt | st -
u 925 Open Open 12 HoME HOME 1,070.00 Invoke 09-25-2023 1 AW 1050346
costco VU7 pen Open cos... MAN AN 80.00 Invoice 09272023 caw 1050%6
10361 TESTPAIDINVOICE ~ Open Open 10361 MAIN MAIN 500.00 Paid Invoice 09-01-2023 GC 1050386
BESTSO 345345 Open Open BEST... AP L3 2,477.00 Invoice 10-02-2023 SNFW 1050406
1APEX 670 Open Open IAPEX  AP1 AL 9,000.00 Invoice 1003-2023 can 1050407
W em Open Open 1APEX 4P1 ' 6,000.00 Invoice 10032023 o 1050408
SN 3456789 Closed Posted SNF MAN MAIN 12.00 Adjustment 09-01-2023 SNFW 1050427
FIAT 234567895432 Open Open FIAT  MAIN MAIN ~2,000.00 CreditMemo 09-15-2023 PHIL. 1050431 u
144,860.57
Luke Brandreth  Customer Support SUPN18122.0.14.0 (i) | 10-10-202309:33 Ready NoNew Messages

Add Calculated Number and Add Calculated String use the same screen to build the expression as seen
in the grid and allows a user to create a new expression to add a custom field into the pivot table. The
difference between the two is the type of data that can be included which will be filtered for you. Edit
Calculated Expression allows you to modify an already existing expression.
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Pivot Options

Constants
Operators
@ Functions
DateTime
Logeal
Math
String

The “Format” button allows you to cycle through the different monetary display options, as seen in the
below picture.
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Pivot Options =l
| Pivot Fields | Pivot and Graphing Options_

'\ Calculated Fields 3¢ Delete | = [ Arrange
. 1,000.00 :

[Field 1,000 ‘Based On g"l’“n a[muud |

47 Dmensns as som 3 T

il Measures $1.00000 CURRENCY_ID v BTV ™ Advanced |

B ot S cowmr 3 s )

L;u\_w_J

The “Arrange” button, is one of the most important features of pivots. Clicking it will open a new
window that allows you to change the layout of the main pivot by manipulating your selected fields
within the four areas: Filter, Column, Row, and Data. You can drag and drop the fields between each
area, and you will be able to see how the pivot updates in the background on the main Multiview
Screen.
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ﬁ s Voucher Inquiry - Multiview Finandials o
[{MainMenl| Voucher Inqury &3 %]
Voucher Inquiry

(LR - i T e L4 @ ¢ . 9.0
Views  Save Refresh Search Reports  Actions  View Vendor Panels  QuickAccess  Help  Exit
| Voucher Transactions |Vouicher' Pvot % % )|
Voucher Transactons - | Detais | Voucher Doaments | Approvals | Pt Folowps |

. 7 Options  ~ . prntPivot  GraphWizard (>~ PrintGraph [33Layout = [F options |- |
[ [T ot opti
Pivot Felds | Layout|
'\ Calculated Fields 3¢ Delete =¥ Format [3 Arrange
i o DamFelds CPvotReds
Ve |
e

e N o = 7 S S | 3 oo

I wALMART  AUG14 Open Open WAL KA ® Tme.

W costco  canizs Open Open €Os... MAIN MAIV

[Hcostco canizs Open Open cos.. MAM AN

| waMaRT  AUG14 Open Open WAL KA KA

| apose INFINITY TEST Open Open ADO... AD1 a1

(W aDceE  INFINTTY TEST Open Open ADO.. AD1 01

[V ADcee IvEINITY TEST Open Open ADO.. AD1 01

| ADcEE  INFINTTYTEST.2  Open Posted 0. AD1 01 1

3 INFINITY_TEST.2 Open Open ADO.. ADL A1 1

™ ADosE: INFINITY_TEST.2 Open Open ADO... AD1 01 1

RETE ) Closed Posted e 2

| weex SEPTL Open Posted 1APEX 4P1 w1

| cOSTCO INFEINITYTESTi  Open Posted €os.. MAN A

| cosco INEINTTYTEST_t  Open Open €OS... MAIN MAIV

[lcostco  mINTTY_TEST_t Open Open €OS... MAIN MAIN

[Vcosco NENTYTEST.L Open Open COs.. MAN MAIN

RES 3456789 Open Posted SN MAN Al

| licoss 7m0 Closed Posted 1coas sT st

| licoas o087 Open Open 1coAs ST st

[ 1coas 8507 Open Open 1coas ST st

e e} Partialy Closed Posted CE MAN MAN e} =3 =

[ oo o oo om s o e

| cwesTick 9140V Open Open cap.. AL AL 100.00 Advance 09-142023 caw 1050269

[l 0 GRANT TEST Open Open AY  HOME N 200,00 Invoice 09-142023 e 1050271

7 Far 12345678900 InProcess  Posted FIAT  MAIN MAN 500.00 Invoice 09-15-2023 PHIL 1050273

[ Frar 10544884 InProcess  Posted FIAT  MAIN MAIN 2,000.00 Invoice 09-15-2023 PHIL 1050274

[ san sz Closed Posted SHAN -2,000.00 Adystment 09-18-2023 caw 1050287

L ES 3456789 Closed Posted SN MAIN MAIN -12.00 Adjustment 09-18-2023 SNFW 1050288

[ Frar 10544884 Open Open FIAT  MAIN MAN -2,000.00 Adustment 09-18-2023 PHIL 1050289

[ Far 10544884 Open Open FIAT  MAIN MAIN 2,001.00 Adjustment 09-18-2023 PHIL 1050290 2

\ 56037
Luke Brandreth | Customer Support SUPN18122.0,14.0 (] | 10-10-202308:52 Ready Mo New Messages

The Filter (1) area contains extra fields that are not in the main table in which you can filter the table
data. The Data (2) area is where you will add the field containing the data you wish to see, in this case,
Invoice Amount. The Column (3) and Row (4) areas each control what the headers are on their
respective areas.
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QLU

£29,770.37

$500.00

$112,000.00

$501.00
$2,589.00 ($500.00)
$145360.37 (5500.00)

When making these changes in the window, you will be able to see your changed updated in the Pivot
table in the background. This can be prevented by clicking the Defer Layout Update checkbox in the
bottom of the window, which will force you to manually update the table after you have made
changes.

In addition to making the arrangement changes in the pop-up window, you can also drag and drop the
field headers on the main screen to place them where you want and edit freely.
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Back on the main screen of Multiview, the “Graph Wizard” button is where you can build your
supporting graph using the data that you have selected in your Pivot table.

6‘\\ Voucher Inquiry - Multiview Finandials - 8 >
N
[ManMent] Voucher Inuey 3 %]
Voucher Inquiry
F.E € K . 4, o a i D, 0
Views  Save Refresh Search Repots  Actions  View Ve Panels  QuickAccess  Help it
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Voucher Transactions | Vioudher = oL
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BB seies 1 {
S 1 1 f I
=19 ] \ .
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i = L X T | $500.00
@ e e - - e e Presental T
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|7 WAMART  AUG14 Open Open WAL.. KA & ( | i | $2,589.00 ($500.00)
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[acee ey TEST Open open a00... D1 e ~ / L‘ )
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[ ADOBE  INFINITYTEST.2  Open Posted ADO... AD1 & ‘Series View . /) ( - -
Ao ENTYTET2  Open Open A00.. A1 | [ ‘ ] .
|ADOSE  ININITYTEST.2  Open Open ADO... AD1 JB  pontisbes l “ I I 1 o
| san SEPT123 Closed Posted SHAN | | I ‘ 1 O o
[we e O bosed e s Ab s /\ L ) )} E .
|| COSTCO  INFINITYTEST_1  Open Posted COS.. MAIN i [
[costco  menaviesTs  open Open cos.. MAIN B | Side By Side Bar 30 stacked | | e By Sde bar 30 stacked 100% Manhattan Bar L Point
| |COSTCO INFINITYTEST1  Open Open COS.. MAN ‘
cosico IENTYTESTL  Open Open cos... MAN 8 amotaton ] 1 e
RES 3456789 Open Posted SNE MAIN . 0 | | ‘
| Vicoas 790 Closed Posted 1coAS ST ® 1 1
= = = |== | IEa=—l INS=E
Hlcoss o7 open open coss 57
B e i} Partialy Closed Posted CYE MAN L Bubble | Line ( Line Stacked L Line Stacked 100% a
‘ |cosTco 78900 Open Open COS.. MAIN
[ s siseov = o .. AL @ youwantto use. To ypes by their groups, Inthe drop-down box.
|6 GRANT TEST Open Open AY  HoME
[ Far 12345678900 Infrocess  Posted FIAT  MAN = = =
P oswess nhross  posed[FAT A etz i cuzie]
REC - Closed Posted sHan LT RGBT R o S
L E 3456789 Closed Posted E mam 1200 Adystment 09182023 s 1050288 2
[ Far 10544884 Open Open FIAT  MAIN mAIN -2,000.00 Adustment 09-18-2023 PHL 1050289 i
] Far 10544834 Open Open FIAT  MAIN mam 2,001.00 Adjustment 09-18-2023 PHL 1050290 [~
| T 1446037 Il o
Luke Brandreth | Customer Support | SUPN18122.0.14.0 (] | 10-10-2023 10:22 | Ready NoMNew Messages

There are many different options you can choose from on the left of the window to modify how your
graph will look. You can also cycle through all the categories by clicking the “Next” button at the
bottom of the window.

