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How to use the Report Function 
 
 
All Lookup screens have the Report button. 
It is found on the bottom right of the screen. 

 
 

 
Figure 1: Report button on lookup screen 

 
 
 

• Click Report, to open the Prepare Report screen.  
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Customise Reports 

Columns 

 

 
Figure 2: Printed Report section 

 
Select Columns to Add 
 

• First you need to customise the columns you want in your report 

• Right click in first row area within the select columns box, as indicated by the arrow. 

• Choose Insert Column  

• A list appears of available fields to choose from. 

• To select a field to add, double click on it or select it and Pick, this will add it to your report. 
 
 
Remove Columns 
 

• Right click in the column heading and select Delete Column 
 
 
Rearrange the order of columns 
 

• Left click and hold down over the column header you want to move 

• Move in the direction you wish the column to be placed.  

• A red line will appear where the column will be placed 

• Release the mouse when at the desired column position 
 
 
Sum up a Column 
 

• Click in the white space under the column heading 

• A row of equal signs will appear in the column (as shown below) 

• This will sum up this column  
Note:  

                this function is only available on number fields 
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Figure 3: Sum a column 

 

 

Format Reports 

 
You can customise your report further by formating it with some preset features 
 

• Tick and set the desired formatting 
 

 
Figure 4: Format options 

 
 

• Any information entered in the Comment will print in the report header 

• The Plus Details drop down box provides options to print additional details for each line on the report. 

• Click Report to view and print 
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Sample Report 
 

 
Figure 5: Sample Report 
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Plus Details 
 

 
Figure 6: Plus Details 

 
Insert columns in the Plus Details section the same as in Select Columns. 
You can also add an additional Filter if required. 
 
This will produce a report with the additional details included under each line: 
 

http://www.shebiz.nz/


P.O. Box 78 
CROMWELL 

9342, NZ 
  

  Ph 64 3 445-1345 

   www.shebiz.nz 

 

 

Page 7 of 9 

 
Figure 7:Report with Plus Details added 

 

Data Extract 
 

 
Figure 8: Data Extract 

 
 
Right click in the Select Columns area to Insert and/or Delete columns. 
Either specify a file name or tick Extract Directly To Excel then click Extract to send the data to Excel. 
 
 
 
 

http://www.shebiz.nz/


P.O. Box 78 
CROMWELL 

9342, NZ 
  

  Ph 64 3 445-1345 

   www.shebiz.nz 

 

 

Page 8 of 9 

Comparitive Analysis 
 

 
Figure 9: Comparative Analysis 

 
 
Available for Debtors, Creditors, Agents, Employees (optional Payroll module required), and GL Codes (optional 
General Ledger module required). 
Provides an item by item comparison of the data. 
Eg: 
 

 
Figure 10: Comparative Analysis Sample 

 
 
 

Pivot Table 
 

 
Figure 11: Pivot Table 

 
Pivot tables are a powerful tool to group and summarise large amounts of data. 
Click the Pivot button to open the Pivot Table options. 
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Figure 12: Pivot Analysis 

 

• Click on Add new to add new columns to Pivot By and Show. 

• You can Save your settings or load in saved settings via the Save / Load Pivot button. 

• Click the Pivot button to execute the Pivot 

• You can also Copy To Clipboard or Copy To Excel to extract the data to another application. 
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