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Introduction

About Liberty Reports

Liberty Reports represents the next generation of integrated Excel-based reporting technology
offered by Event 1 Software. Connectivity for each software application supported by Liberty
Reports is custom tailored to create a very positive and intuitive experience as you utilize
Microsoft Excel as a reporting tool for your business data. Use it for business intelligence,
management reports, exception reports, auditing, and much more.

About this Document

These materials are designed to demonstrate the capabilities of Liberty Reports by focusing on
a broad application of the software, instead of an exhaustive approach to each specific feature.

The class itself is dedicated to covering the overall design concepts behind each Excel solution
while introducing alternatives that may be available. The trainer also explains new concepts
introduced in the materials, providing preparation for other classes. Your feedback and
guestions greatly influence the concepts covered, providing a unique and individualized
experience to each class.

How to use these Materials

This class was designed using Microsoft Excel 2013. For a list of supported versions of Excel
please see https://www.eventlsoftware.com/services/supported-platforms/#LibertyReports.
There will be some differences in the procedure to get to certain Excel screens or features.

These materials use various formatting and content options to help you complete these tasks
more effectively:

0 <€ Each task is marked with a square box that can be checked once the task has been
completed. This will allow you to quickly find your place if interrupted.

All cell references are formatted with a square box. For example, cell Al is formatted simply

as A1l

In addition to the tasks outlined in each exercise, you will also find various sidebars that
interject information to help clarify the task you are completing. Here are the sidebars you can
expect to find within these materials:

Advanced Options
This sidebar indicates that an additional option using advanced Liberty Reports, Excel or
Advanced general database features is available. These Advanced Options are detailed in the
Option  Advanced Options section at the end of the materials, but are not covered within standard
training. Ask your facilitator for more information on how to implement these Advanced
Options.

= Notes
This sidebar provides additional information about the task you are completing.
Note
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Questions
This sidebar offers a commonly asked question while completing the task you are on.
Question

o Talking Points

@ This sidebar outlines a topic that will be covered by the facilitator after the example has
Talking  been completed.

Point

3 Tips
/(: This sidebar provides tips and tricks on how to complete the current task easier.
Tip

Using Liberty Reports

These materials were designed for use with the Sage 100 Contractor Sample Data. This
sample database can be found on your Sage 100 Contractor installation CD. For more
information on locating and installing these sample databases, please contact your Sage 100
Contractor Reseller.

Using the Sage 100 Contractor sample databases offers a similar environment for you to
compare your results with the results identified in this class. It also allows you to take
advantage of the pre-designed example solutions as a valuable resource. Because of its small
dataset, the sample data also provides effective use of your time as functions and queries will
potentially refresh significantly faster.

The Liberty Reports Ribbon

The Liberty Reports Ribbon is located on the Liberty Reports tab in Microsoft Excel 2013.
d ® s
HOME New Tab INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Liberty Reparts Praj. Parameters

& s Eclit SOL 7 B Report Templates ~ [3] Options @ Help
=
Query Function

9 Manage Connections i Save As Values #- Licensing Wizard =i Email Support
9 = & 9 PP
Wizard  Wizard ) El Select Databases (: Check For Updates Application Monitor

Design Tools Reporting Program Features Help

If the Liberty Reports Ribbon is not visible, follow these steps:

. FILE : .
Q Click the -Icon at the top left corner of the Excel 2013 window and click Excel
Options on the left side of the menu that opens.

U On the left side of the Excel Options window, click Add-Ins.
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General E‘;‘} View and manage Microsoft Office Add-ins.
Formulas
Pracfing Add-ins
Save Mame ~ Location Type ~
Language Active Application Add-ins
Event 1 Liberty Reports Ci\.iles (+86)\Event 1\Liberty Reports\LRxda  Excel Add-in
Advanced Liberty Reports Ribbon C\...\Liberty Reports\Ribbon\adsioaderdil  COM Add-in
Customise Ribbon Office Connector Ci\..Office ConnectorDfficeConnectorsla  Excel Add-in
Office Connector Import Ci\.tor Import\OfficeConnectorimportxla  Excel Add-in
Quick Access Toalbar 0
Inactive Application Add-ins
_ Anslysis ToolPak o\ ficel5\Library\Analysis ANALYSI2.XLL  Excel Add-in
Trust Center Anslysis ToolPak - VBA i\ 5\ Librany\Analysis\ATPVBAENXLAM  Excel Add-in
Date (XML) Ci\..icrosoft Shared\Smart Tag\MOFLDLL  Action
Euro Currency Tools Ci\..ot\officelS\Library\EUROTOOLXLAM  Excel Add-in
Inquire Ci\..e 15\roct\office15\DCFNstiveShim.dll - COM Add-in
Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Office PowerPivot for Excel 2013 CA\.dd-in\PowerPivotExcelClientAddin.dil  COM Add-in
Microsoft Power Map for Excel Ci\.. Excel Add-in\EXCELPLUGINSHELLDLL  COM Add-in
P Comespondence Log Ci\.line Office\Shared\piCorloghddin.dll  COM Add-in
Power View Ci\..Add-in\AdHocReportingErcelClient.dll  COM Add-in
QBEscelReportUpdater C:\...Books\QBExcel2007ReportUpdater.dil  COM Add-in v
Add-in: Event 1 Liberty Reports
Publisher
Compati Ne available
Location: C:\Program Files (x85)\Event T\Liberty Reports\LRada
Description:  This add-in provides functions and toels for direct access to databases.
T -

U Near the bottom of the window, to the right of Manage: ensure that Excel Add-ins is

selected and click Go.

