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REPOSITORY Modifying Report Layout

You can modify the layout of standard CIR reports to meet your agency’s needs, for example:
e Sort by a field value — Voucher Number, ALC, Agency Account ID
e Change font size and color
e Delete and add columns

To make these kinds of changes, first make sure that your CIR user preferences are set properly.
Then you make a copy of the standard report, save it to My Favorites, and modify it working in CIR’s Design Mode.

1. In the tOp t00|bar, CIiCk f\.[:lﬁ Welcome: MADAMS10 | Applications ™ Preferences  Help menu ™ Log off
Preferences | Home || Documents |‘
. Preferences — MADAMS10
2. Inthe left panel, click o
Web Intelligence. t  Preferences e
. . ) General
Vi
3' on the rlght, CIICk the = Change Enterprise Password e . :
radIO button for HTML = Locales and Time Zone 0 HTML ( .:
in the View section %g Analysis edition for OLAP © Applet (download required)
. () Desktop (Rich Client, Windows only, installation required)
and the MOdIfy = EI workspaces @ PDF
SeCti on. 23] Crystal Reports
4. In the bOttom rlght Modify (creating, editing and analyzing documents):
. | This is also the interface launched from the Go To list or My Applications shortcut.
corner, click Save & o
Close. = Applet (d d)
") Desktop (Rich Client, Windows only, installation required)

lSave I ISave &Clc‘:e I ICanceI I

5. Highlight the name of the report you want to work with.
6. Inthe menu bar, click Organize.
7. Inthe next menu, choose Copy.

Home | Documents l

/

View = Mew Organize* * Send = More Actions = | Details
My Documents or| Ereate Shortcutin My Favorites Title =
— [[H Copy GWA Accounting Entries Report
! [[3 Copy Shortout Voucher Classification Repart by Business Date

Voucher Classification Report by Voucher Date
Voucher Download Repart_V2

»
i
g
»
B ormrgon |
i

Vouchers by ALC Totals Report

=
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The options in left navigation panel are
organized into two drawers.

e My Documents
e Folders \
I~

8. Inthe left navigation panel, click the
My Documents drawer.

9. Click My Favorites.

10. Click Organize, then Paste.

e

\L_'.',cm
Documents
View ~ New Organize -

‘My Documents
>Falders

S| Public Folders

L CR
J_H Documents

View = Mew - Drganlze/er(

My Documents L_I%

You can now modify it.

You see the report you copied into the My Favorites folder.

&'uﬂlﬂ
Documents

View + MNew = Organize = Send

More Actions

Details

Title =

My Documents

* | Voucher Report_V2

11. Highlight the title of the report.

12. In the menu bar, click View, then Properties.

Home | Documents ]

View = MNew = Organize = Send = More Actions ~

Details

Title =

FZ  Properties

8 Lo i

meaningful to you and your agency.
13. Erase the standard report title.
14. Enter a new report title.

It’s good practice to give this copy of the report a title that is

15. In the bottom right corner, click Save & Close.

General Properties

You see the new report title.
16. Highlight the title of the report.

17. In the menu bar, click More Actions, then

Title: voucher Report_v2 4

General Properties

Title: Daily Youcher Report

Modify.
[Home " Documents
x
View = MNew * Organize = Send ~ More Actions ~
My Documents ﬁi‘:aii""ﬁ
' ¥ schedde
Mobile Properties
2 History
% Categories
»; Document Link

Details

[Save ] [Save &Clnse_] [Cancel ]

le ~

ly Voucher Report
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The report opens for you to run it. Make sure you are in Design mode.

