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Notices 

Every effort has been made to supply complete and accurate information, 

however the information in this document is subject to change without 

notice. UNIT4 Business Software Limited assumes no responsibility for any 

errors that may occur in the documentation.  

Microsoft ® Excel, Windows ® and Microsoft ® SQL Server ™ are either 

registered trademarks or trademarks of Microsoft Corporation in the United 

States and/or other countries. Crystal Reports is a trademark of Crystal 

Decisions, Inc. All other brand names, product names and company logos 

are trademarks or registered trademarks of their respective owners. 

This document contains information that is proprietary to and considered a 

trade secret of UNIT4 Business Software Limited. It is expressly agreed 

that it shall not be reproduced in whole or in part, disclosed, divulged, or 

otherwise made available to any third party either directly or indirectly. 

Reproduction of this documentation for any purposes is prohibited without 

the prior express written authorisation of UNIT4 Business Software Limited. 

All rights reserved. 

UNIT4 Business Software Ltd © 2011. 
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About this Exercise Workbook 

 

This Exercise Workbook contains a series of exercises which compliment 

the Delegate’s Workbook for the ARC for Developers Training Course.  

There may be exercises that are more appropriate for a specific sector, in 

which case the exercise number will have a suffix as follows: 

 C for Commercial 

 G for Local Government 

 H for Health 

 E for Education 

 No suffix implies that the exercise can be applied across all sectors 

Work your way through the practical exercises contained in this Workbook 

under instruction from your Trainer as you follow the Delegates Workbook. 

The following areas of ARC are covered by this Exercise Workbook: 

 2 – What you need to know 

 3 – Report Events  

 4 –Comditional Manipulation 

 5 - Putting it together 
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2 – What you need to know 

 

This section contains the following exercises to help you understand some 

of the key advanced features of ARC: 

 Exercise 2.1: Setup Exercise 

 Exercise 2.2: Changing a report’s data source 

 Exercise 2.3: Changing a report’s data source 
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Exercise 2.1:Setup Exercise 

Objective 

This exercise refreshes information covered on the first course and creates 

a simple Reminder Letter. 

You are creating a reminder letter.  So when asked to place items on the 

page, try to bear that in mind! 

1. Find any instances of CU09b that are already stored in the folders 

(check the Customised Reports, Excelerator and Report Writer) and 

make sure that they will not run as the defaults. 

2. Run the Reminder Proposal process from ABW, to generate an RPX 

file. 

3. Consider deleting everything in the report you start from scratch with 

information that you are in control of. 

4. Setup the report page correctly. 

5. Add groups of Invoice_ref and Reference_row. Add the heading 

Reminder Letter (via a label) to the right-hand side of the Invoice 

Ref header. 

6. Also in that group, add controls of apar_name and faddr_apar to 

the left-hand side in preparation for a window envelop. 

7. Again in that group, add controls and labels to the right-hand side: 

Labels:  Controls: 

Our Ref  apar_id 

Your Ref  ext_apar_ref 

Contact  remind_ref 

Date    now 

8. Add the labels to the Reference Row header: 

Invoice No 

Due Date 

Cur Code 

Interest Amount 

Interest Rate 

Accrued Interest 
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9. Add controls in the detail section, underneath the labels: 

Ext_inv_ref 

Due_date 

Currency 

Rest_curr 

Int_default 

Int_curr 

10. Add a new page after the Invoice Ref footer. 

11. Add controls bound to the fields currency and tot_rest_cur in the 

Reference Row footer, along with a label reading Total in 

12. Save this in the Customised Reports folder – making sure that you 

have the CORRECT FILE NAME. 
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Exercise 2.2: Changing a report’s data source 

Objective 

This exercise edits a report so that it no longer needs to use an ARW report 

to get the data. 

 Following on from Exercise 2.1, run the reminder process through 

to the confirmation, ensuring that you save the temporary tables. 

