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Introduction 1

INTRODUCTION

Welcome to Learning ReportBuilder, a series of
tutorials developed to teach you how to create stun-
ning reports. The tutorials begin with the basics,
such as how to use the Report Designer, and end
with advanced reporting techniques like crosstab
creation. This guide should therefore be helpful to
both the novice and the seasoned report-builder.
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DESIGN

The Report Designer, pictured above, is the appli-
cation you will use to build reports. It contains
three workspaces: Data, Design, and Preview.
When first displayed, the Report Designer defaults
to the design workspace because this is where you
will spend the majority of your report-building
time. The design workspace is divided into two
areas: the workbench and the canvas. The work-
bench is comprised of toolbars, component pal-
ettes, rulers, and other tools that can be used to

manipulate the canvas. The canvas is the area that
contains the report layout. This is where we place
the bands and components that will ultimately con-
trol the content of each page of the report.

PREVIEW

The preview tab plays an integral role in the report-
creation process because it allows you to see how
the report will look when printed. As you work
through the tutorials, you'll notice that this work-
space is frequently accessed so that we can see how
the report is shaping up. We will make many
changes and corrections based on what we see in
this workspace. The tools in this space allow you
to view each page of the report or zoom in to get a
better look at a specific page. You can also print
the report from the preview workspace.

DATA

The data workspace is often the key to successful
report creation because it allows us to select and
manipulate the data needed for a given report.
These tasks are accomplished via two visual tools:
the Query Wizard and the Query Designer. These
tools greatly simplify the often-difficult task of
data selection by giving us the ability to select data
without requiring an in-depth knowledge of data-
bases.
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Once the data is selected, we can begin laying out
the report. The primary purpose of a report is to
transform raw data into information. Our task as
report-builders is essentially to make data mean-
ingful. The following tutorials will show you how
to do just that.

ABOUT THIS BOOK

As you work through this guide, it is important to
keep in mind that the tutorials build on one
another, moving from basic concepts to complex
reports. Therefore, it may be difficult to complete
an advanced tutorial without having first com-
pleted earlier tutorials. Each tutorial produces
some kind of report and brings to light important
aspects of ReportBuilder.

A Quick Test Spin gives you a glimpse of the
Report Designer's report-building potential.

Calisthenics offers a series of exercises that pre-
pare you for the tutorials. You will be a nimble
user when you complete the calisthenics.

The Summary Tutorial concentrates all that you
learned in Calisthenics into a report. Like the tuto-
rials that follow, it gives you an opportunity to use
all the tricks you learned in Calisthenics.

The Cover Page tutorial illustrates the ease with
which you can design a cover page so that the
report looks clean and professional.

The Simple Table Listing tutorial shows you how
to build a report using the Report Wizard and intro-
duces some ways to handle repeating data.

The Invoice tutorial illustrates how to export saved
data so that you can use it for a new report and pre-
sents the concept of groups.

The Mailing Label tutorial introduces the Label
Template tool, which allows you to create labels

with ease.

The Fish Photo Album shows you how to create a
colorful report using the DBImage component and
introduces some concepts in relation to compo-

nents and the way they work.

The Sales Statistics tutorial teaches the difference
between data and information and further develops
the concept of groups.

The Form Letter tutorial shows you how to set up a

letter for mass mailing.

The Fish Reference Booklet illustrates how to cre-
ate a report with side-by-side memos and intro-

duces regions.

The Crosstab tutorial offers a report in the form of
a spreadsheet, which is useful when a large amount

of data needs to be analyzed.

Appendix A describes the toolbars and their con-
tents in detail.

The glossary provides definitions for terms you'll
encounter as you work through the tutorials.
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A QUICK TEST SPIN

OVERVIEW GETTING STARTED

This simple exercise provides an introduction to It will be helpful for you to become familiar with
the Report Designer, the Query Wizard, and the the following set of directions because you'll repeat
process of building reports. The purpose of this this process to begin each report.

tutorial is to show you what it takes to build a

report, so if this exercise starts to feel a little over 1 Click the New Report icon ] on the main
your head, don't worry. We will cover the meaning toolbar.

behind the actions in later tutorials. The final
2 Click on the Data tab.

report for this tutorial should contain the following
items: 3 Select File | New in order to access the New

* A list of company names Items dialog.

4 Double-click on the Query Wizard icon. The

¢ A contact name for each compan
pany Query Wizard will come up with a list of Available

* A phone number for each contact Tables.
QUERY WIZARD
. ContactN oome N The Query Wizard is a tool that allows you to
ompany ontac ame one No
Action Club Michael Spurling 812.870.0239 access information from your database to use in
Action Diver Supply Warianne Miles 22-44.500211
Adventure Undersea Gloria Gonzales 011-34-09054
American SCUBA Supply Lynn Cinciripini 213-654-0082 your I'CpOI't.
Eile Gt Hopp it o 212555 1004
e Glass Happiness ristine Taylor -555- g
Blue Jack Aqua Center Emest Barratt 401-609-TE23 1 Choose the Customer Table by double-chckmg
Blue Sports Theresa Kunec §10-772-6704 . .
Blue Sports Club Harry Bathoone £12-897-0342 on it. The Customer table should now appear in
Catarnaran Dive Club Micole Dupont 213-223-0041
Cayman Divers Warld Unlimited Joe Bailey 011-5-697044 1
Central Undenwater Supplies Maria Eventosh 27-11-443245: the hSt Of SeleCted Tables'
gavy .JoGnes‘ Locker ;anyac\)/\fagner g?ggggg;ég
) 1t i -432- . .
Divers of Biue-green Noney Bean Sos ezt 718 2 Once the Customer table is selected, click the
Divers of Corfu, Inc Charles Lopez 30-661-88364
Divers of Venice Simone Green 813-443-2356 Next button.
Divers-for-Hire Joe Hatter 679-804576
Fantasticue Aquatica Susan Wong 057-1-773434 . . 3
Fisherman's Eye Bethan Lenis 809-555.4680 3 Keep clicking the Next button until you reach
Frank's Divers Supply Lloyd Fellows 503-555-2778
George Bean & Co Bill Vifyers 803-438-2771 : :
Gold Coast Supply Elaine Falls 205-555-2640 the screen Wlth the Set Order OpthIl.

Note: If this tutorial seems too difficult, proceed
to Calisthenics and go through it first, then return
to this tutorial.
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4 Click on the Set Order button.

5 Double-click on Customer.Company so it
appears in the list of Selected Fields.

6 Click Finish.

7 You've officially completed your first query via
the Query Wizard. You'll notice a new window in
the upper left-hand corner of the data workspace.
This is a dataview. It represents the data, which is
selected from the database each time the report is
generated.

8 Click on the Design tab in order to begin laying
out your report.

DESIGN WORKSPACE

The design workspace is the environment in which
you will build reports. Whatever you put in the
header band (the white space above the word
'Header') will appear at the top of each page of the
report; whatever you put in the detail band will be
the body of the report, and whatever you put in the
footer band will appear at the bottom of each page
of the report.

Task 1
Place and Name Labels

A

1 Locate the label icon on the toolbar.

2 Click on the icon.

3 Click in the white space of the header band in
order to create a label.

4 Create two more labels in the header band.
5 Select 'Labell".

6 Locate the edit toolbar (below the label compo-
nent icon on the toolbar). It should contain the text
'Labell’, which is the caption of the currently
selected label.

7 Highlight the text in the edit toolbar and type
Company.

8 Select Label2 and type Contact Name into the
edit toolbar.

9 Select Label3 and type Phone No. into the edit
toolbar.

Task 2
Save the Report

1 Press Ctrl + S to save your work.

2 A dialog box will appear that looks like this:

Save New Report As g

Save jn: 3 Al Folders 3 Gii

|23 Completed Tutorials

Save

M arne:
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3 Expand the drop-down list at the top of this dia-

log by clicking on the arrow ™| icon. Select 'All
Folders' from the list. This will allow us to save
the report in this folder.

4 At the bottom of the dialog you should see an
edit box that contains the report name. The default
name is 'New Report.' Select the text and change
the name to 'Quick Test'. Click the Save button.

5 Close the Report Designer. Notice that your
new report is listed in 'All Folders'.

6 Double-click on Quick Test to return to the
design workspace.

Task 3
Bold the Text in the Labels

1 Select the Company label.

2 Hold down the Shift key and then click on the
other two labels. All three labels should now be
selected. You can tell that they are selected by the
small gray boxes surrounding each label.

--------------------------------------

" Header

These boxes are called selection handles.

3 Click the bold icon | B |. All three label cap-
tions should turn bold.

Task 4
Create and Choose Data for DBText
Components

1 Locate the DBText icon %L on the toolbar.

2 Place a DBText component in the detail band.

3 Change the text from bold to regular by clicking
on the bold icon.

4 Place two more DBText components in the
detail band.

5 Select DBTextl.

6 Notice that there are two drop-down list boxes
in the upper left-hand corner of the Report
Designer. The drop-down list box on the left con-
tains the dataset from the dataview. The drop-
down on the right contains the fields.

7 Select 'Company' from the drop-down list box
containing the fields. The first company name
('Action Club') in the dataset should appear as the
caption of the DBTextl component.

8 Select DBText2.

9 Choose 'Contact' from the drop-down list. The
first name ('"Michael Spurling') in the dataset
should appear in the DBText2 component.

10 Select DBText3.
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11 Choose 'Phone' from the drop-down list box.
The first phone number ('813-870-0239') in the
dataset should appear in DBText 3.

Task 5
Adjust the Label Components

1 Right-click over the 'Company' label and select

the Position... menu option.
2 Set the left to 0.1.

3 Right-click over the Contact Name label and set
the left to 2.3.

4 Set the Phone No. label left to 3.8.
5 Set the Company label top to 0.3.
6 Select the 'Company' label.

7 Hold down the Shift key and click on the other
2 labels. All three labels should now be selected.

8 Launch the Align or Space toolbar by selecting
View | Toolbars and clicking on Align or Space.
The toolbar should appear under the drop-down list

boxes.

It

9 Click the Align Top icon . The Contact
Name and Phone No. labels should align with the
Company label.

Task 6
Adjust the DBText Components

1 Right-click over the Company DBText.

2 Set the width to 2.1.

3 Set the 'Contact Name' DBText width to 1.3.
4 Set the Phone No. DBText width to 0.9.

5 Select the Company DBText and set the top to
0.0.

6 Shift-click the other DBTexts so that they are all
selected.

7 Click the Align Top icon
Space toolbar.

on the Align or

Note: The DBText components may overlap.
That's fine. The next task will correct the overlap.

Task 7
Align the Components

1 Select the Company label and shift-click the
Company DBText.

2 Click the Left Align icon l= . The DBText
component should be positioned directly beneath

the label and both components should be aligned
left.

3 Left align the Contact Name label and the Con-
tact Name DBText.

4 Left align the Phone No. label and the Phone
No. DBText.

5 Press Ctrl + S to save your work.
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PREVIEW

The preview window in the Report Designer envi-
ronment works the same way as the preview capa-
bility in other Windows applications: it shows you
how your report will look when it is printed.

1 Click on the Preview tab and look at your
report. Make sure that the columns are spaced
evenly with plenty of room for long names.

2 Everything should look good except for the
rows, which are double-spaced. That spacing takes
up too much room and will waste paper when the
report is printed.

FIXES

When you preview a report, you'll undoubtedly
find something that can be improved. Let's fix the
spacing.

1 Return to the design workspace by clicking on
the Design tab.

2 Place your cursor over the gray bar labeled
Detail. Your cursor will change to an up/down

arrow I , indicating that you can drag the sec-

tion divider up and down.

3 Drag the divider up until it meets the bottom of
the components in the detail band.

4 Preview the report once more. It should look
like this:

[0 ReportBuilder: Quick Test E@@

55 Data | 5 Design |2 Preview
H=1 I =l ] es 1 OO Cancel |
~
company contact Nams Phone No
Aclin C i WkkaiSpatiing 1300z
Action Dher Swppl Warkue Miks 2usmi
Adertie Uckrsea GhraGozaks o11-30.0005t
Ameriay SCUBA SR b1 encinpit 13esome
Aquatc DEna Gl ower izt
Bite Glass Happhess Cirkthe Taybr 213855 1t
Bite Jack Aqracerkr Enestoanat otz
Bite Spore Tiersa ke sio-m2e0t
Bite spors cius Harty saoone srzemr-msiz
Catanara D Clib Wicok Dpont 2132041
Camal Diere ord UNmied Jos Dalky o11-ssmon
Cartal Underuster Suppli Wark Bered ERTRT-E
DawJores: Locker Tana nager e otz
Dier: Grtn Peroue 213403
Dhers orBme-grees Jre— P
Diers orcom. nc. Ciarks Lopez 06512
Dhere o ke Smore Green i mss
[m——— Joe watmr rsenists
Fartstique Aquata Sesan g [EREEN
Filemars e Bt Lawte eo-sss-a0
Fraiks Duere Sapply Lio Fa tlous s sssoms
George Bean &Co. Bl s
GoK CoattSppl. Elalue Fall MSEEE-260
maFner Desmorao rega TS
JAnaEasCUACeite Barara Haney oi1-remoe
Jaakasu, e Joratian Rest aesss s
Varal De Sicppe Eria voman -
10k Evt prkes Rucoph Clns [EEe)
Lamys Ding Seicor ate e Neecs o
Ml S UBA Clb Donasin n1-ais-scsa
MahaScUBACerr Skpier arant swemm
MamotDhers € i Joges Mareh tie-smeazme
Neptie's TriertSpY Louse Frans Tio-e-asus
Nomestar SCUBA Lmied agesones TiE-tzs
[Ep——— partstn e st
Ocea Paradie pariGaner epessaz
On-Tametscusa Bram Pilipe vie-uisoes
v
Page 1

5 Close the Report Designer window by clicking

the %l button at the upper right corner of the win-
dow.

6 A dialog box asking you to 'Save Changes' will
appear. Click Yes.

7 Congratulations! You've completed your first
ReportBuilder report.






CALISTHENICS

OVERVIEW

These exercises will get you oriented in the Report
Designer environment and teach you to use some
basic tools. It's a good idea to study this section
because each task is extremely detailed, whereas
the other exercises will assume that you are famil-

iar with the basics and therefore be less explicit.

COMPONENT CREATION

The first thing you need to know in order to write a
report is the significance of the canvas. The canvas
is divided into sections called bands. A band is
labeled in the section divider immediately below it;
thus, the first band is called the 'header’, the second
1s called the 'detail’, and the third is called the
'footer'. When the report generates, the bands are
printed on different parts of the page. There are
many different band types for different occasions,
but for now we'll just use the header, detail, and
footer bands.

Let's create some components and put them in the
bands. A component is an element used to control
how the report looks. Each component has a
unique purpose.

Calisthenics 9

1 Click the New Report icon J on the main
toolbar. The Report Designer will appear with the

design workspace active.

A

2 Click the Label icon.

3 Click in the white space of the header band.
You've just created a label component.

4 Create two more labels in the header band.

5 Locate the shape icon on the toolbar.
6 Click the icon.

7 Click in the white space of the header band in
order to create a shape.

8 Press Ctrl + S to save your work. Name the
report Call. Save at the end of each task.

Note: You can use the process of clicking the
icon, then clicking in a band to create any type of

component.
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BAND ADJUSTMENT

Notice that the shape doesn't quite fit in the header
band. We can remedy this by increasing the height
of the band.

1 Locate the ruler on the left side of the work-

space.

2 Place your cursor over the divider labeled

'Header'. Your cursor will change to an up/down

arrow I , indicating that you can drag the divider

up and down.

3 Hold down the left mouse button and drag the
divider up and down. Notice the two little lines
that appear on the vertical ruler to the left of the
divider. These lines are called guides because they
represent the new position of the divider.

* Header

4 Increase the height of the header band by drag-
ging the divider until the guide reaches the one
inch mark on the vertical ruler. In order to do this
you must first drag the divider until the band height
is greater than one inch. Then release and drag the
divider up until the top guide hits the one inch

mark.

Note: This method of changing the size of the

header band works for all bands.

BASIC COMPONENT SELECTION

Once components are created, the real work
begins, for each component needs to be carefully
positioned in order to create a high-quality report.

1 Select the Labell component by clicking on it.
The selected label should look like this:

ot

2 Select the remaining components: hold down
the Shift key and then click on the other two labels
and the shape. All of the components should now
be selected. You can tell that they are selected by

the small gray boxes surrounding each component.

These boxes are called selection handles.

Labell. Labeld  Label3 ‘

3 Click on the white space of the header band.
Notice that the components are deselected.
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4 Click on the white space to the left of the first
label, hold down the left mouse button, and begin
dragging the mouse down. A bounding box will
appear. It should look like the rectangular box
below.

“h

5 Drag the mouse across the components until the
bounding box encompasses all of the components.

-----

6 Release the mouse button. All of the compo-
nents will be selected.

Labelt.  Labelz  Labeld ‘

7 Place your cursor over one of the components
and drag in any direction. Notice how all of the
components move in unison. This is called a com-

ponent selection.

Note: These are the two methods you can use to
select multiple components: the shift-click method
(hold down the Shift key and click the compo-
nents) and the bounding box method (hold down
the mouse button and outline the components).

DOCKING TOOLBARS

Toolbars are used to set the properties of a compo-
nent. Here are a few examples of the kinds of
properties a component may have: font size, color,
and font style. Before we can use the toolbars
effectively, we must first learn how to position
them within the Report Designer.

1 Launch the Draw toolbar by selecting View |
Toolbars and clicking on Draw. The toolbar should
appear in the upper left-hand corner of the Report
Designer, above the horizontal ruler.

2 Locate the handle E on the far left side of the

toolbar.

3 Place the cursor over the handle and hold down
the left mouse button.

4 Drag the mouse down until the cursor is over the
top corner of the header band. A rectangle repre-
senting the new toolbar location will be drawn.

” Header

11
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5 Drag the mouse to the left until the rectangle
pivots and appears as follows:

Notice how the border changes from a thick line to
a thin line to indicate that the toolbar will success-
fully dock.

6 Release the mouse button. The toolbar is now
docked vertically.

7 Drag the toolbar over the upper left corner of the
header band. The rectangle, which represents the
new position of the toolbar, will look like this:

8 Release the handle. The toolbar is now a float-
ing window. The area at the top of the toolbar
(labeled 'Draw") is called the title bar. You can
move the window by placing your cursor over the
title bar and dragging.

” Header

9 Click on the close button in the title bar. The
toolbar will be closed.

10 Select View | Toolbars from the main menu of
the Report Designer and click on Draw menu item.
Notice that the toolbar returns to the same place it
was before you closed it.

Note: When the toolbar is a floating window, you
can close the toolbar by clicking the close button.
You can always redisplay a toolbar by accessing
View | Toolbars from the main menu.
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11 Drag the toolbar to the upper right corner of the
design workspace so that it looks like this:

12 Release the handle. The toolbar is now docked
horizontally.

6 [ ==

Note: All toolbars have the same docking ability

as the Draw toolbar.

SIZING, ALIGNING, AND POSITIONING
COMPONENTS

In order to get all of the components lined up
neatly or sized correctly, you must know how to
size and align with dexterity.

Sizing
1 Deselect all components by clicking on the
white space of the header band.

2 Select the shape component in the header band.

3 Place your cursor over the little black box on the
right side of the shape and wait until the cursor
changes to a left/right arrow. The little black boxes
that surround the shape are called sizing handles.

4 Drag the cursor to the right and notice how the
shape gets wider.

5 Place your cursor over the sizing handle on the
bottom of the shape and wait for the cursor to
change to an up/down arrow.
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6 Drag the cursor down and notice how the label
gets taller.

Fy
+

7 Place your cursor over the sizing handle on the
right-hand corner of the shape and wait for the cur-
sor to change to a diagonal arrow.

Fiy

8 Drag the cursor. The shape gets both wider and
taller.

"

9 Drag the shape to the left corner of the header
band.

10 Move the shape up and down in the header
band. Notice the guides on the vertical and hori-
zontal rulers. Whenever you are dragging or siz-
ing, the guides show you the position and size of
the selection.

11 Use the guides to set the shape to 1/2 inch by 1/2
inch. The guides should match up with the 1/2 inch
mark on both the horizontal and vertical rulers.

Note: You can also adjust the size of a component
by selecting the component, then holding down the
Shift key and pressing the arrow keys. You can use
this method to size single and multiple component

selections.
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Aligning

1 If the Align or Space toolbar is not already visi-

ble, launch it by selecting View | Toolbars and
clicking on Align or Space. The toolbar should
appear above the horizontal ruler.

2 Dock the Align or Space toolbar on the left side
of the Report Designer.

I-__:‘ |jl [

T
= IEEERERS
-
T R
GO0
o " Header

|ote 2 | |

=
'
L=

v

* Foaoter

3 Select the shape component in the header band.

4 Hold down the Shift key and then click on the
three labels. All four components should now be
selected.

]JT

5 Click the Align Top icon of the Align or
Space toolbar. The labels should align with the
shape.

6 Move Label3 to the bottom of the header band

o 0k

0 - Labott - Lapeld -

- B - - - - - e I-_-EEI-EE}
Header

7 Select Label3 and Shift-click the other compo-
nents in order to add them to the selection.

8 Click the Align Bottom icon o of the Align

or Space toolbar. The components should align
with Label3.

Note: The first component selected in a multi-
select is the one to which the others align.

Positioning
1 Deselect the components by clicking in the
white space of the header band.

2 Select the shape.

3 Hold down the Ctrl key and press the up arrow

several times to move the shape.

4 As you move the shape using this method, look
at the status bar in the lower right-hand corner of
the Report Designer. The Top measurement should
track with the component's location

Left: 0 Top: 0.0625 Width: 0.5208  Height: 0.5208
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5 Use the right arrow key to move the shape to the
right. The Left measurement should track with the

component's location.

6 Position the shape so that the Left is 0 and the
Top is 0.0625

7 Deselect the shape.
8 Use the shift-click method to select the labels.

9 Using the arrow keys, position the selection at
Left of 1.3021 and a Top of 0.3854.

FRONT-TO-BACK ORDER

This section illustrates how a component can be

used as a background for other components.

Task 1
Create and Color Shapes

1 Create two more shapes near the first shape in
the header band.

2 Select the first shape.
3 Locate the Fill Color icon on the Draw
toolbar.

4 Click the down arrow button to the right of the
icon. The Fill Color palette will be displayed.

5 Select yellow.

6 Select the second shape.

7 Set the color to aqua.

More Fill Calors. .,

8 Select the third shape.

9 Set the color to violet.

EEEEEEEE
AEEEENEEE
| N R
2l

Winlet

Mare Fill Calars, ..

Task 2
Overlap Shapes and Establish their Order

1 Position the purple shape so that its corner over-
laps the corner of the yellow shape.

2 Position the purple shape so that its corner over-
laps the corner of the aqua shape. The three shapes
should look like this:



3 Select the Preview tab. Notice that the shapes
retain their front-to-back ordering.

4 Return to the design workspace and right-click
over the purple shape.

5 Select the Send to Back menu option. Notice
how the purple shape is now behind the aqua
shape.

6 Right-click over the purple shape.

7 Select the Bring to Front menu option. The pur-
ple shape is once again in front of the aqua shape.

8 Right-click over the yellow shape.

9 Select the Bring to Front menu option. The yel-

low shape is now in front of the other two shapes.

Calisthenics 1 7

10 Restore the original order of the shapes by
deciding which shape needs to be sent to the back
or brought to the front. (Answer: Send the yellow
shape to the back.)

Task 3
Use a Shape as a Background

1 Right-click over the yellow shape.

2 Select the ParentHeight menu option. The
shape's height increases to match the band's height.

3 Select ParentWidth. The shape's width
increases to match the band's width. The other
components appear in front of the shape because of
the front-to-back order.

