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INTRODUCTION AND OVERVIEW ~

4

Welcome to TeachUcomp, Inc.’s Introductory sttal
Reports class. Crystal Reports is a database @orting
application. It has powerful capabilities to zﬂ‘éess and
analyze various sources of data for its reports.Q)

As business evolves towards a mare”)information-
based workplace, the talent to access a eate accurate
and relevant reports from multiple dat urces is quickly
becoming a necessity for businesseséll sizes. However,
as a business entity grows, it may n find that the data

needed to make informed busin cisions is contained
within various database applicat
Crystal Reports provide lution to this issue, due in

large part to its flexibility in @essing various types of data.
You can use Crystal Re G@to access data from database
files commonly used %any types of businesses and
Industries, from deskl&) database solutions like Microsoft
Access to mainfrdfie or server-based data files like
Microsoft SQL Sefyer or Oracle.

Crystal Rg@s can also be used by many different
types of indiv)d als within an organization. One does not
have to be IT guru to generate basic reports, as Crystal
Reports Ides many intuitive wizards to assist in report
generati It also has more advanced features for the IT
prof nal’'s use, too. Whatever your data reporting

@ one will find that knowing Crystal Reports is a
[@M tool in making more informed business decisions.

©TeachUcomp, Inc. Introductory Crystal Reports 3
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CHAPTER 1- \
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THE CRYSTAL REPORTS ENVIRONMENT \

s s’
1.1- Starting Crystal Reports: Q

Crystal Reports is a database reporting application used by many different types of esses and
industries to generate accurate and powerful reports that assist in business decision-making”lf you need
the flexibility to generate reports from many different types of database files in yo anization, then
Crystal Reports is definitely for you! While there are many fine database report-writi are applications
available, you will find that Crystal Reports is very useful in allowing you to use the report-writing tool
to access and analyze various types of data sources such as Microsoft Access, , and Microsoft SQL
Server, among many others.

However, before you begin to examine the process of creating rep sing the Crystal Reports
application, you should familiarize yourself with its operating environment Reports makes use of a
standard operating environment that contains many familiar features, s Menu Bar and many types
of toolbars. This first lesson will begin by examining the various ob'! must use during the report

creation process, what these objects are named, and where they are loGatet within the application screen.

In Crystal Reports 2013, after opening the program you Wi he “Start Page.” At the top of the
page, under the “Start a New Report” section, you will find hyperlinks that you can click to create either a
new blank report or launch one of the report wizards to assist you ifgCreating a specific type of report. In the
“My Recent Reports” section you will see a hyperlinked listi the most recently opened reports. You can
click the name of a report in this list to quickly reopen it. can also click the “Open File” hyperlink to
launch the “Open” dialog box, which you can then use to@nd open a previously created report.

If you wish to close the Start Page, you can ¢li mall “X” on the “Start Page” tab at the very top
of the page. To view it again after you have closed it, n select “Help| Show Start Page” again from the
Menu Bar.

The application window contains the St as well as any other reports you may create. If you
do not have a report open, then notice that n%e Menu Bar commands are not accessible and that the
majority of the buttons displayed in the to& ppear “grayed out” or unavailable for selection. To see
how the environment changes when a reporiNis, Opened, you need to create a report. Note that each report
you create will be displayed in its own refor@indow on a separate tab inside of the application window.

To create a new report in C Reports 2013, you can either click the “New” button in the
Standard toolbar, select “File| Ne nk Report...” from the Menu Bar, or just click the “Blank report”
hyperlink in the Start Page.

At that point a new, bla
Also, the “Database Expert” di
data source of the repor;

report will appear in its own report window inside the application window.
box will appear onscreen. This dialog box allows you to connect to the
pu will discuss it in much detail later. For now, simply click the “Cancel”
button in the “Database Exp dialog box to close it and view the basic report window behind it.

Notice that you now have a full Menu Bar of choices at the top of the application window and that
many of the buttons aﬁilable in the toolbars are now displayed in color, indicating that they can be

selected. In the mai ort window, you should see a tab at the left side of the screen that says “Design.”
This lets you kn hat you are seeing onscreen is a report shown in the “Design” view. This is the
view in which spend the majority of your time when creating reports. Next you will examine what
tools are avaj use within this view.

%‘b
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THE CRYSTAL REPORTS ENVIRONMENT \
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1.2- The Menu Bar: Q

You can access many commands in Crystal Reports by using the Menu Bar. The Bar is the
toolbar at the top of the Design View which displays the command categories of “File,” Edit,” “View,”
“Insert,” “Format,” “Database,” “Report,” “Window,” and “Help.” Clicking a command %)ry displays the
names of functions which would logically belong to that category. For example i click the “File”
command in the Menu Bar, you will see commands such as “New...,” “Open...| ve,” and other file
management commands. You may click any command displayed in black t m that function. A
command displayed in gray is unavailable at that time. Commands which are d by the ellipsis mark,
such as “Save As...” or “Open...” will display a dialog box into which yo need to enter additional
information or make some additional choices before you can execute the d. This is in contrast to a
command like “Exit” for example, which needs no additional information ou to be performed. You will
also see some menu commands which are followed by a right-pointi When you roll your mouse
pointer over one of these commands, like “Export,” you will be pre% ith an additional side menu of
commands from which you will need to select the command that y ish to execute.

You can also use the keyboard to execute Menu Bar ands. Many commonly used menu
commands will display keyboard shortcuts to the right of their mef&listing which you can press to quickly
perform the commands. For example, if you click the “FiIe”@and in the Menu Bar you can see that the

s

keyboard shortcut for the “Open...” command is “Ctrl + O” our keyboard. To use the keyboard shortcut
in the future, first ensure that you do not have any men @ played. You can retract a command list by
clicking the name of the currently displayed comm isteagain or by clicking into the empty space shown
onscreen. Then simply press and hold down the “ y on your keyboard while you then press and
release the “O” key once on your keyboard. That then invoke the “Open” dialog box, just as if you
had selected “File| Open...” from the Menu Barayit ur mouse. You can then close the displayed dialog
box by using your mouse or by pressing tx%key on your keyboard, which is the keyboard shortcut
Y,

used to cancel a displayed dialog box.

You may also notice that not evw le command shown in the Menu Bar necessarily has a
keyboard shortcut displayed in the men ver, you can still select any command in the Menu Bar using
your keyboard, which can increase t ed with which you can select commonly used commands and
functions. Once again, to use this nique, you must ensure that there are no menu command lists
currently displayed onscreen. Then@s and hold down the “Alt” key on your keyboard and examine the
commands listed on the Menu B@&r. You should see a small underline appear below one letter in each Menu
Bar command, for example the in “Eile.” At this point, press the letter on your keyboard that corresponds
to the underlined letter inghe 1@ Bar command that contains the command that you wish to execute. You
will see the menu of comkg

appear, and also notice that each command listed also contains a single
underlined letter. At this point, you may release the “Alt” key and then simply press the key on your
keyboard which corresEﬁds to the underlined letter in the command you wish to execute.

Also note th n a menu command is displaying its subcommands in the drop-down list, some of
the commands picture to the left of the command. This lets you know that if you see the same
picture in a too u can click it to execute the same function that the command performs. So using the
Menu Bar is ay to start to learn how to use the application.

%‘b
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THE CRYSTAL REPORTS ENVIRONMENT \
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1.3- Using Toolbars: Q

You can use the buttons on the toolbars in Crystal Reports to quickly and easil’w one-click
access to some of the most commonly used commands and functions. Let's review the™®ames of the
various toolbars and what functions are available on these toolbars. While many o@functions listed
many not seem familiar yet, you will see how to use each function later.

Many toolbars are displayed by default in Crystal Reports. You can contro@h toolbars appear
and where they are located onscreen. In order to turn a toolbar’s display on o/6f] u can select “View|
Toolbars...” from the Menu Bar. This will cause the “Toolbars” dialog box to_apfear, listing the available
toolbars in the list of checkboxes. To display a toolbar, make sure that theére§s a check in front of the
toolbar’'s name in this list. To hide a toolbar, uncheck the checkbox next tQ ame of the toolbar that you
wish to hide. When you are finished selecting which toolbars you Wish or hide, click “OK” to set the

new toolbar display. A faster way to accomplish this same task is to si ght-click any toolbar displayed
onscreen. This will display a pop-up menu of the toolbars available. ars that display a checkmark in
front of their names are currently displayed onscreen. You can cli name of any toolbar displayed in
the pop-up menu to toggle its display on or off.

When a toolbar is displayed onscreen, you can find what name of the button is by holding your
mouse pointer over the button and resting it there until you s e name appear in a small text box called a
“screen tip.” This can be a useful way to familiarize yourself%e buttons available.

Toolbars can also be displayed onscreen |.n :@
embedded toolbar appears as if it were part of the g
above the report design area. When your toolbar is emb
end. You can click and drag the toolbar by this hamp

two modes: “embedded” or “floating.” An
n window and will typically appear embedded
tlded, you will see a thin handle appear at its left
move it. You can drag it by this handle to embed it
in any one of the four sides of the application wj Note that if you embed it at either the right or left
sides of the application window, the handl b%\ you move the toolbar will instead appear at the top of
the toolbar versus the left side of the tool ou move an embedded toolbar from the sides of the
application window and then release it ov esign area, it will then appear as a “floating” toolbar, which
hovers over the workspace area. When the{golbar appears as a “floating” toolbar, it will display its name in
its own title bar at the top of the toolb u can click and drag the floating toolbars to move them around
using the thin, blue title bars at the the toolbar when it is displayed as a floating toolbar. You can even
click and drag them to the sides of t plication screen and then release them there to make them appear
as “embedded” toolbars again. Jf you accidentally drag an embedded toolbar from a side of the application
window and make it a floatingsto8lpar, you can easily return it to the location from which you moved it by
simply double-clicking th e title bar of the toolbar when it appears as a floating toolbar to embed it

DI

back into the side of the application window from which you dragged it originally.

dThe Standard Toolbar (Crystal Reports 2013)

Toggle Report || Dependency
|Export| |Cut| |Paste| |Undo Preview Panell[Explorer|| Checker Find

& @ © & *ﬁ* '*vJ.,?,g!_%;}a
» Print HTML |Copy| Format |Redo| Field ||Repository | Workbench |
Preview| [Preview Painter Explorer|| Explorer

©TeachUcomp, Inc. Introductory Crystal Reports 8
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1.3- Using Toolbars- (cont'd.): Q
The Formatting Toolbar O

Decrease

Increase
| . ) .
Align| [Align| [Font Lock Size/Positiof) Decimals
|Font Face| |F0nt Size| Font Size |Italics| Left | |Right| [Color |Suppress| l
: Arial T - AL BT === A - [

o0 00,
Lt

5[] ]% -

P! I

t 4

Increase | | Bold |[{Underline|

L]
Align | [Justify rs Currency / Decrease
Font Size Center 0 / Decimals

[Lock Format| |Percent]|

Insert Insert nsert||Insert Flash
Group Cross-Tab

Chart Object

+~$§ﬂ

Insert
Picture|| Map

d

. —

Insert Insert

Text |[Summary
Object

@_‘i The Experts Toolbar

Regord Sort|| Section ||OLAP Design
Expert Wizard |Format || Highlighting |
| =] A A | B =

Select || Formula
Expert [| Workshop

Template Insert
Expert ||Hyperlink
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1.4- The Design View: QE

The Design view of a report is the view in which you will spend the majority of y e as you
create your report. When you create a new report, it is displayed in Design view by default. can see the
“Design” tab in the upper left corner of the report design section. Once you have previ a report using
the “Print Preview” function, there will also be a “Preview” tab in that same area as can then click
the names of the two tabs to switch between the two views.

In Design view, you will not see the actual data as it will display in the re
fields and other data objects, and the various sections of the report into which
The default Design view is divided into five separate sections, which are
Design view. You will also see both a horizontal and vertical ruler surroupdli
well. The various sections are where you place your report’s data fields a

When you place a data field into a report section, its display is i
into which you placed the field. You will now examine the default sec
placed into those sections will display when you preview the repor

will instead see the
Il place these objects.
d at the left side of the
e report Design view, as

g,ways dictated by the section
of a report and how information

Section Name: Data Display Properties:

Report Header Fields of information and other report Q at are placed into this section will display only
once at the very beginning (top)gf 3 |® t. Common location for report titles.

Page Header Objects placed into this section&}nt at the top of each page of the report. This is a
common location to place t “dates, page numbering, and other common “header”
information in a report.

Group Header If you group informatio ig’ the same within a field (like all the same states listed in a
“State” data field), y enable a group header, where you could place information that
would repeat once %beginning of each set of unique values found within the grouped

field. !

Details In this section, g' place data fields and objects that you wish to have displayed once for each
record (row) pe underlying table or query. This is often where the bulk of the data in a
report appears.

Group Footer If y information that is the same within a field (like all the same states listed in a

data field), you can enable a group footer, where you could place information that

wou peat once at the bottom of each set of unique values found within the grouped field.

mmon location of subtotals and summary functions that you wish to perform over each
Qet of unique values found within the field by which you created the group.

Page Footer \ jects placed into this section will print at the bottom of each page of the report. This is a
common location to place report dates, page numbering, and other common “footer”
information in a report.

Report Fogte Data fields and objects placed into this section of the report will repeat once at the end of the

@ entire report. Commonly used for grand totals and other summary functions that are

performed over all of the values in the report.
©TeachUcomp, Inc. Introductory Crystal Reports 10
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1.4- The Design View- (cont'd.): Q

In Crystal Reports 2013, you can see a pane at the far right side of the application W called the
“Field Explorer.” In Crystal Reports you can view panes, called “explorers,” onscreen as you Créate reports.
These explorers allow you to view information in a collapsible and expandable outline t. You can click
the small “+” and “-” symbol next to the various items listed to expand and collaps ation. You can
toggle the display of the explorers on and off by clicking the “View” command in enu Bar and then
selecting the name of the explorer you wish to view from the drop-down menu t ears. The explorers
are listed in the third section from the top within the drop-down menu.

It is worth noting that the explorers and be moved by simply clicking
bars at the top of each explorer. They can be either “floating” over the desi
sides of the application window in the same way toolbars can. You can ¢ explorer window by clicking
the “X” button at the right end of the small title bar above each exploref,Yothcan then enable their display
again by selecting “View” from the Menu Bar, and then clicking the@. of the explorer that you wish to
view.

ragging on the small title
ea, or “embedded” at the

The Field Explorer is a frequently used tool in Crystal r% It lists the various types of fields that
you can insert into your report. The seven different types of fields a€: “Database Fields,” “Formula Fields,”

“Parameter Fields,” “Running Total Fields,” “Group Name s,” and “Special Fields.” You can use the
buttons in the small toolbar at the top of the explorer to perf different actions on the selected fields.

The Report Explorer represents the various rep tions in an outlined layout. You can click the
name of an object listed in the sections to select jt usi is explorer. You can also perform additional
actions on an object listed in this section by simply right-clicking the object you wish to manipulate and then
clicking the desired command to perform in th -up menu of choices that appears. Like the Field

Explorer, this explorer also has buttons availabl toolbar at the top of the explorer which you can click

Explorer. This allows report designers to rious kinds of report objects to the repository so they may
re-use them in future reports. You can ext and graphic objects, custom functions, and commands
(queries) to the repository. You cann formulas into the repository, however. Also note that there is a
toolbar at the top of this explorer th tains buttons that you can click to perform actions on the selected
objects. @I

You will also have accegs to the “Workbench” pane. This pane allows you to create projects, which
contain reports. This allow to easily add, remove, sort and organize reports into manageable
groupings of your own d% u can use the buttons in this pane to create new projects and add reports

to perform various actions.
If you have a connection to a Crx terprise server, you may make use of the Repository
on

to the projects that you cr .

o
&Q
>
.
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ACTIONS- N
THE CRYSTAL REPORTS ENVIRONMENT.\ *

USING THE MENU BAR: Q

1. Click the desired menu command to reveal a drop-down list of subcommands.
2. Click the desired subcommand to execute the selected function.

N QS/"
1.

Press and hold down the “Alt” key on your keyboard.

2. Press the key on your keyboard that corresponds to the underlined letter in %ired menu bar
command. 6

3. Release the “Alt” key on your keyboard.

4. Press the key on your keyboard that corresponds to the underlined le @i he subcommand that you
wish to execute.

TURNING TOOLBARS ON AND OFF: Qe

1. Select “View| Toolbars...” from the Menu Bar.

2. Inthe “Toolbars” dialog box, click a checkbox next to th@ of the toolbar that you wish to show or
hide. Placing a check in the box will display the selec bar and clearing the check from the box will
hide the selected toolbar. ¢ 6)

3. Click “OK” when you are finished.

OR @
1. Right-click any displayed toolbar. \Q
0 from the pop-up menu that appears.

2. Select the name of the toolbar to s@
USING TOOLBARS:

1. You can perform a function in a @ar by simply clicking the desired button in the appropriate toolbar.

2. If a button has a small downward-pointing arrow to its right, you can click the arrow to reveal button
settings from which you ct.

3. If you simply hold yo pointer over a button in a toolbar, its name will appear in a small, yellow
box called a “screen tip.

o
@Q
>
.
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ACTIONS- N
THE CRYSTAL REPORTS ENVIRONMENT.\ *

MOVING TOOLBARS: Q

1. When your toolbar is “embedded,” you will see a thin handle appear at its left end. You k and
drag the toolbar by this handle to move it. You can drag it by this handle to embed it in an e of the
four sides of the application window. Note that if you embed it at either the right or left sides of the
application window, the handle by which you move the toolbar will instead appeatat
toolbar versus the left side of the toolbar.

2. If you move an embedded toolbar from the sides of the application window a d1he release it over the
design area, it will then appear as a “floating” toolbar, which hovers over the Workspace area. When the
toolbar appears as a “floating” toolbar, it will display its name in its own titl @ at the top of the toolbar.
You can click and drag the floating toolbars to move them around usingsthg , blue title bars at the top
of the toolbar when it is displayed as a floating toolbar. You can eve nd drag them to the sides of
the application screen and then release them there to make them a “‘embedded” toolbars again.

3. Ifyou accidentally drag an embedded toolbar from a side of the appfigation window and make it a
floating toolbar, you can easily return it to the location from which yewmoved it by simply double-clicking
the thin, blue title bar of the toolbar when it appears as a floati @ olbar to embed it back into the side of
the application window from which you dragged it originally.

<

USING REPORT SECTIONS:
L 4
Report Header Fields of information and other r ects that are placed into this section will display only

once at the very beginning (toio port. Common location for report titles.
Il

Page Header Objects placed into this secti print at the top of each page of the report. This is a
common location to,plage ort dates, page numbering, and other common “header”
information in a report.

Group Header If you group informat at is the same within a field (like all the same states listed in a
“State” data fie@§u can enable a group header, where you could place information that
would repea@ the beginning of each set of unique values found within the grouped

field.

Details In this section, you place data fields and objects that you wish to have displayed once for each
recoE in the underlying table or query. This is often where the bulk of the data in a

rx pears.
Group Footer If you group information that is the same within a field (like all the same states listed in a
?late" data field), you can enable a group footer, where you could place information that
ould repeat once at the bottom of each set of unique values found within the grouped field.
ommon location of subtotals and summary functions that you wish to perform over each

\ set of unique values found within the field by which you created the group.
Page Footer Q

Objects placed into this section will print at the bottom of each page of the report. This is a
common location to place report dates, page numbering, and other common “footer”
information in a report.

entire report. Commonly used for grand totals and other summary functions that are

R rt er Data fields and objects placed into this section of the report will repeat once at the end of the
% performed over all of the values in the report.
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ACTIONS-

THE CRYSTAL REPORTS ENVIRONMENT N

SHOWING AND HIDING THE EXPLORERS: Q
1. To turn on an explorer, select “View” from the Menu Bar.

2. Select the name of the explorer to view from the explorers listed in the “View” command lis#

3. To close an explorer, click the small “X” button at the right end of the explorer’s title

MOVING THE EXPLORERS:

1.

2.

You can click and drag the explorer panes by their title bars to move them@%esired side of the
screen. You can also click and drag them over the design area to make th loating” panes.

If you double-click into the middle of the title bar in a floating explorer n@ it will embed itself to the
side of the application screen from which it was last moved.

N =

USING THE EXPLORERS:
. Click the small “+” sign next to an entry to expand that sec ior&e outline shown in the explorer pane.

of the outline shown in the explorer pane.
e desired button in the small toolbar at the
nction on the object selected within the pane.
pane to view a pop-up menu of various
selected object.

Click the small “-” sign next to an entry to collapse that
You can select an item in the explorer pane and then gli
top of the explorer pane to perform the selected butt
You can right-click an object selected within the
command functions that you can click to perfor %e

&
&
3

/

&
&

%‘b
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EXERCISES-

THE CRYSTAL REPORTS ENVIRONMENT N

1.

Purpose: Q

To become familiar with the basic objects in the Crystal Reports design environment

=

w

©ooNOoOA

Exercises: %

<

Open Crystal Reports.
If using Crystal Reports 2013, click the “Blank report” hyperlink in the @’age to create a new,

blank report.

Click the “Cancel” button in the “Database Expert” dialog box that a @so you can see the report
design view.

Locate the “Insert Toolbar.”

Locate the “Detail” section of the report design area. 0\

Locate the “Formatting Toolbar.”

Locate the “Standard Toolbar.”
Select “File| Close” from the Menu Bar.
Click the “No” button to not save the changes that yo ve e.

i
G
N
o
&
S

s\O

/

&
&

%‘b
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CHAPTER 2-

CREATING DATA CONNECTIONS N

2.1- CREATING A NEw BLANK REPORT O
2.2- THE DATABASE EXPERT %
2.3- Access/EXCcEL (DAD) Q)

2.4- <

2.6- JAVA B ONNECTIVITY &

2.7- JDBC (JNI) Q

2.8- 0DBC (RDO) Q

2.9- OLAP ..O

&,

2.10- OLE DB (AE
2.11- SALESFO
2.12- SAP B\
2.13- SAP INFO

CES
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CREATING DATA CONNECTIONS

2.1- Creating a New Blank Report: Q

To create a new blank report in Crystal Reports 2013, you can click the “Blank re yperlink in
the “Start Page” or select “File| New| Blank Report...” from the Menu Bar. This will creat new, blank
report and launch the “Database Expert” dialog box where you can select a report data e.

You could also click one of the other report choices within the side menu ears when you
select “File] New” from the Menu Bar or click one of the other report hyperlink e “Start Page.” In
addition to a blank report, you can also select either “Standard Report...,” “Cr Report...,” “Mailing

Label Report...,” or “OLAP Cube Report...” from the Menu Bar to create a repo;:; t type.

2.2- The Database Expert:

After you create a new report, you will see the “Database Exp &alo box. This dialog box allows
you to select the source of the data that will be used for the report%ane at the left side of the dialog
box lists the set of available types of data connections which you to connect to the desired data you
wish to use for the report. Click the small plus signs (+) next%ch folder to expand them and view
c

existing connections or launch a dialog box that will allow y%on ct to a data source of that type.

Name: Connection Type:

2

My Connections Clicking the small plus si Qo this folder displays a listing of the most recently
accessed data sources oUf machine for easy access to data sources which you
have recently used.

Create New Connection When you click t@ plus sign next to this folder, you will then see another list of
folders displaN ames of the various types of possible data connections that
you can use eport. Click the plus sign next to these folders to establish a new
data conne a data source of the selected type.

Next, you will need to input an itional information in any dialog boxes that appear to connect to
your desired type of database file. you have made this connection, you will see any tables, views,
stored procedures, or other data the selected data connection shown within the left pane of the

“Database Expert” dialog box. @nce again, these are shown in a collapsible and expandable sections within
your data connections. Whengexpanded, you can click the icons of the tables or other data you wish to add
to the report to select the@,a @; en click the “>” arrow to add the selected data to your report. The data will
then appear within the “Sélégted Tables:” pane at the right side of the “Database Expert” dialog box.

Once you have added the necessary data into the right panel for use within your report, you can
click the “OK” button 'tl(n the “Database Expert” dialog box to set the report’s data source. In the next few
lessons within t?'S\%r, you will review making connections to the most commonly used data sources.

K
%‘b
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CREATING DATA CONNECTIONS \

4

2.3- Access/Excel (DAQ):

If you click the small plus sign next to the “Access/Excel (DAO)” folder in th@eate New
Connection” section of the “Database Expert,” you will be presented with the “Access/Excel tBDAO)” dialog
box. You use this dialog box to create a data connection to a Microsoft Access file, a oft Excel file, or
one of many other file types using DAO (Data Access Objects) as the connection rsus an ODBC
(Open Database Connectivity) connection. DAO is an object that works with ft's Jet database
engine used in Microsoft Office. ODBC is simply a standard that allows any appli 0 communicate and
manipulate a variety of different database applications by using a standardi t of SQL (Structured
Query Language) statements. SQL is the language used by all relational da w@ se applications to extract
information from database tables.

Because you can use DAO with many types of database/spread bjects, you can also use this
connection type to create a connection that use DAO for data accessfwith"Access, dBase Ill — dBase 5,
Excel 3 — 8, an HTML import file, Lotus WK1, Lotus WK3 — 4, Parado — 5.x, or a simple text database
file.

To make a DAO connection, click the ellipsis mark butto @ e right end of the “Database Name:”
text box to launch the “Open” dialog box. In the “Open” dialog box}Wse the “Look in:” drop-down at the top
of the dialog box to navigate to the folder which contains atabase file (or spreadsheet file) that you
wish to use as the data source. Click the desired file in the N%vailable files, and then click “Open” to set
the selected file as the data source for the report.

Next, use the “Database Type:” drop-down t the file type of the selected data object. If you
need to create a secured connection to the data %eck the “Secure Logon:” checkbox, which then
enables the next four fields that you can use t r this information. Microsoft Access, in particular,
supports both file-level and user-level security it§ databases individually and in combination. If you are
trying to access a Microsoft Access datab e@as both types of security applied, then use the DAO (or
OLE DB) dialog box to set the data sourc& annot use the ODBC connection type as ODBC cannot
support multiple passwords.

If there is a database passwor d to the selected file, you can type the password into the
“‘Database Password:” text box. This wmbe the file-level security password. In the “Session UserID:” text
box, you can type the user name umr your user-level access to the database, if needed. In the “Session
Password:” text box you can enter t ssword for your user-level “Session UserlID:” security identification.
Click the ellipsis mark button atghe right end of the “System Database Path:” text box to launch the “Open”
dialog box that allows you to the Access security file (.mdw) associated with the current database, if
applicable. Once you arek ck the “Finish” button to set the data source.

o
&Q
>
.
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CREATING DATA CONNECTIONS \

2.4- ADO.NET (XML): Q

If you click the small plus sign next to the “ADO.NET (XML)” folder in the “Create onnection”
section of the “Database Expert,” you will be presented with the “ADO.NET (XML)” dialog box™*Fhis option is
used when you wish to push data to your report from an ADO.NET data set. This ien also supports
pulling data from a custom-developed DLL that can return an ADO.NET dataset, as

You can enter the full path to either the XML file, XML Schema File, or .N
the “File Path:” field in this dialog box. Next, if you wish to use classes from an

taset Provider into
.NET project’s data

set, then check the “Use Data Set from Class” checkbox. That will then allow yo elect the class whose
data you wish to use from the “Class Name:” drop-down. Also, after checking @ heckbox, you will see the
“Data Set Names:” drop-down appear. You can use this drop-down to selge data set within the project

file that contains the data that you wish to use as the basis for your repor,

2.5- Database Files:

If you click the small plus sign next to the “Database Fi%lder in the “Create New Connection”
section of the “Database Expert,” you will be presented with “Opeh” dialog box. You use this dialog box
to create a data connection to one of the many types of ava@atabases in Crystal Reports. Once again,
you can use the “Look in:” drop-down to select the folde which you wish to look for the database or
tables. You can also use the “Files of type:” drop-d @er for a particular type of data file. Select the
desired file from the list and then click “Open” to atwé create a data source connection. If you cannot

create a data connection using this “type,” try usin r (more specific) data connection type instead.
2.6- Java Beans Connectivity: \

If you click the small plus sign n he “Java Beans Connectivity” folder in the “Create New
Connection” section of the “Database& you will be presented with a dialog box that allows you to
specify your desired Java data source!

You use this connection typ eport off Java Beans that you or others in your organization have
designed specifically for this purpo ou can report off of any complied Java class that returns a public
method of “java.sql.ResuItSet.”&r

Note that for this featyre unction, however, you will need to first install either the “Java Runtime
Environment (JRE)” or t “evelopment Kit (JDK)” on your local machine. You must also create and
configure specific registr&s so that Crystal Reports will know where to find your Java data sources.

For complete information on the software installation, development of Java Beans, and configuration
of Java and Crys@%ports, read the “crxi_java_bean_connectivity.pdf” at the following hyperlink:

S\
00)
.
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CREATING DATA CONNECTIONS

2.7- JDBC (JNDI): Q

You can click the small plus sign next to the “JDBC (JNDI)” folder to make a data ection to a
Java Database Connectivity (JDBC) data source or to a data source that has already been identified using
the Java Naming and Directory Interface (JNDI). To start, click the small plus sign next% “JDBC (JNDIY”
folder in the “Create New Connection” section of the “Database Expert” dialog box.

In the “JDBC (JNDI)” dialog box, select the type of connection to establis electing either the
“JDBC Connection” or “JNDI Connection” option button. If you select “JDBC C on,” type the JDBC
connection URL into the “Connection URL:” text box. Next, you must specify the of the class that you

want to use as the driver for this connection by typing it into the “Database H@ ame:” text box. You can
also optionally specify a JNDI connection name for the connection by typi to the “JNDI Connection
Name (Optional):” text box. If you select the “JNDI Connection” option, € %; e “JNDI connection URL” for
the database driver specified by the driver's vendor into the field of th&same,name. Then type your JNDI
username and password into the “JNDI Username:” and “JNDlﬁord:" text boxes. In the “Initial
Context:” text box, enter the folder pathway where the JNDI servic look for data sources.

Once you specify the connection settings and click the “ ” button, all available data sources in
the specified location will be listed. Select the desired data sourc&rom the “Data Source Name” list and
then click the “Next >” button again to move to the “Con jion Information” screen. In the “Database
Connection” screen, you can enter the database name andsadditional logon information required for your

connection. When you are done, just click the “Finish”’b @ 0 create the database connection.

2.8- ODBC (RDO): \

When you click the small plus sign n (Dthe “‘ODBC (RDO)” folder under the “Make New
Connection” folder in the “Database Expert oX, you will see the “ODBC (RDO)” dialog box appear.
You use this dialog box to make an ODBC ction to a data source.

Open Database Connectivity (ODE%& standard used to connect to multiple types of data through
a single application. When creating a diregt nection to a specific type of data, you need a communication
standard to access and use the dat y type of data source has a different method of direct access
used to view its data. However, if t%a source can also use ODBC as another communication standard,
then any program that uses ODBC c ccess its data, as well.

Many vendors who crgate database management systems and other types of data-driven

applications, such as spre s, will provide ODBC drivers that allow other applications that can
communicate using ODBE,t ess their data. This allows Crystal Reports to access almost any type of
data that provides ODB nectivity. This allows you to make ODBC connections to Access, Excel,

Informix, Visual FoxPro,éotus Domino, Oracle, Sybase, SQL Server, and DB2 data sources.

