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How to amend printer settings on Sage 200 reports v2013+

ending printer

settings on reports
00 Help Sheet

» From within Sage 200 select Report Designer from the list of modules.

» And then select the Report Designer from the menu options.
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% Business Intelligence
a Gales Ledger
a Purchase Ledger

m Mominal Ledger

Cash Book

E Price Book

@ Accounting System Manager

@ Configuration Settings

. Report Designer

@ Excel Integration

Auditing

Menu

------ E Report Designer
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Report Designer will open separately from Sage 200.

: File Help
FieBplorer ¥
TR T E TR

Sage200fccounts v

Sage Report Designer

[#- | business intelligence
j, campany

Getting Started

- | Criteria Welcome to the Sage Report Designer

. custom Wwhat's new in Sage Report Designer?
[~ . default Howdol..?

Create a new report...

Open an existing report...

Configure data sources ...

Recent files

WSRVSAGE\Sageireporting'customireportsinominal\Mominal Ledger Account Analysis (Summary).report
D:\Sageireporting\defaultireportsinominaliNominal Ledger Account Analysis [Summary) . report
D:\Sage'reporting'customireports'sales'Sales Ledger Uncommitted Batches Repaort.report
D:\Sageireporting\customireports'sales'\Sales Ledger Aged Debtors Report (Summary) report
D:\Sage'reporting\customireports'purchase\Purchase Ledger Transactions Report.report

» From the list of folders expand the default folder, then reports, and the module where the report is
that you want to amend.
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| purchase

E ‘g Maximurm Payrnents Report

‘g Purchase Ledger Account Details Report
‘& Purchase Ledger Account Update Report
‘g Purchase Ledger Account Update Re
edger Aged Cred e

g Purchase Ledger Aged Creditors Report (Sumrmany)
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The properties pane should open on the right hand side of the report.

eport Format Tools Help

th T Ch B pE - O] % BB X 9o
- - B I U @ A& ===EH5 =
{7} Draw Box |8 Add Image / Loge & Add Data Field
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1. Page Header E Appearance
Print Tem False 11
PLPa Template
‘Watermar
2. Report Header El CS¥ Options
Include Se 5 Sections
DESCRIPTION Text Qual*
= Auto Arra True
Delimiter
3. Report Header 3 Fixed Len True
Mumetic C
Age Against 1 AGEING_WE THOD AgeingDate: AGEING_DAT Retrospective: RETR E Data Source =
4 Supplier Number ?Urts “ PLPostedSupplier
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Auto Arrange Z-Order  True
Delimiter S
Fixed Length True
Murmeric Qualifier

E Data Source —
Sorts PLPostedSur
Aggregation
Include Records with e False
Filker Expression

Criteria (5 criberia)

El Design
Report Tags
Mame Purchase Le
Description Purchase Le

E Email Options =
Ermail Options ({Email Optiol

El Export Options

AL CARUTL LT
El Printing

Mulki-Printer Settings

Save Prinker Setkings  True
Print Scaling 100%o, 100

» Change the Save Printer Settings from True to False by clicking on the drop down.

E Printing

E Printing
Multi-Printer Settings

B Security Options Sawe Printer Settings  False

Sariwibu Cinbanc

» Save the report by selecting File, Save As. You will be taken to the custom\reports folder.

1 | L. o< reporting » custormn b reports e W 0| | Search reports P |
Organize ~  Mew folder i - @
b g Desktap ~1 0 Marne Date rnodified Type ~

Sage 200 will not allow you to save and overwrite the default reports.
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» Browse to the module folder and double click.

T | Lo« reporting o ocustormn b oreports e v 0| | Search reports P |
Organize *  MNew folder = - W@
g Desktop A1 Marme Date rnodified Type “
£/ Documents M nominal 25/03,/2015 14:32 File falder
8 Downloads || operatiansregistar 12/02/2015 11:42 File folder
M Music 1! pop 12/02/2015 11:42 File folder
& Pictures | pricebook 12/02/2015 11:42 File falder
I Videos . project 12/02/2015 11:42 File folder
= Local Disk (C) M 25/03/2015 1430 File folder =
o Newolume (DY | e 2570372015 14:31 File folder
& DVDremoveable 1 sap 12/02/2015 11:42 File folder
= . stock 12/02/2015 1142 File folder

» Remove the Copy of from the filename.

STTRTITN |_|
v ] n >
File name: | urchase Ledger Aged Creditors Report (Detailed) W |
Save as type: | Report Files (*.report) W |
(= Hide Folders Save | | Cancel |

~ | <] m >
File names: | Purchase Ledger Aged Creditors Report (Detailed) W |
Save as type: | Report Files (*.report) ] |
* Hide Folders Save | | Cancel |

» And then click Save. The report will now use the Windows default printer for each user.
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