
Microsoft Official Training Materials for Microsoft Dynamics ™ 
Your use of this content is subject to your current services agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Table of Contents 

Page i 

Introduction to Report Writer 1 
Microsoft Dynamics GP Training Courseware Elements....................................... 4 
About This Course................................................................................................. 6 
Student Objectives ................................................................................................ 8 

Chapter 1: Report Writer Overview 9 
Training Objectives................................................................................................ 9 
Introduction............................................................................................................ 9 
Features and Benefits ......................................................................................... 10 
Using the Reports Dictionary............................................................................... 12 
Storing Modifications at Workstations ................................................................. 13 
Storing Modifications on a Network ..................................................................... 14 
Launching Report Writer ..................................................................................... 15 
The Report Writer Main Menu ............................................................................. 16 
Report Writer Window ......................................................................................... 18 
Types of Reports ................................................................................................. 19 
Report Writer Security ......................................................................................... 23 
Printing Modified and Custom Reports................................................................ 25 
Other Printing Options......................................................................................... 25 
Lab 1.1 − Creating Copies................................................................................... 27 
Lab 1.2 − Granting Access and Printing Primary Copies .................................... 29 
Lab 1.2 − Granting Access and Printing Primary Copies .................................... 31 
Lab 1.3 − Secondary Copies ............................................................................... 34 
Lab 1.3 − Secondary Copies ............................................................................... 35 
Test Your Knowledge − Report Writer Window Components.............................. 36 
Test Your Knowledge − Report Writer Overview................................................. 37 
Conclusion........................................................................................................... 38 
Quick Interaction: Lessons Learned.................................................................... 39 

Chapter 2: Report Definition Window, Sorting, and Restricting 41 
Training Objectives.............................................................................................. 41 
Introduction.......................................................................................................... 41 
Report Definition Window.................................................................................... 42 
Sorting Reports ................................................................................................... 47 
Restricting Reports .............................................................................................. 50 
Lab 2.1 − Sorting ................................................................................................. 54 
Lab 2.1 − Sorting ................................................................................................. 55 
Lab 2.2 − Restricting ........................................................................................... 57 
Lab 2.2 − Restricting ........................................................................................... 58 
Lab 2.3 − Secondary Copy − Restrictions ........................................................... 60 
Lab 2.3 − Secondary Copy − Restrictions ........................................................... 62 
Test Your Knowledge − Report Definition Window.............................................. 66 
Conclusion........................................................................................................... 69 
Quick Interaction: Lessons Learned.................................................................... 70 

Chapter 3: Report Layout Window, Columns, And Graphics 71 
Training Objectives.............................................................................................. 71 
Introduction.......................................................................................................... 71 



Microsoft Official Training Materials for Microsoft Dynamics ™ 
Your use of this content is subject to your current services agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Microsoft Dynamics GP Report Writer 

Page ii 

The Report Layout Window................................................................................. 72 
Report Sections................................................................................................... 74 
The Toolbox Window........................................................................................... 77 
Placing Fields in the Layout ................................................................................ 82 
Drawing Options.................................................................................................. 85 
Properties ............................................................................................................ 87 
Saving a Report Layout ....................................................................................... 88 
Using the Divider Tool ......................................................................................... 88 
Adding and Storing Graphics .............................................................................. 89 
Lab 3.1 − Adding Fields....................................................................................... 91 
Lab 3.1 − Adding Fields....................................................................................... 92 
Lab 3.2 − Convert Text Report to Graphic........................................................... 94 
Lab 3.2 − Convert Text Report to Graphic........................................................... 96 
Lab 3.3 − Adding Fields, Text, and Graphics ...................................................... 98 
Lab 3.3 − Adding Fields, Text, and Graphics .................................................... 100 
Test Your Knowledge − Report Layout.............................................................. 103 
Conclusion......................................................................................................... 104 
Quick Interaction: Lessons Learned.................................................................. 105 

Chapter 4: Linking Tables, Additional Headers and Footers 107 
Training Objectives............................................................................................ 107 
Introduction........................................................................................................ 107 
Linking Concepts............................................................................................... 108 
Linking Tables ................................................................................................... 109 
Additional Headers and Footers........................................................................ 112 
Creating Additional Headers & Footers Checklist ............................................. 114 
Lab 4.1 − Linking Tables ................................................................................... 121 
Lab 4.1 − Linking Tables ................................................................................... 122 
Lab 4.2 − Additional Headers and Footers ........................................................ 124 
Lab 4.2 − Additional Headers and Footers ........................................................ 126 
Lab 4.3 − Additional Headers and Footers ........................................................ 129 
Lab 4.3 − Additional Headers and Footers ........................................................ 131 
Conclusion......................................................................................................... 134 
Quick Interaction: Lessons Learned.................................................................. 135 

