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@ Introduction

This walkthrough introduces you to the processes involved in producing custom
formats in Practice CS. After you have completed the walkthrough, you will be able
to apply the custom formatting features of Practice CS.

Note: This walkthrough assumes you are familiar with using Practice CS or that you
have read chapter 3, Program Overview, in the Practice CS Getting Started guide.

Opening the sample database

To perform the exercises in this walkthrough, you will start Practice CS and log in to
the Sample database as staff CAT. To log in, follow these steps.

1. Start Practice CS.
2. Inthe Login dialog, select Sample in the Open Firm field.
3. Inthe Staff ID field, select CAT.

Note: If you previously marked the Remember login information checkbox,
press and hold the SHIFT key as you double-click the Practice CS icon.
Continue to hold the SHIFT key until the login dialog appears.
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4. Click OK.

PRACTICE CS

part of the CS PROFESSIONAL SUITE®

Open Firm: | EETeS El

Staff ID: CAT =

% THOMSON REUTERS
Version 2014.5.X

oK ] l Cancel

Backing up the sample database

Data that you enter while performing the exercises in this walkthrough will affect the
Sample database. Therefore, we recommend that you make a backup of the
Sample database before you begin so that it is available for use in other Practice
CS walkthroughs.

Note: If you are running Practice CS through the Virtual Office CS® module, the
Backup menu command is not available. We recommend that you install a local
copy of Practice CS so that you can back up the sample database. For instructions
on installing the program, please see chapter 2, Installation Instructions, in the
Practice CS Getting Started guide.

To back up the Sample database, follow these steps.

1. In Practice CS, choose File > Backup.
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2. Click the l:] button next to the Backup File field and if necessary, navigate to
the folder where you want to save the backup file. The backup file will have a
file extension of BDF.

Note: The backup file will be created on the computer where the data resides.
The path specified here must be a valid path on that computer.

[© Backup Firm @
Please enter the path and file name for your Firm database backup file.

Backup file: | c\Program Files {«86)\Microsoft SQL Server\MSSQL10_50 CREATIVESOLUTIONMS D

Schedule a recurring backup

QK ]l Cancel I

3. Click OK.
4. When prompted that the backup is complete, click OK.

Practice C5 @

|0| The backup is complete,
. =

Note: After you complete this walkthrough, you can restore the sample database.
For instructions, see “Restoring the sample database” on page 83.
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B Customizing invoice and statement
formats

The Practice CS Sample database comes with several predefined statement and
invoice formats that you may use as setup suggestions. You can also use the
powerful custom format editor to create your own. You can use the existing default
format, create a new format based on an existing format, or create a new format
from scratch.

Adding a new custom statement format

For this walkthrough, you will create a new statement format based on an existing
one.

1. From the Setup menu, choose Custom Formats.

[5) Practice €5 - [Sarnple] - [Contom Fermats] o ]
Eile Edt Yoew Actgne Fgret Setup Jooh Help

POk D B G LT e B A @

| 5 A e W B U A e BSOS IR

T " AP N e TR T BRI W o B 3 [ gty
[ CustomFormats | [Frelds

Froperses.

(2

Navigation Pane

bR
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Customizing invoice and statement formats

In the Custom Formats list, notice the existing formats for both invoices and
statements. For this walkthrough, you will create a new format based on All

Open Items Statement Format.

Right-click the All Open Items Statement Format and choose Copy Format.

Custom Formats

<

B Invoices
J Activities by Activity Type
J Activity by Engagement
5 Activity Invoice Format
|j Engagement Imvoice Format
[Z] Entry Detail by Engagement
& Project Invoice Format

[Z] Project with Details Invoice Format
i) Statements

il
L

J Project wiTime Entry Comments and Det

B
= .;i_'_] Reports Add Inveice...
E -1} :;'5(: Add Statement...
B Production
o i] Billing Add Report...
B Collection Add Label/Letter...
-] Reconciliation Copy Format
B ] Labels & Letters :
-] Address Labels Edit
F- ] File Folder Labels Delete

] Letters

A new format called All Open Items Statement Format (2) appears in the list.

Right-click All Open Items Statement Format (2) and choose Edit.

Cusiom Formats

<

-] Invoices
J Activities by Activity Type
ﬂ Activity by Engagement
[E] Activity Invoice Format
ﬂ Engzgement Invoice Format
ﬂ Entry Detail by Engagement
2]

5] Project Invoice Format

[E Project with Details Imvoice Format
B Statements
[E] All Open ltems Statement Format

] Lists
] Production

ij Project wiTime Entry Comments and Det

50 A1l Open liems Strtement Farmat (71

E-{Z] Reports Add Invoice...
Add Staternent...

i1 Eilling Add Report..,
(] Collection Add Label/Letter...
(] Reconciliation c F
1] Labels & Letters opy Format
(] Address Labels Edit
(] File Folder Labels Delete

] Letters

The format opens in the center pane. You may want to unpin the Custom
Formats pane to better see the editing pane.

In the toolbar, click the Format Wizard button.

The Format Wizard opens. In this wizard, you can choose the information that
appears in the statement format.
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Customizing invoice and statement formats

5. Inthe Main tab of the Format Wizard, enter walkthrough as the name of the
new statement format.

Statement Format Wizard \EI
Main | Heading Information | A/R Information I Pay Stub Information
This wizard helps you creste statement formats. Visit each tab and select the
Parnes, Volars, Mariea & Con, CFn information you would like to include. You can click Finish at any timeto
20 Wt ke 10 1 Ay, WY complete the wizard. After the wizard is complete, your statement layout will be
Fraas 183 ceiamc = 3 displayed and you can modify the format as needed.
e —— [Sapree—
i
Tets e o
Py
b T Rutrsa s R Yo
[ —T— i
s e mn e
e . R Enter & description fer this format:
walkthrough|
tmpreg e i
ey
oy Ao
[y o
it om
[ T _tmens
Molme  DMAME Mo Samn e o
T o ] o T senn
[T r——— ]
[ —
Pty
- srmtn R
cemn o Jrt——
[
Back [ MNe¢ | [ Fmsh | [ Cancel |

6. Click the Next button to move to the Heading Information tab. Make no changes
in this tab.

7. Click the Next button to move to the A/R Information tab. Make no changes in
this tab.

8. Click the Next button to move to the Pay Stub Information tab. In this tab,
unmark the Client Phone Number checkbox to remove the client’'s phone
number from the pay stub.

@ Statement Format Wizard @
| Main [ Heading Information | A/R Information | Pay Stub I )
Select whether you would like to include a pay stub at the bottom of your
Fe Marsinez B Ca., CPAS statement format and the information that should show in the pay stub.
S0 St 110 ey . WY T
Prans soviabinte B GPA Vet s NGRS s
e —— Do 13V
coma
el Include a pay stub
D Tes Ratsrea ot Cven Baess .
U0 Dupling B el Pay Stub Information
RS e
el g — am___imoos
sl e Client ID Amount Due
R b Client Name Amount Enclosed Line
prorad b
=ty um ) )
Anar Dia S = Credit Card Payment Information
Statement Date AR Terms
GamE  poe  Soam e 1o
it i um im semn
oL rr—— ]
[ —
sibeams
Gt T At ipE
Gt o p——
N,

Next Frsh | [ Cancel

9. Click the Finish button to close the Format Wizard.
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Customizing invoice and statement formats

Editing formats

You can use the Custom Formats setup screen to customize invoice and statement
formats to suit your firm’s needs. In the following exercises you will format text,
move and align items, add a logo, and add additional text.

Formatting text and repositioning items

1. Inthe editing pane, scroll down to the pay stub at the bottom of the statement
and click the “Amount Enclosed” text.

2. Click the Bold button in the toolbar to make the text boldface.

3. The text box is now too small to contain the boldface text. Click and drag the
handle at the center of the left side of the box toward the left, then release the
mouse button. Repeat as necessary until the full text appears.

0 O m|
4=Amount Enclosed: T
m] O m]

4. Click the “Amount Due” text above the “Amount Enclosed” text box, press and
hold the SHIFT key, then click the “[AR” text box.

ate;. . «[Fepod Datel
s Amount Due: =[AR

(u]

Amiount Enclosed: §

5. Click and drag the two items you selected until they are just above the “Amount
Enclosed” text box.

] O m| ] []
oA ot DS‘%EXI AR =
[m] O D[ | ] [

Amount Enclosed: §

6. Click the “Amount Enclosed” text box, press and hold the SHIFT key, then click
the “Amount Due” text box.

m] O O
oAmaunt Due: O[AR
] O -] O

sAmount Enclosed: s

7. Now that both boxes are selected, you can align them along their left edges by
clicking the Align Lefts button in the toolbar.
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Customizing invoice and statement formats

8. With both boxes still selected, press the left arrow key on the keyboard multiple
times to move them to the left and clear of the text boxes on the right.

[m} O a
oAmount Due: B [AR
m] O " {m ]
s Amount Enclosed:: =§

9. Click the “[AR” text box, press and hold the SHIFT key, then click the text box
immediately below.

10. Click the Align Lefts button to align the selected text boxes.

Armount Due: s [AR
m] L T L o
Amount Enclosed: o} B
O ] m}

Adding a logo

You can add a logo to a statement by marking the Logo checkbox in the Heading
Information tab of the Format Wizard, but that restricts the image you insert to the

header portion of the statement. The following method enables you to add a logo to
any part of a statement.

For the current statement format, first we need to delete the old logo.

1. Click the colorful logo at the top of the statement format, then press the
DELETE key.

walkthrough
l:‘...|...1...|...2...|...3...|...4...|...5...|...5...|...?

=| [ ReportHeader

161 Parnes Velano Martinez & Co
Certified Public Accountants

2. Click the Image button on the toolbar. The cursor changes to crosshairs.

3. Click the location where you want the image to appear, hold down the left
mouse button, and drag to create a box for the image. Release the mouse
button when finished. You can move and resize this box later if necessary.

Practice CS Custom Formatting WalkThrough 9



Customizing invoice and statement formats

10

walkthrough

| 0 5 0 ) o oo 0 0 o0 0 [ 0 0 0@ 000 [ 0003 000 )00 0é o000 ) oo o= S

1

Phone: [Contact Phone phane]

[Contact Address address 1]
[Mailing City State Zip]
E-mail:: [Contact Email

Properties
4| &

4 [General] -
[Mame] Ficturel FE
Height 0.8854
Width 4 629 E
# 0.0208 1

0.0208

L] inone) [
ment | Center
BackColor Tranzparen
LinsColor  [_] Transparen
LineStyle | Transparent =

With the image box selected, click the Image field in the Properties pane.

Click the L) button in the Image field, navigate to the image file you want to
add, and click Open to insert the image into the box you created. For this
walkthrough, choose an image on your computer, preferably a simple one.

In most cases, the image will not properly fit the box you created. In the
Properties pane, select Zoom in the SizeMode field. This zooms the image to fit

within the box you created.

g P"}m Parnes Velano Martinez 6 Co
3 Cerfified Pubfc Aceomlanis

walkthrough [Fields =
Client

""" SlrrbrrlrrrErn i3 g s et ) 7|l [573 Standerd Char

=| Bl Reportbleader = ~B Custom Chart

Customn Farmula

=it n Rt 4

] [Contact Address address 1
: HEE L I - [Mailing Gity State Zip]
E-rriail [Contact Email®

Properties

0.0208 -

0.0208

4 Appearance

& (Image) System.D| |
Alignment  Center

BackColor [ Transparen

LineColor [ Transparen

LineStyle  Tramsparent

m

N~ ehav —t
- [Fimpame1] =~~~ | page Page Numberl of Par Visible 3 -
| SizeMode

[=] StatementHeader

| E Detail

| Indicates how the image is sized to
| fit within the picture's area.
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Customizing invoice and statement formats

7. Move the image to its desired location.

Tip: To move an item in the format designer, you can either click and drag the
item, or select it and press the arrow keys. Hold down the CTRL key and press
the arrow keys to move the item in larger increments.

Previewing a statement

1. Click the Preview button in the toolbar to preview the statement and check

the image’s size and positioning.

2. The Preview Custom Statement Format dialog enables you to choose a client
for whom to preview the statement. Highlight the item for client AAC and click

OK.

@ Preview Custom Statement Format

Select the client to use to preview this format.

Statement date: Period End Date |z|
Statement activity date range: | Period-to-date |z| to
[ o)
ID Description
EROWHJ Erown, Jerald & Elizabeth
ACEADVERT Ace Advertising
ANIMAL Animal Shelter 101
CRAWFORD Crawford's Steak House
FROTO Prototype Design
AAC Advanced Advertising Consultan

==l

AR Balance
350,00
6.450.00
55,048.64
1.025.00
4.880.76
5,356.00

=

When the preview window appears, notice the changes you made to the format.

The logo appears where you placed it.

Practice CS Custom Formatting WalkThrough
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Customizing invoice and statement formats

12

[&! Preview Custom Statement Format

i QBack - - &

= - o | @ 100 %

Pl ez

(B8 (EeR =)
11
=
3 . : EEEEARRRE AR b E

Phone: (800) 968-8900

z Peter Wells

- Advanced Advertising Consultants
R 9425 Main Street

3 Suite C

Albany, NY 12205

PW Parnes Velano Martinez & Co
- Certified Public Accomtants

Date Type Reference Due Date Debit Credit Balance

m

880 Technology Drive
Ann Arbor, Ml 48108

E-mail: Info@p.v.m.co. Web: www.pvmco.com
com

Date: 04/30/2014

STATEMENT

04/30/14  Amount Due

02/28/14  Invoice #337 2014-MICHIGAN-SAM 02/28/14 5,396.00 5,396.00

$5.396.00

3. Scroll down to the bottom and notice that the client phone number does not
appear on the pay stub (a change you made in the Format Wizard), and the
“Amount Enclosed” text is boldface and aligned with the text above it.

