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Introduction Objectives

This manual is written to give you a step-by-step guide for your classroom
training and a handy reference for your daily work. In this Introduction, you will
learn how to use this training guide effectively. This section covers the following
topics:

e Class objectives

e Help with using this training guide
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About Crystal Reports

In today's information intensive environment, every business has a database of
some sort. After all, business today is all about information and databases give you
a handle on the massive amounts of information you must deal with. So your
business has a database and from that database, you need reports. The problem is,
most reporting capabilities that come with database programs are limited. They
only report on data from that program. Many users need to report on data from
multiple sources, even databases that are in SQL (Structured Query Language),
such as Oracle, Microsoft SQL Server, Informix or Sybase.

Crystal Reports is one of the most powerful reporting programs available with the
ability to pull data from all types of data sources. You can use Crystal Reports to
generate reports from any of the standard PC database programs, Access, Paradox,
or FoxPro, as well as from a mainframe or server database. Crystal also has a
powerful web reports server that allows you to distribute your reports over the web.

Crystal Reports is bundled with more than 160 other programs including Visual
Basic, some medical applications and several accounting packages. It makes report
generation easy without requiring you to be a programmer or a database expert. If
you know how to work in Windows 95 and are familiar with the data you want to
use, you can create a Crystal Report that looks professional and makes sense.

Training Philosophy

Studies show that people retain 10% of information they see, 20% of information
they hear, 50% of what they see and hear, and 80% of what they see, hear and do.
In line with this, this class utilizes a hands-on method of training. You will see the
effects of new skills on the screen, hear the instructor explain how and why to use
features, and perform each command yourself as you learn.

In addition, this class focuses on your ability to perform tasks using the most
productive techniques. The manual may contain several methods of accomplishing
a certain task. However, class time does not allow for practice of all methods for
each task. Your instructor will guide you in the most effective method of
performing a task, but inform you of other methods that are available.

Questions are encouraged. While we give our best effort to explain new concepts in
understandable terms, you may need to hear the concept again or have it explained
more thoroughly. Please let the instructor know when you need more information!
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Pre-Qualification Exercise for the Power User Workshop

Why Should You Pre-qualify Yourself for the Power User
Workshop?

The Crystal Reports Power User Workshop is designed for the experienced
Crystal Reports user. It covers the more complex and powerful features of the
program. The class discusses very technical issues and includes several fast-
paced, comprehensive exercises. Our instructors have years of experience
helping students to get the most out of their training. However, it is not always
possible in a high level workshop to assist students with basic tasks.

In order to maximize the benefit you receive from the Crystal Reports Power
User Workshop, you should come into the training with a certain skill level. We
assume all students who sign up for this workshop have a comfortable level of
understanding regarding relational databases. Students should also be able to
perform the following tasks in Crystal Reports:

Create a new report, insert fields, save the report and refresh the data.
Add multiple tables to the report using the Data Explorer.

Use the select expert to pull only the data needed from the database.
Insert groups and summarize fields within the group.

Perform formatting tasks.

Create, save and use formulas in the report.

If you would like to evaluate for yourself whether this is the correct level course,
take our self-evaluation exercise. The exercise consists of writing a report in
Crystal Reports. When you are finished, compare your report to the one our
experts have done to see how well you understand the basic features of Crystal
Reports. You can obtain the exercise and the results report from Vision Harvest,
Inc.”  web site, www.visionharvest.com, or by e-mailing wus at
sales@visionharvest.com, or we can fax it to you. Call us at 1-888-236-8087

If you have trouble creating the report or getting the correct results, or if you
cannot perform some of the above-mentioned tasks, then we strongly recommend
that you take the Crystal Reports Quick Start Workshop before attending the
Power User Workshop. By assuring that you are well prepared for the Power
User Workshop, you maximize the benefits you receive from this in-depth look
at advanced report writing.
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Pre-qualification Exercise

Using the Xtreme sample database that ships with Crystal
Reports, create a report that invoices customers for each order.
The report needs to show the customer billing address, the PO#,
the sales person, the order date, the requested date, the ship date
and company that shipped the order. The Details section should
list the product ID, the product name, the description, the unit
price, the quantity, and the line item total.

Select only those orders with an Order Amount greater than zero
and with a ship date between January 1, 1997 and March 31,
1997. Group on the Customer ID, then on the Order ID. Display
each order on its own page. Sum the line item total amount for
each Order ID. Calculate the sales tax for the order at 6% and
total the subtotal and sales tax.

You will need to pull data from the following tables:

Customer Product
Orders Product Type
Orders Detail Employee

You will need to create the following formulas:

Line Item Total that multiplies the unit price times the quantity
for each product ordered.

