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Exporting a QA Executive Report

Q&A Reports can be easily exported.

In our last lesson, we prepared a Departmental Statement. In this lesson, we will
export it.

File View Output Mode Tools Window Help

Output Options

e Print directly from Q&A Executive

e Outputto.PDF

Q&A Executive Export Report

There are several ways to output a report from Q&A Executive:

DB MEE AL THERBYOE .
et ddete ot o g e Worksheet IDocument I
@ DEPARTMENT STATEMENTS T R
Sheet1 Presidential
% Name

r Accounting B C D E F G ]

@ Arlington District No. 1 1 |Adventist Demonstration Business Unit

@ Chidren's Ministries 2 | Departmental Discretionary Budget Report

ry Communication 3 |May 31st 2016

@ Congressional District No. 2 4 |Presidential

ry Education 5

 Executive Secretary 6

@ Famiy Ministry 8 Year-To-Date :

@ Georgetown District No. 3 9 Current Year Last Year  Annual

@ Health Ministry 10 Actual | Budget = Actual = Budget Remainder

, In-House Operation 1

@ Ministerial Association 12 |Salary (Regular) 89,888 101,124 0 134,832 44,944

% Oxon Hil District No. 4 13 |Book & Equipment Allowance 0 0 0 0 0

, Potomac River District No. 5 o

o [Presdentdl 14 |Car Depreciation Allowance 2,000 2,250 0 3,000 1,000

ry Public Affairs & Religious Liberty/Legal 15 Child Allowance 0 0 0 0 0

@ Publishing 16 |Housing Subsidy 0 0 0 0 0

@ Sabbath School/Personal Ministries 17 |Area Travel Subsidy (House to Office Travel) 960 1,080 0 1,440 480

@ Secretarial Services 18 |Bonuses & 13th Month Pay 0 0 0 0

@ Stewardship/Trust Services 19 |Tithe % Defined Benefit Plans Contribution 0 0 0 0 0

@ Tidal Basin District No. & 20 | Social Security System Contribution 0 0 0 0 0

@ Treasurer 21 |Moving Allowance 0 0 0 0 0

@ Treasury 22 |Educational Subsidy (Dependent Children) 0 0 0 0 0

7y Vice President 23 |AD & D Insurance 0 0 0 0 0

7y Women's Ministry 24 |Survivor Benefits Insurance 0 0 0 0 0

@ Youth 25 |Unemployment Insurance 0 0 0 0
26 |Medical Policy Premium 528 1,440 0 1,920 1,392
27 Medical Subsidy 0 0 0 0 0
28 |Tax Assistance 2,247 2,528 0 3,371 1,124
29 |Travel Expense (Regular) 0 0 0 0 0
30 95,624 108,422 0 144,563 48,939
32
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e Outputto HTML
e Output to Microsoft Office
e Email

If a printer has been connected to the system, reports can be directly printed from
Q&A Executive.

From the Extract Mode,
1. Open the Output menu

H Department Statements.ice - Q&A Executive / SDA - General Conference - Treasury

J File View QTputl Mode Tools Window Help

JD-QQErint Ctrl+P gm JD,D,';'

@ PDF 6.

@ HTML
Microsoft Office

% [l 7 0

“f Worksheet IDocument]

B C
Adventist Demonstration Business Unit
Departmental Discretionary Budget Report
May 31st 2016
Presidential

Arlington District No. 1
Children's Ministries
Communication
Congressional District No. 2
Education

Executive Secretary
Family Ministry
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2. Select Print

Q&A Executive Export Report
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B print - ] X
~Printer
oK
CutePDF Writer v
Cancel

Status:  Ready

Type: Page Setup

Where: - Preview
—Print What Copy Count

" Selection Copies 1 ﬁ

(" Active Sheet

(¢ Entire Workbook

~Contents Page
[ Enabled

Worksheet Document Cube Chart 2

CoMonts = Profile Profile Profile Profile

@ DEf

K
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3. You can choose which worksheets to print, or select them all
4. Click on Page Setup to modify features of the printout

Q&A Executive Export Report
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ﬂ Page Setup

