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INTRODUCTION

Welcome to Learning ReportBuilder, a series of
tutorials devel oped to teach you how to create stun-
ning reports. The tutorials begin with the basics,
such as how to use the Report Designer, and end
with advanced reporting techniques like crosstab
creation. This guide should therefore be helpful to
both the novice and the seasoned report-builder.
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The Report Designer, pictured above, is the appli-
cation you will use to build reports. It contains
three workspaces. Data, Design, and Preview.
When first displayed, the Report Designer defaults
to the design workspace because this is where you
will spend the majority of your report-building
time. The design workspace is divided into two
areas. the workbench and the canvas. The work-
bench is comprised of toolbars, component pal-
ettes, rulers, and other tools that can be used to

Introduction 1

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

PREVIEW

The preview tab plays anintegral rolein the report-
creation process because it allows you to see how
the report will look when printed. Asyou work
through the tutorials, you'll notice that this work-
spaceisfrequently accessed so that we can see how
the report is shaping up. We will make many
changes and corrections based on what we seein
thisworkspace. Thetoolsin this space alow you
to view each page of the report or zoominto get a
better ook at a specific page. You can also print
the report from the preview workspace.

DATA

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

ABOUT THIS BOOK

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

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

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

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

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

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

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

The Mailing Label tutoria introduces the L abel
Template tool, which allows you to create labels
with ease.

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

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

The Form Letter tutorial showsyou how to set up a
letter for mass mailing.

The Fish Reference Booklet illustrates how to cre-
ate areport with side-by-side memos and intro-
ducesregions.

The Crosstab tutorial offersareport in the form of
aspreadsheet, which is useful when alarge amount
of dataneedsto be analyzed.

Appendix A describes the toolbars and their con-
tentsin detail.

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

OVERVIEW GETTING STARTED

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

tutorial isto show you what it takes to build a

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

behind the actionsin later tutorials. The final _
report for thistutorial should contain the following 2 Click on the Datatab.
items: 3 Sedlect File | New in order to access the New

e A ||§ Of Company names Items dlalog.

4 Double-click on the Query Wizard icon. The

A contact name for each compan
pany Query Wizard will come up with alist of Available

* A phone number for each contact Tables.
QUERY WIZARD
The Query Wizard is atool that allows you to
Company Contact Name Phone No
Action Club Michael Spurling 8128700239 access information from your database to use in
Action Diver Supply Warianne Miles 22-44.500211
Adventure Undersea Gloria Gonzales 011-34-09054
American SCUBA Supply Lynn Cinciripini 213-654-0082 yOUf report'
Aquatic Drama Gillian Owen 513-442-7654
Elue Glass Happiness Christine Taylar 213-555-1984 . .
Blue Jack Agua Center Ernest Barratt 401-608-7623 1 Choose the CUStomer Tabl e by dOUbIe'CI | Ck| ng
Blue Sparts Theresa Kunec 610-772-6704 . .
Blue Sports CILb Harry Bathbone 612-897-0342 onit. The Customer table should now appear in
Catarnaran Dive Club Micole Dupont 213-223-0041
Cayman Divers Warld Unlimited Joe Bailey 011-5-697044 I %I
Central Undenwater Supplies Maria Eventosh 27-11-443245: the ||§ Of eCted Tables'
Dawy Jones' Locker Tanya YWagner 803-508-0112
Diver's Grotto Peter Owen 213-432-0093 H H
Divers of Slue-green Naney Bean 205 525 7134 2 Once the Customer table is selected, click the
Divers of Corfu, Inc Charles Lopez 30-661-88364
Divers of Venice Simone Green §13-443-2355 Next button.
Divers-for-Hire Joe Hatter 679-804576
Fantastique Aquatica Slsan Yong 057-1-773434 ) . )
Fisherman's Eye Bethan Lewis 809-555-4680 3 Keep clicking the Next button until you reach
Frank's Divers Supply Lloyd Fellows 503-555-2778
George Bean & Co Bill Vifyers 803-438-2771 i i
Gold Coast Supply Elaine Falls 205-555-2640 the screen Wlth the Set Order Optl on.

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

5 Double-click on Customer.Company so it
appearsin thelist of Selected Fields.

6 Click Finish.

7 You've officially completed your first query via
the Query Wizard. You'll notice anew window in
the upper left-hand corner of the data workspace.
Thisisadataview. It representsthe data, whichis
selected from the database each time the report is
generated.

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

DESIGN WORKSPACE

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

Task 1
Place and Name Labels

A

1 Locatethelabd icon on the toolbar.

2 Click ontheicon.

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

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

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

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

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

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

Task 2
Save the Report

1 PressCtrl + Sto save your work.
2 A dialog box will appear that looks like this:

Save New Report As @

Save jn; (3 All Folders e ~

L) Completed Tukarialz

M arne:

Save




3 Expand the drop-down list at the top of thisdia-

log by clicking on the arrow [*| icon. Select 'All
Folders from thelist. Thiswill allow usto save
the report in thisfolder.

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

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

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

Task 3
Bold the Text in the Labels

1 Select the Company label.

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

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

" Header

These boxes are called salection handles.

3 Click the bold icon LB |. All three 1abel cap-
tions should turn bold.
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Task 4
Create and Choose Data for DBText
Components

1 Locatethe DBText icon % on the toolbar.

2 Place aDBText component in the detail band.

3 Changethetext from bold to regular by clicking
on the bold icon.

4 Place two more DBText componentsin the
detail band.

5 Sdect DBTextl.

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

7 Select 'Company' from the drop-down list box
containing the fields. The first company name
(‘Action Club') in the dataset should appear asthe
caption of the DBText1 component.

8 Select DBText2.

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

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

Task 5
Adjust the Label Components

1 Right-click over the 'Company' label and select
the Position... menu option.

2 Settheleft to 0.1.

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

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

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

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

It

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

Task 6
Adjust the DBText Components

1 Right-click over the Company DBText.

2 Setthewidthto 2.1.

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

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

6 Shift-click the other DBTexts so that they are al
sel ected.

7 Click the Align Topicon
Space toolbar.

on the Align or

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

Task 7
Align the Components

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

2 Click the Left Alignicon LIE.]. The DBText
component should be positioned directly beneath
the label and both components should be aligned
| eft.

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

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

5 Press Ctrl + Sto save your work.



PREVIEW

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

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

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

FIXES

When you preview areport, you'll undoubtedly
find something that can be improved. Let'sfix the
spacing.

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

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

arrow I , indicating that you can drag the sec-

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

4 Preview the report once more. It should look
likethis:

[ ReportBuilder: Quick Test E@@
elp
55 Data | 5 Design |2 Preview
H=1 I =l ] es 1 OO Cancel |
~
Company o . Frions o
Aetion Gty Mk Sparing BrEM=Y
Aotion Dker Swpply Warkne ks 2
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5 Close the Report Designer window by clicking

the | button a the upper right corner of the win-
dow.

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

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






CALISTHENICS

OVERVIEW

These exercises will get you oriented in the Report
Designer environment and teach you to use some
basic tools. It'sagood ideato study this section
because each task is extremely detailed, whereas
the other exercises will assume that you are famil-
iar with the basics and therefore be less explicit.

COMPONENT CREATION

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

Let's create some components and put them in the
bands. A component is an element used to control
how the report looks. Each component has a
unique purpose.
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1 Click the New Report icon J on the main
toolbar. The Report Designer will appear with the
design workspace active.

2 Click the Label icon. L2

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

4 Create two more labels in the header band.

5 Locate the shapeicon on the toolbar.
6 Click theicon.

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

8 Press Ctrl + Sto save your work. Namethe
report Call. Save at the end of each task.

Note: You can use the process of clicking the
icon, then clicking in aband to create any type of
component.
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BAND ADJUSTMENT

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

1 Locate the ruler on the |eft side of the work-
space.

2 Place your cursor over the divider labeled
'‘Header'. Your cursor will change to an up/down

arrow I , indicating that you can drag the divider
up and down.

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

* Header

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

Note: This method of changing the size of the
header band works for all bands.

BASIC COMPONENT SELECTION
Once components are created, the real work

begins, for each component needs to be carefully
positioned in order to create a high-quality report.

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

i3

2 Select the remaining components: hold down
the Shift key and then click on the other two labels
and the shape. All of the components should now
be selected. You can tell that they are selected by
the small gray boxes surrounding each component.
These boxes are called selection handles.

Labell. Labeld  Label3 ‘

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

“h

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

-----

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

Labelt.  Labelz  Labeld ‘

7 Place your cursor over one of the components
and drag in any direction. Notice how all of the
components move in unison. Thisiscaled acom-
ponent selection.

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

DOCKING TOOLBARS

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

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

2 Locatethehandle = on thefar Ieft side of the

toolbar.

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

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

” Header

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

Notice how the border changes from athick lineto
athin line to indicate that the toolbar will success-
fully dock.

6 Redeasethe mouse button. The toolbar is now
docked vertically.

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

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

” Header

9 Click onthe close button inthetitle bar. The
toolbar will be closed.

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

Note: When the toolbar is a floating window, you
can close the toolbar by clicking the close button.
You can always redisplay atoolbar by accessing
View | Toolbars from the main menu.



11 Drag the toolbar to the upper right corner of the
design workspace so that it looks like this:

- 2 = =

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

s [0 0 ==

Note: All toolbars have the same docking ability
as the Draw toolbar.

SIZING, ALIGNING, AND POSITIONING
COMPONENTS

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

Calisthenics 13

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

2 Select the shape component in the header band.

3 Placeyour cursor over thelittle black box on the
right side of the shape and wait until the cursor
changesto aleft/right arrow. Thelittle black boxes
that surround the shape are called sizing handles.

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

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

Fy
+

7 Placeyour cursor over the sizing handle on the
right-hand corner of the shape and wait for the cur-
sor to change to adiagonal arrow.

Fiy

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

"

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

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

11 Usethe guidesto set the shapeto 1/2 inch by 1/2
inch. The guides should match up with the 1/2 inch
mark on both the horizontal and vertical rulers.

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



Aligning

1 If the Align or Space toolbar is not already visi-
ble, launch it by selecting View | Toolbars and
clicking on Align or Space. The toolbar should
appear above the horizontal ruler.

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

* Foaoter

3 Select the shape component in the header band.

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

]JT

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

Calisthenics 15

6 Move Label 3 to the bottom of the header band

1 T A

o o bt Label2

........................ L'aE:l'El'j
Header

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

aly

8 Click the Align Bottom icon of the Align
or Space toolbar. The components should align
with Label3.

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

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

2 Sdlect the shape.

3 Hold down the Ctrl key and press the up arrow
several timesto move the shape.

4 Asyou move the shape using this method, ook
at the status bar in the lower right-hand corner of
the Report Designer. The Top measurement should
track with the component's | ocation

Left: 0 Top: 0.0625 Width: 0.5208  Height: 0.5208
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5 Usetheright arrow key to move the shapeto the
right. The Left measurement should track with the
component's location.

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

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

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

FRONT-TO-BACK ORDER

This section illustrates how a component can be
used as a background for other components.

Task 1
Create and Color Shapes

1 Create two more shapes near the first shapein
the header band.

2 Sdlect thefirst shape.
3 Locatethe Fill Coloricon &2 ~ on the Draw
toolbar.

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

5 Select yellow.

6 Select the second shape.

7 Set the color to aqua.

Mo Fill

EEEEEEEN
EEEEEENE
il LR
1- Aqua :

More Fill Calors. .,

8 Sedlect the third shape.

9 Set the color to violet.

More Fill Caolors, ..

Task 2
Overlap Shapes and Establish their Order

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

2 Position the purple shape so that its corner over-
lapsthe corner of the agqua shape. The three shapes
should look like this:
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3 Select the Preview tab. Notice that the shapes
retain their front-to-back ordering.

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

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

6 Right-click over the purple shape.

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

8 Right-click over the yellow shape.

9 Sdect the Bring to Front menu option. The yel-
low shape is now in front of the other two shapes.

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

Task 3
Use a Shape as a Background

1 Right-click over the yellow shape.

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

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

4 Right-click over the yellow shape.

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

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

Note: Whenever you appear to have lost acompo-
nent, try using the Send to Back method in order to
findit: it may be behind another component.

17
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ADVANCED COMPONENT SELECTION

This section explains how to select componentsin
the foreground when you have a larger component
in the background.

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

Notice how the components cannot be selected.
Thisis because the yellow shapeis selected and no
bounding box can be drawn.

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

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

-----------

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

Labells  Label2s  Labels:

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

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

Note: You can use the shift-click method to dese-
lect any component that is part of a multi-selection.

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

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

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

ADVANCED SIZING

When you have a shape stretched using Parent-
Width and ParentHeight, you cannot change the
sizeviathe sizing handles. This exercise shows
you how to resize such a shape.



1 Place your cursor over the sizing handle on the
left side of the yellow shape. The left/right arrow
will be displayed.

ENT.

_n

-

Hea

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

3 Right-click over the shape.

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

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

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

L [
i [0
L L

Note: You may not be able to resize the shape so
that it is exactly the same size asthe others. The
next section will address this issue by showing you
amore precise way to resize shapes.
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SPEED MENU

The speed menu appears when you right-click over
acomponent. It offersdifferent optionsfor atering
the overall look of your component via changesin
shape, size, and visibility. Hereisthe speed menu
for a shape:

— T T T T S S N (R S R T R
D 1 2

_a

Bring to Fronk

i send to Back

. Il_l ParentHeight
Heade
o 2 ParentWwidth
Pasitian,..
. ] ReprinkonCwverFlow
Detail
StretchWwithParent

Visible

<] K i’ o ]

“ Foater

By now you know about the following menu
options. Bring to Front, Send to Back,
ParentHeight, and ParentWidth. Next, we'll learn
about the Position option, which will allow you to
control the size and position of components more
precisely.
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Task 1
Set shape sizes

1 Select the labels and move them to the left until
they reach aleft of 3.7396 as indicated by the sta-
tus bar.

2 Access the speed menu by right-clicking over
the yellow shape.

3 Sdlect Position. . .. A dialog box like the one
below will be displayed; however, the numbers
may be dightly different from these. That'sfine.

4 Setthe Left to 2.0.
5 SettheTopto0.2.
6 Set the Width to 0.5.
7 Set the Height to 0.5.

Task 2
Resize the Aqua Shape

1 Right-click over the agua shape to access the
speed menu.

2 Select Position. . . .

3 Set the Left to 3.0.

4 SettheTopto0.2.
5 Set the Width to 0.5.

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

7 Set the Left of the purple shapeto 1.
8 Setthe Topto 0.3.

The layout should look like this:

layout check

Note: The speed menu applies only to the compo-
nent over which you have right clicked, regardless
of the selection. Task 3 will illustrate this aspect of
the Report Designer.



Task 3
Explore Component Properties and the Right-
Click Option

1 Select the agua shape.

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

3 Right-click over the agua shape.

4 Accessthe Position . . . dialog.

5 Setthe Topto 0.1. Notice that even though the
other shapes are selected, the aqua shape is the
only component that moves. That's because the
agua shape was the one over which we right-
clicked.

6 Right-click over the purple shape.

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

8 Right-click over the yellow shape.

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

Calisthenics 2 1

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

JJT

11 Click the Align Top icon onthe Alignor
Space toolbar. All shapes should align with the top
of the aqua shape because it was selected first.

Note: You can use this method whenever you
need to set the size or position of several compo-
nents to the same value.
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Task 4
Save Your Work

1 Select File | Save from the main menu.

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

Mew Repoark
Jpen... Chrl0

Lo

Load From File, ..

Save ko File...

=
)
(=1
[lm]
3]
()]
(11}
T
=
—

2 Detailed Crder Summary
3 Order Summary

4 Cowver Page

510,05

2 Close the Report Designer.

DATA TREE

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

Task 1
Create a New Report

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

2 Click on the Data tab.

3 Sdlect File | New to access the New ltemsdia
log.

4 Double-click on the Query Wizard icon.

Task 2
Create a Dataview Via the Query Wizard

1 The Query Wizard will come up with alist of
Available Tables. Choose the Clients table by dou-
ble-clicking onit. The Clients table should now
appear inthelist of Selected Tables.

2 Oncethe Clientstableis selected, click the
Finish button.

3 Youl'l notice a new window in the upper |eft-
hand corner of the data workspace. Thisisthe dat-
aview. It represents the data that will be selected
from the database each time the report isgenerated.
In alater exercise, we will show you how to make
modifications to a dataview. For now, let's move
on to building the report.