 Extract the CU09B.ARW report into the Bin folder by use of 

agrreportresource followed by the name of the ARW you wish 

to extract.  You can enter this after selecting Start | Run.  The 

code will be similar to: 

"C:\Program Files\Agresso\AGRESSO 

5.5\Bin\AgrReportResource.exe" cu09b.arw 

These items should be entered on one line. 

 Use the Edit | Query window to paste the code into your 

Reminder Letter. 

 Ensure that the parser type is set to 2 in the Script 

 Ensure that you have an Order by clause that reflects the 

grouping of your report. 

 Save the changes  

 Checking the REC file for the correct default value, then change 

the helptable value in the parameter area in the script. 

 Set the machine datasource for the report so that it looks directly 

at the ABW database. 

 Preview the report to make sure that it still works. 

 

NOTE:  

 Add the driving query – making sure it includes an Order By 

 Consider any parameters – do they exist and are there default values? 

 Remember to Tools|Login to the database 
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Exercise 2.3: Creating a simple report using Edit | Query 

Objective 

You are going to create a simple report from the helptable that you have 

already prepared for the previous exercise. This exercise creates a simple 

summarised report from cu09b, and reinforces the following ideas: 

 use of Edit | Query to add the SQL that is needed 

 use of the ab| button to add a new parameter. 

1. Start to create a new direct connect report running from the 

helptable, using the fields: 

 apar_id 

 apar_short 

 tot_rest_curr (the total in the transaction currency) 

 

NOTE: DO NOT hard-code your help table name – you need to remember how to set a 

parameter… 

2. Order your report by the apar_id column. 

3. Add a group of apar_id  

4. Add labels in the report header for the controls. (Remember the 

groups and order by should be in the same order so that the headings 

only show once in the report – not once for every line). 

5. Add controls bound to the fields into the group footer and close up 

the detail and report footer section. 

6. Save the report as cu09ba.rpx. 
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3 – Report Events 

 

This section contains the following exercises to help you understand the 

sequence of events that a report fires: 

 Exercise 3.1: Creating a table of contents 

 Exercise 3.2: Creating a multi-layered table of contents 

 Exercise 3.3: Using Merge in an existing report 

 Exercise 3.4 Using Merge and Format 

 



ARC for Developers Exercise Workbook  UNIT4 Training Services 

 

Version 561.1  11 

 

Notes 

 

Exercise 3.1: Creating a table of contents 

Objective 

This exercise creates a simple table of contents by adding the necessary 

sections and controls to a report, and then using these to build the table of 

contents. 

1. Open the Reminder Report (CU09b). 

2. Set the two properties on the Active Report, TOCEnabled and 

TOCVisible.  

3. You are going to be working on the InvoiceRef section with the field 

apar_name.  Ensure that the InvoiceRef section is still on the 

report, and that a textbox control bound to the datafield apar_name 

is on the report in that section. 

4. Select Edit | Script. 

5. From the Object dropdown, select ghInvoiceRef, then from the 

Events dropdown select OnAfterPrint – this last step causes code to 

be put into the script in the correct section. 

6. Type in rpt.TOC.Add then space, then double-click the apar_name 

control from the controls and parameters panel on the right-hand 

side of the window. 

NOTE: You may have to display this panel by clicking on the double arrows near the 

top right hand corner of the script window. 

NOTE:  

7.  Save and preview the report. 
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Exercise 3.2: Creating a multi-layered table of contents 

Objective 

This exercise takes your reminder report and changes the TOC to a  a 

multi-layered table of contents - name of customer, and then a list of the 

currencies. You need to create the code, and then test it. 

NOTE: When you are previewing the report remember not to view the whole page.  

This example works better if you leave the zoom at page width or 100%. 

 

1. Open the Reminder Letter, add apar_name into the Reference Row 

footer and make it not visible (currency should already be there as 

well). 

2. Add a line to the gfReferenceRow in the script to add in the 

currency to the TOC. 