4 Right-click over the yellow shape.

5 Select the Bring to Front menu option. Notice
how all of the components disappear from view.

6 Make the components reappear by right-click-
ing over the yellow shape and selecting the Send to
Back menu option.

Note: Whenever you appear to have lost a compo-
nent, try using the Send to Back method in order to
find it: it may be behind another component.
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ADVANCED COMPONENT SELECTION

This section explains how to select components in
the foreground when you have a larger component

in the background.

1 Try to select all of the components in the header
band by clicking to the left of the first component,
holding down the left mouse button, and dragging
the mouse (i.e. the bounding box method).

Notice how the components cannot be selected.
This is because the yellow shape is selected and no
bounding box can be drawn.

2 Hold down the Ctrl key and try to select the
components using the bounding-box method again.
When the Ctrl key is held down, you will see a
bounding box.

-----------------------------------------

_____________

3 Expand the bounding box to encompass all of
the components and release the mouse button. All
of the components, including the yellow shape,
should be selected.

Labells  Label2s  Labels:

4 Try to move the selected components. Notice
how they appear to be locked in place. The selec-
tion cannot be moved because the yellow shape
fills the band and has no where to go.

5 Hold down the Shift key and click the yellow
shape.

Note: You can use the shift-click method to dese-

lect any component that is part of a multi-selection.

6 Move the selected components. The compo-
nents can be moved now because the yellow shape

is deselected.

7 Try to deselect the components by clicking on
Labell. Nothing happens. That's because you must
select an unselected component or click in the
white space of a band in order to clear the current

selection.

8 Deselect the components by clicking on the yel-
low shape.

ADVANCED SIZING

When you have a shape stretched using Parent-
Width and ParentHeight, you cannot change the
size via the sizing handles. This exercise shows

you how to resize such a shape.
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1 Place your cursor over the sizing handle on the
left side of the yellow shape. The left/right arrow
will be displayed.

_n

-

Hea

2 Try to reduce the size of the shape by dragging
the cursor toward the center of the header band.
The shape can't be modified because it is set to
ParentWidth.

3 Right-click over the shape.

4 Select ParentWidth. The ParentWidth menu
option is deselected. Now the shape's width can be
modified using the sizing handle.

5 Select ParentHeight. The ParentHeight menu
option is deselected. Now the shape's height can
be modified using the sizing handles.

6 Use the sizing handles to modify the yellow
shape so that it is about the same size as the other

shapes.
It o
i [
L8] .

Note: You may not be able to resize the shape so
that it is exactly the same size as the others. The
next section will address this issue by showing you

a more precise way to resize shapes.

SPEED MENU

The speed menu appears when you right-click over
a component. It offers different options for altering
the overall look of your component via changes in
shape, size, and visibility. Here is the speed menu
for a shape:

= [ T T T R "
1 2
0

Bring to Fronk

i send to Back

I Il_l ParertHeight
Heade

a 2 ParentWwidth

- Positian,..
o - ] ReprinkonCwverFlow
Detail

a StretchWwithParent

Visible

<] ki i ok ]

"~ Footer

By now you know about the following menu
options: Bring to Front, Send to Back,
ParentHeight, and ParentWidth. Next, we'll learn
about the Position option, which will allow you to
control the size and position of components more

precisely.

19
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Task 1 4 Set the Top to 0.2.

Set shape sizes 5 Set the Width to 0.5.

1 Select the labels and move them to the left until
they reach a left of 3.7396 as indicated by the sta-

tus bar.

6 Set the Height to 0.5. The aqua shape should
now be the same size as the yellow shape.

. L 7 Set the Left of the purple shape to 1.
2 Access the speed menu by right-clicking over

the yellow shape. 8 Set the Top to 0.3.

3 Select Position. . . . A dialog box like the one The layout should look like this:
below will be displayed; however, the numbers
may be slightly different from these. That's fine.

4 Set the Left to 2.0.

layout check

5 Set the Top to 0.2.

. Note: The speed menu applies only to the compo-
6 Set the Width t0 0.5. nent over which you have right clicked, regardless
7 Set the Height to 0.5. of the selection. Task 3 will illustrate this aspect of

the Report Designer.
Task 2

Resize the Aqua Shape

1 Right-click over the aqua shape to access the

speed menu.
2 Select Position. . . .

3 Set the Left to 3.0.
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Task 3
Explore Component Properties and the Right-
Click Option

1 Select the aqua shape.

2 Shift-click the other two shapes in order to add
them to the selection.

3 Right-click over the aqua shape.
4 Access the Position . . . dialog.

5 Set the Top to 0.1. Notice that even though the
other shapes are selected, the aqua shape is the
only component that moves. That's because the

aqua shape was the one over which we right-
clicked.

6 Right-click over the purple shape.

7 Access the Position. . . dialog and set the Top to
0.2.

8 Right-click over the yellow shape.

9 Access the Position. . . dialog and set the Top to
0.3. The shapes should now look like this:

10 Right-click once again over the aqua shape and
set the top to 0.0.

JJT

11 Click the Align Top icon
Space toolbar. All shapes should align with the top

on the Align or

of the aqua shape because it was selected first.

Note: You can use this method whenever you
need to set the size or position of several compo-

nents to the same value.
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Task 4
Save Your Work

1 Select File | Save from the main menu.

File | Edit View Report Help
]| Mew... Chrl+H

Mew Repoark
Jpen... Chrl0

Lo

Close

|H Saye Chrl4+5

Sali?s.ﬁ.s...

Load From File, ..

Save ko File...

Page Setup...
Prink Chrl+P

W E

Print to File Setup...

1Cal
2 Detailed Crder Summary
3 Order Summary

4 Cowver Page

510,05

2 Close the Report Designer.

DATA TREE

The Data Tree allows you to build a report based
on data you have selected from the database. In
order to use the Data Tree, you must first select
data by creating a dataview.

Task 1
Create a New Report

1 Click the New Report icon B on the main
toolbar.

2 Click on the Data tab.

3 Select File | New to access the New Items dia-
log.

4 Double-click on the Query Wizard icon.

Task 2
Create a Dataview Via the Query Wizard

1 The Query Wizard will come up with a list of
Available Tables. Choose the Clients table by dou-
ble-clicking on it. The Clients table should now
appear in the list of Selected Tables.

2 Once the Clients table is selected, click the
Finish button.

3 You'll notice a new window in the upper left-
hand corner of the data workspace. This is the dat-
aview. It represents the data that will be selected
from the database each time the report is generated.
In a later exercise, we will show you how to make
modifications to a dataview. For now, let's move

on to building the report.

4 Click on the Design tab in order to begin laying

out your report.
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Task 3 7 Release the mouse button. The Data Tree
Dock the Data Tree should dock on the right of the workspace like this:

1 Maximize the Report Designer window.

2 Hide the Align or Space toolbar. (2B aRne @0 ABia =5
= s ‘|-\_1‘l:éu~dlj

3 Select View | Toolbars | Data Tree from the

main menu.

st pataree =
T A w7 2 Clerts

4 Place your cursor over the bottom of the Data

| Fields for Clients

. s Mame Tupe

Tree until the cursor becomes an up/down i P e
o EAddrassT String

.| E@Bith Date Date

arrow . . El[lwly String
i ;gDate Open Date

@) First Name String

5 Hold down your left mouse button and drag the %':T.Z.Q:m bl
. B Last Name String

mouse down until you can see all of the field T St
. . Eﬁccupation String

names listed in the bottom part of the Data Tree. [BPoue stng
QI 15| EVEl 1y

E Sz Mumber Doulfle

6 Click on the title bar of the Data Tree and drag it %?j;m i
EZ\D String

to the left, making sure that the toolbar is below the
horizontal ruler. Continue dragging until the posi-
tion rectangle appears as shown below. This rect-
angle indicates how the Data Tree will be docked.
The screen should look like this just before the
Data Tree docks:

: File Edit “iew Report Help
&8 Data |5 Design | [, Preview
NEHEdRBaakla G s EEE S

Hl | anial 28 ol B oz oy

[

_ ool B clents
H

"~ 'p| Fields for Clients

2o | e Type see | oo
] EIA:ct Mbr Double
NN ZEAddressl String 20
" F{ [Bieirth Date Date
EBcity String 0

EDate Open Date
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Task 4
Create a Vertical Report

1 Click on the Layout tab at the bottom of the
Data Tree.

2 Select the vertical style.

Dakta Tree x
Create
All v
®
O Label T abular
() Fields
[]Gnd Font A

3 Click on the Data tab at the bottom of the Data
Tree.

4 Click the '"Last Name' field.

5 Hold down the Ctrl key and click the 'Tele-
phone' field. Your selection should look like this:

M arne Tupe
|_=|g|.-’-'-.|:|:t Mbr Double
L=|g|.-'-‘-.du:|ress 1 String
|_=|g| Birth D ate Date
EE) City String
|_=|g| Drate Open Date
|_=|g| Firzt Mame String
(5 Image BLOB
|_=|gllnterests String

azt Mame String
|_=|g| Objectives String
|_=|g| Oeccupation String
|_=|g| Picture String
|_=|g| Rizk Lewel String
|_=|g| Sz Mumber Double
|_=|g| State String
Telephone String
L=|g|2i|:u String

M ame

El.-‘i'n.cct Mbr
L=|g|.-'1".|:h:lress 1
(5 Birth Date
S

L=|g| Date Open
|_=|g| First Mame
L=|g| Image

B Interests

L=|g| Objectives
|_=|g| QOezcupation
L=|g| Picture

(5 Risk Level
|_=|g| Sz Mumber
L=|g| State

|_=|g| Telephaone
C&izin

Type
Double
Stiing
Date
Stiing
Date
Stiing
BLOE
Stiing
Stiing
String
Stiing
Stiing
Stiing
Double
Stiing
Stiing
Stiing

6 Locate the divider labeled 'Detail' on the canvas
of the design workspace.

7 Place your cursor over the divider. Your cursor
should change to an up/down arrow I , indicat-
ing that you can drag the divider up and down.

8 Increase the height of the detail band by drag-

ging the divider until the guide reaches the one
inch mark on the vertical ruler.
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9 Position your cursor over the 'Last Name' field
in the Data Tree and drag the selection into the
detail band.

Marne Type
El.-‘l'n.cct Mbr Double
L=|g|.-'1".|:h:lress 1 Stiing
|_=|g| Birth D ate Date
L=|g| City Stiing
L=|g| Date Open Date
|_=|g| First Mame Stiing
(5 Image BLOB
|_=|g| Interests Stiing

as String
|_=|g| Objectives Sting
|_=|g| Dzcupation Stiing
|_=|g Picture Stiing
|_=|g| Rizk Level Stiing
L=|g| S Mumber Double
|_=|g| State Stiing
L=|g| Telephone Stiing
L=|g|2i|:| Stiing

10 Release the mouse button. The components
necessary to display the 'Last Name' and 'Tele-
phone' fields in the report are created.

Last Name!1Davis I
Melephonel b 16-292-3945 I

11 Click on the Preview tab. Notice how the labels
repeat for each row of the data. This is called a
vertical report because the components are laid out
in a top-to-bottom fashion.

Task 5
Create a Tabular Report

1 Return to the design workspace.

2 Select all of the components and press the delete
key.

3 Click on the Layout tab at the bottom of the
Data Tree.

4 Select the tabular style.

Data Tree x
Create
[OF] v
@ LabEE‘l Wertical
amI TOrn 5§
) Fields
[]Grd Fant A

5 Click on the Font icon for Labels.

25
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6 A dialog box like this will appear:

Fant: Fant style: Size:
sl Bold 10 oK.
F_ # | | Regular ~
Avrial Black Italic 11
() arial Mamow 12
() Avial Rounded MT Bol Bald Italic 14
B Amalite Rifle 16
B Aunchanted #space 18
T AunchantedE spanded % 20 bt
Effects Sample
[ 5trikeaut
[ Underline fabbiiyZ
Calar:
I Cack - Seript:
|Western v
This iz an OpenType font. This same font will be used on both your
printer and your screen,

7 Make the font style bold. Now any label created
via the Data Tree will be bold.

8 Click the OK button on the Font dialog. Notice
how the diagram at the top of the Data Tree reflects
the change by bolding the word 'Company’.

9 Click on the Data tab at the bottom of the Data
Tree.

10 Position your cursor over the 'Last Name' field
in the Data Tree and drag the selection into the
lower left corner of the header band.

M arne Type
L=|g|.-'1'«cct Mbr Double
|_='g|.-'l'-.u:ldress 1 String
|_=|g| Bith D ate Date
|_='|g| City String
L=|g| Drate Open Date
|_=|g| Firzt Mame String
(5 Image BLOB
|_=|g||nterests String

et | azt Mame String
|_='|g| Objectives String
|_=|g| Qccupation String
|_='|g| Picture String
|_=|g| Rizk Lewel String
|_='g| Sz Mumber Double
|_=|g| State String
|_='|g| Telephone String
L=|g|2i|:u String



11 Release the mouse button. The components
necessary to display the 'Last Name' and 'Tele-
phone' fields are created. The labels are in the
header band and the data is in the detail band.

12 Click on the Preview tab. Notice how the labels
appear only once at the top of the page. This report
is 'tabular' because the data is laid out in a left-to-
right fashion.

Task 6
Create a Tabular Report with a Grid

1 Return to the design workspace and delete all of

the components.

2 Click on the Layout tab at the bottom of the
Data Tree.

3 Click the Grid check box for both Labels and
Fields.

Data Tree x
Create
@al | Tabular w
) Labels
Grid Font A
() Fields

[#] Grid Faont A

Calisthenics 27

4 Click on the Data tab at the bottom of the Data
Tree.

5 Position your cursor over the 'Last Name' field
in the Data Tree and drag the selection into the
lower left corner of the header band.

6 Release the mouse button. Notice the boxes
around the components. These shapes will give us
the effect of a grid.

H__.'éé{.“éiﬁé’.:.’?'.:. S B f'.:.'f'.:.'iﬁféféhh]il'lb'.:.'f'.:.'f'.]

* Header

™ Detail

7 Use the bounding box method to select all of the

components in the header band.

]i_::éé{f“éiﬁé_.:._f:._ff:._._.:._f_.:._f_.:._il:_‘féfébh_él_lg.:. N
” Header %
Wit EEE

* Detail

8 Remove the labels from the selection by holding

down the Shift key and clicking on each label.

Only the shapes should now be selected.

{i_._a'ét:.ﬁéiﬁé_.:._f_.'._T_.'._T_.'._T_.:._T_.:._ilfféféilh_dﬁg:._T_.'._T_.]
“ Header
Wvhite oo 159488547

~ Detail

9 Locate the Fill color icon on the Draw

toolbar and select light gray.
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10 Drag the divider labeled 'Detail’ up until it meets
the bottom of the components in the detail band.

Téé{.“é;ﬁ_e_._._f_._._T_._._T_._._T_._._T_._._E Telephone

= = = = = = = = L —P = = = =]
™ Header

JEJ"_v"Hit_é e :!4_1_5'-9_4_8-_55_&?'_ B ‘:|
* Detail

11 Click on the Preview tab. Notice the grid effect.

@ ReportBuilder: Cal2
: File Edit “iew Report Help

&E Data “_j” Design a Preview

Page 1 of 1

12 Save the report as Cal2 and close the Report
Designer.
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SUMMARY TUTORIAL

OVERVIEW

This tutorial will solidify all of the report-building
techniques you learned in Calisthenics. The final

report should contain the following items:

¢ A list of customer numbers

* A list of company names

* A contact for each company

* A phone number for each contact

Custno
1221

1231
1351
1354
1356
1280
13384
1510
1513
1551
1560
1583
1624
1645

Company
Kauai Dive Shoppe

Unisco

Sight Diver

Cayman Divers World Unlimite:
Tom Sawyer Diving Centre
Blue Jack Aqua Center
VIP Divers Club

Ocean Paradise
Fantastique Aquatica
Marmot Divers Club

The Depth Charge

Blue Sports

Makai SCUBA Club
Action Club

Contact
Erica Norman

George Weathers
Phyllis Spooner
Joe Bailey

Chris Thomas
Ernest Barratt
Russell Christopher
Paul Garcner
Susan Wong
Joyce Marsh

Sam Witherspoon
Theresa Kunec
Donna Siaus

Michael Spurling

Phone
808-555-0269

809-555-2915
357-6-876708
011-5-697044
504-798-2022
401-609-7623
809-453-5976
808-555-8231
057-1-772434
416-698-0399
800-555-2798
610-772-6704
317-649-9098
813-870-0239

QUERY WIZARD

1 Click the New Report icon J on the main
toolbar.

2 Click on the Data tab.

3 Select File | New in order to access the New

Items dialog.

4 Double-click on the Query Wizard icon. The
Query Wizard will come up with a list of Available
Tables.

5 Choose the Customer table by double-clicking
on it. The customer table should now appear in the
list of Selected Tables.

6 Click Finish.

7 Access the design workspace.
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DESIGN WORKSPACE

Task 1
Launch the Data Tree and Set Properties

1 Ifitis not already visible, launch the Data Tree

toolbar.
2 Dock it on the left side of the workspace.

3 Click the layout tab of the Data Tree.

N

Set the Style to Tabular.

(0]

Deselect the Grid boxes if they are checked.

6 Click the font icon for Labels.

Data Tree X

Create
@ al v

() Labels
[]Gid Fant A

) Fields
[]Gid Font A

7 Set the Label font to Arial, Bold, 10.
8 Set the Field font to Arial, Regular, 10.
9 Click on the data tab of the Data Tree.

10 Press Ctrl + S to save your work. Save the
report as Summary Tutorial. Save at the end of

each task.

Task 2
Lay Out Components in the Detail Band

1 Place your cursor over the 'Detail' divider. Your

cursor will change to an up/down arrow I , indi-

cating that you can drag the control up and down.

2 Increase the height of the detail band by drag-
ging the divider down until the guide reaches the

one inch mark on the vertical ruler.
3 Place a shape component in the detail band.

4 Set the shape's fill color and line color to yel-

low.

5 Right-click over the shape and select Paren-
tHeight and ParentWidth.

6 Hold down the Ctrl key while you select the
'Custno', 'Company’, 'Contact’, and 'Phone' fields in
the Data Tree.

7 Drag the selection from the Data Tree into the
lower left corner of the header band and release the
mouse button. Labels should be created in the
header band and DBTexts should be created in the
detail band.

Task 3
Position the Components

1 Position the selection so that the labels line up
with the bottom of the header band.

2 Deselect the components by clicking on the
white space of the footer band.

3 Select all of the components in the detail band.

4 Shift-click the yellow shape to remove it from
the selection.



5 Drag the selection up so that the components
line up with the top of the detail band. The layout
should look like this:

| DB7-1-773434

layout check

6 Deselect the components.

Task 4
Size the Components

1 Select the Company DBText component in the
detail band.

2 Use the sizing handle to make the component
narrower. Size the component so that the guide
lines up with the three inch mark on the horizontal
ruler.

3 Shift-click the Company label in the header
band.

4 Launch the Size toolbar.

5 Locate the Shrink Width to Smallest

=]
C:

icon L= and click on it. The label's width should
shrink to match that of the DBText.

Summary Tutorial 3 1

Task 5
Align the Components and Adjust the Detail
Band

1 Select the Contact and Phone labels.

2 Shift-click the corresponding DBText compo-
nents in the detail band.

3 Drag the selection until it reaches the 3 ® inch

mark on the horizontal ruler.

4 Left justify the DBText Custno component in
the detail band.

5 Drag the detail band divider up until it meets the
bottom of the components.

Task 6
Lay Out the Footer Band

1 Click the System Variable icon e .
2 Click the lower left side of the footer band.

3 Select PrintDateTime from the drop-down list
box in the upper left corner of the workspace. The
date and time should appear in the component.

4 Place another system variable component in the
lower right side of the footer band.
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5 Select PageNoDesc (Page Number Description) 5 Preview the report once again. It should look
from the drop-down list box. The page number this:
should appear in the component.
6 Right justify the system variable by clicking the o8 oo | 2 esgn [ 25 rewon]
HI= Wew | [E0]==) (] s5% 0 £). ! O O ancel ]
right-justify icon L= o o
7 Align the tops of the system variables. - — o
8 Press Ctrl + S to save your work. [ e =
PREVIEW I ==
1 Click on the Preview tab and look at your EEE S— -
report. - — e
2 The data is solid yellow. Let's put white spaces o romow e pomow
between the data in order to differentiate the rows. = emarua sesncvoror s
FIXES T DT o
1 Click the Design tab to return to the design o B e
workspace. s 0550 vt
2 Right-click over the yellow shape. =
3 Select ParentHeight. 6 Close the Report Designer, saving the changes

. o _ to the report.
4 Drag the detail band divider down until you can

see a little white space below the shape. The lay-
out should look like this:

| Comtact ‘Phone:

san Wang 10571773434

layout check
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COVER PAGE

OVERVIEW

This tutorial shows you how to create a cover page
for a report. The final product will contain the fol-

lowing items:
* The title of the report

* A description of the contents of the report

Customer Report

Customer Number
Company

Contact

Phone Number

1IAE005 11:5503 AN Page 1

DESIGN WORKSPACE
Task 1
Create and Adjust the Title Band

1 Open the Summary Tutorial report.

2 Select File | Save As from the main menu of the
Report Designer.

3 Name the report Cover Page and click Save.
The name at the top of the Report Designer should
change to Cover Page.

4 Hide the Data Tree if it is visible.

5 Select Report | Title. A title band will appear at
the top of the canvas.

6 Increase the height of the title band by dragging
the divider down until the guide reaches the 9.5

inch mark on the vertical ruler.

7 Right click over the white space and select New
Page.

Task 2
Create a Shape and a Label

1 Place a shape in the upper left corner of the title
band.

2 Set the position of the shape:

Left 2.0
Top 2.5
Width 4.0

Height 1
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3 Set the fill and line color of the shape to light
gray.

4 Place a label over the shape.
5 Set the caption to Customer Report.

6 Set the font size to 28.

|

Set the justification to left

8 Select the shape and then shift-click the label.

9 Launch the Align or Space toolbar.

10 Click the Align Center s icon and the

11 Align Middle o icon on the Align or Space
toolbar. The label should be centered in the middle
of the shape like this:

------------------------------------------------

Task 3
Create and Adjust a Shape

1 Place a new shape below the existing shape. Set
the position of the shape:

Left 2.0
Top 4.0
Width 4.0
Height 33

2 Set the line color of the shape to dark gray.

Task 4
Create and Adjust Labels

1 Create four labels and place them over the
shape.

2 Set the caption for each label:

Label2 Customer Number
Label3 Company

Label4 Contact

Label5 Phone Number

3 Select the labels and set the font size to 22. The
title page should look like this:

------------------------------------------------

----------------------------------------------------

----------------------

4 Select the Customer Report label and then shift-
click the Customer Number label.

5 Click the Align Middle > icon of the Align
or Space toolbar.
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6 Set the top of the Customer Number label to
4.75.