4 Click onthe Design tab in order to begin laying
out your report.
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Task 3 7 Release the mouse button. The Data Tree
Dock the Data Tree should dock on the right of the workspace like this:

1 Maximize the Report Designer window.

2 Hidethe Align or Space toolbar. (2B aRne @0 ABia =5

== == 5 8| 000

3 Select View | Toolbars | Data Tree from the e e .
main men. Ty e

4 Place your cursor over the bottom of the Data

* | Fields far Clients

. Lo Mo e

Tree until the cursor becomes an up/down TR RS RN ERREREN |~ vvrr Deutie
B ?Addresﬂ String

arrow I . ::::::::::::::::::ﬁ;‘gl::“[’ate gt‘aﬂt:g
SR EE | L s

? First Name String

5 Hold down your left mouse button and drag the Ei:;f:m oo
mouse down until you can see all of thefield o S
. . Eﬁccupation String

names listed in the bottom part of the Data Tree. Gpewe s
3 Fisl Evel Tin

EQSS Mumber Doulfle
H H H o) State Strirn

6 Click onthetitle bar of the Data Tree and drag it - E— e

EZ\D String

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

: File Edit “iew Report Help
&8 Data |5 Design | [, Preview
NEHEdR kg e EE S mWE

Hl | anial 28 ol B oz oy

EI I N R
R A N N N R

[ Clients

"~ 'p| Fields for Clients

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

EDate Open Date
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Task 4
Create a Vertical Report

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

2 Sdlect thevertical style.

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

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

4 Click the'Last Name' field.

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

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

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

M ame

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

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

B Interests

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

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

|_=|g| Telephaone
C&izin

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

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

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

8 Increase the height of the detail band by drag-

ging the divider until the guide reaches the one
inch mark on the vertical ruler.
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9 Position your cursor over the 'Last Name' field 11 Click on the Preview tab. Notice how the labels
in the Data Tree and drag the selection into the repeat for each row of thedata. Thisiscaleda
detail band. vertical report because the components are laid out
in a top-to-bottom fashion.
Mame Type
El.-‘l'n.cct Mbr Double Task 5
LB Address 1 Stiing Create a Tabular Report
|_=|g| Birth D ate Date
ES) Ciy String 1 Return to the design workspace.
L=|g| Date Open Date
C5 First Mame String 2 Sdect al of the components and pressthe delete
(5 Image BLOB K
Interests Shing &.
Last Mame String .
[ Dbiecives Sting 3 Click on the Layout tab at the bottom of the
|_=|g| QOzocupation Stiing Data Tree.
|_=|g Picture String
El Fisk Level Siing 4 Sdlect the tabular Style.
L=|g| S Mumber Double
L=|g| State String Data Tree X
;gl Tfalephcune Str?ng B
mlZip String @ 4l 2
3 Label ;
10 Rel ease the mouse button. The components AU
necessary to display the 'Last Name and 'Tele- O Fields
[]Grd Fant A

phone' fieldsin the report are created.

Last Name 335 | 5 Click onthe Font icon for Labels.

Melephonelt16-202-3945 I
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6 A diaog box like thiswill appear:

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

7 Makethefont style bold. Now any label created
viathe Data Tree will be bold.

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

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

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

M arne
L=|g|.-'1'«cct Mbr
|_='g|.-'l'-.u:ldress 1
EE Bitth Date
S
L=|g| Drate Open
|_=|g| Firzt Mame
|_='g| Image
|_=|g| Interests

i |ast Marne
|_='|g| Objectives
|_=|g| Qccupation
|_='|g| Picture

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

|_='|g| Telephone
EEiZin

Type
Double
String
Date
String
Date
String
BLOE
String
String
String
String
String
String
Double
String
String
String
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11 Release the mouse button. The components
necessary to display the 'Last Name' and 'Tele-
phone fields are created. Thelabelsarein the
header band and the datais in the detail band.

12 Click onthe Preview tab. Notice how the labels
appear only once at the top of the page. Thisreport
is 'tabular' because the dataislaid out in aleft-to-
right fashion.

Task 6
Create a Tabular Report with a Grid

1 Return to the design workspace and delete al of
the components.

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

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

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

[#] Grid Faont A

4 Click on the Datatab at the bottom of the Data

Tree.

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

6 Release the mouse button. Notice the boxes
around the components. These shapes will give us

the effect of agrid.
H_—'_éé'l:'“éiﬁé_':'_?_':'_'_':'_T_':'_T_':'_T_':'_ilirél_éilh_lil_lé_':'_T_':'_T_':H
” Header

Pvhite. - M158438847 ]
™ Detail

7 Usethe bounding box method to select al of the
components in the header band.

:_a'ét:.“a_iﬁé_.:._T_.:._T_.:._T_.:._f_.:._f_.:._i EI:E-I-E:- h‘éﬁb‘.:.‘f‘.'.—ff]
1 p

* Header

Mvhite o 159486547

™ Detail

8 Removethelabelsfrom the sdlection by holding
down the Shift key and clicking on each label.
Only the shapes should now be selected.

ﬂ-—a-ét:-hiéiﬁé-:-":-": S f_.:._f_.:._Elfféféilh_dﬁg:._T_.:._T_.]
“ Header
Wvhite oo |a15-9408547

~ Detail

9 Locate theFill color &4 ~ icon on the Draw

toolbar and sdlect light gray.
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10 Drag thedivider labeled 'Detail' up until it meets
the bottom of the componentsin the detail band.

“ Header

Jiuﬁuﬁﬂ-iféT-'-'-T-'-'-T-'-'-T-'-'-T-'-'-T-'-'- '''''' :I """""""""""

|
~ Detail

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

[ ReportBuilder: Cal2 E||E|@
: File Edit “iew Report Help
=8 Data | L5 Design ||, Preview
H= [l 3 s 00! 0.0 Canca |
[LartHame [Telephions’
Daik Ismm:ms
[iow [T
Pater e
BEEEE
it [T
Page 1 of 1

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



SUMMARY TUTORIAL

OVERVIEW

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

report should contain the following items:

o A list of customer numbers
A list of company names

« A contact for each company

* A phone number for each contact

Phone
£08-555-0260

B09555-3915
I57.6-876708
0115697044
S04-TOE-3022
401-608-7623
B09.453.5976
B08-555-8231

057-1-773434
416-698-039%
BO0-555-37498
BITT2-6704
317-649.9095
B13870.0238

Custno Company Contact

1221 Kauai Dive Shoppe Erica Norman
1231 Unisco Gaorgs VWeathars
1351 Sight Dwver Pindlis Spooner
1354 Cayman Dineere World Unlimite: Joe Bailey

1356 Tom Sawyer Diving Centra Chris Thomas
1380 Bl Jack Aqua Cantér Emsst Barratt
1384 WIP Divars Club Russell Christophar
1510 Ocean Paradiss Paul Gardner
1513 Fantastique Aquatica Susan Wong

1551 Mamot Divers Club Joyjce Marsh
1560 The Diepth Charge Sam Witharspoon
1563 Elpe Sports Theresa Kunec
1624 Makai SCUBA Chib Donna Siaus
1645 Action Clubs Michaes Spurfing
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QUERY WIZARD

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

2 Click on the Datatab.

3 Sedlect File | New in order to access the New
Items dialog.

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

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

6 Click Finish.

7 Accessthe design workspace.
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DESIGN WORKSPACE

Task 1
Launch the Data Tree and Set Properties

1 If itisnot aready visible, launch the Data Tree
toolbar.

2 Dock it on the left side of the workspace.

3 Click the layout tab of the Data Tree.

4 Set the Styleto Tabular.

5 Deselect the Grid boxes if they are checked.

6 Click thefonticon for Labdls.

Data Tree X

Create
@ al v

() Labels
[]Gid Fant A

) Fields
[]Gid Font A

7 Set the Label font to Arial, Bold, 10.
8 Setthe Fidd font to Arial, Regular, 10.
9 Click on the datatab of the Data Tree.

10 Press Ctrl + Sto save your work. Save the
report as Summary Tutorial. Save at the end of
each task.

Task 2
Lay Out Components in the Detail Band

1 Placeyour cursor over the 'Detail’ divider. Your
cursor will change to an up/down arrow I , indi-

cating that you can drag the control up and down.

2 Increase the height of the detail band by drag-
ging the divider down until the guide reaches the
one inch mark on the vertical ruler.

3 Place a shape component in the detail band.

4 Set the shape'sfill color and line color to yel-
low.

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

6 Hold down the Ctrl key while you sdlect the
'Custno’, 'Company’, 'Contact’, and 'Phone’ fidldsin
the Data Tree.

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

M« £ I» l= ' s [ " |+ [

Custno | Company Cantact Phone
™ Header

* 9513 Fastastique Aqualica Susan Weng D777 3434

Detad

Task 3
Position the Components

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

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

3 Sdlect dl of the componentsin the detail band.

4 Shift-click the yellow shape to removeit from
the selection.
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5 Drag the selection up so that the components
line up with the top of the detail band. The layout
should look like this:

_ Cusme Company Comact Phans
Header

layout check

6 Deselect the components.

Task 4
Size the Components

1 Select the Company DBText component in the
detail band.

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

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

4 Launch the Size toolbar.

5 Locate the Shrink Width to Smallest

=]
C:

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

Task 5
Align the Components and Adjust the Detail
Band

1 Select the Contact and Phone labels.

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

3 Drag the selection until it reaches the 38 inch
mark on the horizontal ruler.

4 Leftjustify the DBText Custno component in
the detail band.

5 Dragthedetail band divider up until it meetsthe
bottom of the components.

Task 6
Lay Out the Footer Band

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

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

4 Place another system variable component in the
lower right side of the footer band.



32 Summary Tutorial

5 Select PageNoDesc (Page Number Description) 5 Preview the report once again. It should look
from the drop-down list box. The page number this:
should appear in the component.
P P
6 Right justify the system variable by clicking the "5 oot | peon [ mraw]
HI= Wew | [E0]==) (] s5% 0 £). ! O O ancel ]
right-justify icon = o L
7 Align the tops of the system variables. . . o
8 PressCtrl + Sto save your work. = T e o=
PREVIEW S —
1 Click on the Preview tab and look at your EEE R —
report. — o e
2 Thedataissolid yellow. Let's put white spaces ' i somom
between the datain order to differentiate therows. || | = wwrae  ooowem : S
FIXES — _
1 Click the Design tab to return to the design mw o
workspace. s s s
2 Right-click over the yellow shape.
3 Select ParentHeight. 6 Close the Report Designer, saving the changes
to the report.

4 Drag the detail band divider down until you can
see alittle white space below the shape. The lay-
out should look like this:

Custne Compan rr Comact Phone
[T

layout check
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COVER PAGE

OVERVIEW

Thistutoria showsyou how to create a cover page
for areport. Thefinal product will contain the fol-
lowing items:

 Thetitle of the report

* A description of the contents of the report

Customer Report

Customer Number
Company

Contact

Phone Number

1IAE005 11:5503 AN Page 1

DESIGN WORKSPACE

Task 1

Create and Adjust the Title Band

1 Open the Summary Tutorial report.

2 Sdlect File| Save Asfrom the main menu of the
Report Designer.

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

4 Hidethe DataTreeif itisvisible.

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

6 Increase the height of thetitle band by dragging
the divider down until the guide reaches the 9.5
inch mark on the vertical ruler.

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

Task 2
Create a Shape and a Label

1 Place ashapein the upper left corner of thetitle
band.

2 Set the position of the shape:

Left 2.0
Top 25
Width 40

Height 1



34 Cover Page

3 Set thefill and line color of the shape to light
gray.

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

6 Setthefont sizeto 28.

7 Set thejudtification to left

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

9 Launch the Align or Space toolbar.

10Click the Align Center s icon and the

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

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

Task 3
Create and Adjust a Shape

1 Place anew shape below the existing shape. Set
the position of the shape:

Left 2.0
Top 4.0
Width 4.0
Height 3.3

2 Set theline color of the shape to dark gray.

Task 4
Create and Adjust Labels

1 Createfour labels and place them over the
shape.

2 Set the caption for each label:

Label2 Customer Number
Label3 Company

Label4 Contact

Label5 Phone Number

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

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

5 Click the Align Middle > icon of the Align
or Space toolbar.




6 Set the top of the Customer Number label to
4.75.

7 Set the top of the Phone Number |abel to 6.5.

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

T

9 Click theLeft Align icon and the Space

Vertically %. icon. The selection should now
look like this

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

----------------------
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PREVIEW

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

) ReportBuilder: Cover Page

&8 Data | LF Design |[3, Preview
= Wes | =D T 00 —

Customer Report

Customer Number
Company

Contact

Phone Number

1A3Cos 115500 AN page 1

Fage 1

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

3 Close the Report Designer and save the
changes.






SIMPLE TABLE LISTING

OVERVIEW

Thistutorial illustrates how to create atable-style
report. Thefinal product will include the follow-
ing items:

» Alist of company names
* A contact for each company
» A list of ordersfor each company

» The amount paid for each order

Sales Detnil by Company

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

Task 1
Access the Query Wizard and Select Fields

1 Create anew report.

2 Accessthe data workspace.

3 Select File | New.

4 Double-click on the Query Wizard icon.

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

6 Double-click on the Orders table.

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

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

9 Click Finish. The completed database will
appear.

10 Access the design workspace.
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DESIGN WORKSPACE

Task 1
Create a Layout Via the Report Wizard

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

2 Double-click on the Report Wizard Icon.

New Items ['5__<|
= =)
Repart Label Templates  CrossT ab Wizard
[ 1S ] [ Cancel ]

3 Sdect thefollowing fields by double-clicking:

Company
Contact
Orderno
Amountpaid

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

Report Wizard

That i all the information needed to create your report

Do pou want to preview the report or modify the repart's
design?

() Preview the report
(=) Modify the report's degign

5 Click Finish. The report layout will appear:

“ Deusl
17 T8 £ 1 i bt it e e e i i Y
~ Foctat

R R R R R R R RN
. M

x - New Report

8 “ T

% -* Company Contact Orderma’ Amounipaid

— * Header

8 -7 Comoan Contect Droecn . Amduntnid

>

5

6 Right-click over the New Report label in the
header band and select Autosize from the speed
menu.

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

8 Press Ctrl + S and save the report as Simple
Table.



9 Click the Preview tab. Notice the repetition of
the company and contact names:. this repetition
inhibits readability. Let's make the report more
readable by showing these values only once.

Task 2
Select SuppressRepeatedValues

1 Return to the design workspace.

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

3 Right-click over the Contact DBText compo-
nent in the detail band and select SuppressRepeat-
edValues.

4 Click the Preview tab. The company and contact
names no longer repeat.

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

6 Click the Next Pageicon ) . Noticethat 'Blue
Sports Club' does not appear at the top of this page.
Because the company and contact names do not
repeat, the top of the next page has no company
name; it is therefore difficult to tell what company
placed these orders.

Let's modify the report so that the company and
contact names reprint at the top of new pages.
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Task 3
Select ReprintOnSubsequent

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

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

4 Click the Preview tab.

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

Task 4
Create a Line Guide

You may have noticed that the ReprintOnSubse-
quent option creates alot of white spacein this
report, which makes it difficult to correlate com-
pany names with their orders as you read from left
to right. We can add aline guidein order to
improve this situation.
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1 Return to the design workspace.

2 Click onthelineicon N on the Standard
component palette.

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

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

5 Set the Top of thelineto 0.15.
6 Press Ctrl + Sto save your work.

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

[M ReportBuilder: Simple Table (=13
£ Fle Edit View Repart Help
&f Dats | Design |4, Preview
= WEE = 65 1
=Ry O=4 00 gancel)
Sales Detail by Company
Congany Conmat ariernc A
et e cpunirg o gpiaees
o= musm
e e
1= sipoeen
ncten ot suppty [r— [ ——
g o jomo
1o m
s
= o
e
1=
1
=
122
= po—— 1oss
mmmmmmmmmmmmmmmmmmmm oz
e
ezt o) 1005
1es
n=
=
aaaaaa Tremea amec oz
1oe
191
e
=z
1251
1=
nnnnnnnn w wary sarecre a1
o= sz =
1m0 =
Page 1

8 Close the Report Designer.
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INVOICE

OVERVIEW ESTABLISH THE BASIC DESIGN
Thistutorial shows you how to create an invoice. Task 1

The goal of thisexerciseistoillustrate groups and Use the Dataview from the Simple Table
their function. The final product will present a set Report

of invoices. Each invoice will contain the follow-

o 1 Open the Simple Table report.
ing items:

2 Accessthe data workspace.
* A company name

3 Sdlect File | Export. A save diaog box will
appear.

A contact for each company

The orders for each company 4 Create afolder named Data and open it.

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

Thetotal amount paid for each company 6 Close the Report Designer

Invoice 7 Click on the New Report icon.
el e e Fo At it 8 Access the data workspace.
- . 9 Select File | Import.

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

Note: All of the dataviews in the data workspace

are stored inwhat is called adatamodule. You can
use the export feature to save a datamodule outside
of areport.

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

Task 2
Generate the Layout Via the Report Wizard

1 Access the design workspace.

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

3 Select the following fields:

Company
Contact
Orderno
Amountpaid

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

5 Click Finish. The report layout will appear:

layout check

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

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

8 Preview thereport. Notice how the company
and contact names repeat. |n the previous tutorial,
we learned how to handle repeated values viathe
SuppressRepeatedValues property. However, we
can handle these values another way.