 

NOTE:  

NOTE: If you leave in the original table of contents line, then when you click on it you 

will be taken to the top of the page where the apar_name group header starts. If you 

remove this line, the table of contents will still look the same – as the second line 

mentions both parts – but clicking on a top level item will only take you to the group 

footer for Reference Row. Try it and see! 

NOTE: Properties which are not visible usually have their background fill colour 

changed to make that clear to anyone developing the report. 
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Exercise 3.3: Using Merge in an existing report 

Objective 

To practise two uses of MERGE. 

1. Alter the Reminder Letter report by adding the wording Total in 

[currency] 

2. Add letter text to the header of the Reminder Letter in a letter style 

– refer to a field and a parameter of your own choice 

 

 

Exercise 3.4 Using Merge and Format 

Objective 

To practise the combined knowledge of MERGE and FORMAT. 

 In the first exercise today you added in the current date.  This 

caused a formula to be created in the script.  Add this into the 

merge control on the report now. 

 Format now() so that it shows the format dd/mm/yyyy 
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4 – Conditional Manipulation 

 

This section contains the following exercises to help you understand some 

of the enhanced ARC features that can help you refine and develop your 

reports 

 Exercise 4.1a: Using a conditional statement  

 Exercise 4.1b: Further use of a conditional statement 

 Exercise 4.2: Using a multi-client report with logos 

 Exercise 4.3: Using GetFile 
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Exercise 4.1a: Using a conditional statement 

 

Both methods one and two achieve the same aim here. 

As we can’t predict what you will need to be doing in the future, you 

are learning the tools in your tool box to enable you to make an 

informed decision about how to write the various aspects of your 

report. 

NOTE: If you are testing the report against a REC file then you can alter values and test 

your coding for both of these exercises. 

 

Objective 

To use a conditional statement to alter the header text in a reminder letter, 

according to the level of the reminder, using If…then…else. 

NOTE: This may not be the method used in the UK Product Reminder template. 

 

Method one – Conditional Suppression 

1. Open the Reminder report and create three labels to contain the words, 

as follows:  

 First Reminder - where the value of the field new_level is 1 

 Second Reminder - where the value of the field is new_level 2 

 Final Reminder – where the value of the field is new_level 3 

or greater. 

2. Add a control bound to the field new_level onto ghInvoiceRef. 

Make sure that this is visible on the report (for development purposes, 

so that you can see when the code works). 

3. Create code in the script to choose which of those to display. 

4. Preview the report. 

 

NOTE: Use a SectionEvent as the controls will be on the surface of the report. 
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Exercise 4.1b: Further use of a conditional statement 

Objective 

To show another way of altering the text of a Reminder Letter header, 

using If…then…else. 

NOTE: This may not be the method used in the UK Product Reminder template. 

 

Method two – conditional text 

1. Create a new formula that chooses which wording to display. 

2. Preview the report. 

 

NOTE: Test this as a ReportEvent not a SectionEvent. 
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Exercise 4.2: Using a multi-client report with logos 

Using a conditional statement to create a multi-client report with different 

logos 

Objective 

To show different logos dependent on the client from which the report was 

ordered.  A conditional statement is used to determine which logo needs to 

be used. 

NOTE: At first this report can be run across all clients, with little data showing. This 

will ensure that your coding is correct before you move on to the more complicated 

report (depending on time, this may not be finished on the course). 

1. Build a simple query for a report to run across clients such as: 

select distinct client  

from acuheader 

order by client 

2. Add two controls bound to images on to the report surface in a the 

detail section for client.  You will only be using the detail section for 

this exercise. 

3. Add a control bound to the client field in the same section as you 

added the logos (eventually you might set its visible property to 

false).   

