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Detailed Reports — Basics

Adding New Reports from Multiview Library

Multiview has a general list of Detail Reports that can be added to your “My Reports” module. To add
these reports, navigate to Multiview > ViewPoint Bl > My Reports. Select the module to display all the
reports that you currently have.

k; =] F & ¥ O
Views  Save Refresh Reports  Find Form QuickAccess  Help it

VienSource 30
[ workfiow

5] GeneralLedger @repersna
[ Budgetng My Report Lists sBPublshed Resuts N;Organize My Report Lists Request status (5} ViewPoint Report Administration
[B Accounts Payable [Z}ViewPaint Library Administration [} Published Results Administration [EB ViewPoint Analytics Export to Excel [ Workfow &

B Acourts Receivable

B viewpont sewp
5 Ascet Management

Purchase Order %, ViewPoint Options 9, ViewPoint Cube Administration € Refresh ViewPoint Cubes ¥4 ViewPoint Additional Server Maintenance
Bl

G Work Order Entry.
&5 Order Entry
T
Project Management

) Ecometry

@

@ = i B ©
QuickAccess Help  Exit

Clear Alets  View Results  Run/Refresh Report  Publish Results  Edit Report Settings  Edit Report

e — a8

All reports will be shown. The Multiview standard reports are located on the left-hand panel with stars.
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— a
My Reports

BN =R [%] Add Report From Library, ¥ . & ©°
Views  Save Refresh Reports | ClearAlerts ViewResull  agd Report From Library QuickAccess Bxit
Grid View ® Help-

N Repert Location Fiter Reparts

Organize Report Lists ~ Report Design...

i e o Add Folder

RN T | « Repor Dt optons
A Rzparts EEls = E ]

g Shared Reports
L g1 Maragement Reports
% Standard Reports
{3y 6L Reports

7y APReports.

£ Asset Reports
{7 AR Reports.

{7 POReports.

& SystemRepors
€ Inventory Reperts

* & Report Type: Analytics

[ Cost Alocations by Dept
Revenue by State
PreConference IT Expenses
PreConference AP CM LM
PreConference Revenue by State
Report with no layer

My new Shared Report

My Nen Report

Comparatie Income Statement 3
Comparatie Income Statement 2
comparstive ncome statement
commitment budget comparative
consoidstons -os

| 3 Report Type:

SDashboard Report

a

Analytics < o822
Analytics < 150621
Analytics < 0806 16
Analytics < 0806 16
Analytics < 0706 16
Analytics < 190515
Analytics < 150515
Analytics < 080515
Analytics o 110314
Analytics =1 110314
Analytics =1 1506 10
Analytics =1 150110
Analytics = 1706 16

DashboardRep... 170622

MANAGER.
Dave Nordquist
MANAGER.
MuGoL
MuGoL
MANAGER,
MANAGER,
MANAGER,
MANAGER
MANAGER
MANAGER
MANAGER
MANAGER

MANAGER

Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Mot Used
Not Used
Not Used
Not Used
Not Used
Not Used

Not Used

We will be demonstrating how to add a new standard report and run it for the first time using the AP
Vendor Activity — Detailed report. This can be added to your “My Reports” by selecting AP Reports > AP
Vendor Activity — Detailed > OK.

MainVeru | My Reports (3 | a
Hy Reports
R, B € . £% Add Report From Library. ¥ .
Views  Save Refresh Reports | ClearAlerts ViewResul - aqq Report From Library QuickAceess Exit
Grid View B Helo-
N Report ocation iy T repors
Organize Report Lists Report Design...
= = L= R Add Folder || El
- Report Details Options
e T O =T
£ Shared Reports
5% Management Reports PR
i Standard Reports
{37 GLReports
Report Name ReportType 4 ReportSowce  DateCreated  Folder Type Report Ouner Used By Me.
5 - = o AP Reports,
By Asset Reports Sl 0 = o = ol
g :'; :E“": AP 1093 Misc. Actvity Summary Re... | Detal AP 1099Mc. .. 12011 Multview Server Account ot Used
eport g
& SystomRepors AP 1093 Misc. Actvity Report Detal AP 1099Mc. .. 120111 Mulfview Server Account Mot Used
£ Tnventory Reports AP Summary Aged Recondiation by... | Detal AP Reconcl by . 021110 Mulfview Server Account Mot Used
2P Bank Reconciiation Detal AP BarkRecon... 1609 10 Mulfview Server Account Mot Used
AP Batch Postings Detal GLEntiesond .. 0209 10 Mulfview Server Account Mot Used
AP Check Register with Voucher De... | Detal AP Check Regs... 0209 10 Mulfview Server Account Mot Used
AP Check Register ith Check Det...| Detal 2P Check Regis... 1606 10 Mulfview Server Account Mot Used
AP Voucher Detais and Distriouton .. | Detal AP Voucher DY, 1705 10 Mulfview Server Account Mot Used
AP Voucher Detais and Distrioutin .. | Detal AP Voucher DY, 1705 10 Mulfview Server Account ot Used

26 Vendor ActvTy -D
AP Vouchers on Hold
AP Planned Payments.

# Open Tiems with Descrption

AP Detail Aged Recondiiation by Du.
|| @ Report Type: Fivot

Top 10 Highest Paid Vendors

Detail AP Voucher only 1705 10
Detail AP Planned Pay... 1705 10
Detail AP OpenTtems . 1705 10
Detail AP Recondi by .. 1705 10

Pivat Voucher Ingury 230721

Multview Server Account

Multview Server Account
Multview Server Account
Multview Server Account

Ryan Warnke

Mot Used
Mot Used
Mot Used
Mot Used

Mot Used

The newly added report will now appear in your “My Reports” module. You can search for the report
name to easily find the report. This helps if you already have many reports in “My Reports”.
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AP Vendor Activity - Detailed asof
(og0)

Report
Report Name AP Vendor Actity - Detaled

- - “E AP Vendor Actvity B o = O = oc - subject
cat

& Report Type: Detail edony

Herts 9219 AP Vendor Actity -Detaled |Detsi AP Vouchers and Pis (vendor Actuity) & Unshared PHL £ Ubrary .. MVCS @220 Report Quner Friooers
te v Report Type. Detai Report
Report Source AP Vouehers and Pris (Vendor Activey)
Date Created Aug 02, 2023 02:25 am
Results
Last Refreshed
How Old?
Detail s

Shared Results

Shared Results Type Unshared

Design
Designer Wuttview
Design Type Lirary Report

Technical Information
Reportld 219

Hem 1 220

Report Sourceld  AP_VOUCHER R2

] Contains([Repert Name], ‘AP Vendor Actvity)

When running the report for the first time, you will have to first Run/Refresh the report. If you double
click the report before Run/Refreshing, you will receive the error below.

Bt | @obernenis|

Detalls

AP Vendor Activity - Detailed ssof
(2g0)

Report

Report Name AP Vendor Actity - Detaied
Subject

category

Report Owner Pl Dobra

AP Vouchers and Pmts (Vendor Actvity)

Report Type. Detai Report
° This Detal report has ot yetbeen run. Report Source. AP Vouchers and Pmts (Vendor Activity)
Date Created Aug 02, 2023 02:25 am
Copy to Clishoard
o] Results
LastRefreshed
How Oldi?
Detal s

Shared Results
Shared Results Type Unshared

Design
Designer Muttiew
Design Type Library Report

Technical Information
Reportld 21

Hem 1 220

Report Source ld  AP_VOUCHER R2

] Contains([Report Name], ‘AP Vendor Actvity)

If you encounter this error, press “OK” and then Run/Refresh the report.
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MaMend| My Reports i | a
My Reports
.8 e W o B| & w L o O
Views  Save Refresh Reports | Clear Alerts  View Results Publish Results  Edit Report Settings  Edit Report QuikAccess  Help Bt
Grid View @ vetais | @ Other Resuits|
(&) T (,} Details
Organize Report Lists  Report Design... Options
I " AP Vendor Activity - Detailed asof
Loft (ag0)
Report Type &
9 - Report
Rep. Shared Result Report Design Report
o o Ve Type fitiiee Type Ounertd  Type Designer1d | Item Id Report Name AP Vendor Actity - Detaied
5 - = sTJc AP Vendor Activity | = Allc - o - o - Subject
category
Report Type: Detail
- R e Report Owner Phil Dobra
= Report Type. Detal Report
Report Source AP Vouehers and Pris (Vendor Activey)
Date Created Aug 02, 2023 02:25 am
Results
LastRefreshed
How Oldi?
Auto Preview Detall Report Preview auto-disebled because fs siz i unknown
Shared Results
Shared Results Type Unshared
Design
Designer Muttiiew
Design Type Ubrary Report
Technical Information
Reportid 219
tem Id o220
Report Sourceld  AP_VOUCHER_R2
| (] Contains([Report Name], AP Vendor Actvity) [Eaerice |

Entering Search Parameters to a Report

You will be prompted to enter a search parameter when adding a new report

“Run/Refresh Report”.

after selecting

MainMenu | My Reports 3 | a
My Reports

.8 e @ A\ 5| & “ v o O
Views  Save Refresh Reports | ClearAlerts  View Results | Run/Refresh Report | Publish Results  Edit Report Settings  Edit Report QuickAccess Help  Exit

Grid View

@ Detais | @ Ot Resits.

Detalls

N W
Organize Report Lists  Report Design... Options
Save Que Options Choose More Fields
[~ E = | sty Do 5 I
Field | Operator [ Value (From) [ Value (1o) ]
Starting Compa... Equals d o1 [V]
Ending Compan... Equals (VB V]
Voucher Id Equals V]
Starting Vendor... Equals (v} [¥]
° = = D AP Vendor Activity = 0 Ending Vendorid  Equals (v} [¥]
|| & Report Type: Detail Start Date Fquals G@ouoz g
E 9219 AP Vendor Activity -Detaikd P Vouchers and Pns (Vendor 7 570 ST T [~ g
e Jcoas [ CITERG
EndingBankid  Equals v} [¥]
Vendor Type Id  Equals ¥} [¥]
] Use Relative Dates
| clros || octutrisss ] soveasoctout]
Submit Cancel
| (¥ Contains([Report Name], AP Vendor Actvity) [Eaierice: |

AP Vendor Activity - Detailed

Report

Reporttame AP Vendor Actiy - Defaikd

Subject

Category

Reportowner  FiDobra

Roport Type et Report

Report Source /AP Vouchers and Pmts (Vendor Activity)
Date Created Aup02, 20230225 am

Results

LastRefreshed
How Old?
Auto Preview

Shared Results
Shared Results Type Unshared

Design
Designer Wltiews
Design Type Lbrary Report
Technical Information
Reportld <219

Homid 5220

Report Sourceld  AP_VOUCHER_R2

Detail Report Preview auto-disabled because s size is unknown

If there are additional parameters that you would like to include, you can select the “Choose More Fields”
button to show additional search parameters. Please note that depending on the report, there may not
be additional search parameters to add. In this report (AP Vendor Activity — Detailed), all the search

parameters are already displayed.
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Run Report: e

AP Vendor Activity - Detailed ssof
(ag0)

Report

Report Name AP Vendor Actity - Detaied

Subject

Category

Report Owner Pl Dobra

Report Type. Detail Report

Report Source AP Vouehers and Pris (Vendor Activey)

Date Created Aug 02, 2023 02:25 am

Results

LastRefreshed

How Oldi?