ID: AAC
Advanced Advertising Consultants

[S; Preview Custom Statement Format =N EoR
iBBack &)« D
-] | | = 100 % - 171
—
' [ ' 3 | 4 5 ' 8 ' 7 A
H
.
. 04/30/2014 03/31/2014 02/28/2014 01/31/2014 12/31/2013+ Total
0.00 0.00 5,396.00 0.00 0.00 $5,396.00
Your balance is past due - please remit payment
s Please retum this portion with payment Date: 04/30/12014

N EEE

N Card Type | ﬂ VIsA g2 Amount Due $5.396.00 s
N Card # Exp Date: Amount Enclosed:  §,

z Signature

Invoices are due upon receipt. Your prompt paymentis appreciated. All balances over 30 days will be assessed a

service charge of 18%

4. Close the preview window. Make additional changes to the format as

necessary.
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Customizing invoice and statement formats

Adding additional text

You can add text to your statements by adding text boxes.

1. Click the Textbox button in the toolbar.

2. Click the location where you want the

text box to appear, hold down the left

mouse button, and drag to create a text box of the approximate size you need.
Release the mouse button when finished. You can move and resize this text

box later if necessary.

For this walkthrough, add a text box below the “Amount Enclosed” box at the

bottom of the statement.
3.

To edit the text, double-click the text box. You can also click within the

OutputValue field in the Properties pane to activate the field. Then click the &
button next to that field to open the OutputValue Formula dialog.

walkthrough

R

_ Detail Line
[AR

[Detail Ling
[AR

[Detail Ling
AR

Dietail Line
[AR

[Client Dunning Message]

[Fields

Cliert

e & Gtandard Chart
Custam Chart
Custom Fomula
Fim

Client

=
=

Froperties

e

AlignDecima Falye -
Alignment  Left
BackColor [ Transparen

Dietail Line
[AR

Total
[AR

! turm this portion with payment.

~ Client])
- me 1]

s [ wsa [
Exp Date

[Firm accounts receivable terms
P m

Main AR Open ltems

o
alextBox2
o

Character§ip D
Fort Aial, 10pt
ForeColr Il 0.0.0
LineSpacing D

Date: [Repart Date]

0.0.0.0
“erticaldlign Top
4 Behavior

Amount Due,

Amount Enclosed: ' §
o

Outpul¥alue

The textbox content, with data

formulas contained inside brackets.

o
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Customizing invoice and statement formats

4. In the OutputValue Formula dialog, enter Thank you! Click OK when finished.

E)j Qutputialue Formula @
Description: | TewtBox?
Client System Formulas
Custom Formula -l Dates
Firm Expressions
htath
+ - b /

< Thatk, poul| ) B

Suramnary Propertiss | Aggragate Function I IF Ekpressiunl

Calculation Method - Valid onlp for dates and numeric values (valid for dates: Ava. Min, Maz). Sum -

Group Taotal - Select group section on which to reset (must also set Summary Type to SubTaotall -
Running Total - Select this for mnningdinterim calculations [must also set Summany Type). Mane -

Summary Type - This can be set to SubTatal only for Group Total calculations. Mone -
[Eom ) [dcdCuonFonis )

5. Format the text using the toolbar. Change it to Times New Roman, 14 pt, bold,
italic, and center-aligned.

i Mormal = TimesMewRom « 14 ~|[B |7 | O | é"&"ﬁ |

Amount Due: [AR

Amount Enclosed:  §
(m} O u]
o Thank you! o
O 0O O

6. Preview the statement and then move, resize, or reformat the text box as
necessary.

7. Click the Save button @ in the toolbar to save your changes.

L3
8. Click the Close button in the toolbar to close your custom statement format.
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@ Customizing Report Formats

Practice CS enables you to create custom reports that present firm data the way
you want to see it. Using a default Practice CS report as a starting point, you can
choose the data you want reported and the format in which it should appear.

Additionally, you can export the custom report formats you create so they can be
used for other databases. You can even share custom report formats with others in
the profession, and download formats that others have shared.

The Custom Formats setup screen, which you may already have used to customize
invoice and statement formats, provides the tools you will need to create your own
custom reports.

This chapter provides information on creating, copying, and editing report formats,
previewing and printing your customized formats, restoring defaults for standard
reports, importing and exporting custom report formats, and security options for the
Custom Formats setup screen.

Adding new custom report formats

Custom report formats are based on existing standard reports in Practice CS,
though your flexibility in customizing those reports is virtually unlimited. For this
walkthrough, add a new custom report following these steps.

1. Choose Setup > Custom Formats to open the Custom Formats setup screen.

2. Click the Add Document button on the toolbar and choose Add Report
from the available commands. The Report Format Wizard opens.

3. Inthe Report Format Wizard, enter My Report as the description for the new
report in the first field.

Practice CS Custom Formatting WalkThrough 15



Customizing Report Formats

4. Inthe list of Standard Reports on the left, expand the folder that contains the
report on which you want to base your custom report, then select that report.
For this example, base the new report on the Clients report under Lists.

[£] Activity Categories
|j Client Groupings
[£] Client’Engagement

[Z] Contacts
[£] Departments
[£] Engagement Categories
|j Engagement Templates
[Z] Entities
[Z] Staff Biling Rrates
[E] Staff Groupings
[E] Staff Levels
[Z] Standard Text
] Production
] Biling
] Collection
] Reconciliation

E): Report Format Wizard @
Mair
Standard Reports This wizard helps you create report fomats. Select a standard report as a
starting point for this custom report. r'ou can click Finish at any time to
B¢ Lists complete the wizard.  After the wizard is complete, vour repart lapout wil be
B [F] Activites displayed and pou can madify the format as needed

Erter a description for this format:
y Report

Selected standard report far this farmat:

Clients

[ Finizh ] [ Cancel ]

5. Click Finish to close the Report Format Wizard and return to the Custom
Formats screen with the report open in the format editor.

6. Click the Save button. @

Copying report formats

If you want to base a new custom report on a report that you previously customized,
you can create a copy of the previous report to serve as the basis for the new

16

report.
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Customizing Report Formats

1. Inthe list of reports in the Custom Formats screen, right-click My Report and
choose Copy Format from the context menu.

= -.1_] Reports
B Lists

(2 Activities
[£] Activity Categories
|:'| Client Groupings
|:'| Client/Engagement
[£] Clients
[Z] Contacts
[£] Departments
|:'| Engagement Categories
|:| Engagement Templates

[£] Entities
B
[£] Staff Billi Add Invoice...
I___1| Staff Grg Add Statement...
[£] Staff Lew
[ Standard Add Report...
-] Production Add Label/Letter...
e u_] Billing . Copy Format
B Collection :
& Reconciliati Edit
= 1'] Labels & Letters Delete
ml.al Add L=k

This adds a new report to the list named My Report (2).
2. Right-click the copy and choose Edit from the context menu. Thelﬁort opens

in the format editor. You can now click the Format Wizard button
the name of the report, or begin customizing the report in the editor.

to change

LY
3. For this exercise, click the Close button on the toolbar.

Editing report formats

The format editor on the Custom Formats screen enables you to make numerous
changes to report formats. You will use the custom report you added previously to
explore these changes.

Adding and removing columns

One of the basic operations in customizing reports is to add and remove columns
from a report. For this exercise, you will add a new column to the report you created
earlier.

Moving columns

1. Right-click My Report in the list of reports and choose Edit from the context
menu.

2. Unpin the list of reports. To do this, click the pin * ¥ in the upper-right corner of
the list pane. This enlarges your work area.

Practice CS Custom Formatting WalkThrough 17



Customizing Report Formats

3. Click the [ button next to the ReportHeader section label to hide the
ReportHeader section, which contains cover sheet information that we will not
need for this exercise.

My Report

L LI T T . T T S T T e T T T N N TN T S R N T E SO T T S TR T B

- List of [Plural Term
Report Options Sel

Report Date:

Filter Option Selection{1}]
Filter Option Selection(2}]
Filter Option Selection(3)]
Filter Option Selection(4)]
Filter Option Selection(5)]
Filter Option Selection(&)]

L B e B s s B e B L

[Group By Selection{1)]

[Report Date Option]

Filter Option Method(1)]
Filter Option Method(2)]
Filter Option Method(3)]
Filter Option Method(4)]
Filter Option Method(5)]
Filter Option Method(6)]

L B B s B e B L

[Group By Sort On{1}]

[Detail By Selection] [Detail By Sort On]

[CheckBox Option(PrintCharts)]

=| [ PageHeader

. [Firm name 1]

- List of [Plural Term
[Report Date Heal

1
- ID Description Primary Address

You will now move columns around to create room for a new column.

4. Inthe format editor, select the Primary Address text box in the PageHeader
section.
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5.  While holding down the CTRL key, select the Primary Phone and E-mail boxes
in the PageHeader section., Then, in the Detail section, select the three
address boxes, the Contact Phone phone box, and the Contact Email email
box, as shown in the illustration below.

I A O T
[ ReportHeader
=| [ PageHeader

- [Firm name 1]

- List of [Plural Term(Client)]

: [Report Date Header]

! D Description Eanary Address : EE’nmar\/ Ph!:ne Eéi—mal\
= ] GroupHeaderl

- [GroupID(1)] [Group Description(1)]

= =] Detail

. [D(client] [Description{dlent] =[Contart Address address 1] =EContact Phone phone]  siContact Email emai]
- a[Contact Address address <] "E b - -
- olPrimary City State Zip] o

a o o

=| B GroupFootert

6. Press the right arrow key to move all of the boxes to the right. Open up enough
space to insert a column to the left of the address.

Moving the columns also moved the right edge of the e-mail boxes out of the
printable area of the report. Now you will temporarily expand the right margin
and re-size the two affected boxes.

7. Inthe ruler at the top of the editor, position the mouse cursor so it becomes a
double-sided arrow at the right margin, then click and drag the margin to the
right until the ends of the e-mail boxes are shown.

2 T T = T T T - O Y T I T S | 1 I

g

Primary Phone E-rnail

Note: You may need to drag the margin a little, then use the horizontal scroll
bar to scroll to the right, then drag a little more, and so on.

8. Click within the editor to deselect the boxes you selected previously, then select
the E-mail box in the PageHeader section, press SHIFT, and select the Contact
Email email box below it.
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With the two boxes selected, hold the SHIFT key and press the left arrow key
until the right edges of the boxes align with the original right margin, as shown
below.

Prirriary Phone

o[iConkact Email email]
O o

[Contact Phone phoryg

10. Drag the right margin back to its original position (102 inches).

Inserting a column
Now you will insert a new column. For this exercise, you will add an A/R Ending
Balance column to the report.

1.
2.

Click the Text Box button on the toolbar. The cursor becomes a crosshair.

Position the cursor in the PageHeader section at the upper-right corner of the
Description text box, then click and drag to open a new text box between the

20

Description and Primary Address boxes.

ReportHeader
=| B PageHeader
- [Firm name 1]

. List of [Plural Term(Client)]
[Report Date Header]

o o o
1D Description O TextBoxl oPrimary Address
O im}

O

=| B GroupHeaderl

T T T S L A ST S T B S ST S S S S S S S S-S N S B S S-S

3. Double-click the new text box to open the OutputValue dialog.
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4. Inthe text entry area at the bottom of the dialog, enter A/R Ending Balance.
Then click OK to return to the editor.

@ Output Value Formula @
Description: | TextBox1

Cliert System Fomulas

Custom Formula Date Parts
Firm Dates

Report Expressions
Formatted Dates
Formatted Numbers
Math

< A/R Ending Balance -

Summary Properties | Aggregate Function I IF Expression|

Calculation Methed - Valid enly for dates and numeric values (valid for dates: Avg, Min, Max). Sum -

Group Total - Select group section on which to reset (must also set Summary Type to SubTotal).

Funning Total - Select this for runningfinterim calculations (must also set Summary Type).

Summary Type - This can be set to SubTotal only for Group Total calculations.

[ Beset | [ Add Cusiom Formula | [ ok ][ coneel |

5. With the A/R Ending Balance text box selected, click the Center button on
the toolbar to center the text in the box.
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In the Fields pane on the right side of the editor, expand the Client item. Then
expand the A/R item beneath Client and the Aging item beneath A/R, as shown

in the following illustration.

|Fields ¢
Client

[# Standard Chart -
Custom Chart
Custom Formula

m

Fctivity
Aging
== Beginning Balance
m= Ending Balance
== First Period
=
m=

Inner Period
Last Period
E=lLCollection
= Last AR Entry Amount
= |ast AR Entry Date
= Service Charge Past Du

4 | 1] k

Click the Ending Balance item and drag it into the Detail section of the editor,
positioning it beneath the A/R Ending Balance text box you just created.

e

List of [Plural Term(Client)]
[Report Date Header]

A/R Ending Balance

Primary Address

ATt Address address 1]
[Contact Address address 2]
[Primary City State Zip]

u " ”
0 [Aging Endingd
o o a

BEIE

B

Primary Phone

[Contact Phone phone]

R

E-mail

[Contact Email ema

T TR TN DT

#-E Standard Chart -
Custom Chart |
Custom Formula

= & Firm

& Repert

=B Client
2] 24 Period History
= AR

i 8 Activity
=-El Agin
@ Beginning Balanc®
-
E= First Periog
= Inner Period
== |ast Period
+-F& Collection

== Last AR Entry Amount

= Last AR Entry Date

o= Service Charge Past Du  _

1

il I 3

Properties

B () Add - |

Tahcma vv|B v
o | A o
T R T oo

Click the Font Size drop-down on the toolbar and change the font size to 8.

Click the Center button on the toolbar to center the text in the box.
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Aligning items
Now you will need to align the boxes you added to their neighbors and to each
other.

1. Select the A/R Ending Balance text box you added in the PageHeader section,
then press SHIFT and select the Description box to its left.

2. Click the Align Tops button on the toolbar.
3. Click in empty space to deselect all boxes.

4. Align the Aging Ending Balance box you dragged to the Detail section with the
box to its left using the same method. Deselect all boxes when finished.

5. Select the Aging Ending Balance box, then press SHIFT and select the A/R
Ending Balance box in the PageHeader section.

6. Click the Make Same Size button on the toolbar.
7. Click the Align Lefts button on the toolbar.

8. Click the Preview button on the toolbar to see your changes, using the
default report options. Close the preview window when finished.
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Note: Certain Practice CS reports (for example, the Production Analysis report) let
you include a Detail line 2 by marking the Display controls for Detail line 2 checkbox
in the format wizard.