4. Use Edit | Script to choose the section from the left-hand drop down 

menu, and choose OnFormat from the right-hand drop down 

5. Add code similar to the following: 

 

IF rpt.txtClient.text = “EN” THEN 

 rpt.Image1.visible = TRUE 

 rpt.Image2.visible = FALSE 

ELSE 

 rpt.Image1.visible = FALSE 

 rpt.Image2.visible = TRUE 

END IF 

   

Remarks: 
 

 

 Determine if client is EN 
  
 Make Image1 visible and Image2 not visible if client is EN 
  
 Make Image1 not visible and Image2 visible if client is not 

EN 

 

A 

 

B 

 

C 

 

B 

 

A 

 

C 
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6. Test your report. 

7. You can place your images on top of each other, to finish off the work. 

 

NOTE: Another way of coding this would be: 

rpt.Image1.visible = (rpt.txtclient = “EN”) 

rpt.Image2.visible = not rpt.Image1.visible 

 

Remarks: 
 

 

 Make Image1 visible if the client is EN 
  
 Make Image2 visible if Image1 is not visible 
  

 

A 

 

B 

 

A 

 

B 
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Exercise 4.3: Using GetFile 

Objective 

To create a report where the files are not stored in the report.  It is a 

continuation of the report to which you added images. 

Exercise 4.4: Using GetFile 

1. In the top of your report, create space. 

2. Add an image and set any relevant properties. 

3. Place at least two logos in the Customised Reports folder.  Make 

their names valid client values from your report.  

4. Add conditional code to make the value of the Picture Property 

equal to the agr.GetFile... 

Note you need to use a field so that it picks up the correct client.  

This field will, of course, need to have already been added to the 

report surface in this section.   

5. Test this. 
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5 – Advanced ARC – Putting it 

together 

 

This section contains the following 

 Exercise 5.1: Using GetDocument 

 Exercise 5.2: Using the GetAddress statement 

 Exercise 5.3: Using the Replace statement 

 Exercise 5.4: Using the GetDescription statement 

 Exercise 5.5: Using SelectInto 

 Exercise 5.6: Using GetRecordSet 

 Exercise 5.7: Using multiple canvases (1) 

 Exercise 5.8 Generating a sub-report (Part 1) 

 Exercise 5.9: Generating a sub-report (Part 2) 
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Exercise 5.1: Using GetDocument 

Open your Reminder Letter and ensure that you have space to add in a 

new logo. 

1. Create a Document Type from within Agresso Common | 

Document Archive | Fixed Registers folder on the menu. 

 

 

2. Take a note of the index values, on the third tab, as you will need to 

state these in your code. 
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3. Open up the Document Master File.  You need to manually add in 

a logo to the attribute master file. 

 

4. Click on the Document Archive button  and right mouse on the 

Department Logos folder to Add Document. 

 

Navigate through with the Browse button to file your file and bring 

in a copy to the Document Archive. 

5. Return to your document and create a new formula.  Add formula in 

the Script to be similar to the following: 

agr.GetDocument(agr.Parameter("client"), "DEPTLOGO", 

agr.Parameter("client"), agr.Field("costc")) 

These items should be entered on one line 

 N.B. Names in the script not necessarily same as archive, e.g. costc in 

document index, for example costc may be agr.Field(“dept”) in the 

report. 

6. Add the formula to the report surface and test it. 
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Exercise 5.2: Using the GetAddress statement 

Objective 

To use the GetAddress statement to use a different address for a report, 

if it exists.  We will be doing this on the Reminder Letter CU09b. 

1. Create a new formula in the Reminder Letter report, which will get a 

copy of this address if there is one. 

 Remember that the GetAddress process returns a blank if 

there is no matching address found in the database. 

2. Ensure that the standard address (faddr_apar) in the help file is 

used if not. 

 What have you already learnt that you can apply here; how 

many ways can you think of for achieving this? 

3. Add this to the report and test it. 
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Exercise 5.3: Using Replace 

Objective 

To use Replace to remove any unnecessary blank lines in the address 

field. 

1. Create a formula that looks at the address field from the 

dataset, finds two linefeed characters together and replaces 

them with a single linefeed character. 
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Exercise 5.4: Using the GetDescription statement 

Objective 

To show another method of getting the customer name. 