7 Set the top of the Phone Number label to 6.5.

8 Select the Customer Number label and then
shift-click the three labels below it.

T

9 Click the Left Align icon and the Space

Vertically % icon. The selection should now
look like this

----------------------

PREVIEW

1 Click the Preview tab. The title page should
look like this:

) ReportBuilder: Cover Page

f File Edit View Report Help

E=Wee) g 7 e5% 1 o0 ancel ]

Customer Report

Customer Number
Company

Contact

Phone Number

1A3Cos 115500 AN page 1

Fage 1

2 Click the Next Page button. The rest of the
Summary Report should appear.

3 Close the Report Designer and save the
changes.






SIMPLE TABLE LISTING

OVERVIEW

This tutorial illustrates how to create a table-style
report. The final product will include the follow-
ing items:

* A list of company names
* A contact for each company
* A list of orders for each company

* The amount paid for each order

Sales Detnil by Company

Copany Conmat Orderne A
AclonCiub Michoel Spulirg 1014+ §13+85

Aclon Dluer Supply Martzrre Mies i) 3s%m

Adwenkre Undersea Gicria Gonzmies 1017 000

1o $311700

174 §2,15500

=) s0m

s0m

e 3578540

121 45173080

1234 §30485
1317 §15200
American S¢ UBA Supply Lyrn Sinclrpind 1204 31028375

1253 §1s8 e

1355 31350800

smelcbema  ollanowen 105 31751600

Blur Glars Hoppiress s Ire Taplor 10z FERR:]
1z §356500
Blue dack Et Emes| Barall 1005 j000
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QUERY WIZARD

Task 1
Access the Query Wizard and Select Fields

1 Create a new report.

2 Access the data workspace.

3 Select File | New.

4 Double-click on the Query Wizard icon.

5 Double-click on the Customer table in order to
select it.

6 Double-click on the Orders table.

7 Click Next until you reach the screen with the
Set Order option.

8 Click Set Order and select Customer.Company,
Customer.Contact, and Orders.Orderno.

9 Click Finish. The completed database will
appear.

10 Access the design workspace.
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DESIGN WORKSPACE 4 Click Next until you see the screen with the
Task 1 checkered racing flag. Select 'Modify the report's
Create a Layout Via the Report Wizard design'.

1 Select File | New in order to access the Report Report Wizard

Wizard.

2 Double-click on the Report Wizard Icon.

That i all the information needed to create your report

New Items ['5_<|
= = = — Eg;lgnr:l?want to preview the report or modify the repart's
9 )
Repart Label Templates  CrossT ab Wizard O Preview the report
(=) Modify the report's degign
5 Click Finish. The report layout will appear:
[ 1S ] [ Cancel ]
~
3
3 Select the following fields by double-clicking: S
N
S
Company § e
Contact ) _ _
6 Right-click over the New Report label in the
Orderno .
. header band and select Autosize from the speed
Amountpaid

menu.

7 Select the New Report label and set the caption
to 'Sales Detail by Company'.

8 Press Ctrl + S and save the report as Simple
Table.
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9 Click the Preview tab. Notice the repetition of
the company and contact names: this repetition
inhibits readability. Let's make the report more
readable by showing these values only once.

Task 2
Select SuppressRepeatedValues

1 Return to the design workspace.

2 Right-click over the Company DBText compo-
nent in the detail band and select SuppressRepeat-
edValues from the speed menu.

3 Right-click over the Contact DBText compo-

nent in the detail band and select SuppressRepeat-
edValues.

4 Click the Preview tab. The company and contact

names no longer repeat.

5 Scroll down to the bottom of the preview page.
Notice that the last company name is Blue Sports
Club.

6 Click the Next Page icon ) . Notice that 'Blue
Sports Club' does not appear at the top of this page.

Because the company and contact names do not
repeat, the top of the next page has no company
name; it is therefore difficult to tell what company
placed these orders.

Let's modify the report so that the company and
contact names reprint at the top of new pages.

Task 3
Select ReprintOnSubsequent

1 Return to the design workspace.
2 Right-click over the Company DBText
component and select ReprintOnSubsequent.

3 Right-click over the Contact DBText compo-
nent and select ReprintOnSubsequent.

4 Click the Preview tab.

5 Go to the second page. Notice that 'Blue Sports
Club' is now at the top of the page, providing clari-

fication.

Task 4
Create a Line Guide

You may have noticed that the ReprintOnSubse-
quent option creates a lot of white space in this
report, which makes it difficult to correlate com-
pany names with their orders as you read from left
to right. We can add a line guide in order to
improve this situation.

39
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1 Return to the design workspace.

2 Click on the line icon L™ | on the Standard
component palette.

3 Click in the detail band to create the line compo-
nent.

4 Right-click over the line and select ParentWidth
from the speed menu. The line will stretch to
match the width of the band.

5 Set the Top of the line to 0.15.
6 Press Ctrl + S to save your work.

7 Access the preview screen. The completed
report should look like this:

[0 ReportBuilder: Simple Table E@@

: File Edit View Report Help

&f Dats | Design |4, Preview

=S [ =) [ 5% 1 o0 Cancel )

Sales Detail by Compay
Congany Conmat

uuuuuuuuuuuuu

CEEREEREEE[EE

PEEREE

Bl por cue ey sarbore

11430006 1294 52 BB Paml

Page 1

8 Close the Report Designer.
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INVOICE

OVERVIEW ESTABLISH THE BASIC DESIGN

This tutorial shows you how to create an invoice. Task 1

The goal of this exercise is to illustrate groups and Use the Dataview from the Simple Table
their function. The final product will present a set Report

?f i'nvoices. Each invoice will contain the follow- 1 Open the Simple Table repott.
Ing items:

2 Access the data workspace.
* A company name

3 Select File | Export. A save dialog box will
* A contact for each company appear

* The orders ft h .
© ordets for cach colmpany 4 Create a folder named Data and open it.

* The amount paid for each order 5 Name the data 'Customer Orders' and click save.

The total amount paid for each company 6 Close the Report Designer

Invoice 7 Click on the New Report icon.
Gy, e rier o Amt Bt 8 Access the data workspace.
- . 9 Select File | Import.

10 Double-click on Customer Orders. You should
now see the Customer Orders dataview in the data

workspace.

Note: All of the dataviews in the data workspace

are stored in what is called a data module. You can
use the export feature to save a data module outside
of a report.

11042004 1123 04 AW Faplefl
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When you find yourself using the same dataviews
over and over again, it is often useful to save them
in a data module outside of the report so that you
can use them (via the import feature) when creating
new reports.

Task 2
Generate the Layout Via the Report Wizard

1 Access the design workspace.

2 Select File | New and double-click on the Report
Wizard icon.

3 Select the following fields:

Company
Contact
Orderno
Amountpaid

4 Click Next until you reach the screen with the
checkered racing flag. Select 'Modify the report's
design'.

5 Click Finish. The report layout will appear:

layout check

6 Select the New Report label and set the caption
to Invoice.

7 Press Ctrl + S and select 'All Folders' from the
drop-down list. Set the name of the report to
Invoice and click on the save button.

8 Preview the report. Notice how the company
and contact names repeat. In the previous tutorial,
we learned how to handle repeated values via the
SuppressRepeated Values property. However, we

can handle these values another way.

Task 3
Create a Group

1 Return to the design workspace and select
Report | Groups from the main menu. A dialog box
will appear.

2 Choose Customer.Company from the drop-
down list box:

@ s BED
Groups | Customer Addr v
Cugtomer.addr A
Customer Addr2 Add

Customer. Amountpaid
Custorner. Cit

Customer. Contact
Customer. Country
Customer. Custno M

Break On
(%) Data Field () Custorn Field

On Group Change

Ok ] [ Cancel




3 Click Add, then click OK. A group header band

and a group footer band will appear on the canvas.

4 Place your cursor over the gray area labeled
Group Header and drag down. White space for the
group header band will be created.

5 Right-click over the white space and set the
height of the band to 0.3.

6 Right-click over the group footer band and set
the height to 0.3.

Task 4
Lay Out the Group Bands

1 Place a shape in the group header band.
2 Set the shape to ParentHeight and ParentWidth.

3 Set the shape's color to aqua.

Mo Fil

LR
s W]

Mare Fill Colars. .

4 Place a shape in the group footer band.

5 Set the shape to ParentHeight and ParentWidth.

Invoice 43

6 Set the shape's color to teal (the color above
aqua on the fill color palette):

More Fill Colors. ..

7 Preview the report. The aqua shapes show
where the group header band is printing; the teal
shapes show where the group footer band is print-
ing.

Everything you see that begins with an aqua shape
and ends with a teal shape is a group. A group,
then, includes the following bands: the group
header, detail, and group footer. Here is an exam-
ple of how a single group looks on the preview

page:

uuuuuuuuu
1029 320,108.00
1038 31015200
uuuuuuuuu

Task 5
Move the Repeating Data into the Group
Header

As you preview, notice that the company and con-
tact fields still repeat. This is because they are in
the detail band. We can fix this by moving these
fields into the group header band.
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1 Return to the design workspace.

2 Select the DBText components for the Com-
pany and Contact fields in the detail band.

3 Drag the selection into the group header band.

4 Right-click over the shape and select Send to
Back. The DBText components should now
appear in front of the shape.

5 Select the shape and then shift-click the DBText
4t

components. Click the Align Center icon on

the Align or Space toolbar. The components will
be centered vertically in the shape.

6 Preview the report. The company and contact
names should now appear in the group header,
printing only once for each company.

Invoice

Company Contact

Action Clib Michael Spurling

Orderno_Amountpaid

1014 13485
1028 2010800

1038 1015200
1128 100450

1039 953660

Task 6
Total the Amount Paid for Each

Company
1 Return to the design workspace.

2 Select the Orderno DBText component in the
detail band. This initializes the font style and size
for the DBCalc component we are about to create.

3 Click the DBCalc icon , then click in the
group footer band. A DBCalc component will be
created.

4 Change the font color to white.

5 Click the right justify icon

6 Select the 'Amountpaid' field from the edit tool-

bar:

[ ReportBuilder: Invoice

i File Edit Yiew Report Help

Ek.ﬁI Data |L& Design _}_, Preview
N NN NN e N Ty [T WENCR:D
} Customer - [Amountpaid |v||
SRR e BT Addrt e
o] -.| J.l'— $Addr2
Report Tree
Fh DBTest City
i DBEText? Camparny
=l Detal E°”t‘:°t
B DEText3 c°”: Y
Eh DBTextd Hne
G F 0 Cuskno (2)
(=== [DLLD,__??LBI[ |: Compd Empno Y

This tells the DBCalc component to sum the

amount paid for each company.

7 Right-click over the DBCalc component and

select AutoSize.
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8 Right-click and select DisplayFormat. Click on
the first format that begins with a dollar sign:

Format §|

Dizplay Format
$4,0.00$4.0.00] |

#.0-4.0
#.0.00;-%,0.00

$10:-38.0
[$1.234] $H.0038.0]
12344 % 0%
234,40 % 000
[ 0K ] [ Cancel

9 Click OK.

10 Adjust the DBCalc component so that it aligns
with the bottom of the group footer band.

11 Click the OrderNo DBText in the detail band,
then shift-click the DBCalc component. Click the

Align Right icon =l on the Align or Space tool-
bar.

12 Preview the report. Notice that we now have a
total in the group footer band.

Invoice

Company Contact Orderma_Amonmtpaid

1014 13455
1029 2010800
1038 1015200

128 1.004.50

1038 553680

Task 7
Control the Pagination of the Groups

1 Return to the design workspace.

2 Select Report | Groups and uncheck 'Keep group

together'.

Groups | Cuztamer. Company “ |

Group[0]: Custormer. Compary Add
Break On
(=) Data Field 1 Custam Field

On Group Change
[] 5tart new page

MHew page when lezz than I:l

] Keep group together

Reprnt group headers on subzequent pages

[ ok l [ Cancel l

3 Scroll to the bottom of the first preview page.
Notice how there is no total for the 'Blue Jack
Aqua Center'. You must go to the next page in
order to see the remaining detail lines and total for
this group. Let's modify the report so that groups
will not break across pages.

4 Return to the design workspace.

5 Select Report | Groups from the main menu.
6 Click the 'Keep group together' option:

7 Click OK.
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8 Preview the report. The group for 'Blue Jack
Aqua Center' now starts on page two. The 'Keep
group together' option allows the header, detail,
and footer of a group to print on the same page,
when possible.

Task 8
Begin Each Group on a New Page

Even though 'Keep group together' improves the
report's pagination, we need invoices that can be
sent to each individual company. This means that
information from multiple companies cannot
appear on the same page. Let's modify the report
to handle this requirement.

1 Return to the design workspace.

2 Select Report | Groups. Click 'Start new page':

[ Groups E]E]

Groups | Customer. Compary “ |

Group[0]: Custorer. Cornpary

&dd

Inzert

Delete

Break On

(%) Data Field ) Custam Field

On Group Change
Start new page

[C] Reszet page number

Reprint group headers oh subsequent pages

[ (] ] [ Cancel ]

Notice that the 'Keep group together' option is dis-
abled. This option is no longer necessary because
each group will begin on its own page; thus, each
group has the maximum space to print.

3 Click OK.

4 Return to the preview screen and confirm that
each group starts on its own page.

5 Select Ctrl + S to save your work.
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Task 9
Number the Pages by Company

As you preview, notice how the pages are num-
bered. Each company will receive only one or two
pages of the report. Therefore, it would not be
acceptable to send out an invoice that says 'Page
37" at the bottom. We can fix this problem by using
the Reset Page Number feature of groups.

1 Return to the design workspace.

2 Select the Page 1 System Variable in the footer
band.

3 Select PageSetDesc (Page Set Description) from
the edit toolbar:

[ ReportBuilder: Invoice

! File Edit Wiew Report Help

Ethata ¥ Design _lPrE\-'iew
ARN=R" NN NN e

i|PagesetDesc | - ||

:_ Datke

f DateTime

| DocumentMame
PrintDateTime
PageZount
Pageset

PageSetDesc
PageMo
PageMoDesc
Time

4 Select Report | Groups.

5 Check the Reset page number option:

[ Groups [Zl |El El

Groups | Customer.Company v
Group[0]: Custal Company

Add

Ereak On
(=) Data Field () Custom Field

On Group Change
Start hew page

Reset page number

Reprint group headers on subsequent pages

[ 0K ] [ Cancel

6 Click OK.

7 Preview the report. The page numbers should
reset for each company. Each invoice is one page,
so the page number displays 1 of 1.

FIT AND FINISH

At this point, the report is functioning well. We
just need to give it a professional look and feel.

Task 1
Adjust the Line Component in the Header
Band

1 Return to the design workspace.

2 Select the line in the header band and select bot-
tom from the list in the edit toolbar.

[ ReportBuilder: Invoice

i File Edit Wiew Report Help

El"'l@EI Data |E& Design _l Previgw
ARNEA" BTN NN =N
1o Ml
_ Top

é\Battorn |
Left

Right
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3 Extend the header band to 18 inch.

4 Right-click over the line and set it to Parent-
Width.

5 Drag the line to the bottom of the header band.

o
o | Blue Glass Hanminess """ Chrisfine Taylor

~ Group Header[0] Company
[EFCRER] =X-IT1 R

“ Detal

- &l
- 113006 20714 PHL oz of1
* Facter

Task 2
Adjust the Label Components in the Header
Band

1 Right-click over the Contact label and set the
top to 0.9.

2 Align the tops of all the labels in the detail band
with the Contact label.

3 Set the following left positions for the labels:

Company 0.0
Contact 2.0
Orderno 4.2
Amountpaid 53

4 Change the captions of the labels as follows:

Orderno Order No.

Amountpaid Amount Paid

5 Set each of the labels to AutoSize.

Task 3
Align the Components

1 Select the Amount Paid label.

2 Shift-click the corresponding DBText and
DBCalc components in the detail and group footer
bands.

s Hesiness . Christine Tayar
* Gioup Header(0]: Compary
9

“ Detal

* Footer

3 Use the Align or Space toolbar to right-align the

selection.

4 Right-align the Order No. DBText component
in the detail band with the Order No. label in the
header band.

5 Set the top of both DBText components in the
detail band to 0.05.

Task 4
Modify the Label in the Title Band

1 Drag the label in the title band into the header
band.

2 Set the left and top of the label to 0.

3 Select Report | Title from the main menu. The

title band will be removed from the canvas.
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4 Right-click over the label and select AutoSize.
The layout should look like this:

° Detal

layout check

5 Press Ctrl + S to save your work.
6 Preview the report.

Task 5
Change the Color of the Navy Components

Everything looks great except the components in
the title, header, and footer bands, which are navy.
Let's change them to match the rest of the report.

1 Return to the design workspace.

2 Use the shift-click method to select all navy

components.

3 Change the font color to teal using the Fill Color
palette.

AEEEEE .
It LIt L
EEEEL NN

EECON W E
EO000mEmO

I Mare Fill Colars. ..

4 Change the color of the line in the header band
to teal using the Line Color palette.

5 Preview the report. The first page should look
like this:

[H ReportBuilder: Invoice

f File Edit View Report Help

85 Data | [ Design |3, Preview

el —

11442006 112704 AN

Page 1 of 54

6 Close the Report Designer and save the
changes.
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ORDER SUMMARY

OVERVIEW

This tutorial demonstrates how to create an order
summary. The goal of this exercise is to demon-
strate how to link dataviews to create a master-
detail relationship; and to illustrate the use of a
subreport to create a master-detail report. The final
product will present an order summary for multiple
companies and their multiple orders. Each sum-
mary will include the following items:

* A company name

* A customer number

* An order number for each individual order
* The total amount owed per order

* The total amount owed per company

I Re portBuilder: Order Summary EEIx

: File Edit View

o8 Data | (& Design |3 Preview
Hi= NEY) Il =) () s 1 o0 concel]

port Help

Action Club

1645

Crdema Amaunt bus
00 Sre0 a5
2029 30,208 00
2038 540432 00
1229 52004 80

Totai Amount Due #31,395 65

13 007 3:57:05 M Page 1

Page 1

DEFINE A MASTER-DETAIL RELATIONSHIP

Task 1
Create the Dataviews

1 Create a new report.

2 Access the Query Wizard.

3 Select the Customer table.

4 Click Finish.

5 Select the Sort icon on the Customer dataview.

6 Double-click the Company field. The Company
field is moved from Available Fields to Sort Fields.

7 Click OK.

8 Repeat steps 1-4 to create a dataview for the
Orders table.

Note: Notice the link between the dataviews. This
is an AutoLink; it expresses a master- detail rela-
tionship. Master-detail relationships are one-to-
many associations between the rows of the two
datasets. See the sidebar for more on this.

N—— _ I —
2)0E 8 F 20 OGBS 2al>
Name. Type Siee Name. Type Size

L3 Amauntpaid Currency

&l

[ add2 Sting 30 == [3 Custno Double

[ City Sting 15 2 Emprio Integer

[3) Company Sring 30 3 Freight Cumency
i

[ Contact Sting 20 [ ltemstotal Curency

[ County Sting 20 [E) Ordermo Double

[ Custno Double [gPo Sting 15

[ Fax Sting 15 g Paymentmethod Sting 7

[5) Lastinvoicedate. DateTime [3) Seledate DateTime

5 Phone Suig 15 [5) Shipdate DateTime

(g State Sting 20 [ Shiptoadd! Sting 30

[g) Tawate Double [ Shiptoaddiz  Sting 30

[EEp) Sting 10 [i3) Shiptocity Sting 15
[ Shiptocartact  Sting 20

[EE] Sting 20
[3 Shiptophone ~ Sting 15
L3 Shiptostats Sting 20

[ Shintozip Sting 10
[5) Shipvia Sting 7
[5) Tawate Double

g Tems Sting B
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Task 3
Create a Group

1 Go to the design workspace.

2 Select Report | Groups from the main menu. A
dialog box will appear.

3 Choose Customer.Company from the drop-

down menu.

4 Click the Add button. A group based on the
company field will appear in the list box.

[H Groups E@@

Groups | Customer.Addrl v
Custorner.Addr s
Customner.Addr2 Add
Cuztomer. Amountpaid
Cuistorner. Cit

Cuistomer. Company
Customner. Cantact
Customer. Country

Custorner. Custho b
Break On
(&) Drata Field () Custom Field

On Group Change

Ok ] [ Cancel

Joining Tables

In creating a master-detail report, we are taking
advantage of a fundamental piece of database
technology: the join. In order to understand a join
you first have to understand that the data of a
database is stored in tables. Tables are simply a
collection of data organized as rows and columns.
A typical table is shown below:

Company |dant |city |State [2ip |
Kauai Dive Shappe 4376 Sugarloaf Huw Kapaa kawai HI 347661234
Unisca PO Bow 2547 Fresport

Sight Diver 1 Meptune Lane Kato Paphos

Capman Divers World Unlimited | PO Box 541 Grand Cayman

Tom Sawyer Diving Contre | 632-1 Third Frydenhi Chistiansted |5t Crois | 00820

Notice the names at the top of each column. These
names are not part of the data, rather, they
describe the data which appears below them. In
the database world, each column is called a field
(the name at the top of column is the field name)
and each row is called a record. Let’s add another
table to our example:

Company

\ Ordermo \ Saledate

\Amounlpaid

Kauai Dive Shoppe
Urisco

Kauai Dive Shoppe
Kauai Dive Shoppe
Sight Diver

Kauai Dive Shoppe

1023 7/1/1988
10601 2/28/1989
1123 8/24/1933
1169 7/6/1934
1052 1/6/1989
1269 12/16/1934

$4.674.00
$15,355.00
$13.945.00
$9.471.95
$16.788.00
$1.400.00

[Sight Diver

1055 2/4/1383

$23,406.00}

_| Unisco

1073 4/15/1383

$19.414.00

Our first table is a list of customers, the second
table is a list of orders placed by those customers.
Given these two tables, let’s try to answer this
question: On what dates did each customer place
an order? We can answer this question using the
following steps:

1. Get the name of the first customer from the
customer table.

2. Scan the orders table, looking for this
customer name.

3. When an order is found, add the customer
name to a list, and put the order date below it.

4. Continue scanning the orders table, looking for
the next date this customer ordered.

5. Repeat steps 3 and 4 until we have scanned
the entire orders table.

6. Get the name of the next customer.
7. Repeat steps 2 through 5 until all customers

have been completed.
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5 Check Start New Page.
6 Click OK.

You have created a group which includes the fol-
lowing bands: group header, detail, and group
footer. This group will track the value of the com-
pany field and start a new page each time the value
of that field changes.

7 Select Report from the main menu and deselect
the header band. The header band will be removed
from the layout.

8 Press Ctrl + S and save the report under the

name Order Summary.

Task 4
Lay Out the Group Header Band

1 Place a DBText component in the group header
band and select Company from the drop-down list
box.

2 Set the Company DBText component proper-

ties:
AutoSize True
Left 0.0
Top 0.0

Font Name  Arial
Font Size 16 pt.
Font Style  Bold and Italic

Joining Tables continued

In this process, we are relating customers to orders
using the name field. At first glance, this process
seems simple enough, but it is only simple because
the data has been very carefully organized.

First, each customer only appears once in the cus-
tomer table. That is, the value of the name field is
always unique, never appearing in more than one
row of the table. Imagine how difficult it would be
to locate the orders for a customer if the same name
appeared twice; every order for that customer
would correlate to two customers and we wouldn’t
know which was the correct one. When a column
contains a unique value for each row in a table it is
called a key. The concept of a key is fundamental to
databases because it allows us to relate one table to
another.

The second big organizational detail that allows
our process to succeed is that the customer name
appears in the order table. While it seems only natu-
ral that the customer name appear with the order,
this special database technique is known as a
foreign key. Whenever the key field of one table is
placed in another table, it is a foreign key in that
table.

Foreign keys allow us to relate multiple rows of one
table to a single row of another. Such a relationship
has several valid descriptions, they are:

one-to-many - where the customer is the ‘one’
and the orders are the ‘many.” This description is
based on the fact that there are many orders for one
customer.

parent-child - where the customer is the  “par-
ent’ and the ‘order’ is the child.

master-detail - where the customer is the ‘mas-
ter’ and the order is the ‘detail’.

Whenever we relate two tables in a database, we do
so by comparing the value in one field with the
value in another. To understand the nature of the
relationship, we must know which table is the mas-
ter and which is the detail, we must know what is
the key and what is the foreign key. Once we know
this, we can join the table, to create a third, more
useful table. Here is the result table that we can cre-
ate from customer and orders:

Teddn [Ciy [sats_ [Zp Cidemo |5 aledate [Emounipaid

4976 Sugatloaf Hwy  KapaaKauai  HI 947651234 1023 7/1/1988 $4674.00
4976 Sugarloaf Huy
4976 Sugatioat Hay
PO Box 2547
PO Box 24547

947661234 1076 12161984 | $17,781.00
947651234 112382471933 13945.00
1278 12/231984 | $11568.00
1302 1/16/1335 $24.485.00
1003 4/12/1988 3000
1052 1/6/1989 $16,768.00
1055 2/4/1989 $23406.00
1067 4/1/1989 $4495.00
1075 4/21/1983 $3560.00

53
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3 Place another DBText component in the group
header band and select CustNo from the drop-
down list box.