Once you have chosen a graph and customized it to your liking, you can use the “Layout” button on the
main screen to change the arrangement of your graph and your table in respect to each other.
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L Print Pivot Graph Wizard (33 Print Greph| [5 Layout | - | a o]rms -
‘;‘?’Ifnlitvld ’;’?Bakld Pivot Top, Chart Bottom
Pivot Bottomn, Chart Top
imvsice amount £ Curr Pivot Left, Chart Right
%7 Company... | %y HoldReason ~ | oy Pivot Right, Chart Left
o canu 82 Pivot Only
S Chart Only, Chart Left
art Only, a
o twet s11 4
o pHIL $501.00
o SR £2,589.00 (500.00)
Grand Total $145,360.37 (5500.00)
M con
| ks

0.8
0.6
0.4

0.z

-0.2

GC|
LWt |

PHIL |
SHFt | /

Once your pivot is built to your specifications, it can be useful to drill down into specific data to further
analyze what information is making up the displayed call values. Double-clicking on any given cell on
the pivot table will modify the grid data to show the line items that are making up the cell data, as seen

below.
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il inveice Amount 47 Currency 1d ~

+ | &vrioldReason < F'epn usD.

7 Options ~

$29,770.37

500 00
$112,000.00

$501.00

§2,589.00
$145360.57

($500.00)
(5500.00)

s
s/

| T |

{J (] [Company 1d] =WWCt! And [Hold Reason Id] Is Null And [Currency 1d] = 'CON'

B o
o U

Luke Brandreth | Customer Support | SUPN18122.0.14.0 ] | 10-10-2023 10:55.

Query and Pivot Reports

| Ready | NoNew Messages

Creating reports based upon queries and pivots is a useful feature to share data and create easy access
to it for yourself, and other users. To access these options, use the Reports drop-down menu located in
the top toolbar. The bottom options are Create a new Query Report and Create a new Pivot Report.
These will open new windows to create the respective report. The screen functions the same for each

of the options.
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Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

Voucher Inquiry - Multiview Finandials

&R Creste a new Query Report
b Crestea new Pivot Report

1 [Company 1d] = LWC1 And [Hold Reason 1d] Is Null And [Currency Id] = 'CON'

The bare-minimum requirement you need to fill in is the Report Name, which you can name at your

discretion. You can then click OK and the report will be created.

% Edit ViewPoint Repork Settings

Iw.aportuame [

Report Parms

{Accounting Date In Between Last Month Begin and AnyValue)

Refiesh Type Refresh Time Of Day

|on Demand [ =]
LastRefreshed Last Refresh Timing

\ a | |
Next Refresh Additonal Output Format

| @ [vene

Plert Settings.

Alert Type Alert WF Pasition

[None

\

Alert Compare Type

Result Value Alert Compare Op Alert Compare To

[ number of Records Found

[ 0.00| |Greater Than [ 0.00]
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Time: 14:00 - 14:45
Time: 14:00 — 14:45

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

There are several other options you can change on this screen, such as sharing options (1), the report
parameters (2), and how often the report will refresh (3).

(% Edit ViewPoint Report Settings

@ Help -

© Eit

General

Ttem Information

Repart Name [

Report Parms

Subject [

Category |

Report Source

Report Source Id

| Voucher Inquiry

| |voucHER F1 |

Report Owner Id

Ttem Id

ke

| | 10756 |

(Accounting Date In Between Last Month Begin and AnyValue) o

Edit Report Parms

Display Options

Auto Preview

Default a

Automatic Refresh Settings

Refresh Type

Refresh Time Of Day

e Refresh Error

|Dn Demand

d |

=]

Last Refreshed

Last Refresh Timing

& |

Next Refresh

Additional Output Format

E| | MNone

]

Alert Settings

Alert Type

Alert WF Position

| Mone

o |

7]

Alert Compare Type

Result Value

Alert Compare Op

Alert Compare To

K|

|Number of Records Found

0.00 | |Greaber Than

K|

0.00] ||

Additionally, you can create an alert for the report and choose a Workflow Position to which the alert
is assigned. This can be done using the Alert Settings area. You need to fill in the Alert Type as well as
select the position to receive the alert.
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(¥ Edit ViewPoint Report Settings

f
General

Data Gyrations:

Queries & Pivots

Time: 14:00 - 14:45
Time: 14:00 — 14:45

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

Report Mame |

| Repart Parms

Subject [

Category |

Report Source

|
Report Source Id

| Voucher Inguiry

| [voucHER F1 |

Report Owner Id

Ttem Id

[Lke

| 10736

(Accounting Date In Between Last Month Begin and AnyValue) [~ |

Display Options

Auto Preview

Default %]

Automatic Refresh Settings

Refresh Type

Refresh Time Of Day

| 0On Demand

dJ |

Last Refreshed

Last Refresh Timing

@ |

Mext Refresh

Additional Qutput Format

E| |None

Alert Settings

Alert Type

Alert WF Position

fSend Message

o [manaceR

Alert Compare Type

Result Value Alert Compare Op

Alert Compare To

|Number of Records Found

o |

0.00 | ‘Greaber Than

g |

Further Examples

Example #1

You have pre-vouchers that are not getting approved in a timely manner and want to see the number
of days an item has been waiting approval.

1. To get started, navigate to Main Menu > Multiview > Workflow > Workflow Open Assignments.
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Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

OCTOBER 16-18, DALLAS

-
>

A Main Menu - Multiview Finandials - o x
N
Main Menu (3 %
Hain Henu
. B € . & ¢ . Dd. 0
Views Sawe Refresh Reports Find Form QuickAccess Help it
I\ Meru
[ Motew T : :
P
Ciiste== | > G| rma || cex |
(2] General Ledger | @workdon
= Budgeting [ Workflow Todo List [ Workfiow Open Items & Workflow Inquiry [jMessages. & User Preferences
@ Accounts Payable [ Change Password @ =]

& workflow Setup

= Purchase Order G workfiow Administrator 9, Workfiow Positions [ workflow Review
(@ toventory BFolowps
4 Work Order Entry.
(S Folow-ups. 4 Follow-up Adminstration %, Folow-up Type Maintenance

& mes

‘ ) SystemMaintenance:

Iu‘gn-m\omusm\mmm.uﬂ ) |'10-10-202301:55 Ready NoMNew Messages

2. Alist of all items currently in the Workflow will appear in the grid. For this inquiry, you only
want to see items in the Pre-Voucher Workflow. Click on the Search button on the top toolbar
to open the Search Criteria window, where we can narrow down our search results.
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Time: 14:00 - 14:45
Time: 14:00 — 14:45

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

N S L= S

Pre-Voucher Approval
Pre-Voucher Approval

Send Purchase Order Workfiow
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval

Send Puschase Order Wiorkfiow.
Check Run Workfion
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Appraval
Pre-Voucher Appraval
Pre-Voucher Approval
Pre-Voucher Approval
Pre-Voucher Approval

Send Purchase Order Workfiow
Dan test 2

Send Purchase Order Workfiow
Post Voucher WorkFlow
System Aleris.