U Click the check box next to Event 1 Liberty Reports and click Ok.

Add-Ins available:

[ ] Analysis ToolPak

[ Analysis ToolPak - VBA
Euro Currency Tools

[] Event 1 Liberty Reports

[ ] Office Connector

Office Connector Import
Solver Add-in

[

0K

Office Connector Import

This add-in provides functions that create import
files for Sage 300 Construction and Real Estate

Notes

If the Liberty Reports Ribbon is still not visible please contact technical support at (360)
567-3752 for additional assistance.

Note

O Click the Liberty Reports tab on the Excel ribbon.

Copyright (c) 2010, Event 1 Software, Inc. No part of this material may be copied in any
way without the expressed written permission of Event 1 Software, Inc.
Last Revised 03/15/2017



Liberty Reports Ribbon Icons

Icon

& Report Templates

&
Refresh

Al A
(] Save As Values

Iy

—18
Query
Wizard

Jr

Function
Wizard

sén. Edit 50L

1 Manage Connections

;ﬂ Select Databases

2] Options

& Licensing Wizard

© Help

Name

Report Templates

Refresh

Save As Values

Query Wizard

Function Wizard

Edit SQL

Manage Connections

Select Databases

Options

Licensing Wizard

Help

Description

Launches Liberty Reports Desktop allowing you to access
the available set of report templates.

Refreshes all Liberty Reports queries and worksheet
functions in the current workbook. If a connection to your
database has not already been established, this may
result in a prompt enter your login credentials.

Saves a new copy of the current workbook where Liberty
Reports query results and worksheet functions have been
converted to static values. This produces a version of the
workbook that can be opened by any user of Excel without
the need to have Liberty Reports installed or the need to
have access to your database(s). If the current workbook
has not yet been saved, you will be prompted to save it
first. After the values copy has been saved it will become
the current workbook and the original will be closed.

With a designer license, this button displays the Query
Wizard window which guides you through the steps of
creating a query that returns rows of data with one or
more columns. Once inserted, a query can be refreshed to
display current information. Doing so may cause the range
of cells on the worksheet to expand (with new rows
inserted) or shrink (deleting rows). A query is often the
primary building block of a report design.

With a designer license, this button displays the Function
Wizard window which guides you through the steps of
adding Liberty Reports functions to your worksheet.
Liberty Reports functions are capable of querying specific
values or aggregate values from your database so that
they can be displayed in the desired location on your
worksheet. These functions are often a primary building
block of a report design by providing useful information in
the header of the report or in the body of the report
adjacent to a query.

If the current cell is within the range of data returned by a
query, this button displays the Edit SQL Text window
allowing you to view or modify the SQL statement
associated with the query. If the current cell is not within
the range of data returned by a query, this button
displays the Select QueryTable window allowing you to
identify which query’s SQL statement you wish to edit in
the Edit SQL Text window.

Displays the Manage Databases and

Connections window allowing you to manage the list of
available databases and connection names.

Allows you to switch the database(s) associated with the
connection(s) being used by your report.

Displays the Program Options window where you can
access settings and information pertaining to software
updates, licensing, technical support, the current
workbook, and other options.

Displays the Licensing wizard that allows you to complete
the steps necessary to update your Liberty Reports
license(s).or update your yearly maintenance renewal.

The Online Help icon launches your default Internet browser and
directs it to the Event 1 Software support page for Liberty Reports.
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=i Email Support Opens the Send Technical Support Email window allowing
Email Support you to send an email containing diagnostic information to

Event 1 Software’s technical support team.

The Application Monitor, when checked, will display the Log

Monitor tool that is helpful in diagnosing issues with report design.

Application Monitor

Application Monitor
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Connecting to a Database

Liberty Reports uses pre-defined connections to access databases. Each database that you
work with will be identified by a Connection and each connection has a name that you assign
to it. If you do not have any connections set up in Liberty Reports to connect to your database,
you will need to set them up before retrieving data.

Adding a Database to Those Available to Liberty Reports.

O Launch Excel.
QO Click ¥ Manage Connections on the Liberty Reports Ribbon.
O Click on the Databases tab.

Manage Databases and Connections

a
J?j':‘ Manage Databazes and Connections.
Mame | Connects To I
Add. | Remove Refresh List

U Click on the Add... button.

U Click on the drop down arrow and select your Database Type.

New Database

Select the database type and then select a database.

D atabase Mame:

Select Databaze... I

Cancel | <¢ Back | Mest »» I Finigh

U Click the Select Database... button.

Notes
@ The database type selected will determine the wizard used to select the database.
Note
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U Click Finish.
U The database now shows in the list of databases available to Liberty Reports.
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Creating a Connection to a Database

Once a database has been made available to Liberty Reports it is a good idea to create a

connection to that database for reports created with Liberty Reports to use as a means of
accessing the database.

O If the Manage Connections window is not open, click £/ Manage Connections on the
Liberty Reports Ribbon.

U Click on Connections tab.
O Click on the Add icon.