Detal ts b

Shared Results

Shared Results Type Unshared

] se Relative Dates ee
Design
Designer Muttiew
o p— Design Type Library Report
Technical Information
Reportid 219
Hem 1 220
Report Source ld  AP_VOUCHER R2
v
] Contains([Report Name], ‘AP Vendor Actvty)

However, if there are other search parameters in other reports, you can add them to your search by
clicking and dragging the field to the left side and pressing “OK”.

D Detais | @ Oher Resuits|
=
I Displayed Felds — Hidden Fields — AP Vendor Activity - Detailed asof
Group  Hide All  Copy Group  ShowAll  Sort  Find il
Displayed Fields Hidden Fields.

Starting Company Id

Ending Company 1d Report

Voucher 1d Report Name AP Vendor Activy - Detaled

#0c AP Vendor Actiity Subject

Ending Vendor id Category

StartDate Report Owner PhilDobra

o Report Type DetailReport
Report Source AP Vouchers and Prits (Vendor Activiy)
Date Created Aug 02, 2023 0225 am
Results
Last Refreshed
How Old?
Auto Preview por
Shared Results
Shared Results Type Unshared
Design
Designer Mukiview
Desian Type Library Report

T
Technical Information
Report id 219
Hem Id @220
Report Source I AP_VOUCHER_RZ
v
sl Contains([Report Name], ‘AP Vendor Activity)
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IJC'I'OBEI! 16-18, DALLAS, TX

F‘H"H& AP Vendor Activity - Detailed
Goup HdeAl Copy Find | Group ShowAl Sot Find (ee0)

Starting Company 1d

Ending Company 1d Report

Voucher 1d Report Name AP Vendor Activy - Detaied

oc AP Vendor Activity Starting Vendor Id Suni
g Category

StartDate Report Owner Phi Dobra

o Report Type. Detai Report
Report Source AP Vouchers and P (Vendor Actviy)
Date Created Aug 02, 2023 02:25 am
Results
Last Refreshed
How Old?

i Detail s e
Shared Results
Shared Results Type Unshared
Design
Designer Wuttview
Design Type Lirary Report
T
Technical Information
Reportld 9219
em I 2220
Report Sourceld  AP_VOUCHER_R2
v
] Contains{[Report Name], 'AP Vendor Activity)

Once you have entered your search parameters, press “Submit” to run your report for the first time.

AP Vendor Activity - Detailed

quals
Equals %]
[ Report
e Report Name AP Vendor Actity - Detaied
o0 AP Vendor Actiity e Subject
== Goioiz it .
G oo ReportType el Repot
Equals Report Source AP Vouehers and Prs (Vendor Actity)
Fas Date Created Aug02, 2023 0225 am
Equals
Results
Last Refreshed
How Old?

Detai Repor

Shared Results
Shared Results Type Unshared

] Use Relative Dates.
esign
Designer Wuttiew
e it
Technical Information
Reportld o219
Hem 1 9220
Report Sourceld  AP_VOUGHER_R2
v
2] Contains(Report Name], AP Vendor Actvity) (Bt iter

The report output will display.
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Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00-11:00 Date: Tuesday, October 17, 2023

Main Menu || My Reports| Run Report Qutput

Batch Reference
B,E e F = 3 o ) > ¥ @ 50
Views  Save Refresh Reports | Details RequestPams Print All Output | Run Request Cancel Request Hold Request  Edit Request Resubmit  Show Queue/Status  Batch Controller QuickAccess  Help Bt
Request Modile |Run Report ( Completed ]
Output
& Options -
B
o il g 5 o [2 ¥r aQqa % ) @@
Bl 9 D | G oy B A 2
s Print  Quck | Find Bookmarks Next Last ' ManyPages ZoomOut Zoom ZoomIn Page Color Watermark Export E-Mail
R print Navigation Zoom Page Background Export 2
Document ap %] ]
[} 475350 - Companes.
Multiview Medical Inc E
Multvien Operatons Inc o .
" AP Vendor Activity - Detailed Page 10f 3
Company 01 Multiview Medical Inc
Currency  USDollars
Invoice No Voucher Id Inv. Date  Type Status  Invoice Amount Bank Id / Account Curr. Last Check # Paid Amount 0/ Amt
Vendor: 01-019015 Doral Inn Hotel
123456 124772 03-)an-2023  Paid Invoice Open 12,000.00 PNC 01 us 0.00 12,000.00
Totals for Vendor: 01-019015 in US 12,000.00 0.00 12,000.00
Totals for Company: 01 in us 12,000.00 0.00 12,0000
]
Page 10f3 0% @=——7"——a

If you would like to enter new search parameters, you can select “Run Request” on the navigation bar
and select new search parameters. The process will be the same as previously mentioned.

Main Menu | My Reports| Run Report Output (3

[%]
Batch Reference
R =R FI E =o @ < ¥ . & 0
Views” Save Refresh Reports” | Details RequestParms Print AllOutput | RunRequest CancelRequest HoldRequest EditRequest Resubmit  Show Queue/Status  Batch Controller OQuickhccess | Help Bt
RequestModue |Run Report L Completed J
ouput
%y Options  ~
?, A
@ g 3 o2 Feaqa & ) @@
e PP | s L bl 0 % =
Fie Print  Quick | Find |Bookmarks Next Last | N ManyPages ZoomOut Zoom Zoomin  Page Color Watermark | Export E:Mai
st Prnt Navigaton Zoom Page Baclground Exprt &
Do ad = |
[EY 5350 - Companies
Mulvien Medial nc 4
Mltview Operatons Inc s '
> AP Vendor Activity - Detailed Page 10f 3
Company 01 Multiview Medical Inc
Currency S Dollars
Invoice No VoucherId Inv.Date Type  Status Invoice Amount BankId / Account  Curr. Last Check # Paid Amount /s Amt
Vendor: 01-019015 Doral Inn Hotel
1234 124772 03Jan-2023 PaidInvoice Open 12,00000PNC 0L us 0.0 12,00000
Totals for Vendor: 01-019015 in US 12,00000 000  12,000.00
Totals for Company: 01 inUs 12,000.00 0.00 - 12,000.00
(V]
Poge 103

0% @=——"——a

Exporting a Report

Once a Detailed Report is created, it can be exported to other programs for easier data manipulation.
Select “Export To” and select the program you would like to export to. In this example, | will export this

(%]

report to PDF.
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rrwuwaULD Time: 13:00 - 14:00  Date: Monday, October 16, 2023

OCTOBER 16-18, DALLAS, TX .
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023
Batch Reference
R, & € _ @, B8 = = @ 3 ) S % v . 0,0
Views ~ Save Refresh Reports Details  Request Parms  Print All Output ~ RunRequest CancelRequest Hold Request EditRequest Resubmit Show Queue/Status  Batch Controller

QuickAccess Help  Exit
Request Modue |Run Repart

Completed ]
Output
y Options  ~
2
1of2 ? 9. % oo $ (or)
BHHJJWQM "D\)“WE =
s Print  Quck | Find  Bookmarks Next Lsst ' ManyPages ZoomOut Zoom ZoomIn Pags Color Watermark E-Mal
e print Navigation Zoom Page Background #
Doamerti %] %]
Y oico Conpanes | —
Multview Medcal Inc 5
Multview Operations Inc = siled Page 10f 3
o
Company 01 Multiview MedicalInc
Currency  US Dollars
Invoice No Voucher Id Inv. Date  Type Account  Curr. Last Check # Paid Amount 0/8 Amt
Vendor:  01-019015 Doral Inn Hotel | __
123456 124772 03Jan-2023 PaidInvoice LS Fie B 01 us 0.00 12,000.00
Totals for Vendor: 01-019015 in US : 000 12,0000
Totals for Company: 01 in us 0.00 12,0000
Image Fle
BMP, GIF, JPES, PG, TIFF, EMF, WHF
o
Page 10f3 b

0% a=————a

Select the export options you would like to include. This will vary depending on the export format. Once
satisfied, select “OK” to complete the export.

Main Menu || My Reports| Run Report Qutput 3

%]
Batch Reference
ERE =R | E (5 w %] < - ) ¥ | &, 0O
Views  Save Refresh Reports | Detals RequestPams Print Al Output | RunRequest Cancel Request HoldRequest  EditRequest Resubmit Show Queue/Status  Batch Controller

QuickAccess Help  Edit
Request Moduie |Run Repart

Completed ]
output
Gopiens < v
Page range:
2
1of2 ? 2 L)
Bdl 5 9 & ey B ot e et
Fie
Pt Quck | Fnd Bookmarks Next Lsst ' ManyPages Zoom Out Zoom Sy —
print Navigat z 8
Request Log i AR, o ] Convert images to PEG o
Document My
» a Image qualty: Hghest [¥)
Y oo Conpanes |
Multview Medical Inc POF/A compatibiity: |None [¥] =
Multview Operatons Inc - .
" ity - Detailed Page 10f 3
Password seaurity: (nane) =]
S Diitalsgnature: (rone) )
Currency  USDollar
Appicaton:
Invoice No Voucher ntBankId / Account  Curr. Last Check # Paid Amount 0/S Amt
Authr:
Vendor: 01-01%0f
123456 124772 || SO 0.00PNC o1 us 0.00 12,000.00
Totals for Vendor; Subject 000 1200000
Tite:
Totals for Company: 0.00 12,0000
[
¥ ]
Page 103

100% @=—— a

After selecting “OK”, Multiview will prompt you to name the file and save it in your Temporary Files
folder. The steps are shown below.
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Detailed Reports - Basics

Time: 13:00 - 14:00 Date: Monday, October 16, 2023
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[Run Report

Multview Operations Inc

1 [ Desktop

Organize v Newfolder

@

1% This PC

0/S Amt

12,000.00
12,000.00

12,000.00

File name: | AP Vendor Activity - Detailed n v
Save o5 type: [ PDF Document (*pdf)

(4 Hide Folders

94 49 b b

Frst Prevous Next  Last |
- page Page

®© vT‘ﬂ»ThisPC»

Organize ~

v C;\ [[seorch This pc

18 ThisPC 4 Folders (2)

} bounlods u renpnnies (@)

0/s Amt

12,000.00
12,000.00
12,000.00

File pame: ‘AP\lendmAnivity— Detailed

<

Save os type: |PDF Document (pdf)

<

(4" Hide Folders
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Detailed Reports - Basics

Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00-11:00 Date: Tuesday, October 17, 2023

Main Menu | My Reports| Run Report Qutput 3
Batch Reference

(%]
B,B © @, - = = ) ) ) i) ) &, O
Views Save  Refresh Reports | Defails RequestParms Print AllOutput | Run Request Cancel Request  Hold Request  EditRequest Resubmit Show Queue/Status  Batch Controller QuickAccess Help Bt
Request Mode |Run Report Completed J
Output
& Options -
2
sof2 Yy (L a 2y Save As =)
W "5 B | o B b
Fie Print  Quick | Find |Bookmarks Nt Lest || © + [y ThiseC » Temporary Files v & | [ search Temporary Files o]
RequestLog print MNavigation Organize v New folder = @ .
Document Map Wd B ThispC Name : Date modified Type Size o
Multien Medical Inc Noitems match your search. E
Multview Operations Inc
/s Amt
12,00000
12,000.00
12,000.00
File name: | AP Vendor Activity - Detailed v]
Sove as type: [PDF Documen (. pdf) v]
i Folders 4
V]
Page 1of3 100% @=——=——a

Once saved, Multiview will prompt you to open the file. You can open the export here, or if you have

other reports that you would like to export, you can export those as well and retrieve them from your
Temporary Files folder.