Post Voucher WorkFlow

Post Voucher WorkFlow

Post Voucher WorkFlow

Post Voucher WorkFlow
Pre-Voucher Approval
Pre-Vnuirher Anraval

Iz

MainMenu| Workfiow Open Assgnments

Workflow Open Assignments
2.Aa €

Views Save  Refresh

=

p——- T, |
Fields
P
e
e
e
Sowan s
suast s
T
Sreas e
MANAGER AP Clerk US Test:
SHANIA- Shania Chayire
- st
T
QA1 QA User Chris.
TN
e
s e
an e
e
e
e
roam o e
- e,
S
Saas
FUNMIE Laura Walker
FUNMI Laura Walker
TEST QA User 06
FUNME Laura Walker
FUNME Laura Walker
FUNME Lawra Walker
FUNMI Laura Walker
s
e
Luke Brandreth Customer Support  SUPN18122.0.14.0 10-10-202301:56

Workflow Open Assignments - Multiview Financials

|| B savequery [3 options 7 Choose More Fields

Feld Operator Value (From) Value (To)

omcroc —Jtmas Y|
Task Activity 1d Equals -
Task Mote Equals )
Ovder Ao Actvity Type 1d  Equals ] ]
Task App. e g
Task Completed By U... Equals o
Dot DateAssigned  InBetween  J ) M1 ¥
Dats Date Completed  InBetween ] ga ©]
s Entry Date Ingetween  J ga ]
oats Exit Date metween 1 FIF] ~]
Data Event 1d Equals v}
Task Event Status 1s ¥ )
soproa Forward To User  Equals g g
Order Ao 0= Frquals ]
soproval Ttem1d s 2
oot Ttem Key1 Equels 2
Task Position Id Equals. o
Task Title Equals ©]
Task Assigned To User Equals g ¥
Task Review Todo1d  Equals o9
Data Setup 1d Equals J a
pata 1] Use Relative Dates
Data
Orcer Aop1| | CearFilds || DefauitFieds || Save s Default Query [ cnai ]
Test #1
Order Approval PO CANU-1718 1232020 LARA [
Task CANU laurs test enty Tnvoice ACC 1152021 LARA
Resolve System Alert Refresh Disshied 01102021
ask CANU laura test entty Invoice TTTT 05252022 LALRA
Task (CANU AARCN & COMPANY Invoice TTTT2 08252022 LARA
Task CANU laura test entity Tnvoice TTTT3 08-25:2022 LARA
Task (CANU AARGN & COMPANY Invoice TTT4 08-252022 LARA
Task AU No Vendor Invaice 0110200 Lowr
Tack No Vendor Invoice 12.17.001 1our [~ ]

Panels  QuickAccess  Help  Bxit

(%]

g

Transaction Type Invoice
Invoice Date 12.08.2015
Accounting Date

Invoice Amount 0

Budget Remaining Before Approval

H=H
|
2

Year To Date

Vendor Information

Pay To Vendor
Pay To Address

Payment Information
Bank id

Bank Account

Payment Terms

Duc Date 12092015
Discount Date

Discount Amount

Check Type

Pending Check Series
Pending Check Number
Pending Check Date

Accounting Information

Ready | No New Messages

v

3. Click on the Choose More Fields button in the top-right corner to customize the fields available
for query. There are many query fields in this screen that you will not need, so you can clean it
up to make it easier to find the fields you want.

Move all fields from the Displayed Fields column on the left-hand side to the Hidden

Fields column on the right by clicking on the “Hide All” button.
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Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

(o]
-
-]
o
m
o
-
-]

1
™
o
o
B
-~
~
>
.!"

2 -
T
=

1)
N
[ <]
N

o] 1]

¥ Todo Item Search Criteria

— o —————
Group HideAll Copy Find Group ShowAll  Sort  Find

Note

Activity Type Id

App

Completed By User Id
Date Assigned

Date Completed
Entry Date

Exit Date

Event1d

Event Status
Forward To User
Item

tem 14 =2
Ttem ey =1

Position 1d

— ) e

Actvity 1d “Show_|
“Show_ |
(“Show |

e Drag and drop the following fields from the Hidden Fields column back to the Displayed
Fields Column on the left:
i. App
ii. Desc Text

* Todo Item Search Criteria

Group Hide All Copy Find Group  ShowAll Sort Find
mu’_
I i -

[ oY <

o
g
=
8

|
|
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Time: 14:00 - 14:45  Date: Monday, October 16, 2023

OCTOBER 16-18, DAL
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

-
B
"]

e Click the “OK” button at the bottom of the Customize Query Fields pop-up window.
4. Entering Search parameters
e The App is “Pre-Voucher Approval.” With just that parameter entered, it will show all
pre-voucher assignments, including data entry tasks.
e If you want to see only approvals, then you can use the Desc Text parameter to look for
only nodes that contain “Approval” in their name. Select the Desc Text field and then:
i. Change the Operator from “Equals” to “Like.”
ii. Inthe Value (From) field, enter “Approval.”
5. Adding a calculated field for days outstanding
e Click on the “Options” button above the grid.
e Select the Calculated Columns tab along the top of the Options window.
e Select the first calculated field, Calc 1, and click on the “Edit Condition” button above
the calculated fields.

p— ‘Workflow Open Assignments - Multiview Financials
TR\
Main Menu | Workfiow Open Assignments () a
Workfiow Open Assignments
R.E & | < _ . - v . 2.0
Views Save  Refresh Search Reports Edit Requisitition Panels. QuickAccess Help Exit
Open Items Ttem %)
mrj Hem ity | beaks | Docments | oty
Todo Ttem 10f 347 dud@
Pre-VoucherInformation a
Fields
B c E Invoice Information
Assigned To User Tite App Desc Text:
Formattng Calcuiated Columns. L Invoice
gswnsn weeR  fevoherdgpovd | it Condition a
SAMIKSHA MANAGER Pre-Voucher Approval Task Caption Expression T Invoi 12-08-2015
SAMIKSHA MANAGER Pre-Voucher Approval Task M® cact _m
SAMIKSHA MANAGER Send Purchase Order Workflow Order Approval @ cac2 Decmal oo
SAMIKSHA MANAGER Pre-Voucher Approval Task @ o3 Dedmal Currency
sunsra HANAGER Pre-Voucher Aggroval Tesk
MANAGER AP Clerk US Test Pre-Voucher Approval Data Month
savcsra [ reYoucher Aprovel oate Year To bate
[, 20 ks Test re-toucher pproval .
s S Chay re-toucher Approval oea
soev Jooy Moot re-toucher Approval
SAMIKSHA MANAGER Pre-Voucher Approval Task
QA QA User Chr Pre-Voucher Approval Approval
SAMIKSHA MANAGER Send Purchase Order Workflow Order Approval
s e Check Run Werkfon Toprov
swn Shario Chovie e oucher Aoproval Data
SAMIKSHA MANAGER Pre-Voucher Approval Task
SAMIKSHA MANAGER Pre-Noucher Approval Task
SAMIKSHA MANAGER Pre-Noucher Approval Task Due Date 12-08-2015
SAMIKSHA MANAGER Pre-Voucher Approval Task Discount Date
WaaGER 20 ks Test e Nouchs Approvl o Discount Amount
SHANIA Shania Chayire Pre-Voucher Approval Data Check Type
2087 Joey Maihiat Pre-Voucher Approval Data i Lﬂ‘j ; Check Group
SAMIKSHA MANAGER Send Purchase Order Workflow Order Approval PUTANU-T5%: 02-20-015 LDwWT ‘Separate Check No
SAMIKSHA MANAGER Dan test 2 Test #1 test 08-19-2020 LowTt Pending Check Series
FUNMI Laura Walker Send Purchase Order Workfiow Order Approval PO CANU-1718 11-23-2020 LARA Pending Check Number
AU Laura Walker Post Voucher WorkFlow Task CANU laura test entty Invoice ACC. 10-19-2021 LAURA Pending Check Date
=T @ Lser00 systen Aerts Resohe systen At et piced oSz
FUNML Laura Walker Post Voucher WorkFlow Task CANU laura test entity ice: 08-25-2022 LAURA ‘GL Dist Code
raen Lora Water ost VoucherWorow Tosk - s R TaxGroup
FUNME Laura Walker Post Voucher WorkFlow Task 08-25-2022 LALRA ‘Control Account Id
FUNME Laura Walker Post Voucher WorkFlow Task 08-25-2022 LAURA
SAMIKSHA MANAGER Pre-Voucher Approval Task CANU No Vendor Invoice: 01-10-2020 Lowt Public Remarks
SamcsHa MANAGRR  prevou reay— 1 sk No Vendor Invoice. 17-17019 1w & commentt ¥
Comment2
Luke Brandreth | Customer Support SUPN18122.0.14.0 10-10-202303:38 Ready No New Messages

e Choose Functions from the first column and double-click on DateDiffDay(,) from the
middle column. This will put it into the top section of the Expression Editor.
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Time: 14:00 - 14:45  Date: Monday, October 16, 2023

OCTOBE

R 16-18, DALLAS, TX )
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023
Expression Editor =
DATEDIFFDAY(, ) o
e
Synitax ermor.
Columns I k| oatepiffoay(startoate,
Constants I addSeconds a EndDate)
Operators AddTicks a Returns the number of day
& Functions boundaries between two non-
AddTimeSpan nullable dates.
.
oo
Math DateDiffHour
String DateDifMilisecond
DateDiffMinute
DateDiffMonth a
ok | cance |

e Choose Columns from the first column and double-click on [Date Assigned] from the
middle column.

e Move your cursor in between the comma and the closing parenthesis.

e Choose Functions from the first column and double-click on Today() from the middle
column.

e Your expression should read: DateDiffDay([Date Assigned],Today() ).