To set an OD, ata source connection, use the “ODBC (RDO)” dialog box. If you select the default
“Select Data S rc@tion button, then you must select the desired types of data source to which you
wish to make a& ion from the list displayed below. You can also select the “Find File DSN:” option
button, and th k'the ellipsis mark button at the right end of the “File DSN:” text box to launch a dialog
box that will u to select the correct file DSN which you wish to use for the data connection. You can
teér Connection String:” option button, and then type your own connection string to use for
the ODB®, cohnection into the “Connection String:” text box. Once you have selected the desired
e, click the “Next >” button to continue.

e next screen, you will see the selected data source displayed. Below that, enter both the “User
IR “Password:” needed to make a connection to the data source that you will select, if needed. This
scr hanges depending on the data source selected, so fill-in any additional information, as required.
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CREATING DATA CONNECTIONS

2.8- ODBC (RDO)- (cont’d.): Q

Click “Finish” when you are done. Depending on the type of data source selected, ay have to
then choose the file to use for the data source in another dialog box. If necessary, make your*selection and
then click “OK” to set the data connection.

2.9- OLAP:

When you click the small plus sign next to the “OLAP” folder unde %ake New Connection”
folder in the “Database Expert” dialog box, you will see the “OLAP Connectio wser” dialog box appear.
You can use this dialog box to select an OLAP data source for your re nline Analytical Processing

(OLAP) is a popular data storage format for multi-dimensional analysis K nal data.

In the “OLAP Connection Browser” dialog box you can brow: theé desired OLAP data source
that you want to use with Crystal Reports. If the OLAP server to whi@@wish to make the connection isn’t
displayed in this list, you can click the “Add...” button to establis ection to the desired OLAP server.
In the dialog box, you can specify the type of OLAP server and Qditional log on information that would
be needed to make a connection. You can create the connection anththen return to the “OLAP Connection
Browser” when finished. Here you can then select the OLérver connection that you have set in this

dialog box, and click “Open” to open the selected OLiP@ database, or cube.

2.10- OLE DB (ADO): \

@ “‘OLE DB (ADOQO)” folder under the “Create New
dialogbox to create a data connection to an OLE data source.
OLE is a connectivity methodology created rosoft that allows the exchange of data and information
between applications. In the “OLE DB (A% log box you can select the “Provider:” from the list of OLE
connection types listed, if desired. You § o check the “Use Data Link File:” and then click the ellipsis

You can click the small plus sign nex
Connection” folder in the “Database Expert:

mark button at the right end of the “Mi t Data Link File:” text box to browse for an unlisted data link file
on your machine. When you have @e link file, click “Next >” to continue to the “Connection Information
Screen.” In this screen, which varie ed on the data link file you selected in the previous screen, you will
typically have to specify congon information. Then click “Next >” to continue to the “Advanced
Information Screen.” In this sefg you may edit the connection information provided by the provider that
you selected in the initial f this dialog box. To do so, if needed, select the property that you wish to
change in the list shown en click the “Edit Value” button to set the new property value. When you are
done in this screen, click “Finish” to set the OLE DB data connection. Note that this connection type is often
used to access data fronfthe newer Microsoft Office 2013-2007 data file formats.

2.11- Salesfor

You ick the small plus sign next to the “Salesforce.com” folder under the “Create New
Connecti er in the “Database Expert” dialog box to create a data connection to Salesforce.com. You
can th ss information stored on that server. In the “Salesforce.com” dialog box, enter your user ID
into_th sForce userlD:” text box and enter your password into the “SalesForce password:” box. Then
simp the “Finish” button to create the data connection.
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2.12- SAP BW MDX Query: Q

You can click the small plus sign next to the “SAP BW MDX Query” folder under treate New
Connection” folder in the “Database Expert’ dialog box to create a data connection to inforfffation that is
stored in an SAP NetWeaver Business Warehouse (BW). You can connect to either g that have been
created with SAP Business Explorer (BEx) Query Designer, or you may connect dir, the data cubes
in BW itself.

In the “SAP System Logon” dialog box, you simply select the desired SA
to connect and then click the “Next >” button to continue. You then enter t
“Password” values in to the fields provided, and then click “Next >” to continu
both of the two checkboxes shown: “Generate RFC trace files” and “Sh
you generate RFC trace files, you can track which remote calls are
execution of a report. Displaying empty data simply shows blank rows
the data. Then simply click the “Finish” button to complete the connecti

to which you wish
nt,” “Username,” and
can then select either or
y data,” if desired. When
the SAP system during the
report if they appear within

2.13- SAP Info Sets:

You can click the small plus sign next to the “SAP“nfo Sets” folder under the “Create New
Connection” folder in the “Database Expert” dialog box te a data connection to SAP R/3 InfoSets
(previously known as “Functional Areas”) and ABAP @

In the “SAP System Logon” dialog box, you Si elect the desired SAP system to which you wish
to connect and then click the “Next >” button to e. You then enter the “Client,” “Username,” and
“Password” values in to the fields provided, and lick “Next >” to continue. You can then check the

“Generate RFC trace files” checkbox, if desired. n you generate RFC trace files, you can track which
remote calls are made to the SAP systemx e execution of a report. Then simply click the “Finish”
button to complete the connection.

2.14- SAP Operational Data Store:

You can click the small plus@next to the “SAP Operational Data Store” folder under the “Create
New Connection” folder in the jDatabase Expert” dialog box to create a data connection to existing ODS
information that is stored in g &D NetWeaver Business Warehouse (BW). You can connect to existing
ODS objects using thi donnection, and because this information is not multidimensional or
parameterized, it can b ed on quickly. This connection type also pushes record selection to the
server, often increasing report‘processing performance.

In the “SAP S stln Logon” dialog box, you simply select the desired SAP system to which you wish
to connect and the@k the “Next >” button to continue. You then enter the “Client,” “Username,” and
“Password” valu the fields provided, and then click “Next >” to continue. You can then check the
“Generate RFQ iles” checkbox, if desired. When you generate RFC trace files, you can track which

remote calls de to the SAP system during the execution of a report. Then simply click the “Finish”
button to S&e

e connection.
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2.15- SAP Table, Cluster, or Function: Q

You can click the small plus sign next to the “SAP Table, Cluster, or Function” under the
“Create New Connection” folder in the “Database Expert” dialog box to create a data conneCHon that uses
the Open SQL driver to access SAP’s transparent tables, pool tables, cluster tables, vi%and ABAP data
clusters and functions.

In the “SAP System Logon” dialog box, you simply select the desired SAP s to which you wish
to connect and then click the “Next >” button to continue. You then enter th ;” “Username,” and
“Password” values in to the fields provided, and then click “Next >”" to conti u can then check the
“Generate RFC trace files” checkbox, if desired. When you generate RFC ti@ iles, you can track which
remote calls are made to the SAP system during the execution of a repg simply click the “Finish”
button to complete the connection.

Once the connection has been made, you can right-click the ¢ ign that you created and then
select the “Options...” command from the pop-up menu that appears en the “Options” dialog box and
display the “Database” tab. In the “Data Explorer” section, you c check the checkboxes to display
only the types of data you want to use in the report.

You can also use the “Table name LIKE” field to filter for tables by name. Note that you can type
partial table names and/or use wild card characters to filter names. You can use the percent sign (%)
to denote multiple, unknown characters and the under e symbol () to denote a single unknown
character.

, . 4 - .
In the “Tables and Fields” section, you can gel “Show description” option button to show the
description of tables versus their actual, more techni es.
When you have finished filtering your data ction, click the “OK” button to close the dialog box.

2.16- Universes: \

You can click the small plus sig @ the “Universes” folder under the “Create New Connection”
folder in the “Database Expert’ dial%x to create a data connection to a selected universe on a
BusinessObjects Enterprise server. f u must select the name of your system from the “System:” drop-
down and then enter your “User namg”” and “Password:” into the text boxes that are available. You can then
select the desired type of authentication from the “Authentication:” drop-down. When you are ready, click
the “OK” button to continue. You will then see a listing of the available universes from which you can

choose. You can then selec @ iverse and click the “Open” button. You can then design a query on the
data within the Business QBjetis

Query Panel that appears.

2.17- XML and Wet@ ices:

You can\ e small plus sign next to the “XML and Web Services” folder under the “Create New
Connection” fold the “Database Expert” dialog box to create a connection to XML content.
and Web Services” dialog box which appears, you can specify to either use a local data
(S) data source, or a Web Service Data Source by selecting the desired option and then
entering_the,desired URL or browsing for the desired XML file. Depending on your selections made here,
when &blck the “Next >” button you can continue entering any additional authentication information

n@ specify an XML schema to use.
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2.18- Repository:

\’

You can click the small plus sign next to the “Repository” folder in the “Database E dialog box

to create a connection to the BusinessObjects Enterprise Repository for your report. In the“Log On to
BusinessObjects Enterprise” dialog box you must select the name of your system fro “System:” drop-
down and then enter your “User name:” and “Password:” into the text boxes that are e. You can then

select the desired type of authentication from the “Authentication:” drop-down. W u are ready, click
the “OK” button to continue. You can then use a stored business view or@ ommand within the

repository as a data source. :

2.19- More Data Sources: Q

In addition to the primary data sources displayed within the “ as&Expert” dialog box, you also
have an array of secondary data sources that are available for use , but not all, of these connection
types are included for backwards-compatibility with older inform ems or software. You can click the

small plus sign next to the “More Data Sources” folder within th @ abase Expert” to view the secondary
data sources displayed in a list. As with your primary data sources, ¥Qu simply click the small plus sign next
to the name of the secondary data source that you wish to to make a connection of that type as your
report’s data source.

If you click the small plus sign next to the “AC;I'!"r you will be presented with the “Open” dialog
box. You use this dialog box to create a data co or’to an ACT! database file. If you are trying to
connect to an ACT! database that is at version %wer, you must select an additional file named
“Crw.act” during the connection process. This is n(bessary for later versions of ACT!. So if accessing an
ACT! database that is 2.x or lower use the “Opgn@@ialog box to navigate to the folder that contains the
“Crw.act” file (usually placed in the “Wind @Winnt System 32" folder), select it, and then click the
“Open” button when finished. The “Choose fli ACT” dialog box will then appear. Use this dialog box to
navigate to the folder that contains the AGIT! base file you wish to access, select it, and then click “OK.”
Alternately, if you are trying to connect t T! database that is at least version 3.x or higher, you simply
skip the intermediate step of selectin ‘Crw.act” file. Instead, use the “Open” dialog box to navigate to
your ACT! database file, select it, a n click “Open” to set it as the data source.

If you click the small plus s ext to the “Btrieve” folder, you will be presented with the “Open”
dialog box. You use this dialc&t;ox to create a data connection to a Btrieve (now called “Pervasive”)
database engine. The Perv gine is a complex system of DLL and EXE files that are also specific to

the version of the Perv @, software you are using. It is important to note that the Pervasive database
engine must be correctl gured. You will need to refer to your Btrieve/Pervasive database engine
documentation to ensure that'it has been correctly configured before attempting to access the data using
Crystal Reports.

In the “O er@og box, you use the “Look in:” drop-down to navigate to the folder that contains the
Pervasive DDF R e Pervasive DDF files contain all of the necessary file, field and index information
about the table database. The following three DDF files are required and must all reside in the same
directory (fol ile.ddf,” “Field.ddf,” and “Index.ddf.” One set of DDF files normally contains multiple
Pervasive efinitions. Once you select one of the DDF files, Crystal Reports will then add all of the
data files d in the selected DDF to the report. Crystal also takes the default location of the DDF files
as the path of the data files. The DDF files and the data files can reside in different folders, however.
If eachtree Complete Accounting, you'll find that this is the type of database connection to use for
C 0 the tables in your Peachtree company file. You can navigate to the desired company folder and
fin hree DDF files needed to load your Peachtree company data tables.

©TeachUcomp, Inc. Introductory Crystal Reports 24



CREATING DATA CONNECTIONS

2.19- More Data Sources- (cont’d.): Q

If you click the small plus sign next to the “COM Connectivity” folder, you will be prd with the
“COM Connectivity” dialog box. You can use this dialog box to create a data connection™fo any COM
(Component Object Model) object, registered on your local machine, that can return a (ActiveX Data
Objects) record set. To set the COM object as a data source, type the object’s “Pr o the “Program
ID:” field, and then click the “Finish” button.

You can use Crystal Reports to make a connection to message tracki In older versions of
Microsoft Exchange Server. In Crystal Reports 2013, click the small plus sign_n either the “Exchange
5.5 Message Tracking Log” folder or the “Exchange Message Tracking Log” r, depending on whether
or not you are accessing the message log from an Exchange Server 5.5 ora=l®r€ recent version.

ed elick “OK.” That will then return you to
the “MS Exchange Message Tracking Log” dialog box, where ya @ click “OK” once again to launch the
“Enter Message Tracking Log Dates” dialog box. Here you input th€ date range of tracking data to pull by
entering in the date information into the “From” and “To” secti When you are ready, click “OK” to finish.

If you click the small plus sign next to the “Field Definigions Only” folder, you will launch a dialog box
that asks you to provide a data schema (layout) that § u @ D create the report. A data schema is simply a
definition of what fields should appear within a table,a vhett properties should be assigned to those fields.
However, there is no actual data within the fields. | se this option, you must select or create a data
schema and place the fields from the schema ir% report. Then you must pass the report a dataset
(recordset) at the time when the report is actually, vigwed using a Crystal Data Object. This driver is mainly
used for backward compatibility with older v; r@f Crystal Reports.

In the “Field Definitions Only” dialo , €lick the ellipsis mark button at the right end of the “Field
Definition File:” text box to launch the “Op@ og box. Use the “Open” dialog box to navigate to the folder
where you have saved your field definitiop file/(.ttx). You can then select it and use the saved field definition
for the current report. A

If you don’'t have a saved %definition, you can click the “Create File...” button in the “Field
Definitions Only” dialog box to ope “‘Database Definition Tool” dialog box where you can create and
save a .ttx file to use. In this diglog box, you define the data fields that will be used by the report. Start by
typing the name of the first field Wto the “Field Name:” text box. Then use the “Field Type:” drop-down to
select the type of data th m displayed in the field. If you select the “String” type (text), then input the
length of the field (in charaeters) into the “Length:” text box that appears. When you are ready to add the
field to the definition, click “Add” to add it to the list of fields below. You can also click any field listed at the
bottom of this dialog bo/and make editing changes to the information shown above. Click “Update” when

you are finished m our changes to save them. You can also click “Delete” to delete a selected field in
the “Database Defi ool” dialog box.

When y created the fields for the data schema, select “File| Save As” from the small Menu
Bar in this di X. Then use the “Save File As :” dialog box to select the location to which you wish to

e the name for the file into the “File name:” text box, and click “Save” to save the data
n then close the “Database Definition Tool” dialog box. In the “Field Definitions Only” dialog
Id see the file you just created listed as the file reference in the “Field Definition File:” text box.
" in this dialog box to finish setting the newly created schema as the data source.

en you click the small plus sign next to the “File System Data” folder, you will see the “File
ata” dialog box appear. You can use this dialog box to create a report on the attributes of the files

schema.
box, y
Click “Fi
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2.19- More Data Sources- (cont’d.): Q

and folders in your computer’s filing (folder directory) system. You click the ellipsis mark bt the right
end of the “Starting Directory:” text box to launch a “Browse For Folder” dialog box. Click the pis signs next
to the drives and folders until you find the parent folder of the files and folders upon WI‘%OU wish to base
the report. Click the desired folder to select it, and then click “OK.”

In the “File System Data” dialog box, you can check the “Include All Fil
every type of file within the selected directory. If you wish to filter the files incl
way, uncheck this checkbox. You will then see the “File Mask:” text box appear, W
by which to filter for the selected type of files. In the mask, an asterisk 1@
characters. You can check the “Include All Subdirectories:” checkbox to ipeludeall of the subfolders within
the selected folder within which to search for files and attributes. If you @ k this checkbox, you will see
the “Max Number of Subdirectory Levels:” text box appear where you‘@an 1y
subfolders within which to search for file data. You can also check t?@de Empty Directories” checkbox

’ checkbox to include

to include empty folders in the data, as well, if desired. When you inished, click the “Finish” button.
When you click the small plus sign next to the “JD Edw. nterpriseOne” folder, you will see the
“JD Edwards EnterpriseOne” dialog box appear. You can use this 0g box to establish a data connection
to a JD Edwards EnterpriseOne server. Here you en e “Host,” “Port,” “Environment,” “User,”
“Password,” and “Role” information. When you are done, cli he “Finish” button to set the connection.
If you want to make a connection to an older oft Exchange Server, then use the “Legacy

Reports 2013, you will launch Microsoft Outlook. On have selected an Outlook profile to use, you will

then see the “Select a folder/address book” dialo this list you will see the various address books,

archive folders, mailbox folders, and public fololﬁ‘d are accessible through the current profile. Click the
b

small plus sign next to any folder to show is ers. You can then click the Outlook folder or address
book you wish to use as the data source for t ort.

When you click the plus sign next ailbox Admin” folder, you will see the “Logon to Exchange
Servers” dialog box appear. Click the “Sie rofiles...” button in the lower right corner of this dialog box to

Exchange” connection type. If you click the plus % to the “Legacy Exchange” folder in Crystal
n

launch the “Select Profiles” dialog box: you can highlight the name of the profile to use, and click “OK.”
Then click “OK” in the “Logon to E@uge Servers” dialog box to finish. You use this data connection to
display data about all of the mailbox ted in an Exchange Server’s Private Information Store.

When you click the sm lus sign next to the “MS 11S/Proxy Log Files,” you will see the “Select Log
Files and Dates” dialog box . Here you can select the type of log files that you wish to access by
making a selection fro Q- ion buttons provided. Then click the “Browse...” button to launch the
“Choose MS IS log File ory” dialog box. Use this dialog box to select the folder where the directory
logs are stored. Select the desired log file from the list at the right side of this dialog box, and then click
“OK.” In the “Choose_Peffod Used When Logging” section of the dialog box, select the type of filter for the
date range to use cting the desired option button and then fill-in the values to use in the text boxes
below. Then C"Cm hen you are finished to set the data source connection.

When the small plus sign next to the “NT Archived Event Log” folder, you will see the
“Select an Ar @Event Log File” dialog box appear. Use this dialog box to select an archived event log
as the data,So r your report. You must be using Windows NT 3.51 or later to access the data in the
log files using%his connection type. Use the “Look in:” drop-down to select the folder in which you have the
t log, and then select the desired file from the list of files and folders shown. Click “Open” to

archiv
fini g the data connection.
you click the small plus sign next to the “NT Current Event Log” folder, you will see the “Select

Curr, vent Log File” dialog box appear. You use this dialog box to select an event log as the data source
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2.19- More Data Sources- (cont’d.): Q

for your report. You must be using Windows NT 3.51 or later to access the data in the log using this
connection. Use the “Select one or more Computers:” box to select the computer that has th&*og files that
you wish to access for this connection. Each computer that you select is then added 6 the “Computer(s).”
@sired computers

selected, click “OK.” The current log files will then be set as the data connection.

You can click the small plus sign next to the “Oracle EBS” folder to ¢ €5
Oracle EBS data. In the “Oracle EBS” dialog box that opens, you will need to ente
User,” “Database Password,” “Application Short Name,” “Responsibility Ke % d
You can then click the “OK” button to create the data connection.

You can click the small plus sign next to the “Outlook” folder to cxé @ data connection to Outlook.
This will then launch Outlook and prompt you to select a profile, if necés :
be presented with the “Choose Folder” dialog box, which shows ar@ dable/collapsible navigation tree
view of the folders within your selected Outlook profile. Choose er to which you wish to make the
data connection from the list shown, and then click the “OK” butt

You can click the small plus sign next to the “Outlook/Exc e’ folder to create a data connection

a data connection to
“Service,” “Database
“Security Group Key.”

to Outlook on an Exchange Server. This will then launch ook and prompt you to select a profile, if
necessary. Once launched, you will then be presented with “Choose Folder” dialog box, which shows an
expandable/collapsible navigation tree view of the folde In your selected Outlook profile. Choose the

list shown, and then click the “OK” button.
eopleSoft Enterprise” folder to create a data
eopleSoft Enterprise” dialog box, you will need to
e “Finish” button to create the data connection.

You can click the small plus sign next “Public Folder ACL” folder to create a data connection
to an Exchange Server that contains public& hose access and control list information you wish to
view. In the “Logon to Exchange Server g box, click the “Select Profiles...” button. In the “Select
Profiles” dialog box, select the profile (§er to which you wish to make the connection. Click “OK” to
return to the “Logon to Exchange Servess_dialog box. Click “OK” to create the data source connection.

You can click the small plus mext to the “Public Folder Admin” folder to create a data connection
to an Exchange Server that contain lic folders whose configuration and usage data you wish to set
as the report data. In the “Logonfto Exchange Servers” dialog box, click the “Select Profiles...” button. In the
“Select Profiles” dialog box, sg e profile (server) to which you wish to make the connection. Click “OK”
to return to the “Logon to Exa @ e Servers” dialog box. Click “OK” to create the data source connection.

You can click the all plus sign next to the “Public Folder Replica” folder to create a data
connection to an Exchange Seérver that contains public folders which are replicated across other Exchange
Servers. You can thengccess information about the folders and server on which the replicated public
folders exist. In the@on to Exchange Servers” dialog box, click the “Select Profiles...” button. In the
“Select Profiles”N 0X, select the profile (server) to which you wish to make the connection. Click “OK”
to return to the % to Exchange Servers” dialog box. Click “OK” to create the data source connection.

folder to which you wish to make the data connectio
You can click the small plus sign next to
connection to a PeopleSoft Enterprise server. In
enter the “Server,” “User” and “Password.” Thenli
t

the small plus sign next to the “Siebel eBusiness Applications” folder to create a data
. In the “Connection Information” dialog box that appears, select the connection type
shown. You can then enter a unique name for this connection to ensure data integrity into
ion Name” field. Then click the “Next >" button to continue. You then enter the “User,”

the “Cofing

“P Connection String,” and “Repository” information. If needed, you can then check the “Apply
% uery” checkbox to display the “Restrict to Current Selection” option, which you can also check if
ne

* When you are done, click the “Finish” button to complete the connection.
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\’
2.19- More Data Sources- (cont’d.): QE

You can click the small plus sign next to the “Universal Web Service Connector ( )" folder to
create a data connection to a web server. In the dialog box that appears, enter the “Server, sername,”
and “Password.” Click “Finish” here to connect to the specified server for the new data e connection.

You can click the small plus sign next to the “Web/IIS Log Files” folder to cre a connection to

a web log file. In the “Select Log File Location” dialog box, click the “Browse...” buttop’td select the web log
file which you wish to use as the basis of the data connection using the “Chqg6 rectory” dialog box.
Once you have selected the web log file that you wish to use, click “OK” in the Chioose Directory” dialog
box to return to the “Select Log File Location” dialog box. Click “OK” here to @ e selected log file as the

database file. You can use this type of data connection to access d ly from dBase files, FoxPro

new data source connection.
You can click the small plus sign next to the “xBase” folder a connection to an xBase
dire
tables, and Clipper data files. In the “Open” dialog box, use the “Look in¥.dfop-down to select the folder that

“Open” button to set the selected data file as the connection’s da

contains the data files you wish to set as the data source. Select th ired xBase file and then click the
Q rce

2.20- Selecting Report Data and Tables: Q

Once you have made a connection to a datas @f a specific type within the “Database Expert’
dialog box, you will see the new connection that yo% made appear. You can click the small plus sign
next to the listed data source connection to view ious types of objects within the connection. Note
that with some types of connections some of the may not be accessible based on your User ID and
data access privileges. Otherwise, you will see bles, commands, views, and stored procedures that
are available for the type of data source to Wi have made a connection.

Note that if you wish to add a wxconnection of the same type within the “Create New
Connection” folder, you can double-clic “‘Make New Connection” command above the currently
established data connections displayed i\, that folder. That will then launch another connection dialog box,
where you can create another conne the same type.

When you are viewing a d urce connection, you may see “Commands,” which allow you to
create custom SQL (Structured Query®™fanguage) statements drawn from the data, which can then be used
as the data source for a report.% should also see any available tables from the data source listed. These
are the “base tables” in th il&which contain all of the database information in their rows and columns.
These are often referred @ “physical tables” in a relational database.

In addition to the baSe, tables that you can access for your reports, you may also see “Views” that
are available for use. Views are a construct of the relational model of data storage, and act in many ways
like the base tables 2;,owever, views do not actually store any data. These are simply preset queries
which always p t@ne data from the underlying base tables and display it in the same way. These are
often referred tg_as,logical tables” in a relational database and are typically created by the database
administrator t@ @ itate report generation. Views will typically show information from related base tables in
a single loc , Jaking it easier to show data from multiple tables.

“S rocedures” are similar to views in that they display data, but do not contain data
themselg The main difference between views and stored procedures is in the complexity of the SQL

code generate the displayed data. Also, you may have different programming languages other than
a stored procedure. However, they will always display some sort of result set (data) in the end,

S
n%e the base tables or views, and thus are also often used for reporting purposes.
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2.20- Selecting Report Data and Tables- (cont’d.): Q

In order to add a table to a report, expand the tables in the data connection so tha@ can select
the name of the table which you want to add to your report. Then click the single right-pointifg”arrow (>) in
the middle of the “Database Expert” dialog box to move the table into the “Selected T " list at the right
side of the dialog box. You can add multiple tables, if necessary for the report. No
than one table, the “Links” tab appears at the top of the “Database Expert” dialog
set the connections and relationships between data in the selected tables. Y

tables in a report in a later section. For now, just note that once you have seleff

ou use this tab to
xamine linking the
necessary tables for

the report, you can click “OK” to set the selected table or tables as the source ta for your report.

2.21- The Data Explorer: &

After you have created a new data connection for a rep@gt, the connection will always be re-
established when you open the report (after saving it) in the fut ever, if you wish to delete a data
connection that you no longer use, you will need to do that throu “Data Explorer” dialog box. You can

also use this dialog box to log on and off of specified serve
used by Crystal Reports on your computer.
If you have no report open, then you can access the¥Data Explorer” by selecting “File| Log On or Off
Server...” from the Menu Bar. If you have a report dpened jthen instead select “Database| Log On or Off
Server...” from the Menu Bar. x
In the “Data Explorer” dialog box, you can% data connection listed and use the “Log On” and

and“generally mange the data connection

“Log Off” buttons to log on and off of the sever as d with that connection. You can also right-click any
connection listed here and then select the © onnection” command to permanently delete a data
connection shown. When you are finished uSi i8 dialog box, click the “Close” button.

You can also use the Data Explor need to connect to an SAP server to access your data.
You use the folders within the “Data Expf st as you would within the “Database Expert” to select your

SAP server. You can then click the “L n” button and provide your user credentials to access the

selected server. @

o
&Q
>
.
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ACTIONS-

CREATING A NEW BLANK REPORT IN CRYSTAL REPORTS 2013: Q

1. Click the “Blank Report” hyperlink in the “Start Page,” or select “File| New| Blank Report.@m the

Menu Bar.

2. This will launch the “Database Expert” dialog box, which you use to select the data %e for your

report.

3. Inthe “Database Expert” dialog box which appears, expand the desired folder to@create the
necessary data connection to use for the report.

4. After creating the data connection, select the desired table(s) to add to the r

shown in the “Available Data Sources:” list.

“Selected Tables:” list.

5. Click the right-pointing arrow in the middle of the dialog box to move thq ed table(s) to the
C

“‘OK.”

6. When you are finished adding the table or tables needed for the res&

om the connections

NAVIGATING THE DATABASE EXPERT: Qb
1. If necessary, you can invoke the “Database Expert” by cligking the®utton of the same name in the

Experts toolbar.

2. You can click the small plus sign (+) next to a folder t@; d its contents. You can click the small
nt

minus sign (-) next to a folder to collapse and hide?i
3. The “My Connections” folder displays a listing of

computer.

4. The “Create New Connection” folder displays
types. You can click the folder of the type of c
connection or access a connection thatx

S.

g of the various types of data source connection
ction that you want to create/use to make a
created.

5. The “Repository” displays a listing of d% rce connections that have been stored to a Crystal

st recently accessed data connections on your

Enterprise server, if you have one. :

USING THE DATABASE EXPERT:@

1. You can open the “Databas%ert” by clicking the button of the same name in the Experts toolbar.

2. Select the data connecti

Sources:” list at the |

3. Highlight the first table

ill serve as the source of the current report from the “Available Data
this dialog box.

Tables:” list at the right. Repeat as needed until all of the tables needed for the report are added.
le from the “Selected Tables:” list by highlighting it and then clicking the single left-

4. You can remove
pointing arrow b
5. When you are

%‘b

to return it to the list at the right side of the dialog box.
adding tables to the report, click the “OK” button.

dd to the report from the list, and click the “>” button to add it to the “Selected
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ACTIONS-
CREATING DATA CONNECTIONS .

CREATING AN ACCESS/EXCEL (DAO) CONNECTION: Q

1. Click the small plus sign next to the “Access/Excel (DAO)” folder to create the initial con n, or
double-click the “Make New Connection” icon under that folder to create a new connectio here are
already pre-existing connections of that type established.

2. Click the ellipsis (...) button at the right end of the “Database Name:” box to open

3. Inthe “Open” dialog box, use the “Look in:” drop-down at the top of the dialog b
folder which contains the file you wish to use as the data source. Click the de
available files, and then click “Open” to set the selected file as the data sou

e name in the list of
he report.

4. Use the “Database Type:” drop-down to select what type of data object the % hat you just selected is.

5. If you need to create a secured connection to the data file, then check ure Logon:” checkbox,
which then enables the next four fields, which you can use to set the access information.

6. If there is a database password applied, type the password into the tabase Password:” text box.

7. Inthe “Session UserID:” text box, type the user name for user-leve ss to the database, if needed.

8. Inthe “Session Password:” text box, enter the password for yo level “Session UserID:” security
identification.

9. Click the ellipsis mark button at the right end of the “System Database Path:” text box to launch the
“Open” dialog box that allows you to select the Access s ity file (.mdw) associated with the current

database, if applicable.
10. Once you have set any necessary options in this gial @ , click “Finish.”

CREATING AN ADO.NET (XML) CONNECTION: b
1. If you click the small plus sign next to the “&(XML)” folder in the “Create New Connection”
S

section of the “Database Expert,” you w% ented with the “ADO.NET (XML)” dialog box.

2. You can enter the full path to either the ile, XML Schema File, or .NET Dataset Provider into the
“File Path:” field in this dialog box.

3. Next, if you wish to use classes froﬁ isting .NET project’s data set, then check the “Use Classes

from Project” checkbox.

4. Checking that checkbox will the@w you to select the class whose data you wish to use from the
“Classes:” drop-down.

5. Also, after checking the che%x, you will see the “Data Set Names:” drop-down appear. You can use

this drop-down to select @-. set within the project file that contains the data that you wish to use as
the basis for your rep

CREATING A DAT FILES CONNECTION:

1. Click the smal sign next to the “Database Files” folder to create the initial connection, or double-
click the “Ma ew Connection” icon under that folder to create a new connection if there are already
pre-existi ections of that type established.

en®dialog box, use the “Look in:” drop-down to select the folder within which you wish to look
ase or tables.

3. Yo Iso use the “Files of type:” drop-down to filter for a particular type of data file.

4@ ain, select the desired file from the list and click “Open” to create a data source connection.
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CREATING DATA CONNECTIONS .