4 Set the CustNo DBText component properties:

Left 0.0

Top 0.3

Font Name  Arial

Font Size 16 pt.

Font Style  Bold and Italic

5 Drag the group header band up until it meets the
bottom of the CustNo DBtext component.

6 Click the Preview tab.

[8 ReportBuilder: Order Summary

85 Data | & Design ||, Preview

ene e
Action Club
1645

As you step through the pages, notice how each
company starts on a new page. This is due to the
Start New Page option of the group.

Linking Dataviews

In the previous sidebar, we talked about joining.
Joining tables is something you can do inside the
Query Wizard and Query Designer. In fact, the
Learning ReportBuilder application has been spe-
cially configured to make joining tables very easy.
When you select a table, all tables which cannot be
validly joined are disabled and cannot be selected;
whereas valid tables are selectable. This capability
is called AutoJoin, and it works based on informa-
tion supplied by the developer that created the
reporting application (in this case, Digital Meta-
phors.) Essentially AutoJoin requires that the valid
relationships between the tables be defined by the
developer. Once defined, ReportBuilder will only
allow joins between the tables specified. This
makes it much easier to perform joins, because you
don’t have to know which tables relate to which
other tables or on what fields those tables relate.

This tutorial shows another way that AutoJoin
information is used — automatic linking. Autolink-
ing occurs when you create two separate dataviews,
and the second dataview is automatically linked to
the first. When we added the orders dataview in this
tutorial, a link was automatically established from
orders to customers. A link is different from a join
in that it does not force the creation of a third result

table (i.e. the dataview data.)

Instead, a link allows the dataviews to remain sepa-
rate, and because each dataview creates a usable
result table, this opens the door for a very powerful
ReportBuilder feature: subreports.

Before we take a look at how linked dataviews can
be used with subreports, let’s get our minds around
a simpler case: unlinked dataviews. For this case,
let’s imagine that we have created two dataviews,
one on the orders table and one on the items table.
No link exists between these dataviews. Next we
go to the design workspace and place a DBText
component in the detail band. We assign the com-
ponent to the Order No. field. When we preview
the report we see that all of the Order Nos. are dis-
played, but no item information is displayed.

OrderNo

1
1
|
1
1003
1004 I
1005 |
1006 1
1007 I
1008 I
1009 |
1010 :
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Task 5
Lay Out the Footer Band

1 Click the design tab to return to the design

workspace.

2 Place a system variable BE in the upper-left
corner of the footer band.

3 Select PrintDateTime from the drop-down list
box.

4 Place another system variable in the upper-right
corner of the footer band.

5 Select PageNoDesc from the drop-down list
box.

6 Right justify the system variable.
7 Select both system variables.

8 Set the font:

Name Arial
Size 10 pt.
Style Bold

Linking Dataviews continued

Next we return to the design workspace and add a
subreport to the detail band (below the Order No.
DBText component.) We click the tab at the bottom
of the workspace to access the layout for the subre-
port. In the detail band we place a DBText compo-
nent, assign it to the Item No. field and set its color
to yellow. We then preview, noting the appearance
of the yellow item numbers. We notice that every
item in the entire item table is shown for each order.

OrderNo ItemNo
1003

II-hGJNI—‘-h(JNI—‘—‘-

—————— When a sub-
report is placed within the detail band of a parent
report, we have an ideal way to traverse all of the
records of a one-to-many relationship. However,
unless there is a relationship defined between the
dataviews, the ‘many’ or child dataview will not
return the correct records. In our imaginary case we
we can fix this by accessing the data workspace and

dragging the Order No. field from the Items data-
view to the Order No. field in the Orders dataview.
This establishes a master-detail link between the
dataviews with the Items dataview as the detail and
the Orders dataview as the master. When we pre-
view, we get the correct items listed for each order:

OrderNo  ItemNo
1003

1004

L

1005

This little
exercise should give you some insight into the dif-
ference between joins and links. Joins are estab-
lished between the tables inside a dataview, causing
the tables to be combined into a single result table
which the dataview then provides to the outside
world. Links are established between dataviews,
and allow related tables to remain independent of
one another, safely nested inside their own little
dataview. This is a perfect setup for subreports,
each of which can be assigned to a separate data-
view, allowing us to traverse multiple levels of data.
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9 Click the Align Top icon to give both variables
the same top.

layout check

" Faater

10 Place a line component in the footer band.

11 Set the Line component properties:

ParentWidth True
Top 0.2

12 Drag the footer band up until it meets the

bottom of the line component.

MODIFY THE BASIC REPORT LAYOUT

Task 1
Create a Subreport

1 Place a subreport component in the detail
band.

2 Select the Orders dataview from the drop-down
list box.

3 Right-click the subreport and select Position.
4 Set the top to 0.5.

5 Drag the detail band up to meet the bottom of
the subreport.

6 Select the tab titled ‘SubReportl : Orders’ at the
bottom of the data workspace.

Task 2
Create a Group in the SubReport

1 Select Report | Groups.

2 Choose Orders : CustNo from the drop-down

menu.
3 Click Add.

4 Click OK.

5 Select Report from the main menu and deselect
the title and summary bands.

Task 3
Use the Data Tree to Create Components in
the SubReport

1 Launch the Data Tree. If it does not appear
docked on the left side of the Report Designer,
dock it there.

2 Select the Layout tab in the Data Tree.
3 Set the style to Tabular.

4 Select the Data tab and Ctrl-click the following
fields:

OrderNo
ItemsTotal

5 Drag the selection to the bottom left corner of
the group header band. Components should be cre-
ated in the group header and detail bands.

N R A N N

Tt De
R

layout check

* Group Footer[0]: Custno

6 Change the caption of the ItemsTotal label to

‘Amount Due’.
7 Set the properties of both labels:

Top 0.0
Font Color Navy Blue

8 Set the OrderNo label to Autosize.

9 Set the DBText components properties:

Top 0.25

Font Name Times New Roman
Font Size 11 pt.

Font Style Bold and Italic
Font Color Green



10 Set the Amount Due label and the ItemsTotal
DBText components properties:

Left 2.0
Alignment  Right Justify

11 Drag the group header band up to meet the bot-
tom of the labels.

12 Drag the detail band up to meet the bottom of
the DBText components.

Task 4
Calculate the Total Amount Due

1 Place a label component in the group footer
band and set the properties:

Caption Total Amount Due
Left 0.0

Top 0.25

Font Name Arial

Font Size 11 pt.

Font Style Bold and Italic
Font Color Navy Blue

2 Place a DBCalc component in the group footer
band. Select ItemsTotal from the drop-down list
box.

3 Right-click the DBCalc component and select
Calculations.

4 Select the Calc type Sum and click OK.

5 Right align the Amount Due Label in the group
header band and the DBCalc component in the
group footer band.

6 Set the DBCalc properties:

Autosize True
Alignment  Right Justify

7 Right-click the DBCalc component and select
Display Format. Choose the first format with a dol-
lar sign.

8 Align the tops of the Total Amount Due label
and the DBCalc component by shift-clicking both
components and using the Align Top icon.

Order Summary 57

9 Set the height of the group footer band to 0.75.

Task 5
Preview and Finish

1 Click the Preview tab.

2 As you preview, notice how the total amount

due is the sum of the orders for each company.

[ ReportBuilder: Order Summary
i File Edit Rer elp

&8 Data | L& Design [|3 Preview

HE Wev | = RN L 00

Action Club
1645

3 Close the Report Designer, saving the changes.

You have created an order summary with a master-
detail relationship between dataviews with a subre-

port showing the detail data
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DETAILED ORDER SUMMARY

OVERVIEW

In this tutorial we will learn how to create a master-
detail relationship using the AutoLink feature; how
to create a join between two tables within a data-
view; and how to create a report containing multi-
ple SubReports. The final product will include the
following items:

* a company name

* an order number for each order
* an item number for each item

* the quantity of each item

* the price of each item

« the total amount for each item

Action Club
1645
Order 1014

Temno__Parina__ Description Oy Price Jtem Toul
1 7612 Krypton Flashlight 3 $44.95 $134.85

Order 1029
Iemna__Panna___ Description @y Priecltem Towl
1

Order 1038
Temno__Parna___ Description Oy Prce Jtem Toul
1 1986 DepthPressure Gauge Console 54 $4188.00 $10452.00

Order 1129
Iemna__Panna___ Description @y Priecltem Towl
1 4 995 .

60290001 8:47:13 &M Page 1

BUILDING ONTO THE REPORT LAYOUT

Task 1
Adding More Detailed Data

1 Open the Order Summary Report.

2 Select File | Save As from the main menu of the
Report Designer.

3 Name the report Detailed Order Summary and
click Save. The name at the top of the Report
Designer should be updated.

4 Access the Data tab.

5 Access the Query Wizard.
6 Select the Items table .

7 Click Finish.

8 Drag from OrderNo in the Items dataview to
OrderNo in the Orders dataview. This is an
example of creating a link to form a master-detail

relationship.

9 Select the Tables E icon on the Items data-

view.

10 Double-click on the Parts table. Notice that
Parts moves from the Available Tables box to the
Selected Tables box.

11 Select the Fields tab.
12 Check the All Fields box.

13 Click OK.
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Task 2
Change the Group

1 Return to the Design tab.

2 Select the tab titled ‘SubReportl: Orders’ at the
bottom of the data workspace.

3 Select Report | Groups.

4 Select Groups and set field to Orders.OrderNo.

[ Groups =69

v

(et | Ol rders. Ordemo

Group[0]: Orders. Orderno

Break On
(%) D ata Field

() Custom Field

On Group Change
[ Start new page

Mew page when less than El

K.eep group together

Reprint graup headers on subsequent pages

[ Ok ] [ Cancel

5 Click OK.

Task 3
Layout of the Group Header and Footer Bands

1 Delete the Amount Due label in the group
header band.

2 Create a DBText component in the group header
band and select OrderNo from the drop-down list.

3 Set the DBText component properties:

Autosize True

Left 0.6

Top 0.2

Font Name Arial

Font Size 11

Font Style  Bold and Italic

4 Shift-click the Order label and align the top with
the OrderNo DBText component.

5 Create a line component in the group header
band

6 Set the line component properties:

Left 0

Top 0.2

Height 0.2083
Font Color Navy Blue

Line Thickness 2 i pt.
Line Position Left

7 Drag the group header band up to meet the bot-
tom of the components.

8 Delete everything in the group footer band.

9 Drag the group footer band up to meet the detail
band so that none of the white space is showing.

layout check

* Group Footer0F Ordema

Task 5
Create a SubReport

1 Delete the OrderNo and ItemsTotal DBText
components in the detail band.

2 In the detail band create a SubReport and select
Items from the drop-down list.
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3 Set the properties of the SubReport:

Left 0.5
Top 0
Width 6.3

4 In the detail band create a line component.

5 Set the line component properties:

Left 0

Top 0

Height 0.1667
Line Color Navy Blue
Line Thickness 2 Y pt.
Line Position Left

6 Drag the detail band up to meet the bottom of
the SubReport.

layout check

* Group Footer} Orderno

Task 6
Layout the Title Band

1 Select the ‘SubReport2: Items' tab at the bottom
of the screen.

2 Create a label in the title band.
3 Set the label properties:

Top 0.0417

Font Name Times New Roman
Font Size 11

Font Style  Bold and Italic
Font Color  Green

4 Create 5 more labels in the title band.

5 Shift-click all the labels and align them to the
top of the first label by clicking the align top icon.

6 Deselect the components and individually set
the label properties from left to right:

Caption Left Alignment
ItemNo 0.2 Right
PartNo 0.95 Center
Description 1.75 Left

Qty 4.02 Center
Price 4.7 Right

Item Total 53 Right

7 Shift-click the following labels:

Description
Price
Item Total

8 Set these labels to Autosize True.
9 Create a line component in the title band.

10 Set the line component properties:

Left 0

Top 0.2396
Width 6.25
Line Color Green

Line Thickness 1 % pt.

11 Drag the title band up to meet the bottom of the
line component.

layout check
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Task 7
Creating a Calculation

1 Select the Data tab.

2 In the Items dataview click the Calcs =) icon.

3 Double-click the Cost field. It will move from
the Available Fields list to the Calculations list.

4 Under Function choose Expression from the

drop-down list.
5 Under Expression type:
Qty * ListPrice
6 Click the word Cost and rename the calculation
‘Extended Total’.
7 Click OK.
8 Select the Design tab.

Task 8
Layout the Detail Band

1 Create a DBText component in the detail band.
2 Set the DBText properties:

Top 0.0208
Font Name  Arial
Font Size 8

Font Style  Bold
Font Color  Green

3 Create 5 more DBText components.

4 Shift-click all the components and align them to
the top of the first component by clicking the align

top icon.

5 Deselect all the DBText components and indi-
vidually set the properties from left to right:

Datafield Left Alignment
ItemNo 0.052 Right
PartNo 0.8646 Center
Description 1.77 Left

Qty 3.82 Center
ListPrice 4.32 Right

Extended Total 5.1875 Right

6 Select the Description DBText component.
7 Set the properties:

Autosize True
Width 0.979

8 Select the Extended Total DBText component.
9 Set the properties:

Autosize True
Width 0.8125

10 Right-click the Extended Total DBText compo-
nent and select Display Format.

11 Choose the first format with a dollar sign.

layout check

Task 9
Creating a Shape

1 Place a shape in the detail band.

2 Set the shape properties:

Left 0
Top 0
Height 0.2396

Width 6.25



3 Select the shape component and click the Fill
Color icon.

4 Choose More Fill Colors.
5 Click Define Custom Colors.

6 Select a custom color by entering Red, Green,

and Blue values:

Red 202
Green 255
Blue 202

7 Drag the detail band up to meet the bottom of
the shape component.

8 Right-click the shape and select Send To Back.

9 Click the Preview tab.

Action Club
1645

Onter 1014
JTiemno__Partno___Description. Oy Price _ltem Tomal
T e ¥

Onder 1029
JTemno _ Parino__Description Oy Price Jem Toul

T Regulator Systom a $9000  $1970000

2 sM3 Safetyknite s S0 432000

Onter 1038
lemno__Parno__ Description Oy Price _ltem Toul
1 W DepthPressure Gauge Console s S0  $1016200

Onder 1129
JTiemno__Partno__Description. Qp __ Price _item Toral

T 7619 Flashignt Rochargeable ) 4 wees  e0m0
2 e esdcuttTank 1 emse0 smme0

6292001 8:47:13 AM Pl

10 As you preview, notice how the orders for each

company start on a new page, and the items for

each order are listed.

11 Close the Report Designer, saving the changes.

You have created a report showing data from three

dataviews; a master and two details

Detailed Order Summary 63
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MAILING LABEL

OVERVIEW THE LABEL TEMPLATE WIZARD

The first section of this tutorial demonstrates how Task 1

to print mailing labels via the Label Template Wiz- Select Data

ard, which is a tool that creates report layouts suit-
o 1 Create a new report.

able for printing on label sheets. The second

section of this tutorial steps you through the pro- 2 Access the data workspace.

cess of creating a mailing label template manually.

We will use Avery 5160 labels as the model for
these exercises. Bach label will include the fol- 4 Double-click on the Query Designer icon:

3 Select File | New from the main menu.

lowing items:

New ltems § |
¢ A contact name En
Query Wwizard
* The company name for each contact
* The mailing address for each contact
Anna Rack Charles Lopez Marianne Miles
Safari Under the Sea Divers of Corfu, Inc. Action Diver Supply
PO Box 7456 Marmoset Place 54 Blue Spar Box #3
Grand Cayman, Ayios Matthaios, Corfu St. Thomasg, 00820
Frank Paniagua Kevin Rider Russell Christopher
Shangri-La Spotts Center Tora Tora Tora VIP Divers Club
PO Box D-5495 PO Box H-4573 32 Main St.
Freeport, Nassau, Christiansted, St. Croix 02600 [ Ok l [ Cancel ]
Robert Michelind Joe Hatter Maria Eventosh
SCUBA Heaven Divers-for-Hire Central Underwater Supplies
PO Box Q-8874 G.0. P Box 31 PO Box 737
Massau, Suva, Johannesburg, 2042 . . . . .
p—— pp— ST 5 Maximize the Query Designer by clicking the
Marina SCUBA Center Fantastique Aquatica George Bean & Co
PO Box 82438 Zulu 7831 730990 #2477 AA #3 King Salmon Way M 1 1 1 M h o 1 b .
pos . e s aximize icon in the title bar:
Jonathan West Bethan Lewis Gillian Cwen
Jamaica Sun, Inc. Fisherman’s Eye Aquatic Drama
PO Box 643 PO Box 7542 921 Everglades Way
Runaway Bay, Jamaica Grand Cayman, Tampa, FL 30643

6 Double-click the Customer table.

7 Click the Fields tab.



66 Mailing Label

8 Click the All Fields check box: 3 Click on the new City(2) calculation.
ID Query Designer DER 4 Expand the drop-down list in the Function col-
[ Tables [ Fields | @ cales | §F Group | J2 search | 4| sort | (3 squ . .
PR : umn and select Expression from the list.
Field lias Field SOL Alias | Table SOL Alias
Caloulations
Field Alias Field SOL Alias Table SOLAllss  Funchion Expression
City [2] SUM{customer....  customer

Expression

Selected Fields Al Fields

Field &lias Field SOL Alias Table SOL Alias e

Addrl custornerAdd  customer 3] . . . .

a2 cwserss? et An edit box will appear in the Expression column.
City customer. City customer =

Company customer.Compa...  customer

Corntact customer Cortact  customer

Fannm Fustrrner Cannin_eistnmer b

5 Place your cursor in the edit box.

6 Enter the following expression:
Task 2

Create a Calculated Field city +', "+ state +'' + zip

Each element of this expression has the following
1 Click the Calcs tab.

meaning:
2 Double-click the City field. City(2) will appear . .
ty y(2) will app city + ', " + state + "' + zip
as the first calculation in the list at the bottom half
of the screen: | ‘ | ‘
A B C D E
M Query Designer, \Z”E\E\
[ Tables | G Fields [[ caics | ¥ Group | /7 Search | § | sort | (% 501
AF‘::E?::EMS Field SOL Alias Table SOL Alias &
G sl oo A Gets the value of the City field
Conet? ptitioraied
Country customer Country  customer .
Euino o Cusle e B Places a comma and a space between the city
" e e and state
;.:::i:s Field SAL Alias  Table SALAlss | Function Expression C Gets the Value Of the State ﬁeld
City [2) SUM({customer. customer Sum
D Places a space between the state and the zip

E Gets the value of the Zip field

The + symbol represents the concatenation opera-
tor. Concatenation is a process by which values are
combined into one result. A typical result for this
expression would be 'Columbia, MO 65203'.
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7 Rename the City(2) field alias by clicking once 4 Scroll to the right until you see the Zip field.
on City(2), then waiting a second. This will put the Notice that the data is ordered by ZIP Code (the
field alias in 'edit' mode. Type CityStateZip in the companies with no ZIP Code appear first.). The
edit box. The Calculation field should look like last column should contain the combination of the
this: city, state, and ZIP Code, as specified in the calcu-

lated field we created.

Calculations

Field Alias Field SOL Alias Table SOL Alias Function Expression

CityStateZip city+"' + state +...  customer | Expression R H L+ state + "+ zip 5 Clle OK.

Task 4
Configure the Report Layout

Task 3
Sort the Data

1 Access the design workspace.

2 Select File | New from the main menu.
1 Click the Sort tab.

3 Double-click on the Label Templates icon:
2 Double-click on Zip.

3 . . . New: Items. ['5—(|
3 Click OK. A dataview will appear. Click the =
preview icon on the dataview: \ = ﬁ\
Report Wizard Report Label Templates QNGEEY SRR
MISLOINICE st e At
EY =Rl - R =EYRE=INEY
M amr Type Size
Lf'!r,m“ﬂ' Sting 30
Addrz Stiing 30
City String 15
Compary String 30
Contact String 20 [ ok ][ Cancel
Country String 20
Cuzthio Double
Fan Sting 15 4 Make the following selections:
Lastinvoicedate D ateTime
Fhane Sting 15 Printer information Laser and ink jet
State Sting 20
Tawrate Double Paper Tray Manual Feed (Tray 1)
Zip Stiing 10
CiyStateZip ~ Sting 15 Products Avery Standard

5160 — Address
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The Label Template dialog box should look like
this:

Label Templates.

Printer informatior
() Dot Matrix
() Lazer and ink jet
Paper Tray
Default v

Products
Awery Standard i

5160 - &ddress

5161 - Address
5162 - Address
5163 - Shipping

5164 - Shipping b
Label information
Type Address
Height iy
‘width 263"
Paper Size Letter, 8.5417 in.

5 Select OK. The report layout should look like
this:

I N R R TR A o

* Calumin Header

" Detail
* Column Foater

layout check

Task 5
Lay Out the Detail Band

1 Place a shape in the detail band.
2 Set the shape to ParentHeight and ParentWidth.

3 Preview the report. The shape indicates where
the detail band is printing. Notice how the detail
band prints in a columnar pattern and is positioned
just like the labels on the sheet.

4 Place four DBText components in the detail
band:

B S R S

" Column Header

* Detail
* Column Footer

5 Set the following positions for the DBText com-

ponents:
DBTextl Left 0.08
Top 0.06
DBText 4 Left 0.08
Top 0.77

6 Select DBTextl, then shift-click the other com-
ponents.

7 Align the components left and space them verti-

cally.

8 Right-click over each component and set it to
AutoSize.

9 Assign the components to the following fields:

DBTextl Contact
DBText2 Company
DBText3 Addrl
DBText4 CityStateZip
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10 Right-click over the shape and click Visible.
This will keep the shape from printing in the
report.

Note: We don't want the shape to print on the
label sheet; we just want the address information.
The shape was just a guide to confirm that the
detail band is printing in the correct locations.

11 Press Ctrl + S and save the report under the
name Mailing Label.

12 Preview the report. The first page should look
like this:

M ReportBuilder: Mailing Label
: File Edit View Report Help

=5 Data | CF Design |3, Preview

EIEX

=W 0 = [ es5% T DO cancel |

George Weatiers Skpies Brant Briay Miks
Usken MarhaSCUBA Carkr The Dihg Compary

Wara Beves)
o N UNR e T SIEpIRS

esburg, 2042

Zm e rIATI AR PO Box 32 Inahew
Bogeta, TR

Barara Harey. Ania Rack
JamakaSCUBA Certie Satarl Unckr tis Sea
PO Bz PO Bax 7455
Negni, samaka GrCama,
GhraGozaks KU Rier
AR Uik sea Tora Tora Tora

PO B e PO Bax H-ST3
Beize iy, Nasan,

Actin Gl
---------

Page 1 of 2

13 Close the Report Designer.

PREPARE A TEMPLATE MANUALLY

This section of the tutorial illustrates how you can
create a template manually when a predefined one
does not exist. You will need to know how to per-
form this task when you have to print labels with-
out the aid of the Label Template Wizard. This
exercise requires a ruler and a sheet of Avery 5160
labels.

Task 1
Import the Data From the Mailing Label Report

1 Open the Mailing Label report.

2 Access the data workspace.

3 Select File | Export.

4 Open the Data folder.

5 Save the data under the name CustomersByZip.
6 Close the Report Designer.

7 Click on the New Report icon.

8 Access the data workspace.

9 Select Import from the main menu.

10 Double-click on CustomersByZip. You should
now see the Customer dataview in the data work-

space.
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Task 2
Set the Margins

Before you set positions or sizes in the Report
Designer, it is important to first establish the paper
size and margins. This is because the Report
Designer will reject any settings that do not fit
within the available page space.