Chapter 5: Array Fields, Field Options, and Calculated Fields 137 
Training Objectives............................................................................................ 137 
Introduction........................................................................................................ 137 
Array Fields ....................................................................................................... 138 
Field Options ..................................................................................................... 140 
Calculated Fields............................................................................................... 145 
Overview of the Calculated Field Definition Window......................................... 146 
Fields, Constants and Functions ....................................................................... 148 
Creating Calculated Expressions ...................................................................... 151 
Creating Conditional Expressions ..................................................................... 153 
Using Concatenated Fields ............................................................................... 155 
Lab 5.1 − Array Fields ....................................................................................... 158 
Lab 5.1 − Array Fields ....................................................................................... 159 
Lab 5.2 − Field Options ..................................................................................... 161 



Microsoft Official Training Materials for Microsoft Dynamics ™ 
Your use of this content is subject to your current services agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Table of Contents 

Page iii 

Lab 5.2 − Field Options ..................................................................................... 162 
Lab 5.3 − Calculated Fields............................................................................... 165 
Lab 5.3 − Calculated Fields............................................................................... 167 
Conclusion......................................................................................................... 171 
Quick Interaction: Lessons Learned.................................................................. 172 

Chapter 6: Planning a Report 173 
Training Objectives............................................................................................ 173 
Introduction........................................................................................................ 173 
Planning a Report Checklist .............................................................................. 174 
Determine Report Needs................................................................................... 175 
Review Existing Microsoft Dynamics GP Reports ............................................. 175 
Plan the Report Layout...................................................................................... 177 
Determine Where Information Exists within Microsoft Dynamics GP ................ 178 
Identify the Main Table and Determine Table Linking ....................................... 181 
Identify How Information will be Grouped.......................................................... 182 
Determine Sorting and Restricting Needs ......................................................... 182 
Determine the Need for User-Defined Fields .................................................... 183 
Create and Save the Report.............................................................................. 183 
Lab 6.1 − Report Planning................................................................................. 184 
Tips When Planning a Custom Report .............................................................. 187 
Complete the Case Study ................................................................................. 190 
Conclusion......................................................................................................... 191 
Quick Interaction: Lessons Learned.................................................................. 192 

Chapter 7: Defining Table Relationships 193 
Training Objectives............................................................................................ 193 
Introduction........................................................................................................ 193 
Table Relationship Components ....................................................................... 194 
Table Relationship Requirements ..................................................................... 195 
Defining Table Relationships Checklist ............................................................. 197 
Lab 7.1 − Define and Use a New Table Relationship........................................ 203 
Lab 7.1 − Define and Use a New Table Relationship........................................ 207 
Conclusion......................................................................................................... 212 
Quick Interaction: Lessons Learned.................................................................. 213 

Chapter 8: Data Types, Formats and Strings 215 
Training Objectives............................................................................................ 215 
Introduction........................................................................................................ 215 
Data Types and Formats................................................................................... 216 
Modifying Data Types........................................................................................ 217 
Changing Formats............................................................................................. 222 
Customizing Strings .......................................................................................... 228 
Lab 8.1 − Formats and Data Types ................................................................... 230 
Lab 8.1 − Formats and Data Types ................................................................... 232 
Lab 8.2 − Modify Drop-down List....................................................................... 234 
Lab 8.2 − Modify Drop-down List....................................................................... 235 
Lab 8.3 − Modify Strings.................................................................................... 237 
Lab 8.3 − Modify Strings.................................................................................... 238 



Microsoft Official Training Materials for Microsoft Dynamics ™ 
Your use of this content is subject to your current services agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Microsoft Dynamics GP Report Writer 

Page iv 

Lab 8.4 − Per Record Format, Decimal Places ................................................. 239 
Lab 8.4 − Per Record Format, Decimal Places ................................................. 241 
Conclusion......................................................................................................... 243 
Quick Interaction: Lessons Learned.................................................................. 244 