CREATING A JAVA BEANS CONNECTION: Q

1. Click the small plus sign next to the “Java Beans Connectivity” folder in the “Create New@ection”
section of the “Database Expert,” to be presented with a dialog box that allows you to speCify your
desired Java data source.

2. You use this connection type to report off Java Beans that you or others in your o ion have
designed specifically for this purpose. You can report off of any complied Java ¢ atreturns a
public method of “java.sgl.ResultSet.”

3. Note that for this feature to function, however, you will need to first install ei
Environment (JRE)” or the “Java Development Kit (JDK)” on your local m
and configure specific registry entries so that Crystal Reports will know
sources.

4. For complete information on the software installation, development O%
Java and Crystal Reports, read the “crxi_java_bean_connectivity.pdf&

“Java Runtime
. You must also create
o find your Java data

eans, and configuration of
the following hyperlink:

CREATING A JDBC (JNDI) CONNECTION: !
~

eate the initial connection, or double-click

1. Click the small plus sign next to the “JDBC (JNDI)” fo
a new connection if there are already pre-

the “Make New Connection” icon under that folde
existing connections of that type established. N

2. First you must select the type of connection th ish to establish by selecting either the option
button for either “JDBC Connection” or “JNDI (%ction.”

3. Ifyou select “JDBC Connection,” then you mu pe the JDBC connection URL into the “Connection
URL:” text box. Then you must specify t of the class that you want to use as the driver for this
connection by typing it into the “Datab shame:” text box. You can also optionally specify a JNDI
connection name for the connection g it into the “JNDI Connection Name (Optional):” text box.

4. If you select the “JNDI Connection’,option, then you must first enter the JNDI connection URL for the
database driver, specified by thedsiver's vendor. Then type your JNDI username and password into the
“JNDI Username:” and “JNDI P rd:” text boxes. In the “Initial Context:” text box, you enter the
folder pathway where the J%erwce should look for data sources.

5. Once you specify the connectign settings and click the “Next >” button, all available data sources in the
specified location will be . Select the desired data source from the “Data Source Name” list and
then click the “Next >K gain to move to the “Connection Information” screen.

6. Inthe “Database Connectien” screen, enter the database name and additional logon information
required for your con’ection.

7. When you are d@lick the “Finish” button to create the database connection.

S\
00)
.
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ACTIONS-
CREATING DATA CONNECTIONS .

CREATING AN ODBC (RDO) CONNECTION: Q

1. Click the small plus sign next to the “ODBC (RDO)” folder to create the initial connectionuble—click
the “Make New Connection” icon under that folder to create a new connection if there are afeady pre-
existing connections of that type established.

2. Inthe “ODBC (RDO)” dialog box, if you select the default “Select Data Source:” opii tton, then you
must select the desired types of data source to which you wish to make a conne rom the list
displayed below.

3. You can also select the “Find File DSN:” option button, and then click the ellip
end of the “File DSN:” text box to launch a dialog box that will allow you to
which you wish to use for the data connection.

mark button at the right

4. You can also select the “Enter Connection String:” option button, an pe your own connection
string to use for the ODBC connection into the “Connection String:” text b
5. Once you have selected the desired connection type, click the “Next&™button to continue.

and “Password:” needed to make a connection to the data so hat you will select, if needed. This

screen changes depending on the data source selected, so fill-iIf@ny additional information, as required.
7. Click “Finish” when you are done. Depending on the typ ata source selected, you may have to then

choose the file to use for the data source in another dialm. If necessary, make your selection and

6. Inthe next screen, you will see the selected data source displaye low that, enter both the “User ID:”
II

then click “OK” to set the data connection. . @

CREATING AN OLAP CONNECTION:

1. Click the small plus sign next to the “OLAP” @create the initial connection, or double-click the

“Make New Connection” icon under tha r to’create a new connection if there are already pre-
existing connections of that type establi
2. Inthe “OLAP Connection Browser” dia X, browse for the OLAP data source that you want to use. If

the OLAP server to which you wishg’@ the connection isn’t displayed in this list, you can click the
“Add Server...” button to establish nection to the desired OLAP server.

3. Inthe dialog box, you can speci@type of OLAP server and any additional log on information that
would be needed to make a con on. You can create the connection and then return to the “OLAP
Connection Browser” when finished.

4. You can then select the erver connection that you have set in this dialog box, and click “Open”
to open the selected rver, database, or cube.

CREATING AN OLI@,ADO) CONNECTION:

1. Click the sma
click the “M
pre-existi

2. Inthe*
listed,

3. Yo Iso check the “Use Data Link File:” and then click the ellipsis mark button at the right end of

ﬁ(g g osoft Data Link File:” text box to browse for an unlisted data link file on your machine.

ign next to the “OLE DB (ADO)” folder to create the initial connection, or double-
Connection” icon under that folder to create a new connection if there are already
ections of that type established.
ADO)” dialog box you can select the “Provider:” from the list of OLE connection types

nyou have set the link file, click “Next >” to continue to the “Connection Information Screen.”
t'd.)
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CREATING AN OLE DB (ADO) CONNECTION- (CONT'D): Q

ACTIONS- N

5. Inthis screen, which varies based on the data link file you selected in the previous scree@ will
typically have to specify connection information.

6. Click “Next >” to continue to the “Advanced Information Screen.”

7. Inthis screen, you may edit the connection information provided by the provider t selected in the
initial screen of this dialog box. To do so, if needed, select the property that you o change in the
list shown and then click the “Edit Value” button to set the new property valu

8. When you are done in this screen, click “Finish” to set the OLE DB data co e%

CREATING A SALESFORCE.COM CONNECTION:

folder in the “Database Expert” dialog box to create a data connegtionfto Salesforce.com.
2. Inthe “Salesforce.com” dialog box, enter your user ID into theq

1. You can click the small plus sign next to the “Salesforce.com” foldz&er Le “Create New Connection”

orce userlD:” text box and enter
your password into the “SalesForce password:” box.

3. Then simply click the “Finish” button to create the data co§ectio

CREATING AN SAP BW MDX QUERY CONNECTION: O

1. You can click the small plus sign next to the & W MDX Query” folder under the “Create New
Connection” folder in the “Database Expert’ di%ox to create a data connection to information that is
stored in an SAP NetWeaver Business Wa (BW). You can connect to either queries that have

been created with SAP Business Expl BEX) Query Designer, or you may connect directly to the
data cubes in BW itself.
2. Inthe “SAP System Logon” dialog bo simply select the desired SAP system to which you wish to

connect and then click the “Next >” btittomsto continue.

3. You then enter the “Client, Userrﬁi” and “Password” values in to the fields provided, and then click
“Next >” to continue. Q’

4. You can then select either or bo the two checkboxes shown: “Generate RFC trace files” and “Show
empty data,” if desired. Wh%u generate RFC trace files, you can track which remote calls are made
to the SAP system during=thésexecution of a report. Displaying empty data simply shows blank rows

within the report if th within the data.

5. Then simply click the “Fimish” button to complete the connection.

CREATING AN SAI@O SETS CONNECTION:

1. You can cligksth&sxsmall plus sign next to the “SAP Info Sets” folder under the “Create New Connection”
folder in t @ abase Expert” dialog box to create a data connection to SAP R/3 InfoSets (previously
known etional Areas”) and ABAP Queries.

2. Inthe System Logon” dialog box, you simply select the desired SAP system to which you wish to

co d then click the “Next >” button to continue.
3. n’% “Client,” “Username,” and “Password” values into the fields provided, and click “Next >.”

n then check the “Generate RFC trace files” checkbox, if desired.
simply click the “Finish” button to complete the connection.
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CREATING AN SAP OPERATIONAL DATA STORE CONNECTION: Q

1. You can click the small plus sign next to the “SAP Operational Data Store” folder under treate New
Connection” folder in the “Database Expert” dialog box to create a data connection to existifig ODS
information that is stored in an SAP NetWeaver Business Warehouse (BW). You c nect to existing
ODS objects using this data connection, and because this information is not multidi ional or
parameterized, it can be reported on quickly. This connection type also pushes r selection to the

server, often increasing report processing performance.
In the “SAP System Logon” dialog box, you simply select the desired SAP
connect and then click the “Next >” button to continue.

You then enter the “Client,” “Username,” and “Password” values in to t

o which you wish to
provided, and then click

en you generate RFC trace

“Next >” to continue.
You can then check the “Generate RFC trace files” checkbox, if desﬂ%ﬂ
g the execution of a report.

files, you can track which remote calls are made to the SAP system
Then simply click the “Finish” button to complete the connectio

CREATING AN SAP TABLE, CLUSTER, OR FUNCTION C ECTION:

1. You can click the small plus sign next to the “SAP Ta ster, or Function” folder under the “Create
New Connection” folder in the “Database Expert” #ial x to create a data connection that uses the
Open SQL driver to access SAP’s transparent ta& ol tables, cluster tables, views, and ABAP data
clusters and functions.

2. Inthe “SAP System Logon” dialog box, you s'n@elect the desired SAP system to which you wish to
connect and then click the “Next >” button % ue.

3. You then enter the “Client,” “Username, sRassword” values in to the fields provided, and then click
“Next >” to continue.

4. You can then check the “Generate R @e files” checkbox, if desired. When you generate RFC trace
files, you can track which remote cg% made to the SAP system during the execution of a report.

5. Then simply click the “Finish” bu omplete the connection.

6. Once the connection has been r@ you can right-click the connection that you created and then
select the “Options...” command from the pop-up menu that appears to open the “Options” dialog box
and display the “Database”n%

7. Inthe “Data Explorer” @ ou can then check the checkboxes to display only the types of data you
want to use in the rep&e

8. You can also use the “Table name LIKE” field to filter for tables by name. Note that you can type partial
table names and/or wild card characters to filter table names. You can use the percent sign (%) to
denote multiple, own characters and the underscore symbol (_) to denote a single unknown
character.

9. Inthe “Tabl Fields” section, you can select the “Show description” option button to show the
descriptio les versus their actual, more technical, names.

10. When y inished filtering your data connection, click the “OK” button to close the dialog box.

%‘b
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CREATING A UNIVERSES CONNECTION: Q

1. You can click the small plus sign next to the “Universes” folder under the “Create New C@tion”
folder in the “Database Expert” dialog box to create a data connection to a selected univers€ on a
BusinessObjects Enterprise server. @

2. Select the name of your system from the “System:” drop-down and then enter youk, name:” and
“Password:” into the text boxes that are available.

3. You can then select the desired type of authentication from the “Authenticatiop® -down. When you
are ready, click the “OK” button to continue.

4. You will then see a listing of the available universes from which you can c. You can then select a
universe and click the “Open” button.

5. You can then design a query on the data within the Business Object \’ﬁ

Panel that appears.

CREATING AN XML AND WEB SERVICES CONNECTION: Q

1. Click the small plus sign next to the “XML and Web Services’% under the “Create New Connection”
folder in the “Database Expert” dialog box to create the initial confection, or double-click the “Make New
Connection” icon under that folder to create a new conn@if there are already pre-existing
connections of that type established.

2. Inthe “XML and Web Services” dialog box which a you can specify to either use a local data
source, an HTTP(S) data source, or a Web Serv a Source hy selecting the desired option button
and then entering the desired URL or browsing desired XML file.

3. Depending on your selection made, when you €l e “Next >” button you can continue entering any
additional authentication information needed, ecify an XML schema to use. When finished, click the
“Finish” button to set the XML data sou

CREATING A REPOSITORY CONNEC

1. You can click the small plus sig to the “Repository” folder in the “Database Expert” dialog box to
create a connection to the Busimbjects Enterprise Repository for your report.

2. Inthe “Log On to BusinessQBjects Enterprise” dialog box you must select the name of your system from
the “System:” drop-down n enter your “User name:” and “Password:” into the text boxes that are

available.
You can then select t}% ed type of authentication from the “Authentication:” drop-down.
When you are ready, clickthe “OK” button to continue.

5. You can then use a f)red business view or SQL command within the repository as a data source.

&
@6
>
.
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CREATING AN ACT! CONNECTION: Q

1. Click the small plus sign next to the “ACT!” folder to create the initial connection, or doub@k the

existing connections of that type established.

2. If accessing an ACT! database that is 2.x or lower use the “Open” dialog box to n
that contains the “Crw.act” file (usually placed in the “Windows” or “Winnt Syste
and then click “Open” when finished. The “Choose file for ACT” dialog box wi
dialog box to navigate to the folder that contains the ACT! database file yo
and then click “OK.”

3. Ifyou are trying to connect to an ACT! database that is at least version igher, you simply skip the
intermediate step of selecting the “Crw.act” file. Instead, use the “Op og box to navigate to your
ACT! database file, select it, and then click “Open” to set it as the ddta,solxce.

access, select it,

CREATING A BTRIEVE (PERVASIVE) CONNECTION:

1. Click the small plus sign next to the “Btrieve” folder to create the Thitial connection, or double-click the
“Make New Connection” icon under that folder to create & néw, connection if there are already pre-

existing connections of that type established.

2. Inthe “Open” dialog box, you use the “Look in:” dm to navigate to the folder that contains the
Btrieve (Pervasive) DDF files. The Pervasive DD @s contain all of the necessary file, field and index
information about the tables in the database. Thefollewing three DDF files are required and must all
reside in the same directory (folder): “File.ddf,” 9 .ddf,” and “Index.ddf.”

3. Select one of the DDF files and click the “Opén. Bétton. Crystal Reports will then add all of the data files
defined in the selected DDF files to the Q

CREATING A COM CONNECTIVITY C ION:

1. If you click the small plus sign n the “COM Connectivity” folder, you will be presented with the
“COM Connectivity” dialog box. @

2. To set a COM object as a datasource, type the object’s “ProglID” into the “Program ID:” field, and then
click the “Finish” button. (

s\O

o
&Q
>
.
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CREATING AN EXCHANGE MESSAGE TRACKING LOG CONNECTION: Q

1.

hw

If using Exchange Server 5.5, click the small plus sign next to the “Exchange 5.5 Messa@cking
Log” folder to create the initial connection, or double-click the “Make New Connection” icon*inder that
folder to create a new connection if there are already pre-existing connections of th e established. If
using Exchange Server 2000 or Exchange Server 2003, click the small plus sign

Message Tracking Log” folder to create the initial connection, or double-click th ake New
Connection” icon under that folder to create a new connection if there are alr
connections of that type established.
In the “MS Exchange Message Tracking Log” dialog box, click either the * ote Browse...” button to
launch the “Select a Network Drive” dialog box or “Local Browse...” to

dialog box.

Use the dialog boxes to select the log file which you wish to use forg pert and then click “OK.”

That will then return you to the “MS Exchange Message Tracking \

“OK” once again to launch the “Enter Message Tracking Log Datesidialog box.

Input the date range of tracking data to pull by entering in the 1@ information in the “From (yyyymmdd)”
and “To (yyyymmdd)” sections.

CREATING A FIELD DEFINITIONS ONLY CONNECTI

When you are ready, click “OK” to finish. Q

) 4

1. Click the small plus sign next to the “Field Defini ly” folder to create the initial connection, or
double-click the “Make New Connection” icon %Ihat folder to create a new connection if there are
already pre-existing connections of that type established.

2. Inthe “Field Definitions Only” dialog bo can click the ellipsis mark button at the right end of the
“Field Definition File:” text box to launch .Open” dialog box which you can use to open your saved
field definition file (.ttx). You can then it and used the saved field definition for the current report.

3. If you do not have a saved field defin:'o lick the “Create File...” button in the “Field Definitions Only”
dialog box to view the “Database ialtion Tool” dialog box, where you can create and save a .ttx file.

4. In this dialog box, you can defin fields of information that will be utilized by the report by typing the
name of the first field into the “Fi ame:” text box.

5. Then use the “Field Type:” dfop-down to select the type of data that will be displayed in the field. If you
select the “String” type (te n you will have to input the length of the field (in characters) into the
“Length:” text box that{ap %‘r .

6. You can then type so ample data into the “Sample Data:” text box.

7. When you are ready to add the field to the definition, click “Add” to add it to the list of fields below.

8. You can then clic l& field listed at the bottom of this dialog box, and make editing changes to the
information o%ck “Update” when you are finished making your changes to save them.

9. Youcan als<&e elete” to delete a selected field in the “Database Definition Tool” dialog box.

10. When you ated the necessary fields for the data schema, select “File| Save As” from the small
Menu Bagi dialog box.

11. Then ve File As :” dialog box to select the location to which you wish to save the .ttx file.

12. Type e for the file into the “File name:” text box, and click “Save” to save the data schema.

13.Yo en close the “Database Definition Tool” dialog box.

1 ield Definitions Only” dialog box, you should see the file you just created listed as the file

%@nce in the “Field Definition File:” text box.
15. Cliek “Finish” in this dialog box to finish setting the newly created schema as the data source.
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CREATING A FILE SYSTEM DATA CONNECTION: Q

1. Click the small plus sign next to the “File System Data” folder to create the initial connec r double-
click the “Make New Connection” icon under that folder to create a new connection if there*are already
pre-existing connections of that type established.

2. Inthe “File System Data” dialog box, click the ellipsis mark button at the right end Starting
Directory:” text box to launch a “Browse For Folder” dialog box. Click the plus si xt to the drives
and folders until you find the parent folder of the files and folders upon which to base the

report. Click the desired folder to select it, and then click “OK.”

3. You can check the “Include All Files:” checkbox to include every type of fil
If you wish to filter the files included in the report in some way, unchec
the “File Mask:” text box appear, where you can type a mask by which
files.

W in the selected directory.
shieckbox. You will then see
L)

er for the selected type of

4. You can check the “Include All Subdirectories:” checkbox to inchﬁf the subfolders within the
selected folder within which to search for files and attributes. If y0 heck this checkbox, you will see
the “Max Number of Subdirectory Levels:” text box appear w @ ou can type in the number of levels of
subfolders within which to search for file data.

5. You can also check the “Include Empty Directories” chec to include empty folders in the data, as
well, if desired. @

6. When you are finished, click the “Finish” button. .

CREATING A JD EDWARDS ENTERPRISEONE C

Edwards EnterpriseOne” dialog box ap YoLrcan use this dialog box to establish a data connection
to a JD Edwards EnterpriseOne server.
Here you enter the “Host,” “Port,” “Env@ent,” “User,” “Password,” and “Role” information.

1. When you click the small plus sign next toa% dwards EnterpriseOne” folder, you will see the “JD

2.
3. When you are done, click the “Finishs n to set the connection.

CREATING A LEGACY EXCHANG@NNECTION:

1. Click the small plus sign ne&the “Legacy Exchange” folder to create the initial connection, or double-
io

click the “Make New o ” icon under that folder to create a new connection if there are already
pre-existing connecti Ofthat type established.

2. You will launch Microsoft'@utlook where you can select an Outlook profile to use. If you are simply using
the default profile, yow will then be presented with the “Select a folder/address book” dialog box.

3. Inthis dialog bo will see the various Outlook objects that are accessible through the current profile.
4. Click the Outlgokgolder or address book that you wish to use as the data source for the report.

5. Click “OK.”

CREATIN@I%OX ADMIN CONNECTION:

1. Cli mall plus sign next to the “Mailbox Admin” folder to create the initial connection.

r of this dialog box to launch the “Select Profiles” dialog box. Here you can highlight the name of

2. ogon to Exchange Servers” dialog box, click the “Select Profiles...” button in the lower right
rofile (server) to use, and click “OK.” Then click “OK” in the “Logon to Exchange Servers” dialog

1L
JUA.
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CREATING AN MS 1IS/PROXY LOG FILE CONNECTION: Q

1. Click the small plus sign next to the “MS 11S/Proxy Log Files” folder to create the initial cd @ tion, or
double-click the “Make New Connection” icon under that folder to create a new connectio here are
already pre-existing connections of that type established. %

2. Inthe “Select Log Files and Dates” dialog box, select the type of log files that you access by
making a selection from the option buttons provided. '

3. Click the “Browse...” button to launch the “Choose MS IIS log File Directory” gi@log™box.

4. Use this dialog box to select the folder where the directory logs are stored. eci/the desired log file
from the list at the right side of this dialog box, and then click “OK.”

5. Inthe “Choose Period Used When Logging” section of the dialog box,
the date range by selecting the desired option button. Then fill-in the

6. Click “OK” when you are finished to set the data source connection.

e type of filter to use for
3/to use in the text boxes.

CREATING AN NT ARCHIVED EVENT LOG CONNECTION:
)

1. Click the small plus sign next to the “NT Archived Event Log to create the initial connection, or
double-click the “Make New Connection” icon under that fo to create a new connection if there are
already pre-existing connections of that type establishgg

2. Inthe “Select an Archived Event Log File” dialog Rox @ t an archived event log as the data source
for your report. You must be using Windows NT ater to access the data in the log files using this
connection type.

3. Use the “Look in:” drop-down to select the fold€r imMwhich you have the archived event log, and then

select the desired file from the list of files an lders shown.
4. Click “Open” to finish creating the data ction.

CREATING AN NT CURRENT EVENT NNECTION:

1. Click the small plus sign next to Current Event Log” folder to create the initial connection, or
double-click the “Make New Congéction” icon under that folder to create a new connection if there are
already pre-existing connectigns of that type established.

2. Inthe “Select Current Even& File” dialog box, select an event log as the data source for your report.

3.51 or later to access the data in the log files using this connection

You must be using Wind
type. Ke

3. Use the “Select one or mése Computers:” box to select the computer that has the log files that you wish
to access for this conpection. Each computer that you click in this list is then selected and added to the
“Computer(s):” li u can click a selected computer in the list to also deselect it.

esired computers selected, click “OK.”

CLE EBS CONNECTION:

k the small plus sign next to the “Oracle EBS” folder to create a data connection to Oracle

EB
2. Q ;ibracle EBS” dialog box that opens, you will need to enter the “Service,” “Database User,”
p ase Password,” “Application Short Name,” “Responsibility Key,” and “Security Group Key.”

3. can then click the “OK” button to create the data connection.
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CREATING AN OUTLOOK CONNECTION:

1. Click the small plus sign next to the “Outlook” folder to create the initial connection, or d’cllck the
“Make New Connection” icon under that folder to create a new connection if there are already pre-
existing connections of that type established.
2. This will then launch Outlook and prompt you to select a profile, if necessary.

3. Once launched, you will then be presented with the “Choose Folder” dialog box, shows an
expandable/collapsible navigation tree view of the folders within your selecte k profile.

4. Choose the folder to which you wish to make the data connection from the li n, and then click the
“OK” button.

CREATING AN OUTLOOK/EXCHANGE CONNECTION:

1. If using Crystal Reports 2013, click the small plus sign next to th%ook/Exchange” folder, or double-
click the “Make New Connection” icon under that folder to cre connection if there are already
pre-existing connections of that type established.

2. You will launch Microsoft Outlook where you can select an Outl profile to use. If you are simply using
the default profile, you will then be presented with the “Sgle folder/address book” dialog box.

3. In this dialog box you will see the various address bog hive folders, mailbox folders, and public
folders that are accessible through the current prwle‘ the small plus sign next to any folder to

show its subfolders. \
Click the Outlook folder or address book that yo N 0 use as the data source for the report.
Click “OK.”

ok

CREATING A PEOPLESOFT ENTERPRIS ECTION:

1. You can click the small plus sign ne @e “PeopleSoft Enterprise” folder to create a data connection
to a PeopleSoft Enterprise server.

In the “PeopleSoft Enterprise” di box, you will need to enter the “Server,” “User” and “Password.”
Then click the “Finish” button to @e the data connection.

w N

CREATING A PUBLIC F@L CONNECTION:

1. Click the small plus sign Rext to the “Public Folder ACL” folder to create the initial connection, or double-
click the “Make New?onnectlon” icon under that folder to create a new connection if there are already
pre-existing con ns of that type established.

In the “Logo %ange Servers” dialog box, click the “Select Profiles...” button.

In the “Sele efiles” dialog box, select the profile (server) to which you wish to make the connection.
Click “OK” % rn to the “Logon to Exchange Servers” dialog box.

Click & eate the data source connection.

abkwbd

©TeachUcomp, Inc. Introductory Crystal Reports 41



ACTIONS-

CREATING DATA CONNECTIONS ,é\’_

CREATING A PUBLIC FOLDER ADMIN CONNECTION: Q

1. Click the small plus sign next to the “Public Folder Admin” folder to create the initial conr’w
double-click the “Make New Connection” icon under that folder to create a new connectlo here are

already pre-existing connections of that type established.

In the “Logon to Exchange Servers” dialog box, click the “Select Profiles...” butto

In the “Select Profiles” dialog box, select the profile (server) to which you W|sh to@e the connection

Click “OK” to return to the “Logon to Exchange Servers” dialog box.

Click “OK” to create the data source connection.

akowpn

CREATING A PUBLIC FOLDER REPLICA CONNECTION: Q
1. Click the small plus sign next to the “Public Folder Replica” folder &te he initial connection, or

double-click the “Make New Connection” icon under that foldert a new connection if there are
already pre-existing connections of that type established.

In the “Logon to Exchange Servers” dialog box, click the “SeIQ;ﬂIes... button.
In the “Select Profiles” dialog box, select the profile (serveg) to whieh you wish to make the connection.
Click “OK” to return to the “Logon to Exchange Servers"% box.

Click “OK” to create the data source connection.

akown

CREATING A SIEBEL EBUSINESS APPLICATION

1. You can click the small plus sign next to the 4§i

connection to Siebel. Q

2. Inthe “Connection Information” dialog bo p
shown.

3. You can then enter a unique name f onnectlon to ensure data integrity into the “Connection
Name” field.

4. Then click the “Next >” button to@nue.

5. You then enter the “User,” “Pass ,” Connection String,” and “Repository” information.

6. If needed, you can then chegk the “Apply Current Query” checkbox to display the “Restrict to Current
Selection” option, which you,Cap also check if needed.

7. When you are done, Finish” button to complete the connection.

ECTION:

eBusiness Applications” folder to create a data

pears, select the connection type from the listing

o
&Q
>
.
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CREATING A UNIVERSAL WEB SERVICES CONNECTOR (UWSC) CONNECTION: Q

1. You can click the small plus sign next to the “Universal Web Service Connector (U@” folder to
create a data connection to a web server.

2. Inthe dialog box that appears, enter the “Server,” “Username,” and “Password.”

3. Click “Finish” here to connect to the specified server for the new data source con

CREATING A WEB/IIS LOG FILE CONNECTION: %

1. Click the small plus sign next to the “Web/IIS Log Files” folder to create th@al connection, or double-
click the “Make New Connection” icon under that folder to create a neection if there are already
pre-existing connections of that type established.

2. Inthe “Select Log File Location” dialog box, click the “Browse...” b o select the web log file which
you wish to use as the basis of the data connection using the “C%Directory” dialog box.

3. Once you have selected the web log file that you wish to use, K” in the “Choose Directory” dialog
box to return to the “Select Log File Location” dialog box. Q

4. Click “OK” here to set the selected log file as the new datassourceteonnection.

CREATING AN XBASE CONNECTION: O
.

1. Click the small plus sign next to the “xBase” foldxx(ate the initial connection, or double-click the
“Make New Connection” icon under that folder e a new connection if there are already pre-
existing connections of that type established

2. Inthe “Open” dialog box, use the “Look | :’@down to select the folder that contains the data files
you wish to set as the data source. \

3. Select the desired xBase file and then £li e “Open” button to set the selected data file as the

connection’s data source. :

CREATING ADDITIONAL DATA C(@CTIONS AND SELECTING TABLES:

1. Once you have made a conﬁtion to a data source of a specific type under the “Create New
Connection” folder, you wj the new connection that you have made to the data source.

2. You can click the sm v@gn next to the listed data source connection to view the various types of
objects within the data .

3. If you wish to add another connection of the same type, you can double-click the “Make New
Connection” com /d above the currently established data connections displayed in that folder. That
will launch aj ot}%nnection dialog box, where you can create another connection of the same type.

4. When you ar;X g a data source connection, you may see “Commands,” which allow you to create

custom S tured Query Language) statements drawn from the data, which can then be used as

or a report.

see any available tables from the data source listed. These are the “base tables” in the

as the “physical tables” in a relational database.

6.48ele e data connection that will serve as the source of the current report from the “Available Data
ces:” list at the left side of the “Database Expert” dialog box.
t'd.)
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CREATING ADDITIONAL DATA CONNECTIONS AND SELECTING TABLES- (CONT'D.): Q

7. Highlight the first table to add to the report from the list, and click the “>” button to add it @“Selected
Tables:” list at the right. Repeat as needed until all of the tables needed for the report are e

8. You can remove a table from the “Selected Tables:” list by highlighting it and then cliCkiag the single left-
pointing arrow button to return it to the list at the right side of the dialog box.

9. When you are ready adding tables to the report, click the “OK” button. @

USING THE DATA EXPLORER: O':

1. If you have no report open, then you can access the “Data Explorer” b @ cting “File| Log On or Off
Server...” from the Menu Bar. If you have a report opened, then ins ect “Database| Log On or Off

Server...” from the Menu Bar.

2. Inthe “Data Explorer” dialog box, you can select a data connecti%d and use the “Log On” and “Log
Off” buttons to log on and off of the sever associated with that tion.

3. You can also right-click any connection listed here and then s@the “Delete Connection” command to
permanently delete a data connection shown.

When you are finished using this dialog box, click the “Clgse™button.

You can also use the Data Explorer if you need to (@j an SAP server to access your data. You

ok

use the folders within the “Data Explorer” just as yo within the “Database Expert” to select your
SAP server. You can then click the “Log On” but\ provide your user credentials to access the

N
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CHAPTER 3-
CREATING BAsIic REPORTS

3.1- ADDING DATA FIELDS TO A REPORT
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3.1- Adding Data Fields to a Report: Q

Once you have a new report with a data source displayed in the report design vie u will then
need to place fields from the data source into the desired sections of the report to display the'#ata. You use
the “Field Explorer” to add data fields to the report from the connected data source.

In the “Field Explorer,” you actually have a few different ways to add data fi
off, you need to display the data fields from the associated table or data source.
next to the “Database Fields” icon to display the table or tables within the undesl¥i
added to the report through the “Database Expert.” Click the small plus sign
whose data fields you wish to access. The fields of the table will then be displ

You can add one of the displayed fields to your report by selecting
wish to add to the report from the “Field Explorer” and then clicking
toolbar at the top of the “Field Explorer” window. You can then click inte
to place the field.

Another way to add fields is to click and drag the field that Yeuswish to add to the report from the
“Field Explorer” into the desired section of the report. You may imply right-click the name of the field
which you would like to add to the report, and then choose “Insefigio Report” from the pop-up menu that
appears. Then click into the report at the location where you to insert the selected field.

Most of the time, the data fields from the table will béyplaced into the “Details” section of the report.
Note that as you place the fields into this section of ghet, Crystal Reports will add a text “header” for
each field into the “Page Header” section. That way e report is previewed, you will see the label for
each column of data at the top of the page and the %ted data will be displayed once per record in the
data source down the page, under the label.

the report. First
he small plus sign
ata source that you
the name of the table

ame of the field that you
sert to Report” button in the
port section where you wish

To remove a field that you have added t rt, click the actual field that you inserted to select it.
Then you can simply press the “Delete” k r keyboard to remove it from the report design view.
Notice that deleting the field will also delete theJigld header that was also automatically added, as well.