1 Use a ruler to measure the distance from the top
of the label sheet to the top of the first label. The
distance is 1/2 inch.

2 Access the design workspace.

3 Select File | Page Setup from the main menu. A
dialog box will appear:

Page Setup @

Printer | Paper Size | Paper Source | Layout | Margins

Printer

Presview

Defaut v
Documnent Mame
Fepart

Copies 1 =

Collate
Duplex
Mone v

4 Click the Margins tab.
5 Set the top margin to 0.5.

6 Set the bottom, left, and right margins to 0.

There is no need to set the bottom margin to 1/2
inch because the detail band will naturally stack to
the bottom of the usable page space. Also, there is
a risk that the last detail band on the page will
slightly overlap the bottom margin, and thus not
print at all. It is therefore best to set the bottom
margin to 0.

Task 3
Determine the Column Settings

1 Measure the distance from the left edge of the
label sheet to the left edge of the first label. It's
about 3/16, or 0.1875.

2 Measure the distance from the left edge of the
paper to the left edge of the second label. It's about
278 or 2.875.

3 Measure the distance from the left edge of the
paper to the left edge of the third label. It's about 5
34, or 5.75.

4 Measure the height and width of an individual
label. Avery 5160 labels are 2 *® inches wide and 1
inch tall.

5 Click the Layout tab on the Page Setup dialog
box.

6 Configure as follows:

Columns 3
Column Width 2.625
Columnl1 0.1875
Column2 2.875

Column3

5.75



The Layout page should look like this:

Page Setup E|
Printer | Paper Size | Paper Source | Layout | Margins
Colurming Colurmin width e
3 2| [z 2

Column Positions

Column 1| Column 2| Column 3
01875 2875

Column Traversal Row Spacing

Cancel

Top to Bottom R 1]

b4

7 Click OK.

Task 4
Modify the Bands

Notice that the canvas now contains a column
header band and a column footer band. These
bands print at the top and bottom of each column.
We won't need them for this template, but they can-
not be removed, so just leave them set to a height
of zero. The header and footer bands are also not
needed. These, however, can be removed:

1 Select Report from the main menu.

2 Click Header and Footer to remove the bands
from the canvas. The layout should now look like
this:

0 ! Js ! d s I 5
* Column Headsr

layout check

* Column Footer

Mailing Label 7 1

If you check the horizontal ruler, you'll notice that
the detail band is already set to the width of the
label (2.675). This is the result of the column
width setting. The height, however, still needs to
be set. The height of an Avery 5160 label is 1 inch.

3 Right-click over the detail band and set the
height to 1.

4 Place a shape in the detail band.
5 Set the shape to ParentHeight and ParentWidth.
6 Preview the report.

Task 5
Correct the Measurements

The preview screen offers some idea of how the
labels will look when printed, but the best way to
determine if the settings will work is to print out
the current page and compare it to the label sheet.

1 Click the print = icon on the preview screen.

2 Select Current Page on the print dialog box.

3 Place the printed report page behind the label
sheet.

4 Carefully line up the edges of the pages and then
hold the pages up to a light source so that the
shapes on the printed page show through the label
sheet.
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5 Check to see how closely the shapes match up
with the edges of the labels. The first column
should match, but the other two columns are
slightly off. It is difficult to be exact when making
manual measurements. Let's take about 1/16 of an

inch off of the second and third columns.

6 Return to the design workspace and select File |
Page Setup and click the Layout tab.

7 Set the column positions to:

Column?2 2.9375
Column3 5.6875

8 Preview the report and print the current page

again.

9 Check the printed page against the sheet of
labels. The shapes should now match up with the
labels.

10 Save the report in the 'All Folders' folder under
the name Avery 5160 and close the Report
Designer.
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FiSH PHOTO ALBUM

OVERVIEW

This tutorial introduces you to the handling of
images and text. The final report will contain the
following items:

* A picture of a fish

* A description of the fish, which is a few para-
graphs in length

¢ Additional information about the fish
(length, species, and category)

3 1 Found in mid-water areas around reefs, wrecks
G IVT B I W e The tiny, alblack juveniles drift
motionless in the shallows, looking like leaves
and pods of mangrove.

Edibility is good.

Categary Spadefish

Lengdhin 3543307006617
SpeciesName  Chastociperus faber

Range is Bermuda, New England to Brazil, and
the Gulf of Mexico.

Also know as the grinder ray because of its flat
grinding teeth used to crush its meal of
crustaceans or invertebrates. Inhabits bays,
sloughs, and kelp beds with sandy bottoms.

The bat ray digs up food with its wings and

Category Ray | , "

snout, and will even bite off overhanging ledges
Lenghn 220472440043882 to get at prey. It hunts singly or in groups. When
Species Name  Myliobatis californica resting, it buries itself in sand with justthe eyes

protruding.

Edibility is poor.

Range is from Oregon to the Gulf of California.

BUILD THE REPORT LAYOUT

Task 1
Select Data via the Query Wizard

1 Create a new report.
2 Access the Query Wizard.
3 Select the Biolife table.

4 Click Next until you reach the screen with the
Set Order option.

5 Choose Select Group.
6 Choose Set Order option.
7 Click Finish.

Task 2
Lay Out the Detail Band

1 Access the design workspace.

2 Extend the detail band to two inches.
3 Place a shape in the detail band.

4 Set the fill color of the shape to red.

5 Set the size and position:

Left 0.45
Top 0
Width 2.7

Height 1.1
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6 Place a DBText component over the shape.

7 Set the size and position:

Left 0.5
Top 0.1
Width 2.6

8 Assign the Common Name field to the DBText
component by selecting 'Common Name' from the
drop-down list box at the upper left corner of the
Report Designer.

9 Set the font size to 20 pt.
10 Set the font color to white.

Task 3
Create a Graphic

1 Place a DBImage % component over the
shape, just below the DBText component.

2 Set the position to:

Left 0.5
Top 0.5

3 Assign the 'Graphic' field to the DBImage com-
ponent. Notice that the image is cropped because it
is too big for the component.

4 Right-click and select Stretch. The entire image
of the fish should now be visible. This image is
slightly distorted because it natively has a rectan-
gular shape and the Stretch property is scaling it to
fit into a square.

5 Right-click and select MaintainAspectRatio.
The image should be readjust so that it is no longer
distorted. While the image no longer fills the entire
DBImage component, it looks better because the
height and width of the original image have been
scaled by the same amount. Aspect ratio is the ratio
of the height to the width. Maintaining the aspect
ratio is simply scaling the height and the width by
the same percentage.

Atlantic Spadefish

.

Task 4
Use the Data Tree to Create Components

1 Create another shape and place it below the red
shape in the detail band.

2 Set the size and position:

Left 0.45
Top 1.0
Width 2.7

Height 0.8
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3 Launch the Data Tree. If it does not appear
docked on the left side of the Report Designer,
dock it there.

4 Select the Layout tab at the bottom of the Data
Tree and set the Style to Vertical.

5 Select the Data tab at the bottom of the Data
Tree and Ctrl-click the following fields:

Category
Length In
Species Name

6 Drag the selection to the upper left corner of the
new shape and release the mouse button. The can-
vas should look like this:

R REE R ERR
0

" Foater

7 While all of the components are still selected,
change the font size to 8 pt.

8 Autosize the labels (the components on the left).

9 Set the left of each label to 0.6.

10 Set the size and position of the DBText compo-

nents:
Left 1.5
Width 1.6

11 Select the labels and DBText components. Hold
down the Ctrl key and use the arrow keys to move
the selection up and down. Notice the Top value in
the status bar at the bottom right of the Report
Designer. This value is updated each time you
move the selection. Use the arrow keys to move
the selection to 1.1042. The layout should look
like this:

Cbesl
0

* Foater

Task 5
Generate a Framing Shape and Text

1 Create another shape and place it to the right of
the red shape.

2 Set the size and position:

Left 3.17
Top 0.01
Width 4.15
Height 1.8

F
3 Place a DBMemo component over the
shape.

4 Set the size and position:

Left 3.25
Top 0.08
Width 4

Height 1.65

75



76 Fish Photo Album

5 Assign the DBMemo component to the "Notes' FIT AND FINISH

field. Task 1

6 Set the DBMemo font: Adjust the Text and Shape

As you preview, notice that the description for the

Color red
Size 12 pt 'Atlagtic Spadefish' is not shown completely. Let's
Style bold fix this first.

7 Press Ctrl + S and save the report under the 1 Return to the design Workspace'

name Fish Photo.

8 Preview the report.

2 Right-click over the DBMemo and select
Stretch.

Handling Stretchables

The DBMemo is a special class of component called a stretchable. As the report prints, stretchable components

increase or decrease in height based on their content. This differs from static components, which always print

with the same height. When a band contains both static and stretchable components, it is difficult to get the

printed pages of a report to look exactly right because stretchable components print at a height that is different

from the one given in the report layout. The following properties can help you keep your reports looking good

when stretchables are used.

Stretch

Applies to stretchables only, and indicates whether
or not the stretchable will adjust its height based on
content. A stretchable component with Stretch set
to False behaves just like a static component, print-
ing at the height defined in the report layout and
cropping any content which extends beyond that
height. When set to True, Stretch causes the com-
ponent to adjust its height based on the content.

StretchWithParent

Applies only to shapes and lines and can be used to
create a border or background for a stretchable
component. The 'Parent' in StretchWithParent
refers to the band, since the band contains the com-
ponents.

Anchors

Use Anchors to maintain position relative to an
edge of a parent control (i.e. Band/Region). When
the parent is resized, the component will hold its
position relative to the edges to which it is
anchored. For example, let's say you have a descrip-
tion of a car, followed by the price.

The price should appear below the description. To
do this, place a DBText component below the
memo and configure the DBText to be anchored to
the bottom of the band.

OverFlow

Whenever a stretchable is printing on additional
pages, it is said to be overflowing. When a condi-
tion of OverFlow exists, other components in the
band may print again in order to clarify the content
of the stretchable.

ReprintOnOverFlow

This property applies to static components only.
Stretchable components often have a set of static
components that put the content of the stretchable
into context. For example, a memo describing the
features of a car might be preceded by the name of
the model. If this memo happened to overflow onto
additional pages, it might be helpful to print the
name of the model again so that the reader is
reminded of the model to which the description per-
tains. In order to do this, you would set Reprint-
OnOverFlow to True for the model name.
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3 Preview. Now the entire description
appears,but the shape bordering it does not stretch

properly:

Found in mid-water areas around reefs, wrecks
=nd bridges. The tiny, 3ll-black juveniles drift
mationless inthe shallows, looking like leaves
and pods of mangrove

Atlantic Spadefish

Edibilityis goad.

Range is Bermuda, New England to Brazil, and
the Gulf of Mexion

Also knows as the grinder ray because of its flat
grincing teeth used to crush its meal of

crustacesns or invertebrates. Inhabits bays,
sloughs, 3nd kelp beds with 3ndy bottoms.

The bat ray digs up faod with its wings and snout,
and will even bite off overhanging ledges to get &t
prey. khunt= singly or in groups. Yhen resting,

it buries itself in sand with just the eyes
Profroding.

Edibility i poar

Range is fram Oregon to the Gulf of California

4 Return to the design workspace and right-click
over the shape behind the DBMemo

5 Select StretchWithParent.

6 Preview. The shape now functions as a frame
around the description.

7 Scroll to the bottom of page one. Notice that the
last description does not print completely on this
page. Go to the next page and scroll to the top.
The description finishes printing at the top of this
page, but there is no framing shape.

Example Strechable

typically handled.

e e L
_?GrqupHeader[U] Common Name

A
X
Habitat is around boulders, caves, coral ledges and crevices in
shallow waters. Swims alone of in groups.

B fte color changes dramatically from juvenile to adult. The mature
adult fish can startle divers by producing a powerful drormming or
thumping sound intended to wam off predators. !

i Edibilty is good.

C - Ranoe is the entire ndo-Pacific region. !
B

D [

* Detail
“ Group Footer[0]: Common Mame

Layout

A Shape and DBText components appear above
the memo. ReprintOnOverFlow is set to True so
that these will reprint if the memo overflows.

B Memo set to Stretch so that it will expand to
accommodate content.

The following figures break down the various components and their properties, showing you how a stretchable is

8 ReportBuilder: Fish Photo

: File Edit Wiew Report Help

&Q Data | & Design Al Prewiew
= Ney) (] =[]0 0D0: OO Cancel

Blue Angelfish

Habitat is around boulders, caves, coral ledges and crevices in
shallow waters. Swims alone or in groups

Its color changes dramatically from juvenile to adult. The mature
adult fish can startle divers by producing a powerful drurnming or
thurnping sound intended to warn off predators

Edibility is good.

Range is the entire Indo-Pacific region.

Preview

C Shape behind memo with the StretchWithParent
property set to True. This will create the effect of a
border around the memo.

D Shape and DBText components are set to
Anchor Bottom so that they maintain position rela-
tive to the bottom of the band (and thus print after
the memo).
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8 Return to the design workspace and right-click
over the shape.

9 Select ReprintOnOverflow. Preview and
advance to page two. The shape now appears on
this page as well.

Next, we want to extend the shape with the
DBText components so that it matches the height
of the framing shape.

10 Return to the design workspace.

11 Right-click over the shape with the DBText
components and select StretchWithParent, then
Preview. Now we have a great-looking page.

Task 2
Improve the Pagination

Although we have modified this layout to look as
professional as possible when the description over-
flows onto an additional page, our preference is to
keep the memo from breaking across pages in the
first place. We can achieve this by using a group to
hold the detail band together.

1 Return to the design workspace.
2 Select Report | Groups.
3 Select Biolife. CommonName.

4 Click the Add button. A group is created on the
Common Name field. Notice that the 'Keep group
together' box is checked.

5 Click OK.

6 Preview. Advance to page two. The California
Moray entry is now printed completely on this
page. Page two of the final report should look like
this:

[0 ReportBuilder: Fish Photo EJ@JS'

f Fle Edit View Report Help

&8 Data | L& Design [[3 Preview
i 1l =5 65% D D (5 Wi ) Cancel

Found In coral reefs, rocky lats, reef sand, and
s=aarass habitats. This i one of the most
Successful 'slaaner fish! in the tropical West
e Atlartic. ftfeeds on the parasites of other fish,

wha come to the wrasss to be clesned

Bluehead Wrasse

Most blushead wrasses are yellow. The head of
the terminsl-phsse mals [shout 4% of the
population] is blue

Edibility iz poar

Rangs is l=ras, including both sides of the
Atlartic, Bermuds, Bshamas, and Florids to
Curacse, plus the Gull of Mexico

Often oalled the great marbled soulpin. Found
owver rocky or shell-encrusted bottoms from
shallow t moderstely desp waters. t fesds
primarily on crustaceans and mollusks

The male oabezan will not budge while guarding
its nest and can even be teushed by divers.

Edibilityi=s goad; the flash is bluish-green but
turns white when cocked. The eggs of the
cabezan are poizonous

Eange s from Alaskate Certral Bajs
= f This fish hides in 3 Shallowswster Isir with just its

California Moray head protruding during the day. & night it feeds

on octopuses, crustacesns, and small fish closs

= By
cargry o= I caught, it vill bite anything nearby with its large
ann = fangike testh. Divers can be bitten by = morsy
Species Mame  Gomnoron morte: 2el when sticking their hands inte crevices or

holes in se3reh of lobster or sbalans

Edibilityi= good

Range is from Southern California to Southern
Ezja

Pags 2

Note: Here we created a group that breaks for
every record in the report. The group has the Keep
Together option set to True, which means that if
the group header, detail, and group footer bands
cannot fit on the current page, then the group will
break to the next page. Thus, when the description
in the detail band didn't fit on page one, the group
moved it to page two.

7 Close the Report Designer, saving the changes.
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SALES STATISTICS

OVERVIEW

In this tutorial we are going to build a report that
answers some managerial questions by summariz-
ing data from a database. The database contains
sales information for an equipment wholesaler.
The questions are:

* How many orders has each customer placed?
* How much product was moved with each order?

* What were the total sales per order and per cus-
tomer?

We will answer these questions by selecting data at
the most detailed level, and then using the report to
summarize the data. The report will contain the

following items:
* The customer number and name
¢ The orders for each customer

* The quantity and total amount for each order

Sales Statistics

Crust No. Compeny Order No. Oy Tomi

1221 Kauai Dive Shoppe
1023 19 wE7a0
w76 a w7780
123 4 m1s528000
1169 % we7ies
176 18 w7858
1269 o w4000

138 $62,794.80

1060 85 $15355.00
w73 16 $1941400
1102 15 w2840
1160 15 w2085
Pea] 5 s
s 15 watem
1202 15 w2500
78 2 51158800
1302 15 52448500

182 §87,448.65

1351 Sight Diver
1003 5 125000
1052 12 $16788.00

1085 27 $23408.00

ESTABLISH THE BASIC LAYOUT

Task 1
Create the Dataview

1

2

3

4

5

Create a new report.

Access the data workspace.

Select File | New.

Double-click on the Query Designer icon.

Select the Customer, Orders, Items, and Parts

tables.

6

7

Click the Fields tab.

Click the All Fields check box.
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Task 3
Calculate the Total for Each Line Item

1 Click the Calcs tab.
2 Maximize the Query Designer.
3 Double-click on the Company field.

4 Select Expression from the drop-down list box

in the Function column.

5 Enter the following calculation into the Expres-
sion edit box:

Listprice * Qty
6 Change the name of the Field Alias to Total.
7 Click on the Sort tab.
8 Select Custno, then Orderno.

9 Click OK. It may take a second or two before
you see the dataview.

Task 4
Generate the Report via the Report Wizard

1 Access the design workspace.
2 Hide the Data Tree if it is visible.
3 Select File | New.

4 Double-click the Report Wizard icon.

5 Select the following fields in order:

Custno
Company
Orderno
Itemno
Description
Listprice
Qty

Total

6 Click Next until you reach the screen with the
checkered racing flag.

7 Select 'Modify the report's design'.

8 Click Finish. The layout should look like this:

Bt e e
- New Report
~ Title

i Company

Orderna oo Desrioton -1 istodce. Gt Tokal

layout check

9 Press Ctrl + S and save the report under the
name Sales Statistics.

10 Preview the report. This report contains data in
its raw form. The data doesn't really answer the
proposed questions, but it does give us something
we can transform into answers. Notice the data in
the Total column. We can use this total to compute
the total per order and per company.



MODIFY THE BASIC REPORT LAYOUT

Task 1
Calculate Totals for Each Company

1 Return to the design workspace.
2 Select Report | Groups.
3 Click Add.

4 Assign the group to the CustNo field by expand-
ing the drop-down list box and selecting 'CustNo'.

5 Click OK. A group header and group footer
band will appear on the canvas. Notice the
descriptions on these bands. The number shows
which group the band belongs to and the word
'Custno' shows the field to which the group is
assigned.

6 Extend the group footer band to the second tick

on the vertical ruler:

DIIIIIII|1IIIIIII2

L r.‘.‘T‘.‘.‘T‘.‘.‘T‘.‘.‘T‘.‘.‘ ...............

[l M el

" Header
* Group Header[0]: Custro

IO O O T T T T L s

* Faater
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7 Select a DBText component in the detail band.
This establishes the font size and style for the
DBCalc we are about to create.

8 Place a DBCalc component in the group footer
band.

9 Assign it to the 'Total' field.

10 Right-align the DBCalc component with the
Total DBText component in the detail band.

11 Set the top of the DBCalc component to 0.09.

Task 2
Calculate the Total Quantity Per Company

1 Place another DBCalc component in the group
footer band.

2 Assign it to the 'Qty’ field.

3 Right-align the DBCalc with the Qty DBText
component in the detail band.

4 Align the top of the Qty DBCalc with the Total
DBCalc.

5 Right justify the text of the DBCalcs.

6 Place a shape in the group footer band and set it
to ParentWidth and ParentHeight.

7 Send the shape to the back.

8 Set the shape's color to yellow. The layout
should look like this:

layout check
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9 Preview. The yellow shapes show where the 3 Click the Add button, then select Cus-

group footer is printing. The group footer band tomer.Orderno from the drop-down list box.

tains th total f¢ th th ti f
ion alnsld © iriﬁd ola or bo ;:Iqualn;ty Ol 4 Click OK. New group header and group footer
rems So1¢ and te sales revenue. Now fets caied- bands are created for the Orderno group. The lay-

late the total for each order. out should Took like this:

Task 3
Calculate Totals for Each Order B
. Ordernd Tremna Description. {Listprice Qty Total

1 Return to the design workspace. S
~= Listpris. Gty Tolal
Q

2 Select Report | Groups R = ]
>\ o L Pags [
'E  Foote T,

Data Traversal & Groups
Data Traversal Groups

A report is generated based on a database table. A
database table is a collection of data organized into
columns and rows. The following diagram shows
the contents of a typical database table:

Company IEunlact IAddﬂ

F.auai Dive Shoppe Erica Norman 4-976 Sugarloaf Hwy
Unigco Geoge Weathers PO Box Z-547

Sight Diwer Phuyllis Spoaner 1 Meptune Lane
Cayman Divers World Unlimited Joe Bailey PO Box 541

Tom Sawyer Diving Centre Chiig Thomas E32-1 Third Frydenhoj
Blue Jack Aqua Center Ernest Barratt 23-738 Paddington Lane
WIP Divers Club Russell Christopher 32 Main 5t.

Ocean Paradise Paul Gardner FO Box 5745
Fantastique Aquatica Suzan Wang 232999 #2877 L A,
Marmot Divers Club Joyoe Marsh 872 Queen 5t

The Depth Charge Sam Witherspoon 15243 Underwater Fuy,
Blue Sports Thereza kunec 203 12th Ave. Box 746
Makai SCUBA Chub Donna Siaus FO Box 8534

Action Club Michael Spurling PO Box 5451-F
Jamaica SCUBA Centre Barbara Harvey PO Box B3

Island Finders Desmond Ortega E133 1/3 Stone Avenue
Adventure Undersea Gloria Gonzales PO Box 744

A report document (the pages you see in the print
preview window) is created when the report gener-
ates a detail band for each row in the database table.
The act of moving from one row in the table to the
next is called data traversal. Data traversal can a
have a dramatic impact on how the report document
is generated. This is especially true in the case of
groups.

Report groups are represented in the layout by a
matched pair of bands: the group header and group
footer. The group header prints when the group
begins; the group footer prints when the group has
ended. For example, let's say you wanted to see the
orders received by a business, organized by each
month of the year. You would first create a data
selection that was sorted by month, then you would
create a group based on the 'month' field. The
report might look something like this:

‘January ‘
Shangri-La Sports Center 1051 $325.00
The Diving Company 1053 $24,650.00
Divers-for-Hire 1054 $14,188.00
Sight Diver 1052 $16,788.00
February ‘
Sight Diver 1055 $23,406.00
Fantastique Aquatica 1056 $19,293.70
Blue Sports 1057 $1,975.00
Blue Sports Club 1058 $12,736.00
Tom Sawyer Diving Centre 1059 $2,150.00
Unisco 1060 $15,355.00
March ‘
Gold Coast Supply 1063 $61,869.30
Blue Sports 1061 $24,277.30
Blue Sports Club 1062 $18,320.00
Aquatic Drama 1065 $17,814.00

The shaded rectangle containing the month name is
the group header. A line has been placed in the
group footer to indicate the end of the group, and
the detail band contains the company name, order
number, and the total amount per order.
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5 Extend the Orderno group footer to the second
tick on the vertical ruler.

