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Q&A Executive Training

Printing Reports from Executive

The printing functionality of QA Executive is worth the effort, especially for reports
that need to be run once a month. For ad hoc reports created as a routine matter,
exporting them to Excel and printing them from Excel works just fine. But for a
routine report being run by someone not familiar with the software and not
technically savvy, when you want to leave instructions like “Run the report, change
these prompts, then run it, print it, and pass it out”, it is worthwhile to set up
Executive’s printing functionality.

Also, you need to learn how to modify the printing functionality if there are problems
with the financial statements. For example, if when you are printing the financial
statements, you decide you need to change a margin or the paper size or add a logo,
or something of that sort, this document will help.

e Open the Departmental Statements created earlier
e Setthe promptsto

o CurrentYTD 2013001 to 2013005
o PriorTYD 2012001 to 2012005
o CurrentYear 2013001 to 2013012
o BU ATA

File View Mode Tools Help

DEBE-e-= Q- 3
i Code Description Filter From Filter To
CurrentYTD Enter Current Year-to-Date Range 2013001 ... |2013005
PriorTYD Enter Prior Year-to-Date 2012001 ... |2012005 e
CurrentYear Enter Current Year Range 2013001 ... |2013012
RlI Fnter Rusiness | Init ATA
4

o Click the Extract (calculate) icon
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e Click the Extract Drill Path

Q&A Executive Printing

H Extract - O X
- Drill Paths Extract Primary
[Code | Description [Time Taken [b 4] Worksheets
DEPT Departments 00:00:00 z
Last Last saved drill path 00:00:00 z Cancel
Extract Drill Path
Set as default
-
«| > Help
@ DEPARTMENT STATEMENTS ~
Sheet1
@y Name [~ Extractlocked values
y, Accounting
, Arlington District No. 1
r Children's Ministries
p, Communication
ry Congressional District No. 2
ry Education
, Executive Secretary
y, Family Ministry
, Georgetown District No. 3
ry Health Ministry
ry In-House Operation
3, Ministerial Association v a

(]
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J File View Output Mode Tools Window Help

DB -*-BH &S0- PBNEBE

@ DEPARTMENT STATEMENTS

Sheet1

% Name
g, Accounting

Arlington District No. 1
Children's Ministries
Communication
Congressional District No. 2
Education
Executive Secretary
Family Ministry
Georgetown District No. 3
Health Ministry
In-House Operation
Ministerial Association
Oxon Hill District No. 4
Potomac River District No. 5
Presidential

Publishing

Secretarial Services
Stewardship/Trust Services
Tidal Basin District No. 6
Treasurer

Treasury

Vice President

Women's Ministry

Youth

(o S T T T« T T

Now to print the report.

Qutput Menu

Important: When setting up printing details, you

Public Affairs & Religious Liberty/Legal

Sabbath School/Personal Ministries

|%a T

Worksheet I Document ]

BE@ v E .

Sheetl

The Output menu options are:

e Print
e PDF
e HTML

e Microsoft Office

J File View

Adventist Demonstration Business Unit

Departmental Discretionary Budget Report

May 31st 2013

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

Medical Subsidy
Tax Assistance
Travel Expense (Regular)

Output | Mode Tools Window Help

J OB - ¢& Print
&3 {0 PDF

~BE

Microsoft Office

Ctrl+P

gm.

O

Q&A Executive Printing

Year-To-Date

Current Year Last Year | Annual
Actual Budget Actual Budget Remainder
1,242,305 1,490,466 0 2,980,932 1,738,627
0 0 0 0 0
50,000 60,000 0 120,000 70,000
15,900 19,080 0 38,160 22,260
0 0 0 0 0
14,700 17,640 0 35,280 20,580

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
9,195 23,520 0 47,040 37,845
0 0 0 0 0
31,052 37,262 0 74,524 43,473
0 0 0 0 0
1,363,152 1,647,968 0 3,295,936 1,932,784

must be in the Extract mode.
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The same formatting or print controls operate both Print and.PDF functionality.