3.2- Browsing Field Data:

0

Sometimes you would like tc@the data contained within a field that you are going to place into the
report design view. You can seleet the name of a field within the “Field Explorer” and then click the “Browse”
button that appears in the tool&t the top of the “Field Explorer” pane to display the data in a separate
browsing widow. This winglo then show the first few records of data contained within the selected field.
You will also see the da& the selected field displayed at the top of this small window. Viewing the
data can give you a better i of how wide to make the fields within the report design view. When you are
finished previewing the wta in the browsing window, you can simply close the window to return to report

design view. \@

Q
S
%
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3.3- Selecting, Moving, and Resizing Fields: Q

Once you have fields placed into the report design view, you may need to change t sition and
size on the page. Before you can make any editing changes to a field, however, you need elect it first.
You can click a field to select it. When a field is selected it will appear with a blue b%around it in the
report design view. You will also see four small squares around the perimeter of t t, one on each
side of the field. These are called the “resizing handles.” You use these to change@yeight and width of
the data field.

If you need to deselect a field that you selected, you can click into the_e
section to deselect the currently selected object or objects.

You can also select multiple objects simultaneously within a repor erf you have multiple objects
selected within a report, whatever action you then take is applied to al'lg selected objects. This can be

pty space within a report

a useful way to delete several report data fields at once, versus deletirig,each,one independently. You can
also use it to apply a formatting style, like bolding, to several simultaned selected fields.

To select multiple fields at the same time, click the first fieldawhich you would like to select. Then
hold down either the “Shift” or “Ctrl” key on your keyboard whil @ continue to click the other fields that
you would also like to simultaneously select. Then you can releaSg the key that you were holding down
when you have finished making your selections.

Another method of selecting multiple adjacent (ne@aach other) objects is to use a selection

marquee. Hold your mouse pointer over the blank area [ section of the report where the fields that you
wish to select are located. Then click and drag yo ointer, noticing the selection marquee that is
being created as you continue to click and drag. Si ntinue to click and drag the mouse through any

fields that you wish to select. Any fields that aremed or enclosed by the selection marquee that you
r

draw will become selected when you finally rele mouse pointer.
You may also easily move the sel t%s that you have placed into your report. Simply place
your mouse pointer over any selected field o in the report design view. When you see a four-pointed
arrow appear as your mouse pointer, clic ag to move the selected fields and release them in another
area of the report. You could also just he fields and then use the arrow keys on your keyboard to
move the fields up, down, left, or right.i

You can also use the guidel hat appear in the ruler at the top of the report design view to move
fields to the left and right. Using thiwhod ensures that both the title and the data appear with the same
alignment in the same column.Remember that when you insert a new field into the “Details” section of a
report, Crystal will automatica ate a label for the data which it places into the “Page Header” section.
Notice when it does this git o place a small guideline marker into the ruler for the field. The marker
looks like a small “home om baseball. If you are familiar with Microsoft Word, you will think it looks
like the “first line indent” character. You may click and drag this guideline left and right on the ruler to move
both the data field and ﬁe label in tandem. However, it is important to note that when you manually click
and drag on a fiel ove it, you then break it away from the aligning guideline. Therefore, using the
guideline will not e field that you moved by hand after that. You will see a small red indicator at the
left side of any at is aligned to a guideline. You can re-associate a field with a guideline by manually

moving the | of the field onto the guideline. When you place it into the correct position and then
release it, e the red indicator appear at the left side of the object if you dropped it into the correct
position. ¥ou ®an then use the guideline to move the field.

ay also add and remove the guidelines freely in the report design view. To add a guideline,
simply nto the ruler at the position where you wish to place the guideline. To remove a guideline, click
d e guideline from the ruler and release it into the report design section.
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\’
3.3- Selecting, Moving, and Resizing Fields (cont'd.): QE

To resize a data field, first select the field, or fields, to be resized. Then place you se pointer
over the resizing handle that corresponds to the direction in which you wish to resize the seleCted field(s).
When your mouse pointer is in the correct location it will appear as a double-pointed % You may click
and drag at that point to resize the selected field(s) in that direction: making them thj ider, shorter, or
taller. You may also resize fields using your keyboard. To do this, select the field(s) ize, hold down the
“Shift” key on your keyboard, and then press the arrow keys on your keyboard to #€si e selected field(s).
It is also important to note that if you simply resize the data field, the field labe also be resized to the
same dimensions. However, resizing the label will not reciprocally resize the eId.

3.4- Using the “Size” and “Align” Commands: \

You can use the “Size” command to make multiple selected@lhe same height, the same width,
or the exact same size. To do this, first simultaneously select th ired fields that you wish to make the
same width, height, or size. Then choose “Format| Make Same " from the Menu Bar. You could also
simply right-click one of the selected fields and roll over thexSize” *€¢ommand from the pop-up menu that
appears. Either way, a side menu of choices will appear @/hich you can select your desired option:
“Same Width,” “Same Height,” or “Same Size.” Note th
the “Size” command, the other selected fields will t m

right-click a selected field and then choose
the same width, height, or size as the field

upon which you right-clicked. If you use the Menu od, then the selected fields will share the same
width, height, or size of the last field selected.
You can also use the “Align” formatting co d to align multiple selected objects with each other

in the report design view. To do this, select the s which you wish to align, first. Next, select “Format|
Align” from the Menu Bar, or right-click onex elected fields and choose “Align” from the pop-up menu
that appears. Then choose the desired nt from the side menu of choices that appears: “Tops,”
“Middles,” “Bottoms,” “Baseline,” “Lefts,” &' s,” “Rights,” or “To Grid.” Using the “To Grid” command will
align them to the closest possible gridl@l t.

S

When you insert ject into a report, you choose what text is displayed in the box provided

3.5- Creating Text Objects:

and where to place the téxt object within the report. To insert a text object into a report, either click the
“Insert Text Object” button at the left end of the Insert toolbar or select “Insert| Text Object...” from the Menu
Bar. The mouse pointerﬂll then appear as a crosshair over the report design area. You click and drag over
the area of the repo wish the text object to cover. After placing the field, type the text that you want the
text object to dis the box. When done, click outside of the text object into the report area to finishing
editing the text need to edit the displayed text within a text object after it has been inserted, double-
click the text to place the object back into text edit mode and make the necessary changes. Once
again, click u f the text object back into the report area when you are finished to leave text edit mode.
sting feature of text objects is that they can have data fields inserted into them while you
nd editing the text. To do this, simply edit the text in the text object as normal. While in the text
elect a database field to insert into the text object using the “Field Explorer” pane. Then click
to Report” button within the “Field Explorer” pane. Then click into the text object to insert the
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3.6- Saving a Report: Qs s

You should save your design work frequently so that you do not lose your progress designing
OU C

reports. When you save a report for the first time, you must use the “Save As” dialog box. an invoke
this dialog box by selecting “File| Save As...” from the Menu Bar. In the “Save As” di 0X, You use the
“Save in:” drop-down to select the folder (directory) to which you wish to save th . Then type the
name for the report into the “File name:” text box. When you are finished, click the “ button to save the
report into the folder you selected, giving it the name that you specified.

In the future, you can easily save the design changes that you make @ame report by simply

clicking the “Save” button in the Standard toolbar, or by selecting “File| Sav
Reports will simply save your report changes to the same folder that you @i y specified with the same
name, overwriting the original. Therefore, there is no dialog box involve% ver, if you ever wish to save

m the Menu Bar. Crystal

a copy of the report that you are working on to another folder, or with a*differegt name, you will need to use
the “Save As” dialog box to do that. In that situation, simply choosing “Rilé] Save As...” from the Menu Bar
again will allow you to change either attribute using the “Save As” di oXx again.

3.7- Previewing a Report:

You should inspect how your report will appear wi
using the “Preview” function. To preview a report fo.r t
Menu Bar. You can also just click the “Print Preview”
then create a new tab, named “Preview,” where you
Once the “Preview” tab has been created, you ca
the future when you wish to view the data as it wi

Note that when you are viewing th
Clicking the “Refresh” button on this toolb
information from the underlying data sour%p
data for the report. This stops the refreShifag/of the report data, should it take too long and you wish to
simply preview the initial data. After thsmvo buttons are a set of arrow buttons. You use these buttons to
navigate through the preview of the@in the report. You can click the small left and right pointing arrows
to navigate back and forth through ages in the preview. You can click the buttons that look like small
left and right pointing arrows witlf"a line next to them to jump to the first or last page in a report preview. You
will also see a page numbekigOnindicator between the sets of arrows in this bar. Page numbering is
displayed in a “X of Y” fo re “X” is the current page and “Y” is the total number of pages. Also note
that Crystal Reports will (&

actual data displayed from the data source
t time, select “View| Print Preview” from the
in the Standard toolbar. Crystal Reports will
e the report with the associated data displayed.
between the “Design” tab and the “Preview” tab in
ay in the report when printed.

” tab, you will see the “Print Preview” toolbar appear.
refresh the report’s data by drawing the most recent
can click the “Stop” button to stop pulling the underlying

lay a single formatted page at a time in the preview, so if you see a small
plus sign next to the total page count, it means that there are additional pages to display, but that Crystal
has not yet rendered th£e pages, so the total page count is still unknown. You can simply click the “last
page” button in this @jump to the end page to get the accurate page count.

At the bot e report preview in the status bar is the time and/or date display of the most recent
date and time m report’s data was refreshed from the underlying data source. If you want to delete the

“Preview” tab , you can click the small “X” button in the “Preview” tab to close the report preview.
e M4 2 ofd M
% | Refresh |Stop First | |Previous Next |[Last Page|
Page Page Page
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3.8- Refreshing the Report Data: QE

When you initially preview a report, Crystal Reports selects the necessary r from the
underlying data source. It then stores those data records to the disk or to memory for [at€r use when
previewing the data. This makes previewing the data in the report more time effici ecause Crystal
Reports doesn’t need to then re-extract the records from the underlying data sour and every time
you view the report. The date and time stamp displayed in the Status Bar bel report when it is
previewed shows the last time that the data was actually extracted from the ing data source. If
necessary, you can refresh the data so that you are displaying a more current ye of the underlying data
in the preview. To refresh the data displayed in the report preview, you can @ click the “Refresh” button
in the Print Preview toolbar or select “Report| Refresh Report Data” from the=i\ Bar. This will then cause
Crystal Reports to refresh the preview display with the most current data & %

There are also times when Crystal Reports will automatically réfgeshthe data in the preview. If you
add more data fields to the report, it will automatically refresh the previgw the next time that you view the
report preview. If you add a formula to a report that references afieldyalue not currently displayed in the
report, it will also refresh the preview. Also, when you add crite @ at causes Crystal Reports to change
which records are being extracted from the underlying data sour@g, it will then automatically refresh the

preview. Q
N
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ADDING DATA FIELDS TO A REPORT:
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1. Inthe “Field Explorer,” click the small plus sign next to the “Database Fields” icon to disp@e table, or
tables, in the underlying data source. Click the small plus sign next to the name of the tabl&Whose data

fields you wish to access. The fields of the table will then be displayed.

Select the name of the field that you wish to add to the report from the “Field Exp d then click the

“Insert to Report” button in the toolbar at the top of the “Field Explorer” pane.

Click into the report section where you wish to place the field.

OR OQ

2. Click and drag the field that you wish to add to the report from the “Fi lorer” into the desired
section of the report.

ox VO

2. Right-click the name of the field which you would like to add to report in the “Field Explorer” pane.

3. Choose “Insert to Report” from the pop-up menu that ap :
4. Click into the report at the location where you wish to insegt the selected field.

N

w

REMOVING DATA FIELDS FROM A REPORT: \\

1. Click the actual field that you inserted into th @(not the associated label) to select it.
2. Press the “Delete” key on your keyboard to_re e it from the report design view.

BROWSING FIELD DATA: @

1. Select the name of a field to brow: ithin the “Field Explorer” and then click the “Browse” button within
the toolbar of the “Field Explore e to display the data in a separate browsing widow.

2. This window will then show the firstsfew records of data contained within the selected field. You will also
see the data type of the sele%jpfield displayed at the top of this small window.

3. Close the window to retu ort design view by clicking the “X” in the upper right corner of the
window when you areti @

o
&Q
>
.
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SELECTING FIELDS IN A REPORT: Q

1. Click afield in the report design view to select it. Q

2. When a field is selected it will appear with a blue border around it. You will also see four small squares
around the perimeter of the object, one on each side of the field.

DESELECTING FIELDS IN A REPORT:

1. Click into the empty space within a report section to deselect the currently, d object or objects.

SIMULTANEOUSLY SELECTING MULTIPLE FIELDS IN A REPORT: K

Click the first field which you would like to select.

Hold down either the “Shift” or “Ctrl” key on your keyboard.

Click the other fields that you would also like to simultaneousct.

Release the key that you were holding down when you have finiShed making your selections.

<

.
Place your mouse pointer over the blank area in \Qn of the report where the fields that you wish
to select are located. Ko

Click and drag your mouse pointer around the hat you wish to simultaneously select to create a
selection marquee as you continue to click a .

Continue to click and drag the mouse t fields that you wish to select.

When you finally release your mouse poi any fields that are touched or enclosed by the selection
marquee that you drew will become s

hwbdbpE

= @)
’ |:U

N

hw

MOVING FIELDS: @

1. Place your mouse pointer oyer any selected field or fields in the report design view.
2. When you see a four-poi ow appear, click and drag to move the selected fields and release them
in another area of the,

OR

/

1. Selectthe fields@hen press the arrow keys on your keyboard to move the fields up, down, left, or

right. &Q\
{
.
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MOVING FIELDS USING RULER GUIDELINES:

1. Click and drag any field guideline left and right on the ruler to move both the data field a
associated label in tandem.

CREATING BASIC REPORTS sé\’_
LU

&

RE-ASSOCIATING FIELDS WITH THE RULER GUIDELINES: @

1. Click and drag on the field that you wish to associate with a guideline, manu@)ving the left edge of
the field onto the guideline.

2. When you place it into the correct position and then release it, you will s ed indicator appear at
the left side of the object if you dropped it into the correct position.

MANUALLY ADDING RULER GUIDELINES: Q

1. To add a guideline, click into the ruler at the position where th to place the guideline.

MANUALLY REMOVING RULER GUIDELINES: Q

1. Toremove a guideline, click and drag the guideli Y e ruler and release it into the report design
area.

RESIZING FIELDS: \0

Select the field (or fields) to be resized

2. Place your mouse pointer over the regizj andle that corresponds to the direction in which you wish to
resize the selected field(s).

3. When your mouse pointer isin t rrect location it will appear as a double-pointed arrow. You may

click and drag at that point to re e selected field(s) in that direction: making them thinner, wider,

shorter, or taller. \
o O
1. Select the field(s) to r§

2. Hold down the “Shift}ey on your keyboard, and then press the arrow keys on your keyboard to resize
the selected field(S):

=

Note: Itis also | nt to note that if you simply resize the data field, the field label will also be resized to
the sa nsions. However, resizing the label will not reciprocally resize the data field.

>
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USING THE “SIZE” COMMAND TO SIZE FIELDS: Q

1. Simultaneously select the desired fields that you wish to make the same width, height, o

2. Choose “Format| Make Same Size” from the Menu Bar.

OR %

2. Right-click one of the selected fields and roll over the “Size” command from t *Up menu that
appears.
3. A side menu of choices will then appear from which you can select your d option: “Same Width,”

“Same Height,” or “Same Size.”
Note: If you right-click a selected field and then choose the “Size” comrﬁ%,aé other selected fields will
then share the same width, height, or size as the field upon whichyout right-clicked. If you use the

Menu Bar, then the selected fields will share the same widt ight, or size of the last field selected.

USING THE “ALIGN” COMMAND TO ALIGN FIELDS:

1. Select the fields which you wish to align. §

2. Select “Format| Align” from the Menu Bar. ¢

o X
S0,

2. Right-click one of the selected fields and chooSe, Align” from the pop-up menu that appears.

3. Choose the desired alignment from the s u of choices that appears: “Tops,” “Middles,” “Bottoms,’

“Baseline,” “Lefts,” “Centers,” “Rigr@@id.”
CREATING TEXT OBJECTS:

1. Click the “Insert Text Objecf(ut@t the left end of the Insert toolbar.

= O

1. Select “Insert| Text ObjeCh,..” from the Menu Bar.

2. The mouse pointer wil} then be placed over the report design area and you simply click into the section
where you wish ce the text object.

3. After placing Id) you will notice an insertion mark appear within the text object. Simply type the text
that you wantthetext object to display into the box.

4. When you @ inished, click outside of the text object into the report area to finishing editing the text.
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EDITING TEXT OBJECTS: Q

1. Double-click the text object to place the object back into text edit mode. Q

2. Make the necessary changes and click outside of the text object back into the report area When you are
finished to leave text edit mode.

INSERTING DATA FIELDS INTO TEXT OBJECTS:

1. Double-click the text object to place the object into text edit mode. @

2. Click into the text field at the position at which you would like to insert the ield.

3. Select the data field to insert into the text object using whatever selectj ethod that you prefer.

4. Click into the text object to insert a copy of the data field into the locatio which you placed the
insertion point.

5. Click outside of the text object when you are finished to stop edit@ text.

SAVING A REPORT FOR THE FIRST TIME: Q

1. Select “File| Save As...” from the Menu Bar. Q

2. In the “Save As’ dialog box, use the “Save in:” dr@-@o select the folder (directory) to which you

wish to save the report.
Type the name for the report into the “File name;’ OX.

When you are finished, click the “Save” button o Save the report into the folder you selected, giving it

Hw

the name that you specified. ;
SAVING CHANGES TO A REPORT: @
1. Click the “Save” button in the Stanﬁ&oolbar.

o <

1. Select “File| Save” from th u Bar.

R

o
@Q
>
.
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PREVIEWING A REPORT FOR THE FIRST TIME:
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O

1. Select “View| Print Preview” from the Menu Bar.

= %

1. Click the “Print Preview” button in the Standard toolbar.

Crystal Reports will then create a new tab, named “Preview,” where you can report with the

associated data displayed.

3. Once the “Preview” tab has been created, you can easily switch between esign” tab and the
“Preview” tab in the future when you wish to view the data as it will dis e report.

4. To delete a preview tab, click the small “x” in the preview tab itself.

N

USING THE PREVIEW TOOLBAR: Q
1. Click the small “Refresh” button to refresh the underlying repo a.
2. erlying data source.

3. Click the button that looks like small left pointing arrow ine next to it to preview the first page in

the report.
Click the small left pointing arrow to preview the ptev age in the report.
You will also see a page humbering indicator bemp e sets of arrows in this bar. Page numbering is
displayed in a “X of Y” format, where “X” is the eftpage and “Y” is the total number of pages.

6. Also note that Crystal Reports will only displa le formatted page at a time in the preview, so if you
see a small plus sign next to the total page cotqt, it means that there are additional pages to display,
but that Crystal has not yet rendered th s, so the total page count is still unknown. You can
simply click the “last page” button in thi jump to the end page to get the accurate page count.
Click the small right pointing arrow to the next page in the report.

Click the button that looks like small r ointing arrow with a line next to it to preview the last page in

Click the small “Stop” button to stop pulling data from thve@‘

ok

© ~N

the report.
9. The time and/or date displayed %status bar at the bottom of the report indicates the most recent
a

date and time that the reporﬁ as refreshed from the underlying data source.

MANUALLY REFRESHINGC RT DATA:

1. Click the “Refresh” button in the Print Preview toolbar.

1. Select “Re@fresh Report Data” from the Menu Bar.

>

R
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Purpose:

1. To be able to design a basic report layout in Crystal Reports 2013.

CREATING BAsIC REPORTS sé\’_
@)

Exercises: %

1. If using Crystal Reports 2013, first download and save the sample databas @/ailable from
Business Objects at the following hyperlink (current as of December, 2018);

You will need to unzip the file before using it. Also be sure to note wh u save the file on your
computer, as you will need to use it in step 6.

2. Open Crystal Reports 2013.

3. Click the “Blank Report” hyperlink in the “Start Page.”

4. In the “Database Expert” dialog box, click the small plus sig@t to the “Create New Connection”
folder.

5. Click the small plus sign next to the “Database Files” foIdQ

6. In the “Open” dialog box, use the “Look in:” drop-down to navigate to the “xtreme.mdb” file. It will be
located in the folder you selected back in step #1 \@ou downloaded and unzipped it from the
Internet.

7. Double-click the “xtreme.mdb” file to make thesda nection.

8. Click the small plus sign next to the “Tables” e new data connection.

9. Click the “Employee” table, and then clic &;ht-pointing chevron to move it to the “Selected

Tables:” pane at the right side of the dialo

10. Click “OK” in the “Database Expert” dialo .

11. If needed, open the “Field Explorer ing “View| Field Explorer” from the Menu Bar. Then click
the small plus sign next to the “Dat Nields” in the “Field Explorer” pane.

12. Click the small plus sign next to th%loyee” table in the “Field Explorer” pane.

13. Click and drag the “First Namtﬁ rom the “Field Explorer” and drop it at the far left end of the
“Details” section of the report view.

14. Click and drag the “Last N%ield from the “Field Explorer” and drop it to the right of the “First
Name” field that you placgd inte"the “Details” section of the report design view.

15. Click and drag the “Pos'ﬂ% field from the “Field Explorer” and drop it to the right of the “Last Name”

field that you placed i “Details” section of the report design view.

16. Click and drag th@ﬁeld from the “Field Explorer” and drop it to the right of the “Position” field
that you placed into “Details” section of the report design view.

17. Click the “Insert Text Object” button in the Insert toolbar.

18. Click into th er left corner of the “Report Header” section to place the text field.

19. Type “Employ€e Report” into the text box.
20. Click out n e blank area in the “Report Header” section to quit editing the text.

21. Select & Save As...” from the Menu Bar.
22. Clic ly Documents” folder at the left side of the “Save As” dialog box.
23. Types loyee Report” into the “File name:” text box, and then click “Save.”

24, §‘ t "File| Close” from the Menu Bar to close the report.

@
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4.1- Basic Table Structures and Terms: QE

It is important that you understand some basic terms and concepts involved in cr and using
tables and databases if you wish to create more complex types of reports using Crystal Repofts. Obviously,
the deeper your knowledge of relational database design and structure is, the easier it e to understand
Crystal Reports and its place in the information storage and retrieval process. Ho is not required
that you be a “whiz” with manipulating data tables to create basic reports.

The fundamental data storage object is the table. You store all of the da ish to collect about
a certain subject, like your employees, into your “base” tables in your databa %database is a storage
container that typically contains multiple tables.

Tables have a structure in which they hold their data. Tables ge
information. The columns hold a certain type of data, like “Last Name,”
table represent all of the different types of information that you wish
table. For example, if you had an “Employee” table, you would probai
Name,” “Last Name,” “Position,” “Hire Date,” and other related ty,
employees.

When you enter the field information for a single item into“&glable, you place all of the data for the
item into a single row, which is called a record. For exampl ou had an employee for whom you wish to
make an entry into the “Employee” table, you would simpl %all of the data for each field into the next
available row in the table to create the employee’s recor

Many times the data that you wish to displ% a single report is stored in many tables. In a

of columns and rows of
@ called fields. The fields in a
act about the “subject” of the
have fields for things like “First
data you wish to collect about the

relational database, you have many tables of i tion which are related to each other through

information stored in common (or “shared”) fieldg! rder to do that, each table must have a field that
contains unique values for each record (like a “Secial Security Number” field, or “Employee ID”). This field is
called the primary key of the table.

Then, in the table to which you WN late the employees, you must have another field that

contains the same information. However,% related table the data stored in the column in not unique.
This is often called the foreign key fiel xample, if you had an “Orders” table, you would have fields
for things like the “Order ID,” (the primgkey) “Order Date,” and also “Employee ID” (the foreign key which
would relate the employees to the S). These fields are then linked when you create your reports in
Crystal Reports, so that the record@ related by the common field which they share (in this case, the

same “Employee ID”). &

B Employee - Table

B Orders : Table

= Employee IDﬂ Supenvisor ID | Laghame :im Name = Position : Order ID | Order Amount | Customer ID | Employee ID | Order Date
Rk ancy ales Representative T

E 2 Andrew Vice President, Sales —, 100; 55 g:;gg 41 ; Eggggg
. 3 Janet Sales Representative — e —
. 4 5 Peacock | Margaret Sales Representative | 1003 5186.87 [ 4 12/2/2000
. 5 Buchanan | Steven Sales Manager |- 1004 5823.05 18 4 12/272000
E 6 5 Suyama Michael Sales Representative | 1005 529.00 64 3 12/3/2000
. 5 King Robert Sales Representative + 1006 SR4.80 T 40 12/3/2000
. 5 Callahan Laura Inside Sales Coordinator |+ 1007 $49.50 32 9 12/3/2000
. 9 5 Dodsworth | Anne Sales Representative D 1008 $2 214 94 11 4 12/3/2000
— " 1 Zfolstom Aot | Businoss Manager |+ 1009 529 00 25 4 12/3/2000
- . 1

10 Patterson  Caroline Receptionist 1010 $14.872.30 54 12/3/2000
AR A
(Prifiaty Key | Primary Key Foreign Key
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\’
4.2- Linking Multiple Tables: QE

If you add multiple tables to the report using the “Database Expert,” you will auto @ lly see the
“Links” tab appear next to the “Data” tab in this dialog box. Here is where you can view, edi] create and

delete joins between tables in your report. @d

When you click the “Links” tab in the “Database Expert” dialog box, you will s bles which you
have added to the report and also the associated joins between the tables which have added to the
report. The joins are represented as the thin black lines between the table diagra; ayed in this tab.

Crystal Reports uses a feature called “Auto-Link” to automatically the necessary links
between the indexed fields in the tables that you added. Sometimes these @ not be the joins that you
would like to use in your report. You do have the flexibility to remove unneegsséary joins and edit the joins
that you wish to keep. You may even create your own joins, if necessary ﬂ et the properties as desired.

If you wish to delete a join between table, you can click the lifkto Select it. The link will turn blue
when it has been selected. You can then click the desired button at théxight side of the dialog box to make
changes to the selected link. You can click the “Delete Link” butto te the selected link. You can also
click the “Link Options...” button to launch the “Link Options” di @ box. In the “Link Options” dialog box
you can set the “Join Type,” how to “Enforce Join,” and the “Link§lype,” by selecting the desired option
buttons. You will examine how the choices that you can ss@s dialog box will impact the data used for

your reports in the following sections. When you have ma ny changes to the link settings that you wish
to apply using this dialog box, click “OK” to return t(zt s” tab of the “Database Expert” dialog box.
Also note that you can right-click a link between table d choose “Delete Link” to delete the link, or
choose “Link Options...” to invoke the “Link Options” box where you can edit the link settings.

If you want to delete all of the links that CryStapReports generated for you automatically through the
“Auto-Link” feature, you can simply click the “Clear Ligks” button. A dialog box will then appear, asking you
if you are sure that you want to remove all@ Click “Yes” to delete all of the links between all of the

tables, or click “No” to retain the links that ha n set.

When you are viewing the table di in the “Links” tab, you will see the tables and fields. You
can click and drag on the titles of the tables tg/rearrange their position onscreen. You can place your mouse
pointer over the border of a table diagm until you see your mouse pointer appear as a double-pointed
arrow. When it does this, you can lick and drag to change the size and shape of the table diagram.
This can be helpful to display all of mlds that you need to see in the table sketch. You will often also see
a small right-pointing arrow nextfto some field names in the table sketches. These indicate fields that have
an index (sorting order) available%@ use. The “primary key” concept that was discussed earlier is actually a
type of index. The color t dex shown indicates which “order” the index is. You can click the “Index
Legend...” button in the “L4nks™tab of the “Database Expert” dialog box to launch the “Index Legend” dialog
box. Here you can see the color coding used to signify the order of the indexes. The “Primary Key” index is
the first index. You can &tually have several indexes on tables, and you can see in the “Index Legend” that

joins on indexed fi nd to produce report results more quickly. When you are finished looking at this
dialog box, click eturn to the “Links” tab in the “Database Expert” dialog box.
In the © ab you can also click the “Auto Arrange” button to automatically arrange the table

diagrams dis n the “Links” tab in the most efficient manner for display within the “Links” tab. You can
also have ports re-link the tables that you have selected, if you have cleared the links. To do this,
first sele to link the fields by choosing either the “By Name” option to link fields with the same name

” option to link by foreign key assignment. When you have made your desired choice, simply
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4.2- Linking Multiple Tables- (cont'd.): Q

When you have more than two tables involved in the “Links” tab, the order in @\ the joins
between the tables will be enforced will also be of great significance to how the set of recor sed by the
report will appear. You can click the “Order Links” button in the “Links” tab of the “Database Expert” dialog
box to launch the “Order Links” dialog box. In this dialog box you can set the ogder ip”which the links
between tables will be enforced. [/

To change the order of the links used for the report in this dialog bo Selt
whose order you wish to change. The links will be executed from the top to the bét]
have the desired link selected, click the small, black “up” and “down” arrows i
order of the displayed links. You can also check the “Link ordering is enforeg
joins between the tables will be enforced in the order shown. When yo @
you wish, click “OK” to set the join. In the “Database Expert,” click the %
set the links between the tables.

the displayed link
in this list. Once you
dialog box to change the
2which will ensure that the
he joins set in the order that
ton when you are finished to

4.3- Table Joins:

Using the Employees/Orders example, once you ha% tables added to the report and they have
an associated link between them on their “common field, n then pull data from the tables and Crystal
Reports will accurately display the requested data fro les. Note that the information displayed in the
‘common fields” is of the same data type. This is a& ment of joining fields: both fields must share the
same data type. For example, you cannot link a “t ield to a “number” field.

When you add multiple tables to the repg mthe “‘Database Expert” dialog box, Crystal will try to
automatically create links between the tables. HoWwever, the way that Crystal Reports will choose to link the
tables may not be correct. Crystal may creNJ any links, some of which will need to be deleted to pull
the correct data. Crystal may also create inGorrect or undesired type of join between the fields and you
may need to create or edit the join by h me “Links” tab of the “Database Expert” dialog box. There are
several types of possible joins that yo create on the “Links” tab of the “Database Expert’ dialog box.

Below is a table listing the four basieytyp€s of joins and how they impact information extraction from the
underlying tables.

Join Type: Joir%act:

Inner Al er” join will display only records that have a matching value in the joined field in
oth tables.

Left-outer A “left-outer” join will display all of the records from the left table and only matching

\Q records from the right table.

Right-outer A “right-outer” join will display all of the records from the right table and only matching
records from the left table.

FuII-outer& A “full-outer” join displays all field values from both tables, regardless of whether or not

2 there are matching values in the joined fields.
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4.3- Table Joins- (cont'd.): Qs

The type of join that exists between the tables for the report strongly determines v’ata will be
used for the report and how that data will be displayed. Let’s look at how the join that is set™Between two
tables can impact the data that is selected and displayed in the report using the examp%i\/n “Employees”
table and an “Orders” table. Pretend that you have two very small tables with t ing fields and
columns. In Crystal Reports, you can examine what data would be used for the re sed on the type of
join that you set up between them on their shared field (the “EmployeelD” field).