6 Copy and paste the DBCalc components in the
Custno group footer band.

7 Drag the selection into the Orderno group footer
band.

8 Set the top of the components to 0.09

9 Right-align the DBCalc components with the
corresponding DBText components in the detail
band.

Task 4
Create a Shape for the Orderno Group Footer
Band

1 Place a shape in the band and set it to Paren-
tHeight and ParentWidth.

2 Send the shape to the back.

Groups & Sorting Data

Groups

When groups are created, they are assigned to a
field. As the report generates, the group tracks the
value of the assigned field. If the field value
changes when the report moves from one row of the
database table to the next, then the current group
will finish (the group footer will print) and the next
group will begin (the group header will print). It is
important to note that group headers always print at
the beginning of the report - in order to start the first
group - and group footers always print at the end of
the report - in order to finish the last group.

Sorting Data

Groups allow the report document to be organized
into sets of rows that share a common value. How-
ever, groups can only function if the field to which
they are assigned has been used to sort the data. If
you associate a group with a field, but do not sort
the data by that field, then the group will still func-
tion. That is, the group will generate a group footer
and group header each time the field value changes,
but because the data is not sorted properly, the
group will appear to generate at random. Whenever
you see a group generating too many times, check
to make sure the data is sorted properly.

Here is an example of a report that contains a group
which is generating from unsorted data.

[May \
Action Club 1014 $134.85
‘August ‘
Action Club 1038 $10,152.00
‘July ‘
Action Club 1029 $20,108.00
‘August ‘
Action Diver Supply 1039 $536.80
Adventure Undersea 1037 $3,117.00
‘June ‘
Adventure Undersea 1017 $0.00
[aprit |
Adventure Undersea 1074 $2,195.00
‘June ‘
Adventure Undersea 1099 $0.00

Notice that August and June appear twice, whereas
a correct report would have only one section for
August and June. This random sequence occurs
because the data is not sorted by month.

33
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3 Set the shape's color to aqua. The layout should
look like this:

layout check

4 Preview. The aqua shapes show where the
group footer is printing for each order. Notice that
the customer number, company name, and order

number in the detail band contain repeating values.

Task 5
Fix the Repeating Fields

1 Return to the design workspace.

2 Extend the Custno group header band to the sec-
ond tick on the vertical ruler.

3 Select the Custno and Company DBText com-
ponents in the detail band and move them into the
Custno group header band.

4 Extend the Orderno group header to the second
tick on the vertical ruler.

5 Move the Orderno DBText from the detail band
into the group header band.

6 Preview the report. Now the customer and
order information appears only once at the top of
the corresponding group.

FIT AND FINISH

Task 1
Modify the Bands

The data in the detail band is not needed to answer
the questions we posed at the beginning of the tuto-
rial. In fact, it adds unnecessary 'noise' to the
report and makes it difficult to see the answers cal-
culated in the group footer bands. We can resolve
this issue by hiding the detail band.

1 Return to the design workspace.

2 Right-click over the white space of the detail
band.

3 Select Visible, which will set this option to
False.

4 Preview. Now only the totals are shown. How-
ever, the Orderno appears on a separate blank line.
It would be easier to read the report if we placed
the Orderno with the total.

5 Return to the design workspace.

6 Move the Orderno DBText from the Orderno
group header band to the Orderno group footer
band.

7 Right-align the DBText with the Orderno label
in the header band.

8 Align the top of the DBText with the Qty
DBCalc.

9 Set the height of the Orderno group header band
to 0.



10 Delete the shapes from the Orderno and Custno
group footer bands. The layout should look like
this:

layout check

Note: The shapes were used to help us quickly
identify where the group footer bands were print-
ing. Now that we have hidden the detail band, they
are no longer necessary.

Task 2
Set the Format of the DBCalcs

1 Right-click over the Total DBCalc in the Custno
group footer band and select Display Format.

2 Select the first menu option with a dollar sign.

3 Right-click over the Total DBCalc in the
Orderno group footer band and select Display For-

mat.

4 Select the first menu option with a dollar sign.

Sales Statistics 8 5

Task 3
Complete the Custno Group Footer Band

1 Select the DBCalc components in the Custno
group footer band and set the font to bold.

2 Place a shape in the Custno group footer band.

3 Set the following positions for the shape:

Left 0.05
Top 0.06
Width 7.95
Height 0.18

4 Send the shape to the back.

5 Set the color of the shape to light gray. The
layout should look like this:

| Orderns Hemna Description. | Listprice Oty Total

nnnnnnn
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Task 4 7 Preview. The final report should look like this:
Put the Finishing Touches on the Report

[0 ReportBuilder: Sales Statistics

i Flle Edit View Report Help

1 Select the Custno and Company DBTexts in the =8 Dot | D [ 3 rovion]

Custno group header band and the Orderno A — —22—

DBText in the Orderno group footer band. e St o -

2 Set the font color to navy. .

3 Set the font to bold. : :

4 Set the Visible speed menu option to False for :

the following labels: = .
Itemno
Description - .
Listprice B

5 Change the text for these labels accordingly: -
New Report Sales Statistics —— = ==
Custno Cust No. S
Orderno Order No. e

6 Autosize these three labels. The final layout 8 Close the Report Designer, saving the changes.

should look like this:

layout check
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FORM LETTER

OVERVIEW

This tutorial illustrates how to create a form letter.

The report will include these items:
¢ A letter for each customer in the data-base

¢ The name and return address of the

recipient within each letter

Jenrifer Davis
100 Crarbesry St.

Jennifer Davis -

You may have already
won 10 million
dollars!!

Tt'strue! Jennifer, what will you do with your 10 million
dollars?

o Spendit in the most inane way as quickly as possible, file
bankruptcy, and end up losing everything?

e Help the pot-bellied pigs whose owners abandoned them when
they grew into sows?

o Buy overpriced pop art and join the nuevo-riche elite?

Task 1
Create a Brief Letter

The first thing you'll need to do is compose a 2-3
line letter in WordPad. We'll use this letter to illus-
trate the process of opening a document via the
RichText component and changing it into a Form
Letter.

1 Select Start | Programs | Accessories | WordPad.
2 Compose a 2-3 line letter addressed to:

Earl Gray
1000 Pocahontas Drive
Burlington, KY 45001

3 Select File | Save from the WordPad main menu.

4 Select Rich Text Format from the 'Save as Type'
drop-down list box.

5 Locate the directory containing your Report-
Builder application. (The directory should be
C:\Program Files\Learn ReportBuilder.)

6 Save the file under the name My Letter.

7 Shut down WordPad.
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BUILD THE REPORT

Task 1
Select Data

1 Return to ReportBuilder.
2 Create a new report.

3 Access the Query Wizard.
4 Select the Clients table.

5 Click Finish

Task 2
Lay Out the Detail Band

1 Access the design workspace.

2 Select the Report menu option and remove the
header and footer bands.

3 Expand the detail band to one inch.

4 Place a RichText |_""- component in the detail
band.

5 Align the left edge of the component with the

one inch mark on the horizontal ruler.

6 Right-click over the component and select
MailMerge.

7 Right-click and select Edit. A new window will

open:
[ Rich Text Editor ==
iFile Edt
=N e Qi | Tehoma = | siBzu |[Elz= | = HAveivege
€ . 7 i i . . i i ' . i '

nnnnn

o
i
o

B

Add Field

Row: 1 Coli 1

8 Select File | Open. Locate your letter and click
Open.

9 Your letter should appear. Maximize the win-

dow.



Task 3
Make My Letter into a Form Letter

1 Double-click over the recipient's first name.

2 Select Edit | Insert Field. A dialog box will
appear with a list of fields:

Fields fior Clients

MName Type Size
Ehcct Hbr Double
(5 &ddress 1 String 20
L=|g Birth D ate Date
(&) City String 20
L=|g Date Open Date
Sting
(5 Image ELOE
L=|g Interests String 120
L='g| Lazt Mame String 20
L=|g Objectives String 10
L=|g| Occupation Sting 20
L='g| Ficture String 15
EiE Risk Level Sitring B
L='g| Sz Mumber Double
L=|g State String
L=|g| Telephore Stritig 12
L='g|2i|:u String

3 Double-click on FIRST NAME. The name
Earl should be replaced with the First Name field.

4 Double-click over the recipient’s last name.

5 Select Edit | Insert Field.
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6 Double-click on LAST NAME. Gray should
now be replaced with the Last Name field.

7 Close the window and click Yes when the save
prompt appears.

Task 4
Experiment with MailMerge

1 Preview. The letter is now addressed to the
people whose names are in the database.

2 Return to the design workspace.

3 Right-click over the RichText component and
click MailMerge to deselect it.

4 Right-click and select Edit.

5 Select the Edit menu. The Insert Field option is
not available. The MailMerge option allows you
to insert fields, changing static text into form let-
ters; therefore, if MailMerge is not selected, you

cannot insert fields into a letter.
6 Close the window.

Task 5
Create a Form Letter

1 Return to the design workspace.

2 Right-click over the Rich Text component and
select the MailMerge option.

3 Right-click and select Edit.
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4 Open 'Form Letter.rtf' in the directory contain-

ing your ReportBuilder application. This is a mock
form letter. We want to be able to send it to all the
people in the client table; therefore, we're going to
need to replace the current name and return address

with fields that contain data for each person.

5 Double-click the name Jane in the return
address at the upper left corner of the screen.

6 Insert the First Name field. The name Jane
should be replaced with the First Name field.

7 Repeat the process for the following fields:

last name

address

city

state

Zip
8 Replace Jane and Plain in the first line of the let-
ter with the first and last name fields.

9 Replace Jane in line nine with the first name
field.

10 Close the window and save. The layout should
look like this:

I T N B O

S0 e dbtexteFirst Hame</dbtexts

it tLoast Moam el dhotes t> R
N obtext>Address 1< dbtent> 00000
[ . bt tCity<Sdbtext>, <dbtext>

tate< fdbtext> :

layout check

* Detail

11 Press Ctrl + S and save the report under the

name Form Letter.

12 Preview. The name and return address for the
each person in the database appear, but the letter
does not. In order for the letter to print, we must
change some settings on the Rich Text component.

Task 6
Modify the Component

1 Return to the design workspace.
2 Right-click the component and select Stretch.

3 Preview. A portion of the letter prints, but the
text is truncated on the right due to the width of the
component.

4 Return to the design workspace.

5 Select the component and widen it by dragging
the right side to the 6.5 mark on the horizontal

ruler.

6 Preview. The first letter is addressed to Jennifer
Davis. Scroll down. Notice that the second letter
(addressed to Arthur Jones) prints at the bottom of
this page. We want each letter to print on a sepa-
rate page.

Task 7
Create a Group

1 Return to the design workspace.

2 Select Report | Groups.
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3 Click Add and select Clients.Acct.Nbr from the
drop-down list box.

4 Check Start New Page.

5 Click OK. The layout should look like this:

Eor e
* Growp Heade 0 Acet Nor
0 <ebiext>Firat Wam o< dotext>< dbtext> L ast Wams < ibiex e

< dotext> Address 1 </dbiex
| < dotextoC ity<fdbtex >, <dbtex t>State< fdbtext>
< dotent> Zip</datext>

* Detall
* Group Footer{0]: Acct Nbr

layout check

6 Preview. Now when there is a new account
number, a new group begins; therefore, the prob-
lem of a letter printing immediately after an exist-
ing one is resolved. Here is what the final preview
screen should look like:

[ ReportBuilder: Form Letter

 File Edit Yisw Report Help

58 Data | C& Design |3, Preview
e e 08 00 ]

JenniferDavis-
You may have already

won 10 million
dollars!!

s true | Tame et will you do weith your 10 million

dellars:

Spend it in the most inane way as quickly aspossile file
barlouptcy, wd end up losing eve ]

Help the pothe Tied pigs whose ovmers abandoned them when
hey grevr inm sovws?

By overpricedp op 4rt and join the revo-riche elite?

ke Yo b 1sns 1o D e o JASt TSR Rave & cheanics AL
wiaing 10 million dollars! | oo Hore are
the steps younse dio take 1o become 4 millioraire

1 Scratih the buge, gold square madked WINNER wtilyom

3 Place the sticher on the renmmm exvelope
4 Buy at least $30 worthof
2) Magesines yowll never read

) Sawon figurine s

5 P your check andthe other swff in the et erse lope and send it
tous by 12:00 bomarrow . - i OTdeT to gt your
FREE T0 § TER!

Comgram btions om your v

Sincerely,

Stk M. Liars

Page 1

7 Close the Report Designer and save the
changes.
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FISH REFERENCE BOOKLET

OVERVIEW

In this tutorial we will learn how to handle multiple
stretching components within a band (i.e. two

memo components that must print side-by-side).
The report will include the following items:
* Notes about different fish

« Statistics relating to each fish

Overview

|Mlso knawn as the big spotted triggerfish. Inhabits outer reef areas and feeds upon crustaceans and mollusks by crushing
thern with powerful teeth. They are voracious eaters, and divers repart seeing the clown triggerfish devour beds of pear
oysters.

Do not eat this fish. According to an 1878 account, "the poisonous flesh acts primarily upon the nervous tissue of the
stomach, accasioning vislent spasms of that organ, and shorly afiervards all the muscles of the body. The frame becomes
rocked with spasms, the tangue thickened, the eye fixed, the breathing laborious, and the patient expires in a paroxysm of
extreme suffering.”

ot edible.
Range is Indo-Pacific and East Africa to Somoa,

Description Review
Also known as the big spotted tiggerfish. The notes that say "Do not eat this fish”
Inhabits outer reef areas and feeds Upon ot of crack me up
crustaceans and mollusks by crushing them They seern to irmply that the bottom line
with powerful testh. They are varacious eaters, about these exotic, wondrous fish is
and divers report seeing the clown triggerfish "are they good eatin?
devour beds of pear oySters. And the story about

the Clown Triggerfish, the
Do not eat this fish. According to an 1878 1878 account,
account, "the poisonous flesh acts primarily makes it seem
upon the nenous tissue of the stomach,
aceasioning violent spasms of that organ, and
shortly afterwards all the muscles of the body
The frarme becomes racked with spasms, the
tongue thickened, the eye fixed, the breathing What a description of
Iaborious, and the patient expires in a paroxysm the death. tool
of extreme suffering " It sounds almost

as though Jules
Mot edible, Werne wrote this account,

like people are punished
by the fish for eating the ones
that are rare, mysterious

BUILD THE REPORT LAYOUT

Task 1
Select Data via the Query Wizard

1 Create a new report.

2 Access the Query Wizard.

3 Select the Biolife table.

4 Click Next until you reach the last screen.
5 Click Finish.

Task 2
Create the Yellow DBMemo

1 Access the design workspace.
2 Extend the detail band to 3.5 inches.

3 Place a DBMemo in the detail band. Set the

position:

Left 0.13
Top 0.06
Width 7.67
Height 0.92

4 Assign it to the Notes field.

5 Set the font to Arial 12 regular and the align-
ment to left justified. Set the font color to black.

93
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6 Set the highlight color to yellow. 4 Left-align it with Yellow. Click in the header or

) ) footer band in order to deselect the two compo-
7 Right-click over the component and select ) i ] )
nents. (It is much easier to clear the selection this

Stretch. . .
way since the background shape fills the entire
8 Launch the Report Tree by selecting View | detail band, providing no white space on which to
Toolbars. click.)
9 Right-click over DBMemol in the Report Tree 5 Set the highlight color to aqua.

and select Rename.
6 Use the Report Tree to set the name to Aqua.

10 Set the name of the DBMemo to Yellow and hit

7 P Ctrl + S and th rt under th
the Enter key to save the change. ress tU and save The report under e

name Fish Reference.

Task 3 . . o
Create a Shape 8 Preview. Notice that Aqua prints in front of
Yellow.
1 Place a shape in the detail band. Set the posi-
fon: Task 5
Shift Aqua relative to Yellow
Left 0.07 .
Top 0.03 1 Return to the design workspace.
Width 7.8 2 Right-click over Aqua and select ShiftRela-
Height 34 tiveTo. A dialog box will be displayed:

2 Select Send to Back

Shift Relative To

3 Right-click and select StretchWithParent.

Set object pozition based on

4 Preview. The text prints with the shape func- Telow hd

o <M one
tioning as a background.

Task 4
Create the Aqua DBMemo 3 Select Yellow from the drop-down list.
1 Return to the design workspace. 4 Preview. Now Aqua prints after Yellow.

2 Place a new DBMemo below Yellow.

3 Assign it to the Notes Field.



Task 6
Create the Fuchsia Memo

1 Return to the design workspace.

2 Locate the Memo icon on the Standard Compo-
nent Palette.

3 Place a new memo beside Aqua.
4 Right-align it with Yellow.
5 Align its top with Aqua.

6 Set the color to fuchsia. The layout should look
like this:

* Header

Als0 known as the turkeyfish. Inhabis reef caves and crevices. The firefish is Usually stationary during
he day, but feeds actively at night. Favorite foods are crustaceans,

The dorsal spines of the firefish are needle-like and contain venom. They can inflict an extremely

Also known as|
he turkeyfish.
nhabits reef
avesand

layout check

7 Right-click and select ShiftRelativeTo.
8 Select Yellow.
9 Set the name of the new memo to Fuchsia.

10 Preview. Both Aqua and Fuchsia print after
Yellow. Let's put some text in Fuchsia.
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Task 7
Load Text into the Memo

1 Right-click over Fuchsia and select Lines. The
Memo Editor will be displayed:

Memo Editor fgl

[ Load... ][ Save. ] [ 0K l[ Cancel

2 Click the Load option.

3 Select 'MemoLines.txt' from the directory that
contains your ReportBuilder application. You
should see the following text:

X

Memo Editor

The notes that say "Do not eat this fish" L
sort of crack me up.

They seem to imply that the bottom line

about these exotic, wondrous fish is

"are they good eatin™?

And the story about

the Clown Triggerfish, the

1878 account,

makes it seem

lilke people are punished e

[ Load... ][ Save.. ] QK ][ Cancel

4 Click OK.
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5 Preview. The report should look like this:

Notice that the text for Aqua and Fuchsia does not

print entirely.

Alz0 known as the big spotted triggerfish. Inhabits outer reef areas and feeds upon crustaceans and
mollusks by crushing them with powerful teeth. They are voracious eaters, and divers report seeing the
clown triggerfish devour beds of pear oysters

Do not eat this fish. Acconding to an 1978 account, 'the poisonous flesh acts primarily upon the
nervous tissus of the stomach, sccasioning violent spasme of that organ, and shortly aftenwards all the
muscles of the body. The frame becomes rocked with spasms, the tangue thickened, the eve fixed, the
breathing laborious, and the patient expires in a paroxysm of axtreme suffering.”

Hot edible

Indn- Pacific and East Africa to Somoa

Banne is

Aizo knoun a5
the big spotted
triggerfish.
Inhabits outer

6 Return to the design workspace.
7 Select Stretch for Aqaua and Fuschia.

8 Preview. Now all of the text prints. Next, we
need to print additional information that relates to

each memo.

Task 8
Create DBText Components

1 Return to the design workspace.

2 Place a DBText component below Aqua.

3 Assign it to the Common Name field.

4 Specify a bottom Anchor. To do this, press the

Anchors button on the Format toolbar to dis-
play the Anchors palette. Select the bottom anchor

option I:‘

5 Select Autosize.

6 Copy and paste the DBText component and
drag it below Fuchsia. The layout should look like
this:

layout check

7 Preview. Notice that the text for the memos is
so long that the DBText components print on the
next page. These DBText components are
orphaned.

8 Return to the design workspace and set the
width of both memos to 3. Right-align Fuchsia
with Yellow.

9 Preview once again. Now the DBText compo-
nents print on the same page. However, they both
print at the same position at the end of the band.
We want each DBText to print immediately after
the memo that precedes it. In order to achieve this,

we'll need to use regions.
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Task 9
Create a Region

1 Return to the design workspace.

2 Click the Region icon
beneath Aqua.

3 Use the Line Color palette to select No Line.

4 Use the Fill Color palette to select light gray.

and then click

5 Drag the DBText inside the region. Select the
region and drag it up, then down. Notice how the
DBText component moves when the region moves.
This is because the DBText is contained within the
region.

6 Set the width of the region to 3 and left-align it
with Aqua.

Stretching Memo

When you are creating a report that must contain multiple memos in a single band, it may be necessary to use
some rather advanced techniques in order to keep the memo content and any related informational components
looking good in the resulting report. When a single memo is placed in a band and the Stretch property is set to
True, the memo will modify its height each time it is generated in order to accommodate its content. We call this
change in height stretching. When the components within a band stretch, the band stretches as well. Thus, it is
possible for us to print a memo with informational components below it by using the Anchors property of the
informational components to specify a Bottom anchor. When the memo prints, the band stretches and the infor-
mational components shift based on the amount of stretching. A picture of a report that contains a stretching
memo with shifting informational components is shown below:

sort of crack me up.

end the story about

The notes that say "Do not eat this fish”

They seem to imply that the bottom line
about these exotic, wondrous fish is
‘are they good eatin™?

ICateqory |  [Triggerfish |

Common Name]| lown Triggerfish |

* Detail

Layout

The notes that say "Do not eat this fish"
sort of crack me up.

They seem to imply that the battomn line
ahout these exotic, wondrous fish is
“are they good eatin™?

And the story about

the Clown Triggerfish, the

1878 account,

makes it seerm

like people are punished

by the fish for eating the ones

that are rare, mysterious.

What a description of
the death, toal

It sounds almost

as though Jules

“Werne wrote this account.

Category Triggerfish
Common Name  Clown Triggerfish

Preview

97



98 Fish Reference booklet

Task 10
Create Region 2

1 Create another region and place it beneath Fuch-
sia.

2 Use the Line Color palette to select No Line.

3 Use the Fill Color palette to select dark gray

4 Drag the DBText inside the region. Move the
region up and down to make sure it contains the

DBText component.

5 Set the width of the region to 3 and right-align
the region with Fuchsia. The layout should look
like this:

* Header

Also known as the big spotted triggerfish. Inhabits outer reef areas and feeds Upon Crustaceans and
mollusks by crushing them with powerful teeth. They are voracious eaters, and divers report seeing the
clowin triggerfish devour beds of pearl oysters,

IS Kiown & the big spotted

triggerfish. Inhabits outer reef areas

and feeds upon crustaceans and
mollusks by crushing therm with powerful |

layout check

~ Dot

Side-By-Side Stretching Memos

Anchors work well when you have a single stretch-
ing component in the band. But what if you have
two side-by-side stretching components and infor-
mational components need to follow each one? The
layout below shows two memos in a band. Each
memo needs to be followed by its own informa-

If we use a Bottom Anchor for each of the informa-
tional components, then the components will shift
based on whichever memo is longer, as this pre-
view shows.

tional components.

- ®[The notes that say "Do not eat thig fish"
- ot of crack me up.

" [They seem ta imply that the bottorn line
_ pbout these exatic, wandrous fish is
"are they good eatin®?

nd the story about

[0 known as the big spotted tiggerish
Inhabits outer reef areas and fesds upon
Erustacsans and mollusks by crushing
hem with powerful testh. They are
oracious eaters, and divers report seeing
he clovn trionerfish devour beds of pearl

- [Category | [riggerfish ] Bpecies Name] Ballistoides conspicillun]
. [Common Name]| [lown Triggerfish ] Length In ] [[3.6850355700: |
~ Detail

Layout

sart of crack me Up.

They seem to imply that the bottom line
about these exatic, wondrous fish is
*ate they good eatin”?

And the story about

the Clown Triggerfish, the

1878 account,

makes it seem

like peaple are punished

by the fish for eating the ones

that are rare, mysterious

What 3 description of
the death, tool

It sounds almost

as though Jules

“eme wrote this account.

