
Setup of report packs for all applications excluding Windows General Ledger
Setup in Applications
Please ensure you log in as Sup. File – Login as different user.
Click on Setup - System – Application Setup Options. Double click on Report Packs and complete the
required fields.

From Email Address – 

Custodian’s Email Address - 

HTTP Host - 

HTTP Document Root - 

HTTP Path Prefix - 

Edit Password - 
Once all of the above information has been inserted – please click on save to ensure all input is saved
in the setup.
Setup – My Preferences
Double click on My Report Packs and activate the setting to auto run on start up of the application –
click on Save and save again to save all changes in My Preferences

Report Packs
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Setup of Reports for clients
All reports have to be preloaded and saved in your applications. These are the reports that will be sent
out as per the Report Pack setup
Quick Trav Report writing document attached for ease of reference.
Setup of Report Packs
Click on Enquiries – Report Packs – Setup Report Packs.
Click on New and create the Report Pack
General Tab

Key - Insert code e.g. 001
Description – Insert description of your report pack e.g. Quick Software Account
Schedule to Run on – Tick the days required for the report to run on e.g. every Friday OR if you select
Day of Month, then select the required Day the report will run e.g. 1 been the 1st day of every month.
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Schedule Time - Insert the time that you want the Report Pack to be sent out. E.g. 11:00 am.
Zip Archive Password – Insert Password as arranged with your client, so they are able to extract the
report.
Items Tab

Click on New and create the setup of the report to be sent.

Query Type – select the required query field
Query – select the required query that you have created for your client that is to be sent.
Description – short description name of the report for your Client
Output Filename – abbreviated description of the name of the file for the report to be sent to your
client.
Detail Level – Full (Detailed) – will show all line items in detail on the report
Primary Group - will show total details as per the” First group” setup on your report
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All Groups – will show details as per the “First group” setup on the report – expanded by a further
breakdown per the setup of the “Then Group by” from your report.
Output Format – Select the required format you want your client to receive the report in i.e.
PDF,Excel
Range – select as required for the dates from and to for your report e.g. as above Date from the 1st to
the 31st of the month
Click on Save to save setup

To ensure that the report is setup correctly – click on Test
The report will open up – click on Build and Build and View to ensure your report is correct.

Once you are happy will your test report – close
Recipients Tab
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Click on New and create the Recipient as required to receive the Report

Name – Insert the name of the client
Zip Archive – If ticked the client will received the report in a zip format
Type – Select the required format to send the report to your client e.g. E-mail
E-mail Address – Insert the e-mail address of your client, where the report is to be sent
Deliver As – Select how the Report is to be sent e.g. Attachment.
Click on Save to save setup
Once all of the above has been completed click on Generate. This will check the entire setup and
generate all the reports and e-mail them to your clients as per your setup.
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To manually generate your Reports to your clients. Click on Enquiries – Report Packs – Generate
Report Packs. Click on Run.

If you have the report pack setup to run on certain days and times, you will need to leave the above
Report Pack Generator screen open and running, it will scan every 15 minutes and generate any new
reports that match the setup criteria (eg: date, time etc)
A designated machine needs to be provided to allow the above feature to run continuously, it must
never get closed or logged off.
To view your register of all report packs sent out. Click on Enquiries – Report Packs – Report Packs
Register.
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This register will show
Log – History of when the reports were created and Status of reports I.E. Error or completed
successfully.
Items – list of the reports sent out.
Recipients – List of clients receiving the reports.
Example of E-mail sent to clients with attached report in a zip format.

Each pack will only run once per day max
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