B Employees : Table

EmpldyeelD MName
| 1 Brett Brookstone 1
| 2/ Jenna Gregory 2 : 1
3 Jill Jefferson (372004 2
m B/6/2004 2
5 (472004 0

If you did not create a join between the two tabl dded them to the report, when you went to
display the data from the two tables you would get in results. Specifically, this results in a Cartesian

Product, where each and every entry in the first ta atched to each and every entry in the second
table. You can see from the result set shown that thi d be completely useless information.
EmployeslD Mame OrderlD OrderDate

B/2/2004 12:00:00AM
SI2/2004 12:00:004M
S/3/2004 12:00:004M
8/5/2004 12:00:00AM
8/4/2004 12:00:004M
B/212004 12:00:00AM
B/2/2004 12:00:004M
B/3/2004 12:00:004M
8/5/2004 12:00:004M
8/4/2004 12:00:00AM
8/2/2004 12:00:00AM
8/2/2004 12:00:00AM
8/2/2004 12:00:00AM
8/5/2004 12:00:00AM
8/4/2004 12:00:00AM

Brett Brook

1 Brett Elrnnkat\
1 Brett Brook
| HERg
1 Brett Broo
1 Brett Br ne
2 Jenn ary
2 JEHH@DW
2 Janna gory
2 % Gregory
Gregary
meffersnn
x Jefferson
Jill Jefferson
/ 3 Jill Jeffersan

Q
S
%

ET o Gl Pl = 0N e e B — N e ) ) =
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4.3- Table Joins- (cont'd.):

If you join the two tables through the “EmployeelD” field using the “inner join” tm Crystal
Reports, you will only view data that have matches in both tables. Using an “inner join” prodt€€s the result

set shown below, where any reference to the employee “Jill Jefferson” would be omittg
no orders. Since there is no reference to that employee in the “Orders” table, the recaord

she has made
itted.

[/
L 4
Employveelll Mame QrderlD OrderDate%
1 Brett Brookstone 1 822004 J& A
1 Brett Brookstone 2 E!EJ‘EDD:DDAM
2 Jenna Gregory 3 BI3Z2084 ro:00AM
2 Jenna Gregory 4 35/ | 2:00:00AM

If you use a “left-outer” join type, you will receive a slightly dif

join, you will see every record in the

left table and any data from t

from the right table. Looking at the result set that would be return

now the reference to “Jill Jefferson” h

as been included this time, e

bset of results. Using this type of
egords that contain matching values
ich is shown below, you can see that

hough she has no matching orders.

QrderDate

8212004 12:00:004M
81212004 12:00:004M
8/3/2004 12:00:004M
8/5/2004 12:00:004M

EmploveelD Mame @HD
1 Brett Brookstone 1
1 Brett Brookstone 2 2 O 2
2 Jenna Gregory \ 3
2 Jlenna Gregory \ 4
3 Jill Jefferson (b

If you change the “join type” to bec @ht-outer” join, you will see every order entered into the
“Orders” table, regardless of whether or n& is an employee associated with the order entered. This

would produce a result set in Crystal

Employveell Mame

1 Bre
1 Bre
2 nna

Rep the one shown below.
OrderlD QrderD ate
lstone 1 BI2/2004 12:00:00AM
stone 2 BI2/2004 12:00:00AM
regory 3 832004 12:00:004M
Gregory 4 8/5/2004 12:00:004M
5 8/4/2004 12:00:004M

—&
s,
&
{0
%,
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4.3- Table Joins- (cont'd.): Q

Using a “full-outer” join type, which is also often called a “union query,” will display e@/ecord from
every table- including any records that do not have a match in the other associated table. T ill produce
a result set much like the one shown below.

Employveelll Mame QrderlD QrderD ate
1 Brett Brookstone 1 8212004 12; !
1 Brett Brookstone 2 8/212004 1 UDAM
2 Jlenna Gregory 3 B/3/2004 0 = 0AM
2 Jlenna Gregaory 4 EIEIEEIEI:DEIAM
3 Jill Jefferson
: 2:00:00AM

So you can see from these examples how important it is to_select the desired tables that will display
the data you would like to see in the report and also how i @ t it is to ensure that the tables are
correctly joined. You will perform all of the related linking of the talsfes in the “Links” tab of the “Database
Expert” dialog box, which you will examine in a later lesson.

4.4- Enforcing Table Joins and Changing Link TVD‘EK

you can see that you can change the join type, t the join is enforced, and the link type. In the “Link
Options” dialog box you can select either “Not ced,” “Enforced From,” “Enforced To,” or “Enforced
Both” in the “Enforce Join” section. Enforci joins ensures the desired use of the tables in the SQL
statement (query) used to extract the re r your report, even if none of the fields are used in the
report.

When you double-click a join that is displa@e “Links” tab of the “Database Expert” dialog box,

If you select the “Not Enforced” o%i'o , which is the default, the link you created will only be used to
extract records from the tables if a fi the table is used in the report or if the table join is used to link
to another table with fields used by réport.

Selecting the “Enforced Erom™0ption will only enforce the link if a fields from the table to which you
are creating the link is used in &;aport. For example, if you create a link from table 1 to table 2, and only
select a field from table 2 tm etween the two tables will still be enforced when extracting records for
the report. However, if y& elected fields from table 1 in the report, the join would not be enforced
using this option.

If you select the 2Enforced To” option, the join will only be enforced if a field from the table from
which you are creati e link is used in the report. For example, if you create a link from table 1 to table 2,
and only select fi%m table 1, the join between the two tables will still be enforced when extracting
records for the r. owever, if you only selected fields from table 2 for the report, the join would not be
enforced usin ption.

Sele “Enforced Both” option, will ensure that if fields from either table involved in the link are
used in th ort the link between them will be enforced.

ther setting that you can change in the “Link Options” dialog box is the link type. The vast
majori%ﬁe time, you use the “Equal [=] link” join type to pull records from a table that have an exact
c

ords from an associated table. This is the default setting for the joins that you create, but you
c eefthat you also have the ability to change this, if needed.
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4.4- Enforcing Table Joins and Changing Link Types- (cont'd.): Q

Selecting a link type other than the “Equal” link type will drastically alter the resu’ of records
used for the report. If you select the “Greater Than [>] link” type, you will select records fréfm the linked
tables where the value from the field in the primary table from which you are linking is %r than the value
in the field in the related table to which you are linking.

In much the same way, selecting the “Greater Than or Equal [>=] link” will t records from the
linked tables where the value from the field in the primary table from which you ' g is greater than or
exactly equal to the value in the field in the related table to which you are linking

You can also set a table link type to the “Less Than [<] link” type. This
from the linked tables where the value from the field in the primary table fse
than the value in the field within the related table to which you are Iinkin&

I

of link will select records
ich you are linking is less

glect records from the linked
re linking is less than or exactly

Setting the link type to the “Less Than or Equal [<=] link” typélwi
tables where the value from the field in the primary table from which
equal to the value in the field in the related table to which you are |j

Finally, you can also set the join to have the “Not Equal
the linked tables where the value from the field in the primary table
the value in the field in the related table to which you are linki

k” type. This will select records from
m which you are linking is not equal to

24 Database Ex ILI
L 4
Link together the tables you added to the report.
Linking is needed to match records of one table with comesponding records of another table.
| Auto-Arange
Employee Orders Orders_Detail Auto-Link
Employee ID B Or — I Order ID O By Name
Supervisor D @Fder AmBunt [ Product ID ® By Key
Last Name C D Unit Price
First Name > E ﬂ ee D Quantity Link
Position Order Date
Birth Date equired Date | Order Links... |
Hire Date Ship Date -
Home Phone ‘) Ship Via | Clear Links |
Extension Shipped | Delete Link |
Reports To Po# | Link Options... |
Salary o
SSN | Index Legend... |
Emergency Contact First Nam ‘
Emergency Contact Last Name
Emergency Contact Relationship
Emergency Contact Phone
/ Enforce Join
(®) Not Enforced
@ ) Left Outer Join () Erforced From
\ O Right Quter Join () Erforced To
Q Full Outer Join O Enforced Beth
ok || Ccancel
ok |[ cancel |[ Hep
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VIEWING MULTIPLE TABLE LINKS: Q

1. Click the “Database Expert” button in the Experts toolbar to display the “Database Expe @ 0g box.
2. If you have added multiple tables to the report, click the “Links” tab which is next to the “Data” tab in this
dialog box.

DELETING TABLE LINKS: @
1. Click the “Links” tab in the “Database Expert” dialog box.
2. Click the link that you wish to delete to select it. The link will turn blue w s been selected.

3. Click the “Delete Link” button to delete the selected link.

SETTING LINK OPTIONS: 0

Click the “Links” tab in the “Database Expert” dialog box. Q
Click the link for which you wish to set link options.

Click the “Link Options...” button to launch the “Link Op{@ialog box.

In the “Link Options” dialog box, select the desired op'Q tton to set the “Join Type” option, the

oD E

“Enforce Join” option, and the “Link Type” option. 4
Click “OK” to return to the “Links” tab of the “Dat \

o,

pert” dialog box when you are finished.

DELETING ALL LINKS:

. Click the “Links” tab in the “Database Ex log box.

2. If you want to delete all of the links th | Reports generated for you automatically through the
“Auto-Link” feature, you can simply ¢ “Clear Links” button.

3. Adialog box will then appear, aski u if you are sure that you want to remove all the links. Click
“Yes” to delete all of the links be@w all of the tables, or click “No” to retain the links that have been
set.

=

CHANGING THE VIEW O!F ?&BLE LINKS:
. Click the “Links” tab in théyDatabase Expert” dialog box.

2. Inthe “Links” tab, yog/vill see the tables and fields. You can click and drag on the titles of the tables to
ition

=

rearrange their onscreen.

3. You can pla ouse pointer over the border of a table diagram until you see your mouse pointer
appear as a e-pointed arrow. When it does this, you can then click and drag to change the size
and shape table diagram.

4. You can k the “Auto Arrange” button to automatically arrange the table diagrams displayed in
the “LiglRsL tab in the most efficient manner for display within the “Links” tab.

%‘b
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VIEWING TABLE INDEXES: Q

Click the “Links” tab in the “Database Expert” dialog box. Q

2. Inthe “Links” tab, you will see a small right-pointing arrow next to some field names in thetable

sketches. These indicate fields that have an index (sorting order) available to use. T%ylor of the index

shown indicates which “order” the index is.

3. You can click the “Index Legend...” button in the “Links” tab of the “Database Ex
launch the “Index Legend” dialog box. Here you can see the color coding used
indexes. The “Primary Key” index is the first index. You can actually have se
and you can see in the “Index Legend” that joins on indexed fields tend to @
quickly.

4. When you are finished looking at this dialog box, click “OK” to return Links” tab in the “Database

=

ot dialog box to

gnify the order of the
3/indexes on tables,

ce report results more

Expert” dialog box.

RESETTING AUTOMATIC TABLE LINKING: Q

=

2. Inthe “Links” tab, first select how to link the fields by cha@sing either the “By Name” option to link fields
with the same name or the “By Key” option to link by key assignment.

When you have made your desired choice, simply*ali “Link” button.

4. |If possible, Crystal Reports will then automaticalm the links between the tables. Once again, you
will need to double-check these links to ensure, y will function for the report.

Click the “Links” tab in the “Database Expert” dialog bO)E’.%

w

SETTING TABLE LINK ORDER: \

=

Click the “Links” tab in the “Database %& dialog box.

2. Click the “Order Links” button in thm tab of the “Database Expert” dialog box to launch the “Order

Links” dialog box.

3. To change the order of the Iinks@/for the report in this dialog box, select the displayed link whose
order you wish to change. The lin ill be executed from the top to the bottom in this list.

4. Once you have the desired %elected, click the small, black “up” and “down” arrows in this dialog box
to change the order of th yed links.

5. You can also check t “mrdering is enforced,” which will ensure that the joins between the tables
will be enforced in the o shown.

6. When you have the j}'ns set in the order that you wish, click “OK” to set the jo.

%
@6
>
.
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Purpose:

1. To be able to design a basic report layout using multiple tables in Crystal Reports 20

LINKING TABLES IN A REPORT ,é\’_
)

Exercises: %

1. Open Crystal Reports 2013.
2. Click the “Blank Report” hyperlink in the “Start Page.” %
3. Click the small plus sign next to the “xtreme.mdb” database file conne ich was created in the

exercise at the end of the last chapter.
4. Click the small plus sign next to the “Tables” icon to display the ta the database.
5. Click the “Employee” table, and then click the right-pointing c{ to move it to the “Selected

Tables:” pane at the right side of the dialog box.

6. Click the “Orders” table, and then click the right-pointing che@ move it to the “Selected Tables:”
pane at the right side of the dialog box.

7. Click the “Links” tab which appears in the “Database Expe@log box.

8. Double-click the link between the two tables to view the, “Link ®ptions” dialog box.

9. View the link options, and then click “OK” when you are fihished viewing the settings.

10. Click “OK” in the “Database Expert” dialog box.

11. Click the small plus sign next to the “Databas@Fi@n the “Field Explorer” pane.

12. Click the small plus sign next to the “Employ Ne in the “Field Explorer” pane.

13. Click and drag the “First Name” field from Id Explorer” and drop it at the far left end of the
“Details” section of the report design view.

14. Click and drag the “Last Name” field fro “Field Explorer” and drop it to the right of the “First
Name” field that you placed into theX’r section of the report design view.

15. Click the small plus sign next to th s” table in the “Field Explorer” pane.

16. Click and drag the “Order ID” fi % the “Field Explorer’ and drop it to the right of the “Last
Name” field that you placed intg%j etails” section of the report design view.

17. Click and drag the “Order Daie. from the “Field Explorer” and drop it to the right of the “Order
ID” field that you placed into@)etails” section of the report design view.

18. Click and drag the “Ordep Amount” field from the “Field Explorer” and drop it to the right of the “Order
Date” field that you plac%to the “Details” section of the report design view.

19. Click the “Insert Text button in the Insert toolbar.

20. Click into the upp% ner of the “Report Header” section to place the text field.

21. Type “Employee Salé§Report” into the text box.

22. Click out into the plank area in the “Report Header” section to quit editing the text.
23. If needed, re@he text object that you just created to fully display the text within it.

24, Select “ vg As...” from the Menu Bar.
25. Click thezMywDocuments” folder at the left side of the “Save As” dialog box.

26. Type “E @

27. Clic e.”
28. Se ‘File| Close” from the Menu Bar to close the report.
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4

5.1- Formatting Report Objects:

In Crystal Reports, you can use the “Format Editor” dialog box or the Formatting r to apply
various aesthetic enhancements to the selected objects within your reports. The basic tec gque used to
apply formatting is simple: select the report object or objects to which you wish to apply; atting, and then
either use the buttons available in the Formatting toolbar or the choices availab gh the “Format
Editor” dialog box to apply your desired choice of formatting options.

Shown below is the Formatting toolbar and the various buttons that click to apply the
selected formats. Note that some of the buttons also have small drop-down arrI the right of the button

picture. These are buttons that have various options which you can set. F ample, clicking the drop-
down next to the “Font Color” button displays a small palette of color choi om which you can select.
Choosing a color from the palette sets that as the color that you will the in the future when you next
click the “Font Color” button directly. Also, some of the buttons may eamygrayed out” when you have
certain types of report objects selected. That simply means that the“asSociated formatting of the button
cannot be applied to the type of report object that you selected. Eartexample, if you select a text object in
the report, the numeric formatting buttons will then appear “ out,” as you cannot apply numeric
formatting to text objects.

Increase
T .
Decroase | Lock Size/Position | Decimals
|Font Face| |Font Size| Font Size |Suppress| lml
Arial 10 - A At E A - [F - B B[S |% @ %

£ £
Increase st|fy||Borders| |Currency|/ Decrease
Font Size Decimals

|Lock Format| |Percent|
The Formatting toolbamisNdesigned to allow quick access to some of the most commonly used
formatting options availa lected report objects. However, some specific types of formatting that you
may wish to apply can on accessed through the “Format Editor” dialog box. Once again, you must first
select the object or objects to which you wish to apply the formatting. Then either right-click the selected
object or objects an ose the command that begins with the word “Format (object name)...” or simply
click the “Format” nd in the menu bar and select the topmost command in the drop-down list that
appears, which appear as “Format (object name)...” in the listing. Either way, this will launch the

the dialog b w the formatting options which you can set on each tab. The tabs which appear will
once agains\a ending on the type of report object which you selected prior to invoking the “Format
Editor” di X. In the next lessons, you will examine the various tabs that may appear within the “Format

Editor”% at options you can specify on each.

@

“Format Editor@ box. In this dialog box, you can click through the tabs that are available at the top of
r
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5.2- The “Common” Tab of the Format Editor: Q

In the “Common” tab of the “Format Editor” dialog box, you can set many options th@‘always be
available for selected fields. You can type a name for a single selected object into the “Obj ame:” text
box. This name, which can only consist of letters and numbers with no spaces (@cial characters
allowed, is used for object referencing in various parts of Crystal Reports such as t rt Explorer and
the Repository Explorer (if using Crystal Enterprise).

In the “Tool Tip Text:” text box you can specify the text that you would like/di ed in the small text
box that appears when a user hovers their mouse pointer over the report objec

Checking the “Read-only” check box will prevent additional formatting % ations from being applied
to the selected object in the future. It does not, however, apply any type of je ecurity.

Checking the “Lock Position and Size” checkbox will ensure that & does not resize or move the
selected report object in the future.

Checking the “Suppress” checkbox will suppress the selecte
“Preview” of the report and the printed output.

You can check the “Suppress if Duplicated” checkbo @ uppress the display and printing of
duplicate values in a field of data.

Checking the “Suppress Embedded Field Blank %checkbox will suppress the display and

fie

pject from appearing in both the

printing of any blank values of a field embedded within the t d.

Checking the “Can Grow” checkbox will ensyre @: object which may appear within the report
with a variable length will be able to expand the figl vertically to accommodate all of the text. After
checking this option, you can specify a limit (in Iin%the vertical growth in the “Maximum number of
lines:” text box. If you leave it at zero, then the fieldfCan,grow as large as necessary to display the data.

You can also use the “Text Rotation:”
down to specify either a rotation of 9 2
degrees for the text contained in the selecte .

Commaon |Border | Font I Paragraph I Hyperlink |

If you use cascading style sheet ply Object Name: [ TorderID1 |
formatting to reports, you can type the €¢la ame Tool Tip Text: | | =
for the selected object into the “CSS Name:” [Jread-ony [JLock Position and Size
text box. Class names are used by; ading style [Jsuppress

%) [1%]

sheets (CSS) to define and appl pre-created
format (style) to the selected re%(;bject.
rizontal Pages”

Checking the “Repeatsap
option allows you to rep s, like report titles
for example, across hori& pages in reports that
contain horizontal page breaks (like ones created by
some cross-tab and M reports).

Checkin %‘Keep Object Together”
checkbox will [K reaking the content of the
object with a p@{ k when printed.

Checki “Close Border on Page Break”
checkbox will e that if an object with an applied
border is ith a page break when printed, the

border% ear closed at the end of the page.

[ suppress If Duplicated

[

|:| Can Grow

Text Rotation: degrees

Horizontal Alignment: |Leﬂ: W |

Display String:

CS5 Class Name: | |

|:| Repeat on Horizontal Pages
Keep Object Together
Close Border on Page Break

(Bzlex] (6% 6] (6]

Sample:

BEELEEELELEESCESEELEEE L L et e

0K | | Cancel | | Help |
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5.3- The “Number” Tab of the Format Editor:

In the “Number” tab of the “Format Editor”
dialog box, you can set options for the display of
numeric fields in the report.

You can select one of the many preset
numeric displays for numbers and currency fields
from the “Style” list displayed at the left side of this
tab.

If you have a currency value field selected,
you can check the “Display Currency symbol
(system default):” checkbox to apply a currency
symbol to the field’s display. If checked, then below
that you can select either the “Fixed” or “Floating”
option. If you select “Fixed,” the currency symbol will
always display at the left edge of the field. If you
select “Floating,” the currency symbol will appear
directly to the left of the number itself.

Clicking the “Customize...” button launches
another separate dialog box called the “Custom
Style” dialog box. Here you can create your ow
custom displays for the number and currency
symbol used for the field’s display.

Cumency Symbol | Number

[] Use Accounting Format

. Decimal Sepa

I| ds Separator:

Dl

[ Suppress if Zero

Decimals:

Rounding: Symbol:

Negatives: eading Zero

(123)
E Show Zero Values as:

[ Reverse Sign for Display

[] Allow Field Clipping @ [<Defautt Format> v]

Sample:

($55,555.56)

| Common | Border IFont | Number |Hyr|:ierlir1k| y_J

Style

System Default Currency Format
Fixed Viewing Locale Currency Format
§-1123

5-1,123

£-1123.00

£-1123.0000

5-1,123.0000

§(1123)

$(1,123)

£(1123.00)

$(1,123.00)

£(1123.0000)

@ symbol (system default):
%Dlsplav Currency Symbol
| Fixed

(®) Floating

{$55,555.56)

On the “Number” tab of the “Custom Style”
dialog box, you can check the “Use Accounting
Format” checkbox to set the appearance of the
object to a traditional accounting display. Checking
this option will display negative numbers in the
report by referencing the Windows Regional
Settings. They will then be displayed as either a
minus sign or by brackets. This will also determine
the position of the negative symbol. In addition, the
dash symbol will be used to display zero (0) values
in the report, and the currency symbol used will
appear fixed at the left side of the field.

Checking the “Suppress if Zero” checkbox
will hide the field’s display in both the printout and
the preview if it is zero.

You can use an alternate character for the
decimal separator by typing one into the “Decimal
Separator:” text box, if desired. Otherwise, the
“period” character is used by default.

You can use the “Decimals:” drop-down to
truncate the numeric display to the number of
decimals specified by the drop-down.
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5.3- The “Number” Tab of the Format Editor- (cont'd.): Q

If you check the “Thousands Separator:” checkbox, you will enable a separator fo thousands
values in your numeric display. The character used is set to the “comma” character, by defaul®”but you can
specify another character to use, if desired, by typing it into the “Symbol:” text box.

You can use the “Rounding:” drop-down to select the number at which yg like the value
displayed in the selected field to be rounded.
You use the “Negatives:” drop-down to select the desired appearance ive numbers within

the selected field.
Checking the “Leading Zero” checkbox will add a leading zero to tk@play of decimal numbers

between zero and one.
Checking the “Reverse Sign for Display” checkbox will reverse t ‘@ itional signs used to indicate
debit and credit values in financial reports.

You can use the “Show Zero Values as:” drop-down to select t mat used for the display of zero
values in the selected report object.

If the “Allow Field Clipping” checkbox is checked, field s that are longer than the displayed
length of the field in the report are truncated. If unchecked, the fie values will not be truncated, but will

instead appear as pound signs (####HHE), as they do in E or example. The pound signs indicate the
field is simply too narrow to accurately display the field’s va

Once you have made the desired selections , -
for your custom numeric style on the “Number” tab
you can then click the “Currency Symbol” tab to se
your own custom display of the currency symbol |f

desired. - —_—
You can check the “Enable anc" o o

Symbol” checkbox to enable the displ a E:_ne_swbolﬁerpage _

currency symbol in the selected report%ﬂ. If o =

checked, you can then select either a:“ d” or Currency Symbol:
“Floating” display.

If you check the “One SymPer Page”
checkbox, the currency symbol will ppear next
to the first value displayed omi each page in the
report for the selected numbepsfi

Use the “Positio own to determine
the position of the currenc ol displayed.

You can type '2 symbol to use as the ($55,555.56)
currency symbol int “Currency Symbol:” text
box, if the default @ﬂ of the dollar sign is not

desired for the re

ve made your custom number selections, click the “OK” button at the bottom of the
g box to return to the “Number” tab of the “Format Editor” dialog box.
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5.4- The “Font” Tab of the Format Editor: Q

In the “Format Editor” dialog box you can
click the “Font” tab to view the available choices that
you can make to change the display of text in the
selected report object or objects.

Clicking the “Font:” drop-down will display a
listing of all of the available fonts on your machine.
You can select the desired font face to use for the
selected object by choosing it from the list.

The “Style:” drop-down allows you to apply a
selected font style from the drop-down of choices
available. Typical choices include “Bold,” “Regular,”
“Italic” and others. However, note that the choices
available in this drop-down depend directly upon
which font is selected in the “Font:” drop-down.
Some fonts have more style options than others do.

You can use the “Size:” drop-down to select
a font size, measured in points, which you want to
use for the values displayed in the selected report

) . : .
object. You can also simply type a desired fon

| Comman I Border | Font |Paragraph I Hyperlink |’

Font:

erdana
Regular w

Style:
Size:

Color:

Effects:

[ strikeout

[CJunderline

Spacing: \

Character Spac@

el (BB ]

such as 10.5, if desired.

You can use the “Color:” drop-down to select
the color to use for the text displayed in the selected

[u]
o
8,
o
o
=B
=]
wl

il Bl N N report object. If the color you want to use is not
HEMCFEFNNENEN shown in the small palette of colors displayed in the
ENEEENEN drop-down, you can click the “More...” command to
EfFEEEEEN invoke the “Color” dialog box. In the “Color” dialog
EEEEEEES= box, you can select from the expanded palette of
EEEEEEN preset colors available for use in the “Basic colors:”
Custom colors: section at the left side of the dialog box. You can
O r = _ also create your own custom colors, if desired. To
e rrrrr el ] Bt | do this, click one of the white color cubes under the

sat:[92 | Green:[6D |
ColoriSolid | ym:[57 | Bue:[134]

Add to Custom Colors

5

“Custom colors:” section. Next, click and drag the
small black left-pointing arrowhead in the color strip
shown at the right side of the dialog box up or down

Define Custom Colors >3

Q

into the texboxes provided or by typing the desired values into the “Red:,” “Green:” and “Blue:” text boxes
provid@ce you have the desired font color displayed in the “Color|Solid” box, click the “Add to Custom

’ on in the lower right corner of this dialog box to set the selected color as the color displayed in
t elected cube of the “Custom colors:” section of the dialog box. In the future, when you invoke the
“ dialog box, the selected color will be displayed here, so you will not need to re-create it in the future |

Col
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s s’
5.4- The “Font” Tab of the Format Editor - (cont'd.): Q

again. When you are finished in the “Color” dialog box, click “OK” to return to the “Format Eialog box.

In the “Effects” section of the “Font” tab in the “Format Editor” dialog box, you €ah check the
“Strikeout” checkbox to apply a strikethrough to the text displayed in the selected re bject. Checking
the “Underline” checkbox will apply an underline to the text displayed in the selected bject. Note that
this underline will also appear under space values in the selected report object.

You can type a number value (in points) into the “Character Spacing
value specified as the value each character in your selected font should occup
value is measured from the start of one character to the start of the next cha
size of the font used. As such, ensure that if you do use this feature th
display the characters in the field without having the letters in the text app€a

“? text box to set the

e=font has enough space to
top of one another.

5.5- The “Border” Tab of the Format Editor:

You can click the “Border” tab in the “Format
Editor’ dialog box to set the appearance of any
border that you would like to appear around the
selected report object or objects.

Use the drop-downs that appear next to the
“‘Left:;,” “Top:,” “Right:,” and “Bottom:” labels to
choose the line style that you would like to apply o ‘

the selected side of the report object. Yo%

Bogoer |Font I Paragraph I Hyperlink |

sotem

[ Tight Horizontal []Drop Shadow

select either “None,” “Single,” “Double,” “Rashe Color:

or “Dotted.” \ Border: B v
You can check the “Tight }%ntal” [ Background: Custom

checkbox to set the border to appear ‘as t as

possible around the data displayed in m&ld

Checking the “Drop Shadox@eckbox will
simply apply a drop shadow (whic ears under
and to the right of the report OQ) to the selected
report object.

Use the “Border? wn to select the
desired color of the bord ied from the drop-
down list of choices. Note that you can also select
the “More...” commanddfiere to invoke the “Color’
dialog box, if the you wish to apply isn’t
available in the lis ors displayed.

You ca% pply a fill color to the selected report object by checking the “Background:” checkbox.
h

Sample:

PSS S S E SIS EEE eSS ettt e st

If checked, thi he selected report object with the color that you then specify using the drop-down that
appears tothe ¥Once again, you can select a color displayed in the drop-down menu of choices, or you
can sele e%More...” command to invoke the “Color” dialog box, where you can select from a wider array

of colofb ate your own custom colors.
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5.6- The “Date and Time” Tab of the Format Editor: QE

If you have selected a date/time field within the report to format, you will see the “Da Time” tab
appear within the tabs listed at the top of the “Format Editor” dialog box. You can click this®ab to set the
display options for the selected date/time fields.

On the “Date and Time” tab you can click any style listed in the “Style” li
selected style as the style used to display the date/time values in a selected date/ti

Clicking the “Customize” button will launch the “Custom Style” dialog box
apply your own custom date and time styles to the selected report objects. In thi
tabs you can use to specify the custom date/time format you desire: “Date a
you click the “Date and Time” tab within the “Custom Style” dialog box, specify the desired sort
order for date/time values from the drop-down of choices available: “Dat ” “Date,” and “Time.”

You can also choose which separator you want to use betweefi\the“date value and the time value
from the “Separator:” drop-down on this tab. If you wish, you can also ly click into the text box shown
and type the character that you want to use as the separator into the

If you click the “Date” tab, you can set a
custom display for the date value in the selected
date/time field.

You can use the “Date Type:” drop-down at
the top of this tab to choose to set the date display .
to the “Short Date” or “Long Date” based on the

to choose the
ield in your report.

you can create and
g box there are three
e,” “Date,” and “Time.” If

| Greqgarian Calendar W |
Order:
O YMD

specify a “Custom” display from the drop-down.

If your operating system supports multi
calendar types, you can select which cale ty
to use for the date/time display from the “
Type:” drop-down.

Day of week:

—

Year: Short Sep: None

e

Era/period Type:

MNaone v ﬁ Paosition: Leading

r

None

You can use the “Month:,” “Day,” Year:,”
and the “Era/period Type:” drop-do set the Separators:
display for those specific types of @ents in the E'm'::_" sepersorstc dme orier - .
date format. |None vl |f’ v| |f vl |None vl

In the “Order:” section,fselect the desired
option button for the order of@ nth (M), day (D),
t

and year (Y) elements.
In the “Day of weekg ion, you can click

the desired day “Type:” that"you want to display.

Sample:
03/01/1999

To the right of that can use the “Sep:,” “Encl:,” and “Position:” drop-downs to select a separator
character to pla en the day of the week and the actual date value, select a characters set within
which you can en e displayed date, and choose whether the day is shown at the beginning or ending

of the date/timg @ e, respectively.
agk the “Link separators to date order” checkbox, this will include the specified separators
lelds. Below that you can use the “Prefix:” box to create a prefix for the date, such as the
" %ou can also specify a “First:” and “Second:” separator character to be used between the
s of the date display. You can then type any desired suffix value that you wish to display after

you would like to create a custom time value, click the “Time” tab in the “Custom Style” dialog box.
You set a custom display for the time values in a selected date/time field in a report.
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5.6- The “Date and Time” Tab of the Format Editor- (cont’d.): Q

If you check the “Use System Default
Format” checkbox, the report will display the time
values in the selected report field according to the Date and Tme | Date | Time
current system settings in Windows. [ Use System Default Format

Below that, you can either select to display
the time as a “12 Hour” or “24 Hour” value by 12 Hour 2
selecting the desired option button. If you select the
“12 Hour” display, then you can choose what
characters you want to represent the hours from
midnight to noon by typing them into the “00:00 —
11:59” box, if you want something other than the
default value of AM. You can do the same for the
hours of “12:00 — 23:59,” if you prefer a value other
than the default of PM.

Use the “Hour:,” “Minute:,” and “Second:”
drop-downs to choose the displayed format for
those elements of the custom time value.