Page 44 I« mUItiViEW' m‘ﬁzozg

FINANCIAL SOFTWARE



IMUS2525 Data Gyrations: Queries & Pivots
EE == _- H o o 0 .
S AT Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023
Expression Editor "
DATEDIFFDAY{{[Date Assigned],TODAY() J |
d
Columns (today Q|| Today()
Constants LocalDateTimeToday Returns the current date.
Operators LocalDateTimeYearBeforeToday Regardless of the actual time, this
& Functions Today function returns midnight of the
current date.,
Logical
Math
String
e Click OK.

name, ex: Days in Approval.

*| Options

Click into the Caption field where it says Calc 1. Type in your calculated field a desired
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e Click on the Columns tab at the top of the Options window and then drag and drop the
calculated field from the Hidden Fields on the right-hand side to the Displayed Fields on
the left-hand side. Note: The calculated field will still have the Caption of “Calc 1” on the
Columns tab, but the name will appear correctly in the Grid.

Group Hide All Copy Find Group ShowAll Sort  Find
Fields W Fiedleft

Assigned To User B || Relds %]
Title [~ Fide | Activity Type Id [*Show |
o || e =
Desc Text [ Hide | Event Status [*Show |
Item [ Fide | Entry Date [*Show |
Date Assigned [~ Fide | ItemKey1 (™Show |
o )| ST -
Calc 2 [Show |
/ cale 3 =a
' Hidden a
Item Id [ Show |
Event Id m
Todo 1d [*Show |
Todo Status [*Show |
Todo Type E
Date Completed [ Show |
Completed By User I (u el

Review Todo Id [FShow ||

ok | canel | J

6. Saving the query as a report
e Click on the “Reports” button on the top toolbar and select Create a New Query Report.

m

Main Menu  Workflow Open Assignments

Workflow Open Assignments
]
.8 € K | @, @

Views  Save  Refresh Search Reports Edit Requisitition
Open Items (@ My Reports

[@h My Report Lists

‘_ | Todoltem 10 347 ﬁaa = Published Results

& Create a new Query Report

Drag a column header here to group by that o
| &  Create a new Pivot Report

Assigned To User ‘me App |Dm

Page 46 TN multiview" m‘azoza

FINANCIAL SOFTWARE



Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

e Enter a name for your Report in the Report Name field, such as “Pre-Voucher — Days in
Approval Report.”

e Click Ok
7. You can access any saved query report from either the inquiry screen where it was created, or
the My Reports screen. Click on the “Reports” button on the top toolbar and Select My Reports.
Find the report that you created and double-click it, or click on View Results, to run your query.

Example #2

You would like to run a Trial Balance report and be able to see totals by Business Unit/department as
well as be able to drill into the detail where needed.

1. To get started, navigate to Main Menu-> Multiview -> General Ledger-> Trial Balance
Analysis.

Y Main Menu - Multiview Finandals - o X
VAN
Manbens & %]
M Hemu

.8 & @, & g
Views Save  Refresh Reports Find Form QuickAccess

8. ©
Hep Bt
Menu

Multiview <

@ viewpontel
®) Viewsource %0
(&) workfiow

Budgetng

[@ Accounts Payable
@ Accounts Receivable
[ AssetManagement
5 Purchase Order

@ 1nventory

& Work Order Entry
&5 Order Entry

[ Te Management

) Project Management

Gy mves

) System Maintenance

B General Ledger

- Detos

-

&3 Joumal Entres

4 Post Journal Entries
QManager Functons

[ ntercompany Approvals
& Currency Transiation Closing Entry Submission

4 GL Alocation Submission
D6 Interfaces

@ Journal Entry Interface
Evonth/ear Cose

[ 4P cut Off Date

4 Set Cut Off Date Submission

&

| Luke Brandreth | Customer Support | SUPN18122.0.14.0 (i | 10-10-202303:51

Wd|__Fnd Clear

§ Joumnal Transact tion Inquiry N Create New Journal Entry

4 Close Journal Entries [ Template Generaton

N Intercompany Settiement § Intercompany Settiement Inquiry

[ Accont Reconchiton [ Account Reconcliton Transactons

i 6L Export Submission @ GL Export History

@ cutorfoste P cutoffose

[ Trial Balance Analysis [ 3 Trial Balance by RAD Analysis

(@hsecured Trial Balance Analysis

[ Tempiate Entry

4 Revalve Foreign Currency Submission

N Stats Group Maintenance

[ Interface Local Excel Fies

[ Cose period

43 currency

(Jliaiy Trial Balance Analysis

Journal Transactions Summary Inquiry

\ Statistic Entries

{®Send GL Actusis to Adaptive:

4 Closing Entries Submission

N GL Alocations

@G statstis Upload

[/ Close vear

Ready No New Messages

-l
-

2. Once directed to the Trial Balance Analysis screen, a Search Criteria window will appear.
Select the Use Relative Dates checkbox located at the bottom of the Search Criteria

Page 47

window to enable the use of relative periods instead of calendar dates. This helps

your search remain 'current' in relation to when you perform your query.
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Main Mend| Trial Balance Analysis (3
Trial Balance Analysis

)

Views

(=

Refresh

Trial Balance Analysis

9
>

 Options  ~ | [ Detaik | Summary | Pivot
Lof 1757 HHW@ (33 Print Pivot '\ GraphWizard (24 Print Graph [ Layout -
derhereto g B <s Unit 1d AccountType * | 7 Account No Account
Ids |Pivot and Graphing Optons | Layout e o _ST—
G oy B B e cam Rt A "\ Calculated Fields ete | [Zf Format [§} Amange —
€ Delete Selected Pivot Field !v e

> e i i i ci - 8 3€ Delete All Pivot Fields. = e Tipe [ ingc.. s .00 0.00
I T S e M T T T 1 T oA e
CNJ UncomPro.. COSTM  CANCustoms 5500 Automobie . Bperse  Expense # e t AccouT o0 son 2 T AFN2. ACCOUNT, 00 (ss00.00)
oan Doughnuts .. 1310 Sales 5207 Telecommu.. Expense  Expense ‘f® e Company CoPANY DS ] BRIV Advanced | AFM2- BALANCE. .00 35000
oant Doughnuts .. 1210 ProductMa... 5103 CPRISSM Bxpense  Expense ll) OpeningBalance  oPENING BALANCE (] S o i oUp Total 0.0 0.00
usp Unicorn Pro... UNET Us Netnork... 5120 Publications... Expense  Expense il actvitysalance  acTvITY BALANCE sum 3 (T e | AD-Account Pay. 0.00 $1,188.00
usp Unicorn Pro... UFIN UsFrnance 5500 Teephone  Expense  Expense ) cosngsaance  cLosing saLance e AD-Account Rec. 0.0 (52,900.00)
cany Unicorn Pro... CSTOR Canisales, .. 5000 Saaries ... Bxpense  Expense 47 Busessunitld UNIT_ID ¥ e AD-galance sheet $0.00 $1,71200
usp UnicomPro... USCHIC  US Sales, C.. 5300 Statonery  Bxpense  Expense AT Accountiio AccomTro Sum 3 L B bR ICACY- FM Company To 0.0 2.0
= Unicorn Pro... MFIN VEXFrance 1400 Duefiom ... Asset asset AccountType  ACCONT_TYPESD Sum L g [pr's €. | Bafance sheet (2 (LEED
usp Unicorn Pro... TP Us Inpleme... 5000 Sdaries&w... Bxpense  Expense Ottana 20 ($1,500.00)
cany Unicorn Pro... CFIN CanFnanc.. 1234 capcasH  Asset asset v S0 S0.00
oan Doughnuts .. 1000 Coporate 5100 Sdaries  Bpense  Expense e e () L1000
cany Unicorn Pro... CADVERT  CANAdvert... 1600 Funiture & . Asset asset sy () o)
caw Unicorn Pro... GSCAL CANSales, .. 5301 RetrntoS. Bxpense  Expense DT (20 (D
ca Unicorn Pro... GPLR cANPutha... 5020 Beefis  Bpense  Expense eliar s L Gty
Procurement Dep. .00 (5100.00)