.
Manage Databases and Connections S

O/L;ﬂ Manage Databases and Cornections

Dotebases

MName
B Meridic g ger Unassig & prompte ct & database
ﬁ' Sage 100 Contractar Unassigned - You wil be prompted ta select a database
[ S0L Server Database Unassigned - Y'ou will be prompted to select a database
Add | Remove Properties

Close

U The Create New Connection to Database window will appear.

Connection Mame:

ISage 100 Contractor

Databaze:

Mame Connects Tao

#] 4K 151103-011-01 C:AWB AR 151103-011-01
T &k 15110301102 CAMBTAAK 151103-011-02
T &K 15110301103 CAMBAK 151103-011-03
T AK 15110301104 CAMBPAAK 15110301104
T &k 15110301105 C:AMB7PAAK 161103-011-05
T &K 15110301106 CAMBTAK 151103-011-08
T &K 160412016 CAMBPAK 160412016

T oav arnaanoin CALINTL AL ArnAnT aH

— Startup Behavior

i+ Automatic - Refresh if needed (workbooks that use the Save data with repart option will ot automaticaly refresh)

7 Manual - wait until | initiate the refresh

" Prampt - Let me pick from a list of connectiong before refreshing

Ok, I Cancel

U Give the connection a meaningful name.
O Select the desired database to connect to.
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10

U Choose the appropriate Startup Behavior for this connection. By default, Automatic will
be selected. If you want the database to refresh only when initiated by the user, select
Manual. To see a list of available connections before refreshing, select Prompt.

U Click OK.
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Anatomy of a Standard Report (Review)

There are a variety of ways to organize and report information in Excel using Liberty Reports.
This illustration depicts one of the more common approaches to reporting and identifies the
four primary parts that make up the design.

A B 0 D E J K L M N 0 P aQ R
ost [0 Lomplete
limberline Construction
EVENT1APPS\Timberline Office\Data\Construction Sample Data
; | © Report Header ‘
03005  Metro Bus Stop 39
Approved
Commitment Revised Commitment | Remaining to Cost to Cost at
7 ob Extra_| Cost Code Description Cateqol Changes | Commitment | _Invoiced Commit JTD Cost Complete Complete | {Over) / Under Comments /
8 03 3210 Reinforcing Steel L !\_ ; - - - - - - - 1575.00 NG
-005 3210 Reinforcing Steel LB - -
006 3210 Reinforcing Steel M - 1,800.00
3-005 3310 Structural Concrete L - 1,400.00
3-005 3310 Structural Concrete LB - -
3-006 3310 Structural Concrete M - 1500.00
3-005 4210 Brick Unit Masonry L - - - 3,040.00
3005 4 i B |8 " [ :
0% 7 ® Driving Query Iz ® Adjacent Columns e T00
3:005 L 2 2
3-005 7-200 Insulation LB
3-005 7-200 Insulation M - - -
3-005 7200 Insulation 3 1,500.00 - 1,500.00
-005 14-420 Wheelchair Lifts 8 - - -
(%005 16-100 Electrical Sub M 1,250.00 - 1,250.00
0385 16-100 Electrical Sub 3 TN - - - =4
(
Totals [ - 2,750.00 [ 5] 2,750.00 | 3 g - 1431500
© Report Footer
\ /

Report Header

Cells [A1]-

Combination of static information as well as Liberty Reports functions that identify the current
database name, company name and other context information about the nature of the data.

Driving Query

Cells [Ag| - [L23

A query that was inserted using the Liberty Reports Query Wizard. This drives the number of
rows in the worksheet and determines what each row represents. The base query does not
need to include all of the needed values since those can be included using adjacent formulas. In
the above example, the base query consists of a simple list of open jobs and includes only the
job number and description.

Adjacent Columns

Cells -

The adjacent columns are those that have been added or inserted to the right of the first column,
which are not separated from the base query by blank columns or columns that contain static
information. These adjacent columns can contain Liberty Reports functions that retrieve values
from the database including summarized data from other tables. The adjacent columns may
also consist of ordinary Excel formulas.

Report Footer

Cells -

This would be information at the bottom that provides totals or other summary information.
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12
Concept of Adjacent Functions (Review)

In order for a formula that is next to a query to automatically copy down to new rows, the cell
immediately to its left must either be a column in the query or another formula column that also
meets this rule.

In the following example, the formulas in columns C, E, F, and G will automatically copy down
to any new rows inserted by the query because when we look at the column to the left of each,
this rule is satisfied.

LN

A,

1 *
7 i = _fx_ = Jx Jx Jx

3 : fx ;I Jx Jx Jx

4 =3 Jx fx Jx

5 |—-l-'a.|1@'!,’ay I fx fx

& |l Jfx | Sfx Jx
Il a_lEaail o~ Sx Sx

In this example, the formulas in columns C and E satisfy the rule. When we look at the
columns to the left of columns G and H, the rule is NOT satisfied. Therefore, the formulas in
columns G and H will NOT automatically copy down to new rows that are inserted by the
guery. So long as column F is either blank or contains a literal value (not a formula), the rule is
not satisfied.

