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The reports in CenterPoint allow your data to be presented in a way that is meaningful to your organization. All of the standard
reports can be filtered and modified for maximum flexibility in reporting. Reports you use on a regular basis can be organized on
Favorites, Database Favorites, and Network Favorites tabs to make them easier to locate and print/preview. You can also setup
batches of reports to all generate at the same time to make monthly or quarterly reporting easier.

This topic includes instructions on how to:
Generate a Report
Add Reports to the Favorites tab
Add the Database tab

Setup Network Favorites

Generate a Batch of Reports

Generate a Report

—_

From the Reports menu, click Reports.

2. Selectthe Reports tab. The reports are organized into folders and sub-folders based on different categories of reports.
Use the Search box to filter and locate reports by title or click the + sign next to a folder to open it and continue opening
the folders until you find the individual report you want to print or preview. Click on the report to highlight it.

4% Report Selection E@
Reports ¢ Favorites Report Selections
Search || X Item Selected Criteria

= Transaction Reports
= Production Reports
|y Fived Assets

{=) Project Reports
= Financial Statemerts
=) Setup Lists

=) ACH Transactions
() Audit Reports

i) Payrol

= Publish Pay Advices
=) Dashboard Reports
=y Payroll Data Reports

iy Payroll Tax Data Reports More ltems
{5 Work Related Injuries and linesses (OSHA)
= Payroll Setup Lists Report Description

= Intercompany Payroll

=y Payroll State Specific Reports
iy Custom

{5 Userdefined/Tax Reports

Remave Print Preview Export ~ Close 9
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3. Once areportis selected, the Report Selections for that specific report are displayed. These options allow you to filter
the data you see in the reports, including the date range you are generating the report for. Each report will have different
filters available.

To use a filter within the Report Selections:

? Click on the filter you want to use (For example, Period or Company/Fund).
A pop-up box will display all options for that filter. Select the specific item(s) you want the report filtered by.

@ )

#* Click OK.

@ )

4. Each report automatically displays the default Report Selections when the report is selected, but additional filters are also
available. To review and/or add those filters to the Report Selections:
» Click More Items.

n Report Selection Items

I ttem

Period

Account
Company
Display Notation
[T] Account Categary
[T Account Type
[ Date Modffied
[T Level 1 Account
[ Level 2 Account
[ Level 3 Account

=
<

»  Check the box for any filters you want to add.
» Click OK. All selected filters will now be displayed with the default Report Selections.
5. Once you have made all desired Report Selections, click Print to print the report or click Preview to bring up a report
preview and to make further modifications. For more information on modifying reports, please see the topic Customizing
Reports.

Add Reports to the Favorites Tab

The Favorites tab in reports allows you to organize frequently used reports to make them easier to find. It is also where
customized reports are saved. Reports on your Favorites tab are specific to your computer. Other CenterPoint users will have
their own list of favorite reports.

1. To save a default report to the Favorites tab:
? Highlight the report on the Reports tab.
? Right-click on the report and select Add to Favorites.
? Enter a name for the report and click OK.
2. To save a custom variation of a report:
? Preview a report and make modifications.

5 i
Click on the = icon.
? Enter a name for the report and click OK.
3. You can organize the reports on the Favorites tab into folders.
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Reports |70 Favorites

Sales by tem
Custom Accounts Receivable Aging (1)

Vendor Aging

Vendor Ledger

[ER =] Custom Reports|
i | Receipts Joumal with types
{ ] Customer Activity with na due date
fo| ] Summary Receipts Joumal by cust
| Receipts Joumal with Notations
| Paymertts Joumal {Summary) by Vendor

» Right-click in the blank space on the Favorites tab and select New Folder.
» Enter a name for the folder.

» Drag and drop reports or other folders into your new folder.

To remove reports from your Favorites tab, right-click on the report and select Delete.
To determine which tab will be the default tab when you select Reports > Reports, select File > Preferences > General >
Reports, click on the Application tab, and in the Default Report Tab box, select the tab to display as the default.
6. If you want only your Favorites to display when you select Reports > Reports, select File > Preferences > General >
Reports, click on the Application tab, and in the Disable Reports Tab box, select Yes.

ok

Add the Database Tab

A Database tab can be added to Reports. It allows you to save favorite reports to a specific database (whereas reports saved to
the Favorites tab are specific to a computer). Each database on your computer can have a separate list of database
favorites. Any user accessing the database would see the same list of reports on the Database tab.

1. Toadd the Database tab (one-time setup):
? From the File menu, click on Preferences. Select General and Reports. Click on the Application tab.

