How to Search and Open header or footer record

1. From Financial Reports module > click on Financial Report Builder menu.
2. The Report Builder search will be opened. See Search to guide you on how to use the Search screen.
a. If the report header or footer record you are looking for is assigned to a report, then look for that report open it. The Report Builder
screen will be opened. Click on the Page Header field label to open the Report Header and Footer screen.

Report Builder - Balance Sheet - June 20, 2019 10:2:58

New Save Search Delete Undo Duplicate Generate Close

Details | Runtime Log = Financial History = AuditLog
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Qrientation *| Portrait v

Header & Footer
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Page Footer ~ Report Footer ~

b. If the report header and footer record you are looking for is not assigned to a report, then continue to step 3.
3. Click Search to open the Search Report Header and Footer screen where you can find for the report header and footer record you are looking
for.

Report Header and Footer - Page Header - 6/19/2019 1:41:11 PM

New Save Search Delete Undo Duplicate Options Close

Audic Log
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Close
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FRD-1408 Page Header
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1. From Financial Reports module > click on Financial Report Builder menu.
2. The Report Builder search will be opened. See Search to guide you on how to use the Search screen.
a. If the report header or footer record you are looking for is assigned to a report, then look for that report open it. The Report Builder
screen will be opened. Click on the Page Header field label to open the Report Header and Footer screen.

Report Builder - Trial Balance Detail - September 04, 2018 16:24:48

New Save Search Delete Undo Duplicate Generate Close

Details | Rundmelog | Financial History = AuditLog

Report Name = Trial Balance Detail - Seprember 04, 2018 16:24: As of Date 09/04/2018 =)
Row Trial Balance Detail - September 04, 2018 16|~ Segment Fileer | v |
Column Trial Balance Detail - September 04, 2018 16| ~ Description Trial Balance Detail Template

Crientation *| Portrait ™

Header & Footer
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Page Footer w Report Footer w

b. If the report header and footer record you are looking for is not assigned to a report, then continue to step 3.
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3. Click Search to open the Search Report Header and Footer screen where you can find for the report header and footer record you are looking
for.

Report Header and Footer - Page Header A

New Save Search Delete Undo Dupiicate Options Close
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1. From Financial Reports module > click on Financial Report Builder menu.

2. The Report Builder search will be opened. See Search to guide you on how to use the Search screen.
a. If the report header or footer record you are looking for is assigned to a report, then look for that report open it. The Report Builder

screen will be opened. Click on the Page Header field label to open the Report Header and Footer screen.

Report Builder - A Row Insert Demo
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b. If the report header and footer record you are looking for is not assigned to a report, then continue to step 3.
3. Click Search to open the Search Report Header and Footer screen where you can find for the report header and footer record you are looking
for.

[ Report Header and Footer - Page Header Test
New Save Search Delete Undo Duplicate Options Close
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1. From Financial Reports module > click on Financial Report Builder menu.
2. The Report Builder search will be opened. See Search to guide you on how to use the Search screen.
a. If the report header or footer record you are looking for is assigned to a report, then look for that report open it. The Report Builder
screen will be opened. Click on the Page Header field label to open the Report Header and Footer screen.

Report Builder - Income Statement A

New Save Search Delete Undo Generate Close

Details
Report Name: | Income Statement A Description:
Row Income Statement A row ~
Column Current and Previous column ~ Orientation: | Portrait ~

Header & Footer
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b. If the report header and footer record you are looking for is not assigned to a report, then continue to step 3.
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3. Click Search to open the Search Report Header and Footer screen where you can find for the report header and footer record you are looking
for.

Report Header and Footer - Page Header - Cur and Prev

Close

New Save Search Delete Undo
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Details

Name: | Page Hdader - Cur and Prev Description: Page Header - Cur and Prev description
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X Remove & - Down BB Layour Q. F
Type Header/Footer Name Row Number Alignment With Column Description
/;A Custom Page Header - Current 1 Center Column Current
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Co Header Company Header Report Header
Page paging Page Footer
Co Footer company footer Report Footer
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1. From Financial Reports module > Maintenance folder > double-click on Report Header and Footer menu.
2. The Search Report Header and Footer screen will open. See Search to guide you on how to use the Search screen.

1. From General Ledger module > Financial Reports folder > Financial Report Designer folder > double-click Report Header and Footer.
2. The Search Report Header and Footer screen will open. See Search to guide you on how to use the Search screen.
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