(¢ Landscape

—Page Size

|A4, 210 x 297 mm

=

—Contents Page
™ Enabled

Edit |

O

OK
Cancel
Print

Preview

X

—Options

Worksheet
o Profile

O

Contents

@ DEf

K
K

| KK KK
| KK KK

Document
Profile

Cube
Profile

Chart
Profile

Apply

Apply To &l

Remove All

—Sheet Profiles

Profile Type | code | Description

| Orientation

5. You can preview the output by clicking the Preview button

Q&A Executive Export Report

Add
Edit
Delete

Import

Export
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Select the Output menu

H Department Statements.ice - Q&A Executive / SDA - General Conference - Treasury

J File View

J DB - ¥4E Print

£ roF

& HTML
Microsoft Office

ﬁ@E

_(_)_utputl Mode Tools Window Help

Ctrl+P

-mail

= % Gd 7
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Select PDF

Arlington District No. 1
Children's Ministries
Communication
Congressional District No. 2
Education

Executive Secretary

Family Ministry

Q&A Executive Export Report

Adventist Demonstration Business Unit
Departmental Discretionary Budget Report
May 31st 2016

Presidential
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e Select where to save the report, and give the file a name

B Output To PDF — O X
r~PDF Output -
File Name Of
I B Cancel
Page Setup
H Save As X
1 | « _CopyMeToVM (\\vbo... > Function Statements (Departmental) > v 0 Search Function Statements (... 0
r~Print What
¢ Selection Organize v New folder = T (7]
~
" Active Sheet | | Financial Statem Name Date modified Type Size
@ EntreWorboo |} Function Statem || test2 HTML 10/24/201810:58 ..~ File folder
System32 :
~Contents Page —| £ Y Test 10/24/2018 10:57...  Adobe Acrobat D... 133KB
I Enabled [ This PC
I Desktop
Contents O Documents
@ DH ; Downloads
™ D Music
Pictures
v =
= B videos
I ‘i Local Disk (C:)
M & CD Drive (D) Vir
W
~ == _CopyMeToVM ,,
W
— File name: v
< >l <
Save as type: | PDF v
A Hide Folders [ sae || concel

e Click Save
e Aswith the other outputs, you can choose the documents to include or
exclude in the output, as well as modify the page layout.

Output to HTML

e Select the Output menu

Q&A Executive Export Report 6
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m Department Statements.ice - Q&A Executive / SDA - General Conference - Treasury

J File View

Qutputl Mode Tools Window Help

J DB - ¥4& Print Ctrl+P
& ror

@ DEPAl @, HTML
Microsoft Office

VE®

|G TEERBE

% gi.‘l E-mail

Arlington District No. 1
Children's Ministries
Communication
Congressional District No. 2
Education

Executive Secretary

PR PP PPPL

Family Ministry

e Select HTML

Q&A Executive Export Report
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Adventist Demonstration Business Unit
Departmental Discretionary Budget Report
May 31st 2016

Presidential

Yea
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B3 Output to HTML

—File Name
OK
IE:\Function Statements (Departmental)\HTML Department Statements.ice
Cancel
Data Location
IE:\Funcﬁon Statements (Departmental)\HTML Department Statements_HTML\ Help

Header | Footer I Opﬁonsl

~I~ Enabled

File Name

[~ Scrolling Height |10 j %

[~ Display in separate frame

—Print What
(" Selection (" ActiveSheet (¢ Entire Workbook

Contents ¥  Worksheet Document Chart Cube
@ DEPART
She

T

K
K

KKK EE
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e Choose which documents to include or exclude, modify page setup
e Choose the location for storage

e Give the filea name

e Click OK

Q&A Executive X

@ Output to HTML complete

oK

Q&A Executive Export Report
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2 E:\Function Statements (Depart © ~ €

