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Configuring Report Criteria 
 
Open the Sales Ledger Account Details report within the Report Designer 
 
Select Data > Criteria 
 
The Manage Criteria window appears, displaying the list of existing criteria for the report.  
 

 
 
This screen allows you to Create a New criteria, Modify existing criteria, Remove existing criteria or 
change the order the Criteria are displayed. 
 

New Criteria 
 
We will add a Criterion that will allow us to report on all customers by their Credit Position. 
 
Select New Criteria. 
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The screen presented allows us to select the unique database field that we want to use, to filter our 
data on. 
 
Enter the details above, and click OK. 
 

 
Criterion Details 
 
The Criterion Details screen is displayed. 
 
NB. This is the screen displayed when clicking Modify option on the Manage Criteria window above. 
 

 
 
Within this screen you are able to amend and configure the way that the criteria will filter the report 
data. Notice that, based on the field we have selected to filter on, some defaults have been entered. 
 
The Database field that the criterion uses to filter on is displayed. This CANNOT be amended. 
 
Criterion Name: – This is the name displayed on the ‘Manage Criteria’ window as well as the name 
used for the criteria variable. If you amend the name of a Criterion, when the Criterion variable has 
already been added to the report, you will need to delete the variable and then add it again. 
 
NB. You might add the criterion variable to a report to display the criteria selected when the report 
was run. 



Configuring Criteria for Reports 

3  talkingsage200.wordpress.com 
 

 
For our example, amend this to be CREDIT POSITION. 
 
Description: – A description of what the criteria is for. 
 
For our example, amend this to be Credit Position. 
 
Message to use when prompting for value: – The name of the criteria on the Criteria Values window 
when you run the report. 
 
For our example, amend this to be Credit Position. 
 
Status: - choose from the following: 

Disabled - The criteria will not be displayed in the Criteria Values window when this report is 
run and you are not prompted to enter values for this criterion at any point. 

 
Enabled–The criteria is displayed in the Criteria Values window when the report is run. 

 
Preset - If you select this option, you are prompted to enter the filter value you want to use 
for this (when you click Ok).The criteria will not be displayed in the Criteria Values window 
when the report is run as it will always use the values selected here. 

 
For our example we will select Enabled. 
 
Is Transient: – If you are to base criteria on an expression rather than a standard variable from the 
database. This option is usually used by developers. 
 
For our example leave un-ticked. 
 
Fix the range selector (e.g. Between, From, To): - This is used to pre-set the function of a criteria 
field rather than being able to choose at the point of running the report.  
 
So rather than being able to select either ALL, FROM, TO,BETWEEN, IS or IN when running the 
report, you would set it here and it would always be the option used.  
 

E.G.Tick the “Fix the range selector option, select from the Available Range Selectorsthen 
choose the function you want to pre-set it to i.e. BETWEEN, from the Default Value option. 

 
For our example leave un-ticked. 
 
Hide Filter Value: - This will stop the ‘Database field to filter on’ value from displaying when using 
the criteria and only the Display Property Value (see below) will show. 
 
Dropdown Selection List: - This section allows you to define the data displayed for selection.  
 

Do not show a dropdown list of values- This makes the field a free text box to type in any 
criteria at the point of running a report (This might be used for an analysis code criteria that 
allows free text entry. 

 
Show a dropdown list of values from the database – This allows you to create a list of items 
data from the database. 
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Select this for our example and set up as follows: 

  
Select the Edit Query button. The Criteria Query window is displayed. 

 

 
 

Query – Enter SQL Query that will need to be run in order to pull through the relevant 
information from the database that you wish to select as a criterion. 

 
Display Property - This is used to define which fields will be shown on the drop down list 
when choosing the criteria in the Criteria Values window when the report is run. 

 
Value Property – This is used to specify which of the queried data fields is sent back to the 
database to specify the criteria. This should relate to the ‘Database field to filter on’ shown 
in the Criterion Details window. 

 
Use the test button to check that the query works. 
 

  
 

Show a fixed dropdown list - is used to specify a fixed range of criteria and these values will 
need to be entered manually. 

 



Configuring Criteria for Reports 

5  talkingsage200.wordpress.com 
 

To confirm the amended settings, click OK to return to the Criterion Details window. 
 
Default Value: - Here you can select the value you want the criteria to use by default, therefore 
when you run the report this is the value selected to filter on, however you can change it when 
running the report. 
 
For our example we will select ALL. 
 
Our Criterion Details screen should look like below: 
 

 
 
To confirm the changes to the criterion, click OK. 
 
The Sage Report Designer window appears. Save the report. 
 
When we now run the Sales Ledger Account Details report our Credit position criterion is available at 
the bottom of the Criteria Values screen. 
 

 