[6: Report Format Wizard @

tain
Standard Reports This_ wizan;l helps vou create repart foimats. Se_lec:t g_standard repart a3 a
starting point for this custom report. You can click Finish at any time to
0 ll] Lists complete the wizard.  After the wizard is complete, pour report lapout will be
. . dizplayed and you can madify the format as needed.
=] Production
Production &n:
[£] Time and Expense Joumnal
,_1] Time and Expenze Listing Enter a description for this farmat;
[Z] Timesheet Exception Copy of Production Analysis
[5] whorksin-Process Surmary
-] Billing
#- ] Collection
- [ Reconciliation Selected standard report for this format:
+] ﬂ.j Project Management Production Analysis
+] u_j Client M anagement
4] u_j Staff Management

This report supports an optional 2nd Detail line. By default, the 2nd Detail
line contrals are not visible in the custom format designer. Y'ou can chooze
to dizplay the 2nd Detail line contrals in the custom format designer in arder
to give yourself more control over the report prezentation.

¥ i

| Finish | | Cancel |

When both the first and second detail line controls are visible, as in the following
illustration, you can tell them apart by clicking the control and looking at the
RequiredOption property in the Fields pane.

= GroupHeaderd

=] Detail
E GroupFooterd 4 Behavio -
[Detail Group Mk fipEbs] Group Description] 7 _rota{;gion e cFiDn [P_rocIILlc_F_ion flUDf [F‘_rodlu_;Eion CanGrow False
o [Productiond Production [Production =100 * [Production =100 * CanShrink False
S i m R— —————————— MultiLine Tiue
(=) GroupFooter3 Wisible Tre:
[Group Description(3)] Totals [Rro‘?"{‘?F'on [EI’DdlI:lCEIDn [Ero@l{c}lon flUUf [F‘Vrodll.lcflon =100%* E = :ﬁ:ﬁg: Tre
[Frodicon [Fraducion (Frodicdon =160 [Progicen Summan et 5
yFunction Sum
I GroupFooter? SummanyGroup  GroupH eaderd
SummaryRunning None
[Sroup Description(2)] Totals [Production [Production [Production =100* [Production =100* SummayType  SubTotal
[Production [Production [Production =100* [Production =100 * 4 Suppression =
Ll — e D HideDuplicates  False 1
= GroupFooterl B

—ion* < RequiredDption Delailm\>
SuppresslfLastinG 0

RequiredD ption

Specifies the custom report aption that must

bee selected in order for the control to be

[iaff Date Time Sevw] prirted

M Mmoo
€ [T 3

[Group Description(1)] Totals [Production [Production [Production =100%* [Production
[Production [Production [Production =100* [Production =100*

[ PageFoaoter

Field properties are discussed further in the next section.
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Editing field properties
The properties for various items included on reports are
governed by the settings in the Properties pane to the
right of the format editor. The properties that appear in
this pane are arranged in the following categories:

= General — Includes the item’s name, height, width,
and X and Y coordinates within its section of format
editor.

= Appearance — Specifies attributes for alignment,
transparency, font, and output format and value.

= Behavior — Governs whether the item can grow or
shrink, allows multiple lines, is visible, or allows
word wrapping.

=  Summary — Governs the behavior of summary
functions, including how subtotals are calculated
and/or reset between sections.

= Suppression — Controls suppression of
duplicates, printing, and final items under certain
conditions.

Click an item to see a brief explanation of its purpose
below the Properties pane.

Note: You can switch between categorized and
alphabetical display of properties by clicking the

Alphabetical button 2 and Categorized button = at
the top of the pane.

Practice CS Custom Formatting WalkThrough

Properties
3 |
a4 [General)

[Mamne] FageHeader_Desc
Height 0.1875
Width 2
X 0.9375
b 1.45

4 Appearance
AlignD ecimal: Falze
Alignment Left
BackColar [ Transparent
CharacterSpz 0

> Font Tahoma, 10pt
FareCalar - 0,0,0
LineSpacing 0
OutputFormat

CEINER Sort Mame

> Padding 0.0.0.0
Werticaldlignm Top

4 Behavior
CanlEmow Tiue
CanShrink | False
b ultiLine Tiue
“isible Tre
wordwirap | True

4 Summary
SurnraryFung Sum
SurnmaryGraor
SummarsRun Mone
SummaryT ppe Mone

4 Suppression
HideDuplicate Falge
Frintwhen
Requiredd pti
SuppresalfLa: 0

OutputV aue

The textbox content, with data
formulas contained inside brackets.
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Changing the output format
In this exercise, you will change output format for the field you added previously.

1. Inthe Detail section, select the Aging Ending Balance field from the previous

exercise.

2. Inthe Properties pane, scroll down and select the OutputFormat item, then click
the browse () button that appears.

Froperties
=41 |
4 [General]
[Mame]
Height
Width
b s
Ny
a Appearance
AlignDecimals
Alignment
BackCaolar
CharacterSpz
= Font
ForelColor
LineS pacing
OutputFarmat

[ Padding
Yertical&lignm

Bl 0.00
[

TextBox
0.1875
1

3.19

0

m

Falze
Center

[ Transparent

1]
Tahoma, 8pt

A-Aairatieer e

g.u000 [

00,00
Top -

3. Inthe OutputFormatDialog, select Currency from the list of categories, then

click OK.

[@ Output Format

Category: .

General ample

Number £12,345.00

Date— Decimal places: |2 =
Time

Percentage Use 1000 Separator (,)
Custom

MNegative numbers:

(B

(512,345.00)

Changing font properties
In this exercise, you will change the font of the main report heading.

1. Select the report title in the format editor.
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List of [Plural Term(Client)] B
|Report Date Header]

A/R Ending Balance  Primary Address Primary Phone

2. Inthe Properties pane, select the Font item, then click the () button that
appears. This opens the Font dialog.

3. Inthe Font dialog, make the following selections:
= Font— Verdana
= Font style — Bold
= Size—14
Mark the Underline checkbox, then click OK.

Font
Font: Font style:
Verdana Bold
TrAJAN PRO « | |Regular i
Trebuchet MS Italic
Tw Cen MT Bold
Bold Italic
Viner frangd ITC o -
Effects Sample
[ Strikeout
Diiicig AaBbYyZz
Script:
Westem -

The font for the report title has been changed to match your specifications, as
shown below.

List of [Plural Term(Client)]
[Report Date Header]

A/R Ending Balance  Primary Address Primary Phane

4. Click the Preview button on the toolbar to see your changes, using the
default report options. Close the preview window when finished.

Note: The value in the field used for the preceding exercise, “List of [Plural
Term(Client)],” reflects that this field contains an item that uses terminology that can
be customized within Practice CS to match the terminology used by your firm.
Terminology can be customized on the Terminology tab of the Firm setup screen.
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Using formulas

Now you will add a field to the report that contains a calculated amount. Practice CS
provides a formula editor for this purpose.

Preparing to add a new column
Before you add the new field, you will need to clear some space. First, delete the
E-mail column.

1. Select the E-mail text box in the PageHeader section, then press SHIFT and
select the Contact Email email box in the Detail section.

Primary Phone =E-mail =

[Contact Phone phone]  o[Contact Email email]
o o

[mipm}

2. Press DELETE.

Next you will shift columns to the right to open space for the new column.

3. Select the Primary Address box, then press the CTRL key and select the
Primary Phone box in the PageHeader section and the three address boxes
and Contact Phone phone box in the Detail section.

List of [Plural Term(Client)]

[Report Date Header]

pding Balance =Primary Address ==rimary Phone .
Ending Balance] :[ContactAddrﬁs addr&ss_l] D::ContactPhone phone] o
= Cm o a

E [Contact Address address
& [Primary City State ip]
.

2]

4. Press the right arrow key until the phone boxes are flush with the right margin
(10¥z inches).

Note: Do not hold down SHIFT or CTRL for this step.

5. Click in blank space to deselect all selected items.

Adding a formula
Now you have space to add a new column. For this column, we need to create a
custom formula.

1. Inthe Fields pane, right-click the Custom Formula item and choose Add
Custom Formula from the context menu. This opens the Custom Formula
dialog.
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2. Inthe Description field, enter Average Days to Collection. This will display the
average number of days between when you invoice a client and when they pay.

3. On the left side of the dialog, expand the Client, A/R, and Collection items until
you see the Collect Day Count item, as shown in the following illustration.

[& Custorn Formula @
Description: | Average Days to Collection
Client"A/R"Collection“Collect Day Count System Formulas
Report - Date Parts
=B Client Dates
24 Period History |E| Expressions
= AR T Formatted Dates
Activity Formatted Numbers
Aging Math
=B Collection

= Applied Count

= Applied Debit Memo Amount
= Applied Invoice Amount

= Applied Service Charge Amount

B Colect Day Count

= Collected Amount -

Aggregate Function | IF Expression

Select the numeric value from the field tree list.

- Summary Function: | Sum -

Summary Grouping: |Grand Total -

]
=]
T
it

7
1)
=]
g
2
o

4. Double-click Collect Day Count to add it to the formula.

5. Click the button to create a division formula.

Note: When you click one of the operator buttons (add, subtract, multiply
divide), you will not notice any change until you add another field. The formula
will then be properly formatted with the operator between the two fields.
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6. Double-click the Applied Count item from the list to add it to the formula. Check

to see that your formula matches the one shown in the illustration.

= Caollection

gl prlied Count
Applied Debit Memo Amount
Applied Invoice Amount
Applied Service Charge Amount
Collect Day Count
Caollected Amount

il

) (&) &

Date Period Start(0), Report Date)]

[Client Collection Collect Day Count{Client, Report Date Period Start(0), Report Date) / Client Collection Applied Count(Client, Report

Click OK to save the custom formula. It now appears as a sub-item beneath

Expand the Custom Formula item and drag the Average Days to Collection item

onto the report in the Detail section, in the empty space you created earlier.

7.
Custom Formula in the Fields pane.
8.
Wy Firpest
lcemty sy fowpsysatoay
[Detail By Selecton] [Detail By Sort On]

[ChedkBox Option{PrintCharts }]

= eHeader

- nanre 1f

[Graup By Direction{1)] [Group By Page =

[Detail By Durecton]

Descriptian

=| apHesder]
- 1)) [GrowpDescription(l)]
=\l

[Descriphon{Chert]]

List of [Plural Term(Client)]

[Repart Date Header|

A/R Fnding Balance Primary Aglfuss P

[Ageng Ending Balance]

30

o o o o 3 w

8 [Average DaysS .

o o a (3 ress acidress 7] .
[Primary City State 30]

[Fralds

Custom Fumuds’ Average Days lu Colect

01575
1

X 5125
i 01

0

Appenrance
Align Ciecin Falan

9. With the custom formula field still selected in the editor, scroll down the
Properties pane to the OutputFormat item.

Properties
141 |
4 Appearance -
Align Decin False
Alignment  Right
Back Color | Transparent
Character £ 0
> Font Tahoma, 10pt
Fore Color H 0. 0.0
| —timesSpaor 0 ——|
| Output ForrE22 K11

Cutput Owve

Cutput Valu [Client Collection Call
B Padding |0.0.0.0

Wertical Ali; Top
4 Behavior

Can Grow  True

Can Shrink False -

10. Click the [=) button to open the Output Format dialog.

11. In the Decimal Places field, change the value to 0. Then click OK. This modifies
the numeric output so that it shows integers only, with no decimal places.
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[@] Output Format

Category: o
General e

12345

Curmrency 5 =
Date Decimal places: |0 =
Time
Percentage Use 1000 Separator (,)
Cust
o Negative numbers:

)  (watmedu)]

If you need help with the final few tasks below, refer back to the earlier
exercises in this guide.

12. Change the font size for the Average Days to Collection box to 8 pt.

13. Add a new text box to the PageHeader section to serve as a label for the new
column. Enter Average Days to Collection in the text entry field for the text
box.

14. Widen the upper Average Days to Collection box so it fills the available area
between the neighboring columns.

15. Select the lower box, then press SHIFT and select the upper Average Days to
Collection box.

[Report Date Header]

o o o
A(R Ending Balance BAverage Days to Collection  Oprimary Address
(uf m] m]

[~ging Ending Balance] 5 [Avera.geDa}'sb:: [Contact Address ad

. o L] [Contact Address ad

16 Click the Make Same Size button on the toolbar.

17. Align the two new boxes with each other by left edges and with their neighbors
by top edges.

18. Center the text in both boxes.

Note: If you make changes to a custom formula after you have already added a
field that uses the formula to a report, you must replace the previously added field
for the formula changes to be reflected.
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Creating an IF expression

Practice CS makes it easy to create IF expressions to determine what to print under
certain conditions. A simple example is to use an IF expression on My Report to
print “n/a” when the client has no A/R ending balance.

1.

32

On the My Report format, double-click the [Aging Ending Balance] text box in
the Detail section to open the OutputValue Formula dialog.

If necessary, delete everything from the text field below the operator buttons.
Click the IF Expression tab below the text field.

In the left pane at the top of the dialog, click the expand I buttons to expand
the Client, A/R, and Aging items.

[& Output Value Formula
Description: | [Aging Ending Balance]

Client"A/R"Aging\Ending Balance System Fomulas

] Custom Fermula P Date Parts

- Firm -(E Dates

£} Repet |7 [+ Expressions
=] Client e} Formatted Dates
e 24 Peried History #-E Formatted Numbers
=E AR (& Math
F-E Activity

= Aging
= Beginning Balance
=
= First Pericd
== |nner Pericd
= |ast Pericd -

Summary Properties I Agaregate Function | IF ENDI'ESSiUD__§|

Select the IF parameters from the field tree list. Operator Enter the criteria for the condition here.
condition: - -
Then - Otherwise -
print. - print: -

Beset Add Cu: Formula QK l I Cancel
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Drag the Ending Balance item to the first field in the If condition row.

@ Output Value Formula
Deescription: | [Aging Ending Balance]
Client"A/R"\Aging‘\Ending Balance System Fomulas
Custom Formula - Date Parts
=| Dates
Report K Expressions
= Client Formatted Dates
24 Period History Formatted Numbers
=HE AR Math
Activity
&) & 04
A
Summary Properties I Aggregai’p Function | IF Expression |
Operator Enter the criteria for the condition here.
-
Otherwise -
print: a
[ Apply I [ Clear ]
Add Custom Formula [ QK l [ Cancel ]

Leave the = symbol selected in the Operator field.

