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FACTS Report FormatterFACTS Report Formatter

( customizing your report )( customizing your report )



Report Custom LayoutReport Custom Layout

Some of the more common reports in Some of the more common reports in 

FACTS have the Report Formatter feature.FACTS have the Report Formatter feature.

•• AP  Aged Payables Report 7.4.3AP  Aged Payables Report 7.4.3

•• AP Vendor Listing  7.4.2AP Vendor Listing  7.4.2

•• AR Aged Trial Balance 7.4.3AR Aged Trial Balance 7.4.3

•• AR Customer Listing  7.4.2AR Customer Listing  7.4.2

•• AR Ship To Report  7.4.3AR Ship To Report  7.4.3

•• GL Trial Balance  7.4.2GL Trial Balance  7.4.2

•• IC  Stock Status 7.4.2IC  Stock Status 7.4.2

•• IC  Item Listing 7.4.2IC  Item Listing 7.4.2

•• PO Status Report 7.4.3PO Status Report 7.4.3

•• SA Commission Report 7.4.3SA Commission Report 7.4.3

•• SA Item MultiSA Item Multi--period 7.4.3period 7.4.3

•• SA Item/Warehouse MultiSA Item/Warehouse Multi--period 7.4.3period 7.4.3

•• SO Order Status Report 7.4.3SO Order Status Report 7.4.3

•• SO Customer Price List 7.4.3SO Customer Price List 7.4.3

•• SO Past Invoice Report 7.4.3SO Past Invoice Report 7.4.3

•• SM Bank Transaction Listing 7.5SM Bank Transaction Listing 7.5



Mr. Brutus Collectumus Mr. Brutus Collectumus 
would really like to have would really like to have 
the invoice ‘Ship To’ the invoice ‘Ship To’ 
printed on the report   printed on the report   
next to the invoice next to the invoice 
number.number.

Add Ship To 

here.



Select the report format (Layout) that you want to 

customize.



Selecting the ‘Tier’ to change Selecting the ‘Tier’ to change 

Detail



Modify the ‘Layout’Modify the ‘Layout’



‘‘Right Click’Right Click’

a) Right Click to add field

b) Select field from list



Field AttributesField Attributes

•• Header descriptionHeader description

•• WidthWidth

•• JustificationJustification

•• Totals ( If numeric )Totals ( If numeric )



Run ReportRun Report

Under Print Properties- change format to your custom format.  

Note: The report must be set to run in correct format first.



Whew HewWhew Hew ☺☺ ☺☺ ☺☺



Other Report Formatter OptionsOther Report Formatter Options

�� Page BreaksPage Breaks



Other Report Formatter OptionsOther Report Formatter Options

�Field Security

Permanently hidden

or

Based on User Security



Other Report Formatter OptionsOther Report Formatter Options

� Multiple Output Options-

Various printers

Multiple copies

Various output methods



User SpecificUser Specific

�� Reports created with the Reports created with the 
custom layout are ‘user’ specific.  custom layout are ‘user’ specific.  
The report can be used in a The report can be used in a 
report template and then saved report template and then saved 
as the default for the user.as the default for the user.



Output Options with Report Formatter Output Options with Report Formatter 
ReportsReports

More to follow on Getting Data Out of FACTS





Notes:
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