Main Menu | My Reports| Run Report Output 1 a
Batch Reference
ERE =R | E £ @ X <& Y ) k3 ¥ _ @& 0O
Views  Save Refresh Reports | Details RequestPams Print Al Output | Run Request CancelRequest HoldRequest EditRequest Resubmit Show Queue/Status  Batch Controller QuickAccess  Help Bt
RequestModue |Run Report ( Completed J
output
<y Options  ~
? A
% 9 |2 Y aqa & ) @@
Hudwﬁvum R \J =
s Print  Quick | Find |Bookmarks Next last | ' ManyPages ZoomOut Zoom Zoomin  Page Color Watermark | Export E:Mai
et og) print Navigation Zoom Page Background Export g
Document Map %% o
[5] Ps360 - Companies
Activity - Detailed Page 1of 3
Do you want to open this fle?
Company 01 k Yes. ] o
Currency  USDollars
Invoice No VoucherId Inv. Date  Type Status  Invoice Amount Bank Id / Account  Curr.  Last Check # Paid Amount /s Amt
Vendor:  01-019015 Doral Inn Hotel
123456 124772 039202023 Paid Invoice Open us 0.00 12,000.00
| Please Wait
Totals for Vendor: 01-019015 in US 12,00 EE55 Epatingihe document 000 1200000
Totals for Company: 01 in Us 12,00000 .00 12,000.00
]
Page 103

100% &@F a

Opening Files from the Temporary Files Folder

Exported files can be retrieved from the Temporary Files folder by first opening the Temporary Files,
then selecting the Temporary Files folder, then selecting the export.
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Detailed Reports - Basics
Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

Ny et o search, .

\

(5] General Ledger Reportno
9 Budgeting §%Published Resuits “\; Organize My ReportLists [Request Status [} viewPoint Report Administration
[B Accounts Payable [} viewPoint Library Mministration [ Published Results Administration [EB ViewPoint Analy tics Export to Excel [ Workflow Todo History List {J Refresh Report List
[ Accounts Receivable
@ Viewoint setun
[Z Asset Management
T Purchase Order 3 ViewPoint Options 4, ViewPoint Cube Administration 6 Refiesh ViewPoint Cubes 4, VienPoint Additional Server Maintenance

& Work Order Entry
& Order Entry

Time Management
Project Management
) Ecometry.

Select a folder to view files

(7 Budgeting [FhMy Reports My Report Lis| [} viewRoint Report Administration

[B Accounts Payable (S} viewpoint Lirary Administration [ published Res Name Last Modified Size
4
b Accounts Receivable
T —
[ Asset Management 0 Temporary Files 8/2/2023, 2:38:06 AM -
T Purchase Order &, ViewPoint Options 4, ViewPaint Cul
[ Inventory

@ WorkOrder Entry

&5 Order Entry
[® Tine Maragement
Project Management

Ecometry
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Detailed Reports - Basics
Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

a
o v & O
Reports  Find Form QuickAccess  Help Bt
Forms. < Detais
*
@repersna < Temporary Files AddFolder (3] Upload Files
= oudgeing iy Report g 5} viewpoint Report Adminstration
[B Accounts Payable [ ViewPoint Library Administration [ Published Res Name Last Modified Size
B Accounts Receivable a <
Viewpoint setup
eupantsete O AP Vendor Activity - Detailed pdf 8/2/2023, 2:38:07 AM 113.2kB v
4, ViewPoint Options €, ViewPoint Cul

Project Management

5 Ecometry

Sharing Reports

After creating a report, it can be shared in various ways. Select the report, then select “Edit Report
Settings”.

MeinMeru | My Reports J | a
My Reports
.8 e @ A B| & & ¥ _ @& 0O
Views  Save Refresh Reports | ClearAlerts ViewResults  Run/Refresh Report  Publish Results Edit Report QuickAccess  Help  Exit
Grid View @ etals | @ other Resuts.
S G| et
Organize Report Lists  Report Design... Options
AP Vendor Activity - Detailed asor A
(ag0)
Report
Report Name AP Vendor Actiiy - Delaied
Subject
category
Report Owner Phil Dabra
Ll Report Type. Detail Report
Report Source AP Voushers and Pris (Vendor Activiy)
Date Created Aug 02, 202302:25 am
Parms Starting Company Id Equals 01 AND
Ending Company i Equals 13 AND
Start Date Equals 20230101 AND
End Date Equals 20230108
Results
Last Refreshed
How Old?
Detail Rep
Shared Results
Shared Results Type Unshared
Design
Designer Wuttview
Design Type Lbrary Report
Technical Information
Reportld o219 v
3 ] Contains([Report Name], AP Vendor Actvty) caml tema 9220

A pop-up will appear allowing you to edit the report. Select “Sharing Results” and select the “View
Security” option to choose the security. Reports can be shared by Owner Only, Everyone, Secured by
Security Class, Secured by Role, and Secured by User Id. In the example below, | have chosen to share
this report by User Id.

Page 13 J A, multiview m‘azoz;
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Detailed Reports - Basics
Time: 13:00 - 14:00 Date: Monday, October 16, 2023

O L A 5 Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

-
>

= I a
My Reports

R, & € _ @, v 5 | 7 edrt viewpome Report Sertings ¥ . ®. 0
Views Save  Refresh Reports. Clear Alerts  View Resu| @ Helpr  © Bt QuickAccess Help Bxit
e

~ General |
Organize Report Lists  Report Design... F3 iy of Shared Report Seaurity

il asof ™
T R | | ascten @) o | wmsen Detaed a
L Yol e
R pr———— = | | = -

Report Type = / Selection~ iy Options
J—— e T R TR
Has Alerts Reportld  ReportName Allowed 7 Access1d Desaription ndor Activity - Detailed
9 = = e AP Vendor Activity 7 &) HL: aflc
| 3 Report Type: Detail N E] LR -
L 9219 AP Vendor Activity - Detailed | 1~ e LUKE Report
& PHIL

buchers and Pris (Vendor Activiy)

1d Equals 01 AND
Equals 13 AND.
3

3 (4 lowed] = Chedked' [Eatrite |
v

Report

Technical Information
Reportld 21
ttem td 220

3 & contains(Repert Name], P Verdor Actvity) ===

Once you have selected how the report will be shared, select who has access to the report and press
“OK”. Please note that you must select yourself as a User Id to share to. If not, the report will be shared
to the other users that were specified, and not to yourself resulting in you not being able to see the
report. After you select “OK”, the report will now be available for the specified individuals to view.

Renaming Reports
To rename reports from your My Reports module, select the report and select “Edit Report Settings”.

S e ] a

My Reports
v B 7 2 ¥ ., @, 0
Clear Alerts  View Results  Run/Refresh Report  Publish Results Edit Report QuickAccess Help it

[ ]

Views  Save Refresh Reports

Grid View ) deteis | (@ Other Resils|
T (,} Details
Organize Report Lists  Report Design... Options
T AP Vendor Activity - Detailed a5 f Weshesdey aug 02 2023 02528m ™
Loft €13 Minutes and 38 Seconds ago)
Report Type & |
Rep SharedRest  Report Design Report Report Report
o o Ve Type ©  ReportSoure Type Ounertd  Type Designer1d | Item Id Report Name AP Vendor Actity - Detaied
v - - o0 AP Vendor Activity | = e - e - e - Subject
category
Report Type: Detail
= IS . Report Owner Phil Dobra
= Report Type. Detal Report
Report Source AP Vouehers and Pris (Vendor Activey)
Date Created Aug 02, 2023 02:25 am
Parms st 1d Equals 01 AND
Endi uals 13 AND.
start 0101 AND
£nd Date Equals 20230108
Results
LastRefreshed  Aug (2, 202302:32am
How Old? 13 Minutes and 38 Seconds
Auto Preview Detal Report Preview auto-cisabled because fs larger than 0 Pagess

Shared Results
Shared Results Type Unshared

Design
Designer Wuttiew
Design Type Lbrary Report

Technical Information
Reportld o219 “
3 2] Contains([Report Name], AP Vendor Actvty) ZEm|| temua 20

Rename the report and select “OK”.
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Detailed Reports - Basics
Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

Time: 13:00 - 14:00
Time: 10:00 - 11:00

P oo G| a
Hy Reports
R, B € . - (B[ Edit ViewPoint Report Settings, & ¥ . & 0
Views Swe  Refresh Reports | ClearAlerts  View Resy| Db Qb QuickAccess Help  Exit
GridVien
General
N ttem Informat
Organize Report Lists ~ Report Design... 73 ZLED
a5 of Weanesosy Aug 02, 2023 02.32am N
o = I | B | retne Aot
T ] T: | e | 1) i . P laN kg
(& Puishing Subject AND (Encing Compeny 1d Equals 13)
R AND (Start Date Equals 20230101)
Report Type Category [ AND (End Date Equals 20230108)
Report Source Report Source 1d
Has Alerts. Reportld  ReportName |4 Vouchers and Pmts (Vendr Activity) | [ap_voucrER_R2 | o ety
ndor Act
Report Onner Id Tiem 14 3 =
5 - = e AP Vendor Actiity iR

3 Report Type: Detail

’ No Alerts 9215 AP Vendor Actvity

P

i sz

Display Options eenort
Auto preview buchers and Prts (Vendor Activiy)
Default [V] 2, 2023 02:25 am
q Company id Equats 01 AND.
Automatic Refresh Settings lg Company d Equals 13 AND
A
Reffesh Type Refresh Time Of Day Refiesh Ermor ate Equats 20230108
[onDemand =l ]
LastRefieshed Last Refresh Timing
I ] 2. 22302:32am
NextRefresh ‘Additional Output Format utes and & Seconds
[ & [one g
Alert Settings
Alert Type Alert WF Positon pred
[Nore [~}
Alert Compare Type Result value Aert Compare Op Alert Compare To
[Number of Records Found <] | [Greater Than vt

| (¥ contains([Report Name], AP Vendor Actiity})

Copying Report

Technical Information
Reportld

219
0220

A report can be copied from the My Reports module. This is useful if you would like to edit the report
design of an already existing report or would like to have multiple reports to run different queries. To
copy a report, select the report, then select “Report Designer”. Select the Copy Report option from the

pop-up.