In the last field of the If condition row, enter the numeral zero (0).

In the Then print field, enter n/a.
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9. Drag the Ending Balance item (again) to the Otherwise print field.

[6: OQutput Value Formula
Description: | [Aging Ending Balance]

Client"A/R"\Aging"Ending Balance

System Fomulas

Custom Formula

Report
E-E Client
24 Period History
=B AR
Activity

- Date Parts

|=| Dates

E Expressions
Formatted Dates
Formatted Numbers
Math

(e = e

Summary Properties I Aggregate Function | IF Expression |

IF [AR Aging(Key{Clierit), Minimum Date, Report
condition: Date)]

Select the IF parameters from the field tree list.

-

Operator Enter thedsgiteria for the condition here.
(—] [ ]

Then n'a - Otherwsg [AR Aging{Key(Cliert). Minimum Date, Repot =
print: = print: Date)] =
[ ey | [ Cear |

BReset Add Custom Formula

Y — =

You have now created an IF expression that says that if the client’'s ending
balance is equal to zero, print “n/a” on the report, but otherwise print the ending

balance.
10. Click the Apply button.

11. Click OK to save the expression, then confirm that you want to save the

formula.
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12. Click the Preview button, leave the default options, and click OK to preview

the report. Several clients with zero balances show “n/a” in the A/R Ending

Balance column.

ACEADVERT

ALPHA

ANDERSON

ANIMAL

BENTON

BINGS

BINGTA

BROWN

CRAWFORD

GOLDEN

Parnes, Velano, Martinez & Co.

Description

Advanced Advertising Consultan

ABC Partnership

Ace Advertising

Alpha Promotions

Anderson, Joe &Kim

Animal Shelter101

Benton, Stephanie

ging, Sally

Bing, Ted & Angela

Brown, Jerald &Elizabath

Crawford's Steak House

Golden, Michael & Meredith

Printed by CATon 6/26/2014 at 444 PM

List of Clients
Wednesday, April 30, 2014

AR Ending Balance ~ Average Days to Collection

$5,396.00

nfa

$6,450.00

nfa

§55,049.64

§350.00

$1,025.00

nja

0

Primary Address

9425 MainStreet
Suite C
Albany, NY 12205

456 StateStrest
Ann Arbor, MI 48104
12345 Lakeview Lane
LaJolla, CA 92037
5699 La Joll Village Drive
LaJolls, CA 92037
435 Eight Mile Road
Northuille, MI 48167
1357 W. Huron Street
Ann Arbor, MI 48105
9565 PlacidWay
Brighton, MI48114
5542 Lake View Strest
EastLansing, MI 48823
5542 Lake View Strest
EastLansing, MI 48823
499 Powel  Strest
Inglewiood, CA 80312
1418 First Avenue

San Diego, CA 52037
9525 BellRoad
Scottsdale, AZ 85260

Primary Phone
(215)658-9588

(300} 658-8548

(734)766-0000

(858)996-8741

(248)517-5858

(734) 448-6214

(810)523-9658

(510)665-1214

(519)882-9544

(520)568-2584

Pags ]

13. Close the preview window and click the Save button @ on the toolbar.

Previewing report formats

You can preview reports that you are customizing as you work on them. The
previous exercise instructed you to preview the report at two separate points.

1. To preview a report as you work on it, click the Preview button on the

toolbar.
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Before the preview appears, you can modify report options in the Preview
Custom Report Format dialog. This dialog offers the same tabs and fields as
the Print Reports screen.

Select the options to uze ta preview this report

Selection | Layout

Dates

Fieport date; Period End D ate n

Filkering

ik

2. When the report options are set to your liking, click OK to see a preview of the
report. For this walkthrough, leave the default options.

The preview opens in a separate window.

L K€Mz
O T R R T R e T T B T N T T S R T e e O T P S, T
Parnes, Velano, Martinez & Co.
Wednesday, April 30, 2014
o Description AR Ending Balance  Average Days to Collection  Primary Address Primary Phone
. ™ Advanced Advertiong Conslan 539622 [] 8425 Mg St (215)854-9508
5 Site €
Albany, WY 12205
4 e ABEC Partnershg. na 1] 56 State Rreet () 6540548
AnnArber, M1 40104
- ACLADVIRT Acehdverteing SeAS000 ] 12345 Lakevitw Lane (734} Pee-2000
La Jalls, CA 13037
' Ll Alpha Promotons nie ] 5499 LaJollavillage Ceve (550) y-AT4L
LaTalle, CA 32037
! ANDERSIN  Andersen, Jos Ak e ] 435 Eight Mile Raad (244) 5175358
2 Northwlle, Mi S0167 |
p AR Anvinal Shelter 101 B ] 1357 W, Muron Sireet (734) 540-6214 =
< Ann Arbos, M1 48125
= BENTON Beston, Stephae e ] AT Placid Wy (W10) 5332458
x Brightos, M1 48134
s EINGS Bing, Seky e ] 554 Laike View Strest
. EastLansing, MI 48423
- BINGTE Bing, Ted BAngda L ] £542 Lok View Strom
+ EastLangiag, Ml 48923
£ BROWN Brown, Jerald & Bt 535000 L] 439 Powell Strest (510)665-1214
H Inglewosd, Ca S35
- CRAWFORD Crawford’s Steak House $1.025.08 L] 1418 First Averue (E19) 8224544
= SanDiege, C4 92037
. GOLDEN Golden, Michael hMeredth L 1) 525 B4llfnad (5201544-2584
t Stomsdale. AZ 45250
> Printed by CATon 6787014 at .48 PM Fage !
V '
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Notes

= If you keep the preview window open, you can make further changes to the
report and click the Preview button again to refresh the preview using the same
report options.

= You can click fields in the preview to drill down to other screens.

= If ared line appears down the right side of the report preview, the page width is
too wide. Adjust the printable area by dragging left on right margin of the ruler.

Printing custom reports

When you save a custom report format for the first time, it is added to the list of
reports in the Print Reports screen, in the same category as the standard report on
which it was based.

You can print custom reports just like any other report, and can add them to report
profiles.

Note: You can also print custom reports directly from the Custom Formats screen
by previewing the report and then clicking the Print button on the toolbar of the
preview window.

Restoring defaults for standard reports

If you have customized a standard report format and decide later that you want to
revert to the defaults for that report, you can easily do so. Customized standard
reports can be identified by the different icon that appears next to them in the list of

reports. e

To restore defaults for a standard report, follow these steps. For this walkthrough
you added a new report, so you should not need to perform this procedure now, but
it is included here for your information.

1. Inthe Custom Formats screen, right-click the report and choose Edit from the
context menu. The report opens in the editor.

2. Right-click the report again and choose Restore Default from the context menu.

Note: The Restore Default command is only available for standard reports that
have been customized and that are open in the format editor.

3. Click the Save button @ on the toolbar.
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Importing and exporting formats

You can export the custom formats you create so they can be used in other firm
databases. Exported formats can then be imported for use.

Exporting
In this exercise, you will export the report we created earlier.

1. Choose File > Export > Custom Formats. The Export Custom Formats screen
opens.

2. Click the [# buttons to expand the Reports item and the Lists item beneath it.

3. Mark the checkbox for My Report.

[@] Practice C5 - [Sample] =l =
Eile Edit Miew Actions Setup Iools Help
P QBack ~ @~ @ A 2N vy B - @ ()A -] Q@ -

¢ | Export Custom Formats

Export Custom Formats to: [[] File
[ E-mail

ERE[E] invoice:]
B[] Statements
[= | Reports

[] Departments
[£] Engagement Categories
[£] Engagement Templates
=g
= My Report
Ty RERen )
2] Stzff Billing Rates
[£] Stzff Groupings
] Staff Levels
[5] Stendard Text
&[] Production
&-C0¢] Billing
&[] Collection
[T () Reconciliation
=[] Labels & Letters
@[] (] Address Labels
#-[C](J File Folder Labels
B-E]( Letters

Navigation Pane

OOEOEAEEEEE

For Help. press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30/2014

4. Atthe top of the screen, mark the File checkbox. This will export the format as a
file, to be saved in a location of your choosing.

5. Click the l:l button on the right end of the field.

6. Inthe Browse For Folder dialog, navigate to the location where you want to
save the custom format. For this exercise, choose your computer's Desktop and
click OK.

7. Click the Export Selected button. Your custom format is exported as a file with
an extension of .cfx.

8. Click OK to dismiss the confirmation dialog.

Note: If you want to send the custom format as an attachment to an e-mail
message, mark the E-mail checkbox and click the button next to the field. You
can then select recipients, and when you click the Export Selected button a
message will be sent with the custom format as an attached file.
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Importing

If there are custom formats available to import, you can pull them into Practice CS
using the Import Custom Formats feature.

Follow these steps to import a custom format.

1. Choose File > Import > Custom Formats. The Import Custom Formats dialog
opens.

2. Click the |_| button next to the Import Source field.
3. Inthe dialog that opens, navigate to your computer’'s Desktop and click OK.

4. In the Import Custom Formats dialog, mark the checkbox for My Report.cfx

@ Import Custom Formats EI@

Flease enter a file or folder to impaort.

Import Source: | C:\Users\u0011484\Desktop'My Report.cfx E]
[F] Remove Imported Files

Select the formats you would like to import and change the format description if necessany.

x Format File Format Description
] My Report.cfx My Report

[ Import Selected ] [ Cancel ]

5. To import the format, you would click the Import Selected button, but for this
exercise click Cancel.

Practice CS Library

A Practice CS Library portlet is available for all dashboards. This portlet enables
you to download custom formats created by others in the industry or additional
formats created by our Development staff. You can also submit your own custom
formats for consideration.

To add this portlet to any dashboard, follow these steps.
1. Open the dashboard where you want to add the portlet.
2. Click the Select Portlets link in the upper right corner.

3. Inthe Select Portlets dialog, mark the Practice CS Library checkbox, and click
OK.

Note: You may need to resize the portlet to view the information. Click and drag
the edge of the portlet to resize as necessary.
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4. Click the Custom Formats link at the top of the portlet.

[[Practice Cs Library

PRACTICE CS® LIBRARY

Welcome Custom Formats Formulas Help Videos & PDFs Suggestions

=S Bl

e

Mew! Subscribe to Custom Format Updates! ¥
‘Custom Formatting Service ¥
Contribute to the User Community ¥

‘Custom Format graphics available here!

Filter Custom Formats by keyword: (7]
Type Title Notes Import Updated Version
Billing Billing Analysis with Discount % 12/17/13 2013.2.2

e

Billing Worksheet (No Cost)

Billing Worksheet (Portrait Separate
Hrs/Units)

Billing Worksheet (Portrait)

Billing Worksheet (Portrait) Alternate 1
Billing Worksheet (Separate Hrs/Units)
Detail Worksheet

12/17/13  2013.2.2
12/17/13  2013.2.2

& G

03/24/14  2013.2.2
12/17/13  2013.2.2
12/17/13  2013.2.2
12/17/13  2013.2.2
11/06/12  2012.1.3 o

BRERPR P PR |§‘
i
@

e

Excel Export of Invoice Detail

Hover your mouse pointer over the name of a report (or click a name) to see a
report description and some basic instructions.

Click the title of a report to see a sample. If the report looks like one you would like
to use, click the Import icon %toadditto your list of available reports in Practice
CS. Imported reports are added to the appropriate report groupings and are
available on the Print Reports screen as well as the Custom Formats screen.
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Security

If your firm uses the security features of Practice CS to establish security groups
with different levels of access to program features, you can grant or deny access to
the Custom Formats setup screen by security group. You can also control access
by type of report (e.qg., invoices, statements, reports, labels & letters), or by

individual report.

1. To set options for firm security, choose Setup > Security Groups.

Note: This command is not available unless you have marked the Enable Firm
Security checkbox in Setup > Firm > Preferences.

Select the Time Entry security group and click the Edit button.

Click the [ buttons to expand the Practice CS, Menu, and Setup Menu items.

2
3
4. Click the Edit button in the lower left corner.
5

Mark the Custom Formats checkbox under Setup Menu.

Security Groups

2 B Time: Entry}
Description

Add New Clients

Administrator

Billing

Billing Invoice Approval

Office Administrator & HR

Partner

Project Manager

Receipt and Adjustment Entry

Staff Manager

Identification
Description: | Time Entry

Security Group information

Privileges changed:

- [ View Menu
[l Actions Menu
= [ Setup Menu
[ Firm
[ Offices
[ Staff
[T Activities
Clients
Security Groups
Groupings
Custom Fields
Templates
Taxes
Service Charges
Staff Rate Descriptions
Recurring Bill Descriptions
CPE Course
Bank Accounts

CustomFo::a_D
o bt

- [@ System Configuration
[C] User Preferences
[ Tools Menu
G- [ Data

i o s o e e [

1=

Er @] Pracice C5
£ [ Menu
- [ Setup Menu

Statements
Reports
Labels & Letters

G

You just granted access to the Custom Formats screen, and as you can see in the
right pane, this also granted access to all custom formats data. However, for this
example you want to restrict access to only custom formats for reports. To do so,
you must modify security settings for custom formats data.
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1. Inthe left pane, click the collapse = button to collapse the Menu item, then click
the expand # buttons to expand the Data and Custom Format Data items.

2. Clear the Invoices, Statements, and Labels & Letters checkboxes. Notice that
each time you clear a checkbox, the right pane shows you the effects of your

last change.

Security Groups

Search: | [EENENT
Description

Add New Clients

Administrator

Billing

Billing Invaice Approval

Office Administrator & HR

Partner

Project Manager

Receipt and Adjustment Entry

Staff Manager

Identification
Deseription: | Time Entry

Security Group information

Privilege Selection:

Privileges changed

= [@]{Practice CSt
Menu
=@ Date
¥ [] Activity Data
[F] Bank Account Dat
(¥ [M] Client Data
(¥ [ Contact Data
i [F] CPE Course Data

[F] Custom Field Dats
L @rCTstom Format Dai

[C] Statements
Reports
[T Lsbels & Letters
DN Custom Portlet Data
oz

&[] Firm Data
[] Grouping Data

G [ Invoice Data

&[] Office Data

[ [] Receipt & Adjustment Data

] Recurring Bill Description Data

Schedule ltem Data

[7] Security Group Data

[C] Service Charge Data

Staff Calendar Data

[ Staff Data

(- [@] Staff Location Data

[] Staff Rate Description Data

[] Standard Text Data

e

= [@] Practice CS.