caw Unicor Pro... GSMONT  GANSales, .. 5230 Mantenance  Expense  Expense e o0 000
ca UnconPro.. GWEST  CANRegra.. 5410 Local mieage  Expense  Expense e e e piges
caw UnicornPro.. GADMIN  GANAdmini.. 5620 =3 Egese  Expense Development 75,650.00 0.00
caw unicon Pro... CPLR CANPurcha... 5210 Offe cean.. Expense  Expense Exeartve 77,985.83 0.00
caw Unicom Pro.. CSMONT  CANSales, .. 5210 Offie can.. Bxpense  Expense e 117,785.00 Pt
oA Doughruts .. 1310 Sales 105 AR Contal .. Asset asset Human Resources 6,265.00 .00
oA Doughnuts .. 1310 Sales si2 Meas RENL.. Expense  Expense Legd $13,220.00 .00
= UncomPro.. MIRAIN  MEXTrani.. 5310 Copier 8pri.. Expense  Expense puunt Fd Setinne — Marketing 523,735.00 .00
can Unicorn Pro.. CFIN CaniFnanc... 1620 Automobles  Asset hsset 3 Szl office $54,425.00 .00
can Unicorn Pro... CPLR CaniPurcha... 5240 Propertyta.. Expense  Expense 7 2 7 ) $27,700.00 $0.00
can Uricorn Pro... CSOFT CanSoftw.. 4120 Interestinc.. Revenue  Revenue 3,120.00 0.00 63,120.00 ] Resource Team $19,050.00 0.00
can Unicorn Pro... CADVERT  CANAdvert... 5903 RetrntoS.. Expense  Expense 4,500.00 0.00 4,500.00 o Sdes 83,4003 .00
can Unicorn Pro... CADVERT  CAN Advert... 5000 Saariesiw... Expense  Expense 40162208 2,000.00 4,403,622.08 1 o Tech Servies $105,150.00 0.00
caw Unicorn Pro... CPROD CaNProduc . 5000 Seriesfuw... Bxpense  Expense 102,782.81 0.00 102,792.81 o & Testrun $13.97 0.0
can Uicorn Pro... CMIS SHTrackNo... 5310 Copier &pri.. Expense  Expense 6,650.00 0.00 6,650.00 o 4 St e s ($104,050.00) jod
caw UnicomPro... CTRAIN  CANTrainn... 5440 Meals EBpense  Expense 23,50.00 0.00 23,50.00 o 9 FITNESS WOR...| Filness World Ee. .00 .00
can Uricorn Pro... CCUST Cancusto.. 5020 Benefis  Expense  Expense 6867.45 0.00 686745 o 4 Erasce ke (ETO 0.0
o ——— PP Py P vors—r— . e o o . 2 M-ADMIN sL510.00 s2680.00

S

Search

Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45

Time: 14:00 — 14:45

When the Use Relative Dates option is selected, clicking on a date drop-down will
raise the Relative Date popup. You can select a Relative Date Type from the drop-

down.

i. Select CYB- Current Year Begin for the From Date
ii. Select CME - Current Month End for the To Date

Enter a Company Id as desired.
Click Query

3. Customizing your Pivot
Click on the Pivot panel on the right-hand side of the screen. Adjust the panel to

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

occupy half of your screen. This enables you to have more space to experience the

full functionality of the Pivot table.

Click on the Options button in the top right corner.

Click on Delete > Delete All Pivot Fields

o _
Trial Balance Analysis~ Multiview Financials

G

Reports

“14,483.38

Luke Brancreth | Customer Support | SUPNI122.0,14.0 ] | 10-10-202303:5%
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3 [ Not [Account Type] = Statistic

|

Panels

Closing Balance

$0.00
$550.00
($500.00)
£350.00
£0.00
$1,188.00
152,300.00)
$1,712.00
$0.00
$1,500.00
1($1,500.00)
.00
$1,100.00
($100.00)
.00
(5900.00)
($100.00)
$0.00
(s711,440.89)
$78,650.00
77,3583
$117,785.00
$6,265.00
$13,220.00
$23,735.00
$59,425.00
$27,700.00
$19,050.00
3,401.03
$105,150.00
s13.97
($104,050.00)
.00
$2,570.00
$4,190.00

QuickAccess

x
a
&, O
Hep  Edit

o
[Feicri ]

Ready | NoNew Messages

Open the Dimensions section on the left > Drag and drop the following fields to

the pivot fields on the right:
i. Account
ii. Account Type

Open the Measures section-> Drag and drop the following fields to the pivot fields

on the right:

T
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45
Time: 14:00 — 14:45

Activity Balance
Beginning Year Balance

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

iii. Closing Balance
iv. Credit Activity Balance
v. Debit Activity Balance
vi. Opening Balance
vii. Year To Date Balance
Pivot Options el =l e
Pivat Fields Pivot and Graphing Options | Layout
'\, Calculated Fields 3§ Delete Format [§3 Arrange
Data Fields Fivot Fields
|Field N (2 |Based On [ Type | Advanced
o[ il Activity Balance  ACTIVITY_BALA... [ BRI Advanced |
.I—‘?z_‘? Dimensions ﬂ Beginning Year B... YEAR_OPEMING... a Sum a m
[T Account il closing Balance  CLOSING BALAN... | sum 3 IR
[T Account No il Credit Actvity B.. ACTIVITY_BaLa... [ YT Adenced |
:g :z::;ﬁ il Debit Activity Bal... ACTIVITY BALA... | sum ) I
_,:? Base Currency illll opening Balance  OPENING_BALA... | Sum a [ Rdvanced |
|7 Business Unit il vear To Date Bal... PRI
7 Business Unit 1d &7 Account ACCOUNT NOSD | BRI Advanced |
(7 Chart Id 47 Account Type ACCOUNT TYPE | sum 3 IR
7‘27 Company
—’.“;? Company Id
7 RADID 1
L% RAD Type 1
i}ﬂ Measures
7ﬂ Account Type Sort
il Activity Balance
—ﬂ Beginning Year Balance
—ﬂ Closing Balance
bl credit Activity Balance
7ﬂ Debit Activity Balan
—ﬂ Opening Balance
7ﬂ Trans Count
—ﬂ ‘fear To Date Balance
Others |
=1 Has actiity ] Divnt Fisld Sattinne
ok ) | o
id
e Click OK

4. Creating your Pivot table
e Dragand drop the following fields on the Rows (Drop Row Fields here)

i
ii.
iii.
iv.
V.
vi.

Page 49

A

ccount Type

Account
e Drag and drop the following fields on the Data Items (Drop Data Items Here)
Beginning Year Balance
Opening Balance

Debit Activity Balance
Credit Activity Balance

Closing Balance

Year To Date Balance

AN
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Data Gyrations: Queries & Pivots

mi=====
!‘"‘ = - 2ﬁ" Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

-4,000.00 ; 000.00
-21,900.00 -21,900.00 13,810.00 35,710.00
-1,000.00 -1,000.00 0.00 0.00 1,000.00 0.00
1,120.00 1,120.00 832.00 1,120.00 0.00 832.00
1,000.00 1,000.00 -16,522.50 1,000.00 0.00 -16,822.50
0.00 0.00 0.00 1,500.00 1,500.00 0.00
-1,000.00 -1,000.00 5,300.00 0.00 1,000.00 5,300.00
n.0n n.on -3.700.00 n.nn n.nn ~3.700.00

5. Adjusting/Using your Pivot table
e Switch Activity Balance with Debit and Credit Activity Balance fields
i. Drag and drop Debit Activity Balance and Credit Activity Balance fields back

up to the filter fields

ii. Drag Activity Balance down to the data fields in between the opening and
closing balance fields

iii. Right-click in the blue space under the Asset group heading and select
Collapse All

Collapse

<= Expand All

1= Collapse All

e Filter to look at just revenue and expense account types
i. Click on the funnel icon in the top-right corner of the Account Type field
heading and uncheck Asset, Liability, and Capital

Page 50 I multiview" G023
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lm' - Eﬁﬁs Data Gyrations: Queries & Pivots
;"’ = = " Time: 14:00 - 14:45  Date: Monday, October 16, 2023

Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

(o]
-
oW
o
m
o
-
-]
1
™
o
o
B
-~
-~
>
5
-
E]

| Enter text to search...