e Select Print

B2 Print o O X
~Printer
oK
| cutePDF writer ~|
Cancel |
Status:  Ready
Type: — Page Setup
Where:  —— Preview |
r~Print What Copy Count
" Selection Copies Il ﬂ
(" Active Sheet
(' Entire Workbook
—Contents Page
[~ Enabled
Contents Worksheet Document Cube Chart
Profile Profile Profile Profile
4@ DEPARTMENT STATEMENTS;
i Sheet1
Name

PR
= Accounting
Arlington District N¢
Children's Ministries
Communication
Congressional Distr
Education
Executive Secretar
Family Ministry
Georgetown Distric:
Health Ministry
In-House Operatior
Ministerial Associati
Oxon Hill District Nc
Potomac River Distr
Presidential
Public Affairs & Reli
Publishing
Sabbath School Per
Secretarial Services
Stewardship/Trust !
Tidal Basin District I
Treasurer
Treasury
Vice President
Women's Ministry
Youth

PRI PIF PP PP I P I AP IR I PP @

REKEKRKKEEREKEEREREKEREREREERER KRR R

REKEKRKEKEEREKEEREREKEREREREERERERE R R R

e Click the Preview button to see the results if the report were printed with

these setup details.

Q&A Executive Printing



¢ SunPlus

T T T O A PO PO arcrs U1 IKY (-2 S I | > S B2

@ DEPARTMENT STATEMENTS

Sheet1
%, Name

Accounting
Arlington District N...
Children's Ministries
Communication
Congressional Distri...
Education
Executive Secretary
Family Ministry
Georgetown Distric...
Health Ministry
In-House Operation
Ministerial Association
Oxon Hill District No...
Potomac River Distr...
Presidential
Public Affairs &Reli...
Publishing
Sabbath School/Per...
Secretarial Services
Stewardship/Trust ...
Tidal Basin District ...
Treasurer
Treasury
Vice President
Women's Ministry
Youth

PP PP AP PP AP AP PPA

The Preview shows how the Summary sheet would print out. It includes:

The grids

The bold outline of the page and

The header.

Also, this sheet would print over two pages (the second page would be blank)

Click Close to close the Preview.

Q&A Executive Printing
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The Print interface is shown below:

&= Print o O X
—Printer
oK

| cutepDF writer ~|

Status:  Ready

Type: Page Setup
Where: - Preview
—Print What Copy Count

" Selection Copies |1 |

o =2

(" Active Sheet

(¢ Entire Workbook
—Contents Page

I Enabled

Contents Worksheet Document Cube 0 Chart

Profile Profile Profile Profile
4@ DEPARTMENT STATEMENTS!
i Sheet1
! Name
Accounting

Arlington District N¢
Children's Ministries
Communication
Congressional Distr
Education
Executive Secretar’
Family Ministry
Georgetown Distric
Health Ministry
In-House Operatior
Ministerial Assodiati
Oxon Hill District Nc
Potomac River Distr

Presidential
Public Affairs & Reli
Publishing

Sabbath School/Per
Secretarial Services
Stewardship/Trust !
Tidal Basin District I
Treasurer
Treasury
Vice President
Women's Ministry
Youth

PSP I I P I PP I AP IR I P I PP @

KKK RKEKREXRERERERRERER R R

It helps to expand the Contents pane at the left side of the lower pane. Expand by
dragging the right margin to the right. In that pane, are the titles of breakout pages.

Q&A Executive Printing
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In the Worksheet Profile and the Document Profile columns in the pane at the lower
right, there are checkmarks next to each sheet in the report. The checkmarks mean
that sheet will be included in the printout. To leave a page out of the printout,
uncheck the related checkbox.