You can also choose or type in the character .
to use as the “Hr/Min Separator:” and the “Min/Se
Separator” into the boxes provided. When you have
finished creating your custom value, click “OK” #0
return to the “Format Editor” dialog box.

(® 24 Hour

03/01/1999

5.7- The “Paragraph” Tab of the Format£aitov:

In the “Format Editor” dialog bo@ may also have a “Paragraph” tab appear when you have a text-
related report object selected. On t aragraph” tab, you can set the paragraph attributes for the selected
text-containing report object. @

You can use the “First kine:,” “Left:;,” and “Right.” text boxes to specify a number (measured in
inches) by which you would Iik&indent either the first line of each paragraph, the entire left side of the
paragraph, or the entire 'g&@e of the paragraph. You can also use the “Line Spacing:” drop-down to
select either “Multiple” OVK . Selecting “Multiple” will set the line spacing to be a multiple of the font
size used and selecting “Exact’ will set the line spacing to an exact number of points that you specify. In the
“Of” text box, you can eyer the multiple by which you want to set line spacing if you selected “Multiple” or

enter the number of to use between each line if you selected “Exact.”
In the “R@rder:” section you can choose whether the text is to be read from “Left to Right” or
“Right to Left.”

If you @ text data field selected, you will be able to select either “none,” “RTF text,” or “HTML
Text” from the interpretation:” drop-down. This can assist you in correctly displaying RTF or HTML

datain a t ield with the correct formatting, if needed.
ave a text object like a report label selected, you will be able to set the horizontal alignment

U
for the%led object using the “Alignment:” drop-down.
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5.8- The “Picture” Tab of the Format Editor: QE

If you selected a graphic to format in your report, then you can click the “Picture” ta@-ue “Format
Editor” dialog box to set the formatting options for the graphic in your report.

On the “Picture” tab, you can input the number, measured in inches, that you cut away from
the image by typing the measurement into the “Left:,” “Right:,” “Top:,” or “Bottom:” es in the “Crop
From” section, as desired.

In the “Scaling” section, you can specify the “Width:” and “Height:” (as tage) to which you
would like to scale the image.

In the “Size” section, you can enter a “Width:” and “Height:,” measure(@ches, to which you would

made, you can click the “Reset” button in this tab to reset the alteratio to the image file for display

like to resize the graphic.
If you make any changes to the size of the graphic and would Iikt the changes that you have
within the report.

5.9- The “Boolean” Tab of the Format Editor:

If you select a field in a report that contains a Io@boolean) value, you can then select the
“Boolean” tab in the “Format Editor” dialog box. Here yo se the “Boolean Text:” drop-down to set the
display of the logical value that you would like to use ort.

5.10- The “Hyperlink” Tab of the “Format Edito%oq Box:

If you have a selected report object ich’you wish to set a hyperlink upon which the users could
click when previewing the report, you can ese types of options on the “Hyperlink” tab in the “Format
Editor” dialog box.

In the “Hyperlink type:” section, n choose the option button that corresponds to the type of

selected. You can select the “No H k” option to remove a hyperlink from a field. This is also the default
value displayed when creating a n yperlink. You can select “An E-mail Address,” and then type the
email address to which you want the email sent into the “E-mail Address:” box below after the “mailto:”
protocol shown. You could lect the “A Website on the Internet” option button, and then enter the
website address into the @ Address:” text box, after the “http://” information. You can also choose the
“A File” option and then the “Browse...” button to create a hyperlink to a file on your organization’s

hyperlink that you wish to create. Thg ns that are available depend upon which object in the report is

network.

If you selec é report data field that contains website values displayed using the correct
“http://lwww.somgplace.com” syntax, you can select the “Current Website Field Value” option button. This
will create a hype om the data contained within the field that the users of the report can click upon to
visit the websi

If yo ted a report data field that contains email values displayed using the correct
“someone place.com” syntax, you can select the “Current E-mail Field Value” option button. This will

create a erfink from the data contained within the field that the users of the report can click upon to send

an emm selected recipient.
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5.11- The “Subreport” Tab of the Format Editor: Q

On the “Subreport” tab of the “Format
Editor,” you can specify the settings for any

subreports that you have inserted into your main [ [Common |gorder | Font | Subreport

Subreport options :

report. Subreports will be discussed in more detail in
a later section. However, it is still useful to inspect

Subreport Mame;

. . Order Details]
what options you have for controling the
appearance and settings of subreport data. [¥] On-demand Subreport
In the “Subreport Name:” text box, you can On-demand Subrepart Captio

type a name to quickly rename a subreport from

L. . . . . Subreport Preview Tab @&
within the main report in which you have it
ening

embedded. Re-import '.';'ha%

If you check the “On-demand Subreport’ [ Suppress BlankSygrePert
checkbox, it will create a hyperlink to the subreport
versus embedding the subreport into the main
report.

Checking the “Re-import When Opening”
checkbox will re-import the subreport each time that Subreport
you open the subreport, displaying any changes that
you have made.

If you check the “Suppress Blank Subreport
check box, you will hide blank subreports fro ‘

displaying in the main report. When you Ve
finished specifying your formatting options, justcli

“OK” to apply the formatting to the selectedm .

» o

5.12- Drawing Lines: A

Crystal Reports allows you dd some basic shapes, such as lines and rectangles to clarify
information and enhance the report’s presentation display. You can draw a line by either selecting “Insert|
Line” from the Menu Bar or b &ing the “Insert Line” button in the Insert toolbar. When you do this, your
mouse pointer will appe encil icon when you hold it over the report area. You can then click and
drag from one point to a p’create a vertical or horizontal line in the report.

Notice that you can k the line to select it. You can also move and resize the object just as you
can the report data fieId%nd other report objects. Just click into the middle of the line and drag to move the
line from one place other in the report area. You can also click a line, place your mouse pointer over
either end until @le double-pointed arrow appear, and then click and drag to resize the line.

You ca hange the formatting of the line that you have drawn by right-clicking the line and
selecting “For ne...” from the pop-up menu that appears or by clicking the line to select it and then
choosing “F ormat Line...” from the Menu Bar. This will then launch the “Format Editor” dialog box
and displ “Line” tab. Here you can select a desired line style from the “Style:” drop-down. You can
click o e buttons displayed in the “Width:” section to set the desired width of the line. You can use the
“Color1 -down to select the desired color for the line, as well. For vertical lines, you can check the
“Bxt Bottom of Section when Printing” checkbox to always extend the selected line to the bottom of
thefrepgrt section.
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5.12- Drawing Lines- (cont'd.): QE

If you check the “Suppress” checkbox, the line will not be printed. Checking epeat on
Horizontal Pages” checkbox will ensure that if there are horizontal page breaks in the report,*tfe horizontal
line you have selected will also print across the horizontal pages created.

Checking the “Read-only” option prevents additional formatting changes fro igg applied to the
selected line. Checking the “Lock Position and Size” checkbox will prevent both m and resizing of the
line in the report. When you are done, click “OK” to apply the changes.

5.13- Drawing Boxes:

You can draw boxes (rectangles) around important data to “set% a report, or you may simply
use the boxes as an additional enhancement to the appearance of th rt. Creating boxes in a report is
very much like creating lines in a report. You can create boxes in a%by either clicking the “Insert Box”
button in the Insert toolbar or by selecting “Insert| Box” from the ar. Once again, your mouse pointer
will appear as a pencil when you hold it over the report. This time, will click and drag from one corner of
the area over which you want to place the box across to th posite corner, releasing the mouse pointer
when the box covers the desired report area.

When you click the border of the box it should a elected with the resizing squares displayed
around the perimeter of the box. You can place your fh minter over any one of these squares until your

mouse pointer changes into a double-pointed arro click and drag to resize the square, if needed.
You can place your mouse pointer over the border, re except where the resizing handles appear and
click and drag to move the box around within the,r ections.

To change the appearance of a box that ave drawn, you can either right-click the border of the
object and select “Format Box...” from the menu that appears or you can click the box to select it

and the choose “Format| Format Box...” fr Menu Bar. Either way, you will launch the “Format Editor”
dialog box. There are two tabs in this di %x which you use to change the appearance of your boxes:
the “Box” tab and the “Rounding” tab.

You can click the “Box” tab tQse general formatting options for the box. You can use the “Style.”
drop-down to select the border styl e box: “None,” “Single,” “Dashed,” “Dotted.” Click the button in the
“Width:” section that represents the desired thickness of the box’s border. Use the “Color:” drop-down below
that to choose the color of the baxs border. If you wish to apply a “Drop Shadow” to the box, then check the

checkbox next to that optipn

If you would like &e box with a color, then you can check the “Color:” checkbox in the “Fill:”
section. If you do check the ckbox, then use the drop-down that appears to the right of that to choose the
desired fill color. [

If you check ‘Always Close Border” checkbox, Crystal Reports will end the box to enclose the
data displayed % when a page break occurs within a box in the report. If you check the “Extend to

Bottom of Secti n Printing” checkbox, you allow the box to extend to the bottom of the section when
printing. This ually checked when placing a box around variable-length data. If you check the
“Suppress” X, you will not print the box when the report is printed. Checking the “Read-only”

revent additional formatting changes to the selected box. Checking the “Repeat on
es” checkbox will let the box repeat across horizontal page breaks, if necessary. Checking
sition and Size” checkbox will set the position and size of the box, so that it cannot be moved in
nce you are finished, click “OK” to apply the formatting changes that you have selected.
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5.14- Format Painter: QE

The “Format Painter” function allows you to copy the formatting settings from one t and then
apply them to one or more other report objects, which saves you time in having to repeated§*re-apply the
same formatting settings to multiple report objects. To use this feature, you need to % a report object

je lected, click the

that has the formatting attributes that you wish to copy to other objects. With this ob
“Format Painter” button in the Standard toolbar, or select “Format| Format Painter” f f the Menu Bar.

Next, place your mouse pointer over the report object to which you want 36 apply the formatting that
you just copied. You will see the “paintbrush icon” appear when you place it O a’'report object to which
you can apply the copied formatting. Click to apply the copied format to the s @ ed object and turn off the
format painter function.

Note that not all aspects of the formatting of the copied object ng to necessarily be pasted
onto the destination object. The data types of the selected objects I role in deciding what can
possibly be pasted onto a destination object after being copied from t urce object. For example, if you
selected a number field as the source object and then pasted the ing onto a text field, only some of
the formatting would be pasted. Formatting attributes, such a ncy formatting and decimal position
wouldn’t be applied as they are not possible settings for a text objeG&ln addition, formatting applied with the
“X+2” buttons will be copied. However, conditional formattin lied using the “Highlighting Expert” will not
be copied.

If you wish to apply formatting settings copiedjro @ e source object onto multiple other destination
objects, start by selecting the source object from whichnyOustvant to copy the formatting settings. Then click
the “Format Painter” button in the Standard toolba%hold down the “Alt” key on your keyboard while
you click all of the individual report objects to whic wish to apply the copied formatting. When you have

finished, release the “Alt” key. Then click the &ofpat Painter” button again to turn it off when you are

finished using the tool.
5.15- Formatting Part of a Text Object: %
So far, you have discussed %ng entire selected report objects. Note that it is also possible to
format only part of a text object Wi@ report. For example, you could apply the bold format to a word
within a report title even if the entire title is enclosed in a single text object. To select just part of the text
within a text object, you must &e—click the text object which contains the text which you wish to format.
That will place the text je@o “Edit Mode” where you can view the insertion point inside of the text
object. At that point, cli& rag over the text which you want to format independently of the other
surrounding text to select it.

To then apply fowatting to the selected text, you can click the buttons available in the Formatting
toolbar or right-click election that you made and then select the “Text Formatting...” command from the
pop-up menu whi @ars. You can then apply any changes that you would like using the “Text Format”
dialog box and

are finished ed
the object.

%‘b

henelick “OK” when you are finished to view the changes that you have applied. Once you
@ he text within the selected text object, click into the blank area of the report to de-select
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5.16- The Template Expert: QE

You can use the “Template Expert” to apply a pre-created format to your reports in @al Reports.
This can be useful when you don’t have the time to spend formatting a report, but would s ppreciate it
having a professional appearance. With just a few quick clicks of the mouse, you car@ly a report style
that includes borders, boxes, shading and other formatting features to your entire rep

Even if you don’t particularly like any of the styles created for you, it is po to use them as a
basis for your own custom styles. You can edit the formatting applied by the te Expert and also
easily undo any style applied.

To apply a formatting template to your report, open the report :
Expert...” from the Menu Bar or just click the “Template Expert” buttoni
launch the “Template Expert” dialog box.

elect “Report| Template
Experts toolbar. This will

The first time that you select to apply a
template, the “Apply a new template” option will
appear selected and the list of “Available
Templates” will be displayed at the left side of the
dialog box.

Click a template name displayed in the list of
available templates to see it appear in the “Preview”
window at right. If you have a template or report &
which you would like to use, you can click the
“Browse...” button to launch the “Open” dialog bo

(®) Apply a new template

Available Templa Preview
MNo Template ~ .
Block (Blus)

Comporate - Page Sechiins Only
C

)
)

C

ided Page Headers/Footers
ive Summary or Title Page

and then click the “Open” button to select.
you have the desired template selected, N

‘OK” in the “Template Expert” dialog bo
the selected template to the report that i ntly
displayed onscreen.
If you don't like the formattti% ed, you can easily undo your change. Just click the “Template
ca

Undo the cument template

Re-apply the last template

Expert” button in the Experts tool choose “Report|] Template Expert...” from the Menu Bar. In the
“Template Expert” dialog box, y en select the “Undo the current template” option, and click “OK” to
reverse the template that you %ed. If you undo the application of a formatting template and then wish
that you hadn’t removed it, y n’invoke the “Template Expert” dialog box again, and this time choose the
“‘Re-apply the last templak n. When you click “OK” you will re-apply the last formatting template that
you removed.

5.17- Inserting Ric

If you icture, such as a corporate logo, that you wish to insert into a report, you can do this

easily in Cr REports. You can either click the “Insert Picture” button on the Insert toolbar or choose

...2 from the Menu Bar. This will launch the “Open” dialog box. Use the “Look in:” drop-down

to select er into which you have the graphic saved on your computer or network. Select the desired
graphi e list of files and folders displayed, and then click the “Open” button.

G. can then click into the report section where you wish to insert the graphic. Pictures can be

esized and formatted using the same techniques you applied to other report objects.
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APPLYING BASIC FORMATTING TO REPORT OBJECTS: Q
1. Select the report object or objects to which you wish to apply formatting. Q
2. Use the buttons available in the Formatting toolbar or the choices available through the mat Editor”

dialog box to apply your desired choice of formatting options.

USING THE “FORMAT EDITOR” DIALOG BOX:

1. Select the object or object to which you wish to apply the formatting. %
2. Right-click the selected object or objects and choose the command th s with the word “Format
(object name)...” from the pop-up menu that appears.

appears, which will also appear as “Format (object name)...” | listing.
3. In the “Format Editor” dialog box, you can click throug that are available at the top of the
dialog box to view the formatting options which you cansgt of each tab.

5 S
2. Click the “Format” command in the menu bar and select the tﬂf command in the drop-down list that
e ta

4. Set any desired formatting options on the appropriat .

5. Click “OK” to apply the selected formatting. ’:

SETTING “COMMON” TAB OPTIONS IN THE “F T EDITOR”:

1. Select the object or object to which you 'Qpply the formatting.

2. Open the “Format Editor” dialog box anx e “Common” tab.

3. You can type a name for a single sele ject into the “Object Name:” text box.

4. Inthe “Tool Tip Text:” text box you c cify the text that you would like displayed in the small yellow
text box that appears when a use s their mouse pointer over the report object.

5. Checking the “Read-only” chec will prevent additional formatting alterations from being applied to

the selected object in the future.

6. Checking the “Lock Positioﬁmd Size” checkbox will ensure that a user does not resize or move the

selected report object in re.

7. Checking the “Supp @eckbox will suppress the selected object from appearing in both the
“Preview” of the report’angd the printed output.

8. You can check the “Suppress if Duplicated” checkbox to suppress the display and printing of duplicate
values in a field a.

9. Checking the row” checkbox will ensure that the object will be able to expand vertically to

accommodate the text. After checking this option, you can specify a limit (in lines) for the vertical
growth in tf Jlaximum number of lines:” text box. If you leave it at zero, then the field can grow as
large as ry to display the data.

se the “Text Rotation:” drop-down to specify either a rotation of 90 or 270 degrees for the
d in the selected object.
pe the class name for the selected object into the “CSS Class Name:” text box.
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SETTING “COMMON” TAB OPTIONS IN THE “FORMAT EDITOR”- (CONT'D.): Q

12. Checking the “Repeat on Horizontal Pages” option allows you to repeat the object a @ horizontal
pages in reports that contain horizontal page breaks.

13. Checking the “Keep Object Together” checkbox will prevent breaking the conten%ue object with a
page break when printed.

14. Checking the “Close Border on Page Break” checkbox will ensure that if an{obj@ct with an applied
border is split with a page break when printed, the border will appear closed d of the page.
15. Checking the “Suppress Embedded Field Blank Lines” checkbox will sup e display and printing

of any blank values of a field embedded within the text field.
16. Click “OK” to close the “Format Editor” dialog box when you are finishe

SETTING “NUMBER” TAB OPTIONS IN THE “FORMAT EDITOR”:

1. Select the object or object to which you wish to apply the for

2. Open the “Format Editor” dialog box and click the “Number” ta

3. In the “Number” tab of the “Format Editor” dialog box can Set options for the display of numeric
fields in the report.

4. You can select one of the many preset numerlc for numbers and currency fields from the

“Style” list displayed at the left side of this tab.

5. If you do have a currency value field selected X\(n check the “Display Currency symbol (system
default):” checkbox to apply a currency symbo ield’s display. If checked, then below that you can
select either the “Fixed” or “Floating” option. @

6. Click “OK” to apply the selected number form

SETTING A CUSTOM NUMBER FORMA E “FORMAT EDITOR”:

=

Select the object or object to whi ish to apply the formatting.

Open the “Format Editor” dialog nd click the “Number” tab.

3. In the “Number” tab of the “Form ditor” dialog box, click the “Customize...” button to launch another
separate dialog box called t&‘?ustom Style” dialog box.

4. You can check the “U unting Format” checkbox to set the appearance of the object to a
traditional accounting‘gli

5. Checking the “Suppressnif Zero” checkbox will hide the field’s display in both the printout and the
preview if it is zero.

6. You can use ernate character for the decimal separator by typing one into the “Decimal
Separator:” text Jf desired. Otherwise, the “period” character is used by default.

7. You can usi ecimals:” drop-down to truncate the numeric display to the number of decimals

N

specified b rop-down.

8. Ifyouch “Thousands Separator:” checkbox, you will enable a separator for the thousands values
in you meéric display. The character used is set to the “comma” character, by default, but you can
specifya@nother character to use, if desired, by typing it into the “Symbol:” text box.

9
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SETTING A CUSTOM NUMBER FORMAT IN THE “FORMAT EDITOR’- (CONT'D.):

9. You can use the “Rounding:” drop-down to select the number at which you woul the value
displayed in the selected field to be rounded.

10. You use the “Negatives:” drop-down to select the desired appearance of negativmbers within the
selected field.

11. Checking the “Leading Zero” checkbox will add a leading zero to the displ@ decimal numbers
between zero and one.

12. Checking the “Reverse Sign for Display” checkbox will reverse the traditi igns used to indicate
debit and credit values in financial reports.

13. You can use the “Show Zero Values as:” drop-down to select the fo ed for the display of zero
values in the selected report object.

14. If the “Allow Field Clipping” checkbox is checked, field values tha & er than the displayed length
of the field in the report are truncated. If unchecked, the field@ s will not be truncated, but will
instead appear as pound signs (#HHHH).

15. Click the “Currency Symbol” tab to set your own custom displa) he currency symbol, if desired.

16. You can check the “Enable Currency Symbol” checkbox to enalile the display of a currency symbol in
the selected report object. If checked, you can then selegf@ither a “Fixed” or “Floating” display.

17. If you check the “One Symbol Per Page” checkbox, the ency symbol will only appear next to the first
value displayed on each page in the report for the se number field.

18. Use the “Position:” drop-down to determine the posfti the currency symbol displayed.

19. You can type a symbol to use as the currency s to the “Currency Symbol:” text box, if the default
symbol of the dollar sign is not desired. m

20. Click “OK” to return to the “Number” tab of th at Editor” dialog box.

21. Click “OK” in the “Format Editor” dialog o@ply the number formatting.

SETTING “FONT” TAB OPTIONS IN TH MAT EDITOR”:

1. Select the object or object to whi ou wish to apply the formatting.

2. Open the “Format Editor” dialog nd click the “Font” tab.

3. Click the “Font:” drop-down te select a font face from the list of available fonts on your machine.

4. Using the “Style:” drop-do ﬁlows you to apply a selected font style from the drop-down of choices
available.

5. You can use the “Siz& -down to select a font size. You can also simply type a desired font value
directly into the associatedrtext box to specify a font size that is not displayed in the drop-down menu.

6. You can use the “er:” drop-down to select which color you want to use for the text displayed in the
selected report . If the color you wish to use is not shown in the small palette of colors displayed in
the drop-do an instead click the “More...” command to invoke the “Color” dialog box where you
can select color of your choosing.

7. You can C}Qe “Strikeout” checkbox to apply a strikethrough to the text.

8. Checkin derline” checkbox will apply an underline to the text displayed.

9. You e a number value (in points) into the “Character Spacing Exactly:” text box to set the value

pecify to be the value that each character in your selected font occupies, horizontally

K” to apply the selected font.

©TeachUcomp, Inc. Introductory Crystal Reports 86



ACTIONS-

BAsIC FORMATTING TECHNIGUES . é\

USING THE “COLOR’ DIALOG BOX: Q

1. Display the “Color” dialog box. Q
2. In the “Color” dialog box, you can select from the expanded palette of preset colors availaBle for use in
the “Basic colors:” section at the left side of the dialog box. %

= O

2. You can also create your own custom colors, if desired. Start by clicking
under the “Custom colors:” section.

3. Click and drag the small black left-pointing arrowhead in the color strip
down from the top of the strip towards the middle to increase the d
“Color|Solid” box.

4. Click and drag the mouse pointer around in the rainbow gradieQ
“Color|Solid” box.

5. Note that you can also change the color by typing the desire%ers for the “Hue:,” “Sat:” (saturation),

the white color cubes

ight side of the dialog box
of the color displayed in the

ange the color displayed in the

and “Lum:” (luminosity) into the text boxes provided or by t the desired values into the “Red:,”
“Green:” and “Blue:” text boxes provided.

6. Once you have the desired font color displayed in th&y Color|Solid” box, click the “Add to Custom

0 set the selected color as the color displayed

Colors” button in the lower right corner of this dial.og @
in the selected cube of the “Custom colors:” sectio a€ dialog box.

7. In the future, when you invoke the “Color” dialog"®@x,the selected color will be displayed here, so that
you will not have to re-create again.

8. When you are finished in the “Color” dialog

9 k “OK” to return to Crystal Reports.

SETTING “BORDER” TAB OPTIONS IN THELCFORMAT EDITOR”:

1. Select the object or object to Whicm%Wlsh to apply the formatting.

2. Open the “Format Editor” dialog and click the “Border” tab.

3. Use the drop-downs that appeagfext to the “Left:,” “Top:,” “Right:,” and “Bottom:” labels to choose the
line style that you would like to apply to the selected side of the report object. You can select either
“None,” “Single,” “Double,” ‘&hed,” or “Dotted.”

4. You can check the “Tj @zontal” checkbox to set the border to appear as tight as possible around
the data displayed in &

5. Checking the “Drop Shadew” checkbox will simply apply a drop shadow (which appears under and to
the right of the reporpbject) to the selected report object.

6. Use the “Border; "drop down to select the desired color of the border applied from the drop-down list of
choices. Not&that you can also select the “More...” command here to invoke the “Color” dialog box if

to apply isn’t available in the list of colors displayed.

7. Youcan al ﬁo ply a fill color to the selected report object by checking the “Background:” checkbox.

8. Ifyouc dhthe “Background:” checkbox, select a fill color using the drop-down that appears to the
right. @nce,again, you can select a color displayed in the drop-down menu of choices, or you can select

the & ..” command to invoke the “Color” dialog box, where you can select from a wider array of
color, create your own custom colors.
9 [ K” in the “Format Editor” dialog box to apply the selected border.
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1. Select the object or object to which you wish to apply the formatting.
2. Open the “Format Editor” dialog box and click the “Date and Time” tab.
3.

On the “Date and Time” tab you can click any style listed in the “Style” list box to@se the selected
style as the style used to display the date/time values in the selected report objec@

4. Click “OK” to apply the selected date/time formatting.

SETTING A CUSTOM DATE/TIME FORMAT IN THE “FORMAT EDITOR”: O

1. Select the object or object to which you wish to apply the formatting.

2. Open the “Format Editor” dialog box and click the “Date and Time” t&

3. In the “Date and Time” tab of the “Format Editor” dialog box, cli “Customize...” button to launch
another separate dialog box called the “Custom Style” dialog on

4. If you click the “Date and Time” tab within the “Custom Styl 0g box, you can specify the desired
sort order for date/time values from the drop-down of chol available: “Date Time,” “Time Date,”

“Date,” and “Time.”
5. You can also choose which separator you want to use %n the date value and the time value from
the “Separator:” drop-down on this tab. If you wish, n also simply click into the text box shown
and type the character that you want to use as thé @or into the text box.
If you click the “Date” tab, you can set a custom for the date value in the selected date/time field.
7. You can use the “Date Type:” drop-down at t f this tab to choose to set the date display to the
“Short Date” or “Long Date” based on the settings of your computer. You can also specify a
“Custom” display from the drop-down.
8. If your operating system supports multip dar types, you can select which calendar type to use for
the date/time display from the “Calend :” drop-down.
9. You can use the “Month:,” “Day:,” “Y§I nd the “Era/period Type:” drop-downs to set the display for

o

those specific types of elements in ate format.

10. In the “Order:” section, select th sireéd option button for the order of the month (M), day (D), and year
(Y) elements.

11. In the “Day of week:” sectiongyou can click the desired day “Type:” that you want to display.

12. To the right of that, you ca%e the “Sep:,” “Encl:,” and “Position:” drop-downs to select a separator
character to place be eﬁ day of the week and the actual date value, select a characters set within
which you can enclo& splayed date, and choose whether the day is shown at the beginning or
ending of the date/time value, respectively.

13. If you check the “Linyseparators to date order” checkbox, this will include the specified separators when
sorting date fiel low that you can use the “Prefix:” box to create a prefix for the date, such as the
word “Date: @n also specify a “First:” and “Second:” separator character to be used between the
three elem he date display. You can then type any desired suffix value that you wish to display
after the d ues into the “Suffix:” text box drop-down.

14. If you w ike,to create a custom time value, click the “Time” tab in the “Custom Style” dialog box.

15. If you the “Use System Default Format” checkbox, the report will display the time values in the

sel@ eport field according to the current system settings in Windows.

@ .
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SETTING A CUSTOM DATE/TIME FORMAT IN THE “FORMAT EDITOR’- (CONT'D.): Q

16. You can either select to display the time as a “12 Hour” or “24 Hour” value by selec.he desired
option button.

17. If you select the “12 Hour” display, then you can choose what characters you 0 represent the
hours from midnight to noon by typing them into the “00:00 — 11:59” box, if yo omething other
than the default value of AM. You can do the same for the hours of “12:00 — 23: you prefer a value

other than the default of PM.

18. Use the “Hour:,” “Minute:,” and “Second:” drop-downs to choose the displa @nat for those elements
of the custom time value.

19. You can also choose or type in the character to use as the “Hr/Mi rator:” and the “Min/Sec
Separator” into the boxes provided.

20. When you have finished creating your custom value, click “OQ) ply your custom date/time
formatting.

SETTING “PARAGRAPH” TAB OPTIONS IN THE “FORMAT ED "

1. Select the object or object to which you wish to apply theiformatting.

2. Open the “Format Editor” dialog box and click the “P ” tab.

3. You can use the “First Line:,” “Left:,” and “Right: es to specify a number (measured in inches)
by which you would like to indent either the of each paragraph, the entire left side of the

line spacing to be a multiple of the font size d and selecting “Exact” will set the line spacing to an
exact number of points that you specify.

5. In the “Of” text box, you can enter th le by which you want to set line spacing if you selected
“Multiple,” or enter the number of poiE e between each line if you selected “Exact.”

paragraph, or the entire right side of the paragraph
4. Use the “Line Spacing:” drop-down to selec':: e @v Multiple” or “Exact.” Selecting “Multiple” will set the

6. In the “Reading order:” section y n choose whether the text is to be read from “Left to Right” or
“Right to Left.”

7. If you have a text data field sele you will be able to select either “none,” “RTF text,” or “HTML Text”
from the “Text interpretation:# drop-down. This can assist you in correctly displaying RTF or HTML data
in a text field with the correc&matting, if needed.

8. If you have a text obj ct eport label selected, you will be able to set the horizontal alignment for
the selected object us% Alignment:” drop-down.

9. Click “OK” to apply your paragraph formatting when you are finished.

. ¢
SETTING “PICT@B OPTIONS IN THE “FORMAT EDITOR”:

Select the ¢ @ or object to which you wish to apply the formatting.

=

2. Openth ofmat Editor” dialog box and click the “Picture” tab.

3. You cam4 the number, measured in inches, that you want to cut away from the image by typing the
meas nt into the “Left:;,” “Right:,” “Top:,” or “Bottom:” text boxes in the “Crop From” section, as
degir

Lo
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SETTING “PICTURE” TAB OPTIONS IN THE “FORMAT EDITOR”- (CONT'D.): Q

4. Inthe “Scaling” section, you can specify the “Width:” and “Height:” (as a percentage) to \@you would
like to scale the image.

5. In the “Size” section, you can enter a “Width:” and “Height:,” measured in inches@hich you would
like to resize the graphic.

6. If you make any changes to the size of the graphic and would like to reset th ges that you have
made, you can click the “Reset” button in this tab to reset the alterations o the image file for
display within the report.

7. Click “OK” when you are finished applying your formatting changes to the ted picture.

SETTING “BOOLEAN” TAB OPTIONS IN THE “FORMAT EDITOR”: &

Select the object or object to which you wish to apply the format@

1.
2. Open the “Format Editor” dialog box and click the “Boolean” t
3. Use the “Boolean Text:” drop-down to set the display of the al value that you would like to use in

the report.
4. Click the “OK” button to apply the formatting changes. Q

| Y < :’
SETTING “HYPERLINK” TAB OPTIONS IN THE "Fg!% DITOR”:

1. Select the object or object to which you wish t the formatting.

2. Open the “Format Editor” dialog box and clic yperlink” tab.

3. In the “Hyperlink type:” section, you se the option button that corresponds to the type of
hyperlink that you wish to create. The x that are available depend upon which object in the report
is selected. %

ti

4. You can select the “No Hyperlink” to remove a hyperlink from a field. This is also the default

value displayed when creating a erlink.

5. You can select “An E-mail Addr%and then type the email address to which you want the email sent
into the “E-mail Address:” box beloW after the “mailto:” protocol shown.

6. You could also select the “ ebsite on the Internet” option button, and then enter the website address
into the “Website Addres box, after the “http://” information.

7. You can also choose ile” option and then click the “Browse...” button to create a hyperlink to a
file on your organization'Sypetwork.

8. If you selected a geport data field that contains website values displayed using the correct
“http://www.som@e.com” syntax, you can select the “Current Website Field Value” option button.