Task 3
Create a Group

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

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

8 Groups @@

Groups | Customer Addr v
Cugtomer.Addrl A
Customer.Addr2 Add
Customer. Amountpaid
Custorner. Cit

Customer. Contact
Customer. Country
Customer. Custno M

Break On
(%) Data Field () Custorn Field

On Group Change

[ 0K ] [ Cancel




3 Click Add, then click OK. A group header band
and a group footer band will appear on the canvas.

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

R i b in Mt g Ml
- New Report

© Tin
" Company Conact Lirderno

Heade

" G Haadall} Conpany:

T omoa orbact Droand . Amouninkid
* Dotsd
* Group Focte{l} Compary

S R I s

Faohe

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

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

Task 4
Lay Out the Group Bands

1 Place ashape in the group header band.
2 Set the shape to ParentHeight and ParentWidth.
3 Set the shape's color to agua.

Mo Fil

EEEERN
—H
reo| W]

Mare Fill Colars. ..

4 Place a shape in the group footer band.

5 Set the shape to ParentHeight and ParentWidth.
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6 Set the shape's color to teal (the color above
aquaon thefill color palette):

More Fill Colors. ..

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

ing.

Everything you see that begins with an aqua shape
and ends with ateal shapeisagroup. A group,
then, includes the following bands: the group

header, detail, and group footer. Hereis an exam-
ple of how asingle group looks on the preview

page:

Action Cu [rer—p— 164 T
Action Chis ichd Teurirn 1029 $0.08 00
Agtion T Michat] Seuring 1038 $1045200
Action S Michael Spuring 1z $1.004 .00

Task 5
Move the Repeating Data into the Group
Header

Asyou preview, notice that the company and con-
tact fields still repeat. Thisis becausethey arein
the detail band. We can fix this by moving these
fieldsinto the group header band.



44 Invoice

1 Return to the design workspace.

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

3 Drag the selection into the group header band.

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

5 Select the shape and then shift-click the DBText

components. Click the Align Center icon i on

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

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

Invoice
Company Contact Erderno Al
= T |

Task 6
Total the Amount Paid for Each

Company
1 Return to the design workspace.

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

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

4 Change the font color to white.

5 Click theright justify icon

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

[ ReportBuilder: Invoice

i File Edit View Report Help
Ek.ﬁI Data |L& Design _}_, Preview
N NN NN e N (i [P WENCR:D
} Customer - [Amountpaid |v||
SRR e BT Addrt e
=] -.| J.l'— $Addr2
Report Tree
Fh DBTest City
i DBEText? Camparry
=l Detal E°”t‘:°t
B DEText3 c°”: T
Eh DBTextd Hne
G F 0 Cuskno (2)
(=== ‘[-DL:!JI"??LBI[ |: Comps Empno Y

Thistellsthe DBCalc component to sum the
amount paid for each company.

7 Right-click over the DBCalc component and
select AutoSize.



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

Format §|

Dizplay Format
$4,0.00$4.0.00] |

1,234 #.0-4#0
-1,234.40 #.0.00;-4.0.00
tt 0.00:(4, EI 00]
-$1.234.40 $1¢ 0.00; $1¢ 0,00
-$1.234 10380
[$1.234] $H.0038.0)
12344 % 0%
123440 % 0.00%

9 Click OK.

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

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

=4

=
=

Align Right icon
bar.

on the Align or Space tool-

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

Invoice
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Task 7
Control the Pagination of the Groups

1 Return to the design workspace.

2 Select Report | Groups and uncheck 'K eep group
together'.

Groups | Cuztamer. Company “ |

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

On Group Change
[] 5tart new page

MHew page when lezz than I:l

] Keep group together

Reprnt group headers on subzequent pages

[ ok l [ Cancel l

3 Scroll to the bottom of the first preview page.
Notice how thereisno total for the 'Blue Jack
Aqua Center'. You must go to the next pagein
order to see the remaining detail lines and total for
thisgroup. Let's modify the report so that groups
will not break across pages.

4 Return to the design workspace.

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

7 Click OK.



46 Invoice

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

Task 8
Begin Each Group on a New Page

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

1 Return to the design workspace.

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

[ Groups E]E]

Groups | Customer. Company “

Group[0]: Custorer. Cornpary

&dd

Inzert

Delete

Break On

(%) Data Field ) Custam Field

On Group Change
Start new page

[C] Reszet page number

Reprint group headers oh subsequent pages

[ Ok l [ Cancel ]

Notice that the 'K eep group together' option isdis-
abled. Thisoptionisno longer necessary because
each group will begin on its own page; thus, each
group has the maximum space to print.

3 Click OK.

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

5 Sdlect Ctrl + Sto save your work.



Task 9
Number the Pages by Company

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

1 Return to the design workspace.

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

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

[ ReportBuilder: Invoice

! File Edit Wiew Report Help

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

i|PagesetDesc | - ||

:_ Datke

f DateTime

| DocumentMame
PrintDateTime
PageZount
Pageset

PageSetDesc
PageMo
PageMoDesc
Time

4 Select Report | Groups.

5 Check the Reset page number option:

[ Groups [Zl |El El

Groups | Customer.Company ~
Group[0]:C Cornpany

Add

Ereak On
(=) Data Field () Custom Field

On Group Change
Start hew page

Reset page number

Reprint group headers on subsequent pages

[ 0K ] [ Cancel
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6 Click OK.

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

FIT AND FINISH

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

Task 1
Adjust the Line Component in the Header
Band

1 Return to the design workspace.

2 Sdect thelinein the header band and select bot-
tom from the list in the edit toolbar.

[ ReportBuilder: Invoice

i File Edit Wiew Report Help

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

é\Battorn |
Left

Right
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3 Extend the header band to 1¥8 inch.

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

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

PSRN R R RN R R i . S

° ¥
Invoice
" Tile

Company Cantact Ordirne’ Amountpadd

s e
~ oo Haadell} Compary
] 142, F3.540 0
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" Gwoug Footer{0} Company
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Foohe
Task 2

Adjust the Label Components in the Header
Band

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

2 Alignthetopsof al thelabelsin the detail band
with the Contact label.

3 Set the following left positions for the [abels:

Company 0.0
Contact 2.0
Orderno 4.2
Amountpaid 53

4 Change the captions of the labels as follows:

Orderno Order No.
Amountpaid Amount Paid

5 Set each of the labels to AutoSize.

Task 3
Align the Components

1 Sedect the Amount Paid label.

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

M| : h 2 s b J Pl L "R i e i s,
- Invoice

¥ srcurtcon

3 Usethe Align or Space toolbar to right-align the
selection.

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

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

Task 4
Modify the Label in the Title Band

1 Drag thelabel in thetitle band into the header
band.

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

3 Select Report | Title from the main menu. The
title band will be removed from the canvas.
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4 Right-click over the label and select AutoSize. 4 Changethe color of the linein the header band

The layout should look like this: to teal using the Line Color palette.
AR MAALAAM TARLAS SAALAA M ALAM YAAL AR AL M AL 5 Preview thereport. Thefirst page should look
4 i like this;

X

g &5 Data | Design 'm‘

§ = e [EENEEE L0 00 Cncel ]

5 Press Ctrl + Sto save your work. Tivoice

6 Preview the report.

Task 5
Change the Color of the Navy Components

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

1 Return to the design workspace.

2 Usethe shift-click method to select all navy
components.

3 Changethefont color toteal using the Fill Color

paette.
__52 g - = =
o Fill Page 1 of 54

AmEEEEEEN _
(.. 6 Close the Report Designer and save the
|- ] R changes.
| N n

More Fill Colors. ..







ORDER SUMMARY

OVERVIEW

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

* A company name
» A customer number

An order number for each individual order

The total amount owed per order

The total amount owed per company

Rl B e et s
o8 Data | L& Design ’m‘
;g = (3 e ) concel]

Action Club

1645

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

Totai Amount Due #31,395 65

Order Summary 5 1

DEFINE A MASTER-DETAIL RELATIONSHIP

Task 1
Create the Dataviews

1 Create anew report.

2 Accessthe Query Wizard.

3 Select the Customer table.

4 Click Finish.

5 Select the Sort icon on the Customer dataview.

6 Double-click the Company field. The Company
field ismoved from Available Fieldsto Sort Fields.

7 Click OK.

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

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

" O YZHGHHGHEE
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Task 3
Create a Group

1 Go to the design workspace.

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

3 Choose Customer.Company from the drop-
down menu.

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

@ Croups BED
Groups | Customer.Addrl v
Custorner.Addr s
Customner.Addr2 Add
Eustomer.Amountpaid

Cuistorner. Cit
: Co

Customer. Country
Custorner. Custho b

Break On
(&) Drata Field () Custom Field

On Group Change

Ok ] [ Cancel

Joining Tables

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

Company |dant |city |State [2ip |

Kauai Dive Shoppe 4-978 Sugarkoaf Huwy Kapaa Kauai | HI 94761234
Urisco PO Bax Z-547 Fresport

Sight Diver 1 Neptune Lane Kato Paphos

Cayman Divers Woild Unlimited |0 Bo 541 Girand Cagman

Tom Savwer Diving Centre | 6321 Third Frydenhoi Chiistiansted |5t Croi 00820

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

Compary Ordemo | Saledate Amounipaid
F.auai Dive Shoppe 1023 711388 $4.574.00
Uresco 1060 2/28/1989 $15,355.00
Kauai Dive Shoppe 1123 8/24/1333 $13.34500
F.auai Dive Shoppe 1169 7/6/1934 $94N.55
Sight Diver 1052 1/6/1389 $16.788.00
[KausDveShoppe 1269121671991 $1.40000
:Sight Dirver 1055 2/4/15%89 $23.406.00
Urisco 1073 41571389 $13.414.00

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

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

2. Scanthe orderstable, looking for this
customer name.

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

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

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

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

have been completed.




5 Check Start New Page.
6 Click OK.

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

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

8 Press Ctrl + S and save the report under the
name Order Summary.

Order Summary 53

Task 4
Lay Out the Group Header Band

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

2 Set the Company DBText component proper-
ties:

AutoSize True

Left 0.0

Top 0.0

Font Name Aridl

Font Size 16 pt.

Font Style  Bold and Italic

Joining Tables continued

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

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

The second big organizational detail that allows
our process to succeed is that the customer name
appearsin the order table. While it seems only natu-
ra that the customer name appear with the order,
this special database techniqueis known asa
foreign key.Whenever the key field of onetableis
placed in another table, it isaforeign key in that
table.

Foreign keysallow usto relate multiple rows of one
table to asingle row of another. Such arelationship
has several valid descriptions, they are:

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

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

par-

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

Whenever we relate two tablesin a database, we do
so by comparing the value in one field with the
value in another. To understand the nature of the
relationship, we must know which table is the mas-
ter and which is the detail, we must know what is
the key and what is the foreign key. Once we know
this, we can join the table, to create a third, more
useful table. Here is the result table that we can cre-
ate from customer and orders:
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3 Place another DBText component in the group
header band and select CustNo from the drop-
down list box.

4 Set the CustNo DBText component properties:

Left 0.0

Top 0.3

Font Name Arial

Font Size 16 pt.

Font Style  Bold and Italic

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

6 Click the Preview tab.

[8 ReportBuilder: Order Summary

85 Data | & Design ||, Preview

ene e
Action Club
1645

Asyou step through the pages, notice how each
company starts on a new page. Thisisdueto the
Start New Page option of the group.

Linking Dataviews

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

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

table (i.e. the dataview data.)

Instead, alink allows the dataviewsto remain sepa-
rate, and because each dataview creates a usable
result table, this opens the door for avery powerful
ReportBuilder feature: subreports.

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

OrderNo

]
I
|
I
1003
1004 |
1005 |
1006 |
1007 I
1008 I
1009 |
1010 :




Task 5
Lay Out the Footer Band

1 Click the design tab to return to the design
workspace.

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

3 Sdect PrintDateTime from the drop-down list
box.

4 Place another system variable in the upper-right
corner of the footer band.
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5 Select PageNoDesc from the drop-down list
box.

6 Right justify the system variable.

7 Select both system variables.

8 Set thefont:
Name Arid
Size 10 pt.
Style Bold

Linking Dataviews continued

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

OrderNo ItemNo
1003

II-hGJNI—‘-h(JNI—‘—‘-

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

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

OrderNo  ItemNo
1003

1004

L

1005

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

_”___G_mup Footer[0]: Company

* Footer

layout check

10 Place aline component ™ in the footer band.

11 Set the Line component properties:

ParentWidth True
Top 0.2

12 Drag the footer band up until it meetsthe
bottom of the line component.

MODIFY THE BASIC REPORT LAYOUT

Task 1
Create a Subreport

1 Place a subreport component L2 | in the detail
band.

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

3 Right-click the subreport and select Position.
4 Setthetopto0.5.

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

6 Selectthetabtitled ‘ SubReportl : Orders at the
bottom of the data workspace.

Task 2
Create a Group in the SubReport

1 Select Report | Groups.

2 Choose Orders : CustNo from the drop-down
menu.

3 Click Add.

4 Click OK.

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

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

1 Launchthe DataTree. If it does not appear
docked on the left side of the Report Designer,
dock it there.

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

4 Select the Datatab and Ctrl-click the following
fields:

OrderNo
[temsTotal

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

= ISR P B TR B N PR U PR
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layout check

* Group Footer[0]: Custno

6 Change the caption of the ItemsTotal label to
‘Amount Due'.

7 Set the properties of both labels:

Top 0.0
Font Color  Navy Blue

8 Set the OrderNo labdl to Autosize.

9 Set the DBText components properties:

Top 0.25

Font Name Times New Roman
Font Size 11 pt.

Font Style Bold and Italic

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

Left
Alignment

2.0
Right Justify

11 Drag the group header band up to meet the bot-

tom of the labels.

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

Task 4

Calculate the Total Amount Due

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

Caption Total Amount Due
Left 0.0

Top 0.25

Font Name Arial

Font Size 11 pt.

Font Style Bold and Italic
Font Color Navy Blue

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

3 Right-click the DBCalc component and select
Calculations.

4 Select the Calc type Sum and click OK.

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

6 Set the DBCalc properties:

Autosize True
Alignment  Right Justify

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

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

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

Task 5
Preview and Finish

1 Click the Preview tab.

2 Asyou preview, notice how thetotal amount
due is the sum of the orders for each company.

[ ReportBuilder: Order Summary

58 Dats | L Design |3, Preview |
H=Ner] i RENEN: 1 00 Cancel |

Action Club
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Page 1

3 Close the Report Designer, saving the changes.

You have created an order summary with a master-
detail relationship between dataviews with a subre-
port showing the detail data

Y4
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DETAILED ORDER SUMMARY

OVERVIEW

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

e acompany hame
» an order number for each order
* anitem number for each item

* the quantity of each item

the price of each item

the total amount for each item

Action Club
1645

BUILDING ONTO THE REPORT LAYOUT

Task 1
Adding More Detailed Data

1 Open the Order Summary Report.

2 Sdlect File| Save Asfrom the main menu of the
Report Designer.

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

4 Accessthe Datatab.

5 Accessthe Query Wizard.
6 Select theltemstable.

7 Click Finish.

8 Drag from OrderNo in the Items dataview to
OrderNo in the Orders dataview. Thisisan
example of creating alink to form a master-detail
relationship.

9 Sdlect the Tables E icon on the Items data-
view.

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

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

13 Click OK.
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Task 2
Change the Group

1 Return to the Design tab.

2 Sdlect thetab titled ‘ SubReportl: Orders' at the
bottom of the data workspace.

3 Select Report | Groups.

4 Select Groups and set field to Orders.OrderNo.

[ Groups =69

(et | Ol rders. Ordemo

Break On

(%) D ata Field () Custom Field

On Group Change
[ Start new page

Mew page when less than El

K.eep group together

Reprint graup headers on subsequent pages

[ Ok ] [ Cancel

5 Click OK.

Task 3
Layout of the Group Header and Footer Bands

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

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

3 Set the DBText component properties:

Autosize True

L eft 0.6

Top 0.2

Font Name Arid

Font Size 11

Font Style  Bold and Italic

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

5 Create aline component in the group header
band

6 Set the line component properties:

Left 0

Top 0.2

Height 0.2083
Font Color Navy Blue

Line Thickness 2 Yapt.
Line Position Left

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

8 Delete everything in the group footer band.

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

L R R - SR R

-* Order:i 1014

~ Detail
* Group Footer0F Ordema

layout check

Task 5
Create a SubReport

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

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

L eft 0.5
Top 0
Width 6.3

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

4 Inthe detail band create aline component.

5 Set the line component properties:

Left 0

Top 0

Height 0.1667
Line Color Navy Blue

Line Thickness 2 %pt.
Line Position Left

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

layout check

* Group Footer} Orderno

Task 6
Layout the Title Band

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

2 Create alabdl in thetitle band.

3 Set thelabel properties:

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

Qty 4.02 Center
Price 4.7 Right

Item Total 5.3 Right

7 Shift-click the following labels:
Description

Price
[tem Total

8 Set these labelsto Autosize True.
9 Create aline component in the title band.

10 Set the line component properties:

L eft 0

Top 0.2396
Width 6.25
Line Color Green

Line Thickness 1Yzpt.

