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CenterPoint allows you to customize reports to match your needs. A system supplied report can be modified to create many
variations to the same report. These customized reports are saved as Favorites for future use. You can also add folders to your
Favorites to organize your custom reports.

The customizing tools can be used to add or remove columns from the report, change the sort order, add or remove subtotals,
change the title and page numbering, etc. All customizing is done from within the preview of an existing report. This document
explains the steps used to customize a report and step-by-step instructions for many common changes.

Step A - Customize an Existing Report (including step-by-step instructions for common report changes)

Step B - Save Customized Report for Future Use

Step C - Organize Custom Reports for Easy Access (optional)

Step A - Customize an Existing Report

1. Select a report that you would like to customize (Reports > Reports).

©

2. Choose the appropriate Selection Criteria and click Preview.

3. Onthe left side of the preview screen, six tabs (General, Header, Columns, Group & Sort, Filters and Footer) are
displayed. The information in these tabs is used to customize reports. Click on a tab to open it and display all the options
available.

» General tab: Manages the title and style of the report and the position of the date, time stamp, and page numbers.

» Header tab : Controls the information displayed in the report heading (title, company/fund name, etc.).

» Columns tab : Select which columns of data do and do not print on the report.

» Group & Sort tab : Manages how data is sorted and subtotaled (grouped).

» Filter tab : Displays the selection criteria that can be used for this report. This is the same information that is
available in the Selection Criteria prior to previewing the report.

? Footer tab : Manages the information (if any) printed at the bottom of each page on the report.

4. Select the tab and make the appropriate changes. (See the "Step-by-Step Instructions for Common Report Changes”
section for more information on making changes.)

5. Click the Refresh button after making changes in a tab to update the report with the new changes.
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Step-by-Step Instructions for Common Report Changes

Change the Title of a Report

1. From the preview of any report, click on the General tab.

General -

Title Payments Joumal {Summary)

Style |{Defaut) -

Date [Upper Left Comer 'l

Time [Upper Left Comer (Line 2 +|

Page No. lUpper Right Comer 'l

Filter zelections in report footer
Show report totals

[] Group headings on each page
[7] Show totals only

[7] Show row counts

2. Clickin the Title field and enter the text you'd like to use for the report title. This will also be used as the
default name when the report is saved as a Favorite.

Change the Font Size on a Report
1. From the preview of any report, click on the General tab.
2. Select the Style drop down to change the font size of the report. The Style also controls indentations,
shading and underlining within a report.
3. Select a different Style from the list. Click Refresh to update the screen. Continue applying a different style
until you find the style/font that best fits your needs.
Remove or Move Page Numbering
1. From the preview of any report, click on the General tab.
2. Click on the Page No. drop-down box and select the appropriate option (Do Not Print, Upper Left Corner,
etc.).
Remove or Move the Date and Time Printed Stamps
1. From the preview of any report, click on the General tab.
2. Click on the Date and/or Time drop-down box and select the appropriate option (Do Not Print, Upper Left
Corner, etc.).

Change the Size or Location of the Header Information (report title, company/fund name, etc.)

1. From the preview of any report, click on the Header tab.
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title ™
“param:Payment Date
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’ Add ] [ Remowve
E Appearance
Alignment Center
Display Style Medium
Text ‘%“company %

2. Atthe top of the screen in the Lines area, click on the header information that you'd like to change
(Company/Fund, Title, etc.) and the Appearance information for that line will display below.

3. Tochange the size of the text used for that line on the report, click in the Display Style field and select
Small, Medium or Large.

4. Tochange where the text will print, click in the Alignment field and select Left, Center or Right.

Add Another Title Line to the Top of a Report

From the preview of any report, click on the Header tab.

Click on the Add button.

Select the New Item line in the Lines box to display the Appearance information below.

Click on the ellipse button on the Text field to select a field from the database to print or simply enter the
text to print.

PoON-~

Add, Remove or Move a Column of Data to the Report

1. From the preview of any report, click on the Columns tab. All columns that are available to print on this
particular report will be displayed on the Available tab. This list changes for each report.

Seleid Available ;

ALCO T — A
[ &zcount Abbr & Name

Cl&zcount Abbr Al Levels

[JAccount Abbreviation

[ &ccount Name All Levels

[ Azzount Number

[ &zcount Number & Sbbr & Mame

[ &zcount Number & Name

[JAccount Number All Levels

Amourt

[Cash Azcount

[TCash Account Abbreviation N

2l | uog g dnolg | suwnen | epeay | (reuen

2. Toadd a column of data to the report, select the check box next to the column name. Select the Selected
tab to display all of the columns you selected on the Available tab to display on this report.
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3. Toremove a column of data from the report, on the Selected tab, unselect the check box next to the
column name.

4. To move a column of data, on the Selected tab, select the column and then use the green up and down
arrows on the right to move the column.

Change the Title of a Column

1. From the preview of any report, click on the Columns tab.
2. Click on the column to be modified and the Appearance information will be displayed below.

@view - [T] uuom []
lCourns - =]

[ Columns - &

i

F| [Abbrevi

3. Click in the Header field and make the appropriate changes or click in the Header Override field if the
column heading label is for a column that was generated based on the data represented in the column, for
example period column names on Income Statements and Balance Sheets.