] e O] a
My Reports

e s @, v B 7 @ )
Views Save  Refresh Reports Clear Alerts  View Results  Run/Refresh Report  Publish Results  Edit Report Settings  Edit Report QuickAccess Help Exit

Grd View

@ Detais | @ other Resuls

Report Dsign..a

Organize Report Lists

@ || oewss

ﬁa 1of1 WP Add Report From Library
G NewReport.
Report Type = ¥ Remove Report
[ CopyReport e
Has Alerts. Rename Report
5 _ N\ Convert To Dashboard
B ReportTypeipel W AddReportiolibay |

| (4 contains([Report Name], ‘AP Vendor Activity)

You will receive a prompt to create a

llo KII X

Page 15

a5 o Wenesdey aug 02, 2023 0252am A
(29 Minutes ago)

Options

AP Vendor Activity

Report

Report Name AP Vendor Actity

Subject

category

Report Owner Phi Dobra

Report Type. Detal Report

Report Source AP Vouehers and s (Vendor Activey)

Date Created Aug 02, 2023 02:25 am

Parms Stariing Company Id Equals 01 AND
Ending Company i Equals 13 AND
Start Date Equals 20230101 AND
End Date Equals 20230108

Results

LastRefreshed  Aug 02, 202302:32am

How Qla? 29 Minutes.
Detail Rep

Shared Results

Design
Designer
Desian Type

ReportId
item 1d

ALY

Shared Results Type Unshared

Mutiviews
Library Report

Technical Information

219
5220

multiview*
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Imug - Detailed Reports - Basics
BEC bﬁzﬁ‘s Time: 13:00 - 14:00  Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

OCTOBER 16-18, DALLAS, TX

AP Vendor Activity uﬂwaemm-um&;az}auum) ~
Minutes ago

Report
Report Name AP Vendor Activy
Subject
category

Report Owner Phi Dobra
Report Type Detai Report
Report Source. AP Vouchers and Prms (Vendor Activey)
Date Created Aug 02, 2023 02:25 am
parms Starting Company Id Equals 01 AND
Ending Company it Equals 13 AND.
Start Date Equals 20230101 AND.

End Date Equals 20230108

Results
LastRefreshed  Aug02,202302:32 am

How Old? 29 Minutes.

Auto Preview Detall Report Preview auto-Gisabled because fs larger than 0 Pages

Shared Results
Shared Results Type Unshared

Design
Designer Wuttiiew
Design Type Library Report

Technical Information
Reportld 219
7] Contains([Report Name], AP Vendar Actvty) Hemid 9220

This action will open the Report Designer for the report copy. If you are satisfied with the design of the
report, you can simply close the tab.

N N New Header Layout Wizard
N New Detail Layout Wizard

v [ PageHeader one band per page]

N eonter [ReportInfo.Report Name] Poale 1071
e
Label
A [Company _[Company1d]_G[Company] 91
M cesso Currency _ [Currency] g

[invoice No Voudher Id_Tnv. Date —Type Status | Tnvoice 1d / Account —Curr. [Last Check # | Paid Amount| 0/$ Am|

er 1413 [ Tnvoice Datdd [Transacid [Voudhi |
¥ == VendorFir

IVendor 16 in [Curtd Sum( [Knvoice & Sumi [Amount F3 | Sum( [Outstd

[Tnvoice Amourd [Bank:

Ul [Voul [Vaucher P T

Totat [Sum{ [Tvoics @ [sum( amount Pl Sum( [outs€d
¥ [E ReportFooter [one band per report]

REPORT RUN SUMMARY

T sercoce
all o

As seen below, a copy of the report has been created. Please note that your User Profile will be the
owner of the copied report.
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Detailed Reports - Basics
Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

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

1
™
o
o
B
-~
~
>
.!"

2
=
(=

1)
n
e)
N

TN

9 [ REBOA | A Vouchers e P Vendor Acoio) 3 a
My Reports.

B 7 W@ Eij
Clear Alerts  View Results  Run/Refresh Report  Publish Results ~ Edit Report Settings  Edit Report

et | O o s

Detals

AP Vendor Activity a5 of Wednesdsy Aug 02, 2023 02:325m M
(29 Minutes ago)
Report
Report Name AP Vendor Activty
Subject
Category
Report Owner Pl Dobra
No Alerts 9221 AP Vendor Activity -COPY. AP Vouchers and Pmts (Vendor Activity) & Unshared PHIL & Private .. PHIL Report Type. Deal Report
No Alerts 9213 AP Vendor Activity AP Vouchers and Pmts (Vendor Activity) & Unshared PHIL & Library .. MVCS 9220 Report Source AP Vouchers and Prfs (Vendor Adiviy)
Date Created Aug 02, 2023 02:25 am
Parms Starting Company Id Equals 01 AND
Ending Company d Equals 13 AND.
Start Date Equals 20230101 AND
End Date Equals 20230108
Results
LastRefreshed  Aug 02, 202302:32 am
How Oldi? 29 Miutes.
Auto Preview Detall Report Preview auto-cisabled because fs larger than 0 Pages

Shared Results
Shared Results Type Unshared

Design
Designer Wltiews
Design Type Lbrary Report

Technical Information
Reportld 219
ttem ld 9220

Removing Reports

Areport can be removed from the “My Reports” module. Select the report, select “Report Designer” and
“Remove Report”.

B 2 @ Ei ¥ @& ©

Clear Alerts  View Results  Run/Refresh Report  Publish Results it Report Settings Edit Report QuickAccess  Help  Exit
e b —r © Detais
Details
——— AP Vouchers PHIL asof
& Add Report From Library it
g NewReport..
x ‘ Remove Report
CopyReport
B Report
Rename Report Type Type Ouer: Type. Designerd | Ttem Report ame AP Vouchers PHIL
_ Comven ToDashbosrd | _ = _ o _ o _ Subject
i cat
S ® Library tegory
Report Owner Pl Dora
No Alerts 4 AP Voucher Custom Report - PHIL Detail AP Voucher only Unshared PHIL $& Library .. PHIL 8473 Report Type. Detai Report
846: rs PHIL AP only Unshared Report Source AP Voucher only.
o Aerts 464 AP Voucher Detal Dstibuton PHL. Detal AP Voucher Detai Disrbuton & vared P £ torary . L a6 bate Cromte 31 2058 0941 om
No Alerts 8468 GLEntry Analysis Detail GL Entry Analysis & unshared PHIL 5% Ubrary .. MVCS 8469
No Alerts 8470 GLEniry Analysis - PHIL Detail GL Entry Analysis & Unshared PHIL £ private . PHIL 8471
Results
LastRefreshed
How Olt?
Auto Preview Detall Report Preview auto-Gisabled because fs size s unknown
Shared Results
Shared Results Type Unshared
Design
Designer Phi Dora
Design Type Private Report
Technical Information
Reportid 462
Hemld 8483
Report Sourceld  AP_VOUCHER R1
v

Adding Reports to the Library
A user can add a report to the Library to share with other users if they are the Report Designer of the
report. Select the report, select “Report Designer” and “Add Report to Library”.
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Detailed Reports - Basics
Time: 13:00 - 14:00
Time: 10:00 - 11:00

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

a
My Reports
.8 e  @m, v ) @ @ @0
Views  Save Refresh Reports Clear Alerts  ViewResults  Run/Refresh Report  Publish Results ~ Edit Report Settings ~ Edit Report QuickAccess  Help  Exit
Grid View @oetsis | @ ot Resuits.
|| & . Details
ot e |
ﬁa Lof2 | 4P AddReport From Library AP Vendor Activity - COPY (Zf::)’
g NewReport.
Report Type = ¥ Remove Report
B CopyRep: Report
Has dlers Revams e Reporthlame AP Vendor Actviy - COPY
. N Convert To Dashboard _ o _ ~ _ B _ Subject
$43 Lit 3 Category
I SEEseccive = . 4 — — — Report Owner Phil Dora
ol o e A ) § Unshared § private 22 Report Type Detail Report
No Alerts 9218 AP Vendor Activity Detail AP Vouchers and Pmts (Vendor Activity) & Unshared PHIL 5 Library .. MVCS 9220 Report Source AP Vouchers and Prts (Vendor Activiy)
Results
Cmvereses
o
Shared Results
v e v
Design
Technical Information
s
=
ST
A wizard will appear prompting you to add the report. Select “Next” to begin the process.
Waim e iy Reports (3| a
My Reports.
.8 G A = 4 & @ v . @ 0O
Views  Save Refresh Reports ClearAlerts  View Results  Run/Refresh Report  P{JREIET L0 a v =y e T = QuickAccess  Help it
GridVien Add Report Design to Library @ etsic | @ Other Resits|
3 N @ Help- O Bit || Detals
Organize Report Lists ~ Report Design... \
SIa8 - Welcome A7 Vendor Acviy -COPY =

Report Type

a
I
I

-]

| @ Report Type: Detail

9221 AP Vendor Activity -COPY
9215 AP Vendor Actvity

No Alerts

To continue, dick Next

This wizard wil add or replace 3 report n the Library so others can Lse it.

Report
Report ame
Subject
category
Report Owner
Report Type.
Report Source
Date Created

Results

Last Refreshed
How Old?