F G H
1 R
2 fx Jx
3 Jfx Jfx
4 fx Jfx
5 Jfx Jx
6 Ix Jx
T Jfx Jx
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Transaction Inquiry Example

This will give an introduction to Liberty Reports and the ease with which data can be queried
from the Sage 100 Contractor sample data. In this example we will:
e Query GL Transactions.

e Apply conditions to the query.
e Insert a function in the middle of the query.
e Change the query criteria after the report has been created.

.
Step 1 — Set up Criteria

U Launch Excel.

O Select celland type Start Date.
O Select cell and type 5/1/2011.
a

Name cell |C2] using the Name Box. The Name Box is located in the upper left corner of
the worksheet. Click in the Name Box and type StartDate.

StartDate -
A B C

2| start Date]_5/1/2011]

End Date 5/31/2011

A

Select cell and type End Date.
Select cell and type 5/31/2011.

O Name cell C3 using the Name Box. The Name Box is located in the upper left corner of
the worksheet. Click in the Name Box and type EndDate.

O O

H ©- @ =

FILE HOME  NewTab  IMSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADDANS  Liberty Reports

Y sife Edit SQL z ] Report Templates 2] Options @ Help

— I8 Manage Connec tions {8 Save As Values #° Licensing Wizard i Email Support
Query Function Refresh _
Wizard Wizard ' Select Databases &} Check For Updates Application Monitar

Design Toals Reporting Program Features Help
ca - fr
A B C D E F G H ] K L M

StartDate 5/1/2011
End Date 5/31/2011

Step 2 — Insert the Query
O Select cell B5].

)'
U Click ““Query Wizard icon on the Liberty Reports Ribbon.

U Select a Connection to the Sample Company database.
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Database Connection

Select the database connention that you want ta use.
“fou ean right-click a connection to change the database it connects to

Name | Connects To [
[ IBezzuta7s PM20085ample-Db (WWEVENT15GL\DEVELOPMENT \PM20085 ample]
[ Facchina Prolog PM20085ample-Db (WWEVENTTSOLADEVELOPMENTPM20085 ample)
[ Meridian Prolog Manager Unassignied - You will be prompted to select a database
[ Prolog Manager Sample Prolog Data for Integrator [\WEVENT1SOLADEVEL OPMENTAS ample Prolog Data for Integrator]
|| SametProlog SametProlog Db WEVENT1SOL\DEVELOPMENT S ametProlog)
[B152les Simplicity Sales Simplcity Sample Data [WEVENT1SHLADEVELOPMENTAS alesSimplicityLocal)

d - oL will by d to selact a database

T1 5age 100 Cantra: Unassign

25 CAM CAMOb (WEVENT15GL\CAM]

[ Licanse Licerse Db (WWEVENTISALMLicense)

2 QuickBocks QuickBooks Db (WEVENT1SALAJuickBaoks)

2 50L Server Database Unassigned - You will be prompted to select a database
2 SGLS erver CAM CRMOb [MWEVENT15GL\CRM]

2 SGLS ever License License Db [\WEVENT1SELMLicense)

Click to select a database for the 'S ample Company22” connection.

[ Use descriptive names in the fist column of table and column lists for Sage 100 Cantracter cannections.

Cancel cegack [ Hewss | Erin Help

O Click Next.
O On the next screen select GL Transaction.
O Click Next.

Select Table
IF you want to uss mare than one table, specify the table with the most detail here

Show: Tables = M|
~_Tables in Sample Company: | Intemal Hame [~
I BL Prior Year Check prichk.
[ZJ GL Recuning Transaction rectm
[ZJ GL Recuning Transaction E quipment Cost receqp
] GL Recuring Transaction Job Cost reciob
] BL Recuring Transaction Line retin
[ZIGL Setup Igrset
[ BL Subaccount larsub
7 L Subaccount Balance subbal
n
[ BL Transaction Line Igtrin
W Allocation invalc
I Allocation Line invvtin
¥ Balance invbal
W Consumed irrvout
I Historical Average Cost hiscst
I Histary invhst
W Location irmvloc
W Quantity ity
I W Serial Number irvvser
(I MB Alent Notifications aleits
(I MB Alert Schedules altsed
I MB &lert_Qusries altary
I MB Attachment atchmt
(I MB Attachment Detais attell
[~1 MR Calrndar Annnintment Tuns Anttun e

[ Preview of GL Transaction (first 607 1ows] ]
Order Number) L. Address 1

Record Number

1 27254201
1 34264201 og. Bill #2
4]186 47254201 og. Bill #3
5201-PO-001-Ret 17264201 og. Bill #1 hd
el | i

E ﬂ Cancel <<ﬁack| e | Frih | Help |

O In the next window select Record Number, Transaction Number, Date, Description,
Vendor, and Amount.
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Query Wizard - Connected to Sample Company?22 == =
Select Columns
Select the columns that you wish to include.