=] cam
] Asset
| Liability

ii. Click OK

Right-click on the Revenue group heading and select Expand All
Double-click in the Clinic Service Revenue Activity Balance cell.
Remove the filter from the Account Type
Click on the funnel icon in the top-right corner of the Account Type field heading
and check (Show All).

e Click Ok.
6. Saving your Pivot Table

e C(Click onthe Drop-down beside the options button and select Replace as My Default

Options

Restore My Default

Restore Multiview Default
Restore Corporate Default
Restore Other...

Replace as My Default I
Save as Other...

| 1,750.00
0.00 0.00 -1,000.00
nonn a0 nn nnn
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Example #3

Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45
Time: 14:00 — 14:45

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

You would like to analyze revenue by department for the first 2 quarters of FY 2023. You would
like to get results ranked from top to bottom. You have decided to use a Pivot table to dissect the

data and present the results.

1. To get started, navigate to Main Menu-> Multiview -> General Ledger-> Journal

Transaction Inquiry.

Main Menu - Miftiview Financials

- 8 x

Vantens 3] -
Main Menu

R.B € | @. & ——
Views Save  Refresh Reports Find Form: o . s
e
Multiview a
ViewPoint BT Forms -

a
(@ Manager Function:

[l Trial Balance Analysis

) Terpiate Entry

[Dtntreampany Approvals

i Work Order Entry

“4J:GL Alocation Submission

e

&5 Order Entry

"N Intercompany Settement

4 Currency Translation Closing Entry Submission [ Account Reconiiation

 Intereompany Setbement Inquiry

[ Account Reconciiation Transactions

L Revalue Forsign C

\Stats Group Mantznance

N statstcEnties

Tine Managenent

P ent [ Journal Entry Interface.

(@ Vonthivear Close

BB 6L Export Submission

B Bootrstary

[ Interface Local Excel Files

[ 5end GL Actuals to Adaptive (@ 6L Statistics Upload

[$1 4P Cut Off Date [ AR Cut Off Date

0 Set Cut Off Date Submission

Tap mes

< System Mainterance

2

[$GL cut Off Date

[ Close Period

4 Closing Entries Submission [ Close Year

ke Brancreth | Customer Support| SUPNIS122:0.140 () | 10-112023 10:53

Tt | e s

2. From the Search Criteria screen, select Choose More Fields (Star Icon, top-right) and add in
Account Type by dragging it from Hidden Fields to the Displayed Fields
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jme !5252? Data Gyrations: Queries & Pivots
EEssw Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

@ Journal Transaction inguiry - Multiview Financials - x

e | e Transsctn ey 3| a

Journal Transaction Inquiry

Entry 1d
Business Unit [d
AccountNe
Account Type {Nothing Selected)
Amount
Currency 1d
Accounting Date

Period 1d

Data Type (Nothing Selected)
Comments

Remarks

Comments.
Type
Entry Type {Nothing Selected)

Source System (Nothing Selected)
Enty status (Nothing Selected)
Reversed =
Approval (Nothing Selected)
Reversng Date

wavs
CIRTRAD
CiSRAD
ENPRAD
ENGRAD
LICRAD
LoBRAD
MEDRAD
P1RAD
P2RAD
PIRAD
P4RAD
PRODRAD
REGNRAD
ROOTRAD

ST RAD
SUPD RAD
RaD
BEFRAD
FUND RAD
BILLRAD

e Click Ok
e Add the following parameters to the Query window.

Field Operator Value (From) Value (To)
Account Type Is Revenue

Accounting In Between 01/01/2023 06/30/2023
Date

Company Id Equals CANU

e Click Save Query and select Save As...
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

o
n
-
o
o
m
o
-
-]
'
-
o
o
>
-
-
>
Wi
-
»

[ Search Criteria

T

@ Saved Queries o " @ Options -7 Choose More Fields
Cg Luke Test Query Field Value (To)
Revenue by Month Pivot C.

Business UnitId  Egquals %] [&]
Chart 1d Equals hd d
Account Ho Equals %] [&]
Account Type Is “ Revenue h‘
Currency Id Equals “ “
Entry Id Equals %]
Base Curr Amount Equals d
Amount Equals “
Remarks Equals “
Comments Equals %]
Entry Status Is %] [&]
Data Type Is V] V]
Entry Type Is %] [&]
Source System Is d “
Accounting Date  InBetween | (01012023 | (Jos-30-2023 |
Date Created InBetween |4 [ [~ =] %]
User Created Equals %] [&]
|_] Use Relative Dates

l Clear Fields JI Default Fields JI Save As DefauItJ W m

e Type "Revenue by Department" in the Title bar
e Click OK.
e Click Query to continue.

3. Customizing your Pivot

e Select Views > Multiview Default to restore the screen layout to Multiview default.

e Select the Pivot panel on the right-hand side of the screen and adjust the window to
occupy half of your screen. This enables you to have more space to experience the
full functionality of the Pivot table.

e Click on the Options button from the docking panel (NOT from the grid), the Pivot
Options window will pop-up (WARNING: You need to be on the Pivot tab otherwise
the correct options window will not appear).
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lm Ny 2 ﬁ;_; Data Gyrations: Queries & Pivots
o e = Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

2]
-
o1l
o
m
o0
-
]

]
-

&
Q
»
-
-
B

&
-l
>

Journal Transaction inguiry - Multiview Financials - x

Pivot Options. TE%

oo madaswonos 0ot

(515,503.61) (8950.00)

cROD 410 -1,000.00 CON 01162023 Finencal oval
cscaL <100 30,00 s 02052025 Fencal beroval
cMoNT 4100 -35.00 USD 0205023 Fnanasl boroval
csToR 410 -35.00 USD 02032023 Finandsl boroval
caMN 4135 885,00 CON 0301023 Fnancal boroval
cscaL <100 -195.00 USD 03012025 Fnancal boroval
CSMONT 4100 227,50 USD 03012023 Fnencal boroval
TR a0 227,50 USD 03012025 Frencal beroval
cstoR a0 290,43 cON 0301025 Fnancal bproval
cseaL 100 70,00 UsD 03032023 Finandsl boroval
cMONT 4100 -65.00 UsD 0303023 Fnancl boroval
TR 4w0 6500 UsD 03032023 Fnancal boroval
TR 410 32,18 CON 0325023 Fencal boroval
caomn a1 7,000.00 coN 0522025 Fnancsl ovl
com oo con sz Frence Lo ) | cnal ] =
caDMN 413 ,000.00 CON 062M3  Frencdl  Zfrecenapeuniest AR eath fostna for Nene  Journal AccountsR... Posted 0 Nopproval

e Openthe Dimensions section on the left > Drag and drop the following fields to
the pivot fields on the right:
i. Account
ii. Business Unit
e When these fields have been added to your Pivot Fields display, it should appear as
below:
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

Pivot Options el =l

Pivot Fislds | Pivot and Graphing Options | Layout

s Calculated Fields  3€ Delete  [Zf Format  [§3 Arrange

Data Fields Fivot Fields
(%7 Dimensions 47 Company Id COMPANY_ID [~ sum (] (N
*';’7 RAD ‘.,_*? Business Unit UNIT_ID a Sum a w
%7 RAD Desaription 47 Account No ACCOUNT_NO ~] sum (3
I, frameor  ameon  J sun () EETIT
|- Account No ¥ burency = um —

our Sum INCE
|47 Account Type Amount AMOUNT < sum % T Edvanced
z

7 Approval A7 Account ACCOUNT_NOSD | LAV Advanced |
|47 ART1RAD A7 Business Linit UNIT_IDSD [~ sum 3 L R
|47 ART1RAD Desc...
|47 ART2RAD

|- ARTZRAD Desc...
|47 ART3RAD

|7 ART3 RAD Desc

|-+ B&F RAD

7‘:";? B&F RAD Descri..
|47 BD RAD

—‘.,;*? BD RAD Descript...
|- BILLRAD

|- BILL RAD Descri
b
-7 Business Unit Id

|7 Chart Id

|7 CLBR RAD

|- CLER RAD Descr...
|- CLIRAD

|7 CLIRAD Desaip... [

Biunt Fiald Sattinne

ok | | conml |

4. Modifying Pivot Fields
e Change Names by clicking and typing into the Name column.
i.  "Account" to "Account Name" for the field Based on ACCOUNT_NOSD
ii.  "Business Unit" to "Business Unit Name" for the field Based on UNIT_IDSD
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