(& DEPARTMENT STATEMENTS

@DEPARTMENT STATEMENTS
Sheetl
% Name
- g Accounting

, Arlington District No. 1

- g Children's Ministries

& Communication

- Congressional District No. 2

@ Education

-y Executive Secretary

 Family Ministry

- g Georgetown District No. 3

 Health Ministry

- 5 In-House Operation

& Ministerial Association

-y Oxon Hill District No. 4

- @ Potomac River District No. 5

- Presidential

- Public Affairs & Religious Liberty/Legal
- Publishing

-y Sabbath School/Personal Ministries

@ Secretarial Services

-y Stewardship/Trust Services

@ Tidal Basin District No. 6

- i Treasurer

o, Treasury

- i Vice President

 Women's Ministry

- & Youth

Worksheet 1 Document

Adventist Demonstration Business Unit
Departmental Discretionary Budget Report
May 31st 2016

Salary (Regular)

Book & Equipment Allowance
Car Depreciation Allowance
Child Allowance
Housing Subsidy
Area Travel Subsidy (House to Office Travel)
Bonuses & 13th Month Pay
Tithe % Defined Benefit Plans Contribution
Social Security System Contribution
Moving Allowance

Educational Subsidy (Dependent Children)
AD & D Insurance
Survivor Benefits Insurance
Unemployment Insurance
Medical Policy Premium

<

Open the Output menu

- m} X
u
1
Sheet1
A
Year-To-Date
Current Year Last Year  Annual

Actual Budget Actual Budget Remainder
1,987,538 2,235,699 0 2,980,932 993,394
0 0 0 0 0
80,000 90,000 0 120,000 40,000
25,440 28,620 0 38,160 12,720
0 0 0 0 0
23,520 26,460 0 35,280 11,760
0 0 0 0 0
0 0 0 0 0
0 0 0 0 0
0 0 0 0 0
0 0 0 0 0
0 0 0 0 0
0 0 0 0 0

0 0 0 0 0 v
12,571 35,280 0 47,040 34,469

>

ﬁ Department Statements.ice - Q&A Executive / SDA - General Conference - Treasury

J File View | Output

Mode Tools

Window

DB~
Cef cfcbe @ PDF

é Print

& HTML
Microsoft Office

Help

Ctri-P ¢ E BB

g Chi

-

i Arlington District No. 1
|dren's Ministries

e ae

Choose Microsoft Office

Q&A Executive Export Report
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ﬂ Output to Microsoft Office X
Files
OK |
File Name l + | &
) | Cancel |
Help |
Header / Footer I Optionsl Printing I
¥ Output Header — ¥ Output Footer
[V Left V¥ Left
¥ Center [V Center
¥ Right [V Right
[V &pply Formatting [V &pply Formatting
—Print YWhat |
{" Selection { ActiveSheet {* Entire Workbook
|
Contents M worksheet ™ Document Chart A
@ DEPAR1
She O |
O [ |
O |
O [ |
O |
O [ |
O |
i | .
< > - -

e Click the + button at the right of the Files pane
e GCive the file a name and choose the directory in which you want to save the
report
o Note: Files can be saved as either Word or Excel

Q&A Executive Export Report 10
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H Save As

Organize v New folder

Financial Statem » Name
Function Statem HTML Department Statements_HTML

System32 test2 HTML

[ This PC
[ Desktop
Documents
4 Downloads
J) Music
[&] Pictures
B Videos
‘s Local Disk (C:)
§% CD Drive (D:) Vir
= _CopyMeToVM ,

> « __CopyMeToVM (\\vboxsr... > Function Statements (Departmental)

Date modified

10/24/2018 11:16 ...
10/24/2018 10:58 ...

v 0

Type Size

File folder
File folder

Search Function Statements (.. ©

= ~

X

File name: | Excel Department Statements|

Save as type: ’ Excel and Word files (*.xlsx*.docx)

A Hide Folders

e Click Save

Q&A Executive Export Report

11



¢ SuUNPlus

ﬂ Output to Microsoft Office X
Files
File Name I oK |
E:\Function Statements (Departmental)\Excel Department Statem... Cancel |
Help |
Header / Footer I Opﬁonsl Printing |
|v Output Header — r|v Output Footer
v Left v Left
|v Center v Center
[V Right [V Right
v Apply Formatting v Apply Formatting
—Print What l
(" Selection (" ActiveSheet ¢ Entire Workbook
|
Contents Worksheet Document Chart A
€ DE
v
< > a a

There are several options for modifying the output documents in whichever method
of output you choose. These options may seem confusing until you become familiar
with them.