LColumns in GL Transaction | Internal Mame | = Sample Values fiom "Amount’! |
Pecord Number tecnum ] 0
Transaction Number i 50
Date e o

[ Order Humber pehord Ta
Deseiiption dseipt 042
O Status status 75133
O Souce srenum 289.93
[0 Peried actprd = 295.82
[0 EntyDate entdte 300
Varndar wndnum 3465
[ Payest payesl 4444 gg
[0 Papes2 payes2 00
[0 tddiess 1 addrs! 975
O Addiess2 addisZ 1277
O oy clyrme 1500
[ Stae state_ . 172538
] UserDefined1 ustcfl 1500
[ UserDefined 2 a2 Ségg'g
[ Archive Rlec Number arcrec TR EE
O User usinme RS
[ Ledger Reference Number lgrec 12621
O Motes ntetst 433635
O zp dipede - 456568
m B . o . 4979 B3
[ Preview of GL Transaction [first G07 rows) |
Record Humber _Transaction Number

1 0

2[186-001-Ret 2 Proa 0 0

3[186-002-Ret 3/25/2011 | Prog. Bill 2 i a

4/186-003 4/25/2011 | Prog. Bil 3 i ]

5/ 201-PO-001 Ret 1/25/2011 | Prog. Bil #1 i [

E[201-PO-002Ret 2/25/2011 | Prog. Bil 62 0 [

dd more bables | e B <ok |[ Mewss | Eiish Help

U Click Next.
O Click & #uenten. Add Condition on the Select Conditions screen.

Query Wizard - Connected to Sample Company22

Select Conditions

Dptionally specify conditions that will Imit which rows are included in the results

i3 Add Condtion ‘ mv‘ =] X‘

i ) Conditions

No conditions have been applied, so all rows will be included,

IF you wattt to limit the rows included. use the buttons above to add individual conditions or groups of conditions.

[ Freview of GL Transaction [fiist B07 rows) |

+ 2/25/2011 | Prog. Bill #1
3|186-002-Ret 3425/ Prag. Bill
4|186-003 4725/, Prag. Bill

5| 201-PO-001 et 1425/, Prog. Bill
E[201-PO-002-Ret 2125/ Prog. Bill

o|olala|a

B 2| ool ccBack || Hew» | Erisn Help
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U Select Date in the Column section, Greater or equal in the Comparison section and

Cell Reference in the Compare to Value Type drop-down box.

U For the Value entry in the Compare to section, click & Select Cell Reference.
O With the Select Cell Reference box showing, click on cell and click OK.

Add Query Condition == -
Date Greater Than Or Equal To EndDate ‘
Colurnn Comparison Compare to
Column | Intemal Mame ~ ™ Equal Value Type:
47 Record Number TEChLIm Cell Reference ﬂ
. " Mot equal
Tranzaction Mumber trmnum
Date trndte = " Greater than ==
Order Nurber pchond LI&I
Description daerpt @+ Gireater o equal . RIS —
Status status vpe a cell address like 42 or L or
Source stchum " Less than select a named range from the drop dawn
Period actprd " Less or equal =
Enitry Date entdte ~ You can optionally enter a new cell value
‘Wendor whdnum below in arder ta make sure that the preview
Papes 1 papeel i returns results.
Payee 2 payee? i
Address 1 addrs1 i One of Current Y alue;
Address 2 addrz2 v  Nat one of |5.-"31.-"2D11
u] 4 | Cancel | Help

Advanced Options
By clicking the down arrow == in the Value box you can select StartDate we named

Advanced ceII in Step 1.
Option

U Click OK.

Q Click =#uwnrn. Add Condition again.

O Select Date in the Column section, Less or equal in the Comparison section and Cell
Reference in the Compare to Value Type drop-down box.

Click OK.

OO0 000

For the Value entry in the Compare to section, click & Select Cell Reference.
With the Select Cell Reference box showing, click on cell [C3|and click OK.

Click = #ueniten.. Add Condition a third time.
Select Vendor in the Column section, Not equal in the Comparison section and Literal

Value in the Compare to Value Type drop-down box.

(M

Leave zero in the Value entry in the Compare to section and click OK.
Your Query Wizard should now look similar to this:
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Select Conditions

Optionally zpecify conditions that will limit which rows are included in the results.

{2 Add Condtion... | e - | @ ¥ |

Date Greater Than Or Equal To  StartDate

Date Less Than Or Equal To EndDate

| Preview of GL Tranzaction [first B0 rows)
Record Mumber

1
5/4/20011|A/P Check
5472011 A/ Check
5/4/2011| AP Check
5/4/2011| AP Check
5/4/2011 | AP Check
5/4/2011)A/P Check
54472011 ASP Check
RPN AP Cherk

Cancel << Back | MNest »» I Finizh

olololololololok

U Click Finish to insert the query into your worksheet.
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O The worksheet should look something like this:

=] =0
HOME ~ NewTab  INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS  Liberty Reports
By f st Edit QL /‘ ] Report Templates [ Options @ Help
— x I£) Manage Connections & Save As Values #° Licensing Wizard =1 Email Support
Query Function Refresh .
Wizard  Wizard U7 Select Databases &) Check For Updates Application Menitor
Design Tools Reporting Program Features Help
c2 - Jx || siyzon
A B c D 3 F G H 1 J
2 Start Date s/1/2011]
3 End Date 5/31/2011
5 Record Number Transaction Number Date Description Vendor Amount
6 82 65507 5/1/2011 XXXX Main 5t 102 0
7 91 65508 5/4/2011 AP Check 4 0
8 92 65509 5/4/2011 AP Check 5 0
9 93 65510 5/4/2011 A/P Check 20 0
10 94 65511 5/4/2011 AP Check 48 0
1 95 65512 5/4/2011 A/P Check 51 0
12 96 65513 5/4/2011 A/P Check 52 0
13 97 65514 5/4/2011 AP Check 67 0
14 98 65515 5/4/2011 A/P Check 78 0
15 99 65516 5/4/2011 A/P Check 90 0
16 100 65517 5/4/2011 A/P Check 112 0
17 101 65518 5/4/2011 AP Check 122 0
18 102 65519 5/4/2011 A/P Check 126 0
19 124 65520 5/7/2011 Loan #01-711043 100 289.99
20 126 65521 5/7/2011 Loan #98-826531 100 25133
21 127 65522 5/7/2011 Loan #99-112155 100 444.65
2z 168 65524 5/9/2011 P/R4-29105-5 100 2640.72
23 178 65526 5/9/2011 April Work Comp A 107 2490.42
24 179 65527 5/9/2011 G/l Payment 107 1277
25 180 65528 5/9/2011 Dave Hall, SSN 0 129 400
26 181 65529 5/9/2011 Steve Anderson, 129 180
27 182 65530 5/14/2011 8369-0383 100 298.82
28 183 65531 5/14/2011 86552-0264 100 23242
29 186 65533 5/14/2011 Drill 76 79.95
30 188 65534 5/16/2011 B/R 05-06 to 05 100 5602.02
31 212 65538 5/18/2011 A/P Check 4 0
EH 213 65539 5/18/2011 A/P Check 5 0
23 214 RS540 57182011 A/P Chack n 0

This query contains all GL Transaction records from May 1, 2011 to May 31, 2011 where the
vendor is not equal to zero.

Step 3 —Insert a Formula

Now that we have a vendor number, we can look up the name of the vendor for each
transaction.

U Insert a column to the left of column .
U Select cell and type Vvendor Name. (Resize the column if necessary)
O Select cell |G6].

O click J Function Wizard icon on the Liberty Reports Ribbon.
U The Function Wizard window will appear.
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Function Wizard - Connected to Sample Company22 == =

Function
Select the worksheet function to insert,

[EFnd  Function

%Lnnkup = DBFind [ Connection , Table , Column , Fiker , Dffset , Flasmetes |

= Sum Lecates a speciic row in the kable and retums the value for the specified column. The row can be identitied using the combination of a fiker and anindex. The filter is applied to
B Court select matching rows, then the inder is used to specily which row in the result set should be used. Finally, the specified column value is rstumed.

X tvg

T Man

& Min

Database Name:
&, Datsbase User

B workbaok Name:

Cancel < Back ‘ Net>> Help

O Select Lookup and click Next.

U On the next screen select the AP Vendor table and click Next. (You can begin typing
the table name to navigate to it quickly in the list)

Function Wizard - Connected to Sample Company22 =N 1= X
DBLookup [ Connection . Table | Column . Ak |
Select the table to use with this function
Show: Tables A
= Tables in Sample Company22 | Internal Mame: | -
—]4P Canada Sales Tax ca_tax
I AP Card |ssuer Fremit Information crcard _
1 4P Contacts vndcnt =
=] 4P CRA Program Aceounts cratax
] AP Invoice acpire
=1 4P Invoice Line apivln
] AP Invoice Pavment acppmt
=1 4P Prior Year Credit Card pricrd
=] AP Prior Year Vendor Payments privnd
1 4P Recuring Credit Card rceond
=] 4P Recuring Equipment Cost Icapeq
=1 4P Recuring |rvoice ccpay
] 4P Recurring |rvoice Line rcapln
=1 4P Recuring Job Cost capib
=] AP Vendor actpay
1 4P Vendor Annual Pagments vndbal
] AR Yendor Certificate wadert
=] AP Yendar Invoice Activity wndyptd
] AP Yendor Remittance wadrmt
] 4P Wendor Types wndipp
I 4R Client Lead Source ledsre:
4R Cliert Refenal referl
1 AR Client Status clsts
=1 AR Client Type clntup
C14R Compary Size seelst
1 4R Cantract Type conlst
4R Electronic Receipt elcrep
1 4R Invaice acrirey
1 4R Invaice Line anivin
1 AR Invoice Papment acrpt
1 AR Loan Draw lamfrm
AR Loan Draw Line larlin
1 AR Products List prdlst -
=i o e
Cancel <¢ Back | Next > Help

U Check Vendor Name in the list.
U The following screen displays all of the columns available in the chosen table.
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Function Wizard - Connected to Sample Company22 = =]
DBLookup [ Comection . Table . Column . Rz )
Select the columns that you wish to include.
Columns in AP Vendor Internal Name ~ [~ Sample Values hom "endor Name'"
[0 vendor recrum AC supples OR
“endor Name wndnme i‘dams Fue:: —
[ ShotName shinme A;;g:‘;‘;e‘ﬂcﬁ”e ompary
O ouner ownne Amstiong Safe & Lock
O Address 1 addrs1 Amold Gardens, Inc
O Addess2 addis2 _ | [Bshland Bark Visa
O ciw ctyrme = |Bailey Power Company
O stae state_ aker FC's
o z Zpede amks Cabinets. Inc
O] Federal TaxID fedidn ok of Honend s Maslorcord
arrett Miles & Assoc. Insur.
E State T2 1D stedn ernett Dil & Trench
Resale Humber reshum Bishop Concrete Pumping. Inc.
O Account Number actnum awiman Shower Door, Inc
[ License Number licruam apd Insulation & Fireplaces
[ UserDefined 1 ustdl radley Roofing Co.
[0 UserDefined 2 ustdi2 rooks Acoustics
O Phone Number Shrum urke Equipment Services
Ol Pager Number pagrum {‘;"FS;”‘ and Sugply
O FaxMumber fasnum
Calformian Express
O CellMumber cliphn Campbel Builder
O Home Number homphn Cartson Painting & Walpapering
O Emal e mail Carr Office Supplies
O Discount Rate dicrte Castilo Fence
O Discount Terms dscdte Castio & Sons, Inc.
O DueTems dundte Cily of "Walker Utiiies
O] Ledger Assount gt Courly Distiot Alry.
" a 4. Insulation, Inc.
[ Cost Code cdedft 2y Painting
O costType typdit an Port
[ Invoice Status stsdit ouglas Sign Spstems
O PO waring windft unn Painting
[ 7D 1099 Balance bal193 | [Eliott sy Wix Concrete