Auto Preview

Shared Results

AP Vendor Activity - COPY

Phil Dora
Detail Report

AP Vouchers and Prms (Vendor Activiy)
Aug 02, 2023 03:02 am

Detail Report Proview auto-disabled because s size is unknown

Shared Results Type Unshared

Design
Designer
Design Type

Phil Dora
Private Report

Technical Information

Reportld
ttem 1d
Report Source Id

o221
2
AP_VOUCHER_R2

First, select if this is a new report or a replacement of an existing Library report. If this is the first
time adding this report to the Library, Multiview will default as new. You also have the option to
change the report name that will be displayed in the ViewPoint Analytics Library. Click next once

ready to proceed.
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imus=as= Detailed Reports - Basics
= ‘“" Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

MainMenu | My Reports (3 |

a
My Reports
ERS=R A = & 2 7] ¥ . @& 0O
Views  Save Refresh Reports | ClearAlerts ViewResults Run/Refresh Report PRIV, 20, e kit o), ) = QuickAccess  Help  Exit
Grdview Add Report Design to Library @ 0eres | @ Ot el
| N @ Helpr  © Bt || Detais
Organize Report Lists  Report Design...
Options. AP Vendor Activity - COPY asof
[ e (e W= (AR —— e
Report Type =
Rep. Report
e Alerts i e | Optons Report Name AP Vendor Activty - COPY
7 = = ac |= ® AddNew Library Report Subject
Category
Report Type: Detail T
Il 8 Revort Tro=: . - Report Owner Phi Dora
. 221 AP vEmr Activity -COPY e ‘ —— Report Type peti Report
= Mo Alerts 9219 AP Vendor Acthity Detai Report Source AP Vouchers and P (Vendor Actviy)
Report Type Report Name Date Created Aug 02, 2023 03:02 am
Detal ] [aP vendor Actwity -coPY. |
Report Being Replaced Results
Last Refreshed
Replace Report ID ame How 07
0 | J i betal
Shared Results
Shared Results Type Unshared
Design
Designer Pl Dora
Design Type Private Report
<Back || fext> Cancel " "
(seea) 0] (Lol | rechnical information
Reportld 221
ttem td o222
Report Sourceld  AP_VOUCHER_R2
Next, select the fold here th t will b d and click “Next”
ext, selec e rolaer where tne report wi € saved and clic ext .
MainVen | My Reports (3 | a
My Reports
.B © | @, A Bl ~ £ 7] ¥ . b, 0O
Views Save Refresh Reports | ClearAlerts View Results Run/Refresh Report  PIRNI eeordr eita) t0 s ] * QuickAccess | Help Bt
Grid View Add Report Design to Library @ detais | @ Other Resilts|
N @ Helpr  © Bt || Detais
Organize Report Lists  Report Design...
Library Folder AP Vendor Activity - COPY asof
I = Select which foder you would ke ths report to appear in the lbrary under. (ago)
ReportType ~
iy Options  ~ .
Folder Properties Report
ol Remttions 1 ) e NG Revorttame AP Verdor Aty COPY
Folder Name Shared Reports
Cl = e | | Folder Name Folder Path Shared Reports/ Subject
_ 2 e Folder Id 2 category
|| & Report Type: Detail Shared Reports Folder Type Lbrary Foider Report Owner Phi Dora.
’ 9221 AP Vendor Actvity -COPY. Owned By
- - - 53 Management Reports Date Croated 06 04 2007 0£:59 pm Report Type. Detal e
L Mo Alerts 9248 AP Vendor Acthity Detal 7 Standard Reports Report Source AP Vouehers and Pris (Vendor Activiy)
i 4P Reports. Comments Date Greated Aug 02, 2023 03:02 am
B AssetReports
{7 AR Reports Library Folder Security Access
Results
% POReports
B SystemReports The following bypes of users are allowed to see reports in ths folder LastRefreshed
£ Tnventory Reports How Old?
£ 6L Reports Everyone Detai
Shared Results
Shared Results Type Unshared
Design
Designer Phi Dora
Design Type Private Report
Back | [ fiext Cancel " "
(e G (el | vecnnical information
Reportld 0221
ttem 1 a2

Report Sourceld  AP_VOUCHER_R2

Next, you have the ability to add additional security to this report to restrict who can view/access it from
the Library. Select “Security to use this report” for the dropdown of options. If you choose to share this

report using an option other than “Everyone”, ensure that your User ID/Role ID is selected so that you
can also view the data.

You can select “Mandatory Report” which will force the report onto the “My Reports” module for all
users with security access. This option can only be selected if the security is set to any option other than
“Everyone”. Once security has been chosen, click “Next” to continue.
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Time: 13:00 - 14:00
Time: 10:00 - 11:00

Detailed Reports - Basics
Date: Monday, October 16, 2023
Date: Tuesday, October 17, 2023

%] Add Report Design £o Library,

Select Secuity options

e e

Mandatory Report @

AP Vendor Activity - COPY

Report
Report Name AP Vendor Activy - COPY
Subject
Category
Report Owner Pl Dora
Report Type. Detai Report
Report Source AP Vouehers and s (Vendor Activiy)
Date Created Aug 02, 2023 03:02 am
Results
Last Refreshed
How Old?
Detail i e
Shared Results

Shared Results Type Unshared

Design
Designer Phi Dora.
Design Type Private Report

Technical Information
Reportld 221

Hem 1 o222

Report Source ld  AP_VOUCHER R2

Completion

Add New Report to Library
This wil add a NEW Report to the library

Called: AP Vendor Activity - COPY

In folder : AP Reports

9219 AP Vendor Activity

) (R cnei)

Page 20

AP Vendor Activity - COPY

Report
Report Name AP Vendor Activy - COPY
subject
Category
Report Owner Phi Dora
Report Type Detai Report
Report Source AP Vouchers and P (Vendor Activiy)
Date Created Aug 02, 2023 0%:02 am
Results
Last Refreshed
How Qla?
Detail
Shared Results

Shared Results Type Unshared

Design
Designer Phi Dora
Design Type Private Regort

Technical Information
Reportld 9221

em I 222

Report Sourceld  AP_VOUCHER_R2
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Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023
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Organizing Reports

Add a Category and Subject

Folders can be used to organize reports. In “My Reports”, you can add a subject and a category to any
report. There are multiple ways to add a subject and/or category on a report. Below are two examples,
but similar options exist in other modules when looking at a report’s properties or a report”s settings.

e Select a specific report in “My Reports” and select “Edit Report Settings” to add a subject and/or
category.
s rwore 3|

AP Vendor Activity - COPY 2 of Tussday Sep 05, 2023 08:50am A
(9 Hours, 37 Minutes and 14 Secands 2go)

Report

= = L3 0 = & = L = L3 o0 Report Name AP Vendor Activity - COPY
Subject AP Sublect
No Alerts 9219 AP Vendor Actity dit ViewPont Raport Sethng Category AP Category
Report Owner PhilDora
Report Type Detail Report
Report Source AP Vouchers and s (Vendor Activiy)
T Date Greated Aug 02, 2023 0302 am
Parms Starting Company Id Equals 01 AND.
Ending Company Id Equals 13 AND
iame. endor Activity - tParms
Report 4P Vendor Activty -COPY | Repor StartDate Equals 20220101 AND
(Starting Company [d Equals0) || End Date Equals 20230108
Subject mzﬂ AND (Encing Company 18 Equaks 13
Category 4P Category. AND (End Date Equals 20230108)
Results
Report Source Report Source 1d
LastRefeshed - Sep o6 202300501
How 012  Hours 27 Winutes and 14 Seconds.
Roptovcsld = EditReportParms Auto Preview DetailReport Preview avto-disabied because s larger than 0 Pages
P a2
Display Options e ———— Shared Results
Shared Resaults Type Unshared
Auto prevew
Design
- e ————
i Refresh Seftings Designer PhilDora
Design Ty Library Report
Refiesh Type Refiesh Tme OfDay Refiesh Error anTee 1 Repe

On Demand 9 | =] | \-ﬁ

Technical Information
Report id 221

e Select one or more reports in “ViewPoint Report Administration” and select “Properties” to add

a subject and/or category.
- = 7?@“

Report Item Id 9222
Reporthame AP Vendor Actity -COPY
Type [E) MyReport
Report Ouner Id PHIL
-—  m e - Report Type Detai
a Lepart Typ ReportSource  DateCreated  Foder Typ zpart Pa sportld  Mandatory Repo Folder Type & Ubrary
Mle AP Vendor Ackvity - COPY e e ale Reportpath Standard Reports/AP Reports/
ReportId 9221
S Report Type:petan Report Saurce 1d AP_VOUCHER R2
# Lbrary PhiDora  Standard Reports/AP Reports/ 9221 =] e 05 02 1073 0350022 A
3 e Report source AP Vouchers and s (Vendor Actuity)
= 5 Report Ouner Phi Dora
- Muitview Report Name
Report s Visble 7]
Name [ 4 Vendor Actity -COPY || security settngs. =] cube1d
Date Mocified 08,02 2023 03:02:22 AM
e ‘ [secty s Eer=—r ot
Category 4P Category ] ReportDesigner 1d L
Report Type Report Source Report Designer Phi Dora
[Detai | [P vouchers and Prits (vendor Actiity) ] s AP Reports
Shared Result Type. & Unshared
Type Shared
5 myremort T [ oy Refiesh Type onDemand
T Jsdedtion @ Options + | Pub Folder 14 -
Report 14 ReportTtem 1d e, N
[ a1 | szl wesooro |l PbRsleosien L
e A Report Source Access &
Desion Type £ Lbrary Report
e Library Itm Id 9315
[P ][ Change Ouner | a Library Item Name: AP Vendor Actvity -COPY
Lirary Report1d 9314
N 3 Library Focer 14 535
Library Report Searity Secured by User 1d
Library Report Access 7]
Report ot Usable:
| [ Contains([Report Name], AP Vendor Actvity -COPY) [Edit Fiter | Mandatory Report v
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Report Lists

Detailed Reports - Basics

Time: 13:00 - 14:00
Time: 10:00 - 11:00

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

Report lists can be created as private or shared. A Private List groups together your own reports to
organize them, or to be able to calculate them all at once using the Refresh Report List feature. A Shared
List groups together reports and shares them out to other users. These users will not be able to
run/refresh the report on demand. They will only see the most recent results as when the group owner
last refreshed the report list. By adding a report to a Shared Report List, included users will have access
to the report on their “My Reports” module with a Shared Result Type of “Shared To Me”.

Report Lists are created in Multiview > ViewPoint Bl > My Reports. Select “Organize Report Lists” (Step
1). Select “Add Report List” to create a new list and give a name (Step 2). Once named (Step 3), you can
select reports to be included in the list (Step 4). Afterwards, you can make the report either private or

shared (Step 5). If the report list is shared, select “Edit List Settings” to choose how the report is shared
and who will have access (Step 6).