1. Add a new control bound to a formula on to a report, which gets 

the description of an attribute such as cust.id. 
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Exercise 5.5: Using SelectInto 

Objective 

To use the SelectInto statement to add a column of costc to the Reminder 

Letter (in the EN training database market (AO) is a relation on cust.id.  

On the A3 training database resno (C0) is a relation on cust.id). 

1. Add a group for customer to the report. 

2. Add a formula to contain the SQL. 

3. In place of this formula in the OnFetchData section, add code 

similar to the following: 

 agr.SelectInto("SELECT rel_value AS relation" _ 

  & " FROM aglrelvalue" _ 

  & " WHERE att_value = '" & agr.Field("apar_id") & "'" _ 

  & "   AND attribute_id = 'A4'" _ 

  & "   AND client = '" & agr.Parameter("client") & "'" _ 

  & "   AND rel_attr_id = 'C1'") 

 

In the above code, the name of the formula must be relation as this 

is the alias of the field that is being brought back by the SQL. 

NOTE: Top tip - if you are using this for a relation then you can copy an example of the 

code from the help system! Just remember to remove any extra line breaks and remove 

the copy write line that always is copied. 

 

4. Test your report. 

NOTE: The line wrapping shown here is just one method of getting multiple lines of 

information added together.  Another method is shown in the Hints and Tips section of 

the main course booklet. 

NOTE:  

5. Now get the description of this item that you have just brought onto 

the report.  

NOTE:  There are two ways of doing it: using GetDescription or adding to the SQL 

you wrote in the SelectInto. 
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Exercise 5.6: Using GetRecordSet 

Objective 

Create a Sales Order Invoice and create a VAT summary section at the 

bottom. 

1. Run copy SO13 to get an ARC file and save temporary tables. 

2. Convert it so it’s not using an ARW from the rep file. 

NOTE: the report in the ARW file uses hlptabD 

3. Connect to ABW (three points…). 

4. Insert a group of voucher_no. 

5. Add some controls to the report to make it look a little like a letter. 

6. Declare a record set variable and string for the SQL using: 

Sub onfetchdata(eof)  

   If eof Then Exit Sub 

 

   dim RS 

   dim sSQL 

7. Add the following to create the SQL statement: 

 sSQL = "SELECT tax_code, sum(cur_amount) AS cur_amount, 

sum(vat_cur_amt) AS vat_cur_amt FROM " & 

agr.Parameter("hlptab") 

 sSQL = sSQL & " WHERE voucher_no = " & agr.Field("voucher_no") 

 sSQL = sSQL & " AND article_id != 0 " 

 sSQL = sSQL & " GROUP BY tax_code" 

 sSQL = sSQL & " ORDER BY tax_code" 

set RS = agr.GetRecordSet(sSQL) 

NOTE:  

 Lines 1, 2 and 3 above should be on one line. 

 Previewing the report regularly will ensure parts of the code are correct – not all 

parts can be tested like this though 

8. Create 3 formulae to hold the following for GFvoucher_no (you will 

need to make them remark statements for the moment to stop them 

working.  We shall add the code next): 

 vat_cd_summary 

 vat_net_summary 

 vat_amt_summary 

9. Tidy up the code (remove multiple if, end ifs, etc). 
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10. Following on from the last point, add the following code to put in the 

values to the formulae inside the Do While Not…Loop.  This will 

loop round until it comes to the last line in the rs dataset – the last 

tax code in the dataset.  Add in this before the End If in point 7: 

  Do While Not RS.EOF 

  agr.Formula("vat_cd_summary") =  

agr.Formula("vat_cd_summary") & RS.fields("tax_code") & vbCRLF 

  agr.Formula("vat_net_summary") =  

agr.Formula("vat_net_summary") & 

agr.format(RS.fields("cur_amount").value,"###,##0.00") & vbCRLF 

  agr.Formula("vat_amt_summary") =  

agr.Formula("vat_amt_summary") & 

agr.format(RS.fields("vat_cur_amt").value,"###,##0.00") & 

vbCRLF 

   

  RS.MoveNext 

    Loop 

   

NOTE:  

 The Do While…RS.MoveNext section should only contain 3 other lines, 

each starting with agr.formula 

 Not RS.EOF means that this code will be repeated until the end of the 

Record Set is reached 

11. Add controls bound to the formulae to the report, in the 

GFvoucher_no. 