Cancl < Back ‘ New>> ‘ Help ‘

Click Next.

The Function wizard needs to know which Vendor Name to display. We’'ll do this by
assigning a cell reference where the Vendor Number will be. Click E Select Cell
Reference.

With the Select Cell Reference box showing, click on cell |F6 and click OK.
The Function Wizard will now look like this:

Function Wizard - Connected to Sample Company22 =] & &
DBLookup [ Connection , Table , Column , Aesx |
Supply key fiekd values thet idertfy 2 specifc row
£ Vendor
Type: [Cell Aeference v | Cell  [$F6 ~E

Bais) ¢¢ Back | Next 55 Help

U Click Next.
U The last screen of the Function Wizard determines how your function is laid out. Click

the Top to Bottom radio icon and uncheck the Include Column Captions option.
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DBLookup [ Connection . Table . Column . A |
Specily options for formulas

Column Lapout—————————————————
 Lefttoright 7 Fil down formulas
& Tap to batiom

I~ finclude column captiond

Cancel << Back Newt »> | Erich | Hep

U Click Finish to insert the function into the active cell.
U The worksheet should look something like this:
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H ©- = =
HORE Mew Tab IMEZERT PASE LAY OUT FORMULAS DATA REWIEW WIENS ADD-INE Liberty Reports Proj. Pa
o) f gﬁ Edit 50L £ z E‘j Report Ternplates |2 Options @ Help
L I 9 Manage Connections ' @ Save &3 Walues &3" Licensing Wizard (=1 Ernail Support
Query Function Refresh .
iizard  Wizard -'E] Select Databases & Check For Updates Application kMonitor
Design Tools Reporting Frogram Features Help
M15 - J
A B C D E F G H

2 Start Date 5/1/2011

3 End Date 5/31/2011

4

5 Record Number Transaction Number Date Description Vendor Vendor Name Amount

6 82 65507 5/1/2011 XXXX Main 5t 102 Herra Properties ]
7 91 65508 5/4/2011 A/P Check 4 Ramirez Materials 0
] 92 65509 5/4/2011 AfP Check 5 Westside Waste Management 0
9 93 65510 5/4/2011 A/P Check 20 Ellis Lumber Co., Inc. 0
10 94 65511 5/4/2011 AfP Check 48 Lynch Electric Company 0
11 95 65512 5/4/2011 AP Check 51 Bishop Concrete Pumping, Inc. 0
12 96 65513 5/4/2011 A/P Check 52 Garza Concrete Supply, Inc. 1]
13 97 65514 5/4/2011 A/P Check &7 Fields Building Supply 1]
14 98 65515 5/4/2011 A/P Check 78 D &Y Insulation, Inc. 1]
15 99 65516 5/4/2011 AP Check 90 Medina Crane Service, Inc. 0
16 100 65517 5/4/2011 A/P Check 112 Alternative Phone Company 1]
17 101 65518 5/4/2011 AP Check 122 Sullivan Gas & Electric 0
18 102 65519 5/4/2011 AfP Check 126 City of Walker Utilities a
19 124 65520 5/7/2011 Loan #01-711043 100 Hoffman Bank 289.99
20 126 65521 5/7/2011 Loan #93-826531 100 Hoffman Bank 251.33
21 127 65522 5/7/2011 Loan #99-112155 100 Hoffman Bank 444,65
22 168 65524 5/9/2011 P/R 4-29t0 5-5 100 Hoffman Bank 2640.72
23 178 65526 5/9/2011 April Work Comp A 107 Barrett-Miles & Assoc. Insur. 2450.42
24 179 65527 5/9/2011 G/l Payment 107 Barrett-Miles & Assoc. Insur. 1277
25 180 65528 5/9/2011 Dave Hall, 55N 0 129 County District Attny. 400
26 181 65529 5/9/2011 Steve Anderson, 129 County District Attny. 180
27 182 65530 5/14/2011 8369-0383 100 Hoffman Bank 298.82
28 183 65531 5/14/2011 86552-0264 100 Hoffman Bank 232.42
29 186 65533 5/14/2011 Drill 76 Jennings Tools 79.95
30 188 65534 5/16/2011 P/R 05-06 to 05 100 Hoffman Bank 5602.02
31 212 £5538 5/18/2011 A/P Check 4 Ramirez Materials 0
32 213 65539 5/18/2011 A/P Check 5 Westside Waste Management 0
33 214 #5540 5/18/2011 A/P Check 10 Sanders Valley Doors 0

O If the Vendor Name does not populate in cell G6, click the ©” Refresh icon on the
ribbon.