Y

erlink from the data contained within the field that the users of the report can click

This will cre
upon to visit site.
9. If you s a report data field that contains email values displayed using the correct

“someo eplace.com” syntax, you can select the “Current E-mail Field Value” option button. This
will cr a Ryperlink from the data contained within the field that the users of the report can click upon

to senthan email to the selected recipient.
10. Yo lick

“OK” to apply the selected hyperlink properties to the selected report object when you are
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SETTING “SUBREPORT” TAB OPTIONS IN THE “FORMAT EDITOR”:

=

Select the object or object to which you wish to apply the formatting.
Open the “Format Editor” dialog box and click the “Subreport” tab.
In the “Subreport Name:” text box, you can type in a hame to quickly rename a sub@ from within the
main report in which you have it embedded. 2

BAsic FORMATTING TECHNIGBUES ,é\’_
O

wn

4. If you check the “On-demand Subreport” checkbox, it will create a hyperlink
embedding the subreport into the main report.

5. Checking the “Re-import When Opening” checkbox will re-import the subre
the subreport, displaying any changes that you have made.

6. If you check the “Suppress Blank Subreport” check box, you will hide

subreport versus

ch time that you open
ubreports from displaying

in the main report.
7. When you have finished, just click “OK” to apply the formatting to th% d subreport.

DRAWING LINES: Q

1. You can draw a line by either selecting “Insert| Line” fro e Méehu Bar or by clicking the “Insert Line”
button in the Insert toolbar. When you do this, your mo pomter will appear as a pencil icon when you
hold it over the report area.

2. You can then click and drag from one point to andﬁ@reate a vertical or horizontal line in the report.

MOVING AND RESIZING LINES: @

Click the line to select it. 0

2. To move the line, click into the middle?& ine and drag to move the line from one place to another in

=

the report area.
3. To resize the line, you can also click place your mouse pointer over either end until you see the
double-pointed arrow appear, an lick and drag to resize the line.

FORMATTING LINES: \

1. Click the line to selec g
2. Right-click the line an “Format Line...” from the pop-up menu that appears.

OR V4

2. Choose “For mat Line...” from the Menu Bar.

3. In the “For itor” dialog box on the “Line” tab, select a desired line style from the “Style:” drop-
down.

4. Youc lickeoRe of the buttons displayed in the “Width:” section to set the desired width of the line.

5. You the “Color:” drop-down to select the desired color for the line, as well.

6. Yo heck the “Extend to Bottom of Section when Printing” checkbox to always extend the selected

r@ne to the bottom of the report section.
(%)
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BAsIC FORMATTING TECHNIGUES . é\

FORMATTING LINES- (CONT'D.): Q
7. If you check the “Suppress” checkbox, the line will not be printed. Q
8. Checking the “Repeat on Horizontal Pages” checkbox will ensure that if there are hofizontal page

breaks in the report, the horizontal line selected will also print across the horizontal created.
9. Checking the “Read-only” option prevents additional formatting changes fro applied to the
selected line.

10. Checking the “Lock Position and Size” checkbox will prevent both moving a ng of the line in the
report.
11. When you are done, click “OK” to apply the changes. O

DRAWING BOXES: &
1. You can create boxes in a report by either clicking the “Insert@button in the Insert toolbar or by
selecting “Insert| Box” from the Menu Bar.
2. Your mouse pointer will appear as a pencil when you hold it o e report.
3. Click and drag from one corner of the area over which y ant 1@ place the box across to the opposite
corner, releasing the mouse pointer when the box coversithetesired report area.

>

MOVING AND RESIZING BOXES: \

=

Click the border of the box to select it. w
2. To resize the box, place your mouse poin% any one of the resizing squares and then click and

drag.
3. To move the box, place your mouse\er over the border anywhere except where the resizing
handles appear and click and drag he box around within the report sections.

I

FORMATTING BOXES: @

1. Click the border of the box tg(select it.

Right-click the border of t ject and select “Format Box...” from the pop-up menu that appears or you
can click the box to s&) d the choose “Format| Format Box...” from the Menu Bar.
|

3. In the “Format Editor” ‘Onthe “Box” tab you can use the “Style:” drop-down to select the border style of
the box: “None,” “Single,” "Dashed,” “Dotted.”

4. Click the button i h}“Width:” section that represents the desired thickness of the box’s border.

5. Use the “Colgr:” down below that to choose the color of the box’s border.

6. If you wish to “Drop Shadow” to the box, then check the checkbox next to that option.

7. If you woul o fill the box with a color, then you can check the “Color:” checkbox in the “Fill:”
section. 0 check the checkbox, then use the drop-down that appears to the right of that to
choos sived fill color.

8. If you the “Always Close Border” checkbox, Crystal Reports will end the box to enclose the data

on a page when a page break occurs within a box.
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BAsIC FORMATTING TECHNIGUES . %

FORMATTING BOXES- (CONT'D.): Q

9. If you check the “Extend to Bottom of Section when Printing” checkbox, you can allow t@ to extend
to the bottom of the section when printing.

10. If you check the “Suppress” checkbox you will not print the box when the report is p

11. Checking the “Read-only” checkbox will prevent additional formatting changes to cted box.

12. You can check the “Repeat on Horizontal Pages” checkbox to have the box across horizontal

page breaks, if necessary.

13. Checking the “Lock Position and Size” checkbox will set the position al %of the box, so that it
cannot be moved in the report.

14. Once you have made any formatting changes that you would like, click £ apply the changes.

USING FORMAT PAINTER:

attributes that you wish to copy.

2. Click the “Format Painter” button in the Standard toolb r seléct “Format| Format Painter” from the
Menu Bar.

3. Place your mouse pointer over the report object to u want to paste the formatting that you just
selected and click to apply the copied format t& \@ected object and simultaneously turn off the

1. To copy the formatting from one object to another, seleport object that has the formatting

format painter function.

X
OR @

1. To copy the formatting from one obje@iple other report objects, start by selecting the report
object which has the formatting you w: py.

2. Click the “Format Painter” button in t %dard toolbar.

3. Hold down the “Alt” key on your ke;‘% while you click the individual report objects to which you want
to paste the copied formatting. T release the “Alt” key.

4. If needed, click the “Format Pair%utton in the Standard toolbar again to turn this feature off.

FORMATTING PART OF A BJECT:

1. Double-click the text object which contains the text which you wish to format. That will place the text
object into “Edit Modi” where you can view the insertion point inside of the text object.

N

Click and drag o e text which you want to format independently of the surrounding text to select it.
To apply fon& the selected text, click the buttons available in the Formatting toolbar.

selection that you made and then select “Text Formatting...” from the Menu Bar.
any formatting you would like using the “Text Format” dialog box and click the “OK” button
jShed.

wh
5%@* into the blank area of any report section to de-select the selected object.

w

OR

4. Then
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APPLYING A FORMATTING TEMPLATE: Q

=

Open the report to which you want to apply the formatting template and display it onscre@

2. Select “Report| Template Expert...” from the Menu Bar or just click the “Template Expe utton in the
Experts toolbar to launch the “Template Expert” dialog box. %ﬁ

3. The first time that you select to apply a template, the “Apply a new template” opti ppear selected
and the list of “Available Templates” will be displayed at the left side of the dialo

4. Click a template name displayed in the list of available templates to see 4 ar in the “Preview”
window at right.

5. If you have a template available which you would like to apply, but does
click the “Browse...” button to launch the “Open” dialog box. Here yousea

and then click the “Open” button to select. ‘ ‘

.@ ppear in this list, you can
s€lect the template to apply

6. When you have the desired template selected, just click “OK” in emplate Expert” dialog box to
apply the selected template to the report that is currently displayed

REMOVING A FORMATTING TEMPLATE:

1. Open the report to which you applied a formatting templ@ich you now wish to remove and display it

onscreen.

2. Select “Report| Template Expert...” from the Me just click the “Template Expert” button in the
Experts toolbar to launch the “Template Expert” OONDOX.

3. Select the “Undo the current template” option.
4. Click “OK” to reverse the application of the te that you applied.
RE-APPLYING A FORMATTING TEMPLA ER REMOVING IT FROM THE REPORT:

1. Open the report to which you wish ﬁr pply the formatting template after removing it and display it

onscreen.

2. Select “Report| Template Exper@om the Menu Bar or just click the “Template Expert” button in the
Experts toolbar to launch the “Template Expert” dialog box.

Choose the “Re-apply the Ia%mplate” option.

kW

. When you click “OK” m apply the last formatting template that you removed.
INSERTING PICTURES:

1. Either click t@ Picture” button on the Insert toolbar or choose “Insert| Picture...” from the Menu

Bar to launch en” dialog box.

2. Use the “L I” drop-down to select the folder into which you have the graphic saved on your
computer Qork.

3. Select ired graphic from the list of files and folders displayed, and then click the “Open” button.

4. You tRen click into the report section where you wish to insert the graphic.

%‘b
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Purpose: Q

1. To be able to apply basic formatting techniques to report objects in all versions of Creports.

Exercises: %

1. Open Crystal Reports.

2. Select “File| Open...” from the Menu Bar to launch the “Open” dialog box.@

3. Click the “My Documents” folder at the left side of the dialog box, or Look in:” drop-down at
the top of the dialog box to navigate to the “My Documents” folder. U@

4, Select the “Employee Report,” which you created in the “Chapter rcise.”

5. Click the “Open” button. &

6. Select “Report| Template Expert...” from the Menu Bar to laun “Template Expert” dialog box.

7. In the “Available Templates” list, click the “Block (Blue)” tempiate to see it previewed at the right side
of the dialog box.

8. Click “OK” to apply the selected template.

9. '

10. Click and drag the “Position” field and place its le onto the guideline that is located roughly at
3” on the horizontal ruler. 24

11. Click and drag the “Last Name” field and FK'N'; left edge onto the guideline that is located at
roughly 1” on the horizontal ruler.

12. Click and drag the “First Name” field and @ts left edge onto the guideline that is located at the
far left side of the horizontal ruler.

13. Click the “BLOB Field” (the picture) Details” section to select it.

14. Choose “Format| Format Graphic..@ the Menu Bar to launch the “Format Editor” dialog box.

‘Wid

Click and drag the “BLOB field” (the picture) and placg,its leftedge onto the guideline that is located
roughly at 5” on the horizontal ruler. % \

15. Click the “Picture” tab.
16. In the “Scaling” section, chang%
17. Click the “Border” tab.
18. In the “Line style:” section, @e drop-downs for “Left:,” “Top:,” “Right:,” “Bottom:” to the value of

th:” and “Height:” to “50.”

“Single.”
19. On the same tab, check%“Drop Shadow” checkbox.
20. Click “OK” at the tt®p e “Format Editor” dialog box to apply the changes.
21. In the report desi& lace your mouse pointer over the bottom gray line of the “Details” section
mo

until you see the pointer turn into a double horizontal line with a single black double-pointed

space b ch detail record. You should be able to fully view the drop shadow on the image
and a thunt of white space below the drop shadow.
23. Click t @ sition” field in the “Details” section to select it.
24, Clic alics” button in the Formatting toolbar.
25. Re the width of the selected field so that it's right end extends to almost 5” in the horizontal ruler.
26. §| he “Print Preview” button in the Standard toolbar to preview the data in the report as it will be

vertical arrow integsecting it.
22. When you id;t icon click and drag the section slightly downward to increase the amount of

yed when printed on the “Preview” tab.

27. ct “File| Save” from the Menu Bar to save the changes to the report.
elect “File| Close” from the Menu Bar to close the report.
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RECORD SELECTION

6.1- The Select Expert: Q

You can use the “Select Expert” to create and apply filters to the report data. Whe create and
apply report filters, you in some way specify which records to include and exclude for the repoft. Unless you
wish to display every single record from the underlying table or tables that you selectwen you created
the report, you must apply filters to restrict the data displayed in some manner.

Crystal Reports uses the “Select Expert” dialog box to specify the filtering cr
One way to use this tool is to first ensure that you do not have any data fields s
click the “Select Expert” button that appears in the Experts toolbar. Beginni
display the “Choose Field” dialog box, first. You can select either a field fro
underlying tables, even if not displayed in the report, from the list.

In the “Choose Field” dialog box, you can
click the name of the field by which you want to
apply a criteria restriction from the list of fields
displayed in the dialog box. Once you have clicked
on the name of the field by which you want to apply
the filter in the “Choose Field” dialog box, you can
then click “OK” to finally display the “Select Expert’
dialog box.

The other way to launch the “Select Expert” ,
dialog box is to simply click the name of the field i

pplied to a report.
in your report, then
process this way will
report or a field from the

Employes. Reparts To
_ & o Help

= C:WUsers"Wicte_000\Documents*cr_xi_xtreme_r =
= Employee Browse. .
= Employee ID
= Supervisor D

'. = Lagt Name
N

o= First Name

the “Details” section of the report in “Design” view tgQ o posten
which you want to apply a filter, first. Then click tf e = Hire Date v
“Select Expert” button in the Experts toolbafyto < m | >

launch the “Select Expert” dialog box.
The “Select Expert” dialog box alI@u to apply filtering conditions to the field that you initially
r

selected. You will see the name of the fiel selected displayed as a tab at the top of the “Select Expert”
dialog box. You use the drop-down that app&ars on this tab to select the comparison operator by which you
want to compare the value of this fiel riteria value which you will then specify. The text box where you
can specify or select from a value ¢ ihed within the field will only appear after a comparison operator has
been selected. Note that the numb f criteria text boxes that appear will also depend of the specific
comparison operator selected.ﬁ:ese text boxes, you may have drop-down arrows appear upon which
you can click to choose fro ue in the selected field. The drop-down will only display the first 500
values in a field, so you mirectly type the data into the fields displayed, if needed.

| New... |
L | | LV

Advertising Spedialist | Delete |
Business Manager
Inside Sales Coordinator | Browse... |
Mail Clerk
Marketing Assodate
Marketing Director | |

Receptionist
Sales Manager Show Formula === |
Sales Representative
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\’
6.1- The Select Expert- (cont'd.): QE

Following is a listing of the various types of comparison operations which are availa @ r selection
within the drop-down that appears on the selected field tab in the “Select Expert” dialog box.

Operator: Filters:

is any value This condition specifies that there is no filter being applied. Al r@s are displayed. This
is the default comparison operator. 6

is equal to This operator will only display records that exactly match@lue you specify.

is not equal to This operator displays all records which are not an atch to the specified value.

is one of This operator displays all records which exactly list of values specified.

is not one of This operator display all records which are Qsexact match of any values specified.

is less than This operator displays all records with ayalue than the value specified.

is less than or equal to This operator displays all records %e less than or equal to the value specified.

is greater than This operator displays all rec r’ value greater than the value specified.

is greater than or equal to  This operator displays all r ith a value greater than or equal to the value specified.

is between This operator displays all régords with a value between the two values specified.

is not between This operator disp ecords with a value that is not between the two values specified.

starts with This operator displays™all records that have the same initial characters specified.

does not start with This opera@plays all records that do not have the same initial characters specified.

is like This oﬂ:i\tor displays all records that match the character pattern specified. You establish

rn using the wildcard characters of the question mark and/or the asterisk.

th
is not like @rator displays all records that do not match the character pattern specified. You

eStablish the pattern using the wildcard characters available.

is in the period /This operator displays all records that have a date/time value that falls within the date/time

\Q period specified.

is not in the periQ This operator displays all records that have a date/time value that does not fall within the

date/time period specified.
is True @ This operator displays all records where the logical (boolean) value is true.
is Fals This operator displays all records where the logical (boolean) value is false.
f a Displays all records that match the result of a formula that you specify.
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6.1- The Select Expert- (cont'd.): Q

Once you have chosen the desired comparison operator by which you want to fil e selected
field, you can then enter or type the desired value against which to compare the field into th&boxes which
appear to the right of the selected comparison operator. For logical (boolean) vaIues,@ly selecting the
comparison operator is enough.

For the comparison operators “is like” and “is not like,” you must create the
match the selected field’s values. You use the traditional DOS wildcard charact
Wildcard characters are symbol characters that represent “unknown” values
mark symbol (?) represents one unknown character in a field. The asterisk

n against which to
tablish this pattern.
a field. The question
ol (*) represents multiple

field value of three characters that begin with the letter “t,” like “Tim,” Athe” and others. As another

unknown characters in a field.
For example, entering the “like” operator followed by a criteria g Q would return records with a
%m
example, entering the “like” condition followed by the criteria of “T*” return records with a field value

that simply begins with a “t,” like “Thomas,” “T-bird,” “Thunder” an er words that begin with the letter
“1,” regardless of their character length.
After you have set the desired criteria, you may click the ° button to apply the filter. Then when

you click the “Preview” tab, you may be prompted to refr he data to apply the new filter. Click the
“‘Refresh Data” button to refresh the report data displaf in the “Preview” tab. If you have not yet

previewed the report data, then the filter will be used t.o c the new “Preview” tab which appears.

6.2- Setting Multiple Filters: :

Oftentimes, you may need to create a@:y multiple filters to display the data that you want. You
can apply multiple filters while using the pert” dialog box. After creating the first filtering criteria
that you wish to apply, simply click the “< ab at the top of the “Select Expert” dialog box or click the
“New...” button at the right side of the dE X. This will launch the “Choose Field” dialog box where you

can select the field by which you want er the report from the list displayed and then click “OK.” This will
then create a new tab in the “Select erl” dialog box with the name of the new field that you selected. On
this tab, simply select the desired @arison operator and enter the necessary criteria in the drop-down
text boxes to the right.

You can continue this &ss, adding all of the various filters needed to display the correct records
in the report. Also notice th@ can click back onto the various tabs displayed to edit the comparison
operators used and the v%e ered, if needed.

When you enter multiple filters, the records that will be used in the report are the records that match
all of the filtering criteria‘pecified. For example, if you created a filter on a “State” field for any record that
was exactly equal t and then created a second filter on an “Amount Sold” field for any record that was
greater than $1(\S®cords returned for the report would be any record where the “State” was equal to
“MI” AND the al old was greater than $100. It wouldn’t be enough to simply match only one of the two
criteria specifi the next section, you will look at how you can also set up an “OR” condition between
ified in the “Select Expert.”

t if you create a filter on a field and then wish to remove the entire field filter, you can click
the tab field that has the filter that you wish to remove to select it. Then click the “Delete” button at the
right s@he “Select Expert” dialog box. Then click the “OK” button to apply the change.
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\’
6.3- Editing the Selection Formula: Qs

At times, you may find it necessary to edit the actual formula that is created by the “ Expert” for
join“with

record selection. This is especially useful for creating multiple criteria that you will jo the “Or”
statement instead of the “And” statement, which is the default. To do this, create t ded filters and
criteria in the “Select Expert” dialog box, first.

To then view the formula that is created by the filter selections that you , click the “Show
Formula >>>" button in the lower right corner of the “Select Expert” dialog box. toggle the name of

of the dialog box. The selection formula will then be displayed in the larg ite text box in the newly
displayed section. Notice that each filter displays as a separate line in the e joined by the word “and.”
You can choose to join two filters with the “or” condition by simply clicking¥Q e text box and replacing the
word “and” with the word “or” between the two conditions where youSuish“tg display records that match

the button and also extend the “Select Expert” dialog box by displaying an adi'! section at the bottom

either one filter or the other. D

Note that if you display the formula, and then add more filteri eria, the display of the formula will
not always refresh. You can click the “Hide Formula >>>" but hide the displayed section and then
show it again by clicking the “Show Formula >>>" button. This willsthen refresh the display of the formula,
which you may then edit as needed. Once you have edite(@ormula, click the “OK” button to apply the

filters that you have set.
[\

Sheet1_SaleAmount | Sheet1_State | <New: |

Mew...

Delete

Formula Editor... | | Hide Formula << <

{Sheetl_.SaleAmount} = 5400 %
Toheet1_State} = "MI" K

Q)
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RECORD SELECTION N

USING THE SELECT EXPERT TO SET REPORT FILTERING:

1. Ensure that you do not have any data fields selected in your report and then click thct Expert”
button that appears within the Experts toolbar.

2. In the “Choose Field” dialog box, click the name of the field by which you wa apply a criteria
restriction from the list of fields displayed in the dialog box and click “OK” to fi isplay the “Select
Expert” dialog box.

o <

1. Click the name of the field in the “Details” section of the report in “Desi ew by which you want to
apply a filter.

2. Click the “Select Expert” button in the Experts toolbar to launch the &Ie xpert” dialog box.

3. The “Select Expert” dialog box allows you to apply filterin Qons to the field that you initially
selected.

4. You will see the name of the field you selected displayed as a at the top of the “Select Expert” dialog
box.

5. You use the drop-down that appears on this tab to selecthe comparison operator by which you want to
compare the value of this field to a criteria value whi will then specify.

6. Inthe drop-down text box or text boxes which th r, you can choose from a value in the selected
field. The drop-down will only display the first 5 es in a field, so therefore you can also directly
type the data into the fields displayed if needed

7. If you wish to apply another filter, click the “Ngwi,# button at the right side of this dialog box, or click the
“<New>" tab at the top of this dialog bo §

8. The “Choose Field” dialog box will then a , and you need to click the name of the field by which you
want to apply a report filter and then clj ”

9. Then repeat steps 3 through 6.

10. If you need to edit the formula, clic “Show Formula >>>" button and edit the formula as needed.

11. Click “OK” when you are finishe@cifying your filtering criteria.

DELETING A FILTERIN TH CT EXPERT:

1. Either click the “Selec " button or choose “Report| Select Expert...” from the Menu Bar.

2. Click the tab that contain$ the name of the field to which you applied a filter that you now wish to
remove. Y 4

3. Click the “Delet on at the right of this dialog box.

@

N
K
3
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EXERCISES-

Purpose:

RECORD SELECTION X é\

1. To be able to filter the records selected from the tables for reports in all versions of C@ Reports.

Exercises: %

1. Open Crystal Reports.

2. Select “File| Open...” from the Menu Bar to launch the “Open” dialog box.@

3. Click the “My Documents” folder at the left side of the dialog box, or Look in:” drop-down at
the top of the dialog box to navigate to the “My Documents” folder.

4, Select the “Employee Report,” which you created in the “Chapter rcise.”

5. Click the “Open” button. K

6. Click the “Design” tab.

7. Ensure that there aren’t any fields selected onscreen and th@ the “Select Expert” button within
the Experts toolbar.

8. Click the “Employee.Position” field. Q

9. Click “OK.”

10. In the “Select Expert” dialog box on the “EmployeeiPosition” tab, use the drop-down to select “is

equal to.”
11. Use the drop-down to the right of that to select @es Representative” choice.
12. Click “OK” in the “Select Expert” dialog box. ‘\
13. Click the “Print Preview” button in the Stan Ibar to preview the data in the report as it will be
displayed when printed on the “Preview” ta
14. If needed, click the “Refresh Data” buttony “Change in Record Selection Formula” dialog box.
15. Select “File| Save” from the Menu BX e the changes to the report.

16. Select “File| Close” from the Menu?b lose the report.

s\O

o
@Q
>
.
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7.1- The Record Sort Expert: Q

You can use the “Record Sort Expert” to sort the report data. When you sort a t, you can
choose by which fields the data is sorted and in what order. To sort the displayed data, you cafi either click
the “Record Sort Expert” button in the Experts toolbar, or you can choose “Report| R@ Sort Expert...”

from the Menu Bar.

This will then launch the “Record Sort Expert” dialog box. At the left side o@dialog box you will
see the listing of “Available Fields:.” You can expand and collapse the listing of fi played in the report
and fields that only exist in the underlying data tables. You can sort by eith %f fields. Fields do not
necessarily need to be displayed in a report to sort by their values.

Click the first field by which you want to sort the data in the list of
the right-pointing arrow button to move a copy of the field over to the {

A

le Fields:” and then click
Ids:” list. You can then click
the field displayed in the “Sort Fields:” list and choose to apply either aR “ nding” or “Descending” sort
order by clicking the desired option button in the “Sort Direction:” sectio

If you need to sort the data by more than one field, you ca
by which you want to sort the data in the “Available Fields:” li te that if you have multiple fields by
which you are sorting the data, then the small “up” and “down” ting arrows appear in the upper right
corner of the “Record Sort Expert” dialog box. You can clic ield listed in the “Sort Fields:” field list and
then click the “up” and “down” arrows to move the select&% up and down to reorganize the order in
which the fields are sorted.

peat the process for the next field

If you wish to remove a field from the sort lis i select it from the “Sort Fields:” list at the right
side of the “Record Sort Expert” dialog box and t k the left-pointing arrow button to remove the
selected field from the “Sort Fields:” list.

When you are ready to apply the sortin ed in the “Record Sort Expert” dialog box, click the

“OK” button to apply the selected sorting.

Awvailable Fields: Sort Figlds:

= Group #1: Orders Order Date - A

' = Group #2: Employee Employee D - A
== A - Orders.Order Date

ee.First Mame

ee.Last Mame
f,CustnmEmplweeName

alzerstucte_000"Docur Sort Direction:
Employee w (®) Ascending

(19

() Descending

0K || Canesl
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\’
7.2- The Group Expert: QE

You can use the “Group Expert’ to create groupings within your report by whic can view
subtotals and sort the report data. For example, let's assume that you were requested to crea report that
shows employees sales with totals by employee. Oftentimes, when you state the purp@]}‘ the report you

will notice that you wish to see the data “by” some field. The word “by” is often an indi f by which field
you will want to create the groups in your report. When you create groups based e value of a field,
Crystal Reports will group together all of the exact same values found within cted field. You can

field for each unique grouping of values in an “Employee ID” field. Groupi data fields makes these
types of summary calculations possible.

In Crystal Reports, you can use the “Group Expert” dialog box to % the groupings necessary for
your report and set any additional options you may wish. You can laure anGroup Expert” dialog box by
either clicking the “Group Expert” button in the Experts toolbar or b ecting “Report| Group Expert...”
from the Menu Bar.

then perform additional calculations over the groups established, like sum the of an “Amount Sold”
‘

In the “Group Expert” dialog box, you can click the name field by which you want to create the
first group in the “Available Fields:” list. Then click the single right-p@inting arrow to move the selected field
over into the “Group By:” list. You can then click another fj€¥d,in the “Available Fields:” list and click the

same arrow again to move it to the “Group By:” list at the right side of the dialog box, if you need to create
another grouping within the first grouping. Note that the yroupings appear indented below the previous
grouping above them. If you wish to remove a field by you are grouping within the “Group By:” list,
click its name to select it and then click the single {&i

“Available Fields:” at the left side of the dialog box
If you added the fields by which you wa ate the groupings to the “Group By:” list at the right
side of the dialog box in the incorrect order o@easily rearrange the order of the fields listed by clicking

the name of the field in the “Group By:” list and n clicking the small “up” and “down” arrows in the upper
right corner of the dialog box to change the

Awailable Fields: Group By:

= Orders Order Date - A
= Employee Employes 10 - A

= (g

ployees . First Name
Employee Last Mame
CustomEmployesMame -

= Employee |D w
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\’
7.2- The Group Expert- (cont'd.): QE

You also can set the properties of the data fields in the “Group Expert” dialog box. J k the field
for which you want to set grouping options in the “Group By:” list, and then click the “Options?..” button at
the bottom of the list. That will launch the “Change Group Options” dialog box. The% two tabs here
which you can use to set the group properties: the “Common” tab, and the “Options”

If you click the “Common” tab, you will be presented with the name of ield by which the
groupings will be created displayed in a drop-down box. Below that you ha er drop-down that
displays the four different options that you have for sorting data. You can sele rt the groups in either
“Ascending” (A-Z, 1-10) order or “Descending” order (Z-A, 10-1). You can alect to leave the records
sorted “in original order,” which will exempt the groups from any artifici 0
specified order” option, you will add and display the “Specified Order” t
order by which to sort the groups that is neither ascending nor descendi

On the “Specified Order” tab, you can create the custom sort or
use the “Named Group:” drop-down to choose a value from the fj
contains a value by which you wish to create the groupings. Y
down, if needed. Each field that you select is added to the list of
the sort order of the values in this list by first clicking the val
Then click the small black “up” and “down” arrows to the ri
list values.

You can remove a field value that you have J
remove and then clicking the “Delete” button below [ISt. You can add a new value by which to sort the
displayed results by clicking the “New” button b e list of values. This will then launch the “Define
Named Group” dialog box. Here you can type for one of the values in your group into the “Group
Name:” text box at the top. You can then %ify filtering criteria by which items will be placed into the

ing. If you select the “in
e you can create a specified

be used for the group. You can
which you wish to sort, if the field
select multiple fields from this drop-
es displayed below. You can change
ose position in the list you wish to change.
of the list to change their position within the

o the listing of values by selecting the value to

named group that you created. When you ar ed creating the group, click “OK” to add the group to the
list in the “Specified Order” tab.

If you select a range of record you will then reference as a single named group in the
“Specified Order” tab, then you shouldai ate what you will do with the rest of the non-selected records on
the “Others” tab. When you click th ers” tab, you can set your desired option: “Discard all others,” “Put
all others together, with the name:,@h you can then type into the box provided, or “Leave in their own
groups.”

Back on the “Commopsiah,it is worth noting that if you have a date field selected for the grouping,
then you will also see angthé @ p-down appear under the listing of “The section will be printed:.” Here you
can choose the date groupigg that you wish to use for your selected field. If you have a logical (boolean)
value selected for the grouping, then you will see a drop-down that gives you options for creating groups
based on the logical valués.

Finally, y@lick the “Options” tab to set other available options for the grouped field. Normally

when you create upings in reports, you will see a new “group tree” pane at the left of the report that
you can use to o the various sections of the report. You will also typically have a group header and
group footer Qou can see the names of the groups in your report. By default, the group name fields
have the saine s as the group field. You can check the “Customize Group Name Field” checkbox to
specify thg gréep name field as either a database field or a group name formula that returns a string (text)

value t be used for the group name field. For example, you could group by the “Employee ID” field,
but.di e “Employee Name” for the group field name, if desired. To select a database field, use the
0 to choose which fields values to display for the group name field from the drop-down available.
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7.2- The Group Expert- (cont'd.): Q

If you wanted to, you can also choose the “Use a Formula as Group Name” option al @ en click the
“X+2” button to create a text formula that you can use for the values. Creating formulas will™e discussed
later in the course. Note that you cannot choose to customize the group name at all for% that are sorted
in “specified order.”

You can also check the “Keep Group Together” checkbox to try to keep the s that are created
from breaking across multiple pages, if possible. You can check the “New Page eckbox to create a
new page after a specified number of visible groups have appeared. You can a ck the “Repeat Group
Header On Each Page” checkbox to allow groups that do break across multages to repeat the group
header information for each page.

Once you have set any options for the selected field by which
“Change Group Options” dialog box to return to the “Group Expert” dial
the “Group Expert” dialog box to apply the selected groupings to the re

@' e grouping, click “OK” in the
). boxe,Then click the “OK” button in
{.

Notice that when you create groupings within a report, eports will then create a “Group
Header” and a “Group Footer” for each grouped field both aba¥e and below the “Details” section in the
“Design View” of the report. If you have added multiple fields by whiCh you are grouping, then you will see
multiple group headers and footers, labeled “Group Head ;,” “Group Header #2:,” and so on and so
forth. Also, Crystal Reports will add the group name (as specified it when setting the options) to the
“Group Header” sections. Remember that data placeg in Group Header” will repeat at the top of each

unigue value within the group that was created, anK‘\ ced into the “Group Footer” will repeat at the

end of each unique value in each group.