12. Add labels to describe the data. 

13. Preview the report. 

 

NOTE: You should notice that the values are not refreshing on each new page.  How 

can you achieve this? 
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Exercise 5.7: Using multiple canvases 

Objective 

To put the Terms and Conditions (tnc) after every page. 

This exercise adds a canvas to a report, which shows at the end of a group. 

1. Create a second canvas for the Reminder Letter and: 

 create a label control on the canvas 

 Change the caption on this report so there is a fair amount of 

text (in reality this may be copied from a document). 

2. 2. Save the canvas as tandc in the Customised Reports folder 

alongside the rpx. 

3. Add Page N/M, by the report, into your Group header – ensuring 

that there is also a new page after the footer of that same group. 

4. Add Page N of M by the group into your footer. 

5. Go to the script and select the Group header from the drop-down on 

the left. 

There are two lines of code – both referring to the page number and 

total pages. The key lies in remembering which is which!  

6. Add your code, which will be similar to the following: 

 

if rpt.txtPageNumber2 = rpt.txtTotalPages2 then 

 agr.SetCanvas rpt.txtPageNumber.text, "tandc.cnv", 2 

end if 

 

Remarks: 
 

 

  
 Compare the page number within the group to the total 

page number within the group 
  
 If the page number it is at the end of the group, insert the 

canvas after the page, using the physical page number 
 

  
In this example PageNumber2 and TotalPages2 refer to the page number 
within the group, whereas PageNumber refers to the number within the 
whole report. 
 

 
 

NOTE: There is an extra exercise for you to try later, in the reference section of this 

booklet. 

A 

 

B 

 

B 

 

A 
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Exercise 5.8: Generating a sub-report (Part 1) 

Objective 

This exercise creates a simple report from SO13f2, to be added into the 

bottom of the main report. 

1. Start to create a new direct connect report running from the helptable 

(hlptab), using the fields: 

 tax_code 

 cur_amount 

 vat_cur_amt  

2. Ensure that only valid article ids are included, i.e. article_id must not 

be equal to 0 

NOTE: Remember the Hints and Tips page shows you the different styles for Not 

Equals 

3. Order your report by the tax_code column 

4. Make this report only nine centimetres wide so that it will fit on the 

parent report. 

5. Add a group of tax_code and add labels in the report header for the 

controls. 

6. Add controls bound to the fields into the group footer and close up the 

detail section. 

7. Make sure that you display the summary values of the amounts, 

using the Properties of the control to achieve this. 

8. Save the report as so13f2a.rpx. 
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Exercise 5.9: Generating a sub-report (Part 2) 

Objective 

This exercise uses the simple report you created in Part 1 above, and adds 

it in as a sub-report to the SO13f2. 

You need to restrict the data of the child, or sub-report, so that the data it 

shows is relevant to the main, or parent, report.  Of course when you are 

developing the child report you do not have access to data values from the 

main report, so you will also need to give this ‘restriction’ control a default 

value. 

1. Open the simple report and add to the WHERE clause such that it 

links back to the parent report, i.e. you will need to use a parent 

parameter, which is indicated through the use of ?!  

WHERE voucher_no = ?!txtVoucherNo 

NOTE:  

 This links the report back to the voucher number from the main report 

 The control name txtVoucherNo must have been previously placed on 

the report in the group footer section where the sub-report is to be placed, 

or the name of the control here must be altered to match the one that is 

already on the report in that section 

2. Add a parent parameter to the script which can provide a default 

value for a parameter being ‘fed’ from the parent report.  (This 

allows the sub-report to be run independently.) 