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

Top 0.0417

Font Name Times New Roman
Font Size 11

Font Style  Bold and Italic
Font Color Green

4  Create 5 more labelsin the title band.

5 Shift-click all the labels and align them to the

top of thefirst label by clicking the align top icon.

layout check
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Task 7
Creating a Calculation

1 Select the Datatab.

2 Inthe Items dataview click the Calcs I icon.

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

4 Under Function type:
Qty * ListPrice

5 Under Field Aliastype:
Extended Total

6 Click OK.
7 Select the Design tab.

Task 8
Layout the Detail Band

1 Create a DBText component in the detail band.

2 Set the DBText properties:

Top 0.0208
Font Name Aria
Font Size 8

Font Style  Bold
Font Color Green

3 Create 5 more DBText components.

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

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

Datafield L eft Alignment
ItemNo 0.052 Right
PartNo 0.8646 Center
Description 177 Left

Qty 3.82 Center
ListPrice 4.32 Right

Extended Total 5.1875 Right

6 Sdlect the Description DBText component.
7 Set the properties.

Autosize True
Width 0.979

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

Autosize True
Width 0.8125

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

11 Choosethefirst format with adollar sign.

layout check

Task 9
Creating a Shape

1 Place ashapein the detail band.

2 Set the shape properties:

Left 0
Top 0
Height 0.2396

Width 6.25



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

4 Choose MoreFill Colors.
5 Click Define Custom Colors.

6 Select acustom color by entering Red, Green,
and Blue values:

Red 202
Green 255
Blue 202

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

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

9 Click the Preview tab.

Action Club
1645
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‘rm- foar
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10 Asyou preview, notice how the orders for each

company start on anew page, and the items for
each order arelisted.

11 Closethe Report Designer, saving the changes.

You have created a report showing data from three

dataviews; a master and two details
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MAILING LABEL

OVERVIEW

The first section of thistutorial demonstrates how
to print mailing labels via the Label Template Wiz-
ard, which isatool that creates report layouts suit-
able for printing on label sheets. The second
section of thistutoria steps you through the pro-
cess of creating amailing label template manually.
We will use Avery 5160 labels as the model for
these exercises. Each label will include the fol-
lowing items:

* A contact name
» The company name for each contact

» The mailing address for each contact

Mailing Label 65

THE LABEL TEMPLATE WIZARD

Task 1
Select Data

1 Create anew report.
2 Accessthe data workspace.
3 Select File | New from the main menu.

4 Double-click on the Query Designer icon:

New Items rg|

En =
By

Queny wizard  [ENENEEGE

[ 0K l[ Cancel ]

5 Maximize the Query Designer by clicking the
Maximize icon in the title bar:

6 Double-click the Customer table.

7 Click the Fields tab.
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8 Click the All Fields check box: 3 Under Function type:

H 1 1 LI} H
[0 Query Designer EExX C|ty + y + state + + Z|p
[ Tables [ Fields | @ cales | §F Group | J2 search | 4| sort | (3 squ
Availsble Fields
Field &lias Field SAL Alias Table SOL Alias . . .
Each element of this expression has the following
meaning:
H 1 1 LI} H
city +', '+ state+ "' + zip
Selected Fields [ &1l Fields
Field &lias Field SOL Alias Table SOL Alias e A B C D E
Addr customer Addr! customer [Z]
Addr2 customer Addr2 customer
City customer. City customer
Company customer.Compa...  customer E3)
Cortact customer.Cortact  customer
ot Fustamer Canein eustamer o

A Getsthe value of the City field

Task 2 B Places acomma and a space between the city
Create a Calculated Field and state

1 Click the Calcstab. C Getsthevaue of the State field

2 Double-click the City field. It will move from

D Places a space between the state and the zip
the Available Fields list to the Calculations list:

E Getsthe value of the Zip field
i
R T 2 T The + symbol represents the concatenation opera-

tor. Concatenation isaprocess by which valuesare
' combined into one result. A typica result for this
expression would be 'Columbia, MO 65203

City
Company
Contact

s Rate
Zip custamer Zip customer

Field Alias Field SQL Alias Function
CityStateZin sty + '+ skab,, gy + )+ state + zip




7 Rename the City(2) field alias by clicking once
on City(2), then waiting asecond. Thiswill put the
field diasin 'edit' mode. Type CityStateZip in the

edit box. The Calculation field should look like
this:

Calculations

Field Alias Field SOL Alias Table SOL Alias Function Expression
CityStateZip city+"' + state +...  customer | Expression R H L+ state + "+ zip

Task 3
Sort the Data

1 Click the Sort tab.

2 Double-click on Zip.

3 Click OK. A dataview will appear. Click the
preview icon on the dataview:

Marne Type Size
Lf'!r,m“ﬂ' Sting 30
Addrz Stiing 30
City String 15
Compary String 30
Contact String 20
Country String 20
Cuztno Double
Fax String 15
Lastinvoicedate  DateTime
Fhane String 15
State Sting 20
T awrate Double
Zip Stiing 10
CityStateZip Stiing 15

Mailing Label 6 7

4 Scroll to theright until you see the Zip field.
Notice that the datais ordered by ZIP Code (the
companies with no ZIP Code appear first.). The
last column should contain the combination of the
city, state, and ZIP Code, as specified in the calcu-
lated field we created.

5 Click OK.

Task 4
Configure the Report Layout

1 Accessthe design workspace.
2 Sdect File | New from the main menu.

3 Double-click on the Label Templatesicon:

New Items [5__(|

,\ = ﬁ\

Report Wizard Report Label Templates QNGEEY SRR

[ QK l [ Cancel

4 Make the following selections:
Printer information Laser andink jet
Paper Tray Manual Feed (Tray 1)
Products Avery Standard

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

Label Templates.

Printer infarmatior
() Dot Matriz
() Lazer and ink jet
Paper Tray
Default v

Products

Awery Standard i

5160 - &ddress

5161 - Address
5162 - Address
5163 - Shipping

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

5 Sdlect OK. Thereport layout should look like
this:

= IR P B P B P B A R O M

* Calumin Header

" Detail
* Column Foater

layout check

Task 5
Lay Out the Detail Band

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

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

4 Place four DBText components in the detail
band:

* Detail
* Column Footer

5 Set the following positions for the DBText com-
ponents:

DBTextl Left 0.08
Top 0.06
DBText 4 Left 0.08
Top 0.77

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

7 Align the components left and space them verti-
caly.

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

9 Assign the components to the following fields:

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

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

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

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

[0 ReportBuilder: Mailing Label TEX
: File Edit View Report Help

&8 Data | F Design [, Preview |

=Ter I =) 1 e T DO cancel |

Page 1 of 2

13 Close the Report Designer.

PREPARE A TEMPLATE MANUALLY

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

Task 1
Import the Data From the Mailing Label Report

1 Open the Mailing Label report.

2 Accessthe data workspace.

3 Sedlect File | Export.

4 Open the Datafolder.

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

7 Click on the New Report icon.

8 Access the data workspace.

9 Sdect Import from the main menu.

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

69
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Task 2
Set the Margins

Before you set positions or sizesin the Report
Designer, it isimportant to first establish the paper
size and margins. Thisis because the Report
Designer will rgject any settings that do not fit
within the available page space.

1 Usearuler to measure the distance from the top
of the label sheet to the top of thefirst label. The
distance is 1/2 inch.

2 Access the design workspace.

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

Page Setup @
Printer | Paper Size | Paper Source | Layout | Margins
Printer [
Defaut v

Documnent Mame
Fepart

1 s

Copies =

Collate

Duplex

Mone v

4 Click the Marginstab.
5 Set thetop marginto 0.5.

6 Set the bottom, left, and right marginsto O.

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

Task 3
Determine the Column Settings

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

2 Measure the distance from the |eft edge of the
paper to the left edge of the second labdl. It's about
278, or 2.875.

3 Measure the distance from the | eft edge of the
paper to the left edge of thethird label. It'sabout 5
¥4 or 5.75.

4 Measure the height and width of an individual
label. Avery 5160 labelsare 2 %8 incheswideand 1
inch tall.

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

6 Configure asfollows:

Columns 3
Column Width 2.625
Columnl 0.1875
Column2 2.875

Column3

5.75



The Layout page should look like this:

Page Setup @

Printer | Paper Size | Paper Source | Layout | Margins

Colurming Colurmin width

Previgw
3 2| [z 2

Column Positions

Column 1| Column 2| Column 3
01875 2875

Column Traversal Row Spacing

b4

Top to Bottom R 1]

7 Click OK.

Task 4
Modify the Bands

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

1 Select Report from the main menu.

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

0 ! Js ! d s I 5
* Column Headsr

layout check

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

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

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

Task 5
Correct the Measurements

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

1 Click the print 5 icon on the preview screen.

2 Sdlect Current Page on the print dialog box.

3 Place the printed report page behind the label
sheet.

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

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

7 Set the column positions to:

Column2 2.9375
Column3 5.6875

8 Preview the report and print the current page
again.
9 Check the printed page against the sheet of

labels. The shapes should now match up with the
labels.

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



FISH PHOTO ALBUM

OVERVIEW

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

» A picture of afish

* A description of the fish, which isafew para-
graphsin length

« Additional information about thefish
(Iength, species, and category)

i 5 Found in mid-water areas around reefs, wrecks
Atlantic Spadefish |l g
metlonless in the shallows, looking like leaves
and pods of mangrove.

Coepry  Sowdiieh Edibility is good.
Lergth In X5 AXNTO0661 417

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

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

The bat ray dige up food with its wings and
snout, and will even bite off overhanging ledges
to get at prey. It hunts singly or in groups. When
regting, it buries itzelf in 3and with just the eyes
protruding.

Edibility is poor.

Range Iz from Dregon to the Gulf of California.
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BUILD THE REPORT LAYOUT

Task 1
Select Data via the Query Wizard

1 Create anew report.
2 Accessthe Query Wizard.
3 Sdlect the Biolife table.

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

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

Task 2
Lay Out the Detail Band

1 Accessthe design workspace.

2 Extend the detail band to two inches.
3 Place ashapein the detail band.

4 Set thefill color of the shape to red.

5 Set the size and position:

Left 0.45
Top 0
Width 2.7

Height 11
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6 Place aDBText component over the shape.

7 Set the size and position:

L eft 05
Top 0.1
Width 26

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

9 Set thefont sizeto 20 pt.
10 Set the font color to white.

Task 3
Create a Graphic

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

2 Set the position to:

Left 0.5
Top 0.5

3 Assign the 'Graphic' field to the DBImage com-
ponent. Noticethat theimageiscropped becauseit
istoo big for the component.

4 Right-click and select Stretch. The entireimage
of the fish should now be visible. Thisimageis
dightly distorted because it natively has a rectan-
gular shape and the Stretch property is scaling it to
fitinto a square.

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

Task 4
Use the Data Tree to Create Components

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

2 Set the size and position:

Left 0.45
Top 10
Width 2.7

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

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

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

Category
Length In
Species Name

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

" Foater

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

8 Autosize the labels (the components on the | ft).

9 Set theleft of each label to 0.6.

10 Set the size and position of the DBText compo-
nents:

Left 15
Width 16

11 Select the labels and DB Text components. Hold
down the Ctrl key and use the arrow keysto move
the selection up and down. Noticethe Top valuein
the status bar at the bottom right of the Report
Designer. Thisvalue is updated each time you
move the selection. Usethe arrow keysto move
the selection to 1.1042. The layout should look
likethis:

Cbesl
0

* Foater

Task 5
Generate a Framing Shape and Text

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

2 Set the size and position:

Left 3.17
Top 0.01
Width 4.15
Height 18

F
3 Place aDBMemo component over the
shape.

4 Set the size and position:

Left 3.25
Top 0.08
Width 4

Height 1.65

75



76 Fish Photo Album

5 Assign the DBMemo component to the 'Notes
field.

6 Set the DBMemo font:

Color red
Size 12 pt
Style bold

7 Press Ctrl + S and save the report under the
name Fish Photo.

8 Preview the report.

FIT AND FINISH

Task 1
Adjust the Text and Shape

Asyou preview, notice that the description for the
‘Atlantic Spadefish' is not shown completely. Let's
fix thisfirst.

1 Return to the design workspace.

2 Right-click over the DBMemo and select
Stretch.

Handling Stretchables

The DBMemo is aspecial class of component called a stretchable. Asthe report prints, stretchable components
increase or decrease in height based on their content. This differs from static components, which always print
with the same height. When a band contains both static and stretchable components, it is difficult to get the
printed pages of areport to look exactly right because stretchable components print at a height that is different
from the one given in the report layout. The following properties can help you keep your reports looking good

when stretchables are used.

Stretch

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

StretchWithParent

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

Anchors

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

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

OverFlow

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

ReprintOnOverFlow

This property applies to static components only.
Stretchable components often have a set of static
components that put the content of the stretchable
into context. For example, amemo describing the
features of a car might be preceded by the name of
themodel. If thismemo happened to overflow onto
additional pages, it might be helpful to print the
name of the model again so that the reader is
reminded of the model to which the description per-
tains. Inorder to do this, you would set Reprint-
OnOverFlow to True for the model name.




3 Preview. Now the entire description
appears,but the shape bordering it does not stretch

properly:

Atlantic Spadefish

laoking like lesves

3, New England to Brazil, and
o

Also knove as th use of its flat
grinding teeth us; eal of

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

The bat Up faod with its wings and snout,
and will e off ovarhanging ledges to get &t
ar in groups. Yhen resting,
sand with just the eyes

Edibility i poar

Range is fram Oregon to the Gulf of California
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4 Return to the design workspace and right-click
over the shape behind the DBMemo

5 Sdlect StretchWithParent.

6 Preview. The shape now functions as aframe
around the description.

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

Example Strechable

typically handled.

s e ISHER
_?GrqupHeader[U] Common Name

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

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

[ Edibility is good.
C Ranoe is the entire lndo-Pacific region.
D
ne Pomacanthus nauarchus

* Detail
“ Group Footer[0]: Common Mame

Layout

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

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

Thefollowing figures break down the various components and their properties, showing you how astretchableis

8 ReportBuilder: Fish Photo

: File Edit Wiew Report Help

&Q Data | & Design A:_, Prewiew
= Ney) (] =[]0 0D0: OO Carcel

Blue Angelfish

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

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

Edibility is good.

Range is the entire Indo-Pacific region.

Preview

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

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

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

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

10 Return to the design workspace.

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

Task 2
Improve the Pagination

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

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

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

5 Click OK.

6 Preview. Advanceto pagetwo. The Cdifornia
Moray entry is now printed completely on this
page. Pagetwo of the final report should look like
this:

[@ ReportBuilder: Fish Photo EE&E

f Fle Edit View Report Help

&8 Data | L& Design [[3 Preview
=) e 00°: 00 o

Bluehead Wrasse

Found in corsl reefs, rocky fiats, reef sand, and
===

ot budge while guarding
= touched by divers.

Edibilityi=s goad; the flash is bluish-green but
when cooked. The eggs of the
= poizonous

Eange s from Alaskate Certral Bajs
ovewstar I3ir with just its
he day. A night it feeds
=n=, and small fish closs

Edibilityi= good

Range is from Southern California to Southern
Ezja

Pags 2

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

7 Closethe Report Designer, saving the changes.



SALES STATISTICS

OVERVIEW

In thistutorial we are going to build areport that
answers some managerial questions by summariz-
ing datafrom a database. The database contains
sales information for an equipment wholesal er.
The questions are:

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

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

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

e The customer number and name
» The orders for each customer

» The quantity and total amount for each order

Sales Statistics

st Vo, Company Cirdir e, P Towal

121 Wausd Dive Shopps

129 Unisen

Sales Statistics 7 9

ESTABLISH THE BASIC LAYOUT

Task 1
Create the Dataview

1 Create anew report.

2 Accessthe data workspace.

3 Select File | New.

4 Double-click on the Query Designer icon.

5 Sdect the Customer, Orders, Items, and Parts
tables.

6 Click the Fields tab.
7 Click the All Fields check box.
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Task 3 5 Select thefollowing fieldsin order:
Calculate the Total for Each Line Item

Custno
1 Click the Calcstab. Company
2 Maximize the Query Designer. Orderno
ltemno
3 Double-click on the Company field. Description
4 Select Expression from the drop-down list box Listprice
in the Function column. Qty
Total

5 Enter the following calculation into the Expres-

Son edit box: 6 Click Next until you reach the screen with the

checkered racing flag.
Listprice* Qty
7 Select 'Modify the report's design'.
6 Change the name of the Field Aliasto Total.
8 Click Finish. Thelayout should look like this:
7 Click on the Sort tab.

8 Select Custno, then Orderno. E i
[&} u:\. Company Exrcherm [aemne Descrigton Lisgrrice Oty Todal
9 Click OK. It may take asecond or two before 3 s e e
you see the dataview. =
Task 4 9 PressCtrl + S and save the report under the
Generate the Report via the Report Wizard name Sales Statistics.
1 Access the design workspace. 10 Preview the report. This report contains datain

itsraw form. The data doesn't really answer the
proposed gquestions, but it does give us something
3 Sdlect File | New. we can transform into answers. Noticethe datain
the Total column. We can usethistotal to compute
the total per order and per company.