[Home [ Documents | Daily Voucher Report + = & | *
" File | Properties | Report Elements | Formatting | Data Access | Analysis | Page Setp | Readng - Design |~ (2
Dl S|P L " Tabks | Call | Section |/ Chart | Other /" Took | Position | Linking
Do LM X &S | m--8- ‘ X Tummto - | #3]Set as section
| I £ v |
= kaonsa At At Collections Information Repository (CIR)
Voucher Report
5 Search Critel
Business Date Period: 2. Previous Business Day
) ALC:AI
s} ALC Group:Individual ALCs
Fraliminary Voushers: N _
Sort Order e
B Susinass Dae 4.0, VescharType
T oust : :
e v *Select One or More ALCs, .B.Lll.for all ALCs or Mer{ﬂ:ers of an ALC Group: All Refresh values G Tl
v *5electan ALC Group or Individual ALCs: Individual ALCs —
W Seiectrelminary Vouchers: N Tasee e content of e e, Gk | g
VORRe VSRR INGITN | v Select a Starting Business Date (M/dfyyyy): This filter will be ignored because no val
Number| ["Bste TN TInd T | v Select an Ending Business Date (M/dfyyyy): This fiter wil be ignored because no val
v Select a Starting Deposit Date (M/d/fyyyy): This filter will be ignored because no valu|
W  Select an Ending Deposit Date (M/dfyyyy): This fiter will be ignored because no valy|
¥ Select a Starting Voucher Date (M/dfyyyy): This filter will be ignored because no val
% Select an Ending Voucher Date (M/d/yyyy): This filter will be ignored because no vall
'  Enter a Voucher Number or a partial Voucher Number with 3 wildcard (i.e., 1234%): |-
v  Enter a Starting Voucher Amount: This filter will be ignored because no value has bes i
%  Enter an Ending Voucher Amount: This filter will be ignored because no value has bes
% Select a Credit Ind: This filter will be ignored because no value has been selected.
'  Enter One or Mare Agency Account ID(s) separated by semicolons: This filter will be
w  Enter One or More Cash Flow ID(s) separated by semicolons: This filter will be ignore]
% Select One or More Reporting Program/Subprogram{s): This filter will be ignored bec
¥ Enter One or More ABA(s) separated by semicolons: This fiter will be ignored becau P
%  Enter One or More CAN(s) separated by semicolons: This filter wil be ignored becau:
W  Select One or More Corrective Types: This filter will be ignored because no value ha:
¥  Select a Commerdal Indicator: This filter will be ignored because no value has been
U —— . ] 3
Youcher Report *Required prompts
Voucher Repart - [ ox 1] o |