By unchecking the Document checkbox in the header of the lower pane, you can
remove outputs to Microsoft Word.

¢ Remove outputs to Microsoft Word by unchecking the Documents checkbox

Q&A Executive Export Report 12
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H Output to Microsoft Office X
Files
File Name + | K I
E:\Function Statements (Departmental)\Excel Department Statem... Cancel I
Help |
Header / Footer I Opﬁonsl Printing I
|v Output Header — v Output Footer
v Left v Left
|v Center v Center
[ Right v Right
v Apply Formatting v Apply Formatting
—Print What |
(" Selection (" ActiveSheet (¢ Entire Workbook
|
Contents Worksheet [J Document Chart A
P Q DEF
i O
i
O
O
O
O
O
O
C v
< >

e The options | like to use are (you can choose whichever options you want):
Uncheck Output to Header and Output to Footer

Check Tree and Tree Icons

Uncheck Include cell criteria

Uncheck Excel 5

Uncheck Zero Suppress (though this one could be interesting)
Check Leave Excel Open

O O O O O O

Q&A Executive Export Report 13
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H Output to Microsoft Office X
Files
File Name l + | oK |
E:\Function Statements (Departmental) \Excel Department Statem... Cancel |
Help |
Header /Footer Options I Printing |
v Tree [~ Indude cell criteria
v Tree Icons [~ Excel 5 |~ Leave Word open
[ Protect |~ Zero Suppress [~ Automatic row height
’—Password to open ; Password to modify
—Print What I
(" Selection (" ActiveSheet (¢ Entire Workbook
|
Contents Worksheet [] Document Chart A
@ DEf
0
O
O
O
O
O
O
O v
< > a .
e Gotothe Printing tab
Q&A Executive Export Report 14
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ﬂ Output te Microsoft Office

Files

File Name

E:\Function Statements (Departmental)\Excel Department Statem...

[

Cancel

Help

Header [ Footer I Options

Paper Size
[a4 210 x 297 mm ~| I Fitto page(s)
Orientation
" Landscape Pages Wide |1
(¢ Portrait Pages High Il |
—Print What I
" Selection (" ActiveSheet (¢ Entire Workbook
|
Contents Worksheet [] Document Chart A
@ DF
O
O
O
O
O
O
O
O v
< > a .

| usually don't change settings on the Printing tab, thought Landscape and Portrait

might be helpful.

e Go back to the Header / Footer tab
e Choose the portions of the report that you want to output
e Go tothe white pane across the bottom of the tab

e Expand the Contents column by dragging the right-hand border to the right

Q&A Executive Export Report
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H Output to Microsoft Office X
Files
File Name I + | oK |
E:\Function Statements (Departmental)\Excel Department Statem... Cancel l
Help |
Header / Footer I Options Printing I
Paper Size
|A4 210 x 297 mm ;I [ Fit to page(s)
Orientation
" Landscape Pages Wide |1
¢ Portrait Pages High Il
—Print What I
" Selection (" ActiveSheet (' Entire Workbook
|
Contents Worksheet [] Document Chart A
4@ DEPARTMENT STATEMENTS!
i Sheet1 O
P Name
------ % Accounting O
------ % Arlington District No. 1 O
------ % Children's Ministries O
------ % Communication O
------ %, Congressional District No. 2 O
------ %, Education O
------ % Executive Secretary O ~
< ' > < B B >

e Ifyou leave the checkbox under Worksheet for Sheetl checked, you will export
a Summary list. | uncheck that box; otherwise, | leave all of the checkboxes
under Worksheet checked, so that | have exported all of the Departmental
Statements.

e Click OK to begin export

Output to Microsoft Office n

Outputting to Office

Q&A Executive Export Report 16
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Bxcel Department Statements - Excel Administrator@sp.local