B2 print . O X

—~Printer
oK

| cutepDF writer ~] |
Cancel |

Status: Ready

Type: — Page Setup

Where:  —— Preview
—Print What Copy Count

"~ Selection Copies Il =l
e (=

(" Active Sheet
(¢ Entire Workbook

—Contents Page
[~ Enabled
Contents Worksheet Document Cube Chart
Profile Profile Profile Profile

s-[F sheett O
4% Name
oy %ccounﬁg_gi

Arlington District N
Children's Ministries
Communication
Congressional Distr
Education

Executive Secretar
Family Ministry
Georgetown Distric
Health Ministry
In-House Operatior
Ministerial Assodiati
Oxon Hill District Nc
Potomac River Distr
Presidential

Public Affairs &Reli
Publishing

Sabbath School/Per
Secretarial Services
Stewardship/Trust !
Tidal Basin District I
Treasurer

Treasury

Vice President
Women's Ministry
Youth

OO00o0o0oo0o0o0o0o0o0oggoooooooooooo d

AP I P I PP I AP I P I PP AP P
KRR RER R R RRR QR R RR QR
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In the above screenshot, the Sheetl Worksheet Profile has been unchecked. Also, all

the Document Profile sheets have been unchecked by clicking once in the

Document Profile check box on the header row.

At this point, the Print setup is ready to go. It is still not suitable, but it is slightly

better.

In the Copy Count portion of the interface, select the number of copies to print.

Click the third button from the top to select Page Setup.

e Click Page Setup

B2 Page Setup - O X
—Orientation —Page Size oK
................ o A4 210 x 297 mm -
" Portrait - » I : —I | Cancel
{* Landscape —Contents Page | P
Edit
| I Enabled —‘| Preview
—Options
Contents 0O Worksheet Document Cube Chart X
Profile Profile Profile Profile
@ DEf
O O
O
O
O
O
: v
< >
Apply Apply To All | Remove | Remove &
—Sheet Profiles
Profile Type | Code I Description | Orientation I Add
Delete
Import
Export

Page Setup controls general details for all report pages.

In the upper left portion, select a general orientation for the report pages:

e Portraitor
e lLandscape

Q&A Executive Printing
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Select paper size in the field in the top middle portion of the dialogue box and
enable a Contents page.

What is a Contents page? A Contents Page is a page at the beginning of the report
and explains all other pages. If Contents Page is enabled, the content of that page
can be edited. Many people think the Contents Page is a waste of paper; however,
try it once to see what you think.

A Worksheet Profile can be defined for each of the report's pages. Set up a separate
profile for each page if each page should be formatted differently. The pros and cons
of setting up separate profiles for each page of a report will be discussed later.

A complex report may have two or three profiles.

One page may have 8 to 10 columns but just a few rows. It is a short and stubby
page. A Landscape orientation with custom margins would be the best presentation.
A profile with those configurations could be created applied to that page.

Another page in the same report may have 4 columns and many rows. A Portrait
orientation would be better for that page. A second profile could be created and
applied to page.

For our example, let's add a profile to be assigned to any pages we want. Our general
report sheet is about four or five columns wide and twenty to thirty rows long. Our

profile will fit that configuration. We will only build a single profile.

e Click Add in the Page Setup interface

ﬂ Sheet Type Selection X
OK
Cube Profile —
Document Profile
Chart Profile Cancel

e Select Worksheet Profile from the Sheet Type Selection list
e Click OK

Q&A Executive Printing 9
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m Profile Setup

Code Description

Settingsl Sheet Margins I Images]

—Header Top —Header Right
—Header Left = —Data Right
—Header Height —Footer Height

B & P
—Data Left —Footer Bottom
—Footer Left —Footer Right

Preview

This is fairly intuitive.

e First, give the new profile a name in the Code field
o A Code can consist of anything but spaces.
o Weé'll call the demonstration Code ThreeCol

e Enter a Description of the profile in the Description field
o The demonstration profile Description will be Three Columns with Logo

Q&A Executive Printing
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H Profile Setup

Code Description

OK

lThreeCoI IThree Columns with Logo

Cancel

Seth'ngsl Sheet Marginsl Imagesl

—Header Top —Header Right
B | e P S
—Header Left = —Data Right
|25 ﬂ S |25 j’
—Header Height —Footer Height
P4 P4
—Data Left —Footer Bottom
—Footer Left —Footer Right

Preview

This interface has four tabs:
Settings

Sheet

Margins

Images

The Margin tab is particularly useful. Fields on this tab set the size and width of the

header, which can be different from the width of the main body of the report.

The dialogue has a dragging feature, so the various margins can be dragged to

wherever needed.