OCTOBER 16-18, DALLAS

-
>

Pivot Options al=l
Pivot Fields ’m’\j—ml
i, Calculated Fields 3 Delete  [Zf Format  [§3 Arrange
Data Fields Pivot Fields
Fied ||| vame |Bzsed On | Tye Advanced n
(&7 Dimensions 45 Company Id COMPANY_ID
%7 RAD 7 Business Uit UNIT_ID

%]

—‘*? RAD Description a
=l 47 Account No ACCOUNT_MO [~ ERIS ™ Advanced |

[¥]

[F]

= Account
A:z Actount No %7 Currency Id CURRENCY_ID
=

*‘-427 Account Type Amount AMOUNT

7 Approval A7 Account Name ACCOUNT_NOSD
%7 ART1RAD ‘.‘2? Business Unit Name g
7 ART1RAD Desc...
(%7 ARTZ2RAD

(%7 ARTZRAD Desc...
%7 ART3 RAD

(%7 ART3 RAD Desc

(%7 B&F RAD

|77 BAF RAD Descri...
(-7 BD RAD

(7 BD RAD Descript...
(7 BILL RAD

|7 BILL RAD Desdi...
—‘fg? Business Unit

(5 Business Unit Id

7 Chart1d

(%7 CLBR RAD

(%7 CLBR RAD Descr
%7 CLIRAD

—‘;_’? CLI RAD Descrip... a

Bivnt Field Sattinns

ok | | cocd |

5. Adding a Calculated Pivot Field
e Toadd calculated fields, select Calculated Fields at the top of the Pivot Options
display and then select Add Calculated Number
e Apop-upwindow will appear prompting you to enter a title for the field:
“Revenue.”
e Click OK to continue.
e At the Expression Editor:

i.  Choose Fields from the first column and double-click on [Amount] from the
middle column (it has now appeared as a variable on the Expression Editor
panel above)

ii. Typeinthe rest of the formula *-1 in the Expression Editor, so that the
formula displayed is: [Amount]*-1

FINANCIAL SOFTWARE
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jme ”’Eﬁ?? Data Gyrations: Queries & Pivots
TE=Ewr ] o 0 0 o
e IR | 25, 1) Time: 14:00 - 14:45  Date: Monday, October 16, 2023

Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

Expression Editor, i

x
[Amount]*-1 &
|E":E" b ERAen @ Caption: Amount

= Type: System.Decimal
Constants Company Id
Upera.tors Business Unit
& Functions Account No
DateTime Currency Id
oo
Ma_ﬂq ab| Account Mame
String Business Unit Name

e Click OKto continue and then OK again on the Pivot Options screen.
6. At the main Pivot tab

e Remove (Drag) Company Id, Amount and Currency Id to the FILTER Area
(GrandTotal | Drop Dataltems
ﬁm
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

A e
IMUGE0eS

OCTOBER 16-18, DALLAS

-
>

e Dragthe measure Revenue (Magic Wand Icon) into Drop DATA Items Here
e Dragthe dimensions Business Unit Name and Account Name into Drop ROW Fields

Here
| Getals | Prot Folowups |
|75 Print Pivot % Graph Wizard (7% Print Graph [} Layout  ~ 7 Options =

"i?m:‘msuit 'ﬁmntm ';Yompmyld ﬁﬂmﬂmt ’-,_Wnrrencyld

“, Revenue Drop Co
‘47 Business UnitName = | 7 AccountName = | Revenue Total
= CAN Administration Buyback Commissi 885,00 ¢
Other Revenue 14,000.00
CAN Administration Total 14,885.00
J CANProduct Evaluation | Services Revenue 0.00
J CAN Sales, Calgary Product Sales 295.00
J CaN Sales, Montreal Product Sales 327.50
) can sales, Toronto Product Sales 946.11
Grand Total 16,453.61

Ready | No New Messages

7. Final clean-up

¢ Inyour Pivot Grid, remove Account Name from the ROW Fields to FILTER Area to
provide a less detailed Summary View to accommodate high-level information
needs.

e To address the Company's inquiry of which department has the highest Revenue,
right-click on the respective column and choose Sort "Business Unit Name" by This
Column
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BE=E H . . . .
ocToES T Time: 14:00 - 14:45  Date: Monday, October 16, 2023

Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

Sort "Business Unit Mame" by This Column

144

Expression Editor...

327.50
246.11
16,453.61

e Your finished pivot report should look as follows:
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Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

OCTOBER 16-18, DALLAS

-
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Example #4

You would like to create a Query report to alert you when an Account has been added. You do not
want to miss adding a new account to your Ownership.

1. To get started, navigate to System Maintenance Menu > General Ledger Setup module >

ﬁ Main Menu - MUftiview Financiais - X
Main Meru (3 | a
Hain Menu

e B e .ol v _ o 0
Views  Save Refresh Reports  Find Form QuickAccess Help  Edt
Ve
oL - al -
System Admiistration foms fioeek)
plnin o ® g | cer |

Gena et
@ company setup
<, Companies @, Company Groups 9 Periods S Inter-Company Setup @ Inter-Company Approvers %, Company User Defined Fields
% 6L Expart setup
Bor wp
& Work Order Setup < currency 9 Budget Exchange Rates 9 Exchange Types 9 Conversion Types % Exchange Rates 4 Currency Translation Setup
(&5 Order Entry Setup 4 Currency Conversion Rates  Currency Service Rates
@ Q
ProjectSetup
% Control Accounts 4 GL Distrbuton Codes % Template Groups 4 Journal setp R Maintenance
Dsusnesst
4, Business Urits & Business & Defined Fiskds
I T R O— ket D el RR—
Drelated (RAD)
4 RAD Types 4 RAD Ids % RAD Control Classes 9 RAD Control Groups % RAD Ownership 4 RAD Control Rules
BERAD External Docunents
Hy #ves
) Multiview
1

Luke Brancreth | Customer Support | SUPN15122.0.14.0 () | 10-11-2023 11:13 | Ready NoMew Messages

2. Pressonthe Search button on the tool bar, a Search Criteria window will appear.

e Select the Use Relative Dates checkbox located at the bottom of the Search Criteria
window to enable the use of relative periods instead of calendar dates. This helps
your search remain 'current' in relation to when you perform your query.

e Click on the drop down in the Date Created field to open the Relative Date window.

e Under the Relative Date Type, select LAT - Last Alert Time

e Click OK

e Query
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Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45
Time: 14:00 — 14:45

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

) Accounts - Mulfiview Finandials - x
N
Mainvend| Accounts 3 a
Accounts
[@ Views” [EASave ' Refresh -+ B Reports~ [ Panels» | @ QuickAccesss (@ Help~ @) Bxit
£5) Usting |\, Datantry Detais ad
Listing (2 Print 7 Options  +
P Add Account 3 Delete Account 'y Options  ~ [m—E——
Account 10f 918 [ =T T ]
Cha.. SC
e - o
o[l B saveQuery [ Options 7 Choose More Fields Additional. Audit Acc..  Mortgage loan payable
Field Operator Value (From) Value (T0) o P wei ot |Uecead Damae | A Amet
chart1d Equals ] a e e e e - Z“ :l"s::red
Account No Equals I @d =
Conversion Type... Equals : : --mma e DR...  Both DetitCredit
5 Inte..  Disabled
Account Equals *] ot o =
Account ClassID  Equals *] a ot . o
o Account Type Is %] [¥] JoEY 05-2¢ Account Controls ]
o PostingLevel  Is %] a ot . =
on Db CrInd 15 %] a ot o dlas.
o Revaluation Is one of ©] a = o Con
on Inter-Company ... Is ~] [~ y Con .
[oate et |impetween 03 I RN o ———
o User Created Equals %] ¥} BLISS 05-3 gg: :
o UDF 1 Value Equals ©] a i o e a
on SETAEETS 1D ] g BLISs 053 Use..  SHANIA
Jow Xbrl Tag Equals ¥ BLISS 053 Dat.  0529-202303:30:25.
on Reconciliation  Is one of ©] ] auiss - Reb
= Rebillable 1s one of ©] ] auiss e
on BLISs 053
£ 51300 Both Debit/cre... Alowed BLISs 053
£ 51400 Begiing Inventory Expense Both Debit/Cre .. Alowed BLISS 053
£ 51500 Ending Inventory Expense Both Debit/cre... Alowed BLISs 053
£ 51600 WorkinProgress Expense Both Debit/Cre .. Alowed s BLISS 053
£ 61100 Sales Expenses Expense Both Debit/cre... Alowed BLISs 053
s 02008 |Pety Cash Asset Both Debit/re... Alowed | Cearrields || DefautFields | saveAsDefaut| | NewAccownt | | Query || concal | SHANTA 052
HH HIHRE Retained Earnings Capital Both Debit/cre... Alowed HARRY 052
LS 61300 RAD Expenses Expense Both Debit/Cre... Alowed Disabled Unsecured @ a BLISS 053t
sc 34000R Sales Revence Both Debit/Cre... Alowed Disabled Unsecured @ "] SHANTA 052
R 61200 Admiristrative Expenses Expense Both Debit/Cre... Alowed Disabled Unsecured @ a BLISS 053t
L3 71100 Interest Income Revenue Both Debit/Cre... Alowed Disabled Unsecured @ "] BLISS 053t
L3 71200 Interest Expense Expense Both Debit/Cre... Alowed Disabled Unsecured @ a BLISS 05-3t
L3 71300 Other Income Revenue Both Debit/Cre... Alowed Disabled Unsecured @ = BLISS 05:3t
L3 71400 Other Expenses Expense Both Debit/Cre... Alowed Disabled Unsecured =] a BLISS 053t
" A0 Income Tax Pavahie Lty Fthehiticre _ Alowed Disabled Linserured o 1 Arss ns-ved
d 5]