2 Hidethe DataTreeif itisvisible.

4 Double-click the Report Wizard icon.
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MODIFY THE BASIC REPORT LAYOUT

Task 1
Calculate Totals for Each Company

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

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

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

6 Extend the group footer band to the second tick
on the vertical ruler:

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

[l M el

" Header
* Group Header[0]: Custro

r r'-'-*-'-'-n' r'-'--'-'-'--'-'-'--'-'-'--'-'-'--'-'-'--'-'

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

* Faater

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

8 Place a DBCalc component in the group footer
band.

9 Assignitto the 'Total' field.

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

11 Set the top of the DBCalc component to 0.09.

Task 2
Calculate the Total Quantity Per Company

1 Place another DBCalc component in the group
footer band.

2 Assignit to the 'Qty' field.

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

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

5 Right justify the text of the DBCalcs.

6 Place ashapein the group footer band and set it
to ParentWidth and ParentHeight.

7 Send the shape to the back.

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

- " New Report

Ordern Tiamna Description iLisiprice Qiv Total

layout check
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9 Preview. The yelow shapes show where the
group footer is printing. The group footer band
contains the grand total for both the quantity of
items sold and the sales revenue. Now let's calcu-
late the total for each order.

Task 3
Calculate Totals for Each Order

1 Return to the design workspace.

2 Sedlect Report | Groups

3 Click the Add button, then select Cus-
tomer.Orderno from the drop-down list box.

4 Click OK. New group header and group footer
bands are created for the Orderno group. The lay-
out should look like this:

o 4 3 | L L I ¥ I b

" New Repaort

Tée

Orelerm flommi Deveription Lisigrics gy Total

v v | bestreton Lintoren. - G2y Totw

i P

layout check

Data Traversal & Groups

Data Traversal

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

Company IEunlact IAddﬂ

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

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

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

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

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

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

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

A report document (the pages you see in the print
preview window) is created when the report gener-
atesadetail band for each row in the databasetable.
The act of moving from one row in the table to the
next is called datatraversal. Datatraversal can a
have adramatic impact on how the report document
is generated. Thisis especially true in the case of
groups.

Groups

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

|Jam|ary |
Shangri-La Sports Center 1051 $325.00
The Diving Company 1053 $24,650.00
Divers-for-Hire 1054 $14,188.00
Sight Diver 1052 $16,788.00
February

Sight Diver 1055 $23,406.00
Fantastique Aquatica 1056 $19,293.70
Blue Sports 1057 $1,975.00
Blue Sports Club 1058 $12,736.00
Tom Sawyer Diving Centre 1059 $2,150.00
Unisco 1060 $15,355.00
March |
Gold Coast Supply 1063 $61,869.30
Blue Sports 1061 $24,277.30
Blue Sports Club 1062 $18,320.00
Aguatic Drama 1065 $17,814.00

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

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

7 Drag the selection into the Orderno group footer
band.

8 Set the top of the components to 0.09

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

Task 4
Create a Shape for the Orderno Group Footer
Band

1 Placeashapeinthe band and st it to Paren-
tHeight and ParentWidth.

2 Send the shapeto the back.

Groups & Sorting Data

Groups
When groups are created, they are assigned to a

field. Asthe report generates, the group tracks the
value of the assigned field. If thefield value
changes when the report moves from one row of the
database table to the next, then the current group
will finish (the group footer will print) and the next
group will begin (the group header will print). Itis
important to note that group headers always print at
the beginning of thereport - in order to start thefirst
group - and group footers always print at the end of
the report - in order to finish the last group.

Sorting Data

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

Here is an example of areport that contains agroup
which is generating from unsorted data.

|May |
Action Club 1014 $134.85
[August |
Action Club 1038 $10,152.00
|J||l;.l |
Action Club 1029 $20,108.00
[August |
Action Diver Supply 1039 $536.80
Adventure Undersea 1037 $3,117.00
[June |
Adventure Undersea 1017 $0.00
[April

Adventure Undersea 1074 %$2,195.00
[June |
Adventure Undersea 1099 $0.00

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

83
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3 Settheshape'scolorto aqua. Thelayout should
look like this:

n s f ls ! h s v I
" New Report

" Coertns Company tirderns furmns Description Lgprics gy Tosd

layout check

4 Preview. The agua shapes show where the
group footer is printing for each order. Notice that
the customer number, company name, and order
number in the detail band contain repeating val ues.

Task 5
Fix the Repeating Fields

1 Return to the design workspace.

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

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

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

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

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

FIT AND FINISH

Task 1
Modify the Bands

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

1 Return to the design workspace.

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

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

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

5 Return to the design workspace.

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

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

8 Align thetop of the DBText with the Qty
DBCalc.

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



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

" New Report

ke foemns Description Lisgprice g Total

S STl

layout check

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

Task 2
Set the Format of the DBCalcs

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

2 Sdlect thefirst menu option with adollar sign.

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

4 Select the first menu option with adollar sign.

Sales Statistics 8 5

Task 3
Complete the Custno Group Footer Band

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

2 Place a shape in the Custno group footer band.

3 Set the following positions for the shape:

Left 0.05
Top 0.06
Width 7.95
Height 0.18

4 Send the shape to the back.

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

" New Report

Oirukerm faemns Description Lisgprice oy Totad

layout check
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Task 4 7 Preview. Thefina report should look like this:
Put the Finishing Touches on the Report

[0 ReportBuilder: Sales Statistics

1 Select the Custno and Company DBTextsin the 2t | i [

Custno group header band and the Orderno Sl LB - :

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

2 Set the font color to navy. - .

3 Set thefont to bold. =

4 Set the Visible speed menu option to False for & :

the following labels: = ‘
Itemno : -
Description = . o=
Listprice : T

5 Change the text for these labels accordingly: R
New Report Sales Statistics E—— e
Custno Cust No. e ‘
Orderno Order NO. Pags 1 of 3

6 Autosize these threelabels. The final layout 8 Closethe Report Designer, saving the changes.

should look like this:

m. VAT ) AR 1 3
' Sales Statistics

Dirdder Mo Iusmne Deserigibon Lisgprice (tr Takal

..............

layout check



FORM LETTER

OVERVIEW

Thistutorial illustrates how to create aform letter.
The report will include these items:

» A letter for each customer in the data-base

» The name and return address of the
recipient within each letter

Jennifer Davis -

You may have already
won 10 million
dollars!!

I's true! Jenmifer, what will you do with your 100 million
dollars?

« Spend it in the mest inane way as quickly az pozsible, file
bankruptey, and end up losing everything?

« Hdp the pot-bellied pigs whose owners abandoned them when
they grew into sows?

« Buy overpriced pop art and join the nuevoriche elite?

Form Letter 87

Task 1
Create a Brief Letter

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

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

Earl Gray
1000 Pocahontas Drive
Burlington, KY 45001

3 Select File| Save from the WordPad main menu.

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

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

6 Savethefile under the name My Letter.

7 Shut down WordPad.
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BUILD THE REPORT

Task 1
Select Data

1 Return to ReportBuilder.
2 Create anew report.

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

5 Click Finish

Task 2
Lay Out the Detail Band

1 Access the design workspace.

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

3 Expand the detail band to one inch.

4 Place aRichText |_“'- component in the detail
band.

5 Align the |eft edge of the component with the
one inch mark on the horizontal ruler.

6 Right-click over the component and select
MailMerge.

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

[ Rich Text Cditor

103 i Taoma =

e

(Caare )

e 1 ol 1

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

9 Your letter should appear. Maximize the win-
dow.



Task 3
Make My Letter into a Form Letter

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

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

Fields fior Clients

Mame Tupe Size
Ehcct Hbr Double
(5 &ddress 1 String 20
L=|g Birth D ate Date
(&) City String 20

EgiDate Open Date
3 Sting

BLOB

L=|g Interests String 120
L='g| Lazt Mame String 20
L=|g Objectives String 10
L=|g| Occupation Sting 20
L='g| Ficture String 15
EiE Risk Level Sitring B
L='g| Sz Mumber Double

L=|g State String 2
L=|g| Telephore Stritig 12
BB zp String 3

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

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

5 Select Edit | Insert Field.

Form Letter 89

6 Double-click on LAST_NAME. Gray should
now be replaced with the Last Name field.

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

Task 4
Experiment with MailMerge

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

2 Return to the design workspace.

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

4 Right-click and select Edit.

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

6 Close the window.

Task 5
Create a Form Letter

1 Return to the design workspace.

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

3 Right-click and select Edit.
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4 Open 'Form Letter.rtf' in the directory contain-
ing your ReportBuilder application. Thisisamock
form letter. We want to be ableto send it to al the
people in the client table; therefore, we're going to
need to replace the current name and return address
with fields that contain data for each person.

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

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

7 Repeat the process for the following fields:

last name

address

city

state

zZip
8 Replace Jane and Plaininthefirst line of the let-
ter with the first and last name fields.

9 Replace Janein line nine with the first name
field.

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

IR TR R MO R O
o bttt Neme/dotexts 1
~ S Edbtext>Lagt NameSdbtext 0
5] DU e dbtextrAddress 1< dbtexts ol
5 Tl dbtex t=ClityeSdbtext>, <dbtext> 00100
5 oLl Etates fdotent> ol
g |y
3
i * Detai

11 Press Ctrl + S and save the report under the
name Form L etter.

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

Task 6
Modify the Component

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

3 Preview. A portion of the letter prints, but the
text istruncated on the right due to the width of the
component.

4 Return to the design workspace.

5 Select the component and widen it by dragging
the right side to the 6.5 mark on the horizontal
ruler.

6 Preview. Thefirst letter isaddressed to Jennifer
Davis. Scroll down. Notice that the second letter
(addressed to Arthur Jones) prints at the bottom of
this page. We want each letter to print on a sepa-
rate page.

Task 7
Create a Group

1 Return to the design workspace.

2 Sdlect Report | Groups.
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3 Click Add and select Clients.Acct.Nbr from the
drop-down list box.

4 Check Start New Page.

5 Click OK. Thelayout should look like this:

o e e
* Gitoup Header(O] Acck Nbr
< thtent First M am e<jdatext>< dbtext> U ast Wam < Jdbtex £ :
< dotext> Address 1 </dbiex :
| < dotextoC ity<fdbtex >, <dbtex t>State< fdbtext> o

< dotexts Zip/dbtexts

* Detall
* Group Footer{0]: Acct Nbr

layout check

6 Preview. Now when there is a new account
number, a new group begins; therefore, the prob-
lem of aletter printing immediately after an exist-
ing oneisresolved. Hereiswhat the final preview
screen should look like:

[ ReportBuilder: Form Letter

 File Edit Yisw Report Help

58 Data | C& Design |3, Preview
e E=E DO 00 sl

TexferDums
100 Crargerryst.
Vikllecke, B,
b i

JenniferDavis-
You may have already

won 10 million
dollars!!

s et Tame what willyen do vt your 10 million
dellars:

Spend it in the most inane way as quickly aspossile file
barlouptcy, wd end up losing eve ]

ot-be The d pigswwhnse ovmers ahandone d them wihern
59

By overpricedp op 4rt and join the revo-riche elite?

ke Yo b 1sns 1o D e o JASt TSR Rave & cheanics AL
wiaing 10 million dollars! | oo Hore are
the steps younse dio take 1o become 4 millioraire

1 Scratih the buge, gold square madked WINNER wtilyom
fingermal is filked with gold flecks .
2 Paslthe sticker laba kd 10 MILLION D OLLARS
3 Place the sticker on the et evwve lope
4 Buy at least §50 worth of
) Magaaines you'll never read
b) Ureme arsble jerelry
) Sawon figurine s
5 P your check andthe other swff in the et erse lope and send it
tous by 12:00 bomarrow . e e i OTRT b0 g your
FREE T0 § TER!
Comgram btions om your v
Sincerely,
Stk M. Liars

Page 1

7 Close the Report Designer and save the
changes.
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FISH REFERENCE BOOKLET

OVERVIEW

In thistutorial we will learn how to handle multiple
stretching components within aband (i.e. two
memo components that must print side-by-side).

The report will include the following items:
* Notes about different fish

» Statistics relating to each fish

Overview

(Alst kit a5 tho B spattod tiggerish Inhabits outer maf amas and Seds upon erustaceans and mollusks hy cnishing
tharn with powarful toeth. Thy ard voracicus dators, and divers réport seding the clown nggedish evour beds of pead
oysles,

Do ot el this fish. Accordeg Lo an 13 '8 accourd, “the poisancus esh scts primrily upor Ibe nervous tissue of the
#tornach, ecasoning wolent pas an, and shodly sterwands all the muscles of the body. The frame becomes
rocked #l’\ 3paEms, the tongue "IckE Pﬂ hE eye fixad, the breathng labonous, and the patient 9 ( Ires |l| & paroxysm of
extreme suffering ™

Mot adibla
Rangé i Indo-Pacific and East Afiica to Somaa

Description Review

Aso known a5 the big spotted |rg;nn'&h The nates that say Do not eat this fsh®

ot of crack ma up
Thiry stam 10 inply that the battom line
L Wl

wilh vuw\. fuII

and :hn repos

rakes i ge8
lika peopla 518 punishad

by the fish for rating the ores
that are rare, mysteriou

What a descr '\'Innn‘

ath
a paraxysm

BUILD THE REPORT LAYOUT

Task 1
Select Data via the Query Wizard

1 Create anew report.

2 Accessthe Query Wizard.

3 Select the Biolife table.

4 Click Next until you reach the last screen.
5 Click Finish.

Task 2
Create the Yellow DBMemo

1 Accessthe design workspace.
2 Extend the detail band to 3.5 inches.

3 PlaceaDBMemo in the detail band. Set the
position:

L eft 0.13
Top 0.06
Width 7.67
Height 0.92

4 Assignit to the Notesfield.

5 Setthefontto Arial 12 regular and the align-
ment to left justified. Set the font color to black.
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6 Set the highlight color to yellow.

7 Right-click over the component and select
Stretch.

8 Launch the Report Tree by sdlecting View |
Toolbars.

9 Right-click over DBMemol in the Report Tree
and select Rename.

10 Set the name of the DBMemo to Yellow and hit
the Enter key to save the change.

Task 3
Create a Shape

1 Place ashapein the detail band. Set the posi-
tion:

Left 0.07
Top 0.03
Width 7.8
Height 34

2 Sedlect Send to Back
3 Right-click and select StretchWithParent.

4 Preview. The text prints with the shape func-
tioning as a background.

Task 4
Create the Aqua DBMemo

1 Return to the design workspace.
2 Place anew DBMemo below Yellow.

3 Assignit tothe Notes Field.

4 Left-alignit with Yellow. Click inthe header or
footer band in order to deselect the two compo-
nents. (It ismuch easier to clear the selection this
way since the background shape fills the entire
detail band, providing no white space on which to
click.)

5 Set the highlight color to agua.
6 Usethe Report Tree to set the name to Aqua.

7 Press Ctrl + S and save the report under the
name Fish Reference.

8 Preview. Noticethat Aqua printsin front of
Yellow.

Task 5
Shift Aqua relative to Yellow

1 Return to the design workspace.

2 Right-click over Aqua and select ShiftRela-
tiveTo. A dialog box will be displayed:

Shift Relative To

Set object pozition based on

ellow A

<Mones

3 Sdlect Yellow from the drop-down list.

4 Preview. Now Aqua prints after Yellow.
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Task 6
Create the Fuchsia Memo

1 Return to the design workspace.

2 Locate the Memo icon on the Standard Compo-
nent Palette.

3 Place anew memo beside Aqua.

4 Right-align it with Yellow.

5 Alignitstop with Aqua

6 Set thecolor to fuchsia. The layout should look
like this:

layout check

sk
Al50 known 25 e trkeyfish. INhabits reef caves and Crevices. The Bralish I5 Leuaky staBonary cunng
e day, but feeds actively s night Favonte foods ane crustaceans

The dorsal spines of the firsfish ane needia-ike and contain venom. They can infict an extremely

7 Right-click and select ShiftRelativeTo.

8 Select Yellow.

9 Set the name of the new memo to Fuchsia.

10Preview. Both Aquaand Fuchsia print after
Yellow. Let's put some text in Fuchsia.

Task 7
Load Text into the Memo

1 Right-click over Fuchsiaand select Lines. The

Memo Editor will be displayed:

Memo Editor

3

[ Load... ][ Save. ] [

l [ Cancel

2 Click the Load option.

3 Select 'MemoLines.txt' from the directory that
contains your ReportBuilder application. You

should see the following text:

Memo Editor

X

The notes that say "Do not eat this fish"
sort of crack me up.

They seem to imply that the bottom line
about these exotic, wondrous fish is
"are they good eatin™?

And the story about

the Clown Triggerfish, the

1878 account,

makes it seem

lilke people are punished

[ Load... ][ Save.. ]

Ok

J [

Cancel

4 Click OK.
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5 Preview. Thereport should look like this:

Notice that the text for Aqua and Fuchsia does not
print entirely.