Sales Tax that multiplies the sum of each line item total times
6%.

Order Total that adds the sum of each line item total and the
sales tax.

Product Description that contains nested If...then....else
statements to show the Size field if the Color field is empty, the
Color field if the Size field is empty, and both fields, separated
by a comma, if both contain data.

You will need to create the following text boxes:

An address box with the text To: then the company name, the
address, the city, region and postal code.

An employee box with the employee first name, a space, and
then the last name.

Format the report to look like the illustrations on the following
pages:
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MOUNTAIN BIKE INC

To: City Cyclists
7464 Kingsway
Sterling Heights, M1 48358

Sales Person: Nancy Davolio

Order Date: January 6, 1996

Required Date: January 9, 1996

Ship Date: January 8, 1996
Ship Via: Fed Ex

Product ID Product Name
1107 Active Outdoors Lycra Glove
4102 Influx Crochet Glove

Description
Xsm
med

Unit Price Quantity Line Total
16.50 3 49.50
12.83 1 12.83

Subtotal: $62.33
Sales Tax: 3.74
Order Total: $ 66.06
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Invoice

Date: July 4, 2000
Invoice Number: 1246
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MOUNTAIN BIKE INC

To: City Cyclists
7464 Kingsway
Sterling Heights, M1 48358

PO#: 8165
Sales Person: Margaret Peacock

Order Date: January 30, 1996

Required Date: January 30, 1996

Ship Date: January 30, 1996
Ship Via: Pick up

Product ID Product Name

103151 Endorphin
1108 Active Outdoors Lycra Glove
101152 Descent

Description Unit Price Quantity Line Total
15, deep burgundy 899.85 1 899.85
sm 14.85 3 44.55
15, steel yellow 2,929.85 1 2,939.85

Subtotal: $3,884.25
Sales Tax: 233.06
Order Total: $4,117.31
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Power User Workshop Class Objectives

This class is a performance based instructional system. It is geared to provide you
with the tools you need to build and distribute reports the quickest, most efficient
way. After completing this course, you will be able to perform the following tasks:

o Create reports from MS Excel and MS Access

e Use multiple sections in reports for advanced formatting techniques

e Underlay graphics and charts to print beside data

o Create and format Cross-Tab reports and create charts from Cross-Tabs

e Calculate running totals in reports

o Develop parameter fields to prompt users for information

e Limit user entry into parameter fields

o Solve table link problems with advanced linking techniques

o Use SQL Expressions and the Switch function for better report performance

e Customize groups in the report with formulas and custom names and create
hierarchical groups

e Perform group selection based on summary field values
e Understand Crystal Reports data handling and Evaluation Time functions
o Comfortably make use of variables in formulas

o Work with arrays and control structures in formulas for more flexible decision
making

e Use additional reports within a main report as subreports
o Create linked subreports to tie data from another report to the current report
e Format subreports to display on demand only

o Use SQL to query the database through the Crystal SQL Designer
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About This Manual

Each section of this manual contains objectives to provide you with the overall
goals for the lesson. Lessons have descriptions of features and concepts followed
by step-by-step directions for completing a specific task, and exercises. Reports
created in the early exercises are often used again in later exercises. Each section
ends with a challenge exercise to help you practice the skills you learned in the
lesson. Challenge exercises provide you with tasks to accomplish. Try to complete
the exercises on your own.

As you work in this Training Guide, certain conventions are used to identify
specific procedures. Use the following table as a guide:

TRAINING GUIDE CONVENTIONS

ltem

Illustrated As

Menu Commands

Underlined letters for accessing menu commands are shown:

Example: File/Open

Command Buttons

Command Buttons in dialog boxes are shown as buttons:

Example:

Categories, Radio
Buttons, Text Boxes,

All options within dialog boxes are listed in italicized text:

Check Boxes Example: the Keep Group Together check box
the Other radio button
Keystrokes Keyboard keys are indicated by uppercase text:

Example: press ENTER

Keyboard combinations are shown in uppercase text with a plus sign (+)
between the keys that need to be pressed simultaneously.

Example: press CTRL + S to save

Toolbar Buttons

Toolbar buttons are indicated by the button name and a graphic image of the
button:

Example: click the Print % button

Typing or File Selections

Text to be typed or file names to be selected are printed in bold letters:

Example: type Henry
select grouping.rpt

Exercises

Step-by-Step exercises in the text are indicated by bold text and the «+ symbol.

For example: « Exercise - Format Objects
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Tips, Notes, and Warnings

Tips, notes and warnings display with the following icons. Text for these additional comments
displays in bold and italics.

