
Sage 200 Technical Tip 
 
Report Templates – Save your complicated report selection criteria for future use! 
 
A very useful feature available on all reports in Sage 200 is the ability to SAVE your selection 
criteria as a template and then recall them every time you need to run the same report. 
 
In the below example, I have selected the Purchase Ledger Transaction Report (Current). 
 
My selection criteria is quite complicated: - 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
I can now save this selection criteria using the SAVE button and provide a unique name for 
it:- 
 

 
 
When I next want to run the same report using the same criteria, all I have to do is click on 
the LOAD button and choose my selected template. 
 

 