Change the Sort Order of Data in a Report

1. From the preview of any report, click on the Group & Sort tab. All columns of data included in the report will
be displayed on the Selected tab..
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Descending.
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Group Sort

Selected | Available

Vendor (Last, First)
Transaction Date
Transaction Number

“ Grouping

Dizplay Group Fo True
Display Group He True

Footer Text
Header Text

%Last First® %Names
%Last First®% %Names

Direction

Ascending

Place a check mark in the Sort box for the column or columns you'd like to sort on.
After selecting a column to sort, the Sorting option is displayed below. Choose Ascending or

4. If you have chosen more than one column to sort on, then the sort order must also be specified. This is
done by using the green up and down arrows on the right. In the example above the report would sort by
Vendor, Transaction Date, and then Transaction Number.

Change What Data is Subtotaled in a Report

1. From the preview of any report, click on the Group & Sort tab. All columns of data included in the report will
be displayed on the Selected tab..

2. Each column that is selected to Group will, by default display a heading and a subtotal. Changing the group
options on a report can significantly change the look of a report. For example, this report is grouped by

Cash Account by default.
B Alpine Sports
1209 PM
Payments Journal (Summary)
Check 7 Payment
Date Reference # Payee Amount
1000 Cash in Bank - Checking
10/28/08 000001 Summit Utiity Company 26,500.00
10/28/08 000002 Summit Water Company 212300
10/28/08 00003 United Parce! Service 150,00
10/31/08 000017 Pro Cast Supplies 4,378.00
11/15/08 000001 Summit Utiity Company 26,500.00
11/15/08 0RO Summit Water Company 22,1300
11/15/08 000003 Urited Parcal Service 150.00
11/30/08 000018 Timbedine Supplies 12,625.00
11/30/08 000019 Pro Cast Supplies 4,378.00
11/30/08 000020 Toe Man Supplies £,550.00
11/30/08 000021 Mlpine, Inc 7,500.00
12/10/08 [ Timberfine Supplies 12,100.00
12/11/08 000001 Summit Utiity Company 26,500.00
12/11/08 000002 Summit Water Company 21300
12/11/08 000003 Urited Parcal Service 150.00
12/31/08 000022 Timberline Supplies 12,625.00
12/31/08 000023 Pro Cast Supplies £,378.00
12/31/08 000024 Toe Man Supplies £,550.00
12/31/08 000025 Mpine, Inc 7,500.00
1000 Cash in Bank - Checking Totals ~  $225,903.00
Report Totals —  5225,903.00
Records included in total = 19

If we remove the check mark from Group on the Cash Account and instead, Group by Payee (First
Last), it completely changes the look of the report.
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Selected | Available

o)

Calumn
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|
|
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Alpine Sports

1z Payments Journal (Summary)

Check / Payment
Date Reference # Payee Amount
Alpine, Inc

11/30/08 000021 Alpine, Inc 7,500.00
12/31/08 000025 Alpine, Inc 7.500.00
Alpine, Inc Totals §15,000.00

Ice Man Supplies
11/30/08 000020 Ie= Man Suppliss 6,550.00
12/31/08 000024 Ie= Man Suppliss 6,550.00

Ice Man Supplies Totals §13,100.00
Pro Cast Supplies

10/31/08 000017 Pro Cast Supplies 4,378.00
11/30/08 000019 Pro Cast Supplies 4,378.00
12/31008 000023 Pro Cast Supplies 5,378.00
Pro Cast Supplies Totals 514,134.00

Summit Utility Company
10/28/08 000001 Summit Utility Company 26,500.00
11/15/08 000001 Summit Utility Company 26,500.00
12/11/08 000001 Summit Utility Company 26,500.00
Summit Utility Company Totals §79,500.00

Summit Water Company
10/28/08 000002 Summit Water Gompany 22,123.00
11/15/08 000002 Summit Water Gompany 22,123.00
12/11/08 000002 Summit Water Gompany 22,123.00

Summit Water Company Totals— 566,369.00
3. Select each Column that you would like grouped & subtotaled by placing a check mark in the Grp box.

4. If you have chosen more than one column to group on, then the group order must also be specified. This is
done by using the green up and down arrows on the right.

Step B - Save Customized Report for Future Use

©

Users and Security

1. Once a report is successfully customized, save the report as a Favorite by clicking on the Favorites icon W while still in
the preview screen. For more information about favorites, see the About Favorites topic.

2. Specify a name for the customized report and click OK. It will then be available for future use in the Reports > Reports >
Favorites tab.

Step C - Organize Custom Reports for Easy Access (optional)

1. The Favorites tab (Reports > Reports > Favorites tab) will display all reports that have been marked as Favorites. This
can be system supplied reports and/or customized reports. By default, they are displayed in a flat list.
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Reports i_‘,f Favorites

----- Sales by tem
----- Summary Receipts Joumal by cust

----- Receipts Joumal with MNotations
----- Receipts Joumal with types

----- Customer Activity with no due date
----- Wendor Aging

----- Vendor Ledager

2. The reports in the Favorites tab can easily be sorted and grouped.
?” To change where in the list a report is displayed: Left click on the report and while still holding down the left mouse

button, drag it to the new location in the list. Then release the left button on the mouse.

? To group multiple reports together:
Right-click in any blank space on the Favorites tab.

a.
b.
c.

Select New Folder.

----- Custom Accounts Receivable Aging (1)
----- Payments Joumal {Summary) by Vendor

Type in a name for the new folder and press enter on the keyboard (in this example, we named the folder

"Custom Reports").

Use the same "drag and drop" process described above to move reports in to the new folder.

Reports 7 Favorites

Sales by tem

Custom Accounts Receivable Aging (1)
Vendor Aging

: Vendor Ledger

B[E] Custom Reports

; Receipts Jounal with types

Customer Activity with no due date
Summary Receipts Joumal by cust
Receipts Joumnal with MNotations
Payments Joumal {Summary) by Vendor
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