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What is a Report Model? A way of grouping G/L information by the object number of the 

account number.  
 

Select menu option 1110 from the main menu. 
 

 
 

You will see a list of report models on the system. 
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Adding a Report Model 
 

While you are in the Work with Report Models program (previous screen), press the F6 key to create 
a new report model. Enter the report model number and a model description. 

 

 
 

Start adding levels to the report model. 
 

Once you have added the report model to the system. Enter a ‘2’ next to the report model that you 
would like to work with. 
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You will then see the following screen. Press F6 to add to the next level. 

 
 

 
 
 

You can then add the first level of information for the report model.  
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You are now at level 2. Press the F6 key to add information at this level. 

 
 

  
 

You have then entered level one information.  
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Enter a ‘2’ by the item that you would like to work with. 

 
 

 
 
 

Once you get to the last level of detail that you would like, enter the object from and through range 
and all other information.  
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The information is added at this point. Press the F6=Add to add any more from and through ranges at 
this level. 

 
 

 
 
 

The following screen shows all the ranges added under the Revenue section of the report model. 
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Changing a Report Model 
 
Enter a ‘2’ next to the report model that you are changing. 

 

 
 
 

Enter ‘2’ next to the item that you would like to change, until you get to the level that you would like 
to work with. 
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You need to move your cursor up to the fields that you would like to change and make the changes. 

 
 

 
 
 
 Copy a Report Model 
 

Enter a ‘3’ next to the report model that you are copying. 
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The report model number can not be used more than once on the system, so that will need to be 
changed. You are not required to change the model description.  

 
 

 
 
 
 

The report model has then been copied, renumbered and renamed. You can go ahead and work with 
this report model just like any other on the system. 
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Deleting a Report Model 
 
Enter a ‘4’ next to the report model that you are deleting. 

 
 

 
 
 

You will then get a confirmation screen. If you do not want to delete the report model at this point, 
press F12 to cancel the delete option. Press enter to delete the report model. 
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You will see that the item that you selected to delete has been removed from the system. 

 

 
 
 

Printing a Report Model 
 

There are three types of reports that can be used for printing in the report model format. Which type 
of report model to use depends on what type of information that you are looking for, and how you set 
up your report model. The following are the types of report model reports currently on the system: 1)  
Budget Report by Model menu option 2030. 2) R/M Balance Sheet menu option 3130. 3) R/M Stmt 
of Revenue and Expenditure menu option 3150. The report model we have chosen to use for this 
example relates to revenue and expenditure. Therefore, we will print the R/M Stmt of Revenue and 
Expenditure report. When you select the menu option 3150 you will see the following screen. Enter 
the information required and press F11 to run the report. 
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 Expanding a Report Model 
 

To display the layout of a report model that you have set up you can place an ‘X’ next to the report 
model that you are working with and press enter. 
  

  
 
 
 You will see the levels and the sequences you have set up within this particular report model.  
 

 
 
 
 
 
 

 