Chapter 9: Report Scheduler 245 
Training Objectives............................................................................................ 245 
Introduction........................................................................................................ 245 
Features and Benefits ....................................................................................... 246 
Report Scheduler Overview............................................................................... 247 
Report Scheduler Setup .................................................................................... 248 
Report Names ................................................................................................... 249 
Report Schedule................................................................................................ 250 
Lab 9.1 − Setting up a Report Schedule............................................................ 257 
Lab 9.1 − Setting Up a Report Schedule ........................................................... 258 
Report Publishers.............................................................................................. 259 
Lab 9.2 − Adding a Publisher ............................................................................ 261 
Lab 9.2 − Adding a Publisher ............................................................................ 262 
Report Catalog Maintenance............................................................................. 263 
Lab 9.3 − Deleting Report Catalog Information ................................................. 265 
Lab 9.3 − Deleting Report Catalog Information ................................................. 266 
Publishing Reports ............................................................................................ 267 
Troubleshooting................................................................................................. 268 
Conclusion......................................................................................................... 269 
Quick Interaction: Lessons Learned.................................................................. 270 

Chapter 10: Customization Import and Export Capabilities 271 
Training Objectives............................................................................................ 271 
Introduction........................................................................................................ 271 
Customization Maintenance .............................................................................. 272 
Importing Reports and Validating Reports ........................................................ 274 
Importing Reports Checklist .............................................................................. 275 
Validating Modified Reports .............................................................................. 277 
Messages and Solutions ................................................................................... 278 
Conclusion......................................................................................................... 279 
Quick Interaction: Lessons Learned.................................................................. 280 

Appendix A: RW Functions Global Scripts 281 
Numeric RW Functions ..................................................................................... 281 
String & Text RW Functions .............................................................................. 288 
Date & Time RW Functions............................................................................... 296 
Data RW Functions ........................................................................................... 301 

Appendix B: Report Writer Case Studies 309 
Day One: Case Study........................................................................................ 309 
Day One: Case Study........................................................................................ 311 
Planning a Report: Case Study ......................................................................... 317 
Planning a Report: Case Study ......................................................................... 320 

Appendix C: Report Writer Case Studies 329 



Microsoft Official Training Materials for Microsoft Dynamics ™ 
Your use of this content is subject to your current services agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Table of Contents 

Page v 

Day Two: Case Study........................................................................................ 329 
Day Two: Case Study........................................................................................ 335 

Appendix D: Answers 347 

Lab 1.1 − Creating Copies................................................................................. 347 
Lab 1.2 − Granting Access and Printing Primary Copies .................................. 349 
Lab 1.3 − Secondary Copies ............................................................................. 352 
Test Your Knowledge − Report Writer Window Components............................ 353 
Test Your Knowledge − Report Writer Overview............................................... 354 
Lab 2.1 − Sorting ............................................................................................... 355 
Lab 2.2 − Restricting ......................................................................................... 357 
Lab 2.3 − Secondary Copy − Restrictions ......................................................... 359 
Test Your Knowledge − Report Definition ......................................................... 364 
Lab 3.1 − Adding Fields..................................................................................... 366 
Lab 3.2 − Convert Text Report to Graphic......................................................... 369 
Lab 3.3 – Adding Fields, Text, and Graphics .................................................... 372 
Test Your Knowledge − Report Layout.............................................................. 376 
Lab 4.1 − Linking Tables ................................................................................... 377 
Lab 4.2 − Additional Headers and Footers ........................................................ 379 
Lab 4.3 − Additional Headers and Footers ........................................................ 382 
Lab 5.1 − Array Fields ....................................................................................... 385 
Lab 5.2 − Field Options ..................................................................................... 387 
Lab 5.3 − Calculated Fields............................................................................... 390 
Lab 6.1 − Report Planning................................................................................. 395 
Lab 7.1 − Define and Use a New Table Relationship........................................ 397 
Lab 8.1 − Formats and Data Types ................................................................... 402 
Lab 8.2 − Modify Drop-down List....................................................................... 404 
Lab 8.3 − Modify Strings.................................................................................... 405 
Lab 8.4 − Per Record Format, Decimal Places ................................................. 407 
Lab 9.1 − Setting up a Report Schedule............................................................ 410 
Lab 9.2 − Adding a Publisher ............................................................................ 412 
Lab 9.3 − Deleting Report Catalog Information ................................................. 413 
Day One: Case Study........................................................................................ 414 
Planning a Report: Case Study ......................................................................... 422 
Day Two: Case Study........................................................................................ 432 

Index 445 

 



Microsoft Official Training Materials for Microsoft Dynamics ™ 
Your use of this content is subject to your current services agreement 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Microsoft Dynamics GP Report Writer 

Page vi 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