7.3- Managing Groups: 0
The “Group Expert” is useful for cr \multiple groupings on the fields within a report and setting

all of the necessary properties while y erforming that task. It is also useful to note that you can
create a single data grouping within a t Dy simply clicking the “Insert Group” button in the Insert toolbar

or by choosing “Insert| Group...” fro e Menu Bar.

This will launch the “Insert % dialog box, which presents us with the same grouping options that
you saw in the “Change Group Qptions” dialog box. You can use the tabs available here to set the grouping
options that you wish to apply, &hen click “OK” to set the new grouping in the report

You can also edit,a ete groupings that you have created in the “Design” view, if you prefer to
not use the “Group Expe% e reason. You can edit a grouping that has been created by simply right-
clicking the name of the group header or footer that you wish to edit or delete. From the pop-up menu that
appears, you can choos?the “Change Group...” command to re-launch the “Change Group Options” dialog
box where you can any editing changes as needed and then click “OK” to apply them. If you select
the “Delete Gro@nand from the pop-up menu that appears, the grouping will be removed from the
report.

If you ultiple groupings applied, you can also easily reorder the groups by simply clicking and
dragging th eader and/or group footer of the group which you wish to move and releasing it in the
desired p within the group headers and footers listed at the left side of the “Design” view in the report.

%‘b
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7.4- Summarizing Groups: Q

One of the main reasons to creating groupings on the data values within fields is t you can
rowpin

perform summary calculations upon some field for each unique value created by the g gs. Since
summary calculations are performed over each grouping, they appear in the “Group F " sections. Note
that you do not need to have the report data grouped before you can apply summa to the report. If
you simply apply a summary field to a report that contains no data groupings, you ive a “grand total”

field at the very end of the report.

To insert a summary field into your report, you can either click the “Inse
Insert toolbar or you can choose “Insert| Summary...” from the Menu Bar. T, ill then launch the “Insert
Summary” dialog box. Use the drop-down at the top of the dialog box togeho®ese which field’s values you
would like to calculate over the group. Then use the “Calculate this su % drop-down to choose which
calculation to perform over the group. In the “Summary location” sectiof, uséthe drop-down to choose the
grouping over which you want the summary calculation performed. ¢ that if you needed to create a
grouping that you had forgotten, you can click the “Insert Group,." tton to launch the “Insert Group”
dialog box where you can create the groups, if needed.

Under the “Options” section you can check the “Show as a Pércentage of’ checkbox to calculate the
percentage total of one group within a larger grouping, suc the grand total, for example. You can then
use the drop-down below that checkbox to decide by which%other available groupings you wish to see
the percentage. If you have created a hierarchical grguou can view an identical summary across the
hierarchy’s sub-groupings by checking the “Summar $S hierarchy” checkbox.

Siimmary” button on the

When you are ready, click “OK” to insert the ary field into the selected group footer or at the
end of the report as a grand total. Note that you c sition, resize, and format the field as you would like
as long as it remains within the set section.

Fummary location

Grand Total (Report Footer)

Add to all group levels | Insert Group...

Show as a percentage of

Summarize across hierarchy

Ok || Cancel ||
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%
7.5- Hierarchical Groupings: Q

You can apply a grouping to a report that will illustrate hierarchical relationships i@underlying
data source. Many times this type of relationship is created by what is referred to as a “self6in” within a
table, where one field’s values (such as an “Employee ID”) appear as two different field ues (such as an
“Employee ID” field and a “Supervisor ID” field). Creating a hierarchical grouping allo 0 view and sort
the data based on the relationship between the two fields.

If you have a relationship like the one mentioned within the table or ta our report you can
create a hierarchical grouping on the data. To create a hierarchical grouping, fiii te a data grouping on

the field which is the basis for your hierarchy (like the “Employee ID” field). @ y display options for the
group and sort it in ascending order.

Once you have the group created, select “Report| Hierarchical g Options...” from the Menu
Bar. This will open the “Hierarchical Group Options” dialog box. You segythe listing of the groups that
you have created in your report in the “Available Groups:” list at the ide of this dialog box. Click the

name of the group that you want to sort hierarchically in this list. eck the “Sort Data Hierarchically”
checkbox. This makes the “Parent ID Field” drop-down becom e. Use this drop-down to select the
name of the field by which you want the group that you selected Mgthe “Available Groups:” list organized.
Using the previous example, if you had selected the “Empl ID” as the field by which you are grouping
the data then you could select the “Supervisor ID” field fro%Parent ID Field” drop-down to display the

employees hierarchically sorted by whom they reporg to Isplayed in the “Supervisor ID”). Note that to
create a hierarchical organization, you must have twp fi at share the same data type.

Once you have the fields selected, you can pe a number into the “Group Indent” box. The
number which you type into this box is the num in inches) by which you wish to indent the records

underneath each grouping. When you have fini
that when you are inserting summary fields,

lick “OK” to apply the hierarchical grouping. Notice
il now have the ability to calculate the fields values
checking the “Summarize across hierarchy” option.

al Reports - [Employee Information Report] - X

[~
File Edit Yiew Inset Formgt Dstabase Report Window Help

iNE-BI8REL BB -c-[0EFEY R 6
: ver -8 - & a|B[zu A-F-= 53
CHEONODMODI0 == v S AxA0 BT S of 16 > M
Start Page | Employee Orders Report.rpt. ploy i x Field Explorer 7 x
jew x

Employee Information Report

Report Description:
report used to show the hierarchy of employees.

== o O 0 o

1/14/2014 T17PM Records: 15 0.1,14:69x04
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7.6- The Group Sort Expert: Q

If you have summary fields inserted into your report that perform calculations over a, then you
can use the “Group Sort” expert to place the groups into an order that is based on the calculated values of

their subtotals. @

To sort the groups in your report by the subtotal values, select “Report| Grg Expert...” from
the Menu Bar or click the “Group Sort Expert” button in the Experts toolbar. This wil ch the “Group Sort
Expert” dialog box. At the top of this dialog box are the various groupings f you have created
summary field totals. You can click the name of the grouping by which you w;. ort the report data to
view the settings on the selected tab.

You can use the “For this group sort” drop-down to choose either
N,” “Top Percentage,” or “Bottom Percentage.” The way that you can thé
calculated summary fields will vary depending upon which option you sé
at what you can set for each option.

J“AllL” “Top N,” “Bottom
(er or sort the groups by their
ing this drop-down. Let’s look

Selection: Sorting/Filtering Applied:

No Sort The default setting. Applies sorting ba on the'group name, not the summary values.

All Choosing this option allows you t sed on values from one of the summary fields
calculated for the selected gro@ You can select by which summary field’s values
you wish to sort (if there al an one) from the list which appears at the right. You
can also select whether to_so values in “Ascending” or “Descending” order.

Top N Choosing this option all to sort and filter for only a selected number of the topmost
values in the su fi for each grouping.

Bottom N Choosing this o ws you to sort and filter for only a selected number of the
bottommost v: he summary fields for each grouping.

Top Percentage Choosing this,option allows you to sort and filter for only a selected percentage of the
topmost in the summary fields for each grouping.

Bottom Percentage Cho g this option allows you to sort and filter for only a selected percentage of the
b st values in the summary fields for each grouping.

If you choose eit&_’7 ‘Top N,” “Bottom N,” “Top Percentage,” or “Bottom Percentage” options,
then you must select the summary field that contains the values by which you want to filter and sort the
groups from the drop-dow to the right.

Then type ei he number of groups to display into the “Where N is:” text box or type the number
for the percentam es to display into the “Where Percentage is:” text box.

If you include the “Others” as a group, then check the “Include Others, with the name:”
checkbox. BeIQt, type the name which you wish to give to the “others” group into the text box shown. If

you wish tofi groups where the summarized value is tied (equal to) another group’s summarized
value, thefl check the “Include ties” checkbox.
C

ou have set the desired options for the groups in your report by which you want to filter and/or
sort, cl “OK” button to apply the changes that you have made in the “Group Sort Expert” dialog box.
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SORTING AND GROUPING RECORDS . é\

1. Either click the “Record Sort Expert” button in the Experts toolbar or choose “Repc@ecord Sort
Expert...” from the Menu Bar.

2. Inthe “Record Sort Expert” dialog box you will see the listing of “Available Fields:.” %the first field by
which you want to sort the data in the list of “Available Fields:” and then click -pointing arrow
button to move a copy of the field over to the “Sort Fields:” list.

3. You can then click the field displayed in the “Sort Fields:” list and choose to her an “Ascending”
or “Descending” sort order by clicking the desired option button in the “Sort D n:” section.

4. If you need to sort the data by more than one field, you can then repeat tcess for the next field by
which you want to sort the data in the “Available Fields:” list.

5. Note that if you have multiple fields by which you are sorting the d n the small “up” and “down”
pointing arrows appear in the upper right corner of the “Record SortiExpewt’ dialog box. You can click a
field listed in the “Sort Fields:” field list and then click the “up” & n” arrows to move the selected

field up and down to reorganize the order in which the fields ar

6. If you wish to remove a field from the sort list, click it to sel rom the “Sort Fields:” list at the right
side of the “Record Sort Expert” dialog box and then click the€ft-pointing arrow button to remove the
selected field from the “Sort Fields:” list.

7. When you are ready to apply the sorting displayed in th@ord Sort Expert” dialog box, click the “OK”
button to apply the selected sorting. . O

USING THE GROUP EXPERT: @

Bar.

2. Inthe “Group Expert” dialog box, click
the “Available Fields:” list and then ¢ w
into the “Group By:” list.

3. To create another grouping withj Irst grouping, repeat step #2 for the other field by which you want
to group. Note that the sub-grouw appear indented below the previous grouping above them.

4. To remove a field from thegGroup By:” list, click its name to select it and then click the single left-
pointing arrow to send the fi ack to the list of “Available Fields:” at the left side of the dialog box.

5. If you added the field& “Group By:” list in the incorrect order, you can rearrange the order of the

1. Click the “Group Expert” button in the Ep\:[sﬂ Ibar or select “Report| Group Expert...” from the Menu

e of the field by which you want to create the first group in
single right-pointing arrow button to move the selected field

fields by clicking the the field in the “Group By:” list and then clicking the small “up” and “down”
arrows in the upper right cérner of the dialog box to change the order of the grouped fields.

6. To setthe properties@f the data fields in the “Group Expert” dialog box, click the field for which you want
to set grouping s in the “Group By:” list and then click the “Options...” button at the bottom of the
list to launch nge Group Options” dialog box.

7. There are s in the “Change Group Options” dialog box which you can use to set the group
properties: ommon” tab, and the “Options” tab.

8. If you cli ommon” tab, you will see the name of the field by which the groupings will be created
displ a drop-down box.

is another drop-down that displays the four sorting options. You can select to sort the groups
“‘Ascending” (A-Z, 0-9) order, “Descending” order (Z-A, 9-0), leave the records sorted “in
order,” or choose to sort them “in a specified order.”
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USING THE GROUP EXPERT- (CONT'D.):

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

If you select the “in specified order” option, you will add and display the “Specified Ord®). You can

click this tab to create the custom sort order to be used for the group.

You can use the “Named Group:” drop-down to choose a value from the field by w

if the field contains a value by which you wish to create the groupings. You ¢

from this drop-down, if needed. Each field that you select is added to the list of v

You can change the sort order of the values in this list by first clicking the val

you wish to change. Then click the small black “up” and “down” arrows to

their position within the list values.

You can remove a field value that you have added by to the listing o by selecting the value to

remove and then clicking the “Delete” button below the list.

You can add a new value by which to sort the displayed results by*glickihg the “New” button below the

list of values to launch the “Define Named Group” dialog box.

Here you can type a name for one of the values in your gro he “Group Name:” text box at the
Q

ou wish to sort,
t multiple fields
displayed below.

e position in the list
t of the list to change

top.
You can then specify a filtering criteria by which items will
created.

When you are finished creating the group, click “OK’

laced into the named group that you

to the group to the list in the “Specified Order”

tab. Q
If you select a range of records which you will t o nce as a single named group in the “Specified
Order” tab, then you should indicate what you ith the rest of the non-selected records on the

“Others” tab. @
When you click the “Others” tab, you can desired option: “Discard all others,” “Put all others
together, with the name:,” which you ca t%e into the box provided, or “Leave in their own groups.”
On the “Common” tab it is worth noting\ ou have a date field selected for the grouping, you will
see another drop-down appear under% ing of “The section will be printed:.” Here you can choose
the date grouping that you wish to use fagyour selected field.

If you have a logical (boolean) val&ected for the grouping, then you will see a drop-down that gives

you options for creating groups @ on the logical values.

You can click the “Options” tab t other available options for the grouped field.

You can check the “CustomiZe Group Name Field” checkbox to specify the group name field as either a
database field or a group formula that returns a string (text) value that can be used for the group

name field.
To select a databaseﬂ se the drop-down to choose which fields values to display for the group
name field from the drop-down available.

You can also choosé’the “Use a Formula as Group Name” option and then click the “X+2” button to
create a text fo that you can use for the values. Note that you cannot choose to customize the
group name fields that are sorted in “specified order.”

You can al the “Keep Group Together” checkbox to try to keep the groups that are created from
breaking multiple pages, if possible.

You capfalse,check the “Repeat Group Header On Each Page” checkbox to allow groups that do break
acros iple pages to repeat the group header information for each page.

Group Options” dialog box to return to the “Group Expert” dialog box.

28. On@ have set any options for the selected field by which you are grouping, click “OK” in the

A,

e “OK” button in the “Group Expert” dialog box to apply the selected groupings to the report.
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INSERTING A GROUP: Q

1. Itis also useful to note that you can create a single data grouping within a report by sv@llckmg the
“Insert Group” button in the Insert toolbar or by choosing “Insert| Group...” from the Men

2. Inthe “Insert Group” dialog box, which presents us with the same grouping option you saw in the
“Change Group Options” dialog box, you can use the tabs available to set the gr ptions that you
wish to apply.

3. Click “OK” to set the new grouping in the report.

EDITING OR DELETING A GROUP:

1. Inthe “Design” view of the report, you can edit a grouping that has &ated by simply right-clicking
the name of the group header or footer that you wish to edit or del?éE

2. From the pop-up menu that appears, you can choose the “Cha ” command to re-launch the
“Change Group Options” dialog box where you can make an ng changes as needed and then click
“OK” to apply them.

OR

2. If you select the “Delete Group” command from’t@ up menu that appears, the grouping will be

removed from the report. \'

REARRANGING THE GROUP ORDER:

1. If you have multiple groupings in the “D V|ew you can reorder the groups by clicking and dragging
the group header and/or group footer roup to move and releasing it in the desired position within
the group headers and footers listed at the'left side of the “Design” view in the report.

<
S

s\O

o
@Q
>
.

b'
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INSERTING A SUMMARY GROUP: Q

1. Either click the “Insert Summary” button on the Insert toolbar or you can choose “Ins@.lmmary
from the Menu Bar.
2. Use the drop-down at the top of the “Insert Summary” dialog box to choose Whi%ld’s values you

would like to calculate over the group. @

3. Then use the “Calculate this summary:” drop-down to choose which calculat perform over the

group.

4. In the “Summary location” section, use the drop-down to choose the groupi
summary calculation performed.

5. Note that if you needed to create a grouping that you had forgotten, y;
button to launch the “Insert Group” dialog box where you can create

6. Under the “Options” section you can check the “Show as a perc
percentage total of one group within a larger grouping, such as the

r which you want the

click the “Insert Group...”
ps, if needed.

f” checkbox to calculate the
total, for example.

7. You can then use the drop-down below that checkbox to ide’ by which of the other available
groupings you wish to see the percentage.
8. If you have created a hierarchical grouping, you can view an id€ntical summary across the hierarchy’s

sub-groupings by checking the “Summarize across hiera " checkbox.
9. When you are ready, click “OK” to insert the summary fiele,into the selected group footer or at the end of
the report as a grand total.

CREATING A HIERARCHICAL GROUPING: :

1. Create a data grouping on the field which js t asis for your hierarchy and set any display options for
the group that you would prefer.

2. Once you have the group created, sel ort| Hierarchical Grouping Options...” from the Menu Bar.

3. You will see the listing of the grou you have created in your report shown in the “Available
Groups:” list at the left side of this %

4. Click the name of the group that want to sort hierarchically in this list.

5. Then check the “Sort Data Hier@ally” checkbox.

6.

the field by which you want roup that you selected in the “Available Groups:” list organized.

7. Once you have the fited, you can then type a number into the “Group Indent” box. The number

This makes the “Parent ID @ rop-down become active. Use this drop-down to select the name of

which you type into is the number (in inches) by which you wish to indent the records
underneath each groupin
8. When you have flnlsyd click “OK” to apply the hierarchical grouping.

&
@6
>
.
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ACTIONS-

USING THE GROUP SORT EXPERT:

SORTING AND GROUPING RECORDS ,é\,_

1. Select “Report| Group Sort Expert...” from the Menu Bar or click the “Group Sort Expe@ltton in the
Experts toolbar.

2. Inthe “Group Sort Expert” dialog box click the tab that displays the name of the gr@Uping by which you
want to sort the report data to view the settings on the selected tab.

3. You can use the “For this group sort” drop-down to choose either “No Sort,” “ ‘Top N,” “Bottom N,”

“Top Percentage,” or “Bottom Percentage.”

4. If you select “All,” then select by which summary field’s values you wish t @f there are more than
one) from the list which appears at the right. Q

5. If you select “All,” then also select whether to sort the values in “Ascendi ‘Descending” order.

6. If you choose either the “Top N,” “Bottom N,” “Top Percentage,” or Q—: Percentage” options, then
you must select the summary field that contains the values by which want to filter and sort the

groups from the drop-down to the right. D
7. If you choose either the “Top N,” “Bottom N,” “Top Percenta Bottom Percentage” options, then
type either the number of groups to display into the “Wher " text box or type the number for the
percentage of values to display into the “Where Percentage is: t box.
8. If you choose either the “Top N,” “Bottom N,” “Top Per ge,” or “Bottom Percentage” options, and
also wish to include the “Others” as a group, then chec@nclude Others, with the name:” checkbox.
@ thers” group into the text box shown.
Percentage,” or “Bottom Percentage” options, and
ue” is tied (equal to) another group’s summarized

Below that, type the name which you wish to give’to

9. If you choose either the “Top N,” “Bottom N,
wish to include groups where the summarized “Va
value, then check the “Include ties” checkbox.

10. Once you have set the desired options for t ps in your report by which you want to filter and/or

sort, click the “OK” button. \

o
@Q
>
.
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EXERCISES- \

SORTING AND GROUPING RECORDS . %

Purpose: Q

1. To be able to group, sort, and summarize the data in reports within all versions of Creports.

Exercises: %

1. Open Crystal Reports.

2. Select “File| Open...” from the Menu Bar to launch the “Open” dialog box.@

3. Click the “My Documents” folder at the left side of the dialog box, or Look in:” drop-down at
the top of the dialog box to navigate to the “My Documents” folder.

4, Select the “Employee Sales Report,” which you created in the “Chgptef4- Exercise.”

5. Click the “Open” button. K

6. Click the “Design” tab.

7. Select “Report| Group Expert...” from the Menu Bar. Q

8. In the “Group Expert” dialog box, select the “Orders.Order ield from the “Available Fields:” list.

9. Click the right-pointing arrow button “>” to move the field @e “Group By:” list at the right.

10. Select the “Employee ID” field from the “Available Fields:” list.

11. Click the right-pointing arrow button “>” to move tha@nto the “Group By:” list at the right, under
the “Orders.Order Date” field.

12. In the “Group By:” list, select the “Orders.Order A” field.
13. Click the “Options...” button at the bottom\ “Group By:” list to launch the “Change Group

Options” dialog box.

14. On the “Common” tab, use the drop-down @the “The section will be printed:” text line to choose
“for each year.” from the menu of date gro options.

15. Click “OK” in the “Change Group Om log box.

16. In the “Group By:” list, select the “Epp e.Employee ID — A’ field.

17. On the “Options” tab, check the “ ze Group Name Field” checkbox.

18. Click the “Use a Formula as Group\Name” option button.

19. Click the “X+2” button to thi@ he option button that you just selected in the previous step.

20. Click into the large text bo the lower right corner and type the following expression exactly as

shown: "Employee Number "+ CStr ({Employee.Employee ID})
21. Click the “Save and CIlosg” button in the upper left corner of the “Formula Workshop” window to

return to the repor Q
22. Click “OK” in the % Group Options” dialog box.
23. Click “OK” in the “Gr Expert” dialog box.

24, Click and drag tr? “Group #1 Name” field and drop the left side of the field at 1.5” in the horizontal

ruler.

25. Select ‘I t Object...” from the Menu Bar.

26. Click at t edge of the report in the “Group Header #1:” section to place the text object, and
then ty, r the Fiscal Year: ” into the text box.

27. Clic blank area of the report to stop editing the text.

28. Cli e text object to ensure that it is selected, and then click the “Bold” button in the Formatting

r.
29. %ﬂt “Insert| Summary...” from the Menu Bar.
(@
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EXERCISES-

Exercises- (cont'd.):

30. Select “Orders.Order Amount” from the “Choose the field to summarize:” drop-down.
31. Choose “Sum” from the “Calculate this summary:” drop-down.

SORTING AND GROUPING RECORDS . é\
@)

32. Choose “Group #2: Employee.Employee ID — A” from the “Summary location” d own.
33. Click “OK.”

34. Select “Report| Group Sort Expert...” from the Menu Bar. @

35. Use the drop-down to select “All.”

36. Select the “Descending” option button. %

37. Click “OK.”

38. Click the “Print Preview” button in the Standard toolbar and review arance of the report.
39. Select “File| Save” from the Menu Bar.
40. Select “File| Close” from the Menu Bar to close the report. \
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PRINTING REPORTS

8.1- Inserting Special Fields: Q

Special fields are data fields that you can insert into your reports which display in@tion that is
unrelated to the information stored in the tables of the report. Special fields retrieve gen report and
system information that you may find useful in reports, such as page numbering, the@ the report was
printed, the filename of the report, and other types of general report data. Inserting ial fields uses the
same technique for field insertion used for inserting “Database Fields.” You insert b@pes of fields in the
same manner within the “Field Explorer” pane at the right side of the window.

To view the various special fields which you can insert, click the small
Fields” entry within the “Field Explorer’ pane. Then you can click the name
want to insert into the report and click the “Insert to Report” button in t
pane. Then click into the place in the report where you want the value of

While you may place special fields into almost any section yo like, sometimes the type of
field indicates where it would most likely be placed. For example, insefting the “Page N of M” field into the
“Page Footer” section of the report would display the page numbertaggat the bottom of each page of the
report, which makes more sense than placing that type of inform @ nto the “Details” section, for example.
Many times the type of data represented by the special fields is B€St placed into the various header and
footer sections of the report. Let's examine what types of sp€eial fields you can insert and what data they
display in your reports.

ign next to the “Special
e special field which you
ar of the “Field Explorer”
cial field to be displayed.

- O
Field Name: Descriptionj \
Content Locale Displays tme setting of the computer on which the report is running.
Current CE User Id Shows, the“user id of the current Crystal Enterprise user, if available.

Current CE User Name S@e name of the current Crystal Enterprise user, if available.
Current CE User Time Zone A t

Data Date @hows the date that the report data was last refreshed.

he time zone of the user (if one exists).

Data Time \ Shows the time that the report data was last refreshed.

Data Time Zone @ Shows the time zone in which the data was last refreshed.

File Author Shows the “Author” listed in the “Summary Info” window.

File Creation Date @’ Shows the date that the report was created.

File Path and Nam\ Inserts the file path and name of the current report.

Group Numbe Q Numbers each group and displays it in the group header or group footer.
Group Selegtiomyormula Shows the group selection formula used to filter the groups displayed in

the report.
(co t’(@
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PRINTING REPORTS

\’
8.1- Inserting Special Fields- (cont'd.): QE

Field Name: Description:

Horizontal Page Number Numbers the horizontal pages created by report objectsgsuch as OLAP grids
and cross-tabs, which may extend over several horizon%es.

Modification Date Shows the last date that the report was saved. @

Modification Time Shows the last time that the report was saved.

Page N of M Inserts the page number with a total page c the report.

Page Number Inserts the page number on each page i% ort.

Print Date Shows the date that the report was prigted:

Print Time Shows the time that the report w ted.

Print Time Zone Shows the time zone in whj report was printed.

Record Number Assigns and displayg a @er for each record in the report.

Record Selection Formula Shows the Record%n Formula used to select the records in the report.

Report Comments Shows the co n@wat you have entered into the “Summary Info” window.
Report Title Shows th@

le that you have entered into the “Summary Info” window.

Selection Locale Shows @ale setting of the machine the report is running on.
Total Page Count Sh total count of the pages in the report.
Start Page Employee Orders Report.rpt % Field Explorer

T8 E 2B
# [J Database Fields
% fx Formula Fields

SQL Expression Fields
& Parameter Fields

¥ Running Total Fields
# {2 Group Mame Fields

Order D Order Date Order Amount = 3 special Fields

als L e DR o e

Jrder Amount == Current CE User Name
== Current CE User Time Zone

Design| Preview

@= Data Date

== Data Time

©= Data Time Zone

== File Author

== File Creation Date

== File Path and Mame

7% @= Group Number
o= Group Selection Formula
== Horizontal Page Number
== Modification Date

Jrder Amount

Sum of Order Amount / @CustomEmployeeName
For @Order Date

50%:

2000 17% == Modification Time
o B o o)

i a5 Page Number
Toiat 109% = Print Date

== Print Time
= Print Time Zone
3% = Record Number
== Record Selection Formula

== Report Comments

=1 Report Title
Jrder Amount == Selection Locale
= Total Page Count

Page N of Wl .
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PRINTING REPORTS \

8.2- Page Setup: QE

You can change the report’s page setup options using the “Page Setup” dialog box. ess this
dialog box, select “File| Page Setup...” from the Menu Bar to invoke the “Page Setup” dialog b&X. Then
select the name of the printer to use from the drop-down in the “Printer Options” sectio
down in the “Page Options” section to choose the size of the paper to which you will
“Orientation” section, choose either “Portrait” or “Landscape” to set the longer edge
printed at the side or at the top. To set the margins by hand, type the desired nu
inches) into the “Top:,” “Left:,” “Bottom:,” and “Right:” text boxes in the “Margins
“Adjust Automatically” checkbox, it will ensure that if the report is printed onto
as the paper that you designed it to be printed upon, the margins will autorpe
display is not warped. Instead, the excess space will be evenly distributed¥aetween the top, bottom, left and
right margins. If you do not want the report to be printed, select the “No i optimize for screen display)”
checkbox at the top of the dialog box. Once you have the settings you , click “OK” to set them and close
the “Page Setup” dialog box.

paper to be
ically measured in
ion. If you check the

”

ically be adjusted so that the

8.3- Printing Reports: !

When you wish to print your report, just click th@l ” button in the Standard toolbar or choose
“File| Print...” from the Menu Bar. This launches the"x etup” dialog box. In the “Printer” section, you
can select the printer to use to print the report. In ge Range” section, choose “All” to print all the
pages. You can also select “Current Page” or tm age range into the “Pages:” text box. Enter the

number of copies to print into the “Number of i text box and check the “Collate” checkbox to print
multiple, collated copies. When you are ready\@, click the “Print” button to print your report.

o
@Q
>
.
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ACTIONS-

ADDING SPECIAL FIELDS INTO A REPORT:

PRINTING REPORTS X é\

1. Inthe “Field Explorer,” click the small plus sign next to the “Special Fields” icon to displa@special
fields in the report.

2. Select the name of the field that you wish to add to the report from the “Field Explor d then click the
“Insert to Report” button in the toolbar at the top of the “Field Explorer” pane.

3. Click into the report section where you wish to place the field. @

o 9

2. Click and drag the field that you wish to add to the report from the “Fiel er” into the desired
section of the report.

S

2. Right-click the name of the field which you would like to add eport in the “Field Explorer” pane.
3. Choose “Insert to Report” from the pop-up menu that appears.
4. Click into the report at the location where you wish to ins e selected field.

SETTING PAGE SETUP OPTIONS: Q\O

1. Open the report and then select “File| Page Se &om the Menu Bar.
2. Select the name of the printer to use from the own in the “Printer Options” section.
3. Use the drop-down in the “Page Options” sec choose the size of the paper to which you will be
printing. \r‘
4. In the “Orientation” section, choose eit@ rait” or “Landscape” to set the longer edge of the paper
ed

to be printed at the side or at the top.

5. To setthe margins by hand, type tr% number (typically measured in inches) into the “Top:,”
“Left:,” “Bottom:,” and “Right:” te in the “Margins” section.

6. If you check the “Adjust Automa@" checkbox, it will ensure that if the report is printed onto paper that
isn’t the same size as the paper that you designed it to be printed upon, the margins will automatically
be adjusted so that the disp% not warped. Instead, the excess space will be evenly distributed
between the top, bottam, right margins.

7. If you do not want the be printed, select the “No Printer (optimize for screen display)” checkbox
at the top of the dialog b

8. Once you have the s?tings you wish, click “OK” to set them and close the “Page Setup” dialog box.

PRINTING REPO@

utton in the Standard toolbar or choose “File| Print...” from the Menu Bar.

ction of the “Print Setup” dialog box, select the printer to use to print the report.
Range” section, choose “All” to print all the pages, “Current Page” to print the current page,
age range into the “Pages:” text box.

or
4, n@e number of copies to print into the “Number of copies:” text box and check the “Collate”
ox to print multiple, collated copies.

5. n you are ready to print, click the “Print” button to print your report.
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EXERCISES-
PRINTING REPORTS

exercises for this chapter.

Exercises:

1. None.

o
@Q\
>
9

©TeachUcomp, Inc.

Introductory Crystal Reports

123



CRYSTAL REPORTS KEYBOARD SﬂRT@UJT%

L 4
Menu Bar Shortcut Keys Key Formula Editor Shortcut Keys Key
New Report Ctrl +N (cont'd. @
Opens a dialog to create a new formula | Ct
Open Report Ctl+0 P g
Save and close Formula Editor [+S
Save Report Ctrl+S
Print Report Cirl + P Focus to the syntax name list box n+T
cut Ctl + X Switch to previous control box Ctrl + Shift + Tab
Switch to next control box b Ctrl + Tab
Copy Ctrl + C e
Paste Ctrl+V
Paste Ctrl +V
Cuts Ctrl + X
Delete Del !
Und Ctrl+2Z
Select Al Ctrl+ A —e" ° i
Repeat Ctrl + Shift + Z
Find Ctrl+F opea rren
Keyword A mplete Ctrl + Space
Go To Page Ctrl+G o P P
— Moy d of line End
Design View Ctrl+D ‘
i ject from list to formula box Enter
Refresh Report Data F5 .
) next bookmark F2
Formula Editor Shortcut Keys Key
ind next item F3
Browse selected field Alt+B
Go to previous bookmark Shift + F2
Check for Errors Alt+C
Toggle the “Shows Field” tree
Comments the current line
Sort tree content
Toggles the “Shows Operator” tree
Save formula Alt+S
Toggles the “Shows Function” tree It+U
Select all Ctrl + A
Copy Ctrl+C
Move to end of last fom@{ Ctrl + End
[ Ctrl +F
Ctrl + F2
Ctrl + Shift + F2
Ctrl + Home
of word at left Ctrl + —
ct through start of word at left Ctrl + Shift + <
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