@ This icon indicates a tip or shortcut.

This icon points out a note of additional information.

@ This icon calls attention to a warning or very important note.

10
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Section 1:

Basic Features Review

Lesson 1: Refresher Exercise

Lesson 2: Creating Reports from Excel and Access

11
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NOTES
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Lesson

Refresher Exercise

13



Crystal Report 8.5 Power User Workshop

Lesson 1: Refresher Exercise

©2004 Vision Harvest, Inc.

Lesson Objectives

After completing this lesson, you will be able to:

e Plan and Create a report from a set of business requirements
Review the techniques needed to plans and create a report.

e Add multiple groups to reports
Create groups within groups to subdivide your reports how you want.

e Summarize different group levels
You can effectively summarize information at any group level or all group
levels.

o Insert simple lines and boxes for formatting
Make reports professional and attractive with graphical features.

o  Utilize the Repeated Group Header feature
Add a "Continued..." message when a group prints across pages

14
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Review of Planning a

Report

To make the report creation process efficient, you must plan the report. A little
work up front before you ever open the Crystal Reports program can save you a
lot of time putting the report together. It can also save problems caused by
adding more tables to the report that can change the number of records displayed.

You must look at the business requirements for the report and decide what fields
you need and the tables in which they are located. It is also helpful to look at
things such as groupings, whether you need Cross-Tabs and what fields they
contain, fields needed for formulas and selection criteria.

Suppose someone asks you to create a report based on the Xtreme Sample
Database. Below are the business requirements for the report:

e The person requesting the report needs to see monthly customers sales by
Supplier and Product Type. They want the Order ID, the Product Name, the
line item Unit Price and Quantity and a total for the line items.

e They want the sales amounts summarized for each supplier, product type and
month.

e They only need to see sales for 1998.

e Some of the groups are large enough to display on more than one page. They
want the Supplier Name and Product Type repeated at the top of each page.
If the group continues from the previous page, they want the word
"Continued..." to print.

e The person requesting the report has supplied you with a printout of what the
report should look like. See the sample below:

15
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Lesson 1: Refresher Exercise

B Crystal Reports - [Monthly Sales By Supplier & Product Type]
File Edit Wiew Insert Formak Database Report  Analyzer ‘Window Help _|5!|5|

DE-HEaa 7| 2RBo->- aEaE B5&SmP [z ]|\
| HiF =& 2| 2 0 7= %

x oot_.l
|$ 'EV'I.JOOO'|

Dezign | Preview | Taday 11:11 Elﬁlil Tof85 Llﬂlll
E--h-'!onthl}lSale 'I""'"1'"""2"""'3'"""4"""'5"""'
[ Active O ]
[ Craze RH ]
il Guiardian : Monthly Sales by Supplier
[+ InFlux -
F- Fioadster . and Product Type
B Triumph N
[+ Yesper >
GHZ - Supplier Wame: Active Ouwitdoors
: Product Type: Gloves
GH3 . February %6
i Order ID Product Mame Unit Price Quantity  Line Total
b : 1360 Letive Outdoors Lyora Glove $14.25 — $14.25
o o 1345 Aetive Outdoors Crochet Glove $14.50 $20.00
] 1374 Letive Outdoors Crochet Glove $14.50 2 $29.00
o 1374 Letive Outdoors Crochet Glove $14.50 1 $14.50
b - 1331 Active Cutdoors Lywra Glowve $18.50 1 $16.50
o 1330 Aetive Outdoors Lyera Glove $16.50 1 $16.50
] 1326 Aetive Outdoors Crochet Glove $14.50 2 $20.00
b & 1310 Active Cutdoors Crochet Glove $14.50 1 $i14.50
o ) 1310 Aective Outdoors Crochet Glove $14.50 3 $43.50
o . 1305 Aetive Outdoors Lyera Clove $16.50 1 §16.50
GF3 |- $223.85 -
4] | *l 4| | 3
For Help, press F1 | [Records: 2905 [ [10m%%

To create this report, first determine which fields you need.

o For the Detail section, you need the Order ID field, Product Name field, the
Unit Price field and the Quantity field.

e For the Line Total formula, you need to multiply the Unit Price field and the
Quantity field.

e For grouping, you need the Supplier Name, the Product Type Name, and the
Order Date.

o Finally, you need to select orders from 1998 based on the Order Date.

Next, decide which tables you need to add to get the required fields.

The Supplier Name field is in the Suppliers table.

The Product Name field is in the Products table.

The Order ID and Order Date fields are in Orders.