NOTE:  

 Remember to set a valid default value for this so that the sub-report can 

still work independently of the main report 

 Make sure that this sub-report is not too large as it is to fit in to an area 

on the main report 

3. Add this sub-report to the main report – remember to pay attention 

to the Can Grow property and to the size you create as the sub-

report area. 

 

 

If you change the child report and need the parent report to reflect this, 

remember that you can ‘jiggle’ the sub-report control on the main report so 

that it re-reads the sub-report. 
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Additional Exercises  

 

This section contains additional exercises to help you review all that you 

have learnt during the ARC for Developers course: 

 Exercise A: Multiple canvas exercise 

 Exercise B: Reminder letter (Mark II) 
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Additional Exercise A: Multiple Canvas Exercise 

If you can work your way through this example, then you will have seen all 

of the most complex uses of multiple canvases. 

1. Create a Browser template report on General Ledger transactions. 

 

2. Create an RPX to hang off the template, with groups of account and 

period. 

Start a new page every time the account changes and ensure that 

the column headings are in the account group header and repeat on 

every page. 

 

3. Save the RPX in the Customised Reports folder. 

 

4. With that report, create these four new canvases and save them in 

the Customised Reports folder: 

 one canvas with a blue box (blue.rpx) 

 one canvas with a green box (green.rpx) 

 one canvas with an amber box (amber.rpx) 

 one canvas with a red box (red.rpx). 

 

5. Add page numbers to your report, such that the numbers re-set 

when the account changes. 
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6. Add code into the script that will show the green box on the first 

page of every Invoice Ref (use if … then … else …). 

 

7. Add code that will show the red box on the last page of every 

Invoice Ref. 

 

8. Add code that will show the amber box on any middle page of every 

Invoice Ref. 

 

9. Add code that will show the blue box where there is only one page to 

the group. 

 

10. Test your report – you may need to make the detail section deeper 

for testing purposes, to make sure that you can see all three colours 

being used. 

 

11. Close the report and add it to the ABW menu – remember the special 

parameter. 
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Additional Exercise B: Reminder Letter (Mark II) 

Working on the same process as you started the course with, create the 

reminder report again from scratch, using some of the new techniques you 

have learnt. 

1. Change the name of the current CU09b.rpx report to stop it working 

 

2. Create a new ARC CU09b.rpx report. 

 

3. Turn it into a Direct Connect report, by use of the existing ARW – changing 

the code where appropriate. 

 

4. Use Conditional Text to create the heading wording – using the field 

new_level. 

 

5. Create a letter (similar to the 30 day one on the following page, 

remembering that this is about techniques, not typing skills!).  

a. Use agr.merge to create the body of the letter 

b. Use multiple select statements to get the contact name and the 

outstanding total 

c. Create alternative wordings for 60 day and 90 days, use 

conditional suppression to decide which one to show 

 

6. Add a Table of Contents to the report, keyed on apar_id.  

 

7. Put a terms and conditions canvas at the end of each reminder 

 

8. Use a sub-report to show aged debt for this customer, aged to: 

0 30 60 90+ days 
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Address 

 

STRICTLY CONFIDENTIAL 

 

<apar name> 

<apar address> 

 

<date – today> 

 

<conditional text for heading> 

Account No. <apar id> 

 

Dear <contact from apar record>, 

We are carrying forward an overdue on your account.  Please note that your account must be settled 14 

days after receipt of statement.  There are currently transactions on your account which are overdue by 

over 1 month and amount to £<open debt total greater than 30 days due>. 

However, if this is disputable, please contact us. 

If you have settled this account in the last few days, or should you have any queries, please contact me on 

the number above. 

 

Yours sincerely, 

 

 

 

Accounts Clerk 

 

Logo 