&) @ Custom Format Data

Tl L obels & Letters

-

Though you have now granted access to report-related custom formats, the reports
that appear on that screen for members of the security group are determined by

security settings for the Print Reports screen.

For access to a report in the Custom Formats screen, a security group must first be
granted privileges to print that report.

1. Collapse the Data section and click the [ buttons to expand the Menu, File
Menu, and Print Reports items.

2. Expand the Collection item under Print Reports.
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3. Mark the checkboxes for the Accounts Receivable Ledger and Accounts
Receivable Summary reports.

Security Groups
Search: |[ITENEIY

Description
Add New Clients Description: | Time Entry

Identification

Administrator Security Group information

Billing

Privilege Selection

Privileges changed
- [l Practice CS

Billing Invoice Approval
Office Administrator & HR

-] Menu
Pariner [ File Menu - [ File Menu
[ New £ [l Print Reports
Project Manager [ import - @ Collection
Receipt and Adjustment Entry [] Export
Print Reparts

m

Staff Manager

ollection
[l 4ccounts Receivable Applications
[] Accounts Receivable Ledger
[ Accounts Receivable Recap
] Accounts Receivable Summary

v
[ Invoice Receipts Analysis
[ Receipt and Adjustment Journal
[ Service Charge Joumal
&[] Billing
) [] Reconciliation
[] Print Labels & Letters
&[] Print Invoices & Statements
[] Delete Firm
[ Backup
[] Restore
[1€S Connect
&[] View Menu
- [ Actions Menu
£ (@] Setup Menu
[ Firm e

You granted the security group privileges to print only two of the Collection reports.
You can see that in addition to the two Collection reports, this group has printing
privileges for some of the List reports (a checkmark would indicate access to all
Lists, while a square denotes only partial access).

Though this security group has been granted access to Reports in the Custom
Formats screen, it will only be able to customize the reports for which it has been

given specific printing privileges: in this case, some of the Lists, and the Accounts
Receivable Ledger and Accounts Receivable Summary.

»  For this exercise, click Cancel to discard your changes.

Note: When a staff member creates a custom report in the Custom Formats screen,
all members of that person’s security group are given access to print and customize
the new report. If the staff member belongs to more than one security group, only
the groups that previously had access to the report on which the new report was
based will have privileges for the new report.
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@ Additional Examples

This chapter offers a few examples that will take you through the customization
process to create new reports. The exercises in the previous chapter familiarized
you with customizing a listing report by adding and removing fields, editing field
properties, and creating a formula. The following examples build upon those basic
skills.

Example: Removing a column from Billing Worksheet report

Some firms may wish to remove the cost information from the Billing Worksheet
report, because of what this information might reveal. In this exercise, you will
remove the column and adjust the positioning of the remaining columns.

Removing the Cost column
1. Choose Setup > Custom Formats to open the Custom Formats screen.

2. Expand the Reports item and then expand the Billing item.
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3. Double-click Billing Worksheet to open that report in the format editor.

7 Billing Works =
¥ Report Options ¢
1
= Renon D [#epare Date Opdon]
% [Detail Line Label1} [Detail Line Optioe(1}
T [Oeail Line Labeiz)) {Detail Line Optionzl]
; [Filter dption Selection(t] [Fiter Option Metod(T
= [Filter Dobon SetetionZ] [Fiter Option MethodC}
- [Filter Dpton Selectien(I] [Feer Dption Metho(s}
= [Filter Spton Setection(4] [Féer Dption Methodls}
r [Filter Qobeon Selection(s] [Fimer Option MethodS]
3 [Filter Dation Selectionll [Fier Otion Memodiy
5 [rows By Sefecon(] [Groun by Sart on{il]
A e [Graun By Selaction] [Graun tty Sart Go(a]

: 5 Pl S L = [Groun iy Selection3} [Groun By Sart On{3]
s [Grow By Selestiont<l] [Group By Sart On{4]
= [Grows By Selections] [Group By 5art On{SH
o [Groun By Selectionisl] [Group By Surt On{t] L
= [Oetail by Selecon] [Detail By Saron] (\mﬁu-u
- o be used a5 the
5 o Aleslacliooeist vl

|||/ o Cortact intsematin | Agng WIP snd AR | AR Coen tems
A —— — et
Fortelp, presa F1 Cumond Login CAT | Current Period: 4712014 - £30201

4. Click the Preview button @ to see where the Cost column is situated on the
report.

5. Leave the default options selected in the Preview Standard Report Format
dialog and click OK. The report opens in a preview window. Locate the Cost
column.

K€ > He

3 \ G S e T g s 1 [

L

Parnes, Velano, Martinez & Co.

Billing Worksheet
Wednesday, April 30, 2014
January 1, 1900 - April 30, 2014

AAC Advanced Advertising Consultan
Advanced Advertising Consultants Office: MICHIGAN Partner: SAM Manager Associate:
3 Phone (Business): (215} 658-0588
2 9425 Main Street E-mail: cs.advancadad@g.mail.com
Suite C

Albany, NY 12205

* Billing Instructions:

AAC Advanced Advertising Consutan Time & Expenses Available to
z Engagemert Staff Activity Dste Rate perHourlnt  Hoursnits Cost Amourt  Bill Amount Comments / Biller Note (*Billr)
- Audit Serviess
4 AL sam NBRESEARCH  11f11/11 Times 325.00 200 170.00 650.00  Non-hilable
' Audit Services Totals 200 \ 170.00 l 650.00
- Client Advanced Advertising Consutan Totals 200 \ 170.00 / £50.00
: ABCP ABC Partnership
B ABC Partnership Office: MICHIGAN Partner: SAM Manager: Associate:

Phone (Business): (800) 658-8548
456 State Street E-mail: info@ABCPartner.ship.net

Ann Arbor, MI 48104

* Billing Instructions:

B ABC Fartnership Time & Expenses Available to be biled
Engagement Staff Activity Date Rate per HourUnit  Hours/Units Cost Amourt Bill Amount Comments / Biller Note (*Biler)

Business Tax Services

BUSINESSTAX SAM NBRESEARCH 12/06/11 Time: 275.00 150 127.50 41250 Non-bilable
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Close the preview window. In the format editor, select the text box labeled Cost
in the GroupHeader3B section.

Press the SHIFT key and select the fields directly below the Cost text box in the
GroupHeader3C, Detail, GroupFooter6, GroupFooter5, GroupFooter4, and
GroupFooter3B sections, as shown below.

—| B GroupHeader3s

_ [Billing WorkshéBt bherk/deksibttlient desaiption] Time & Expenses Available to_be biled

- [Singular [Singsifegular _ [SirgulSingulaSingular DatsDate | RateperHourfnt  Hours/Unite Costs  Amount  Bill Amount Comments / Biller Note (*Biller)
- .

=| B GroupHeader3C
_ Beginning Balance [Billins [Billings [Billing
=| [ GroupHeaderd

- [Group Description)]
=| O GroupHeaders
- [Group Description(s]]

=| [ GroupHeader6

- [Group Description(s]]

=| B Detsil

_ [Billing [eillBgling  [Billing [Billing [Billng  [Billiigillng Bwmense [Biling [Billins [Biling= [Billing [Billing Eiting TBihere(Ealfailivo kibeksbr apteje|
- = . . Comments: [Billing Worksheet comme| _
=| B GroupFooters |
. [Group Description(s)] Totals [Billinm [Billings [Billing [Billing Dedsion

=| B GroupFooterS

_ [Group Description(s)] Totals [Billing [Billngs [Billing [Billing Dedsion

=| B GroupFooterd

_ [Group Description{)] Totals [Billins TBillngs [Billing [Billing Dedsion

] GroupFooter3C
[] GroupFooter2B

o o =)
[Billing Worksheet Client Totals Desaiption] [Billing [Billingty [Billing [Billing Dedsion
- o yu Ir

=| O GroupFooter2A

Note: Cost-related fields appear in multiple report sections despite not
appearing in the report preview you generated. The additional sections are
used when one or more groupings are selected prior to printing the report.

Leave the items selected and scroll to the bottom of the report.
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9. Press SHIFT again and select the remaining three cost-related fields, which are
in the GroupFooter2, GroupFooterl, and ReportFooter sections. Skip the items
in the GroupFooter3A section.

—[ B GroupFooter3a
Previous 24 Period History

R [Report [Report Date [Report Date [Repart Date [Report Date [Report Date [Report Datz [Report Daie [Report Date [Report Dae [Report Date [Report Date T

- Produced [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF  [Client

R Adjusted [ClientWF [Client WF [Client WF [ClientWF [ClientWF [ClientWF [ClientWF [Client WF [ClientWF [ClientWF [ClientWF [Client WF  [Client

- Invoiced [AR [AR [AR [AR [AR [&R [4R [AR [AR [AR [AR [&R

! Colleded  [ARActviy [ARActivly [ARActviy [ARActviy [ARActviy [ARActviy [ARActiviy [ARActiviy [ARAciviy [ARActviy [sRActiviy [ARActiviy [ARAct

. [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date [Report Date T

- Produced [g\ient\"’]F_ [glienthF_ [gher!t\'\’lf [gher!twlf [ghethng [g\ient\'\’]F_ [g\ient\"’]F_ [glienthF_ [gher!t\'\’lf [gher!twlf [ghethng [g\ient\'\’]F_ [g\ient

R Adjusted [ClientWF [Client WF [Client WF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWE [ClientWF [ClientWF [ClientWF [Client WFE  [Client

- Invoiced [aR [AR [AR [AR [AR [aR [aR [AR [AR [AR [AR [aR

: Colleded [AR Activity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARActivity [ARACH

=| B GroupFooter2

_ [Group Description(z)] Totals [Billng _[Billing Dedsion

=| B GroupFooterl

_ [Group Description(L] Totals [Biling [Billing Dedsion =

=| B PageFooter

. [Staff Date Time Stamp] Paga [Paj

=| B ReportFooter

. e

" ReportTotals [giling [Billngs [Biling [Billing Dedision

B Ty
Tl m i " 1] ]

Main | Contact Information | Aging WIP and AR | A/R Open tems |

10. Press the DELETE key.

Note: If you are unsure whether you are selecting the right fields, you can double-
click a field to open a dialog that displays the formula. The cost-related fields all
include “Cost” in their formulas.

You can also select a field, scroll down to the OutputValue item in the Properties
pane, and hover the mouse pointer over the value for that item. A tooltip appears
showing the formula, which includes the word “Cost.”

Properties
Al
[Billing [Billing [Billing [Billing [Billing O&iHing Thithere i MWarkéhesshdEr mtehe W
Comments: [Billing Workshest comme|
[Billing [Billing [Billing [Billing Dedsion
4 Appearance =
) [IEi!I\ng_ ) [IBi!Iing_ [IBi!Iing_ Bil\lir_l‘gl Decisio_lj = Align Decim False
Alignment  Right
- = . L - Back Color [_] Transparent
) [IEH!I\ng_ ) [IBI!|IHQ [IBl!Img_ BI”III'.I‘QI DECISIDE Character S 0
> Font Tahoma. 8pt
Fore Color [l 0. 0.0
i L 5 Line Spacin 0
[Billng [Billinga [Billing_[Billing Dedsion Output Forn #.H#0.00
u; u; 1T Output Forr| N r.2-
Output Over
‘ [Billing \Worksheet live calculated cost{Biling Workshest]]
Previous 24 Period History [ Padding 0,0, Dbg
pte [Report Date [Report Date [ReportDate [Report Date [Report Date [Report Date [Report Date T Vertical Alig Top
F [ClientWF [ClientWF [ClientWF [ClientWF [ClientWF [ClientWEF [ClientWE  [Client 4 Behavior 8
UE [ClientWTE [ClientWTF [FliantWIE [ClientWIE  [ClientWE [FlientWTE [Client W [Client Can Growe Tois
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Adjusting column spacing

Now that you have removed the Cost column, you may want to close up the space it
left behind. Preview the report again to see how it looks with the column removed.

Parnes, Velano, Martinez & Co.

Billing Worksheet
Wednesday, April 30, 2014
January 1, 1900 - April 30, 2014

AAC Advanced Advertising Consultan
Advanced Advertising Consultants Office: MICHIGAN Partner: SAM Managen Associate:
Phone (Business): (215) 658-9588
9425 Main Street E-mail: cs.advancedad@g.mail.com
Suite

Albany, NY 12205

* gilling Instructions:

AAC Advanced Advertising Consutan Time & Ex) s Available to be biled
staff Activiey Date Rate perHougdfit  HoursiUnts Amount  Bill AMdNE Comments / Biller Note (*Billr)

Audit Services
AUDIT SAM NBRESEARCH 11/11/11 Time: 325.00 650.00 Nan-billable
Audit Services Totals 850.00
Client Advanced Advertising Consuitsn Totals 650.00
ABCP ABC Partnership
ABC Partnership Office: MICHIGAN Partner: SAM Managen Associate:
Phone (Business): (B00) 658-8548
456 State Street E-mail: info@ABCPartner.ship.net
Ann Arbor, MI 48104
* Billing Instructions:
ABCP ABC Partnership Time & Expenses Available to be biled
Engagement Staff Activity Date Rate per Hour/Unit  HoursjUnits Amount  Bill Amount Comments f Biller Note {*Bilers)
Business Tax Services
BUSINESSTAX  SAM NBRESEARCH 12/06/11 Time: 275.00 150 41250 Non-billable

FPrinted by CAT on 7/1/2014 ae 2:43 PAL

Page !

There is now considerable space between the Hrs/Units column and the Amount
column. You will close up that space.

1. Close the preview window.

2. Inthe format editor, select the Amount box in the GroupHeader3B section,
press SHIFT, and select the items directly beneath it in the same sections as
before, skipping the GroupFooter3A section.

3.  With the Amount column still selected, use the bottom scrollbar to scroll to the
right edge of the report.
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4. Press SHIFT and select the Bill Amount and Comment / Biller Note (*Biller:)
boxes in the GroupHeader3B section and any items beneath them, skipping the
GroupFooter3A section as well as the PageFooter section. You should now
have three columns selected.