The Unit Price and Quantity fields are in Orders Detail.
The Product Type Name field is in the Product Type table.
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Creating the Report

Since the Supplier Name is the main grouping, the Suppliers table should be the
Primary table. From there you want to link Suppliers to Products with the
Supplier ID field, link Products to Orders Detail with the Product ID field, link
Orders Detail to Orders using the Order ID field, and, finally link Products to
Product Type using the Product Type ID field.

Since you have given this some thought and figured out the tables and the links,
adding the tables in the correct order and creating the links is easy. The links

should look like the following illustration:

B visual Linking Expert H=]
Link together the tables you added ta the report
Linking iz needed to match records of one table with corresponding records of anather table.
Tables. |
Supplier Product Orders_Detail Orders
Supplier D Product (D F\_’ Ordler ID | Orderid 4] Arrange Tables |
Supplier Mame Product Mame Product [0 Order Amount ;
Address1 Calar Unit Price Cusztarner [0 Link Tables:
Addrezs2 Size [uantity Ermplayes |D (¢ ByMame
City M/F Order Date " Bykey
Region Price [SRP) FRequired Date Litk |
Country Product Type [D Ship Date —
Posztal Code Product Class Ship Yia
Phone Supplier 1D Shipped = Clear Links |
PO# | |
Product_Type |
Product Type ID
Product Type Han
Dezcription
Ficture:
Ok Cancel Help

Remember that you can add multiple tables to a report from the Data Explorer.
You work with links using the Visual Linking Expert, which opens automatically
if you add multiple tables. Or, open the Visual Linking Expert by choosing
Database/Visual Linking Expert... from the menus or by clicking the Link
Expert button O/ on the Supplementary toolbar.
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Placing Fields on the Report

Remember that you have five ways of placing fields on a report. Select the field
in the Field Explorer, then:

Click the Insert button, then click in the report

Double click the field, then click in the report

Press ENTER, then click in the report

Drag the field to the report

Right mouse click, choose Insert to Report from the short cut menu, then
click in the report

Remember that, when you place a field in the Details section, Crystal Reports
adds a detail field title in the Page Header section and aligns the field and field
title with a guideline. You can drag the guideline marker in the ruler to move the
field and its title together.

Now that you have planned the report, you are ready to use Crystal Reports to
create the report.

o,

% Exercise - Begin the Monthly Sales by Supplier and Product Type
Report and Link the Tables Needed

1. Start a new report as a blank report. Open the ODBC data sources and
the Xtreme sample data source. Add the tables indicated by the business
requirements.

2. Smart Linking should link the tables automatically.

When you are finished the links should look like the illustration on the
previous page.

3. Add the appropriate fields to the Details section.

4. Change the Printer Setup to a Portrait page layout, if necessary. Change
the margins to be .5” on all four sides.

Creating the Formulas

You are also going to need two formulas for this report. It can be helpful to write
out the formulas in the planning stage to be sure that you have accounted for all
necessary fields. The formulas you need for this report are as follows:

@Line Total
{Orders_Detail.Unit Price} * {Orders_Detail.Quantity}

@Continued
If InRepeatedGroupHeader then “ Continued...."
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Remember that formulas are created from the Field Explorer dialog box. Select
Formula Fields, and then click the New & button. After naming the formula,
the Formula Editor dialog box opens providing you with three lists to select
fields, functions and operators.

+« Exercise — Create the Formulas and Add to the Report

1. Select Formula Fields: in the Field Explorer dialog box, then click the =

button.
2. Name the formula Line Total.
3. Create the formula shown on the previous page.
4. Add the formula to the report Details section after the quantity field.

5. Since this field is right aligned, create a guideline and snap the field and
its title to the guideline on their right edges. Delete the original guideline.

6. Create the Continued formula, but do not add it to the report yet.
You will add this formula later to display a "Continued" message in the
group header. NOTE: the InRepeatedGroupHeader function is a function
in the Print State category. Click the +sign to the left of Print State in the
middle list in the Formula Editor, and then scroll to find the function.
Double click the function to add it to the formula.

Advanced Grouping

You can group data by using the Insert/Group... command or by clicking the
Insert Group button % on the Supplementary toolbar. This report requires an
Order Date group nested inside a Product Name group, nested inside a Supplier
Name group.

It is not necessary to create groups in any particular order. As you create them,
Crystal Reports nests each group inside the previous one you created. However,
you can reorder groups in any order you want. To reorder groups, click the Group
Header section name at the left of the Design screen, for the group you want to
move. The group header and footer sections are highlighted. Drag the group to
the new location. The mouse pointer changes to a grabbing hand as you drag.