U Double-click the Excel fill handle in the bottom right corner of cell to copy the
function down. (Resize the column again if necessary)
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Step 4 — Change the Search Criteria

23

Now, by simply changing the values in cells [C2 and [C3 and refreshing the query, you can look
at different data from your database.

0O Select cell|CJand enter 5/18/2011.
0O Select cell[C3 and enter 5/18/2011.

Q Click ¢ Refresh icon on the Liberty Reports ribbon.

O Now you see transactions from only May 18, 2011.

H ©- ==
HOME New Tab IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Liberty Reports Praj. Pai
LY “ﬂ Edit SOL £ T @‘J Report Templates  [2] Options @ Help
— . =] Manage Connections 7 @ Save As Values 5‘43‘ Licensing Wizard (=1 Email Support
Query Function Refresh .
Wizard Wizard 'E Select Databases () Check For Updates Application Monitor
Design Tools Reporting Program Features Help
c2 - fr || ssjzon
A B C D E F G H

2 Start Date 5/18/2011

3 End Date 5/31/2011

4

5 Record Number Transaction Number Date Description Vendor Vendor Name Amount

& 212 65538 5/18/2011 A/P Check 4 Ramirez Materials 0
7 213 65539 5/18/2011 A/P Check 5 Westside Waste Management 0
8 214 65540 5/18/2011 A/P Check 10 Sanders Valley Doors 0
g 215 65541 5/18/2011 A/P Check 28 Murray Equipment Rentals 0
10 216 65542 5/18/2011 A/P Check 40 Watkins Plumbing & Heating 0
11 217 65543 5/18/2011 A/P Check 48 Lynch Electric Company ]
12 218 65544 5/18/2011 AP Check 49 Wheeler Plumbing 0
13 219 65545 5/18/2011 A/P Check 55 Gilbert Builders Supply Co. ]
14 220 65546 5/18/2011 A/P Check 64 Peters Glass ]
15 221 65547 5/18/2011 A/P Check 67 Fields Building Supply 0
16 222 65548 5/18/2011 AP Check 71 Burke Equipment Services 0
17 223 65549 5/18/2011 A/P Check 72 Holland Roofing 0
18 224 65550 5/18/2011 A/P Check 75 Silva-Pearson Col. 0
19 225 65551 5/18/2011 A/P Check 78 D & ¥ Insulation, Inc. 0
20 226 65552 5/18/2011 A/P Check 81 Wade Stucco, Inc. 0
21 227 65553 5/18/2011 A/P Check 89 Holt Concrete Pumping 0
22 228 65554 5/18/2011 A/P Check 101 Rob Walters, CPA 0
23 279 B5555 5/18/2011 A/P Check 109 George Wireless 0
24 230 65556 5/18/2011 A/P Check 110 Dean Port 0
23 231 65557 5/18/2011 A/P Check 122 Sullivan Gas & Electric ]
26 232 65558 5/18/2011 A/P Check 124 Phillips Wireless 0
27 233 65559 5/18/2011 A/P Check 125 Bailey Power Company 0
23 234 65560 5/18/2011 A/P Check 128 sun Cleaning Service 0
29 286 65561 5/23/2011 P/R 05-13 to 05 100 Hoffman Bank 3155.600
30 294 65564 5/25/2011 AfP Check 4 Ramirez Materials 0
3 295 65565 5/25/2011 A/P Check 44 Weaver Glass, Inc. 0
32 296 65566 5/25/2011 A/P Check 112 Alternative Phone Company 0
33 297 65567 5/25/2011 AP Check 126 City of Walker Utilities ]
34 298 65568 5/25/2011 AfP Check 130 sue Williams 0
33 299 65569 5/25/2011 LOC Payoff 100 Hoffman Bank 111121.58
36 309 65570 5/28/2011 P/R05-13 to 05- 100 Hoffman Bank 122.01
37 328 65571 5/30/2011 P/R5-20t0 5-26 100 Hoffman Bank 4396.35
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Summary

This example has shown the ease with which information can be brought from your database
to Excel using Liberty Reports. With the use of Liberty Reports, you will be able to use the
features of Microsoft Excel as a powerful and intuitive reporting solution quickly and easily.
Through the use of wizards, you are guided step-by-step through the process of selecting the
data you want to see and limiting the amount of data returned. Once the data is in Excel, it
can be manipulated any way you like.

Getting Help

There are several ways to access Help features with Liberty Reports.

1. When you click "-"_—""’Liberty Reports — Online Help on the Liberty Reports Ribbon, your
default web browser is directed to the Liberty Reports Knowledge Base page.

2. Subscribe to our YouTube channel at: www.youtube.com/eventlsoftware. There are
short informational videos about using the Liberty Reports functions and creating
reports. You will be notified when new content is added.

3. For assistance with technical issues, email our support team at
support@eventlsoftware.com or call 360-567-3752.

4. For assistance with report designs contact our Professional Services team at
professional.services@eventlsoftware.com.
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