Alz0 known as the big spotted triggerfish. Inhabits outer reef areas and feeds upon crustaceans and
mollusks by crushing them with powerful testh. They a us eaters. and divers report sesing the
clown triggerfish devour beds of pear oysters

Do not eat this fish. Acconding to an 1978 account, 'the poisonous flesh acts primarily upon the
nnnnnn tissus of the stomach, ocea: iolent spasms of that organ, and shertly aftenvards all the
muscles of the body. The frame be. ked with spasms, the tangue thickened, the eve fixed, the
breathing laborious, and the patient expires in a paroxysm of axtreme suffering.”

Hat edible

Eanae iz Indn- Pacific and East Africa to Somaa
oun as

iz kn

the big spotted
triggerfish.
Inhabits outer

6 Return to the design workspace.

7 Select Stretch for Aqaua and Fuschia.

8 Preview. Now all of thetext prints. Next, we
need to print additiona information that relatesto
each memo.

Task 8
Create DBText Components

1 Return to the design workspace.
2 Place aDBText component below Aqua.
3 Assign it to the Common Name field.

4 Select ShiftWithParent.

5 Sdect Autosize.

6 Copy and paste the DBText component and drag
it below Fuchsia. The layout should look like this:

H
i .

layout check

7 Preview. Notice that the text for the memosis
so long that the DBText components print on the
next page. These DBText components are
orphaned.

8 Return to the design workspace and set the
width of both memosto 3. Right-align Fuchsia
with Yellow.

9 Preview once again. Now the DBText compo-
nents print on the same page. However, they both
print at the same position at the end of the band.
We want each DBText to print immediately after
the memo that precedesit. Inorder to achievethis,
welll need to use regions.
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Task 9
Create a Region

1 Return to the design workspace.

2 Click the Regionicon
beneath Aqua.

3 Usethe Line Color palette to select No Line.

4 Usethe Fill Color palette to select light gray.

and then click

5 Dragthe DBText inside theregion. Select the
region and drag it up, then down. Notice how the
DBText component moveswhen the region moves.
Thisis because the DBText is contained within the
region.

6 Set the width of the region to 3 and left-align it
with Aqua.

Stretching Memo

When you are creating a report that must contain multiple memosin a single band, it may be necessary to use
some rather advanced techniques in order to keep the memo content and any related informational components
looking good in the resulting report. When asingle memo is placed in aband and the Stretch property is set to
True, the memo will modify its height each time it is generated in order to accommodate its content. We call this
change in height stretching. When the components within a band stretch, the band stretches aswell. Thus, itis
possible for usto print amemo with informational components below it by using the Anchors property of the
informational components to specify a Bottom anchor. When the memo prints, the band stretches and the infor-
mational components shift based on the amount of stretching. A picture of areport that contains a stretching
memo with shifting informational componentsis shown below:

sort of crack me up.

‘are they good eatin™?
nd the story about

The notes that say "Do not eat this fish”

They seem to imply that the bottom line
about these exotic, wondrous fish is

ICateqory |  [Triggerfish |

Common Name]| lown Triggerfish |

* Detail

Layout

The notes that say "Do not eat this fish"
sort of crack me up.

They seem to imply that the battomn line
ahout these exotic, wondrous fish is
“are they good eatin™?

And the story about

the Clown Triggerfish, the

1878 account,

makes it seerm

like people are punished

by the fish for eating the ones

that are rare, mysterious.

What a description of
the death, toal

It sounds almost

as though Jules

“Werne wrote this account.

Category Triggerfish
Common Name  Clown Triggerfish

Preview
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Task 10
Create Region 2

1 Create another region and place it beneath Fuch-
sa
2 Usethe Line Color palette to select No Line.

3 UsetheFill Color palette to select dark gray

4 Drag the DBText inside the region. Movethe
region up and down to make sure it contains the
DBText component.

5 Set the width of the region to 3 and right-align
the region with Fuchsia. The layout should look
likethis:

Al known as the big spotied iggersn. INhabits outer reef areas and feeds upon Custaceans and
necliesks by crushine aen with poweriul leseh. They af Voracious sasrs. and drvers repo seding the
chown tnpgerfish devour beds of poart oysters

layout check

Side-By-Side Stretching Memos

Anchors work well when you have a single stretch-
ing component in the band. But what if you have
two side-by-side stretching components and infor-
mational components need to follow each one? The
layout below shows two memosin aband. Each
memo needs to be followed by its own informa-
tional components.

. ¢ [The notes that say “Do not eat This fish” F:;u Terawr a5 thoir b spotled nggerish
- ot of crack me up. ribuaabulss oubier vl areas and feeds upon
© |[Mhey seern to imply that the battam line ruztaceans and mollusks by crushing
phout these exotic, wondrous fizh is hern with powerful teeth. They are
are they good eatin™? aratious eaters, and divers report seeing
#and the story sbout he _clawn frignedish devaur beds of pazid
! Categury 1 [oggerheh | Epecies Name] Eslliztoides conzpicillur]

_  [Common Hame]| [Clown Trigoerizh ] Lengthin | [E6050385700707 |
© Detsl

Layout

If we use a Bottom Anchor for each of the informa-
tional components, then the components will shift
based on whichever memo islonger, asthis pre-
view shows.

The netes that say Do not ast this fish” Ao knoem a5 The g spotted Inggerish,
20m of crack me up. Inhabits outer raef arass and faads upon
Thiry e 10 imply that the bottorn line crustaceans and mollusks by crushing
sbou these exctic, wondrous fish is them with powerdul teeth. They aee

“are thiry good eatn™7 woracious eaters, and divers report seeing

And the story about The clown Ingaerish devour beds of pear

M
the Ciown Tragerish, the oystars Bakitcides conspicluen
makes it seem Do not aat this fsh. According to an 1678

like prople are pureshed
by tha fish for eating the ores
that are rare, mystenous

account, “the poisonous flesh acts

prmsanly wpon the nenous tsswe of the
stomach, cecasioning vilent spasmt of
1hat cegan, and shorly sferwseds sl the

What & description of muselis of thir body, The framie bicormes
the death, Loo! rocked with spasms, the tongue thickened,
It sounds almaoet the eye fixed, the brestheng labonous, and
%5 though Jules 1R atiant oupines in 3 parauyem of
ipenie wantie this account extreme susening.”

Hot edible.

Range it Indo-Pacific and East Aficato

Catagary Triggarfich Species Hame
Common Name  Clown Trggerish Langth In 19.6850292700787

Preview
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6 Preview. Theregions print in front of the
memos. Let'sfix this.

Task 11
Modify the Regions

1 Right-click over thelight gray region and select
ShiftRelativeTo.

2 Select Aquafrom the drop-down list box.

3 Right-click over the dark gray region and select
ShiftRelativeTo

4 Select Fuchsia

5 Preview. Now each region prints below the cor-
responding memo. Let's put more complete infor-
mation inside the regions.

FIT AND FINISH

Task 1
Add Information to the Regions

1 Return to the design workspace and delete the
DBText components in the regions.

2 Launch the Data Tree.

Regions

In order to associate a set of informational compo-
nents with a single stretching component in a band,
wewill need to usearegion. A region isaspecial
type of component that has the ability to contain
other components. You place other componentsin
aregion by dragging them intoit. Thelayout below
has been modified so that the informational compo-
nents are contained in regions. Logically grouping
the componentsin regionsisthefirst step to solving
thislayout problem. Thelast step requires usto set
the ShiftRelativeTo property of each region.

[Feygnrid

Fprecies Name | Ballistodes: consgicilsr

ategond fingquehsih |

[Common Name Clown Trggerish | ength In ] 1. 625038070075
~ Dietad
Layout

ate stretching component.

It isimportant to know that when layouts contain multiple stretching components (such as memos), and other
related component are not printing in the correct positions, you can often remedy the situation by using regionsto
logically group components, and then assign the ShiftRelativeTo property to associate regions with the appropri-

The ShiftRelativeTo property allows usto associate
stretching components that should print as alogical
unit. Inthis case we would assign the ShiftRela-
tiveTo of the region on theleft to the memo directly
above it, and the ShiftRelativeTo of theregion on
the right to the memo directly above it. Now when
we preview the report, we will get this effect:

Spacies Name  Ballistoides conspiciium

Preview
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3 Click the Layout tab and set the alignment to
Vertical.

4 Set the Label properties:
Arid
Bold
10 pt.

5 Set the Field properties:

Arid
Regular
10 pt.

6 Click the Data tab.

7 Select the Category and Common Name fields.

8 Drag the selection into the upper left corner of
the light gray region.

9 Select the Species Name and Length In fields.

10 Drag the selection into upper left corner of the
dark gray region.

Task 2

Adjust the Region Components

1 Sdlect al of the componentsin the light gray
region.

2 Drag them to the left until the labels are flush
with the left edge of the region. Notice that the
DBText components extend outside of the region.

3 Deselect the components, then select the Com-
mon Name DBText.

4 Usethe sizing handles to narrow the DBText
component until it fitsinside the region:

5 Select the Category DBText and narrow it until
it fitsinside the region.

6 Autosizethe labels.

7 Sdect dl of the componentsin the dark gray
region. Drag them until the labels are flush with
the left edge of the region. Notice that you cannot
see all of the sizing handles for the Species Name
DBText component. Thisisbecauseit extendsinto
the workspace.

8 Right-click over the Species Name DBText and
select Autosize. Now the edge of the component is
in the region. However, this DBText component
shouldn't be autosi zed because the text may print
over the edge of the region.

9 Desalect AutoSize and extend the width of the
DBText to the edge of the region. The layout
should look like this:

parfish Inhabits outer reef afaas and feads upon crustaceans and
1o Thiry 800 YORBGicus eaters, and dheds report 5oeing Mo

layout check
i



10 Preview. Notice that there is no white space
between any of the memos. We can fix thiswith a
position setting.

Task 3
Create White Space and Separate Pages

1 Return to the design workspace and right-click
over the yellow DBMemo.

2 Select Position. . . and set the Bottom Offset to
0.1.

3 Set the Bottom Offset to 0.1 for Aqua and Fuch-
sa

4 Preview. Thereisnow space between the
memos. We need to create agroup so that each fish
description prints on a separate page.

5 Return to the design workspace.
6 Create agroup on the Common Name field.
7 Select Start New Page for the group.

8 Sdlect al of the memos and set the highlight
color to none.

9 Sdlect both regions and set the fill color to none.

10 Preview. Everything looks great, but it's diffi-
cult to distinguish between the memos. They need
headers.

Fish Reference booklet 101

Task 4
Readjust the Layout

1 Extend the detail band to the four inch mark on
the vertical ruler.

2 Extend the background shape to the bottom of
the band.

3 Select both regions.

4 Drag the regions down until the top guide hits
the three inch mark.

5 Deselect the regions and select the Aquaand
Fuchsia memos.

6 Drag the memos down until the top guide hits
the 134 three inch mark.

7 Select Yellow and drag it down to the 3/8 inch
mark.

wrofs and fends Upan cruslsteans and
M VOracious eaters, and divers report seaing the

.....
Gisou Fostedl Comemon Hame

Task 5
Create Headers

1 Create alabel above Ydlow.
2 Left-align the label with Yellow.
3 Set the label text to Overview.

4 Set the font to 14 bold.
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5 Copy and paste the label and drag it above
Aqua.

6 Left-align the new label with Aqua.
7 Set the text to Description.

8 Click thelabel, then copy and pasteit. Drag it
above Fuchsia

9 Left-align the new label with Fuchsia.

10 Set the text to Review.

Header
 Group Head| 0] Comeon Hame

[T
" Girous Feoter|1] Common Hame

Task 6
Modify the Headers

1 Preview. The Overview label looks good, but
the other labels print in front of Yellow.

2 Set them to ShiftWithParent.

3 Preview. Now they print at the end of the band.
We need to create one more region in order for the
labels to print above the memos.

Task 7
Create and Place TitleRegion

1 Create aregion below Yellow.
2 Set the nameto TitleRegion.
3 Select NoLine.

4 Usethesizing handlesto resize theregion soit's
the same width as Yellow.

5 Set the height of the region to 0.4.

6 Drag the Description and Review labels inside
the TitleRegion.

7 Drag the TitleRegion until it isjust above the
Aqua and Fuchsia memos.

8 Alignthetop of the labels.
9 Left-align the labels with the memos.

10 Reduce the height of the region so that it does
not overlap the top of the memos. The layout
should look like this:

layout check

Task 8
Preview and Finish

1 Preview. The new region needs to shift relative
to Yellow.

2 Return to the Design Workspace.



3 Select ShiftRelativeTo and select Yellow.

4 Preview. Now Aquaand Fuchsia need to shift

relative to TitleRegion.

5 Sedlect ShiftRelativeTo and select TitleRegion.

6 Preview. Thefinal report should look like this:

[0 ReportBuilder: Fish Reference g@@

f File Edit View Report Help

&5 Data | & Design |3, Preview

3 o FENE Y.

Overview

As0 knoun as the big spotted tiggerfish. Inhabits outer resf areas and feeds upan crustaceans and
mollusks by crushing them with powerful testh. They are woracious saters, and divers report sesing the
clown triggerfish devour beds of pearl oysters.

Do not eat this fish. According to an 1578 account, the poisenous flesh acts primarily upon the
nervous tissue of the stomach, occasioning violent spasms of that ergan, and shortly afteruards all the
muscles of the body. The frame becemes rocked with spasms, the tongus thickenad, the eye fixed, the
breathing laborious, and the patient expires in 3 parexysm of extrame sufferng.”

Hot edible

Range is Inde-Pacific and East Aficato Semoa.

Range is Indo-Pacific and East Afrcata
Somoa

catagary Togge e
Common Nams oW Triggemsk

Descri Review
and feeds upon crustaceans and They s=2m to imply that the bettem line
mellusks by srushing them with powerful about these sxotic, wondrous fish is
testh. They are voracious eaters, and *ar= they geod =atin™?
divers report sesing the clown tiggerfish And the story about
dewour beds of pearl oysters. the Clown Triggerfish, the
1878 accourt,

Da not &2t this fish. According ta an makes it seem
1878 30coUnt, the poisonous flesh acts likce paaple are punished
PAMEHIY Upon the RemvUS tiSsus of the by the fizh for eating the onss
sStamach, oecasioning violent spasms of that are rare, my sterous
that organ, and shortly afterands 3l the
muscles of the body. The frame ihat 3 description of
becomas racked uith spasms, the the death, taal
tongus thickenad, the eye fiad, the 1 sounds simost
breathing Iabarious, and the patient a5 though Jules

= In a paroxysm of extreme “erme wrote this account
sutfering.”

Speciar Hama  BallcDkRs compiEiim

Het edible Length n 1o gESOITOmE

Page 1

7 Close the Report Designer and save the
changes.
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CROSSTAB

OVERVIEW

Thistutorial shows how to create areport using the
Crosstab tool. In order to fully understand the con-
cept of crosstabs, we need to create physical print-
outs and look at them in different ways; therefore,
you'll need access to a printer, some scissors, tape,
and a stapler for thistutorial. By the end of this
tutorial we will have created the following prod-
ucts:

* A poster-style crosstab using 'down then across
pagination

A poster-style crosstab using 'across then down'
pagination

A document-style crosstab using the standard
style

A document-style crosstab using the repeated
captions style

Crosstab 1 O 5

Task 1
Select Data

1 Create anew report.

2 Hidethe Data Tree and the Report Tree if they
arevisble.

3 Accessthe Query Designer.
4 Select the Customer and Orders tables.
5 Click the Fields tab and select All Fields.

6 Scroll down to the Amount Paid field and select
it, wait a second, then click again.

7 Change the nameto Sale Amount.

8 Click the Calcs tab and double-click on the
Company field.

9 Maximize the Query Designer, then choose
Expression from the Function drop-down list and
enter the following expression:

Extract (Month from SaleDate)

Note: This expression takes the month from the
sale date, allowing usto compute totals on a
monthly basis.

10 Change the Field Alias to SaleMonth.

11 Click OK.



1 O 6 Crosstab

Task 2
Create a Crosstab

1 Access the design workspace.

2 Select Report | Data. Select None for both Pipe-
lines. Click OK.

3 Place a crosstab component i in the detail
band.

4 Usethe Edit toolbar to assign the crosstab to the
Customer pipeline

5 Select File | Page Setup. Accessthe Paper Size
tab and set the orientation to Landscape. Click
OK.

6 Right-click over the crosstab and select Config-
ure. The Crosstab Designer will be displayed:

T |

Crosstab

The spreadsheet was one of the first applications
that made the PC so successful. Spreadsheets
present calculationsin agrid format - that is, with
column headers, row labels, and calculationsin the
cells. A typical spreadsheet is pictured below:

[Customer Na. Company Contact State
3053 Armerican SCUBA Supply Lynn Cinciripini  [CA
39584 Blue Glass Happiness Christine Taylor  [CA

3054 Catamaran Dive Club Micale Dupaont CA
3051 San Pablo Dive Center Patticia O'Brien  |CA
3052 Undervwater Sports Co. Dave Walling CA

Thereare many different formats a spreadsheet may
take. The crosstab format is one of the most popu-
lar. Crosstab stands for cross tabulation, a process
by which totals and other calculations are per-
formed based on common values found in a set of
data.