MainMend| MyReports
My Reports

[ - B )
Views Save  Refresh
Grid View

C s -

Report Type &

Has Alerts
? - =
& Report Type: Detail
v o Alerts
No Alerts
No Alerts
No Alerts
No Alerts
No Alerts
No Alerts
No Alerts
No Alerts

Repart1d *

ListName
¥ Month End e
|

W,

Reports

v 5
= orgne Hy Repor s
|

P Add Report List Report List
[ Edit List Settings| £ Options  ~

reportuist 1of 1| [ () sl

List Type List Owner |

EOc——

Clear Alerts  View Results  Run/Refresh Report  Publish Results  Edit Report Seftings  Edit Report

After select “Edit List Settings”, select the security used and who has access.
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AP Vendar Actity - COPY Detai AP Subject AP Category ReportName AP Vouct
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ow Batch Postings Detai ategory
Report Owner Pné Dora
GL Entries only Detai
ReportType  DetsiReg
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Last Refreshed
o How Old?
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BE= BE | € Time: 13:00 - 14:00 Date: Monday, October 16, 2023
T " " Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

o X
My Reports &3
wsrome g
ustid Date Created B oetats
- —
Access 0of 2
AP Voucher
of
1ef List Owner Id List Owner Name: ] x| Xk Only - Phil .u..'m
[P | [PhiDora ] [ h |
= SAM Samopa

Report

ReportName AP Vouct

Subject

Categary

Report Owner  Phi Dara

Report Type  Detai Reg

Report Source AP Vouc!

Date Created  Sep 18,2
02:08 pm

Auto Preview  Detail Rep
Preview 1V

85 of Tussday Sep 19, 2023 1248 pm ™
(2 Deys ago)

AP Batch Postings

PniDora
Report Type Detail Report

Report Source GL Entries and Distribution with RADS
Date Created Sep 19, 20231247 pm
Company id Equais 01

Sep 19, 2023 1248 pm
How Old? 208ys
Detail Report Preview auto-dsabled because & larger than 0 Pages

Entire Report Lists can be refreshed in Multiview > ViewPoint Bl > Refresh Report Lists. Select the Report List
and the date that you would like the reports refreshed. Once set, select “OK" to see the results. Please note
that this will only work with Analytic reports.
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IMmus==ass
v uUaevULEd Time: 13:00 - 14:00  Date: Monday, October 16, 2023
OCTOBER 16-18, DALLAS, TX .

- ‘ Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023
Main Menu . | My Reports| * Refresh Report List T % |
Main Menu Parameters  Options
R.A ® | W@, & v _ D. O
Views  Seve Refresh Reports  Find Form 93;3 QuickAccess  Help  Exit

Report To Date |09 01 2023 a
[Z] Genesal Ledger Breortng
< Budgeting [FiMy Reports (dllMy "\ Organize My Report Lists ) Request Status
@ Accounts Payabie [} ViewPoint Report Administration (5 vief @ ViewPoint Anaiybics Export to Excel [ Workflow Todo History List
(B Accounts Receivable 44 Refresh ReportList
[T} Asset Management
& viewPoint Setup
= Purchase Order
B tventory ¥ ViewPont Options <, viey ¥, ViewPoint Additonal Server Maintenance
8
7 UG 202 Custom veru
‘,' System Maintenance Submit Cancel
£

Using Subject & Category with Report Lists
Subjects and/or categories can be used with Report Lists. To mass add a subject and/or category, select
“Organize Report Lists” in the “My Reports” module. Use the grid of your reports to select multiple
reports by using the Ctrl and Shift button and clicking on the reports you wish to use. Right click on the
Subject or Category column heading and select “Updated Highlighted Values” and select “Set Value”.

Enter the new value and press OK to save changes.

] oo )

a
My Reports
B < G o 5| & w v _ @0
Views Save  Refresh Reports. Clear Alerts  View Results  Run/Refresh Report  Publish Results  Edit Report Settings  Edit Report QuickAccess Help Exit.
Grd View @ Detais | @ Other Resuis
Details
AP Vendor Activity - COPY a5 of Tuesday Sep 05, 2023 0850 am A
(3 Hours, 46 Minutes and 1 Second ago)
Report
Reporthame AP Vendor Actiy - COPY
] Subject.
Categary
Report Owner
B ReportType.
L Report Source
bate Created
o AddReportList 3§ Delete Report List I Farms
(53 Edit List Settings - Iﬁﬁ reen2orz |||l IS
Report s
| Repertlstiof: aaaﬁ = s ReportType [suect - Sults
o o o ol a0 s s0an
L Month End & pvate (3 [ How Old? 9 Hours 46 Minutes and 1 Second
*| Detai Repe s larger than 0 Pages
Shared Results
Shared Results Type Unstared
Design
vesigner i bora
= — vesign Type Lorary Reor
Technical Information
Reportia an .
fem i sz
All chosen reports will now display with the new Subject and/or Category.
.«
multiview-
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o | Qo et
Details

AP Vendor Activity - COPY 2 of Tuesday Sep 05, 2023 0850 am
10 Hours, & Minutes and 16 Seconds go)

Report
Report Name. 4P Vendor Activty - COPY
V) ] ary Subject AP Subiect
219 AP Vendor Actity AP Vouchers and Pts (Vendor Actvty Unshar PHLL Library .. MVCS 9220 AP AP Category.
a ichers and Pts (Vendt ) shared br Subject. category AP Category
Report Owner PhiDora
Report Type Detai Report
ReportSource AP \ouchers and Pris (Vendor Actity)
Date Greated Aug 02, 2023 0302 am
Parms ‘Starting Company Ié Equals 01 AND
Ending Company I Equals 13 AND.
‘Start Date Equals 20230101 AND
End Date Equals 20230108
Results
LastRefreshed  Sep 05, 20230850 am
How 01d? 10 Hours, & Minutes and 16 Seconds
Auto Preview Detai Report Preview auto-disabled because s larger than 0 Pages

Shared Results

Shared Results Type Unshared

Design
Designer #niDora
Design Type. Library Report

Technical Information
Report id w221
Hemia w222
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Publishing Report Results
Publishing report results will allow users to view report results without making any changes. Navigate to
Multiview > ViewPoint Bl > My Reports and select the report. Next, select “Publish Results” which will
open a new window.

Detailed Reports - Basics

Time: 13:00 - 14:00
Time: 10:00 - 11:00

Date: Monday, Octobe

r 16, 2023

Date: Tuesday, October 17, 2023

Report
Report Name

Subject

S Report Type: Detail

9215 AP Vendor Activity

category
Report Owner
Report Type
Report Source
Date Created

Results
Last Refreshed
How Qla?

|
| AP Vendor Activity - COPY

AP Vendor Activiy - COPY

Phil Dora
Detai Report

AP Vouchers and Pmts (Vendor Activy)
Aug 02, 2023 03:02 am

Design
Designer
Design Type

ReportId
ttem g
Report Source Id

Shared Results
Shared Results Type Unshared

Phil Dora
Library Report

Technical Information

221
9222
AP_VOUCHER_R2

Select the security you would like added to the Published Results and select the Folder ID to select the

location. Once set, click “Publish”.

[ MM My Reports 3 | Viewaint Ubrary Adrrisiraton|
My Reports

Views  Save Refresh
Grd

Reports

Organize Report Lists  Report Design...

|| publishing Options

Report Name

[P vendor Activity - COPY

[ secured by user 1¢

Subject [
[

m
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BECSswr U‘= Time: 13:00 - 14:00 Date: Monday, October 16, 2023
O R AL 5- TX Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

Published Results
Published report results can be viewed in Multiview > ViewPoint Bl > Published Results.

2 vty P Rmrepios e — regesisons T —

[B Accounts Payable [ viewoint Library Administration [ Published Results Administration @ viewPoint Analytics Export to Excel [ Workfow

Veewpont setup

[ Asset Management
= Purchase Order 4, ViewPoint Options LY dministrati G 9, ViewPoint Addtional Server Maintenance
B nventory

G Work Order Entry

&5 Order Entry.

%y
= |

B Mitview

&
|

Select the report and select “View Results” to see the published results.

[Pt | Pbtbedrenie G|
Published Results

AP Vendor Activity - COPY s of Tussday Sep 05, 2023 08:50am N
(2 Minutes and 59 Seconds ago}

E? Al Reports
2 Published Reports

£ Accounts Payable Repo. ke - o -
5% Board R‘EW‘S S Report Type: Analytics
-£b General Ledger Reports General Ledger Re... comperative ncome statement Aralyics a 04112003 Report
e Reportlame AP Vendor Actity - COPY
AP83410pen Items. Detail AP Open Items - based on Invoice Date 08112010 Subject
PublshedReports  MVBD20 Business Entity Listing MU Business Entity 05312010 Category
ReportOwner P Dors
General Ledger Rep... GL Entries and Distribution COPY GL Entries Dists RADs (fiat view) 06 18 2019
Report Type Delai Report
4 Report Source. AP Voushers and Pmts (Vendor Activy)
& Report Type: Query Date Created Sep 05, 2023 08:50 am
LEEEE IS Parms Starting Company d Equals 01 ANID

Accounts Payable R... Revenue Anslyss

Ending Company K Equals 13 AND
Start Date Equals 20230101 AND
End Date Equals 20230108

Results
LastRefreshed  Sep 05, 2022 05:50 am
How Old? 3 Minutes and 59 Seconds
Detal s larger than 0 Pages
Shared Results

Shared Results Type Unshared

Design
Designer Phi bora
Design Type Private Report v
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Administration Screens

Published Results Administration

All published reports can be seen in Multiview > ViewPoint Bl > Published Results Administration. The
report will show the last report ran that was published. Users will not have the ability to run their own
queries in a published report. This screen will show the reports by folders. You can use this screen to add

folders and move reports between folders. To add a folder, select “Add Folder” and add a folder name
and assign security as necessary.