Groun Header #1:

Group Header #3:

Details

G_rn:nL_.lp an:ut_er 1}3:

Groun Footer #1:
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define the period for which the date is broken down; i.e. monthly, yearly,
quarterly, etc. A third drop-down list appears automatically in the Insert

@ TIP: When you group on a date field, Crystal Reports allows you to
Group dialog box allowing you to specify when the group is printed.

Insert Group I

Cormmaon I

wihen the repart iz printed, the recards
will be zorted and grouped by:

Iin ascending order, j

The section will be printed:

Ifu:ur each day. j
— Group Options

[T Customize Group Mame Field
%) Choose From Exsting Feld
I m=  Orders_Detal Order 1D j

) e a Eormule gz Grous Hame 2

I~ Keep Group Tagether
[™ Eepeat Group Header On Each Page

1] 9 I Cancel | Help |

Remember that you can summarize any field by RIGHT clicking it, then
choosing Insert Summary... You must specify the type of calculation you want
Crystal Reports to perform and the group at which you want the summary to
appear.

% Exercise — Create groups and summarize the Line Total field

1. Create a group on the Product Type Name and turn on the Repeat group
header on each new page feature.

2. Create a second group on the Supplier Name. Also, turn on the Repeat
group header on each new page feature.
OOPS! Crystal Reports nested the supplier group inside the product type
group. What you really want is the product type group nested inside the
supplier group.

3. Click the Group Header #2 section name at the left of the window. Drag
the group header above the Group Header #1 section name to reorder the
two groups.

The Product Type Name group should be nested inside the Supplier
Name group.
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4. Create a third group on the Order Date and choose to print the section for
each month.

5. Create a summary for the Line Total column. Choose to insert the
summary for all groups. You do not need a grand total in this report.
All the summary fields should automatically line up on the guideline to
which the field is attached.

Selecting Certain Records

Remember that Crystal Reports pulls all records from the database unless you
filter the records based on some criteria. The business requirements for this
report request only records from the year 1998. To specify this, use the between
operator and specify all records with an order date range beginning 01/01/98 and
ending 12/31/98.

o,

«+» Exercise — Select records with an Order Date in 1998

1. Make sure there are no fields selected on the report, and then click the

Select Expert §|| button.

2. Choose the Order Date field.

3. Choose the is between operator.
In the first drop-down list, select 1/1/98 12:00:00AM

5. In the second drop-down list notice that 12/31/98 is not available for
selection. Choose 12/31/97 12:00:00AM. Change the entry to read
12/31/98 12:00:00AM.

6. At this point save and preview the report. Name the report Monthly
Sales By Supplier & Product Type.

Helpful Hints for Formatting the Report

Adding and Working with Text Objects

Once you have created a group, you can delete the group name field from the
group header without affecting the grouping. You can delete the Supplier Name
and Product Type Name fields from Group Headers #1 and #2, then create a text
object in Group Header #2 that contains the Supplier Name and Product Type.
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Remember that text objects can contain text you type and fields from the report.
You can add a field to a text object by dragging the field from the Field Explorer
dialog box into the object. The mouse pointer is shaped like an arrow with a +
sign when you are pointing into a text object. You can also move a field from the
report into a text object. The text object must be in Edit Mode (flashing insertion
bar and a small ruler above or below the object.

.....1;&

' L
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-

-
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Also remember that you can format all or part of a text object:

e To format the entire text object select the object (there are handles around the
object) then apply the formatting.

e To format part of a text object, double click the object to enter Edit Mode,
and then select the part you want to format. When the part is highlighted,
apply the formatting.

e To format a field inside a text object, double click the object to enter Edit

Mode, and then click on the field. Once the field is highlighted, apply the
formatting.

Hiding and Suppressing Sections

Remember that you can hide or suppress sections in a report by RIGHT clicking
on the section name in Design view and choosing the appropriate command.
Hiding a section causes the section to not display. However, users can double
click summaries to display hidden details. Suppressing a section causes the
section to not display without any options for viewing it.

Guidelines

As a reminder, you can add guidelines to the rulers at the left of each section and
snap the tops or bottoms of objects to the guidelines to horizontally align them.
« Exercise - Format the Report

1. Return to the Design view. It is always easier to add objects from Design
view.

2. Add the title and format as you see it in the sample report on page on
page 16. Add the Xtreme logo to the right side of the Report Header.
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10.

11.

Delete the Group #1 Name and Group #2 Name fields from Group
Headers #1 and #2

Using the sample report, and the hints listed above, create a text box in
Group Header #2. Type the text Supplier: then add the Supplier Name
field. Type the text Product Type: then add the Product Type Name
field. See the sample on page 16 for final formatting.

