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Class – Help Document

Problem:  I need to produce a report listing payments made to host families within a particular date range.

(This report can be used to produce a list for Tax Department)

Solution:

Produce an Accommodation Quick Report as follows.
Pages 1 to 6    -  Creating the Quick Report

Pages 7 to 14  -  adding a formula to the Excel report

Create a Quick Report

Report Type - Accommodation
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Click on Add to create a new report

Complete the screen similar to the following. Tick the Repetitions box.
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Criteria: To select the date range required for the payments, add criteria to the field “Payment Created Date” 

Comparison: set to ‘Greater Or Equal’ 

Select the earliest required date from the list.  

(Click “Next 50” to see more dates)

Select “SET”
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Operator: change to “AND”

Comparison: set to “Less Or Equal”

Select the latest required date from the list.  

(Click “Next 50” to see more dates)

Select SET
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Check the Selected Criteria is correct.

Select Close

NOTE: If you wish to produce the report for just one family you will need to add criteria to the Accommodation Surname as follows:
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If you have several families with the same surname you may wish to also add criteria to the Accommodation Forename.
Select “Search” to see a list of families who meet the report criteria.

Select “Send To Excel”

Options - 

Accept the defaults
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Sub Totals –

Set as follows to automatically show the payment sub-total per family.
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Select OK

If you see the following message answer YES
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Example report showing a list of family payments together with the sub-total per family:
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Date: 07/Dec/2011

Accommod:

n Forename Accommodation Sumame Accommodation Address1 Payment Created Date Payment Duration Weeks |Payment Payment Value

Jan Able 13 Centre Avenue 09/Aug/2010 100.00

Jan Able 13 Centre Avenue 04/Aug/2010 50.00

Jan Able 13 Centre Avenue 30/Aug/2011 72.00

Jan Able 13 Centre Avenue 30/Aug/2011 366,00
10 Jan Able 13 Centre Avenue 30/Aug/2011 130.00
11 1an Able 13 Centre Avenue 30/Aug/2011 10.00
12 Jan Able 13 Centre Avenue 30/Aug/2011 160.00
13 1an Able 13 Centre Avenue 30/Aug/2011 462,00
14 1an Able 13 Centre Avenue 30/Aug/2011 260.00
15 Jan Able 13 Centre Avenue 30/Aug/2011 520.00
16 Jan Able 13 Centre Avenue 30/Aug/2011 544.00
17 1an Able 13 Centre Avenue 26/0ct/2011 156.00
18 Jan Able 13 Centre Avenue 26/0ct/2011 0.00
19 1an Able 13 Centre Avenue 26/0ct/2011 780.00
20 Jan Able 13 Centre Avenue 26/0ct/2011 300.86
21 1an Able 13 Centre Avenue 26/0ct/2011 2028.00
22 Jan Able 13 Centre Avenue 23/Nov/2011 320.00
23 Jan Able 13 Centre Avenue 23/Nov/2011 22286

24 Able Total 978172




If you wish your Excel spreadsheet to show just the sub-total per family (one line per host), follow the instructions below:
Example:
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1 Inland Revenue Family Payments - Accomm odation Report
2

3 Date: 07/Dec/2011

4

5 Accommodation Forename Payment Payment Value
24 AbleJant3 Centre Avenue Total 978172
26 | AllingtonLinda115 Chestnut Avenue Total 1254.00
31 | Armstronglinda172 saxonbury Road Total 346800
42 | AldensternRachel18 Barton Road Total 206057
47  AndersonReina125 Broadway Total 355100
45 | AtkinsonSue153 Grand Avenue Total 0.00
50 Grand Total 20115.29




Firstly, within your Quick Report in Class ensure there are no sub-totalling items ticked. 

Select Search & Excel, go to the Sub Totals tab and remove the tick against Payment Value.
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Select OK

Send To Excel.
Insert a blank column A:

Highlight column A, right click and select Insert
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Place the cursor in column A next to the first family’s name (A6). 

Click on “fx”
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Select CONCATENATE

If Concatenate does not show, click on the drop down box next to “Or Select a category” and select all.  Scroll down the list to find Concatenate.
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Select OK

Enter the first three text columns as follows: 

Text1 (surname)  = C6 

Text2 (forename) = B6
Text3 (Address)   = D6
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Select OK

This puts the first family name and address into column A (A6)
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Right click in the cell just created (A6) and select “Copy”
[image: image18.png]IS S— £, <.

Inland Revenue Family Payments - Accom:

Gion i AN %
B EE-OA- @B
Accommodation Forename Accommodation §

[bleants o | e ble

B paste

Paste Special,

Insert
Deete.
Clear Contents
Fiter ,
sart »
@ msert Comment
& Format Cells,
Pick From Drop-down Lst.

Name 3 Range.

&, Hyperlink.





Right click in the same cell (A6) and Select “Paste Special”
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Select “Formulas”
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Select OK.
Click on the small square in the bottom right hand corner of the highlighted cell (A6)
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Drag the mouse down through column A so the list of families all have a highlighted cell in column A. 

Each families details will now appear.
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Now click in any cell within column A and select:  Data / Subtotals 
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Enter the values as shown: (Column A, Sum, Value)
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Select Ok

The report will now include a sub-total on change of family.
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Inland Revenue Family Payments - Accommodation Report

Date: 07/Dec/2011

Accommodation Forename  Accommodation Sumame Accommodation Ad Payment Create Payment Durati¢Payment Payment Value

AbleJan13 Centre Ave Jan
AbleJan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
Ablelan13 Centre Ave Jan
AbleJan13 Centre Ave Jan
‘AbleJan13 Centre Avenue Total

able
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Able
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Able
Able
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30/pug/2011
30/pug/2011
30/pug/2011
30/pug/2011
26/0ct/2011
26/0ct/2011
26/0ct/2011
26/0ct/2011
26/0ct/2011
23/Nov/2011
23/Nov/2011

100.00]
50.00
72.00
3666.00
130.00
10.00
160.00
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260.00
520.00
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156.00
0.00
780.00
300.86
2028.00
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222.86

9781.72




To see just the totals, click on the number “2” in the left column.
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Inland Revenue Family Payments - Accommodation Report

Date: 07/Dec/2011

Accommodation Forename  Accommodation Sumame  Accommodation Ad Payment Create Payment Durati¢Payment Payment Value

Ablesant3 Centre Avenue Total 978172
AllingtonLindat15 Chestnut Avenue Total 1254.00
Armstronglinda172 saxonbury Road Total 346800
AldensternRachel18 Barton Road Total 206057
AndersonReinal125 Broadway Total 355100
AtkinsonSue153 Grand Avenue Total 0.00
Grand Total 20115.29





Tidy up the report by moving or removing the unwanted column headings.
�
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