Category Triggerfish
Common Name  Clown Triggerish

Preview

The notes that say "Do not eat this fish"

Alst known as the big spotted triggerfish
Infiabits outer reef areas and feeds upon
crustaceans and mellusks by crushing
thern with powerful teeth. They are
Voracious eaters, and divers report seeing
the clown tiggetiish devour beds of pearl
oysters. Ballistoides conspicilum
Do not eat this fish. According to an 16878
account, 'the poisonnus flesh acts

primarily upon the nervous tissue of the
stomach, occasioning violent spasms of
that organ, and shortly afterwards all the
muscles of the body. The frame becames
acked with spasms, the tongue thickened,
the eye fixed, the breathing laborious, and
the patient expires in a paroxysm of
extrame suffering "

Mot edible.

Range is Indo-Pacific and East Africa to
Somoa.

Species Name:

Length In 19.6850393700787




6 Preview. The regions print in front of the
memos. Let's fix this.

Task 11
Modify the Regions

1 Right-click over the light gray region and select
ShiftRelativeTo.

2 Select Aqua from the drop-down list box.

3 Right-click over the dark gray region and select
ShiftRelativeTo

4 Select Fuchsia.
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5 Preview. Now each region prints below the cor-
responding memo. Let's put more complete infor-

mation inside the regions.

FIT AND FINISH

Task 1
Add Information to the Regions

1 Return to the design workspace and delete the
DBText components in the regions.

2 Launch the Data Tree.

Regions

In order to associate a set of informational compo-
nents with a single stretching component in a band,
we will need to use a region. A region is a special
type of component that has the ability to contain
other components. You place other components in
aregion by dragging them into it. The layout below
has been modified so that the informational compo-
nents are contained in regions. Logically grouping
the components in regions is the first step to solving
this layout problem. The last step requires us to set
the ShiftRelativeTo property of each region.

- ¢ [The notes that say "Da not eat this fish” [lso known as the big spotted triggerfish
- jport of crack me up Inhabits outer reef areas and feeds upon
" [They seem to imply that the bottom line Erustaceans and mollusks by crushing
" jphout these exatic, wanderous fish is hem with powerful teeth. They are
- ['are they good eatin®? oracious eaters, and divers report seeing
i nd the sforv ahouf he clown trionerfish devour beds of nearl
Fiegion] RegionZ
[ [ringerfish ] pecies Name] Ballistoides conspicillu
- [Common Namé Elown Triggerfish ] Ilenqm In___ 9655039370075,
* Dietail
Layout

It is important to know that when layouts contain multiple stretching components (such as memos), and other
related component are not printing in the correct positions, you can often remedy the situation by using regions to
logically group components, and then assign the ShiftRelativeTo property to associate regions with the appropri-

ate stretching component.

The ShiftRelativeTo property allows us to associate
stretching components that should print as a logical
unit. In this case we would assign the ShiftRela-
tiveTo of the region on the left to the memo directly
above it, and the ShiftRelativeTo of the region on
the right to the memo directly above it. Now when
we preview the report, we will get this effect:

The notes that say "Do not eat this fish" Also known as the big spotted

sort of crack me up. triggerfich. Inhabits outer reef areas
They seem to imply that the bottom line and feeds upon crustaceans and
about these exatic, wondrous fish is mollusks by crushing ther with

*are they good eatin"? powerful teeth. They are voracious
And the story about eaters, and divers report sesing the
the Clon Triggerfish, the clovin triggerfish devour beds of pearl
1878 account, oysters,

makes it seem

like people are punished

by the fish for eating the ones
that are rare, mystetious,

Do not eat this fish. Accordingto an
1878 account, "the poisonous fles
acts primarily upon the nervous tissue
of the stomach, occasioning violent
What a description of spasms of that oryan, and shortly

the death, tool afterwards all the muscles of the body
It sounds aimost The frame becomes rocked with
as though Jules spasms, the tongue thickened, the eye

“Verne wrote this account fixed, the breathing laborious, and the
patient expires in a paroxysm of

extreme suffering.”
Category Triggerfish ot edicle

Common Name  Clown Triggerfish Range is Indo-Pacfic and East Africa

to Somoa.

Species Name  Ballistoides conspicilum
Length In 19.6560393700767

Preview
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3 Click the Layout tab and set the alignment to
Vertical.

4 Set the Label properties:

Arial
Bold
10 pt.

5 Set the Field properties:

Arial
Regular
10 pt.

6 Click the Data tab.

7 Select the Category and Common Name fields.

8 Drag the selection into the upper left corner of
the light gray region.

9 Select the Species Name and Length In fields.

10 Drag the selection into upper left corner of the
dark gray region.

Task 2
Adjust the Region Components

1 Select all of the components in the light gray
region.

2 Drag them to the left until the labels are flush
with the left edge of the region. Notice that the
DBText components extend outside of the region.

3 Deselect the components, then select the Com-
mon Name DBText.

4 Use the sizing handles to narrow the DBText
component until it fits inside the region:

5 Select the Category DBText and narrow it until
it fits inside the region.

6 Autosize the labels.

7 Select all of the components in the dark gray
region. Drag them until the labels are flush with
the left edge of the region. Notice that you cannot
see all of the sizing handles for the Species Name
DBText component. This is because it extends
into the workspace.

8 Right-click over the Species Name DBText and
select Autosize. Now the edge of the component is
in the region. However, this DBText component
shouldn't be autosized because the text may print
over the edge of the region.

9 Deselect AutoSize and extend the width of the

DBText to the edge of the region. The layout
should look like this:

* Header

‘Also known as the big spotted triggerfish. Inhabits outer reef areas and feeds upon crustaceans and
mollusks by crushing them with powerful teeth. They are voracious eaters, and divers report seeing the
clown triggerfish devour beds of pearl oysters.

Also known as the big spotted
triggerfish. Inhabits outer reef areas

and feeds upon crustaceans and
mollusks by crushing them with powerful

layout check
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10 Preview. Notice that there is no white space
between any of the memos. We can fix this with a
position setting.

Task 3
Create White Space and Separate Pages

1 Return to the design workspace and right-click
over the yellow DBMemo.

2 Select Position. . . and set the Bottom Offset to
0.1.

3 Set the Bottom Offset to 0.1 for Aqua and Fuch-

s1a.

4 Preview. There is now space between the
memos. We need to create a group so that each
fish description prints on a separate page.

5 Return to the design workspace.
6 Create a group on the Common Name field.
7 Select Start New Page for the group.

8 Select all of the memos and set the highlight

color to none.
9 Select both regions and set the fill color to none.

10 Preview. Everything looks great, but it's diffi-
cult to distinguish between the memos. They need
headers.

Task 4
Readjust the Layout

1 Extend the detail band to the four inch mark on
the vertical ruler.

2 Extend the background shape to the bottom of
the band.

3 Select both regions.

4 Drag the regions down until the top guide hits
the three inch mark.

5 Deselect the regions and select the Aqua and

Fuchsia memos.

6 Drag the memos down until the top guide hits
the 134 three inch mark.

7 Select Yellow and drag it down to the 3/8 inch

mark.

* Group Header[0} Common Name

Also known as the big spotted triggerfish. Inhabits outer reef areas and feeds upon crustaceans and
ollusks by crushing them with powerful teeth. They are voracious eaters, and divers report seeing the
lown triggerfish deveur beds of pearl oysters

Wis0 Known 2 the big spotted
riggerfish. Inhabits outer reef areas
nd feeds upon crustaceans and ;
allusks by crushing therm with powerful

The notes that say "Do not eat this fish"
ort of crack me Up

They seern to imply that the bottom line
bout these exctic, wondrous fish is

~ Detail
* Group Foote0}: Cormon Name.

Task 5
Create Headers

1 Create a label above Yellow.
2 Left-align the label with Yellow.
3 Set the label text to Overview.

4 Set the font to 14 bold.
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5 Copy and paste the label and drag it above
Aqua.

6 Left-align the new label with Aqua.
7 Set the text to Description.

8 Click the label, then copy and paste it. Drag it
above Fuchsia.

9 Left-align the new label with Fuchsia.

10 Set the text to Review.

“ Header
“ Group Header(0}: Commen Name

Overview

Also known as the big spotied triggerfish. inhabits outer reef areas and feeds Upon crustaceans and
ollusks by crushing them with powerful teeth. They are voracious eaters, and divers report seeing the
lown triggerfish devour beds of pearl oysters

,,,,,,, R

AlS0 known as the big spotted : The notes that say “Do not eat this fish”
riggerfish. Inhabits outer reef areas | ort of crack me up
nd feeds upon crustaceans and : They seem to imply that the bottom line
ollusks by crushing them with powerful bout these exotic, wondrous fish is

Detal
“ Group Footer|0]: Comman Name

Task 6
Modify the Headers

1 Preview. The Overview label looks good, but
the other labels print in front of Yellow.

2 Set them to Anchor bottom.

3 Preview. Now they print at the end of the band.
We need to create one more region in order for the

labels to print above the memos.

Task 7
Create and Place TitleRegion

1 Create a region below Yellow.
2 Set the name to TitleRegion.
3 Select No Line.

4 Use the sizing handles to resize the region so it's
the same width as Yellow.

5 Set the height of the region to 0.4.

6 Drag the Description and Review labels inside
the TitleRegion.

7 Drag the TitleRegion until it is just above the

Aqua and Fuchsia memos.
8 Align the top of the labels.
9 Left-align the labels with the memos.

10 Reduce the height of the region so that it does

not overlap the top of the memos. The layout
should look like this:

Overview

Al50 knowin as the big spotted tHiggerfish  Inhabits cuter reef areas and feeds Upon crustaceans and
ollusks by crushing them with powertul teeth. Ihey are voracious eaters, and divers report seeing the
lowin friggerfish devorr beds of pearl oysters

{180 KrowN 38 The big spotted : The notes that say Do ot eat this fish” |
~= imggerfish. Inhabits outer reef areas | Soft of crack me up :
Q and foodS UpoN Crustacoans an: Thoy socm 1o imply thet tho botrom lino |
N mollusks by crushing them with powerful | |bolt these exofic, wondrous fish is ji
Q
~
N
2
]
~

Preview and Finish

1 Preview. The new region needs to shift relative
to Yellow.

2 Return to the Design Workspace.



3 Select ShiftRelativeTo and select Yellow.

4 Preview. Now Aqua and Fuchsia need to shift
relative to TitleRegion.

5 Select ShiftRelativeTo and select TitleRegion.

6 Preview. The final report should look like this:

[0 ReportBuilder: Fish Reference g@
fFil= Edit View Report Help

&5 Data | & Design |3, Preview

= WEs] I =[5 65 1 o0 Can.:elJ

Overview

As0 knoun as the big spotted tiggerfish. Inhabits outer resf areas and feeds upan crustaceans and
mollusks by crushing them with powerful testh. They are woracious saters, and divers report sesing the
clown triggerfish devour beds of pearl oysters.

Do not eat this fish. According to an 1578 account, the poisenous flesh acts primarily upon the
nervous tissue of the stomach, occasioning violent spasms of that ergan, and shortly afteruards all the
muscles of the body. The frame becemes rocked with spasms, the tongus thickenad, the eye fixed, the
breathing laborious, and the patient expires in 3 parexysm of extrame sufferng.”

Hot edible

Range is Inde-Pacific and East Aficato Semoa.

Description Review

and feeds upen crustaceans and
mellusks by crushing them with powerful
testh. They are woracious eaters, and
divers report s2eing the clown tiggerfish
dewourbeds of pearl aysters.

Do ot eat this fish. According to an
1678 3ccount, ‘the poisonous flash acts
primarily upsn the nervous tissue of the
stomach, oecasioning wiolent spasms of
that organ, and shortly attenuands il the
muscles of the body . The frame
becomes racked with spasms, the
tangue thickened, the eye fived, the
breathing laborious, and the patient
expires in a paroxysm of extrame
suffering”

Mot edible

Range is Indo-Pacific and East Afrcata

catagary Togge e
Common Nams oW Triggemsk

They se=m to imply that the bottom line
about these exotic, wondrous fish i
*are they goed satin™?

And the story about

the Clown Tiggerfish. the

1878 account,

makes it seem

like peopls are punished

by the fish for aating the ones

that are mane, mystenous

it 3 deseription of
the death, to0!

I sounds simost

as though Jules

“eme wrote this account

Speciar Hama  BallcDkRs compiEiim
Langth n 1o gESOITOmE

Page 1

7 Close the Report Designer and save the
changes.
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CROSSTAB

OVERVIEW

This tutorial shows how to create a report using the
Crosstab tool. In order to fully understand the con-
cept of crosstabs, we need to create physical print-
outs and look at them in different ways; therefore,
you'll need access to a printer, some scissors, tape,
and a stapler for this tutorial. By the end of this
tutorial we will have created the following prod-

ucts:

* A poster-style crosstab using 'down then across'
pagination
* A poster-style crosstab using 'across then down'

pagination

* A document-style crosstab using the standard
style

* A document-style crosstab using the repeated
captions style

Crosstab 1 O 5

Task 1
Select Data

1 Create a new report.

2 Hide the Data Tree and the Report Tree if they

are visible.

3 Access the Query Designer.

4 Select the Customer and Orders tables.

5 Click the Fields tab and select All Fields.

6 Scroll down to the Amount Paid field and select
it, wait a second, then click again.

7 Change the name to Sale Amount.

8 Click the Calcs tab and double-click on the
Company field.

9 Maximize the Query Designer, then choose
Expression from the Function drop-down list and
enter the following expression:

Extract (Month from SaleDate)

Note: This expression takes the month from the
sale date, allowing us to compute totals on a

monthly basis.
10 Change the Field Alias to SaleMonth.

11 Click OK.
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Task 2 5 Select File | Page Setup. Access the Paper Size
Create a Crosstab tab and set the orientation to Landscape. Click
OK.

1 Access the design workspace.

. 6 Right-click th tab and select Config-
2 Select Report | Data. Select None for both Pipe- 1BH-CTick over the crosstab and sefect L-onfig

lines. Click OK.

ure. The Crosstab Designer will be displayed:

3 Place a crosstab component ﬁ in the detail
band.

4 Use the Edit toolbar to assign the crosstab to the

Customer pipeline
Crosstab
The spreadsheet was one of the first applications total sales for each month by state. Here is one way
that made the PC so successful. Spreadsheets you could present the data:

present calculations in a grid format - that is, with

column headers, row labels, and calculations in the State: AL
cells. A typical spreadsheet is pictured below: Year: 1999
Total Sales: $2577

Customer Mo, Cumpany Cunlaq o State

A T State: cA

1 San Pabln i Canter Paticia OBinen A Year: 2000

3052 Undervwater Sports Co. Dave Walling CA Total Sales: $3548
There are many different formats a spreadsheet may
take. The crosstab format is one of the most popu- This format is OK, but it makes a state-to- state
lar. Crosstab stands for cross tabulation, a process comparison difficult. Another format is as follows:
by which totals and other calculations are per- e
formed based on common values found in a set of R T T e
data. N I I e
For example, let's assume you have a set of data : B -
that describes the sales for a company. Each sale is . e e
represented by a row of data. Each row of data con- . oo i
tains a customer name, city, state, sale date, and sale . w5705 pormn|

amount. Now, assume you want to know the
This format is easier to read and more compact.

We're putting more information into less space. Itis
easy to make state-to-state comparisons. This for-
mat is a crosstab. The month and state values are
called dimensions because they orient the data




Crosstab

7 Read the instructions at the top of the Crosstab
Designer.

8 Select the SaleMonth field (at the bottom of the
list) and drag it over the new row cell. Look for the
black, triangular indicators that show where the
dimension will be created:

niew colurmm

FIEnd' POy new value

9 When the indicators appear to the left of the new
row element, drop the field into the diagram. The
diagram should look like this:

newy column

SaleMonth [ new row | new value

10 Click OK.

11 Press Ctrl + S and save the report under the
name Crosstab.

Crosstabs continued

in rows and columns. The values in the cells are the
calculations created when the sales data is summa-
rized.

The simple crosstab we've outlined here can be
taken a step further. What if we wanted to know the
sales by city (within state) as well as the total num-
ber of sales per city. We can present this informa-
tion by adding another dimension to the columns
(i.e. city) and another calculation to the values (i.e.
count of sales). The resulting crosstab would look
like this:

State City
AL AL Total
Salehlonth | Data Hoover hiobile Pelham

1 Sum of Sale Amount

Count of Sale Amount

2 Surn of Sale Amaunt
Count of Sale Amount

3 Sum of Sale Amount $51,869.30 $61869.30

Count of Sale Amount 1 1

4 Sum of Sale Amount

Count of Sale Amount

5 Surn of Sale Amount $30,566.00 | $79,116.00 | §109652.00
Count of Sale Amaount 1 1 2

Notice the new subtotal columns after each state.
This crosstab shows all of the information of the
initial crosstab, plus more detailed information by
city. You can see that crosstabs can express a lot of
information in a very small amount of space.

ReportBuilder has a built-in facility for creating
crosstabs. The crosstab component is designed to
handle the most common crosstab requirements
with minimal effort on your part. For example, let's
assume you wanted to create the crosstab we just
described. You would take the following steps:

1 Select the sale data from the database

2 Create a crosstab component in the report
layout.

3 Select the state, city, and month as dimen-

sions.
4 Select count and sum as values.

5 Preview the report. It would look something
like this:

CA Total

SaleMonth | Data Santa Maria [ Santa honica

1 Sum of Sale Amount

Count of Sale Amaunt

2 Sum of Sale Amount $22 847 6O
Count of Sale Amount 2

3 Surn of Sale Amourt $27 45390

Count of Sale Amount 2
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12 Preview. A blank page is displayed because no
values have been assigned to the crosstab.

Task 3
Design the Crosstab

1 Return to the design workspace, right-click over
the crosstab, and select Configure.

2 Drag the Sale Amount field over the new value
cell. When the indicators appear, drop the field
into the diagram. The diagram should look like
this:

Hew calumn

Surn of Sale Amount

1000

Saletonth | new row

hewy value

Grand Total 1000

Note: The number 1000 represents the format of
the calculated value. The Grand Total indicates
that the last row of the crosstab will show the total

sale amount for all months.

3 Select SaleMonth and use the highlight color
palette to set the color to green. Notice that the
element turns fuchsia instead of green. This is
because the cell is selected. Deselect it by clicking

another element and it should turn green.

4 Select Grand Total and set the color to yellow.

5 Select Sum of Sale Amount and set the color to
fuchsia.

6 Select the 1000 under Sum of Sale Amount and
set the color to red.

7 Select the 1000 to the right of the grand total
and set the color to gray.

8 Close the Crosstab Designer.

9 Preview. The colors allow you to see where
each element prints. The values in red represent
the sale amount per month. The value in gray is
the grand total for the year. The numbers in green
represent the months. The yellow and fuchsia sec-
tions show where the headings, or captions, print.
Now let's add some more values. Right now we
have the sum of sales. Next we'll add the average
and number of sales per month (count) to the
crosstab.

EXTEND THE CROSSTAB DESIGN

Task 1
Add Values to the Crosstab

1 Access the Crosstab Designer.

2 Select all colored sections and set the color to

none.

3 Drag the Sale Amount field over the new value
cell and release it.

4 Select the second Sum of Sale Amount (after the

new value cell).
5 Locate the drop-down list box on the toolbar.

6 Select Average from the drop-down list.
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7 Once again, drag the Sale Amount field over to

the new value cell and release it.

8 Select the second Sum of Sale Amount (the one

below the average).

9 Select Count from the drop-down list. The dia-
gram should look like this:

new column

Surmn of Sale Amount
1000

SaleMonth new 1w

Awverage Sale Amount

1000

Count of Sale Amount

1000

new valug

Grand Total (Surn of Sale Amaourt) 1000

Grand Total (Average Sale Amount) 1000

Grand Total (Count of Sale Amount) 1000
10 Click OK.

11 Preview. The crosstab includes new values.
Advance to the second page. The grand totals are
on this page. The report tells us the sum, average,

and count for the sale amount per month.

Task 2
Set the Format of the Values

1 Access the Crosstab Designer.
2 Select the 1000 under Sum of Sale Amount.

3 Right-click and select Display Format. Select
the first menu option with a dollar sign.

4 Select the 1000 under Average Sale Amount.

5 Right-click and select Display Format. Select
the first menu option with a dollar sign.

Task 3
Calculate Totals by State

1 Drag the SaleMonth cell over the new column

cell and release.

newy colurmn

Surn of Sale Amount

1000

SaleMarnth nesw rowy

Awerage Sale Armount

1000
Count of Sale Amount
1000

new value
Grand Total (Sum of Sale Armount) 1000
Grand Total (Average Sale Amount) 1000
Grand Total (Count of Sale Amaunt) 1000

2 Drag the State field over the new row cell and
release. The diagram should look like this:

SaleManth Grand Total
new column
Surn of Sale Armount
State NEW rOv 1000 1000
Average Sale Amount
1000 1000
Count of Sale Arount
1000 1000
new value
Grand Tatal (Sum of Sale Amount) 1000
Grand Total (Average Sale Amount) 1000
Grand Total (Count of Sale Amournt) 1000

3 Click OK.

4 Preview. Select Whole Page on the preview
toolbar. The crosstab is reformatted. Notice that
the months go across the top of the report instead
of down the side. This is because we made SaleM-
onth a column. The crosstab shows us the sum,
average, and count for the sale amount per month
for each state. Unfortunately, the preview screen
doesn't give us a complete view of the entire
crosstab. After we lay out the header band, we'll
print out and assemble a complete view of the
crosstab.
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Task 4
Lay Out the Header Band

1 Return to the design workspace and place a
label in the upper left corner of the header band.

2 Set the caption to Annual Sales.
3 Set the font to 12 bold.

4 Place a System Variable component in the lower
left corner of the header band.

5 Set it to PrintDateTime.

6 Place another System Variable in the lower right
corner of the header band.

7 Set it to PageSetDesc.
8 Align the tops of the system variables.
9 Select Ctrl + S to save the report.

10 Preview. Notice that the page number prints on
each page.
UNDERSTANDING CROSSTAB LAYOUTS

Task 1
Control Pagination: Down then Across

1 From the Preview screen, print out all four

pages of the crosstab.

2 Return to the design workspace and right click

over the crosstab.

3 Select Pagination. Notice that the pagination
defaults to Down then Across. This setting refers
to the order in which the pages print.

4 Retrieve your printed pages and lay them out
like this:

5 Cut off the 1/2 inch bottom margin of pages one
and three. Cut off the 1/4 inch left margin of pages
three and four.

6 Tape the pages together, using the crosstab grid
to align them properly:

7 Label this crosstab 'Down then Across'.

Task 2
Control Pagination: Across then Down

1 Right-click over the crosstab component and
select Pagination.

2 Click on Across then Down.
3 Preview.
4 Print all four pages of the crosstab.

5 Retrieve your printed pages and lay them out
like this:




Crosstab

6 Cut off the 1/2 inch bottom margin of pages one
and two. Cut off the 1/4 inch left margin of pages

two and four.

7 Tape the pages together, using the crosstab grid
to align them properly:

8 Label this crosstab 'Across then Down.'

Note: As you can see, pagination controls the
order in which the pages print when the crosstab
cannot fit on a single page.

Task 3
Use Repeated Captions

1 Click the Design tab.
2 Right-click over the crosstab component.

3 Expand the Style menu option. Notice that the
default setting is Standard. This means that the
captions do not repeat. Both of the crosstabs we
put together are set to Standard because we did not
want to see the captions on every page. However,
if we print the crosstab as a document, we may

want the captions to repeat for clarity.
4 Select Repeated Captions.
5 Preview and print all four pages of the crosstab.

6 Put them in order by page number and staple the
pages together.

7 Flip through them. Notice that the captions for
the state and the month appear on each page.

8 Right-click over the crosstab and set the Style to
Standard.

9 Preview and print.
10 Staple the pages together.

11 Flip through them. Notice that the captions
from page one do not repeat on page two. When
we print a crosstab as a document, we can use
repeated captions to keep track of values that
appear on subsequent pages.