=8 Preferences - Reports E ]
Al nts
g [ Current Settings [ Global| Application [ Database | User |
Accounts Receivable General
Crop Settings
Display Database Favorites
Depreciation
Ot T
General
Disable Reports Tab
Lookup Settings
Online Update Setings Network Reperts
fiooee Location of the Network Reports variation file:
Reminders -
Reporis =
Custom Reports
Interfaces
Losatian of Custom Repart files:
e C\Users"cormies\Documerts ™
Livestock Settings
Payroll el Cldau gl
Poyrol Fiaa Location of Custom Export files
CAUsersteonnies \Documents ™=
Printing
Security
T ResetDefauts | [ Oear | [ Save |

» Change Display Database Favorites to Yes.
” Click Save.
2. Toadd reports to the Database tab:
» Highlight the report on either the Reports tab or Favorites tab.
» Right-click and select Add to Database.
3. Todetermine which tab will be the default tab when you select Reports > Reports, select File > Preferences > General >
Reports, click on the Application tab, and in the Default Report Tab box, select the tab to display as the default.
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4. If you want only your Favorites or Database Favorites to display when you select Reports > Reports, select File >
Preferences > General > Reports, click on the Application tab, and in the Disable Reports Tab box, select Yes.

Setup Network Favorites

If you have a network version of CenterPoint, you can setup a Network Favorites tab that displays the same favorites for all
users and all databases on the network.
1. Onone computer:
»” Add the desired reports to the Favorites tab. Note: See the Add Reports to the Favorites Tab section above for

step-by-step instructions.
»  Go to the My Documents folder on the hard drive and copy the CenterPoint.Favorites.Variations file.
» Copy the CenterPoint.Favorites.Variations file to a shared location on the network.

2. Ateach workstation:
*In CenterPoint, go to the File menu and click on Preferences. Select General and Reports. Click on the

Application tab.
For Location of the Network Reports variation file, click and select the location of the file from Step 1.

Generate a Batch of Reports

Batch reports allow you to print all reports that are in a specific folder on your Favorites tab at the same time. A batch (folder) is
created on the Favorites tab and then all appropriate reports can be added to the batch (folder). With a single selection, all
reports within this batch can easily be generated. This can make running month-end or quarterly reports quicker and easier.

» Create a Report Batch (folder):
» Add the reports you want in the batch to the Favorites tab.

i |

»? Create a folder on the Favorites tab for your batch and drag the desired reports to that folder.
» Select the first report in the folder and identify a preset date range in the Report Selections.

@ )

I Report Selection (E=8E=E =
Reporis \g Favorites \g FrE T Report Selections
=i Morthly Reports Item Selected Criteria
Genersl Ledger Aging Date 8/31/2013 -
vendor <ai>
Income Statement
Balance Shest Company <All>
Detail Level Detail
Report Description
Shows all unpaid Vendor A/P invoices for .
Four aging periods as of a spectied aging
date. The report can be generated in
summary or detail. Both reports include
invoice number, due date, terms, and
amount due from the invoices. The detail
report includes line tem information from the
OPEn INVOoICES. i
] [ ] [won =) [ G ] @
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» For example, This Month or This Quarter. Do not use Custom. When you generate the report
batch you will select a date, the reports will be produced based on the date you enter and the date
range selected. For example, if the report is set for This Month and the Batch Date is 5/15/16, then
the report will print for 5/1/16 - 5/31/16.

» Other Date Range and Period Range selections include:

? This YTD - When you generate the report batch, the reports will be produced from
January 1 of the current system year unless that period is not yet opened and then itis
January 1 of the last opened year and through the current system date or current
system period unless that period is not open and then it is the last opened period.

Last YTD - When you generate the report batch, the reports will be produced from
January 1 of the current system year minus one year unless that period is not yet
opened and then itis January 1 of the last opened year through the current system
date or period minus one year unless that period is not open and then itis the last
opened period.

This Fiscal Year YTD - When you generate the report batch, the reports will be
produced from the Date Settings preference for the fiscal year end month plus one
month of the current system year unless that period is not yet opened and then itis the
first period of the last opened year through the current system date or period unless
that period is not open and then it is the last opened period.

Last Fiscal Year YTD - When you generate the report batch, the reports will be
produced from the Date Settings preference for the fiscal year end month plus one
month minus one year of the current system year unless that period is not yet opened
and then it is the first period of the last opened year through the current system date or
period minus one year unless that period is not open and then it is the last opened
period.

? To maintain the list of pre-defined date selections in the Date Range, Period and Period

Range report filter controls, right-click on the Date Range, Period or Period Range and select
Options.

»

»

»

» From the Date Options screen, you can select the ranges that apply to you. Once

changes are made, they will be saved and re-used anywhere that report filter is used.
Each type of filter (Date Range, Period and Period Range) maintains its own
configuration settings.

?” Generate the Reports:
» From the Favorites tab, select the folder for your batch reports.

»? Choose the Batch date and Company/Fund from the Report Selections. When the report is generated, a
combination of the preset date range assigned in the report and the Batch Date will be used to select the
data for the report. Report selection filters can be removed from a batch folder by clicking on the More Items
button and removing the check mark next to the filter. Once the filter is removed, the reports in that batch
will use the filters that are saved with each individual report for that iteration of the batch report.

Click Preview to preview the batch report, click Print to print the report, or click Export to export reports to
PDF or Excel (when exporting reports generated from a batch, the PDF export adds each report in the
batch to a combined single PDF document and the Excel export adds each report in the batch to a separate
worksheet.

n»
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