Billing Waorkshest

B R N I N - TR AR TR
=| ader2

- dption(2sroup Description(2)]
=|ader2a

- rkshediBilling: Wecksiptiindient description]
- [E\ng Worksheet client name 1] [E\_\Im{f{urkshfﬂdiﬁvt [E\ng ‘!’ft_lrkshEEtC!\Em [ﬁi\\ing'fJE[kshEetGiErvt [Billing Wl:lr!ishfﬁd\mt

- -uctions:
1 heetclient billing instructions}

=| ader3B
_ hgatbigiosmitentlient desaiption] Time & Expenses Available to be biked
- [Sinitgulr_ [SirguigSingularSinguly DateDate  RateperHourUnk  HoursiUnis E

nts Comments / Biller Note (*Billr)

= ader3C

. nce [gillng . [gillinga
=| aderd

- plien(2]

= aders

- pion(5]

= aderd

- ption(s]]

. [Bilaging  [Billing[Billng [Billing  [BillifBiling Twpense:  [Biling [Billng . [Billinas [Billing DBdtings CHiers (! FEiWks begshir aptepent]
- - - R . & Comments: [Billing Warkehest comment]

1

=| oterf

_ ption(E]] Totals [Billing B [Billina= [Billing Dedsion=

=|oter5

_ ption(s]] Totals TBilling . TEillinua [Billing Degsions

=|oterd

_ ption(4) Totals [Billing ] [Gilinas [Billing Dedsions
= oter3C
= ster3B

- [Billing Worksheet Clien Totsls Desaiptar] 5iling

=|oter3A

Previous 24 Period History -
L« 1 i 15

Note: Do not select the lines in the GroupFooter sections, if possible. If you do
move them, you can resize them later.

5. Press the left arrow key several times to move all selected items to the left.

6. Click in blank space to deselect all items, then select the two comment items on

the right.

[Billing [Billing Dmgi%,g_qm_@ﬂm [EBIIWL%HHM’M biller note] :
fiComments: [Biliing Workshest comiment] f

7. Press SHIFT and the right arrow key to extend the right edges of the selected

items to the margin.
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8. Preview the report.

Parnes, Velano, Martinez & Co.

AAC Advanced Advertising Consultan

Advanced Advertising Consultants

9425 Main Street
Suite C
Albany, NY 12205

# Billing Instructions:

Billing Worksheet
Wednesday, April 30, 2014
January 1, 1900 - April 30, 2014

Office: MICHIGAN Partner: SAM

Phone (Business): (215) 658-9588
E-mail: cs.advancedad@g.mail.com

Manager: Associate:

456 State Street
Ann Arbor, MI 48104

* Billing Instructions:

AAC Advanced Advertising Consultan Time & Expenses Available to be biled
Engagement Staff Activity Date Rate per HourUnt  Hours/Urits Amount  Bill Amount Comments / Biller Note (*Bilers)
Audit Servicss
AuDIT SaM NBRESEARCH 11/11/11 Time: 325.00 2.00 650.00 Non-bilable
Audit Services Totals 2.0 650.00
Client Advanced Advertising Consultan Totals 2.00 650.00
ABCP ABC Partnership
ABC Partnership Office: MICHIGAN Partner: SAM Manager: Associate:

Phone (Business): (800) 658-8548
E-mail: info@ABCPartner.ship.net

Printed by CAT on 7/1/2014at 2:59 PM

ABCP ABC Partnership Time & Expenses Available to be biled

Engagement Staff Activity Date Rate perHour/Unit  Hours/Units Amount Bill Amount Comments / Biller Note (*Biller)
Business Tax Services

BUSINESSTAX SAM NBRESEARCH 12/08/11 Time: 275.00 150 412,50 Non-bilable

Pags ]

9. Close the preview window.

10.

If necessary, resize the lines around the subtotals in the GroupFooter sections.

You can select multiple lines and resize them simultaneously. With lines
selected, press SHIFT and the right or left arrow key to resize the lines.

With some trial and error, you can get the report to look the way you want it.

11.

Click the Save button on the toolbar. This saves the customized standard report

and changes the icon for it to indicate that it has been modified. |

Note: The report you just customized is already available in the Practice CS
Library portlet. Add the portlet to any dashboard, then scroll to the Billing
reports and click the icon to import The Billing Worksheet — No Cost report.
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12. Right-click Billing Worksheet in the list of reports and choose Restore Default

from the context menu, then click the Save @ button. This discards the
changes you made in this exercise and reverts to the default version of the

report.

-] Reports
- Lists

@] Production

=21 Billing
[& Billed Tax Summary
[& Billing Analysis

[Ff Eilling Worksheet

[Z] Invoice Journal
[ Collection
1 [1'_'_] Reconciliation
Bl Labels & Letters
B[] Address Labels
-] File Folder Labels
] Letters

Add Invoice...
Add Statement...
Add Report...

Add Label/Letter...
Copy Format

Edit

Restore Default

-

13. Close the Billing Worksheet report.

Example: Adding comments to the Invoice Journal report

In this example, you will add a comment line to the Invoice Journal report, which will
print only when text has been entered in the Comment field in Time & Expense
Entry.

Adding a new report

1.

52

Click the Add Document button on the toolbar of the Custom Formats
screen and choose Add Report from the list of commands. The Report Format

Wizard opens.

In the Report Format Wizard dialog, enter Invoice Journal with comments in

the first field.
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3. Expand the Billing folder in the list of standard reports and click the Invoice

Journal.

@ Report Format Wizard

Main

Standard Reports

(7 Lists

] Production

E-iZ] Billing
[E] Billed Tax Summary
[£] Billing Analysis
[Z] Billing Worksheet
B

] Collection

] Reconciliation

This wizard helps you create report formats. Select a standard
report as a starting point for this custom report. You can click
Finish at any time to complete the wizard. After the wizard is
complete, your report layout will be displayed and you can modify
the format a5 needed.

Enter a description for this format:
Invoice Journal with comments

Selected standard report for this format:

Invoice Journal

[ Fmsh | [ cancel |

4. Click Finish to close the Format Wizard and open the new report in the format

editor.

Adding new items to the report

1. Click the InvoiceDetail tab at the bottom of the screen.

‘|

| Main | Invoice Detail

2. Hover the mouse pointer over the bottom of the Detail section until it turns into a
double arrow, then click and drag the bottom boundary to open more space in

the Detail section.

Invoice Joumnal with comments |

[ A
E ReportHeader
= Detail

=| El ReportFooter

[DiShedt [0

L T T T T T T T T T T N T Y R - B |

[ID{Shest [ID{Sheet [Description(Sheet Entry adivity]]

3. Click the Text Box button on the toolbar.
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4. Click beneath the existing items in the Detail section and open a new text box,

as shown below.

Invoice Joumnal with comments |
L T T T T T T Y S [ T TN T T T O Y O S = S SO TN TN [ T T T SN N S SO (N SO TR S-S O |
= ReportHeader
=| & Detail
_ [ID{Sheet [1ID [ID{Sheet [ID{Sheet [Description{Sheet Entry adivity)]
R u] (u] u]
- TextBoxl
- o u]
) o o o
1
=| [ ReportFooter
5. Double-click the text box you just added.

6. In the OutputValue Formula dialog, enter Comment: in the text area at the

bottom.
[5: Output Value Formula @
Description: | TextBox1
Invoice Detal System Fomulas
Custom Formula Date Parts
Firm Dates
Report Expressicns
Formatted Dates
Formatted Mumbers
Math
Report Tatals
Comment -
Summary Properties |Aggregaie Function I IF Expressionl
Calculation Method - Valid only for dates and numeric values (valid for dates: Avg, Min, Max) Sum -
Group Total - Select group section on which to reset (must also set Summary Type to SubTotal).
Running Total - Select this for running/interim calculations (must also set Summary Type)
Summary Type - This can be set to SubTotal only for Group Total calculations.
[ ] [SCuionroms]

7. Click OK to close the dialog. The text box now contains the text you entered in
the previous step.

8. With the text box still selected, click the Bold button on the toolbar.
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9. Resize the text box to fit the text and click the Align Rights button on the
toolbar.

Invoice Joumal with comments |
L

[ T T S T S T S R T S S E R B S U S S T A B R S S S S S BTSN R - S R
= ReportHeader
=| B Detail
[ID(Shnleet . |;ID [ID(S"IEF_‘EM [ID{Sheet “[Description(SheetEntr:,'adjv'rty)]
E Con'lljmentg
- o n] o

1
=| & ReportFooter

10. In the Fields pane, click the [# button to expand the Invoice Detail item, then
scroll down and expand the Time/Expense Entry item.

11. Scroll down to the comments item. Click and drag that item to the report, to the
right of the text box you created.

[Fields (o
Invoice Detail\Time/Expense Entry'\comment:

[ ReportHeader

=| [ Detail
[D(sheet  [ID [ID(Sheet  [ID(Sheet __[Descrintion(SheetEntryadiviy)]  [Description [Sheet [8iling [8illin

== Billed Amo:
== biller note.

=| B ReportFooter

[giling  [8ilin

12. Resize the item so its right edge extends to approximately nine inches on the
ruler.

13. Press SHIFT and select the other text box you added, then click the Align Tops
button on the toolbar.

Creating a PrintWhen condition

Now that you have added the new Comment item to the report, you can specify the
condition under which the item prints, which in this case is any time text exists in the
Comment field on the Time & Expense Entry screen. To completely suppress
printing of the item when no text is present, you must apply the same condition to
both text boxes. If you apply the condition only to the Time/Expense Entry comment
box, the Comment: box will still print.

1. You can only apply the PrintWhen condition to one item at a time, so click in
blank space to deselect all items.

2. Select the Comment: box.
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3.

In the Properties pane, scroll down and click the PrintWhen property in the

Suppression group.

Properties

[ Padding 0,000 -
‘ertical Alig Top
4 Behawvior
Can Grow | True
Can Shrink | False
Drill Dowen 1
Multi Line | True
Visible True
‘waord Wrap | True
4 Summary
Caleulation | Sum
Group Total
Running Tol None
Summary T None
4 Suppression
Hide Duplic False
]
Reguired O)

Suppress If 0

m

Print When

Specifies the formula for
determining when the control
should be printed.

Click the [-.] button in the PrintWhen field.

In the Print When Formula dialog, expand the Invoice Detail item, scroll down
the list and expand the Time/Expense Entry item, then scroll down further and

double-click the comments item.
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@ Print When Formula
Description:
Invoice Detail\Time/Expense Entry'\comments System Formulas
= Billed Amount - (| B Date Parts
= hiller note 3] Dates
== Biller Note Evaluated [ Expressions
= calculated amount [ Formatted Dates
E2] Client E2] Formatted Numbers
= (#-EE Math

= Comments Evaluated e Report Totals
= complete
= Cost Amount
(- CPE Course Schedule tem
- Custom Field
= date
[ Engagement o

[Sheet Entry comment (Biling Decision sheet entry(Biling Decision))] -

Aggregate Function | IF Expression

Select the numeric value from the field tree list.

- Summary Function: | Sum -

BReset Add Custo

6. Place the cursor to the left of the far right square bracket, press the space bar,
and enter the following:

<>
Because that may be hard to read, here is the sequence of keystrokes:

left angle bracket | right angle bracket | space | double quotation marks |
double quotation marks

The formula should now match this text:
[Sheet Entry comment(Billing Decision sheet entry(Billing Decision)) <= "]

This tells Practice CS to print the contents of the text box when the comment
field is not empty.

7. Click OK.

8. Select the Time/Expense Entry comment box and repeat this procedure starting
at step 3.

9. After you have set the PrintWhen condition for both items, click the Save button
@ on the toolbar.
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Previewing the report

1. Click the Preview button on the toolbar.

2. Onthe Selection tab, select Custom in the Report date field and 12/31/2013 in
the date field.

[& Preview Custom Report Format (23]
Select the options to use to preview this report.

Description: Invoice Journal with comments

Description override:

Dates e
Reportdate: | Custom [=]| 12312013 [ =]

Detail line: Period-to-date | v _ to

Filtering ———

FEEEE]E]

oK | [ Cancsl
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3. Click the Layout tab and mark the Include Invoice Detail checkbox.

[t-): Preview Custom Report Format @
Select the options to use to preview this report.
Description: Invoice Journal with comments
Description cverride:
. . Page
Sort on: Direction: Breaks:
Group by: (Mone) |Z|
(None) IZ|
{None) IZ|
Date IZ| Ascending IZ| =
Detail by: Date [=]|| Ascending [~]
[ Print Cover Sheet
Include Invoice Detail
[ ok || cencel |

4. Click OK, then use the navigation buttons K<> at the top of the

screen to scroll through the report. Notice that the report includes the Comment

line for some items, but not for others.
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[ Preview Custom Report Format [ i)
R
3| @ - "~ 0 BT EE R
G e B R SR e e e R b b e ! s [ K ' ! s i %
Parnies, Velano, Martine: & Co.
Invoice Journal
December 1, 2013 - December 31, 2013
Invoke
Cescrnotin Time Dotnes NetProgrss Surchare Discourt Sales Tor  Service T Amaunt
D eription Type Date Hourglnls WP Riladd Yo
b Time 14/0813 .00 LI e
1 4. 1400 142056 0Se
1 CRAWFORD CONSULTING MHR FPREPARATION Preparation Time W1 25 87500 aa7as 1285
$ CRAWFORD CONSULIRG e m Time 131813 L3S 43750 aa187 LEH]
3 Comment: Testing system
. c W, LT R TR
. a7, T8 L7
= Printed by CAT on /22004 at 4:36 PA Pagall
&

5. Close the preview window.

6. Click the Close button on the toolbar. If prompted, click Yes to save your
changes.

Example: Adding a letter

In addition to custom report formats, the format editor enables you to create custom
letters that use data from Practice CS. In this example, you will create a simple
letter informing clients of their current balances.

1. Click the Add Document button in the toolbar and choose Add
Label/Letter.

2. Inthe Label/Letter Format Wizard dialog, enter My Letter in the first field.
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3. Inthe list of standard labels and letters, expand the Letters folder and click
Client Letter.