HINT: format the text object border rather than drawing a box around
the object. It is easier and you only have one object to deal with.

After you have done the above work with the group headers, you can
hide Group Header #1. It no longer contains anything you need to see in
the report.

Add a text box to the Group Footer #1 with the text Total for this
supplier:. Move the summary field into the text object. Format the entire
object to be bold, 14 pt., and right aligned. Add a text box to the Group
Footer #2 with the text Total for this product type:. Move the summary
field into the text object. Format the entire object to be bold and right
aligned. Format the summary field in the Group Footer #3 section to
have a top double line border. Make sure the summary field and text
boxes are all snapped to the guideline on their right edges so they line up.

Snap the field titles to a horizontal guideline. Use the guideline to move
the field names from the Page Header section to the Group Header #3
section under the Group #3 Name field. Format the titles so they have no
underline.

This causes the field names to reprint with each month's data.

Format the Order ID field to display without a comma. Format the Unit
Price field, the Line Total formula, and all the summary fields to have a
floating $.

HINT: Refer to the bullets on the previous page for directions on how to
format the summary fields inside the text boxes.

Depending on how you have the default formats set for Date Time fields;
you may need to reformat the Group #3 Name fields. The date should
look like this:  January 98.

Add a text box to the left of the Page Footer. Use Special fields to
indicate page N of M. Add another text box to the right of the page
footer that reads Order information as of. Add the Data Date special
field after the text. Format both boxes to be italics.

To add the word "Continued..." for a product or supplier group that is

continued on an additional page, place the @Continued formula field in
the text object that contains the Supplier and Product Names.
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12. Save and preview the report. Do not forget that you can navigate easily
through the report using the Group Tree section at the left of the screen.
Just click the group you want to view. Close the report.

The Design view of the report should be similar to the following illustration:

B Crystal Reports - [Monthly Sales By Supplier & Product Type]

File Edit Wiew Insert Formak Database Report  Analyzer ‘Window Help _|5!|5|
DE-HERaF iR --- M2 D&Y [z -]\
| 5 | IEA | (-3 0 : B

Dezign | Preview I

g gt

MOUNTAIN BIKE INC

M
B PP PPt P P R it 1t

FPage Header

Grouo Header #1:

Group Header #2: .
Froduct_Type. Product Typ | -

Group Header #3:
Orders. Order Date - &

Details

Group Footer #3:

Group Footer #2: .
Product_Type. Product Tep | .

Group Footer #1: . ::::::::::::::::i:TotaIfor.this:Supplier::: iSmn:of@LimTotalj ool JL‘
»

Soinnlier Sonnlier Mame - & I I
A

53_.—',,5],@“%@5?;@%

OLE Obiject: 33,021 292 0.8 [Records: 2905 [
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Lesson Objectives

After completing this lesson, you will be able to:

Load the Add-ins
Learn how to tell if the Add-ins are already loaded and how to load them if
they are not.

Start a report from Excel
Use the Excel Add-in to create a report from within the Excel application.

Start a report from Access

Use the Access Add-in to create a report from within the Microsoft Access
application.
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Understanding the Crystal Reports Add-Ins

Crystal Reports uses Microsoft’s Add-In ability to provide a report creation
wizard for both Microsoft Excel and Microsoft Access. This allows you to create
a Crystal Report without leaving Excel or Access.

If you already have Microsoft Excel and/or Microsoft Access installed on your
computer when you run the setup program for Crystal Reports version 8.5,
Crystal Reports then installs the Add-Ins for you automatically. All you have to
do is open the spreadsheet or database you want and choose the correct command
or click the appropriate button.

If you install Excel or Access after you have installed Crystal Reports 8.5, then

you must install the Add-Ins using the Microsoft Add-In Manager in the Excel or
Access application.

Installing the Microsoft Excel Add-In

To install the Report Creation Wizard in Excel, use the following procedure:

1. Choose Tools/Add-Ins...

2|
x|

hans g |

&dd-

K

I
[ analysis ToolPak
[ analysis ToolPak - VEA
™ autosave add-in

™ Conditional Sum Wizard
™ Euro Currency Tools
[ Internet Assistant YEA
™ Lookup wWizard

™ 13 Query Add-in

™ ODBC Add-in |

Arccess Links
IJse Microsoft Access Forms and reports in Excel data kables

Cancel

04

Erowse, .,

2. Clickthe = Browse... |button.

3. Go to the \Program Files\Seagate Software\Report Designer Component
folder, then select the crptxls.xla file, then click = ok

Crystal adds a Crystal Report Wizard option to the Tools menu and a

button to the toolbar.
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Installing the Microsoft Access Add-In

To install the Report Creation Wizard in Access, use the following procedure:
1. Choose Tools/Add-Ins/Add-In Manager...
2. Click the Add New button.