Main Mend | My Reports| Published Results Administration (3 a
Published Results Administration
=, &8 € @ = & (= ¥ _ &, 0
Views  Save Refresh Reports | ViewReport Properties Panels | QuickAccess  Help it
Report Location Fiter Reports Report Details W
Folder Properties [@ Move Report(s) o/ Selection~ % Options  ~ Results Properties
i o1 sl 1ot =
&/ Al Reports
Pt Drag a column header here to gro 8 . o R
Y MV8020 Business Entity Listing as of Friday Oct 21, 2011 04:21 pm
x, le Reports Skt /  ReportType Reportame Date Crested (4336 Days ago)
@ orts - =
5% = 10 -
0 [M] Detal MV8020 Business Entity Listing 05312010
Report
Report liame 14V8020 Business Entty Listing
[ e o propets I T |
ViewPoint Published Folder Properties. Category
Brepr Obit Report Owner MANAGER
Report Type Detail Report
Folder Name [New Folder || | security access Report Source 1V Busingss Enty.
Folder Path Pubished Reports New Folder/ / Selection~ {7 Options ~ Date Created May 31,2010 04:03 pm
Ty Folder 1d Multview Report Name Date Created Access 00f0 &l
£ PubishedFoder | 9321 CLE Results
= el e 2o LastRefreshed  Oct21, 20110421 pm
How Old? 4335 Days.
o] EiEm Auto Preview Detal Report review auto-cisabled because fs size is unknown
P Phi Dora Change Owner
Sy sains Shared Results
ety Shared Results Type Unshared
3 ! Design
Add to Folder Seaurity  Who can Publish New Results to this folder  Gymer Ordy Designer MANAGER
Design Type Lirary Report
Delete Folder oK Cancel Technical Information
Report d 302
ttem 1a s
Report Source I 1V_BUSNESS_ENTITY._R1 v

You can edit the Published Report properties by selecting “Properties”. A window will appear allowing
you to edit the report security, name, report owner and other information.
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OCTOBER 16-18, DALLAS, TX

25 of Tuesday Sep 0, 2023 0850 am 7

- (WWNAVELLLINCAT el g g
(5 Hours, 21 Minutes and 14 Seconds ago)

Repor
&% Accounts Payable Reports.
53 General Ledger Reports

5% Board Reports = -3

o] APB341 Open Items with Description 08 112010

[] BB Ventior Actiity - COPY Report

] Reves s 01223 Reporttame A0 VendorAcity - coPY

] Puot ITExpense Andlysis w2 Subject

a Detal GL Entries and Distribution COPY 06 182019 Category

] Detai MVB020 Business Enity Listing 05312010 Report Owner J—

[F] Analytics Comparative income statement 06112014 Report Type. Detail Report

] Analytics commitment budget comparative- mar 2013 03252013 Report Source AP Vouchers and Prrs (Vendor Actity)

[F] Analytics commitment budget comparative- mar 2013 03252013 Date Created Sep 05, 2023 0850 am

@ Analytics commitment budget comparative- mar 2013 03262013 Parms ‘Starting Company Id Equals 01 AND
N Ending Company d Equals 13 AND.

[F] Analytics apr consolidations -0s. 08 172016 a1t A1

[F] Analytics comparative income statement 04112023 End Date Equals 20230108

a Analytics: consoldations -0s 08 16 2019

] Andlytics Comparative Income Statement 2 w221 Results

LastRefreshed  Sep 05, 20230850 am
How Old? S Hours,21 Minutes and 14 Seconds
Detail Report Preview auto-disabled because is larger than 0 Pages

Auto Preview

Shared Results
Shared Results Type Unshared

Design
Designer Pritoara
Priate Report

Design Type

Technical Information

Results Administration. (3

Published Results Administration

5 of Tuesday Sep 05, 2023 0850 am
(5 Hours, 21 Minutes and 14 Seconds 2go)

5% Accounts Payable Reports
5% General Ledger Reports
5% Board Reports

Report Type Report Source
[petail | [#P Vouchers and Pmts Vendor Actvity) |
AP Vendor Actity - COPY
pivot e Shared
oot | €% Publshed Resuits ) [@ ubrary [¥]

ReportId Report Item Id

Pl Dora
Detail Report

AP Vouchers and s (Vendor Activity)
Sep 05, 2023 08:50 am

Starting Company Id Equals 01 AND

[P

Analytes Ending Company i Equals 12 AND
Ouner Name Mdtview ReportName Start Date Equals 20230101 AND
Analytcs: o End Date Equals 20230108

[Pl Dora ] [ |

Security Note

Sep 05, 2023 08:50 am
S Hours,21 Minutes and 14 Seconds
Detail Report Preview auto-disabled because s larger than 0 Pages

Lo J[ el |

Design
Designer Pritoara
Priate Report

Design Type

Technical Information

To view the report, select “View Report” and it will show you the last report ran.
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Main Mienu | iy Reports| Publshed Results Admiistraton J |

s - Basics

Date: Monday, October 16, 2023

Date: Tuesday, October 17, 2023

ViewPoint Library Administrations

Published Results Administration
.8 <« G & = v . @ 0O
Views  Sove  Refresh Reports Properties Pancls | Quickhccess  Help Bt
Report Location Fiter || Reports || Report Detais =]
Folder Properties &1 Add Folder [@ Move Report(s) / Selection~ % Options - | 7] ResultsPropertes
i i e i i
AP Vendor Activity - COPY a5 of Tuesdsy Sop 05, 20230850 sm
ReportName Date Created (5 Hours, 21 Minutes and 14 Seconds ago)
=] = alc = |
7] APB341 Open Items with Description 08 112010
e Report
a 03122034 Report ame. AP Vendor Actiiy - COPY
@ 03202013 Subject
o o6 sm20ss P
=] 05312010 Report Owner
o oo s ReportType
o 03252013 Report Source
= 03252013 Date Created
=] 03252013 Parms.
=] 06 172016
=] 04112023
=] 08 16 2019
o Conosrate ncomeSstenent 2 0 Results
LastRefreshed  Sep05, 2023 08:50 am
How Old? S Hours, 21 Minutes and 14 Seconds.
Auto Preview Detail Report Preview auto-disabled because s arger than 0 Pages
Shared Results
Shared Results Type Unshared
Design
Designer PhilDora
Desian Type Prvate Report
Technical Information Y

To access the ViewPoint Library Administration, navigate to Multiview > ViewPoint Bl > ViewPoint Library

Administration.

BResortig

Main Meru ([ iy Reports i a

Main Menu

ERE =R @ B O

Views  Save Refresh Reports  Find Form QuickAccess  Help  Exit
Forms 2 Detais|

55 sudgetng

[® Accounts Payable
[@ Accounts Receivable
Asset Management
5 Purchase Order

(M Reports

[dhMy Report Lists

Dvewpont sevp

T

Administration

s Published Results

B Viewpeint Analytes Export to Excel

X Organize My ReportLits
[ Workflow

[ Request stous

[ ViewPaint Repert Administration

4 ViewPoint Options

2, ViewPoint Cube Administration

€\ Refresh ViewPaint Cubes

9 VienPoint Additional Server Maintenance

B imentory

4 Work Order Entry

The Library is the centralized location for all standard reports and other user-created reports that have

been added to the Library. The Library is organized in folders by module and shared reports can be found
in similar folder organizations that are user-created.

This screen shows you a list of all the reports that are in the library and indicates whether or not they
are currently used (i.e. in somebody’s “My Reports” screen). You can tell if a report is in use by the “is
used” checkbox. If a report is used, you can click on it and go to the “Used By” panel on the right to see
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Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00-11:00 Date: Tuesday, October 17, 2023

which users have this report in their My Reports screen. This is handy if you are thinking of editing or
deleting a report since you can see what users would be impacted by the change.

The toolbar houses many other options that are useful when configuring library settings.

Wain ienu |y Report vary Adminstration a
ViewPoint Library Ad
ERE =R & (=187 ¥ . & 0O
Views  Save Refresh Reports | Published Report Results Panels | QuickAccess  Help Bt
Report Locaton Fiter Reports Report Information R %]
Folder Properties @ Add Folder ® =3 Fes & _ || Report Information | ReportDetals | UsedBy | Change History
- Delete Library Report | Properties  Force Mandatory Report  Move Report(s)  Rename Report Options 3¢ Delete Library Report
AllReports ibrary Report 1of 171 | L |6 ()
T;a Shared Reports comparative income statement Library Report
ReportType +
Report
e Report lame statement
IsUsed Lirary Report Name ReportType & Report Source o Designer View Seaity Report Type ana
y 5 ] e - e ] i - Date Created Jun 16, 2010 09:47 am
b Library Folder  Shared Reports/
B AR Reports » | Report Type: Analytics i >
£ POReports B
Ty PO E] anaiytcs o 7] MANAGER Everyone
£y System Reports Security
3¢ Deleted Reports 2] Analyties 8 -] MANAGER
> @ i o a AR Library Report Every us his Library Repor, providing they have
& {E] UnusedReports nalytcs Securty Report 5¢ iy
@ Analyties 8 -] MANAGER
7] Analytis 8 -] MANAGER Design
7] Analytis 8 =] MANAGER
Designer MANAGER
“ Analyties o o MANAGER Design Type Lbrary Report
=] Analytics 8 -] MANAGER Report Source  GL
7] Analytiss 8 -] MANAGER
v analytcs o MG . "
M i a Technical Information
v
=] Analytics 8 -] MUGDL Report Id %2
=] Analytics [ =] MANAGER Everyone ftem 1d 52
= Analytics 6 a MANAGER Everyone Report Source [d VP ANALYTICS_RI
%] Analytics BF ] MANAGER 1d
=] Analytics o @
=] Analytics o @
=] Analytics o @
=] Analytics o @
] Analytics 8 ] Holy Statham
] Analytics 8 =] MANAGER T
¥l UG 2022Payral Acorual Analytics 8 =] GregHennig Secured by User Id
[¥]  CostAllcations by Dept Analytics 8 =] MANAGER Everyone a

o Delete Library Report — This button will delete reports from specific folders.

e Properties — This button will open a new window that will look similar to those that we’ve seen
before. Here, we can modify the name, subject and category. We can also change the security
and the report owner. This is helpful if modifications to the report need to be made, but the
report owner is out of office, or no longer works for the company. We are able to come in here
and adjust the owner so that another user has the same access.

e Force Mandatory Report — This button is similar to the one we saw when sharing reports to the
library. This button will force reports to the library of all users who have the necessary security
clearance. Please note that the report must be added as a Mandatory Report when adding to the
library. If it has not already been added as a Mandatory Report, have the Report Owner re-add it
the Library from the “My Reports” module.

e Move Reports — This button allows us to move reports from one folder to another.

e Rename Report — This button is another location where we can rename a report.

User created folders can be renamed by selecting “Folder Properties” and changing the name.
Afterwards, select “OK” and the folder name will change.

Page 31

I

FINANCIAL

multiview*

SOFTWARE

nuGz2023



Detailed Reports - Basics

Time: 13:00 - 14:00
Time: 10:00 - 11:00

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

£ Shared Reports

L_ g Management Reports
Standard Reports
L&y AssetReports
b Inventory Reports:
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L ot Reports
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L% PoReports
Ly systemReports
3 Deleted Reports
L g& delete Me
Unused Reports

5 Corporate Reports
£ SYSTEM
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|- £ tugos
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F-eb 1t
F-s iz
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ReportType ~

[ Main Wer | Wy Reparts| Viewpoint Lrary Admnstraton (3 | a
ViewPoint Library Administration |
BRI E (=152 ¥ . &0
Views  Sove Refresh Reports | Published Report Results Pancls | QuickAccess  Help Bt
Report Location Filter Reports Report Information ™ | ﬂ]
G Add Folder x 5| =3 8 =) Report Information | ReportDetals | UsedBy | Change History |
oy Delete Library Report | Properties  Force Manditory Report  Move Report(s)  Rename Report Options € Dette Library Report
@l AlReports | wreryReportoors || _JE@

@ Help~

riderteme [usor

Folder Path o U601/

Type Folder 1d

Multview Report Name:

Date Created

|5 wibrary Folder o [

2 [

] 06042007

Owner

Owner 1d

Owner Name

oo

| et

Change Ouner

Delete Foider

Folders can be created to organize reports by selecting “Add Folder”. Once you create a name and press
“OK”, you can then drag and drop reports from the Library into the folder for easy sorting.