18. Run the report using the prompts as you normally would.

Home | Documents | Daily Voucher Report & = = |
Ve - ian -
/ File Properties | Report Elements ‘ £ Formatting ‘ " Data Access ‘ < Analysis | Page Setup ‘ Reading DES'QH
DEE- | S| Pl /" Tables | call | Section Chart | Other Took |~ Position |~ Linking
oo | s X | & | B-EH-8- B Tummto - | #3]Set as section
A~ 7]
3 J = ﬁ Daily Voucher Report 3
5 Generated: May 15, 2014 8:10:58 PM : . z
%g [E]voucher Report] Collections Information Repository (CIR)
Voucher Report
=2 -
=0 Search Critel
Business Date Feriod: 2. Previous Business Day
3] ALC:Al
= ALC Group:Individual ALCs
Prefiminary Vouchers: N
Sort Order
Business Date, ALC, Voucher Type
Report Summary
Preliminary Indicator Total Credit Amount Total Debit Count  Total Count of Vouchers.
N $157.485.312,150.03 1442 8205
Vouchers
Voucher  Voucher  Crd Voucher Voucher Deposit  Business Fin Trans Agency g
] e e Voucher Amount Type F AN ABA soE e Reporting ProgramiSubprogram " 'rat ot Correstive Type
104916 | 10152013 | Y $14.81| 215 | 0DDDD303 | 000340 | OM1026033 | 117152013 | 04142014 OTCnet:E-Check Deposit i Onginal
104516 | 1152013 | ¥ $14.81| 215 | DDDDDI03 | 000340 | D4M026033 | 117152013 | D4/142014 OTCnet:E-Cheok Deposit [] Original
104917 | 152013 | Y $A2560| 216 | DODDOZ03 | ODOG4D | (41036033 | 11/152013 | 041142014 OTCnet:E-Cheok Deposit 1 Original
104917 | 152013 | Y BA2560| 216 | DODDOZ03 | ODOB4D | (41036033 | 11/152013 | D41142014 OTCnet:E-Cheok Deposit (] Original
104918 | 1152013 | Y 323435204 215 | ODDOOGD3 | 000340 | 041036033 | 117152013 | 041142014 OTCnet:E-Cheok Deposit ] Original
104918 | 1152013 | Y 328435204 215 | ODDDOGD3 | 000340 | 041036033 | 117152013 | 41142014 OTCnet:E-Cheok Deposit (] Original
104915 | 1152013 | Y $1373554) 215 | 0DDDOG03 | 000340 | 041036033 | 117152013 | 041142014 OTCnet:E-Cheok Deposit 3 Original
104915 | 152013 | Y $13735.54) 215 | ODDDOGO3 | OD0G4D | (41036033 | 117152013 | 041142014 OTCnet:E-Cheok Deposit [] Original
104320 | 1U1E2013 | Y $5748872) 215 | DODOOZ03 | 000340 | 041038033 | 117152013 | D4/14/2014 OTCnet:E-Check Deposit ) Original
104320 | 1U1E2013 | Y $5748872) 215 | DODDOZ03 | 000340 | 041038033 | 11/152013 | D4/14/2014 OTCnetE-Check Deposit o Original
104321 | 1U1E2013 | Y $53.388.33 215 | DODDOZ03 | 000340 | 041038033 | 117152013 | D4/14/2014 OTCretE-Check Deposit ) Original
104321 | 1U1E2013 | Y 35338833 215 | DODD0303 | 000340 | 041038033 | 11/152013 | D4/14/2014 OTCnet:E-Check Deposit o Original
11152013 | ¥ $62,334.86| 215 00000303 | 000340 | 041038033 | 11/16/2013 | O4/14i2014 OTCretE-Check Deposit o Original
104522 | 1UIEI2013 | Y $5238485 215 | 00000303 | 000340 | 041038033 | 117152013 | D4/14/2014 OTCnet:E-Check Deposit o 4 Oniginal [
104323 | 1UIE2013 | Y $13757127| 215 | 00000303 | 000340 | 041038033 | 117152013 | D4/14/2014 OTCnet:E-Check Deposit S Original
104523 | 1IE2013 | Y $13757127| 215 | 00000303 | 000340 | 041038033 | 117152013 | O4/14/2014 OTCnet-E-Check Deposit 0 Original
104524 | 1152013 | Y $11873143) 215 | 00000303 | 000340 | 041038033 | 117152013 | D4/14/2014 OTCret:E-Check Deposit 73 Original
104524 | 1IE2013 | Y $11873143) 215 | 00000303 | 000340 | 041036033 | 117152013 | D4/14/2014 OTCnet:E-Check Deposit 0 Original
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Home | Documents | Daily Voucher Report = = 7 |

File ‘ " Properties | Report Elements | Formatting | Data Access | Analysis | Page Setup | Reading - Design ~ =
Dl S8 e ‘ g on | Chart | 'ﬂ}?i /" Tools | Pesition | Linking | Table Layout | Behaviors |
0o |k B[ X Ha dl » %6/ @~ | 3Tumint » | 23lsetassecton | S Bresk v | Insert v | [[|Header = [IFooter v
.—E_‘ S mi’ 3 o |=[Voucher Number] ¥
= Because you are working in Design mode, you have
= access to many editing and formatting options. ]
=
B i |

1. To sort the report by a field value such as Deposit Date, click the mouse in the first cell of the column you
want to sort. The column is now shaded.

2. Inthe formatting menu, click the Analysis tab, then the Sort option.

3. Click Remove all Sorts.

001/2013
050172012

dsi0E0E Displzy | Conditional | " Interact
05/01/2013

050172012 Group * | = Break v | %l sort = | 3 Dril =
DE01/2013
D501/2013
D501/2013
0501/2013 >
asnaEnas p,l Descending
0501/2013
0510172013
05/01/2013 Advanced...
D501/2013
DE01/2013
D501/2013

X
Analysis | Page Setup |

%l Ascending

Remove all Sorts

The report refreshes and is sorted by the values in the
left-most column; in this report, this is Voucher Number.