E): Label/Letter Format Wizard @
Standard Labels & Letters oo nbeotorse sering ptot ot s custom ket
03 Addess |ohels W o plete o T Netios oLt A 5o Bopiayed anc
= 5 E!;;:lder Latels you can medify the format as needed.
B

| Client Letter - Preferred Contact

Enter a description for this format:
My Letter

Selected standard label/letter for this format:
Client Letter

Label/Letter type: | Client |Z|

[ Fmsh | [ cancel |

4. Leave Client selected in the Label/Letter type field and click Finish. The letter
opens in the format editor.
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Note: The Label/Letter type field governs the sort of contact for whom the label
or letter can be printed. The available types are Client, Contact, Firm, Staff, and
Office. For example, a label of type Client can be printed for your firm’s clients,
while a label of type Contact can be printed for any of your firm’s contacts,
regardless of any client affiliations.

[] ReporiHeader
(] PageHeader
] GroupHeaderl
] Detail

[Report Date Header]

- [Firm name 1]
[Contact Address address 1]
[Contact Address address 2]

[Primary City State Zip]

[Client name 1]

[Contact Address address 1]
[Contact Address address 2]
[Mailing City State Zip]

Dear [Contact Salutation Name]:

4 In this text box you can type in the body of your lstter. Please note that you can drag fields from the
- field tree list above to automatically pull information from setup screens. You can change the font and
alignment of the contents of this box in the properties pane.

If you want further formatting options, you can replace this text box with a rich text box which will then
N allow you to do things such as bold, underline or italicize specific words. Please note that in a rich text
H box, fields from the tree list are not available to use.

Sincerely,

e

[Staff First Name Last Name]
[Firm name 1]

(] GroupFooterl

[ Pagefooter
[l ReportFaoter

{110 Y
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5. Double-click the text box containing the body of the letter (below the salutation).
The OutputValue Formula dialog opens with the text displayed.

[a Qutput Value Formula @

Description: | In this text box you can type in the body of your letter.

Client System Formulas
Custom Formula Date Parts
Firm Dates
Report Expressions
Formatted Dates
Farmatted Numbers
Math
In this text box you can type in the body of your letter. Please note that you can drag fields from the field tree list above to -

automatically pull information from setup screens. “You can change the fort and alignment of the contents of this box in the
properties pane.

I you wart further formatting options, you can replace this text box with a rich text box which will then allow you to do things such as
bold, undedine or italicize specific words. Please note that in a rich test box, fields from the tree list are not available to use.

Sincerely,

Summary Properties | Aggregate Function | IF Expression |

Calculation Methed - Valid only for dates and numeric values (valid for dates: Avg, Min, Max). Sum -

Group Total - Select group section an which to reset (must also set Summarny Type to SubTotal). :]
Running Tatal - Select this for runninglinterim calculations (must also set Summary Type).
Summary Type - This can be set to SubTaotal only for Group Total calculations.

=

6. Delete all of the default text and replace it with the following:

This letter is to inform you of your current balance, per your request. We
have calculated the amount to be $

Notes
= You can copy text from other software and paste it into the text area.

= The dollar sign you included in this step will appear before the balance
figure, which you will now add using a formula.

7. Inthe left pane above the text area, expand the Client, A/R, and Aging items.

Practice CS Custom Formatting WalkThrough 63



Additional Examples

64

8. Double-click the Ending Balance item. Practice CS inserts a formula into the

text field.

[a Output Value Formula
Description: | In this text box you can type in the body of your letter.

Client*A/R*Aging".Ending Balance

System Formulas

Custom Formula
Firm
Report
=B Client
24 Period History
=HE AR
Bctivity
= Aging
@= Beginning Balance
=
== First Period
== |nner Pericd
== | ast Period

A Date Parts

| Dates
Expressions

Formatted Dates

Farmatted Numbers

Math

m

(o) o) (o) (o

Minimum Date, Report Date}]

Summary Properties | Aggregate Function | IF Expression |

This letter is to inform you of your cument balance, per your request. We have calculated the amount to be $[AR Aging(Key({Client), -«

Calculation Methed - Valid only for dates and numeric values (valid for dates: Awg, Min, Max). Sum -
Group Total - Select group section on which to reset (must also set Summany Type to SubTotal).
Running Tatal - Select this for runningfinterim calculations (must also set Summary Type).

Summary Type - This can be set to SubTaotal only for Group Total calculations.

I

[ Reset ] [ Add Custom Formula ]

ok J[ Gonesl |

9. Add a period immediately after the formula, then press CTRL+ENTER twice to

add new lines, and add a closing:

Sincerely,

Note: To add new lines, you must press CTRL+ENTER instead of ENTER.

10. Click OK.
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11. Click the Preview button on the toolbar. Leave the default options selected

= R |

and click OK.
@ Preview Custom Letter Format
i MBack ~ &) - &
5 | - M- 2|« 100 % - > M un
" 1o 1 2 1 3 | v 1 5 & 1 7

il

Wednesday, April 30, 2014

Parnes, Velano, Martinez & Co.
880 Technology Drive
Ann Arbor, MI 48108

Advanced Advertising Consultants

m

9425 Main Street
: Suite C
- Albany, NY 12205

Dear:

+ be $5396.00.

Sincerely,

Steve Miller
Parnes, Velano, Martinez & Co.

This letter is to inform you of your current balance, per your request. We have calculated the amount to

Notes

= Formulas can be added to regular text boxes but not to rich text boxes.

= Rich text boxes provide more control over formatting. For example, you can
use boldface or italics on individual words or characters. In a regular text

box, any formatting applies to all of the text.

12. Close the preview window and click the Save button @ on the toolbar.

LY
13. Click the Close button to close the letter.

Example: Adding a label

The format editor provides you the flexibility to customize the labels that you print
from Practice CS. In this example, you will create a new label format for three-

column printing.

1. Inthe list of custom formats, expand the Labels & Letters folder and the

Address Labels subfolder.
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2. Double-click the last label, Client — 8161 — 1” x 4”. The label opens in the format
editor.

3. Click the Detail line in the editor.

Cliert - 8167 - 1" x 4"

|:| [ O S R T R SO T S T S S O S S S B S A S S S S R S SO - S S S I T A A S S A S B R B ST
= ReportHeader
[= PageHeader
= GroupHeaderl
[Contact name]
[Clientname 1]
z [Contact Address address 1]
[Contact Address address 2]
[Mailing City State Zip]
=| B GroupFooterl

[= PageFooter
=| B ReportFooter

4. Inthe Properties pane, change the ColumnCount property from 2 to 3 and
press ENTER.

Properties

=54 | &

4 [General] -
[Marme] Dretail F
Height 1

4 Appearance

BackColor [ Transparent
4 Behavior

CanlGrow Falze

m

CanShrink  Falze
KeepTogethe True
MewPage MHaone
Vigible True L&

ColumnCount
Specifies the number of calumns in
the detail zection.

Notice that the white printable area shrinks.

Client - 8161-1"x 4"

l:‘...|...]_...|...2...|...3...|...4...|...5...|...5...|...7...

El ReporiHeader

EIPW

GroupHeaderl
El Detail

_ [Contact name]
- [Clientname 1]
- [Contact Address address 1]
~  [Contact Address address 2]

5. Select the Contact name text box, then press SHIFT and select the remaining
four text boxes.
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Cliert - 8161-1"x 4"

L T R I R B R ISR SECNCI I BRI
= ReportHeader
=| B PageHeader
[ GroupHeaderl
= [ Detail
= [Contact name]
H

Clientname 1]

Contact Address address 1]
Contact Address address J]
o[Mailing City State Zip]

_EI GroupFooterl

=| [ PageFooter

=| [ ReportFooter

a5 EE Em W
[SulRIBIRNEXETE

6. With the boxes selected, hold down the SHIFT key and press the left arrow key
several times until the right-hand boundary of the boxes fits within the printable

area.

Client - 8161 -1"x 4"

B ReportHeader
=| E] PageHeader
E GroupHeaderl
El Detail
. m[Contactname]

v

- p[Clientname 1]

g “ontact Address adnrsﬂs 1]
B ontact Address addrés i
: w[Mailing City State Zip] s

=| B GroupFooterl

E Pagefooter

E ReportFooter

PR e e Sl a Y

P TR L S U ST SR BRI S

7. Click the Preview button in the toolbar. Accept the default options and click

OK.

&, Preview Standard Label Format EI@
PRk -0 - D
> 3| = %, & 100% - 11
—
1 2 1 r 3o 4 & 7 8 -
Advanced Advertising Consultants Crawford's Steak House Dan Wilson
9425 MainStreet 1418 First Avenue Dan &Joanne Wilson
_ Suite C San Diego, CA 92037 19408 RiverStreet
Albany, NY 12205 Bellevue, WA 38006 =
1
- ARBC Partnership Michael Golden
456 StateStreet Michael &Meredith Goldzn
z AnnArbor, MI 48104 9525 BellRoad
- Scottsdale, AZ 85260
2
- Ace Advertising Consultants Jason Hanna
12345 Lakeview Lane JasonHanna
Z LaJolla, C& 22037 6794 Baker Road
- Dexter, MI 48130
3
- Alpha Promotions Ron Jones
5694 LaJolla Village Drive Ron &Jenny Jones
- LaJolla, Ca 92037 321Lane
- Apartment 123
- Bad Axe, MI 48111
? JoeAnderson Edward Mansfield
Joe&Kim Anderson Edward & Sylvia Mansfisld
_ 435 Eight Mile Road 1021 Lake Hollywood Drive
- Naorthville, MI 48167 Los Angeles, CA 90064
] [
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Notice that the labels now print across three columns. You can use the format
editor to customize your labels to fit odd-sized label formats.

Close the preview window.

Click the Close button on the toolbar. When prompted to save changes,
click No.

Example: Changing a report from landscape to portrait

orientation

If your firm decides to add columns to a portrait-orientation report, you may find it
useful to switch the orientation of the report to landscape. There may also be
reports that you want to change from landscape to portrait after removing columns.

The Custom Reports screen in Practice CS can accommodate such changes. In
this exercise, you will transform the Service Charge Journal report from portrait to
landscape orientation.

Changing the page settings

68

1.

2
3.
4

Open the custom formats screen (Setup > Custom Formats).
Expand the Reports item and then expand the Collection item.
Double-click Service Charge Journal to open that report in the format editor.

To change the orientation, choose File > Page Setup. The Report Settings
dialog opens.

¥

Report Settings
Praview
" Top margin : 0251
Jrs, =
----------- Bottom margin : 02505 e
Left margin : 0.25/2 —
i B Right margin : 0.25/2 —
e —
—_— Gutter : 0.00 =
[ Mirrer margins
e
| . \
[ oK l [ Cancel ]

Note: The Page Setup command is only available in the File menu when a
report or other item is being edited in the Custom Formats screen.
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5. Inthe Report Settings dialog, click the Printer Settings button.

6. In the Orientation box, click the Landscape option, then click OK.

¥

Report Settings @
Paper Size: IPrirrter Diefault '] Hen
e
_________ \idth:
Height 850 || =
- Origntation _ —
e () Default L
r— A L
= (O Porirait
@ Landscape
e Collate: IPrirrter Diefault ']
Duplesx: IPrirrter Diefault ']
Paper Source: IPrimer Default ']

I 0K ] [ Cancel

Adjusting the print area

Now that you have changed the page settings, you can widen the print area of the
report to accommodate additional columns.

1. Use the horizontal scroll bar to scroll to the right edge of the report. Notice that
the ruler at the top of the editor shows the print area to be eight inches wide.

Journal

| Report Date Header]
[Detail Line Header(1)]

Eight inches of print area for an 8%:-inch-wide, portrait-orientation report
indicate that the report has ¥-inch margins on the left and right. If we use the
same margins for the landscape-orientation report, the print area should be
10% inches wide.

2. Hover the mouse pointer over the right edge of the report until it turns into a
double-sided arrow.

3. Click and drag the right edge of the report from 8 to 10%, as indicated by the
top ruler, then release the mouse button.

Notes

= You may need to drag the margin a little, then use the horizontal scroll bar
to scroll to the right, then drag a little more, and so on.
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= You can also change the print width by entering a value in the Print Width
field of the Properties pane in the General section.

| Journal

[Report Date Header]
[Detail Line Header(1)]

The report now has 10% inches of lateral print area, giving you room to add
more columns. Now you can move the last few columns to the right to open up
space in the middle of the report, or add new columns on the right.

Adjusting other items

70

When you changed the size of your print area, you also moved the center of your
report, and items that were centered on the portrait-orientation version are now off-
center. Similarly, any horizontal lines that separated areas of the previous report
may no longer extend all the way to the right margin. In this part of the example, you
will move and re-size these items to accommodate the wider print area.

1. The first items to adjust are the gray horizontal lines that separate sections of
the report. Select the top line in the PageHeader section.

2. Press SHIFT and select the other line in the PageHeader section.

N\
Journal
Total (Firm: SEasirBue Sefvice
A/R Charge)]4babent Charle]]
a

3. Scroll down until you can see the gray line in the PageFooter section, and with
SHIFT still pressed, select that line.

[AR [Service Charge [Ledger Entry

o
Fage [Fage Nivwbear]

[AR [Service Charge [Ledger Entry

4. With the lines still selected, press and hold the SHIFT and right arrow keys until
all three lines reach the edge of the print area.
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Service
Charge)]

[Ledger Entry

m

[Ledger Entry

[Ledger Entry
[Ledger Entry
[Fage Number]

[Ledger Entry

3

5. Click in blank space to deselect all items.

6. Scroll back toward the left and up until you can see the top of the PageHeader
section and the two text boxes that make up the report’s header. Select the top
text box.

7. Press SHIFT and select the other text box.

=| [ PageHeader

- [Firm name 1]

- . [Singular Term(Firm:Service Charge)] Journal :
- o [Detail Line Header(1)] a
; o inj o
- Total (Firm:SBeeicBue

- ID Description AR Charge)]4bateant

8. Choose Format > Center in Form > Horizontally. The selected text boxes are
now centered for the widened report.

9. Click the Preview button on the toolbar, choose Prior Period End Date in
the Report date field, then click OK.
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[& Preview Standard Report Format

Parnes, Velano, Martinez & Co.