For example, |et's assume you have a set of data
that describes the sales for acompany. Each saleis
represented by arow of data. Each row of data con-
tains acustomer name, city, state, sale date, and sale
amount. Now, assume you want to know the

total salesfor each month by state. Hereisone way
you could present the data:

State: AL
Year: 1999
Total Sales: $2577
State: CA
Year: 2000
Total Sales: $3548

Thisformat is OK, but it makes a state-to- state
comparison difficult. Another format isas follows:

Corfy
79700 9997 00
SI204T BD | $15.08200

W 54150 | $02.109.15 | §97 06 ¢

Thisformat is easier to read and more compact.
We're putting more information into less space. Itis
easy to make state-to-state comparisons. Thisfor-
mat is a crosstab. The month and state values are
called dimensions because they orient the data




Crosstab

7 Read theinstructions at the top of the Crosstab
Designer.

8 Sdlect the SaleMonth field (at the bottom of the
list) and drag it over the new row cell. Look for the
black, triangular indicators that show where the
dimension will be created:

niew colurmm

FIEnd' POy new value

9 Whentheindicators appear to theleft of the new
row element, drop the field into the diagram. The

diagram should look like this:

newy column

SaleMonth [ new row | new value

10Click OK.

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

Crosstabs continued

inrowsand columns. Thevaluesinthe cellsarethe
calculations created when the sales data is summa-
rized.

The simple crosstab we've outlined here can be
taken astep further. What if we wanted to know the
sales by city (within state) as well as the total num-
ber of sales per city. We can present this informa-
tion by adding another dimension to the columns
(i.e. city) and another calculation to the values (i.e.
count of sales). The resulting crosstab would look
like this:

AL AL Tots

195930 W 5830

Count of Sale Amount 1

4 Sumn of Sale Amount

Count of Sale Amount

L] Suen of Sale Amount $30566.00 | 7911600 | $109 65200

Count of Sale Amount 1 1

Notice the new subtotal columns after each state.
This crosstab shows all of the information of the
initial crosstab, plus more detailed information by
city. You can seethat crosstabs can express alot of
information in avery small amount of space.

ReportBuilder has a built-in facility for creating
crosstabs. The crosstab component is designed to
handl e the most common crosstab requirements
with minimal effort on your part. For example, let's
assume you wanted to create the crosstab we just
described. You would take the following steps:

1 Select the sale data from the database

2 Create a crosstab component in the report
layout.

3 Select the state, city, and month as dimen-
sions.

4 Select count and sum as values.

5 Preview the report. It would look something
like this:

CA Total

Salehtordh | Data Sarita Mania | Santa Manica

1 Sum of Sale Amount

Court of Sale Amourt

Sum of Sale Amount 322047 .60
Court of Sale Amourit 2
Sum of Ssle Amount $27.483.90

Court of Sale Amount 2
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12 Preview. A blank page is displayed because no
values have been assigned to the crosstab.

Task 3
Design the Crosstab

1 Return to the design workspace, right-click over
the crosstab, and select Configure.

2 Drag the Sale Amount field over the new value
cell. When the indicators appear, drop the field
into the diagram. The diagram should look like
this:

Hew calumn

Surn of Sale Amount

1000

Saletonth | new row

hewy value

Grand Total 1000

Note: The number 1000 represents the format of
the calculated value. The Grand Total indicates
that the last row of the crosstab will show the total
sale amount for all months.

3 Select SaleMonth and use the highlight color
palette to set the color to green.  Notice that the
element turns fuchsiainstead of green. Thisis
because the cell is selected. Desdlect it by clicking
another element and it should turn green.

4 Select Grand Total and set the color to yellow.

5 Sdect Sum of Sale Amount and set the color to
fuchsia

6 Sedlect the 1000 under Sum of Sale Amount and
set the color to red.

7 Select the 1000 to theright of the grand total
and set the color to gray.

8 Closethe Crosstab Designer.

9 Preview. The colorsallow you to see where
each element prints. The valuesin red represent
the sale amount per month. Thevaueingray is
the grand total for the year. The numbersin green
represent the months. The yellow and fuchsia sec-
tions show where the headings, or captions, print.
Now let's add some more values. Right now we
have the sum of sales. Next well add the average
and number of sales per month (count) to the
crosstab.

EXTEND THE CROSSTAB DESIGN

Task 1
Add Values to the Crosstab

1 Accessthe Crosstab Designer.

2 Sdlect dl colored sections and set the color to
none.

3 Drag the Sale Amount field over the new value
cell and releaseit.

4 Select the second Sum of Sale Amount (after the
new value cell).

5 Locate the drop-down list box on the toolbar.

6 Select Average from the drop-down list.
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7 Once again, drag the Sale Amount field over to
the new vaue cell and releaseit.

8 Sdlect the second Sum of Sale Amount (the one
below the average).

9 Sdect Count from the drop-down list. Thedia-
gram should look like this:

new column

Surmn of Sale Amount
1000

SaleMonth new 1w

Awverage Sale Amount

1000

Count of Sale Amount

1000

new valug

Grand Total (Surn of Sale Amaourt) 1000

Grand Total (Average Sale Amount) 1000

Grand Total (Count of Sale Amount) 1000
10Click OK.

11 Preview. The crosstab includes new values.
Advance to the second page. The grand totals are
on thispage. Thereport tells us the sum, average,
and count for the sale amount per month.

Task 2
Set the Format of the Values

1 Accessthe Crosstab Designer.
2 Select the 1000 under Sum of Sale Amount.

3 Right-click and select Display Format. Select
the first menu option with a dollar sign.

4 Select the 1000 under Average Sale Amount.

5 Right-click and select Display Format. Select
the first menu option with a dollar sign.

Task 3
Calculate Totals by State

1 Drag the SaleMonth cell over the new column
cell and release.

newy colurmn

Surn of Sale Amount

1000

SaleMarnth nesw rowy

Awerage Sale Armount

1000
Count of Sale Amount
1000

new value
Grand Total (Sum of Sale Armount) 1000
Grand Total (Average Sale Amount) 1000
Grand Total (Count of Sale Amaunt) 1000

2 Drag the State field over the new row cell and
release. The diagram should look like this:

SaleManth Grand Total
new column
Surn of Sale Arnount
State NEW rOv 1000 1000
Average Sale Amount
1000 1000
Count of Sale Armount
1000 1000
new value
Grand Tatal (Sum of Sale Amount) 1000
Grand Total (Average Sale Amount) 1000
Grand Total (Count of Sale Amournt) 1000

3 Click OK.

4 Preview. Select Whole Page on the preview
toolbar. The crosstab is reformatted. Notice that
the months go across the top of the report instead
of down the side. Thisis because we made SaleM -
onth acolumn. The crosstab shows us the sum,
average, and count for the sale amount per month
for each state. Unfortunately, the preview screen
doesn't give us a complete view of the entire
crosstab. After we lay out the header band, welll
print out and assemble a complete view of the
crosstab.

109



1 10 Crosstab

Task 4
Lay Out the Header Band

1 Return to the design workspace and place a
label in the upper left corner of the header band.

2 Set the caption to Annual Sales.
3 Set thefont to 12 bold.

4 Place a System Variable component in the lower
left corner of the header band.

5 Setitto PrintDateTime.

6 Placeanother System Variablein the lower right
corner of the header band.

7 Set it to PageSetDesc.
8 Align the tops of the system variables.
9 Sdlect Ctrl + Sto save the report.

10 Preview. Notice that the page number prints on
each page.

UNDERSTANDING CROSSTAB LAYOUTS

Task 1
Control Pagination: Down then Across

1 From the Preview screen, print out all four
pages of the crosstab.

2 Return to the design workspace and right click
over the crosstab.

3 Select Pagination. Notice that the pagination
defaults to Down then Across. This setting refers
to the order in which the pages print.

4 Retrieve your printed pages and lay them out
likethis:

1 3

2 4

5 Cut off the /2 inch bottom margin of pages one
and three. Cut off the 1/4 inch left margin of pages
three and four.

6 Tape the pages together, using the crosstab grid
to align them properly:

1 3
2 4

7 Label thiscrosstab 'Down then Across.

Task 2
Control Pagination: Across then Down

1 Right-click over the crosstab component and
select Pagination.

2 Click on Across then Down.
3 Preview.
4 Print al four pages of the crosstab.

5 Retrieve your printed pages and lay them out
likethis:




6 Cut off the /2 inch bottom margin of pages one
and two. Cut off the 1/4 inch left margin of pages
two and four.

7 Tape the pages together, using the crosstab grid
to align them properly:

1 2
3 4

8 Label this crosstab 'Across then Down.'

Note: Asyou can see, pagination controls the
order in which the pages print when the crosstab
cannot fit on a single page.

Task 3
Use Repeated Captions

1 Click the Design tab.
2 Right-click over the crosstab component.

3 Expand the Style menu option. Noatice that the
default setting is Standard. This means that the
captions do not repeat. Both of the crosstabs we
put together are set to Standard because we did not
want to see the captions on every page. However,
if we print the crosstab as a document, we may
want the captionsto repeat for clarity.

4 Select Repeated Captions.
5 Preview and print all four pages of the crosstab.

6 Put theminorder by page number and staple the
pages together.

Crosstab 1 1 1

7 Flip through them. Notice that the captions for
the state and the month appear on each page.

8 Right-click over the crosstab and set the Styleto
Standard.

9 Preview and print.
10 Staple the pages together.

11 Flip through them. Notice that the captions
from page one do not repeat on page two. When
we print a crosstab as a document, we can use
repeated captions to keep track of values that
appear on subsequent pages.

12 Close the Report Designer and save the
changes. Congratulations, you've completed all of
the tutorials.
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APPENDIX A: TOOLBARS

OVERVIEW

This section describes the toolbars and their basic functions. For information on the usage of a particular tool-
bar, locate it in the index and then go through the tutorial that features the toolbar. You can view alist of al
toolbars in ReportBuilder by accessing the View | Toolbars option from the Report Designer main menu or by
right-clicking over the gray area of the workbench (i.e. the toolbars and component pal ettes).
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THE NUDGE TOOLBAR

Thistoolbar is useful when you want to move acomponent or sel ection of components with extreme precision.
Each icon represents the direction the selection will move. Selections will move one pixel each time you press

an arrow key.
A B C D
A Nudge up: Movesall selected components up C Nudge left: Movesall selected components one
one pixel. pixel to the left.
B Nudge down: Moves all selected components D Nudge Right: Moves al selected components

down one pixel. one pixel to theright.
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THE SIZE TOOLBAR

You can use the size toolbar to set all of the components within a selection to a uniform height or width.

A Shrink Width: Determines the minimum width C Shrink Height: Determinesthe minimum height
of all the selected components, and then sets the of all the selected components, and then setsthe
width of the components to that value. height of the components to that value.

B Grow Width: Determines the maximum width D Grow Height: Determines the maximum height
of all the selected components, and then setsthe of all the selected components, and then sets the

width of the components to that value. height of the components to that value.
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THE DRAW TOOLBAR

Thistoolbar is used to set the color and style used by shape, line, and region components.

A Fill Color: Setsthe color for ashape or region. C Line Thickness: Determines the thickness of a

B Line Color: Setsthe color of the border for line. Appliesto line components only.

shapes and regions. Sets the color for aline. D Line Style: Setsthe style of aline.
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THE ALIGN OR SPACE TOOLBAR

The Align or Space toolbar is useful when components need to be positioned uniformly. For example, it can
align several components so that the tops are al even or it can space components so that they have an equal
amount of space between them. The first component selected determines the position to which the others will
aign.

= & 2| T db e & Ll =]

A Align Left Edges: Aligns a group of compo-
nents with the leftmost position of the component
that was first selected.

B Align Horizontal Centers. Centersagroup of
components based on the horizontal center of the
first-selected component.

C Align Right Edges: Alignsagroup of compo-
nents with the rightmost position of the first-
selected component.

D Align Top Edges: Aligns agroup of compo-
nents with the topmost position of the first-selected
component.

E Align Vertical Centers: Aligns agroup of com-
ponents based on the vertical center of the first-
selected component.

F Align Bottom Edges: Alignsagroup of compo-
nents with the bottommost position of the first-
selected component.

G SpaceHorizontally: Spacesaset of components
based on the leftmost position of the first-sel ected
component and the rightmost position of the last-
selected component.

H Space Vertically: Spaces a set of components
based on the topmost position of the first compo-
nent selected and the bottommost position of the
last component selected.

| Center Horizontally in Band: Centers a compo-
nent horizontally within a band.

J Center Vertically in Band: Centers acompo-
nent vertically within a band.
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THE STANDARD COMPONENT PALETTE

The icons on the Standard component pal ette represent components that are frequently used to build reports.
To create a component, click on an icon and then click in a band.

A Selectiontool: Selectsone or more components
within the layout. Also clears any selection (by
clicking in the white space of a band).

B Label: Displaystext. Usethe edit toolbar to set
the caption of alabdl.

C Memo: Prints multiple lines of plain textina
report.

D RichText: Printsformatted text.

E System Variable: Displays common report
information such as page number, page count, print
date and time, and current date and time.

F Variable: Performs calculations.

G Image: Displays graphics such as bitmaps,
GIFs, and JPEGs.

H Shape: Displays various shapes, such as
squares, rectangles, circles, and ellipses. Usethe
edit toolbar to set the shape type.

| Line: Displaysaline. Usethe edit toolbar to set
the line orientation.

J BarCode: Renders barcodes. Use the Edit tool-
bar to set the data to be encoded. Right-click and
access Configure to select bar code types.

K 2DBarCode: Renders 2D BarCodes. The string
value assigned to the Data property is encoded
based on the BarCodetype. The following symbol-
ogies are supported: PDF417, Maxicode.
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THE DATA COMPONENT PALETTE

This palette offers several components that are identical to ones in the standard pal ette, except for one thing:
they are data-aware. Data-aware components have the ability to read the value of afield from a database table,
and then display that value in the report. Thisis different from the standard components, which display the
content assigned when you lay out areport. You associate a data-aware component with a given database table
and field by selecting the data pipeline and the data field from drop-down listsin the edit toolbar.

A ERTRE
|

il
n—[El

B
|

A C D E

A DBText: Displays datafrom most types of data- D DBCalc: Performssimple database calculations
base fields. Cannot handle images or Richtext. (Sum, Min, Max, Average, Count).

B DBMemo: Prints plain text from amemo field E DBImage: Prints graphics (Bitmaps, GIFs,

of adatabase table. It will automatically word- JPEGS) that are stored in a database field.

wrap the text. F DBBarCode: Convertsthe datafrom a database
C DBRIichText: Printsformatted text from a field to a barcode symbol.

memo field. It will automatically word-wrap the

G DB2dBarCode: Converts the data from a data-

text. base field to a barcode symbol.
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THE ADVANCED COMPONENT PALETTE

The Advanced component pal ette contai ns components that can help you tackle complex reporting require-
ments.

o — |
o— L
o — {15

A Region: Logically groups components together.

B SubReport: Handles multiple master details,
creates side-by-side reporting effects, and hooks
reports together as one.

C Pagebreak: Forces anew page during report
generation.

D Crosstab: Allowsyou to generate a set of calcu-
lations that summarize the data from a database
table. It displaysthe calculationsin agrid format.
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THE REPORT TREE

The Report Tree can be used to view the components within each band. Components selected in the Report
Tree become the selection in the report layout. You can select multiple components by holding down the Ctrl
key and clicking on each name. You can rename components by right-clicking over the name, selecting
Rename, and then typing in anew name. Make sureto hit the Enter key after renaming to ensure that the new
nameisassigned. Thistool window is dockable only on the left and right sides of the design workspace.

The Object Inspector appears in the bottom pane of the Report Tree tool window. Use the Object Inspector to
view and modify properties of the currently selected object. When multiple objects are selected, the Object
Inspector filters the property list to show the properties that are common to all selected objects. Modify the a
property value will update all selected objects.

R W T T =t

el

Report Tree x
sl Header
== Group HeaderO]: Common Mame:
=) et Dkl
'b Shapel
=[5 Regionl
A Labell

A Label2
3 DBText2
:J “ellow
] Aqua
(=] Fuchsis
%8 Fegion2
A Labels
I[85 Region3
wact Group Footer[0): Common Mame
== Footer

Properties far DET extl

E Appearance ~

BlankiherZero [~
Border [TppBorder]

Colar [ chwhite
ReprintOnSubseg [~
SuppressPepeate [~
Transparent =4
Wisible ~

[l Caleulations
ResetGroup

= Data
DataField Categary

DataFipeline plBiolife
ParentD ataPipelin ¥
= Identity

UserName DEText!