Voucher Voucher Business Fin Trans

Mesnbar f:: Voucher Amount Type ALC CAN ABA Date Reporting Program/ fubprogram ok A wt D Corrective Type
000001 A 3627,150.00 215 20550860 OD0EZT 081750301 050172013 BFD:Schedule of Federal Debt ] Original
000002 Al 327,586.55 215 00004512 000340 041035033 050172013 OTCnet E-Check Deposit 100 Original
000002 hd $113,700.00 215 20550880 QDEZT 043736027 050172013 BPD:Schedule of Federal Debt ] Original
000002 hd ¥1.418.33 215 OD004G5EE 000340 041036032 / OTCnetE-Check Deposit g Original
[LE k] A $395.00 215 ODDDEG4S 000240 041036032 OTCnet:E-Check Deposit 1 Crriginal
000002 A $33,575.00 215 ODODEE5E 000340 0410356033 OTCnet:E-Check Deposit 4 Original
000002 A 34,880,358 215 20010008 000340 041036032 OTCnet:E-Check Deposit 1 Original
000003 A $112,700.00 215 20550880 Q02T 051750301 BPD:Schedule of Federal Debt ] Original
000004 A $158,550.00 215 20550860 OD0EZT 081750301 BFD:Schedule of Federal Debt ] Original
000005 [ I hd $306.00 215 0000852 000340 041035033 i OTCnet E-Check Deposit 1 Original
000005 050172012 hd $113,700.00 215 20550880 QDEZT 043736027 050172013 050172013 BPD:Schedule of Federal Debt ] Original
\:@V
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Click the mouse in the column you want to sort to select it again.
4. In the formatting menu, click the Analysis tab, then the Sort option.
5. Click the sort order you need (Ascending).

Analysis WJ/Page Setup |

| " Display | Conditional |

Group * | -= Break -

%l Sort |~

%l Ascending

El Descending

4 Interact
/

¥ Dril =

Remove all Sorts

Advanced...

The report refreshes sorted by the field you chose.

Deposit
Date
02122013
044052013
044082013
0412013
041002013
041172013
041172013
041152013
04152013
04152013
04152013
04182013

You see a list of all the elements that can be used in this report.

1. To add a column, first click the Available Objects icon on the left side of the left navigation panel.

Home l Documents ” Daily Voucher Report

File Z Properties |
PEd- 36 Pa-

De|sBE X #L
EW Available Objects - «

|Tvpe here to filter tree

2. Click the name of the
element that you want
to add to the report.

Home [ Documents " Daily Voucher Repd

File |~ Properties |
Dl S|P

ol = - e |4BE X @
=] jj Daily Voucher Report =
- | ABA M Available Objects ~
=oj I Agency Account ID = S ———
Business Date ype here to filter tree
() y
LLE] o = 3] Daily voucher Report
_ i Cashflow ID | ABA
f;] | Commerdial Indicator :g A N -
Lo =
I Corrective Type ’ ge.nty' ceoun
—% i CreditInd - Business Date
! Deposit Date 2 I CAN
| Number of Transactions W Cashflow ID
! Prelim Voucher Ind f;] | Commerdial Indicator
| Reporting Program = | Corrective Type
| Reporting Subprogram L
| Treasury RTN T
I Voucher ALC
| Voucher Date
I Voucher ID oy
/ Voucher Number 3. Hold down the mouse and drag the element to the position you want.
| Voucher State Code
I voucher Summary
ottt Ty o v | Depentoa]
|Type here o filter tree Generated: May 15, 2014 2:11:31 Fil . . .
e Collections Information Repository (CIR)
= 3] Daily Voucher Report =
I ABA Voucher Report
i Agency Account ID Search Criteria:
! Business Date Business Date Period: 6. Select Business Date Range
/ can L5 Seup it
roup:Individual ALCS
Y Coshiion 10} Preimnary Vouohars: N
§ Commerdal Indicator Business Date: Between 05/01/2013 and 05/01/2013
| Carrective Type
i Credit Ind SortOner;
I Deposit Date Business Date, ALG, Voucher Type
J Number of Transactions Report Summary
I Prelim Youcher Ind Preliminary Indicator Total Credit Amount Total Debit Amount Total Net Amount Total
I Reporting Program N 529.411,520.524.31 52,008,904.278.44 / $27.402.618,245.8T
g
ANl S
| Voste A EE R G emwwan SN on e [ORRS cmmard
| Voucher Date 202083 | 02122013 | Y 31700000, 215 | 20080500 | 004138 | 101000885 | 0201 M Cashfiow ID (Drop here to insert cell P
J Voucher ID 008841 03728/2013 N $100.00 5515 70080005 010023 041202682 04/05/2013 0510172013 OTCnet:Bank Of
»; il