D Description

ANIMAL Animal Shelter 101
PROTO Prototype Design
Total Service Charges

Service Charge Journal
March 1, 2014 - March 31, 2014
Service Charge Service
Date Charge
03/01/2014 49.64
03/01/2014 50.76
110.40

The preview enables you to see which items still need to be moved. You can
see from the placement of the fields on the right how much space you gained
by changing the report’s orientation.

10. Close the preview window and click the Save button @ on the toolbar to save
the customized report. If necessary, you can revert to the default version as you
did in the Billing Worksheet example.

Example: Adding a custom chart

Practice CS enables you to add custom charts and graphs featuring data relevant to
the selected report. Use the Chart Wizard to create a new chart, pull data from the
program, configure the chart or graph to appear the way you want it, and modify the

titles, labels, and legend.

For this exercise, we will add a pie chart to a copy of the Production Analysis report.
The chart will show the firm’s margin for the period, grouped by client entity.

Adding a new pie chart
1. Inthe list of reports in the Custom Formats screen, expand the Production

72

folder.

2. Right-click the Production Analysis report and choose Copy Format from the

context menu.

Practice CS Custom Formatting WalkThrough



Additional Examples

= '{j Reports
i Lists
=] Production
Production Analyzis
[Z] Time and Expen Add Ireeoice...

[£] Time and Expen
[£] Timeshest Excer
[Z] work-in-Process Add Report..
] Billing Add Label/Letter..,
] Collection
(] Reconciliation
[Lj Project Management Edit
] Client Management
1 Staff Management

Add Statement...

Copy Format

3. Double-click the Production Analysis (2) report to open it in the formatter.

4. Scroll down to the ReportFooter section, select the existing chart, and press the
DELETE key to remove it from the report format.

5. Inthe Fields pane, right-click the Custom Chart item and choose Add Custom
Chart from the context menu.

Fields ¢
Cusztom Chart
Standard Chart

Custom Form e
Firm

#-E Production &nd Biling Poste

oy

1 | n | [

6. Inthe Chart Type tab of the Chart Wizard, select Pie/Doughnut from the Chart
Group drop-down list, then select the Pie chart in the 3D subtab.

%l Chart Wizard [

Select chart type group from the drop-down list, then select chart type below.

Chart Group:  Pie/Doughnut ¥ [w] Update Existing Series

@ Doughnut
o
T

[ Swap Axes
30

Funnel

ai Pyramid
g

@ Ring

Projection and Light

| 3D ‘ projection " light «

Description:

7. Inthe Description field at the bottom of the tab, enter Margin, then click Next.
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Modifying the palette and labels

Now we’ll change the color palette for the chart and add labels that help identify the
data in the chart. By default, these labels are surrounded by boxes, but we want to
remove these boxes.

1. From the list in the Palette subtab, select the Springtime palette.

% Chart Wizard =

Select a color palette to apply to your chart or modify the appearance of individual graph elements.

Palette \I Appearance

Defautt
Cascade
g

lceberg
Corfetti
Greens
Bemes
Autumn
Murphy

Description
Margin [ <<Previous | [ Mew> | [ Finish || cancel |

2. Click the Appearance subtab, click the representation of the pie chart to select
it, then unmark the Use default (none) checkbox for the Marker item.

%l Chart Wizard (B

Select a color palette to apply to your chart or modify the appearance of individual graph elements.

Backdrop Use default (none)

Borderline

Alignment:  Top ¥ Shape: Thangle
Size: Format: {Value:#.00}

Alignment: o Format: o

Description
Margin [ <shrevious | [ Mew> | [ Finish ][ Cancel

3. Click the Drill down link next to the checkbox you just unmarked.

4. Click the Drill down link for the Label item.

Alignment: Top

5. Click the second drop-down list for the Border item and select (none).
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%) Appearance

Style: (Defaul] l|EE|.I.:.| ...!.L|

Style: (efaul) 7|

Style; (Default) L|.‘-\.llal LlIU > B 7

6. Click the representation of the pie chart to return to the top level of the
Appearance subtab.

7. Click the Drill down link for the Marker item (again).

8. Click the second drop-down list for the Line item and select (none). This finally
removes the boxes around the chart labels.

Appearance

Marker

Backdrop

Style: Defaui] __'_|_Solic| _v_| v|@v

Style: (Default) L|EB|;L|..!.L|

Aligrment; Top | === mmmmm -

9. Click Next to continue.
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Adding a formula

The next step in creating a chart is to add data. For this example, we need to
construct a formula that subtracts cost from billable amount. The difference is the
margin realized by the firm.

76

1.

In the Chart Data tab, mark the Use group descriptions checkbox. This tells
Practice CS to use the descriptions from the chart grouping in the chart’s
legend. For this report, we will group by client entity, so the various client entity
descriptions will be used in the legend.

Ul Chart Wizard (]

Add one or more series as needed to your chart, and set the name and chart type for each series.
Then use the Chart Series Formula Editor to specify a numeric formula for each series in the chart.

Chart Settings

< [¥] Use group descriptions X-axis label angle: 0

[ Chart is pivoted

S =:

Legend 90.00 B o0

B Amount1 - S 5t

e = =%

o B Amount3 4500 1 0

o o 19.00

10

s

90.00 12

Amount1
S s3
Chart Type: Pie hd Y 15
Description:

Margin [ Previous || Meas | [ Fimsh || camcel |

2. Inthe Series box, highlight Amount2 and click the Delete button to remove

it. Do the same for Amount3.

Click the Chart Series Formula Editor button to open the Chart Series Formulas
dialog. You may recognize this dialog, because it's the same as the one used to
add formulas to reports and other formats.

In the left pane at the top of the Chart Series Formulas dialog, expand the
Production And Billing Posted item and double-click the billable amount item
to add it to the formula.
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@Chart Series Farmulas @

Description:

Production &nd Biling Postedsbillable amount System Formulaz
Report - Dates
= Production And Billing Posted Expressions
AR Entry Math
adjustrment
adrniristrative uhits
beqginhing balance
beqginhing balance units
bill arnount

m

billable urits

Cliert

ending balarice

ending balakice units =

&=

O O R

Series Mame: Summary Function: | Sum -
L] ] " -
[ Detail Line 2 Summary Grouping:

[Aggregate Function(S um, Production And Billing Posted billable amount[Froduction And Billing Posted), 1, 1]] -

IF Expresszion
Select the IF parameters from the field tree list. Operator Enter the criteria for the condition here.
condition: - -
Then - Otherwise -
print: - print: -
Apply Clzar

Add Custom Formula Ok ] ’ Cancel

5. Click the “minus” operator button. E]
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Adding a chart title

Scroll down further in the left pane and double-click the production units cost

item to complete the formula.

E): Chart Series Formulas
Description:

Production And Biling Postedproduction hours/units cost

B8

System Formulas

ending balance
ending balance hours/units
nen billable hours/units
open aging 1
open aging 2
open aging 3
open aging 4
open aging 5
production amount
preduction hours/units
-
m= progress bill amount
Time/Expenze Entry

O R

. Date Parts

Dates

Expressions
Formatted Dates
Formatted Numbers
Math

(o) (o) (o) (o

[C] Detail Line 2

[Aggregate Function{Sum, Production And Billing Posted billable amount{Production And Billing Posted), 1, 1} - Aggregate Function =
(Sum, Production And Billing Posted production units cost{Production And Billng Posted), 1, 1)]

IF Expression
Select the IF parameters from the field tree list. Operator Enter the criteria for the condition here.
IF 5 g
condition: - -
Then - Otherwise -
print: - i
Reset Formula [ OK

Click OK to close the Chart Series Formulas dialog and return to the Chart

Wizard. Then click Next to continue.

The next step is to add a title that will appear above the chart. The title is hidden by
default; we will make it visible, change the default text, and format the new title.
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1. Inthe Titles tab, verify that header is selected in the Titles box.

Tl Chart Wizard

Add a title and footer to your chart and set the appearance properties.

[ visible

Name: Header

Dock:  Tep A

Title properties

Chart Title
|Tahoma v|14 v|B I:v‘.v|,_,
Backdrop:

solid 'f v{ [®] ~

Border:

oozl 3] 2z s

Description:
Margin

<<Previous | [ Mew>> | [ Finish | [ Gancel

2. Mark the Visible checkbox.

3. Inthe Title properties box, delete the default text (Chart Title) in the text field
and enter Margin to replace it.

4. Change the font to Arial and click the bold and underline buttons. This changes
the title to bolded Arial that is not underlined (the default title was underlined).

Title properties

|Margin

| Arial

Backdrop:
Solid

Border:
‘ (na ... v|

M ‘

7‘14 v|[ u =v|-v‘|—v
v||i|v

v‘ v‘ v‘ v|

5. Click Next to continue.

Axes and legends

The Axes tab is more applicable to other kinds of charts (such as bar graphs). Use
the Axes tab to format the X and Y axes for the chart, including labels, tick marks,
grid lines, and font format.

Use the Legend tab to format the chart’s legend, including font formatting and the
position and layout of the legend. For this exercise, we will modify the header text
for the legend.

1. Click Next until the Legend tab is shown.

2. Inthe Header and Footer box, delete the default text (Legend) from the top text
field and enter Groupings in its place.
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3. Change the top font size to 10 and click the bold button.

3
o
=
=1
=
1
4
=
4
=

v‘-v||—v

-
w
=
=]
=
o
4
=
4
=
=

v‘-v||—v

4. Click the Finish button to save the custom chart.

Adding your chart to the report format
Now that you have created a custom chart, you can add it to any relevant report.

1. With the Copy of Production Analysis still open in the formatter, click and drag
the new Margin custom chart from the Fields pane into the ReportFooter

Production Analysis 2) | [Fields
R R T T T R S S T S S S Custom Chart\Margin
—E i - I S ST PO ST (5 Standard Chart
=| [ GroupFooter3 &1 (3 Cusiom Chast
[Group Description(3} Totals [Produdion [Produdion [Producion =100 * [Produdion =100*  [Produdion =100%  [Produdio =
- - - Pt e e - LB Cusiom Formulz
=| [ GroupFooter2 E Firm
[ Report
- [Group Description(Z)] Totals [Frodudion [Produdion [Froducion =100 * [Frodudion =100  [Frodudion = [Frodudio & [ Production And Billing Poste
~| & GroupFooterl
B [Group Description(1)} Totals [Produdion [Produdion [Produdion =100 = |

[Produdion =100=  [Produdio
=| [ PageFooter

" [Staff Date Time Sizmgs]

A/ﬁumm [Produdion [Producion =100 % [Producion =100  [Producion =100  [Producto

4 (General)
{Name) ChartCortrol1
Height 15
Vidth 15
X 05625
Y 0.5625

4 Appearance
- Black And Whi' False
z Color Pzlett  Springtime
4 Behavior
Visible True
4 Suppression
Print When
- Required Optic PrintCharts
N Suppress ff La: 0

n

N (Name)
: The name of the control.
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2. Click and drag a corner of the chart to fill more of the empty space in the
ReportFooter section.

= [ ReportFooter

Report Totals [Produdion [Production [Producion =100 * [Produdion =100*  [Produdion =100%  [Producion =100 =100*

o
Margin

B5.00
_\

94.00 —__

95.00 — 1 81.00

% 4200 2;1 EIEIJ

3. Click the Save button @ to save the report format.

Previewing and printing charts

When you preview or print a format that includes a chart, you must enable the chart
in the layout options or it will not appear in the ReportFooter.

1. With the Copy of Production Analysis still open in the formatter, click the
Preview button on the toolbar.

2. Inthe Preview Custom Report Format dialog, click the Layout tab.

3. Inthe Detail by field, select Client Entity.
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4. Mark the Print Charts checkbox.

@ Preview Custom Report Format \EI
Select the options to use to preview this report.

Description: Preduction Analysis (2)

Description override:

Selection | Layout
. R Page
Sort on: Direction: Breaks:
Group by: (None) |z|
{None) [=]
(None) [~
Detail by: Client Entity [=] /D [=] | Ascending (=]

[ Print Cover Shest

5. Click OK to preview the report with the chart included.

[ Preview Custom Report Format TI‘E@
POk D . @

sl

Parnes, Velano, Martinez & Co.

-1 Production Analysis
April 1, 2014 - April 30, 2014

sersHours/Unitese-« gy, Totd W Dbk % % Markp =
¥, o Neme/Desopoon Agmin ot Billabie % HoursiUnts  Totd Amgurt  Totd Cost  Totd Factor Marge  Totad
. CCoRP C-Corparation Beny 0.00 .00 150 4nie 51 20135 3235 &40 s Sime
INDNDUL  Individusl Bty o e 150 4L s S 070 ML e
Le Limited Lisbilty Company .00 .00 a3 150 1765 57 W05 168 714 1.58
Reparn Totsls .00 .00 £50 100.08 450 100.06 252500 100.00 62135 10000 4644 150375 100.00

Margin

1000

iy

6. Close the preview window.
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Restoring the sample database

After you have completed this walkthrough, you should restore the sample database
that you backed up (see “Backing up the sample database” on page 2). Use the
restored sample database to complete other Practice CS walkthroughs.

1. From the File menu, choose Restore.

2. Inthe Restore dialog, enter the path to the backup file that you want to restore,

or click the EJ button to navigate to the backup location (typically X:\Program
Files\Microsoft SQL Server\MSSQL$CREATIVESOLUTION\Data, where X: is
the drive on the computer where the data resides).

3. Inthe Restore File Location dialog, click the backup file that you want to restore
and click OK.

4, Inthe Restore dialog, enter a new name for the database in the New Firm name
field.

Note: When you restore the Sample database, you must give it a different
name. The restore process in Practice CS does not overwrite an existing
database, and Practice CS does not allow firm databases with duplicate names.
Therefore, you will need to give the database a different name when you
restore it (for example, Samplel). The name may contain only alphanumeric

characters.

[a Restare @
Fleaze select a backup file or directory and enter a Firm name.
Backup filesdirectory: | C:%Program Files (x86)\Microzoft SOL ServersMS50L1WSSOLAData\C5P_0_Sample_20121051604 E]
Mew Firm name: Samplel

Select the database you would like to restore:

Firrn M ame

D ate

Sample 0_Sample_2012 .  Manual backup created on 05/ 2104385 4M b O 0:44 AM

Ok ] I Lancel
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