Q&A Executive Printing
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Settings

H Profile Setup

Code Description

IThreeCoI IThree Columns with Logo

sl Sheet I Marginsl Imagesl

Orientation

e
" Portrait ¢ Landscape

Orientation can be set per page, if necessary.

Q&A Executive Printing

X

« |

Cancel |

Preview |
12
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Sheet
&8 Profile Setup X
Code Description X |
IThreeCoI IThree Columns with Logo Cancel |
Settings | Sheet || Margins | Images |
Preview |
~|v Horizontal Alignment — Options
O Left |V Grid Lines
& Centre |~ Column Headers
 Right |~ Row Headers
v Colour
~|v Vertical Alignment —
" Top Page Order
& Centre ¢ Down then Over
 Bottom (" Over then Down
(T~ Print Titles " V¥ Print Headers [V Print Footers
[~ Row Titles
Rows to repeat at top v Left v Left
|1_ [V Centre [V Centre
[v Right [V Right
I~ Column Titles
Columns to repeat at left [T~ Print Scale )
l— " Scale {* Fit to page(s)
1 )
P Wid
100 | ages Wide ll_
Pages High ll_
Special features of the Sheet Tab:
e Set dataalignment
e Print/don't print titles
e Set/Remove grid lines
e Printtoscale
Q&A Executive Printing 13




¢ SunPlus

Images

B Profile Setup X
Code Description oK |
IThreeCoI IT‘nree Columns with Logo

Cancel |

—Images

Preview I

File Name I Location I Style I

i | B

Use the Images Tab to add images to the report. This is basically a warehouse of
images that can be made available for all Executive reports.

To add an image:
e Click the +icon at the top right of the Images pane

Q&A Executive Printing 14
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B2 Image Setup X
—Image oK
| | —
I Cancel
—Location
(" Header " Footer
{+ Body " Page
— Alignment
- v Horizontal [v Vertical
" Left " Top
b {* Centre (s Centre
i " Right (" Bottom
o i L
Fmmisn T e e e ~Stretch———————————
fom e o= ! m=: =t ¥ No Change
" Tile
(" Stretch
—Maragins
ekt P ﬂ Right |3 ﬁ
Top |3 ﬂ Bottom 3 ﬂ
e Click the Assist button --|for the Image field
ﬂ Images X
File Name Format I Count Add | OK |
Edit | Cancel |
Remove |
~I" Fit to Window -
< >

Q&A Executive Printing
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e Click the Add button

[&] Pictures N Name

= _CopyMeToVM & ccjh_SunPlusHorizSm_20030909

Financial Statem =] ccjv_SunPlusVertMed_20030909 (2)
Function Statem

System32

& This PC

[ Desktop

Documents

4 Downloads

D Music

[&] Pictures

B Videos

‘s Local Disk (C:)

§% CD Drive (D:) Vir
= _ CopyMeToVM v

ﬂ Open
&« v N « __CopyMeToVM (\\vboxsrv) (E:) > ReportResources > Images
Organize v New folder

Date modified

9/4/2003 1:20 PM
9/4/2003 1:22 PM

v O Search Images
Bz v [
Type Size
JPEG image 8KB
JPEG image 47KB

X
¥
e

File name:

v| ’lmages (*.bmp; *.ico; *jpg; *jp

Com 1 |

Cancel

e Browse through the computer's directory to find the image file

Q&A Executive Printing
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B2 Images X
File Name ] Format I Count oK I
HelpLogo aif 1
ccjv_SunPlusVertMed_20030303 (2) jpg 0 Edit | Cancel |
ccjh_SunPlusHorizSm_20030909 jpa 0

Remove I
~I" Fit to Window 200 x 75—
< >
e Click OK

Once the image file has been added to the warehouse, it can be placed
anywhere in the report