12 Close the Report Designer and save the
changes. Congratulations, you've completed all of
the tutorials.
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APPENDIX A: TOOLBARS

OVERVIEW

This section describes the toolbars and their basic functions. For information on the usage of a particular tool-
bar, locate it in the index and then go through the tutorial that features the toolbar. You can view a list of all
toolbars in ReportBuilder by accessing the View | Toolbars option from the Report Designer main menu or by
right-clicking over the gray area of the workbench (i.e. the toolbars and component palettes).
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THE NUDGE TOOLBAR

This toolbar is useful when you want to move a component or selection of components with extreme precision.
Each icon represents the direction the selection will move. Selections will move one pixel each time you press
an arrow key.

A Nudge up: Moves all selected components up C Nudge left: Moves all selected components one
one pixel. pixel to the left.
B Nudge down: Moves all selected components D Nudge Right: Moves all selected components

down one pixel. one pixel to the right.
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THE SIZE TOOLBAR

You can use the size toolbar to set all of the components within a selection to a uniform height or width.

A Shrink Width: Determines the minimum width C Shrink Height: Determines the minimum height
of all the selected components, and then sets the of all the selected components, and then sets the
width of the components to that value. height of the components to that value.

B Grow Width: Determines the maximum width D Grow Height: Determines the maximum height
of all the selected components, and then sets the of all the selected components, and then sets the

width of the components to that value. height of the components to that value.
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THE DRAW TOOLBAR

This toolbar is used to set the color and style used by shape, line, and region components.

A B C D
A Fill Color: Sets the color for a shape or region. C Line Thickness: Determines the thickness of a

B Line Color: Sets the color of the border for line. Applies to line components only.

shapes and regions. Sets the color for a line. D Line Style: Sets the style of a line.
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THE ALIGN OR SPACE TOOLBAR

The Align or Space toolbar is useful when components need to be positioned uniformly. For example, it can
align several components so that the tops are all even or it can space components so that they have an equal
amount of space between them. The first component selected determines the position to which the others will

align.

il & Sl TR Ak ak foge & |l 2

A Align Left Edges: Aligns a group of compo-
nents with the leftmost position of the component
that was first selected.

B Align Horizontal Centers: Centers a group of
components based on the horizontal center of the
first-selected component.

C Align Right Edges: Aligns a group of compo-
nents with the rightmost position of the first-
selected component.

D Align Top Edges: Aligns a group of compo-
nents with the topmost position of the first-selected

component.

E Align Vertical Centers: Aligns a group of com-
ponents based on the vertical center of the first-
selected component.

F Align Bottom Edges: Aligns a group of compo-
nents with the bottommost position of the first-
selected component.

G Space Horizontally: Spaces a set of components
based on the leftmost position of the first-selected
component and the rightmost position of the last-
selected component.

H Space Vertically: Spaces a set of components
based on the topmost position of the first compo-
nent selected and the bottommost position of the
last component selected.

I Center Horizontally in Band: Centers a compo-
nent horizontally within a band.

J Center Vertically in Band: Centers a compo-
nent vertically within a band.
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THE STANDARD COMPONENT PALETTE

The icons on the Standard component palette represent components that are frequently used to build reports.

To create a component, click on an icon and then click in a band.

> &
S| #

A Selection tool: Selects one or more components
within the layout. Also clears any selection (by
clicking in the white space of a band).

B Label: Displays text. Use the edit toolbar to set
the caption of a label.

C Memo: Prints multiple lines of plain text in a

report.
D RichText: Prints formatted text.

E System Variable: Displays common report
information such as page number, page count, print

date and time, and current date and time.
F Variable: Performs calculations.

G Image: Displays graphics such as bitmaps,
GIFs, and JPEGs.

H Shape: Displays various shapes, such as
squares, rectangles, circles, and ellipses. Use the
edit toolbar to set the shape type.

I Line: Displays aline. Use the edit toolbar to set

the line orientation.

J BarCode: Renders barcodes. Use the Edit tool-
bar to set the data to be encoded. Right-click and
access Configure to select bar code types.

K 2DBarCode: Renders 2D BarCodes. The string
value assigned to the Data property is encoded
based on the BarCodetype. The following symbol-
ogies are supported: PDF417, Maxicode.
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THE DATA COMPONENT PALETTE

This palette offers several components that are identical to ones in the standard palette, except for one thing:
they are data-aware. Data-aware components have the ability to read the value of a field from a database table,
and then display that value in the report. This is different from the standard components, which display the
content assigned when you lay out a report. You associate a data-aware component with a given database table
and field by selecting the data pipeline and the data field from drop-down lists in the edit toolbar.

A WERCRE R
L

il
Rt Ell

B
|

C D E

A DBText: Displays data from most types of data- D DBCalc: Performs simple database calculations
base fields. Cannot handle images or Richtext. (Sum, Min, Max, Average, Count).

B DBMemo: Prints plain text from a memo field E DBImage: Prints graphics (Bitmaps, GIFs,

of a database table. It will automatically word- JPEGs) that are stored in a database field.

the text.
wrap the tex F DBBarCode: Converts the data from a database

C DBRichText: Prints formatted text from a field to a barcode symbol.

memo field. It will automatically word-wrap the G DB2dBarCode: Converts the data from a data-

fext. base field to a barcode symbol.
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THE ADVANCED COMPONENT PALETTE

The Advanced component palette contains components that can help you tackle complex reporting require-
ments.

= —| il
oL

A Region: Logically groups components together.

B SubReport: Handles multiple master details,
creates side-by-side reporting effects, and hooks
reports together as one.

C Pagebreak: Forces a new page during report
generation.

D Crosstab: Allows you to generate a set of calcu-
lations that summarize the data from a database

table. It displays the calculations in a grid format.



Appendix A: Toolbars 1 2 1

THE REPORT TREE

The Report Tree can be used to view the components within each band. Components selected in the Report
Tree become the selection in the report layout. You can select multiple components by holding down the Ctrl
key and clicking on each name. You can rename components by right-clicking over the name, selecting
Rename, and then typing in a new name. Make sure to hit the Enter key after renaming to ensure that the new
name is assigned. This tool window is dockable only on the left and right sides of the design workspace.

The Object Inspector appears in the bottom pane of the Report Tree tool window. Use the Object Inspector to
view and modify properties of the currently selected object. When multiple objects are selected, the Object
Inspector filters the property list to show the properties that are common to all selected objects. Modify the a
property value will update all selected objects.

P2 & ST b e & | Jul =)
Report Tree x
sl Header
=1 Group Header[0] Common Name
=) et Dkl
b Shapel
=[5 Regionl
A Labell
2 [
A Label2
3 DBText2
:J “ellow
] Aqua
(=] Fuchsis
%8 Fegion2
A Labels
+-28 Region3
w1 Group Footer[0]: Common Name
=1 Footer

Properties far DET extl

E Appearance ~

BlankiherZero [~
Border [TppBorder]

Colar [ chwhite
ReprintOnSubseg [~
SuppressPepeate [~
Transparent =4
Wisible ~

[l Caleulations
ResetGroup

= Data
DataField Categary

DataFipeline plBiolife
ParentD ataPipelin ¥
= Identity

UserName DEText!

= Layout
Height 0166700071
Left 1.26040071
Top 3.3333007
"Wwidth 1.6042

E Layout - Dynamic

Anchors [atLeft, atTop]

AutoSize r
ReprintOn0verFlo [

= Dutput - File
Save r
Savelength o
Savelrder -1

El Text
Angle o
Chatfran [l
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THE DATA TREE

The Data Tree can be used to create data-aware components within a band. Simply select a set of fields and
drag the selection into the band. A set of corresponding data-aware components will be created. This tool win-
dow is dockable only on the left and right sides of the design workspace

Data Tree =
customer

= orders

Fields for customer

Mame Tupe Size

Drouble

String 30

String 30
EAddi2 Stiing kNl
B City String 15
_f State String 20
Bz String 10
_f Country String 20
_f Phote String 15
CEFax String 15
_f TaxRate Drouble
_f Contact String 20
_f Lastlnvoicel ate DateTime

Data| Layout



Appendix A: Toolbars

THE STANDARD TOOLBAR

The Standard toolbar allows you to perform basic functions such as opening, saving, and printing reports, as

well as cutting and pasting selections.

A New Report: Creates a blank report.

B Open Report: Displays the Open dialog, allow-
ing you to open an existing report.

C Save Report: Saves a report to file.

D Page Setup: Displays the Page Setup dialog,
allowing you to set the paper size and configure the
layout for the report.

E Print: Displays the Print dialog before sending
the report to the printer.

F Print Preview: Displays the Print Preview win-
dow.

G Cut: Places the currently selected components
in the clipboard and removes them from the report
layout.

H Copy: Copies the currently selected compo-
nents into the clipboard.

I Paste: Pastes the components in the clipboard
into the report layout.
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THE FORMAT TOOLBAR

Use the Format toolbar to set the font and colors of text-based components. You can also control the layering

of components with this toolbar.

A B CDEF G HI J K LM NO
A Font Name: Shows the name of the font chosen H Right Justify: Right justifies text.

for the select: t. .
or the selected componen I Full Justify:

B Font Size: Shows the size of the font chosen for

J Font Color: Sets the text color.
the selected component.

K Highlight Color: Sets the background color.
C Bold: Sets text to bold.

] o L Anchors: Specifies how a report component is
D Italic: Sets text to italic. .
anchored to its parent.

E line: lines text. . : .
Underline: Underlines tex M Border: Specifies which of the outside border

F Left Justify: Left justifies text. lines of a report component are rendered.

G Center: Centers text. N Bring to Front: Brings a component to the front
of other components.

O Send to Back: Sends a component to the back of
the other components. Use the Report Tree to see
the exact layering of the components within the
band.



THE EDIT TOOLBAR

The Edit toolbar is unique in that it changes based on the selected component

Appendix A: Toolbars 1 25

. It is used with the following

components: data-aware components (1), labels (2), shapes (3), and lines (4).

1 Edit Toolbar with data-aware component

i Customer - |v ||
Addr1 ”~
Addrz

| Ciby
Company
o | Conkact
Counkry
Custno
Fax
Lastinvoicedate
Phone v

This configuration allows the data pipeline and
data field for the component to be set. The drop-
down list on the left shows the data pipelines. The
drop-down list on the right shows the field names.

2 Edit Toolbar with a label component

: Elysian Fields |

This configuration allows you to type the text for a
label.
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3 Edit Toolbar with a shape component

i Square
Rounded Rectangle
Rounded Square
Ellipse
Circle

The Edit toolbar allows you to choose from several
shapes when a shape component is selected.

4 Edit Toolbar with a line component

This configuration allows you to move the line to
the top, bottom, left, or right within a line compo-
nent.
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GLOSSARY

A

Advanced Component Palette A toolbar that
contains advanced components. See page 106 for

a complete description of this toolbar.

align The act of setting components' positions so
they line up with one another.

A toolbar that allows
you to align or space components so that they have

Align or Space Toolbar

a uniform appearance. Select View | Toolbars |
Align or Space to launch this toolbar. See page
103 for a complete description of this toolbar.

AutoSize A speed menu option available for text
components. When AutoSize is set to true, the
component adjusts its width so that all of the text is
displayed.

B

band A section of canvas that describes how part
of the report will look. A band is labeled in the
section divider immediately below it; thus, the first
band is called the 'header', the second is called the
'detail', and the third is called the 'footer".

barcode A component in the Standard compo-
nent palette that renders barcodes. Use the Edit
toolbar to set the data to be encoded. Right-click

and access Configure to select bar code types.

bounding box (1) A method of component
selection by which you right-click your mouse and
drag it so it encompasses the components to be
selected. (2) The box that appears around the com-

ponents to be selected as you drag your mouse.

Bring to Front A speed menu option that allows
you to move an object in front of other objects.
Use this option to control the appearance of over-
lapping objects.

C

Calcs tab A notebook tab in the Query Designer
from which you can create a calculation based on
the data in the database.

Calcs page A page in the Query Wizard that
allows you to make a calculation based on the data

in the database.
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calculation An option in the Query Wizard /
Query Designer that allows you to derive new data
from existing database fields.

canvas The area in the design workspace that
contains the reports layouts. The canvas is divided

into rectangular areas called bands.

component An element used to control how the
report looks. Each component has a unique pur-
pose. In order to place a component in the design
workspace, click the icon on the component pal-
ette, then click on the white space of the band in
which you want the component to appear. When a
component is selected, an edit or drop-down list
may appear in the upper left hand corner of the
design workspace. This area provides different
options depending upon the selected component.

Configure A speed menu option for the Crosstab
component. It allows you to access the Crosstab
Designer.

CrossTab A component that presents summa-
rized data in a grid format. Crosstabs are designed
by right-clicking over the component and access-
ing the Configure option.

Crosstab Designer The dialog displayed when
the Configure option on the speed menu for the
crosstab component is selected. A crosstab layout
is created via this designer.

CrossTab Wizard A tool in the design work-
space that generates a report based upon the
choices you make in the wizard. Access this tool
by selecting File | New, then clicking the CrossTab

Wizard icon.

D

data Specific facts (addresses, names, employee
numbers, hire dates) that are entered into a data-
base. Data can be accessed via queries. Data,
which is not very meaningful in its raw form, can
be transformed into useful information through a

report.

data-aware components Components to which
you can assign data fields. In the Report Designer,
these components are prefixed by DB, meaning
database.

Data Component Palette The palette from
which you create data-aware components. Click
on the icon and click on the canvas to create a data-
aware component. See page 105 for a complete
description of this palette.

data module A behind-the-scenes container for
dataviews. When you want to copy data from one
report to another, export the data module from the
first report and import the data module into the sec-
ond.

data pipeline A special kind of component that
supplies data to a report and controls which rows of
data are used to generate the report. It represents a
database table or SQL query and provides data in
the form of fields and records.
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data traversal  The act of moving through the

rows of a database table or data selection.

Data Tree
space to access the data selected in the data work-

A toolbar used in the design work-

space. Select View | Toolbars | Data Tree to launch
this toolbar. See page 108 for a complete descrip-

tion.

data workspace The notebook page you access

to select data.

database A place where data is stored in an

organized fashion.

database table A structure that facilitates the

storage and retrieval of organized data.

dataview The visual representation of a query
displayed in the data workspace. It contains the
data selected in the Query Wizard or Query
Designer. Dataviews allow you to make changes
to a query via the Query Designer, which can be
accessed by clicking the icons in the dataview tool-
bar.

DBComponents Data-aware components that
can retrieve data from a query. The DB prefix
stands for database. Use the edit toolbar to choose
data fora DBComponent. See page 105 for a

complete description of these components.

design workspace The notebook page where

you create your report layout.

Detail Band A band that prints once for every

row of data.

Display Format A speed menu option available
for textual components. This option allows you to
display a value in a certain format (decimals with a
dollar sign, for example). Right-click over a tex-

tual component to access the Display Format.

dock The act of dragging a toolbar to one side of
the workspace and dropping it such that it 'sticks' to
that side. A docked toolbar moves when you move
or resize the Report Designer.

Draw Toolbar A toolbar used to fill a compo-
nent with color or to colorize the border around a
component. See page 102 for a complete descrip-

tion of this toolbar.

E

Edit A speed menu option for a Rich Text com-
ponent that opens an application which allows you

to open a file and format text.

Edit Toolbar A toolbar that allows you to set the
most important property of a component. This
toolbar changes to select database fields for data-
aware components, adjust lines for the line compo-
nent, select shapes for the shape component, and
type text for the label component. See pages 111-
112 for a complete description of this toolbar.
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expression Used when creating a calculation. It
allows you to create other fields based on the data
from existing fields.

F

floating window A toolbar detached from the
edge of the Report Designer and released so that it
'floats' in front of the Report Designer.

Footer Band A band that prints (usually the
page number, date, time) at the bottom of each
page of the report.

Format Toolbar This toolbar gives you the abil-
ity to modify text-based components in a number
of ways. You can change the font style and font
size. You can bold, italicize, or underline the text.
You can justify a word or sentence to the left of the
margin, or you can center or right-justify text. You
can also change the color of the text. See page 110
for a complete description of this toolbar.

G

group (1) A section of a report that contains a
group header, detail, and group footer band.
Groups are assigned to a database field. Select
Report | Groups to access the groups dialog. (2) A
behind-the-scenes component that allows a report
to be organized into separate sections, based on the
value of a field.

Group Header Band A band that contains the
header for a group. The components in a group
header band appear at the beginning of a group.

Group Footer Band A band that contains the
footer for a group. The components in a group
footer band appear at the end of a group.

guides The lines on the horizontal and vertical
ruler that move as you move the cursor over the

canvas.

H

Header Band A band that prints at the top of
each page of the report.

highlight To select text for editing. You high-
light text by holding down the mouse button and
dragging the cursor over text or by holding down
the Shift key and pressing an arrow key.

I

Image A component on the Standard component
palette that displays graphics (such as bitmaps,
GIFs, and JPEGs).

K

Keep group together An option in the groups
dialog that sets the group so that the bands of the
group will print on the same page.



L

Label A component useful for titles and head-

ings. Use the Edit toolbar to set the text for a label.

Label Template Wizard A tool that allows you
to create mailing label reports by selecting printer
information and choosing a label type.

Line A component in the Standard component
palette that displays a line. Use the Edit toolbar to

set the line orientation.

Lines A speed menu option for a memo that
allows you to access the Memo Editor, from which
you can open text only files.

M

MailMerge An option that appears when you
right-click over a Rich Text component. It allows
you to import field values into the Rich Text com-
ponent.

MaintainAspectRatio A speed menu option
available for images. It scales an image so that the
height and width are adjusted based on the original

image size.

Memo A special kind of component that allows
you to load text into it. Right-click over the memo
and select Lines in order to load text.

Memo Editor An dialog accessed via the memo
component (right-click over the component and
select Lines) that allows you to load and save text
files.
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Nudge Toolbar This toolbar allows you to move
a component or a group of selected components
one pixel at a time. See page 100 for a complete
description of this toolbar.

O

orphan (1) A component(s) that prints on a dif-
ferent page than the components within the same
band or region. For example, if a DBText that's
supposed to follow a DBMemo prints at the top of
the next page rather than with the DBMemo, it is
orphaned. (2) A group footer band that prints at
the top of a page with no preceding detail bands.

overflow  Occurs when a stretchable component
prints on additional pages.

P

Pagination A speed menu option for a crosstab
component that allows you to choose Across then
Down or Down then Across printing for the
crosstab report.

ParentHeight A speed menu option that allows
you to set the size of an object so that it matches
the height of a band. Right-click over a component
to select ParentHeight.

ParentWidth A speed menu option that allows
you to set the size of an object so that it matches
the width of a band. Right-click over a component
to select ParentWidth.
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Position. . . dialog A speed menu option that
allows you to change the size and position of an
object. Right-click over a component to access the
Position... dialog.

Preview A workspace where you can preview
the generated report to see how it will look when
printed.

properties  Settings for components such as font
style, size, and color.

Q

Query A request for data using a language spe-
cific to databases called SQL. The Query Designer
and Query Wizard create SQL queries as we
choose the data we want for a report.

Query Wizard A tool that allows you to select
data for a report.

Query Designer A tool that allows you to make
changes in the data selection.

R

Region A special kind of component that can

contain other components.

report Data in the form of information: a pol-
ished product that contains useful data.

Report Designer A report-building environ-
ment. It includes the design workspace, the data

workspace, and the preview workspace.

Report Tree A toolbar that displays all of the
components in a report. It is particularly helpful in
organizing components within bands. See page

107 for a complete description of the report tree.

Report Wizard A tool that allows you to create

a report by answering a few simple questions.

ReprintOnOverFlow A speed menu option that
sets a component so that it will reprint. For exam-
ple, a memo has an accompanying label. If the
label is set to ReprintOnOverFlow, it will reprint
on each page of the memo's text. Right-click over
a component to select ReprintOnOverFlow.

Rich Text A component that allows you to print
formatted text.

Rich Text Editor A dialog box accessible via
the Rich Text component that allows you to replace
text with database fields.

rulers The design workspace has two rulers: the
horizontal ruler and the vertical ruler. As you
move a component in the workspace, you'll see a
guide that tells you the location of the component
on the rulers.

S

select  To click on an object. See 'highlight' as a

contrasting term.

selection A group of selected components.
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selection handles When multiple components
are selected, little gray boxes appear around the
components. These selection handles indicate the

objects that are selected.

Selection tool A tool used to select one or more
components within the layout. It can also be used
to clear any selection (by clicking in the white

space of a band).

Send to Back A speed menu option frequently
used with shapes that allows components to be
moved to the background. If you want to use a
shape as a background, use the Send to Back func-

tion.

shift-click A method of component selection
where you hold down the Shift key and then click
on components. You can also remove a component
from a selection using this method.

ShiftRelativeTo
allows you to associate components so that they

A speed menu option that

print one after the other. This option is especially
useful when you want one component (a memo, for

example) to appear below another.

Size Toolbar A toolbar that allows you to set all
of the components in a selection to the same width
or height. See page 101 for a complete description

of this toolbar.

sizing The act of altering the size of a component

via the sizing handles or the Position menu.

Sizing handles The little black boxes that appear
when an object is selected. If you drag your cursor
over one of the sizing handles, the cursor will
change to a double-sided arrow. You can then
resize the component by holding down the mouse
button and dragging.

speed menu The menu that appears when you
right-click over a component. The menu options

vary depending upon the component.

SQL  Structured Query Language. The language
used to retrieve data from a database in an ordered
form so that it can be used to create reports. See

page 104 for a complete description of this toolbar.

A toolbar that
includes the most frequently used components for

Standard Component Palette

report building. See page 104 for a complete
description of this toolbar.

Standard Toolbar
dard functions, such as saving, opening, and print-

A toolbar that contains stan-

ing reports. See page 109 for a complete
description of the toolbar.
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Start new page An option in the groups dialog
that allows you to force a group onto a new page
each time the group field changes value.

Static components Components that print just as
they appear in the layout.

status bar  The bar at the bottom of the design
workspace that tracks the movement of selected
components. It's useful for component placement
and alignment in that it allows you to position com-
ponents based on an exact measurement. It also

displays the name of the selected component.

Stretch A speed menu option that applies only to
stretchable components. When set to true, the
component will change size depending upon the
amount of text it contains. Right-click over a com-

ponent to select Stretch.

stretchable components Components that
change size according to the amount of text they
contain. A DBMemo is a stretchable component.
Right-click over a component to set Stretch to true.

StretchWithParent A speed menu option that
allows the selected component to change height
according to the change in height of the band in
which it resides. Right-click over a component to
select StretchWithParent.

Style A speed menu option for the crosstab com-
ponent that allows you to choose between
Repeated Captions or Standard printing.

Subreport A component that allows you to cre-
ate a report within a report in order to show more

levels of detail or to print several reports as one.

Summary Band A band that prints once at the
end of areport. The band is typically used to sum-
marize data. Select Report | Summary to create
this band.

SuppressRepeatedValues A speed menu option
that prevents repeated values from printing.

System Variable A component that allows you
to display the page number, time, date, and other

useful information.

T

tabular A setting in the Data Tree layout tab that
configures the drag and drop behavior to create
labels across the top of the page and data flowing
down the page. The opposite of vertical.

Title Band A band that prints once at the begin-

ning of the report. Select Report | Title to create
this band.

title bar  The area at the top of a window that
contains the window title and can be used to drag

the window to a new position.



toolbars Tools that allow you to modify a report
layout. Select View | Toolbars to see a list of all
toolbars.

v

vertical A setting in the Data Tree layout tab that
configures the drag and drop behavior to create
labels down the page and data across the page. The
opposite of tabular.

Visible A speed menu option that determines the
visibility of an object. Right-click over a compo-
nent to select Visible. If the Visible option is set to
false, the component will not appear in the report.

W

workbench  The area in the design workspace
that surrounds the canvas and contains tools used

to modify the report layout.
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