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The icon is located in the top left-hand 

corner of the ComputerEase Program. 

Q-Tools.lnk

 

 
Q TOOLS 
 

QTools is a report writer program within ComputerEase that allows the user to select modules and 

fields and rearrange them to create a desired report.  You can sort, filter, calculate, and report on 

information that is in the ComputerEase System.  You also have the ability to create a report in 

QTools and then export the report into Microsoft Excel.   

 

 

� Select to open ComputerEase, Q-Tools.    

 

 

 

 

 

 

� Select a module to pull data from. Select a report to gather data.   

 

� Select the applicable filter (previously saved reports) or  

Select the [NONE]   filter. 

 
� Review the “available columns” selection list.  Select a column by using the right arrow selection 

tab (> selects one column selection and >> selects all columns) or by double clicking the mouse to 

add the item column to the report individually. 

 

� Select OK when you have finished your selection. 

NOTE:  Any User-Defined fields that you have setup in ComputerEase will appear as  

“available columns.”    

 

� Review the report. The icons are displayed along with a description of their function. 

 

  Saves the report to be used again (as a Filter). 

  Copies the report to the clipboard for Pasting ability to other applications. 

 Prints the report to a printer. 

 Moves the column – changing the order of the columns.   

 Sorts the rows based on the criteria entered. 

 Select the rows by filtering on the criteria requested. 

 Adds a column to the report. 

 Deletes a column from the report. 

 

  [+]  Will display the available reports and master files that can be used to create a report. 
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      [ - ] Will minimize the display window.   

 
� Review the report.  Some additional options are: 

 

� Right click on the column heading and FORMAT the column with Decimal Places, Dollar 

Signs, Totals, etc. 

 

� From the menu, the FILE, SELECT ROWS option will allow for Formulas to be created which 

will allow you to filter the data specifically for individual columns. 

 

 

� From the menu, select TABLE, and FONT.  This will allow the ability to choose Fonts, Font 

Styles, Sizes, Scripts, Colors, and Scripts.   

NOTE:  The font selections are not permanently saved.  These options will need to be selected 

for each individual report.  The color options are for display only and will not actually print on 

the reports at this time. 

 

� From the menu, select VIEW.  This will allow the ability to create Vertical Lines, Horizontal  

Bandwidths, hide/unhide the Toolbar, and Refresh data.    The Vertical Lines create lines 

 between each column, the Horizontal Bands creates a “shading” after every third line, the 

Toolbar option will hide and/or unhide the Qtools Report Menu, the Status Bar will hide 

and/or unhide the Windows Status Bar, and the Refresh will refresh the data that has been 

added or changed in the ComputerEase program while working with a new or previously 

saved report. 

 

� The “Calculated” column will allow you to calculate any numeric fields. For example, you can 

create a column for the Open Invoice Report that calculates the Payable amount less the 
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Discount amount.  This will allow you to review the actual amount of the “Net Payables” if the 

discount is taken.  To do this, you must select the “calculated” column.  Select the “Payable” 

column, the minus sign, and the “Discount” column.  Name the column and format, if desired.   

 

 

� The “Grp” tab will allow you to create subtotals.  For example, select the Accounts Payable 

Paid Invoice Report and the applicable fields.    Select the Check Date column and right click 

to select to Sort Details from the menu.   Select the Check Date, and select “Grp”, to get 

subtotals by Check Date.   

 

� The Filter option will allow you to create filters for calculations such as From and To Date, 

From and To Period, Cost Types, and Active and Inactive Jobs.  Use the Select Rows function 

to create filters. 

 

 
 

� To select a specific cost type filter, you can use quotation marks to define yes or no for each of 

the 16 cost types that are defined in the Job Cost System Parameters. 
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� To select blank date fields, you can select column ‘Date’, Function ‘Is’ and type in the select box 

after is, null.  This will pull all date fields that are left blank. 

 

� To save the reports, Select from the Qtools Menu, FILE and SAVE AS to save the report.  

 

� Select to EDIT and COPY the Report.  Open Microsoft Excel and select to PASTE  

 

OR   

 

� Select FILE and SAVE AS to save the report.   

 

� Select FILE and EXPORT.   

 

� Select to save the report in the “MY DOCUMENTS” folder.   

 

� Open Microsoft Excel and select to Open the file. 

 

� Arrange the data within the Excel Spreadsheet as desired.   

 

NOTE:  If you are using a report with a large amount of data, you may need to use the EXPORT 

function.  You can lose data with the COPY and PASTE function if you are creating a large 

document to Export. 

 

 