Luke Brandreth | Customer Support | SUPN18122.0,14.0 11120231120

Ready | NoNew Messages

3. The search above returns an empty grid, as we do not have data that met the criteria in the

search.

4. Create the Query report.

e Click on the Reports button on the top toolbar and select Create a New Query

Report.

e Enter a name for your Report in the Report Name field, such as "Accounts to be

added to Ownership.”

5. Setting up the report to run on a schedule.
e While on the same screen, open the Refresh Type drop down located under the
Automatic Refresh Settings area. Select a Refresh Type of Once a Day
e Tab over to the Refresh Time of Day field and select the time you would like this
report to run, for this example we will pick 8:00 am
e Notice that the Next Refresh field has been updated to reflect the above selections.
This field can be overridden.

Page 62

multiview-

FINANCIAL SOFTWARE

muG2023

IA



I
L]
[ |

(o]
-
-]
o
m
o
-
-]
1
™
o
o
B
-~
~
>
.!"

O wmm
3
(=
1
N
(=]
N
< Gl

F| Edit ViewPoInt Report Settngs.

General

Data Gyrations: Queries & Pivots

Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

. Item Information
_: Lists.

‘ Report Parms.

mm Report Name [

(Date Created In Between Last Alert Time and AnyValue) |

[

Category [

Report Source

Report Source Id

| Accounts.

| [accounT_F1 |

Report Onner Id

Item Id

|Luke

| [ 10816

Display Options.

Auto Preview

Automatic Refresh Settings

Refresh Type

|once aDay

Last Refre:

Refresh Time Of Day. Refresh Error
| 50000 Am [
—

al |

Next Refresh

Additional Qutput Format

| 10-13-2023 08:00:00 AM

& [rone

Alert Settings.

Alert Type

Alert WF Position

[None

g |

Alert Compare Type

Result Value

Alert Compare Op Alert Compare To

| Number of Records Found

a|

0.00| |Greater Than [~ Nl 0.00/

6. Setting up the alert

e From the Alert Type drop down, please select Send Message.

e Send Message will send an internal Multiview message letting you know there is a
message for you to review. Messages will display as a pop up on the right-hand corner

of the screen.

*| Edit ViewPoint Report Settings

General

| Report Parms.

R

(Date Created In Between Last Alert Time and AnyValue) ||

Em Subject [

[+ — T ‘

Report Source

Report Source Id

| Accounts

| [accounT F1 ]

Report Owner Id

Item Id

3

| 10816

Display Options

Auto Preview

Automatic Refresh Settings

Refresh Type

Refresh Time Of Day

|onee a Day

| [s00:00 am

Last Refreshed

Last Refresh Timing

@ |

INext Refresh

Additional Output Format

| 10-13-2023 08:00:00 AM

@ [none

Alert Settings

Alert Type

| [pert WF Position

fend Message

g
‘Alert Compare Op Alert Compare To

= RErTConparE TY0e

esut vetie

| Number of Records Found

& |

0.00| [Greater Than 3 | 0.00|
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Tab over to the Compare Alert Type, use the drop down to choose Number of
Records Found.

e Leave all other fields as default.
e Press OK to keep all selections.
7. Look at the created Query Report.

e From the tool bar, select My Reports.
e Search for the report created by using the auto filter row.

(‘\ My Reports - Muftiview Financials 8 X
AN
Vain e | Accounts| My Reperts ) a
My Reports
. B8 9 . v & E w v (LN <}
Views  Save Refresh Reports Clear Alerts  View Results  Run/Refresh Report  Publish Results  Edit Report Settings  Edit Report QuickAccess  Help Bt
Grid View @ petais | (© Other Results
S & || pems
Organize Report Lists  Report Design.. Options
Gl o [« [ ]

Accounts to be added to Ownership (0)

o Rep.. . ©souree SharedResult Report Design Report Report Report
Type |RePT Type ownerid  Type Designertd  Ttem 1d Report Hame Accounts to be sdded to Ovnersnip

| - = ¢ accounts - o o - o - Subject

Category
Report Type: Que

. & Report Type: Query. Report Owner Luke Brandreth
Report Type Query Report
ReportSource  Accounts
Dste Created Oct 12,2022 09116 am

Parms Date Created In Between Last Alert Time and AnyValue

e This report will run on a schedule, daily at 8:00am.
8. Adding a new Account/Testing our Alert.

Open System Maintenance Menu > General Ledger Setup module > Accounts.

e Click on the Add Account button and populate the following fields:
i. Chartld: 01

ii. Account No: TEST
iii. Account: TEST
iv. Account Type: Asset
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Time: 14:00 - 14:45
Time: 14:00 — 14:45

R Accounts - Mulliview Finandials
N,
MainMena | Accounts (3 | iy Reperts
Accounts
[@ Views> [ save i Refresh ~+  Search Reports
=) imng] \ Data Eniry
Data Entry
b Add Account 3 Delete Account
Account 10f 1 o
Account
ChartId AccountNo Account
01 g [t o [rest
Account Type Seaurity Statu Unsecured ¥
Asset ]
Both Debit/Credit ]
Posting Level
oned Disabled V]
@
=
Rebilable @
Account Controls
Account Control Class Class Description
Y]
Conversion Type1d Conversion Type Descrption
Y]

‘Additional Information

UDF 1 XBRL Tag

V]

Luke Brandreth | Customer Support | SUPN18122.0,14.0 1-12:202309:25

e Save your changes.

9. Running our Report & producing an Alert message.
Open the My Reports screen (Reports button on the tool bar, select My Reports)

Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

Clas
Con

Con
Additional
UDF 1

xR

TInformation

Audit a
se.. UG
Dat.  10-12:202309:23:08

Reb

Ready | NoNew Messages

e Find your Query report and press on the Run/Refresh button on the toolbar.

found:

You will notice three changes after a successful run, or if there are new records

i. The number of records found will be updated. This can be found on the right-
hand panel, next to the title of the Query report.
i.e. Accounts to be added to Ownership (1)

ii. Asmall red flag will display next to title of the Query report (main grid).
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SESEwl EU" +

ocranER s Time: 14:00 - 14:45  Date: Monday, October 16, 2023
Time: 14:00 — 14:45 Date: Tuesday, October 17, 2023

-
>

2

My Reports - Miiltiview Financials
Main Menu | Accounts l-\‘l‘!'REDOffS BI
My Reports

. & © e Z
Views Save  Refresh Reports Clear Alerts  View Results
Grid View

£ W Fil
Run/Refresh Report  Publish Results  Edit Report Settings  Edit Report
= =

Organize Report Lists ~ Report Design...

S IR [

Report Type +

Report Id Report Name

e accounts

alc
10816 Accounts to be added to Ownership

# Unshared LUKE A Private .. LUKE

iii. A Multiview Financials message will be displayed on the bottom right-hand

corner of the application. You can click on this pop-up message to review
your Multiview inbox.

10. Reviewing the newly created Accounts.
[ ]

Find and select the query report on the My Reports screen.
[ ]

Double click on the Query to drill into the Accounts screen to see the detail of the
account(s) added.

11. Clearing an Alert.

Once you have reviewed your data, you can clear all alerts from the My Reports

screen-> Clear Alert button on the tool bar.
[ ]

In addition, you may press the Run/Refresh button to clear the counter, located to
the right of the Query title (right-hand panel).
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