Insert  Pagelayout  Formulas View  InforQ%A  Q Tell me what you want to do
Y _ o o e .
0 ?"C“‘ Calibri i AN == 9 ®BwepTee Generl . i i | = < (] é“"ws“’“ Ay O
ER Copy ~ & Fill ~ ’
<o 09
e ot pirer B 1 U7 E- ElMergesiCemer - § - % » | % $1 Condonal Formtas Col It Delte Format St Finda
Clipboard ) Font ) Alignment ) Number ) Styles Cells Editing ~
Al & Fe <
A B/C/D E F G H I J K L M N 0 P Q R S T u v W X Y a
1 —
7
4
5 | @  DEPARTMENT STATEMENTS
6 | [ Sheetl
7 Name
8| @ Accounting
£l @ Arlington District No. 1
10| @ Children's Ministries
1 2 Communication
12 @ Congressional District No. 2
13| @ Education
14 @ Executive Secretary
15| @ Family Ministry
16| 2 Georgetown District No. 3
17 @ Health Ministry
18| @ In-House Operation
19| ? Ministerial Association
20 @ Oxon Hill District No. 4
21| N Potomac River District No. 5
22 @ Presidential
23| @ Public Affairs & Religious Liberty/Legal
24 @ Publishing
25 @ Sabbath School/Personal Ministries
26 @ Secretarial Services
27 | @ Stewardship/Trust Services
28 @ Tidal Basin District No. 6
29| @ Treasurer
30| 2 Treasury
31 @ Vice President
32| @ Women's Ministry
) @ Youth
34|
5|
36
7|
38
3| -
> Tree Accounting Arlington District No. 1 Children's Ministries Communication cong ... & < »
Ready ::] M- 1 + 100%

Here is our beautiful report in Excel!
Notice that each department’s statement is displayed in a separate worksheet. The

Tree worksheet displays links to each of the other sheets. Click on a blue link to go
directly to that department.

Q&A Executive Export Report 17
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Excel Department Statements - Excel

Insert Page Layout Formulas Data i View Infor Q&A Q Tell me what you want to do

-y
S & Cut MS Sans Serif -8 <A A
ER Copy ~

Paste = = = -
= ~ Format Painter BIU - o A

C
s . ab . - ] q
L7 25 Wrap Text General r 24 2 £

€= 3= [ Merge&Center + $ ~ % * G Conditi?nal Formatas Cell It
Formatting~ Table~ Styles~

Clipboard [ Font [ Alignment [F} Number [ Styles

N25 ~ fe

B
1 |Adventist Demonstration Business Unit
2 |Departmental Discretionary Budget Report
3 |May 31st 2016
4 |Education
5
[}
8

o
o
m
-
—C)
I
-(_
~

Year-To-Date
9 Current Year Last Year Annual
10 Actual Budget Actual Budget Remainder

12 |Salary (Regular) 43,248 48,654
13 |Book & Equipment Allowance 0 0
14 |Car Depreciation Allowance 2,000 2,250
15 | Child Allowance 960 1,080
16 |Housing Subsidy 0 0
17 |Area Travel Subsidy (House to Office Travel) 480
18 |Bonuses & 13th Month Pay

19 |Tithe % Defined Benefit Plans Contribution
20 |Social Security System Contribution

21 |Moving Allowance

22 |Educational Subsidy (Dependent Children)
23 |AD & D Insurance

24 |Survivor Benefits Insurance
25 |Unemployment Insurance
26 |Medical Policy Premium

720
27 |Medical Subsidy 0

28 |Tax Assistance 1,081 1,216

29 | Travel Expense (Regular) 0 0
30| " 48210 " 54,460 "

2|

64,872
0
3,000
1,440
0

21,624
0
1,000
480

0

b
o
~
N
o
N
5
o

OO0 000000
o000 o0 o000

(=T == R = R e e e e e Y e ]

[r=3
(=]
o

wu
=
HFowoooooooo

3

1,622

o

" 72,614 24,403

« ‘ Children's Ministries ‘ Communication ‘ Congressional District No. 2 Education | ExecutiveS ... (¥ [«]

Ready

The worksheets in this workbook can be exported one by one, or they can be
exported as a single workbook.

Q&A Executive Export Report 18