COLLECTIONS
CIR INFORMATION 4. Release the mouse.
REPOSITORY
The column is added to the report.
Vouchers /
Voucher Voucher Crd Voucher Voucher Deposit
Musnber Date ind Voucher Amount Type ALC CAM ABA Cashflow 1D Date
B0Z0EL | 0BIZE0NE | Y $17.000.00| 215 20090500 | 004138 101000635 021272013
005641 | O3EEZ0IZ | M 310000 5515 | TOOGO0D5 | 010023 041202582 Unknown 04/05/2013
005E3T | O400BZ01E | M 35.00| 5515 | ODDD&3SS | 001108 021300077 Unknown 04082013
ETES44 | D41002013 | Y 55,32T.55 215 00006355 | 005634 125000574 Uik 04/10/2013

1. To make a column wider, click the mouse in the first cell of the column you want to modify.

The column is now shaded.
2. Point the mouse on the right side of the column edge until you see the resizing icon.
3. Dragthe column edge to the width you want and release the mouse.

Vouchers
Voucher Voucher
Number Date
104816 | 11/15:2013
104518 11182013
104817 1INME2013

To delete a column in the report, click the

mouse in the first cell of the column you want

to delete.

The column is now shaded.

Right-click.

In the pop-up menu, click Delete.

=

The report refreshes without the column.

Voucher Report

To
B,504,278 44
ABA Cashflow ID

101000655 Onknown
041202582 Unknown
021300077 Unknown
125000574 Uinknown
125000574 Uinknown
125000574 Uinknown
125000574 Unknown

Vouchers
Voucher
Date
04515 11/15/2013
1045915 11/15:2012
104817 11/15/2013
K cut Ctrl+
& copy Cirl+C
]nteractL -
L% Paste Cirl+v
| sort + || F ol v
Insert [ 3
X Delete
nformation Rep¢ "1 M=o
Clear Contents

'ﬁj Set as section
Turn Into

Edit Formula...
Linking

Drill

Group

Filter

Ranking

Sort

Break

Hide

il B <

Formatting Rules
Text

Format Cell...
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1. To format fonts, colors, and shading, click the mouse in the first cell of the column
you want to modify.
The column is now shaded.
2. Inthe formatting menu, click the Formatting tab.

- Report Elements/l/ Fnrmatﬁr‘{g | 2 Data Access | 2 Analysis | - Page Setup |

Font | Border | cell | Style | Numbers plignment | Sze | Padding | Took
| Arial 7 F (A e U s A -0 |[EEE=TFH &%
3. Modify the options you want for font, size, color, shading, and so on.
d R.eportEIements/l/ Formatting |/ Data Ax:cessl/ Analysisl/ Page Sempl
Font | Border | cell | Style | Numbers alignment | See | Padding | Took
[Tmesnewroman -8 -] (& »*||[B' 7 U 5| A- | ol p (=2 =2 F| v &%

The report refreshes with the formatting options you have chosen.

Vouchers

Voucher Voucher Crd
Number Date Ind
E0E0EI | 02MEDIZ Y
D0SE41 | O3EREDIZ | M
D0SE3T | O40BEDIZ | M
ETEE44 | D4OVEDIS | Y
ETESO0E | D4MOGEDIE | Y

Voucher Amount

$17,000.00
$10:0.00
$5.00
¥5,327.55
$10.00

Type ALC e i Dga.::/ Date

215 | 20080500 | 004138 | 101000655 | 02/12/2013 | O05/01/2013
5515 | TODSO00S | 010023 | 041202582 | 04/05/2013  OS/01/2012
5515 | 0OD0B3S5 | 001108 | 021300077 | 04/08/2013  O05/01/2012
215 | 0ODDG3SS | 005634 | 125000574 | 04/10/2013  OSD1/2013
215 | OODDB3T1 | 005634 | 125000574 | 04/10/2013  OS01/2013

SAVE YOUR CHANGES !!

1. Inthe upper left corner, click the Save icon, then click Save.

_—

= CR
Home | Documents | Daily Voucher Report
DB S P

E s cuss A &

Save As

You can run this saved report on demand or schedule it, and it will use the

formatting changes you saved.

<
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