3. Go to the /Program Files/Seagate Software/Report Designer Component
folder, then select the crptaccwz2k.mde file. Then click the Open
button.

If you have Microsoft Access 97 installed, select crptaccwz97.mde
instead.

4. Click the Close button.
After you install the Add-In, a Crystal Report command is added to the
Tools/Add-Ins menu. You can also go to the Reports objects and create a
new report. Crystal Report Wizard is available from the New Report list.

Mew Report H |

Repu:urt Wizard

g ] AutaReport: Columnar
= AutoReport: Tabular
Chart ‘Wizard
Create a new repaort without La;; WiE:rrd

using & wizard. Seagate Crystal Report Wizard

Choose the kable or query where I j
the object's data comes From:

WARNING: The Add-Ins only work with Office 97 and
Office 2000 versions of Excel and Access.

Creating a Report in Excel

To create a Crystal Report from Microsoft Excel, you must first have a
spreadsheet open with some information that is arranged in columns and rows
like a database table. The first row should contain field names, with following
rows displaying the appropriate data.

30



Crystal Report 8.5 Power User Workshop ©2004 Vision Harvest, Inc.
Lesson 2: Using the Excel and Access Add-Ins

You can then start the Crystal Reports Wizard in one of two ways:

e Choose Tools/Crystal Report Wizard from the menu

o Click the Crystal Report Wizard button in the toolbar JE‘

Crystal Report Wizard E3 |

Welcome to the Crystal Report Wizard

This Wizard will guide wou thraugh creating a Crystal Report that displays the data in this
spreadsheet.

Choose a cell range that contains the data you wauld like ta display in the Cryskal Report, The
columns will become the avaliable fields to use in the report.,

1 -

£ Expand the selected range automatically

Help | Cancel Zreate Crystal Repork

At the first screen, the Wizard prompts you to select the cell range that contains
the data on which you want to report. You can type the cell range, using the
standard Excel method for naming a range, for example A1:E28.

You can also click the = button to get to the spreadsheet, and then select the
range by dragging it with the mouse. When you get to the spreadsheet, the
Crystal Report Wizard bar displays.

Crystal Report Wizard EH
I:-:treme!$n$5:$E$9| IEI

Just drag across the range of cells you want to see in the report, and then click
the button on the bar. The Wizard returns you to the first screen with the
range you selected displaying in the cell range box.

If you have many rows of data, you can select only a few rows, then return to the
Wizard. Then click the ﬂ button. The Wizard automatically expands the range
to include all rows of data.

Once you have selected a range of cells with the data you want to include in the
report, click the Create Crystal Report button.
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Crystal Report Wizard |

Chooze the information to display on the report.
Select fields whoze data pou want ta report in the Available Fields lizt, then add them to the Fields to Dizplay
ligt. The order of the fieldz in the dizplay list determines their position across the report,

Awailable Fields: Fields to Dizplay:

f Databaze 1'
' >

e cr_streme_xtreme

RIBRE R

Help | LCancel | ¢ Back | Mext » I Firizh |

In the second screen of the Wizard, you can choose which columns of data you
want to include in the report. Select the fields you want, and then add them by
clicking the > | button. You can add all fields by clicking the _>> | button.
Remove fields by clicking the < | or %< puttons. When you are finished
with each screen, click = Newts |to move to the next screen.

Crystal Report Wizard |

[Optional] Group the information on the report.
Grouping breaks the information into logical zections. It iz only required if you want ko summarize information
for each section. Select a field and add it to the Group By list to create a section for each value of that
field.
Awailable Fields: Group By:
@ Database 'S Groups il
o ci_xtreme_xtreme > | il
............ = El:lur'ltr_lrl
............ o= [EP ;I
............ = I:|t_'r'
------------ = Customer M arne
------------ =2 LastYear's Sales
Sort Order: Iin azcending arder j
Help | LCancel ¢ Back | Mext » I Firizh |
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Here you choose the field(s) by which you want to group the report. Select the

field, then click the > | button to add it to the Group By: list.

Crystal Report Wizard |

[Optional] Add summary information to the report.

For each group wou can choosze one or more fields to summarnize, Add fields to the Summarized Fields list,
thien zelect the type af summany to calculate for each field.
=

For the Group: Iu:r_:-:treme_:-:treme.Eu:uuntry

Ayailable Fields:

Summarized Fields:

@ Databaze
= CI_xtreme_xhreme

...................... B
............ <

v £dd Grand Tatals

< Back | MHext » I

Cancel | Finizh

| Help |

The next screen lets you create any of the summary fields you want in the report.
Again, you select the field you want to summarize, then click the __* _|button.
Then drop down the operators list to choose the type of summary you want. You
can also add Grand Totals.