Q&A Executive Printing
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ﬂ Image Setup
—Image
Iccjh_SunPIusHorisz_20030909.jpg |
" Footer
" Page
— Alignment
|V Horizontal v Vertical
* Left " Top
‘arTolaw
Corwtar asar Aonas
s tol aa " Centre (¢ Centre
e bR B aner i
sae DX @k ¢ Som Teax e Rjght (" Bottom
sl loae s L ¢ oM nw
oang b, ¢ ¢ ¢ € 3
A TaM Abad ase aTaa BT T LI+ %
S daniban Py < < < < <
bt S S S
Makng Sovaras ¢ ¢ ¢ ¢ ¢ —Stretch
Slcadors ik d Cageraa iaw < < < < <
vt SN e ¢ ¢ i ¢ No Change
rarxe 3 < < < ¢
Nasical Faic, Framion W8 ToC oA e
gy xm zm ¢ wm as " Tie
Taa Soeas Fagde 3 13 < < 3
TIEIT I TaaEa law
(" Stretch
—Margins
Left |3 z,' Right |3
Top |3 j Bottom |3

Q&A Executive Printing
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H Page Setup - O X
—Orientation —Page Size oK
: A4, 210 x 297 mm v
" Portrait -| e l _I Cancel
(¢ Landscape ~ Contents Page Print
[~ Enabled Edit |
—Options
Conlonts Worksheet 0O Document Cube Chart ()
Profile Profile Profile Profile
@ DEf
O O
O
O
O
O
: -
< > <
Apply. Apply To All | Remove | Remove All
—Sheet Profiles
Profile Type | Code I Description | Orientation | Add
Worksheet ThreeCol Three Columns with Logo Landscape =
Delete
Import
Export

e When returned to the Page Setup interface, select the worksheet to which

the Profile will apply

Q&A Executive Printing
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B2 Page Setup — O X
—Orientation —Page Size oK
i A4, 210 x 297 mm -
" Portrait - I " _I Cancel
{* Landscape —Contents Page Print
™ Enabled Edit I )
Preview
—Options
Worksheet Document Cube Chart (n
ConanEs O Profile = Profile Profile Profile
@ DEf
ThreeCol
v
< i< o
Apply To All | Remove Remove All
—Sheet Profiles
Profile Type | code | Description | orientation Add
Worksheet ThreeCol Three Columns with Logo Landscape —
di
Delete
Import
Export

e |nthe screenshot above, the first Worksheet in the Worksheet Profile column

has been selected

o The “ThreeCol” code is displayed by the first checkbox in the column

e Click Apply

e Click the Preview button, to see the image has been added to the specified
location in the worksheet

Q&A Executive Printing
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In an actual report environment, it is a good idea to apply the same profile to all
worksheets, so their formatting is similar.

One of the arguments for using the same profile for all worksheets in a report, is if
there is a problem, necessary changes can be easily made in one place, and apply to
the entire report.

Also, on the Page Setup interface, notice at the stack of buttons in the lower right-
side corner.

Q&A Executive Printing 21
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H Page Setup - O X
—Orientation —Page Size oK
2 A4, 210 x 297 mm v e
" Portrait -1 N I :I Cancel
& Landscape —Contents Page Print
[~ Enabled
—Options
Worksheet Document Cube Chart (~
Od O
Contanta Profile Profile Profile Profile
@ DEf
ThreeCol
v
< >l< o
Apply Apply To All I Remove I Remove All
—Sheet Profiles
Profile Type | Code | Description I Orientation I Add
Worksheet ThreeCol Three Columns with Logo Landscape =
al
Delete
Import
Export

Notice the Import and Export buttons.

For example, a series of Profiles has been created, intended to cover the needs of the
organization’'s usual reports. They were created using the Add function, as discussed

above. Then, they are all added to each report, using the Import and Export buttons.

Take another look at the Preview screenshot.

Q&A Executive Printing 22



¢ SunPlus

sl ﬂﬂ 13 L]ﬂ Q |-

Contents "
@ DEPARTME
Sheet1
% Na

< SunPlug

[[F=1% ooroarse Saraa
= Dxr<torary Aulgst At
oy St

i
5
{

3
E

:
§
E

:
:

[Suwry Peguw)

Assewce

| =P

firas e Smeey mose © ONce Traw,
[onzes &

==
iming Alowance

Susmey
|32 59 rwrance.

el Bl B 8]
b

|Vecce Poicy Femem
|Vecce Susecy

olBlo e o 8 f

s
I’

¥

i

i
i

e S S e S e T« T T
“ A A AT T T M A T T oA T M Mo A A Te e -

Notice that the headers above the SunPlus logo says Sheetl. That is not nice.

