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REPORTS LIST GROUPS

ABM has default reporting groups defined for each ledger but you can setup your own set of report
groups and assign relevant reports to each custom group.

ADDING REPORT GROUPS

From the main Reports screen, click the arrow to the right of Report Tools.
The following drop-down menu appears:

' a Products Reports

l ‘ }aﬁepon Tools I: @) Help ‘
Add a New Report
Copy a Report

Edit the Report Details
Edit the Crystal Report

Remove a Report

Show Suppressed Reports
Synchronise System Reports
Create New Report Schedule
Set Fax Server

Set Customer Statement Messages
Modify Report Groups

Set selections for a report

v Show Author in Report Footer

1. Select Modify Report Groups from the list and the Report Groups screen appears:
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Select a report group, e.g. Debtor Reports and select New Group from the menu bar.

You can now add a new name, e.g. "End of Month Report", sequence and user group security
features to the report group.

If you want to change the security features of the user group, select the relevant user group, and
select either Allow Access or Disallow Access.

When you have made the appropriate additions to the report group, select Save to record the
new group.

MODIFYING REPORT GROUPS

From the main Reports screen, click the arrow to the right of Report Tools.

Select Modify Report Groups from the list.

Expand the report group list by clicking the "+" buttons and select the relevant report, e.g.
Debtor Reports.

The user group security features of the selected report are displayed. Green ticks beside the user
group indicate the group has access to the report. Red exes indicate the report group does not
have access to the report.

If you want to modify features of the report, select Edit from the menu bar.

You can change the name and sequence of the report at this stage.

If you want to change the security features of the user group, select the relevant group, and
select either Allow Access or Disallow Access.

When you have finished making the appropriate changes to the report group, select Save to
record changes
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