MairiMienu | My Reports| VienPont Lirary Adminitration (J |

ViewPoint Library Administration

a
=

ViewPoint Report Administration
Navigate to Multiview > ViewPoint Bl > ViewPoint Report Administration to see a full list of all reports.
This includes standard Multiview reports, reports added to the library and personal reports that have
not been added to the library.
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Menu

ViewSource 360

[ Workfiow
[E] General Ledger
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[® Accounts Payable
[@ Accounts Receivable
[ Aowct Meniogement
T Purchase Order

B mventory

4 Wrk Order Entry
& Order Entry

Time Management
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Breportng
F— P FIs——. R— Sreassisots
[T} ViewPoint Library Administration [} Published Results Administration [ ViewPoint Analytics Export to Excel [ Workflow 3

B viewpornt setup
% ViewPoint Options  viewPoint Cube Administration 6\ Refiesh ViewPoint Cubes <, VienPoint Additional Server Maintenance

In this module, you can delete reports, change report properties, see report details, view users of the
report and view change history.

MainiMeru | My Reports| VienPoint Report Adminitration (3 | a
ViewPoint Report Administration

FoE S = & O
Views Swe  Refresh Reports Panels | QuickAccess  Help  Ect
Reports

a8

ReportDetis | Used By | Change Fitry |
o

Report Item Id B
e wldGEl = i
To (2] wyReport
Sepuhess Report Ouner 1d MANAGER
Report Type Analytics
ReportHame ReportType +  ReportSource  DateCreated  FolderType Report  ReportPath Reportld  Mandatory Report R & wrary
% i - o - - e e - ] @l | reortran Shared Reports/
- | | reportid 3224
| oenindne i@ myms Gl W St w0 rEren DR
| conssidations -os Analytics a 05082008 Library MUGID  Shared Reports/ 3232 [F] e 0506 2005 03554416 PM
|| consoidations -os Analytics G 05082009 @ Library MUG2 Shared Reports/ 3229 =] Report Source. oL
Comparative Income Statement Analytics G 06172010 £ personal IMUGDS 3349 a Report Owner MANAGER
| Comparatue Income Statement | Analyties o 06172010 & personal MUGI0 3374 m Multivien Repor tName:
| Comparative Income Statement | Analytics a w170l & personal e 3344 ] Reportls Visble 4
|| Budget Comparicon Dashboard) | Analytics o 05262014 § personal MANAGER 433 [F] Cube1d o4
| Date Mocified 05122010 04:15:10 PM
| Reportwithno laver Analytics a 05192015y Lbrary MUGDL  Shared Reports/Management Repors/ 4559 ] T .
|| Comparative Income Statement | Analytics oL 06042015 & ersonal MUGDS 4580 =] Report Designer Id MANAGER
My new Shared Report Analytics a 05152015y Lbrary MUGDL  Shared Reports/Management Reports/ 4539 ] e MANAGER
| preConference IT Expenses Analytics o 0507016 @ Lbrary IMUGDL  Shared Reports/ 407 5] Folder Shared Reports
| preConference Revenue by State | Analytics o 0507016 @ Lbrary IMUGDL  Shared Reports/ 4800 5] Shared Result Type Shared To Me
" Cost Alocations by Dept. Analytics =3 0607016 Lbrary MANAGER  Shared Reports/Management Reportsy 4892 5] Refresh Type Once aDay
[ comoldatonsos Analytcs a 0605:015 & Personal ™us0s 616 7] ::E ;Z:ﬁ: =
|| CostAlocatons Analytics 8 0610015 & personal MUGOS 4719 =] PubRepiace Option 1
Report with No Layer Analytics GL 06052015 & ersonal IMUGOS 4622 @ Report Source Access I~
" Commitment Budget Comparative | Analytics o 06052015 & personal MUGDs 4619 5] Design Type 5% Ubrary Report
" Income Statement Analytics a 0623202 8 personal Amber Simon s021 5] Lbrary Ttem Id s019
|| consoidations -0 Analytics 6 o111y Lbrary MG Shared Reports/ 4985 [F] e consolidations -os
| PreConference IT Expenses Analytics 6 06082016 i Lbrary MG Shared Reports/ 9% [F] :::::: :Dd';'f‘f =
| consolidations -os Analytics GL 06172016 iy Library MUG1S Shared Reports/ 5010 =] Library Report Security Everyone
june consolidations - 0s Analytics GL 06172016 & Personal IMUG1S 5013 a Library Report Access. I~
|| TestRetal Calender Analytics m 020201 & persod MANAGER 573 [F] Report Not Usable
[ comparatue income statenent 2 | analytcs a wws  § e usr2 5056 o G | rendstory Report a

Automatic Refresh Settings
Reports can be automatically refreshed from the “My Reports” module. This is helpful if you publish the
report and would like the report to automatically refresh on a set schedule so that you can avoid having

to manually refresh the report for the users viewing the published report.

Select the report and select “Edit Report Settings”.

Page 33

ALY

multiview*

FINANCIAL SOFTWARE

IMUG2023



Detailed Reports - Basics
Time: 13:00 - 14:00 Date: Monday, October 16, 2023
Time: 10:00 - 11:00  Date: Tuesday, October 17, 2023

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

2
=
(=

1)
n
e)
N

TN

Clear Alets  View Results  Run/Refresh Report  Publish Results

ot | @ s s

Detalls

AP Vendor Activity - COPY 25 of Tussday Sep 05, 2023 0850 am A
(13 Seconds ago)

Report

Report Name AP Vendor Actiiy - COPY
Subject

Category

Report Owner Phi Dora
- 2 Report Type Detai Report
No Alerts 9218 AP Vendor Activity Detail AP Vouchers and Pris (Vendor Actity) PHIL 58 Lbrary .. MVCS 2220 Repart Source AP oushers and s (Vender Aciiy)
Date Created Aug 02, 2023 03:02 am
Parms Starting Company Id Equals 01 AND

Ending Company K Equals 13 AND
Start Date Equals 20230101 AND
End Date Equals 20230108

Results

LastRefreshed  Sep 05, 2023 08:50 am

How Old? 13 Seconds

Auto Preview Detal Report Preview auto-gisabled because fs larger than 0 Pages

Shared Results
Shared Results Type Unshared

Design
Designer Phi Dora
Design Type Ubrary Report

Technical Information
Reportid 221
Hem ld 222

Located in the General tab are the report refresh settings. Once set, select “OK”.

P vendor Activity - copY Report Parms. COPY as of Tussday Sep 03, 2023 0850am ™
(tarting Company 1d Equals 01) [ | (13 Seconds sg0)

Subject [ | |AND (Ending Company Id Equals 13)

Equals 20230101)
Category [ | |aND @End
Report Source 1
| &P Vouchers and Prts (vendor Actiity) | |ap_voucrer r2 |

ndor Actity - COPY

Report Onner Id Iten1d EdtReportPams
[pa J 1

9221 AP Vendor Activity -COPY Display Options. ceport
9219 AP Vender Actvity P uchers and Prmés (Vendor Activiy)
2, 2023 03:02am
g Company Id Equals 01 AND
Company ld Equals 13 AND.

te Equals 20230101 AND
te Equals 20230108

Alert Type Alert WF Positon red
hone g [

Alert Compare Type Resuit Valve Mert Compare Op

[Namber of RecordsFound (] | | [Greater Tran "

Technical Information
Reportld o221
Hem I 22

If you find that the report is not automatically refreshing, verify the System Alert Service is Pending and
not On Hold. This is found in System Maintenance > System Administration > Manage Services.
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R reree v ] a
Manage Services
. i - - i 25 e
Views  Sawe Refresh Reports | Hold Senvice RunNow  Edit Service Frequency  Clear Senvice Error Flag Panels | QuickAccess  Help Bt
Auto Refresh ] LastResults |

I
= R

SenveLog | strenits | astasierLog | sevie

| \ 3 Options ~ 9 Options +
Wl sevesors || @) \ = T
\ ||| IResu

Service sl \mﬁnl Type status Batch Result Time Unti Service Runs Next NextTime R Ll e

ViewPoint Cube Refresh Group 2 0.00 & Ontold NoErrors ontold 0108 2014 1154442 AM
| ViewPoint Cube Refresh Group 3 60.00 & ontold NoErrars Ontold 0108 2014 11:44:42 AM
| ViewPoint Cube Refresh Group 4 60.00 @ Pendng NoErrars 23 Seconds 0905 2023 03:02:33 PM
| Purge Message, Logon and Audt Detais 100 Sund: & ontold NoErrars Ontold 0208 201503:02:00 PM
| ViewPoint Cube Refresh Group 1 100 Minutes Pendng NoErrors 55econds 0905 2023 03:02:15 M
| Pending Requisiton Service: 60.00 Minutes & ontold NoErrars Ontold 0505 2020 06:46:00 AM
1 Workfiow Reminder Service 60.00 Minutes @ Pendng NoErrors 10 Minutes and 49 Seconds 0905 2023 03:12:59 PM
| wWorkfiow Approve by Email Service 500 Mnutes @ Pendng @ Errors 3Minutes and 43 Seconds 0905 2023 03:05:53 PM
| External Document Autoload Service 100 Minutes @ Pendng @ Erors 8 5econds 0905 2023 03:02:18 PM
I Emal service 100 Minutes @ Pendng @ Eors 35econds 0905 2023 03:02:13PM
I Logon Audit Download Service 60.00 Minutes & ontold NoErrors onHold 0528 2010 03:30:04 PM
| Optmize Journal Transaction Summary Service 60.00 Minutes © ontold NoErrars ontold 0130 2017 1:25:17 AM
1 OCR File Transfer Service 100 Minutes @ Pendng NoErrors 75econds 0905 2023 03:02:17 PM
| Expense Report Process Maibox Service 60.00 Minutes @ Errors ontold 0130 2017 12:16:10 PM
| Web Service Lst Publsher 100 Sunday NoErrors onHold 0205 2017 11:33:00 AM
1 FTP File Transfer Service: 100 Minutes @ Erors 45econds 0905 2023 03:02:14PM
| Interface webservice Service Sunday @ Errors 0205 2017 09:56:00 AM
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