Also, when the Next Page arrow is clicked, there is a blank sheet.
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e ﬂﬂ 213 ﬂﬂl Q |~

2 SunPlus

T T T

This is also not nice. The profile can be edited to make any necessary changes.
Return now to profile setup in Page Setup.

e Select the Profile to be modified (in the lower pane)
¢ Click the Edit button

Q&A Executive Printing 24
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ﬂ Profile Setup

Code Description

IirhreeCol IThree Columns with Logo

Setﬁngsl Sheet Margins | Images|

—Header Top

£ unPlus

—Header Left
—Header Height ——
B =
—Data Left———

P4

fomnet . S, Ak St
PR i

—Footer Left

—Header Right

Izs ill

—Data Right
I ST
25 =

—Footer Height

—Footer Bottom

—Footer Right

¢ Open the Sheet tab

Q&A Executive Printing

X

oK |

Cancel I

Preview I
25
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B Profile Setup X
Code Description X |
IThreeCoI IThree Columns with Logo s |
Settings | Marginsl Images]

Preview |
~Iv Horizontal Alignment —Options
O Left |V Grid Lines
& Centre |~ Column Headers
¢ Right [~ Row Headers
[v Colour
~|v Vertical Alignment
" Top Page Order
& Centre ¢ Down then Over
 Bottom ¢~ Over then Down
(T~ Print Titles " V¥ Print Headers [V Print Footers
I~ Row Titles
Rows to repeat at top V Left [V Left
|1_ [V Centre [V Centre
v Right [V Right
I~ Column Titles
Columns to repeat at left [T~ Print Scale -
I_ " Scale {* Fit ko page(s)
1 .
Pages Wide
100 o . ll_
Pages High [1_
e Uncheck the Print Header checkbox
e Uncheck the Print Footer checkbox
Q&A Executive Printing 26
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B3 Profile Setup X
Code Description X |
IThreeCoI IThree Columns with Logo Cancel |
Settings Sheet | Marginsl Imagesl

Preview |
—[v Horizontal Alignment ——— ~Options
 Left |V Grid Lines
& Centre [~ Column Headers
 Right |~ Row Headers
v Colour
~|v Vertical Alignment —
" Top Page Order
& Centre ¢ Down then Over
 Bottom ¢~ Over then Down
(T~ Print Titles "I~ Print Headers [~ Print Footers:
[~ Row Titles )
Rows to repeat at top WV Left W Left
I_l [V Centre [V Centre
[¥ Right ¥ Right
[~ Column Titles
Columns to repeat at left = .
I_ " Scale {% Fit to page(s)
1 .
Pages Wide
100 o el ll—
Pages High ll_
e Click OK to see whether the edit has made a difference
o Click Preview
Q&A Executive Printing 27
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e Thelogoisstill there, but it is very high. Adjusting the margins would get that
to move down the page a bit
e Click the Edit button again
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[T Column Titles

Columns to repeat at left

|1—

B8 Profile Setup X
Code Description X I
IThreeCoI IThree Columns with Logo Cancel I
Settings Sheet I Marginsl Imagesl

Preview I
~|v Horizontal Alignment ~— [ Options
C Left v Grid Lines
& Centre [~ Column Headers
¢ Right I~ Row Headers
v Colour
v Vertical Alignment |
" Top Page Order
o
@& Centre « Down then Over
-~
 Bottom Over then Down
1 Print Titles "I~ Print Headers I~ Print Footers
I~ Row Titles i
Rows to repeat at top WV Left W' Left
I_l [V Centre [V Centre
[V Right [V Right

" Scale ) {+ Fit to page(s)
Pages Wide [1_

Pages High Il_

e On the Sheet tab, check Print Scale, and make sure Fit to page(s) is selected

e This will mean each report sheet will fit on one page

Q&A Executive Printing
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