= Layout
Height 0166700071
Left 1.26040071
Top 3.3333007
"Wwidth 1.6042

E Layout - Dynamic

Anchors [atLeft, atTop]

AutoSize r
ReprintOn0verFlo [

= Dutput - File
Save r
Savelength o
Savelrder -1

El Text

Angle o
Chatfran [l
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THE DATA TREE

The Data Tree can be used to create data-aware components within aband. Simply select a set of fieldsand
drag the selection into the band. A set of corresponding data-aware componentswill be created. Thistool win-
dow is dockable only on the left and right sides of the design workspace

Data Tree =
customer

= orders

Fields for customer

Mame Tupe Size
_jl Cusztho Double
_jl Company String 30
String 30
@ String a0
EE String 15
(B String 20
Bz String 10
_f Country String 20
_f Phote String 15
CEFax String 15
_f TaxRate Drouble
_f Contact String 20
_f Lastlnvoicel ate DateTime

Data| Layout
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THE STANDARD TOOLBAR

The Standard toolbar allows you to perform basic functions such as opening, saving, and printing reports, as
well as cutting and pasting selections.

A New Report: Creates a blank report. F Print Preview: Displaysthe Print Preview win-

B Open Report: Displays the Open dialog, allow- dow.

ing you to open an existing report. G Cut: Placesthe currently selected components
in the clipboard and removes them from the report

C Save Report: Saves areport to file.
layout.

D Page Setup: Displays the Page Setup dialog,
allowing you to set the paper size and configure the
layout for the report.

H Copy: Copiesthe currently selected compo-
nents into the clipboard.

| Paste: Pastesthe componentsin the clipboard

E Print: Displaysthe Print dialog before sending .
into the report layout.

the report to the printer.
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THE FORMAT TOOLBAR

Use the Format toolbar to set the font and colors of text-based components. You can aso control the layering
of components with this toolbar.

A B CDEF GHI J K L M NO
A Font Name: Shows the name of the font chosen H Right Justify: Right justifies text.
for the selected component. | Full Justify:

B Font Size: Showsthe size of the font chosen for
the selected component.

J Font Color: Setsthe text color.

K Highlight Color: Sets the background color.
C Bold: Setstext to bold.

, o L Anchors: Specifies how areport component is
D lItdic: Setstexttoitalic. .
anchored to its parent.

E Underline: Underlines text. M Border: Specifies which of the outside border

F Left Justify: Left justifiestext. lines of areport component are rendered.

G Center: Centerstext. N Bringto Front: Bringsacomponent to the front
of other components.

O Send to Back: Sends acomponent to the back of
the other components. Use the Report Tree to see
the exact layering of the components within the
band.



THE EDIT TOOLBAR

The Edit toolbar is unique in that it changes based on the selected component
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. Itisused with the following

components: data-aware components (1), labels (2), shapes (3), and lines (4).

1 Edit Toolbar with data-aware component

i Customer - | - ||

Addr1 ”~
Addrz
| Ciby
Company
o | Conkact
- | Counkry
| Custna
| Fax
* | Lastinvoicedate
Phone v

This configuration alows the data pipeline and
datafield for the component to be set. The drop-
down list on the left shows the data pipelines. The
drop-down list on the right shows the field names.

2 Edit Toolbar with alabel component

: Elysian Fields |

This configuration allows you to type thetext for a
label.
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3 Edit Toolbar with a shape component

i Square
Rounded Rectangle
Rounded Square
Ellipse
Circle

The Edit toolbar alows you to choose from several
shapes when a shape component is selected.

4 Edit Toolbar with aline component

This configuration allows you to move the lineto
the top, bottom, left, or right within aline compo-
nent.
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GLOSSARY

A

Advanced Component Palette A toolbar that
contains advanced components. See page 106 for
a complete description of this toolbar.

align Theact of setting components' positions so
they line up with one another.

Align or Space Toolbar A toolbar that allows
you to align or space components so that they have
auniform appearance. Select View | Toolbars |
Align or Spaceto launch thistoolbar. See page
103 for a complete description of this toolbar.

AutoSize A speed menu option availablefor text
components. When AutoSizeis set to true, the
component adjustsits width so that all of thetextis

displayed.

B

band A section of canvasthat describes how part
of the report will look. A band islabeled inthe
section divider immediately below it; thus, thefirst
band is called the 'header’, the second is called the
'detail’, and the third is called the 'footer'.

barcode A component in the Standard compo-
nent palette that renders barcodes. Use the Edit
toolbar to set the data to be encoded. Right-click
and access Configure to select bar code types.

bounding box (1) A method of component
selection by which you right-click your mouse and
drag it so it encompasses the components to be
selected. (2) The box that appears around the com-
ponents to be selected as you drag your mouse.

BringtoFront A speed menu option that allows
you to move an object in front of other objects.
Use this option to control the appearance of over-
lapping objects.

C

Calcstab A notebook tab in the Query Designer
from which you can create a calculation based on
the datain the database.

Calcspage A pageinthe Query Wizard that
allows you to make a calculation based on the data
in the database.
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calculation  Anoption in the Query Wizard /
Query Designer that allows you to derive new data
from existing database fields.

canvas Theareain the design workspace that
containsthe reports layouts. The canvasisdivided
into rectangular areas called bands.

component  An element used to control how the
report looks. Each component has a unique pur-
pose. In order to place acomponent in the design
workspace, click the icon on the component pal-
ette, then click on the white space of the band in
which you want the component to appear. When a
component is selected, an edit or drop-down list
may appear in the upper left hand corner of the
design workspace. This area provides different
options depending upon the selected component.

Configure A speed menu option for the Crosstab
component. It allows you to access the Crosstab
Designer.

CrossTab A component that presents summea-
rized datain agrid format. Crosstabs are designed
by right-clicking over the component and access-
ing the Configure option.

Crosstab Designer  Thedialog displayed when
the Configure option on the speed menu for the
crosstab component is selected. A crosstab layout
is created viathis designer.

CrossTab Wizard A tool in the design work-
space that generates areport based upon the
choicesyou makeinthewizard. Accessthistool
by selecting File | New, then clicking the CrossTab
Wizard icon.

D

data Specific facts (addresses, names, employee
numbers, hire dates) that are entered into a data-
base. Data can be accessed via queries. Data,
which is not very meaningful in itsraw form, can
be transformed into useful information through a

report.

data-aware components  Components to which
you can assign datafields. Inthe Report Designer,
these components are prefixed by DB, meaning
database.

Data Component Palette  The palette from
which you create data-aware components. Click
on theicon and click on the canvasto create a data-
aware component. See page 105 for a complete
description of this palette.

datamodule A behind-the-scenes container for
dataviews. When you want to copy data from one
report to another, export the data module from the
first report and import the data module into the sec-
ond.

data pipeline A special kind of component that
supplies datato areport and controls which rows of
dataare used to generate the report. It representsa
database table or SQL query and provides datain
the form of fields and records.
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datatraversal  Theact of moving through the
rows of a database table or data selection.

DataTree A toolbar used in the designh work-
space to access the data selected in the data work-
gpace. Select View | Toolbars | Data Tree to launch
thistoolbar. See page 108 for a complete descrip-
tion.

dataworkspace The notebook page you access
to select data.

database A place where dataisstored in an
organized fashion.

databasetable A structure that facilitates the
storage and retrieval of organized data.

dataview Thevisual representation of aquery
displayed in the data workspace. It contains the
data selected in the Query Wizard or Query
Designer. Dataviews allow you to make changes
to aquery viathe Query Designer, which can be
accessed by clicking the icons in the dataview tool-
bar.

DBComponents Data-aware components that
can retrieve datafrom aquery. The DB prefix
stands for database. Use the edit toolbar to choose
datafor a DBComponent. See page 105 for a
compl ete description of these components.

design workspace The notebook page where
you create your report layout.

Detail Band A band that prints once for every
row of data.

Display Format A speed menu option available
for textual components. This option allows you to
display avaluein acertain format (decimals with a
dollar sign, for example). Right-click over atex-
tual component to access the Display Format.

dock Theact of dragging atoolbar to one side of
the workspace and dropping it such that it 'sticks to
that side. A docked toolbar moves when you move
or resize the Report Designer.

Draw Toolbar A toolbar used to fill acompo-
nent with color or to colorize the border around a
component. See page 102 for a complete descrip-
tion of thistoolbar.

E

Edit A speed menu option for a Rich Text com-
ponent that opens an application which allows you
to open afile and format text.

Edit Toolbar A toolbar that allowsyou to set the
most important property of a component. This
toolbar changes to select database fields for data-
aware components, adjust lines for the line compo-
nent, select shapes for the shape component, and
type text for the label component. See pages 111-
112 for a complete description of this toolbar.
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expression  Used when creating a calculation. It
allows you to create other fields based on the data
from existing fields.

-

floating window A toolbar detached from the
edge of the Report Designer and released so that it
'floats' in front of the Report Designer.

Footer Band A band that prints (usually the
page number, date, time) at the bottom of each
page of the report.

Format Toolbar Thistoolbar givesyou the abil-
ity to modify text-based componentsin a number
of ways. You can change the font style and font
size. You can bold, italicize, or underline the text.
You canjustify aword or sentence to the left of the
margin, or you can center or right-justify text. You
can also change the color of thetext. See page 110
for a complete description of this toolbar.

G

group (1) A section of areport that contains a
group header, detail, and group footer band.
Groups are assigned to a database field. Select
Report | Groups to access the groups dialog. (2) A
behind-the-scenes component that allows a report
to be organized into separate sections, based on the
value of afidd.

Group Header Band A band that contains the
header for agroup. The componentsin agroup
header band appear at the beginning of a group.

Group Footer Band A band that contains the
footer for agroup. The componentsin agroup
footer band appear at the end of a group.

guides Thelines on the horizontal and vertical
ruler that move as you move the cursor over the
canvas.

H

Header Band A band that prints at the top of
each page of the report.

highlight  To select text for editing. You high-
light text by holding down the mouse button and
dragging the cursor over text or by holding down
the Shift key and pressing an arrow key.

Image A component on the Standard component
palette that displays graphics (such as bitmaps,
GIFs, and JPEGS).

K

Keep group together  An option in the groups
dialog that sets the group so that the bands of the
group will print on the same page.



L

Labed A component useful for titles and head-

ings. Usethe Edit toolbar to set the text for alabdl.

Labd Template Wizard A tool that allows you
to create mailing label reports by selecting printer
information and choosing alabel type.

Line A component in the Standard component
palette that displays aline. Use the Edit toolbar to
set the line orientation.

Lines A speed menu option for amemo that
allows you to access the Memo Editor, from which
you can open text only files.

M

MailMerge An option that appears when you
right-click over a Rich Text component. It alows
you to import field values into the Rich Text com-
ponent.

MaintainAspectRatio A speed menu option
availablefor images. It scales animage so that the
height and width are adjusted based on the original
image size.

Memo A special kind of component that allows
you to load text into it. Right-click over the memo
and select Linesin order to load text.

Memo Editor An dialog accessed viathe memo
component (right-click over the component and
select Lines) that allows you to load and save text
files.
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Nudge Toolbar Thistoolbar allows you to move
a component or a group of selected components
one pixel at atime. See page 100 for acomplete
description of this toolbar.

O

orphan (1) A component(s) that prints on a dif-
ferent page than the components within the same
band or region. For example, if a DBText that's
supposed to follow a DBMemo prints at the top of
the next page rather than with the DBMemo, it is
orphaned. (2) A group footer band that prints at
the top of a page with no preceding detail bands.

overflow  Occurswhen astretchable component
prints on additional pages.

P

Pagination A speed menu option for a crosstab
component that allows you to choose Across then
Down or Down then Across printing for the
crosstab report.

ParentHeight A speed menu option that allows
you to set the size of an object so that it matches
the height of aband. Right-click over acomponent
to select ParentHeight.

ParentWidth A speed menu option that allows
you to set the size of an object so that it matches
the width of aband. Right-click over acomponent
to select ParentWidth.
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Position. . . dialog A speed menu option that
allows you to change the size and position of an
object. Right-click over acomponent to accessthe
Position... dialog.

Preview A workspace where you can preview
the generated report to see how it will look when
printed.

properties  Settings for components such as font
style, size, and color.

Q

Query A request for data using alanguage spe-
cific to databases called SQL. The Query Designer
and Query Wizard create SQL queries aswe
choose the data we want for areport.

Query Wizard A tool that allows you to select
datafor areport.

Query Designer A tool that allows you to make
changes in the data selection.

R

Region A special kind of component that can
contain other components.

report Dataintheform of information: apol-
ished product that contains useful data.

Report Designer A report-building environ-
ment. It includes the design workspace, the data
workspace, and the preview workspace.

Report Tree A toolbar that displays all of the
componentsinareport. Itisparticularly helpful in
organizing components within bands. See page
107 for a complete description of the report tree.

Report Wizard A tool that allows you to create
areport by answering afew simple questions.

ReprintOnOverFlow A speed menu option that
sets a component so that it will reprint. For exam-
ple, amemo has an accompanying label. If the
label is set to ReprintOnOverFlow, it will reprint
on each page of the memo'stext. Right-click over
acomponent to select ReprintOnOverF ow.

Rich Text A component that allows you to print
formatted text.

Rich Text Editor A dialog box accessible via
the Rich Text component that allowsyou to replace
text with database fields.

rulers Thedesign workspace hastwo rulers. the
horizontal ruler and the vertical ruler. Asyou
move a component in the workspace, you'll seea
guide that tells you the location of the component
ontherulers.

S

select  Toclick onan object. See'highlight’ asa
contrasting term.

selection A group of selected components.
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selection handles  When multiple components
are selected, little gray boxes appear around the
components. These selection handles indicate the
objects that are selected.

Selection tool A tool used to select one or more
components within the layout. 1t can also be used
to clear any selection (by clicking in the white
space of a band).

Send toBack A speed menu option frequently
used with shapes that allows components to be
moved to the background. If you want to use a
shape as a background, use the Send to Back func-
tion.

shift-click A method of component selection
where you hold down the Shift key and then click
on components. You can also remove a component
from a selection using this method.

ShiftRelativeTo A speed menu option that
allows you to associate components so that they
print one after the other. This option is especially
useful when you want one component (a memo, for
example) to appear below another.

ShiftWithParent A speed menu option that
allows a static component to print after a stretch-
able component. Right-click over a component to
select ShiftWithParent.

Size Toolbar A toolbar that allows you to set all
of the components in a selection to the same width
or height. See page 101 for acomplete description
of thistoolbar.

sizing Theact of altering the size of acomponent
viathe sizing handles or the Position menu.

Sizinghandles Thelittle black boxesthat appear
when an object isselected. If you drag your cursor
over one of the sizing handles, the cursor will
change to adouble-sided arrow. You can then
resize the component by holding down the mouse
button and dragging.

speed menu  The menu that appears when you
right-click over acomponent. The menu options
vary depending upon the component.

SQL  Structured Query Language. Thelanguage
used to retrieve data from a database in an ordered
form so that it can be used to create reports. See

page 104 for a complete description of thistoolbar.

Sandard Component Palette A toolbar that
includes the most frequently used components for
report building. See page 104 for a complete
description of thistoolbar.

Sandard Toolbar A toolbar that contains stan-
dard functions, such as saving, opening, and print-
ing reports. See page 109 for a complete
description of the toolbar.
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Sart new page Anoption inthe groups dialog
that allows you to force a group onto a new page
each time the group field changes value.

Satic components Componentsthat print just as
they appear in the layout.

statusbar  The bar at the bottom of the design
workspace that tracks the movement of selected
components. It's useful for component placement
and alignment in that it allows you to position com-
ponents based on an exact measurement. It also
displays the name of the selected component.

Sretch A speed menu option that appliesonly to
stretchable components. When set to true, the
component will change size depending upon the
amount of text it contains. Right-click over acom-
ponent to select Stretch.

stretchable components  Components that
change size according to the amount of text they
contain. A DBMemo is a stretchable component.
Right-click over acomponent to set Stretch to true.

SretchWithParent A speed menu option that
allows the selected component to change height
according to the change in height of the band in
which it resides. Right-click over acomponent to
select StretchWithParent.

Syle A speed menu option for the crosstab com-
ponent that allows you to choose between
Repeated Captions or Standard printing.

Subreport A component that allows you to cre-
ate areport within areport in order to show more
levels of detail or to print several reports as one.

Summary Band A band that prints once at the
end of areport. The bandistypically used to sum-
marize data. Select Report | Summary to create
this band.

SuppressRepeatedValues A speed menu option
that prevents repeated values from printing.

System Variable A component that allows you
to display the page number, time, date, and other
useful information.

T

tabular A settinginthe DataTree layout tab that
configures the drag and drop behavior to create
labels across the top of the page and data flowing
down the page. The opposite of vertical.

TitleBand A band that prints once at the begin-
ning of the report. Select Report | Title to create
this band.

titlebar Theareaat the top of awindow that
contains the window title and can be used to drag
the window to a new position.



toolbars Toolsthat alow you to modify areport
layout. Select View | Toolbarsto seealist of all
toolbars.

V

vertical A settinginthe Data Tree layout tab that
configures the drag and drop behavior to create
labels down the page and data acrossthe page. The
opposite of tabular.

Visible A speed menu option that determinesthe
visibility of an object. Right-click over acompo-
nent to select Visible. If the Visible option is set to
false, the component will not appear in the report.

W

workbench  The areain the design workspace
that surrounds the canvas and contains tools used
to modify the report layout.
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