Crystal Report Wizard |

[Optional] Sort the groups based on the summanzed totals.

The groupz of the report can be gorted by their summarized field [instead of by their group names]. Select a
group field to zort itz groups. Select how to zort the groups. Then select a zort order [for Sort All], or the
nurnber of groups ta show zorked [for fopt ar Bottom],

Sort the Groups af;

=~

I cr_streme_wtreme. Country

ISDrt.ﬂ.IIGrDups j Bazed an Icr_:-:treme_:-:treme.LastYear's Sales j
Crder
[ v Azcending " Descending
Help | Cancel < Back Einigh |
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The next Wizard screen lets you do TopN or BottomN group selection. It works
just like the TopN Expert in Crystal Reports.

Crystal Report Wizard |

[Optional] Select a subset of information to display on the report.

The data can be filkered zo that anly a subset dizplays on the report. Add a field to the Filtered Fields list,
thien zelect a filker to apply to it

Available Fields: Filtered Figlds:
B Databaze cr_=treme
[ cr_xtreme_streme > |

............ = Eu:uuntr_l,l
-E= Reqgioh ;I

= Customer M ame Iis one of j
= Last Year's Sales Il j

IMEHiCD :I* Remove |
Help | Cancel | ¢ Back | Meut > | Finish |

Next you see a screen where you can define selection or filtering. Choose the
field you want to filter on then add it to the list and set up comparison criteria.

Crystal Report Wizard |

[Optional] Add style to the report.

Select a farmatting style to apply to the report. Give the repart a title ko display at the top. Thiz title will alzo
be uzed as the report's default file name.

Repaort Title:

Standard

Leading Break ——

Trailing Break. —
Table e —

Crrop T able ———

Ewxecutive, Leading Break,
Ewxecutive, Trailing Break
Shading

Red/Blue Border

h aroon/Teal Box

Help | Cancel | < Back Einish |

Now you can select a default style for the report and define a report title.
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Crystal Report Wizard |

& Seagate software

Ill Chooze how to save the report. then view it
= IE:'&F‘rngram Filzz\5 eagate SoftwarelS1MS ampleshEntDa |

H o wwauld you like ko view the repork?

* Preview [read only).

" Edit with Crystal Report Designer.
" Analyze with Crystal Analysis.
 Wiew Later,

- Help |

Cancel | < Back | [ et | Finish I

At the last screen of the Wizard, you specify the file name and location, and then
tell the Wizard how you would like to view the report.

Preview (read only) opens the report in the ActiveX viewer. You can see,
print, and refresh the data from this viewer, but you cannot modify the
report design.

Edit with Crystal Report Designer displays the report in Crystal Reports.
You have full capability to edit the report from here.

Analyze with Crystal Analysis opens the report in the Analysis program.
You can edit the query results from here and have some formatting
capabilities.

View Later simply saves the report

s Exercise — Create a Report from Microsoft Excel

1. Open Microsoft Excel. Then open the following file: C:\Program

Files\Seagate Software\Crystal Reports\Samples\Databases
\Xtreme.xls.

Choose Tools/Crystal Report Wizard
or

I

Click the Crystal Report Wizard in the toolbar

Click the =] button.
The Wizard returns you to the spreadsheet.
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4. Select cells A6 through E9 by dragging across them with the mouse.
Then click the B button in the Crystal Report Wizard bar.
The Wizard returns you to the first screen with the cell range in the text
box.

5. Click the ﬁ button to expand the range automatically, then click
Create Crystal Repart |

6. Select the Customer Name field, then click _* | . Add the City field,
then Region, then Country, then Last Year’s Sales. Then click = Mexst >

7. Select the Country field, then click - > . Click . MNest> |

8. Summarize on the Last Year’s Sales field using a sum operator. Add a
Grand Total as well, then click = Mest »

9. You do not want to do any TopN sorting, so just click - Mest>

10. You only want to see countries from North America, so select the
Country field, then click | 3 |. Drop down the operators list and choose
is one of. In this Wizard, there is no list from which to select values, you
have to type them. Type Canada, then press ENTER. Enter Mexico,
then enter USA, then click Ment

11. Enter a title that reads North America Customers , Last Year’s Sales.
Select a style of your choice. Then click =~ Mest

12. On the last screen, edit the path name to read C:\Program Files\Seagate
Software\Crystal Reports\Training\LYS North America. Click the
Edit with Crystal Report Designer button, then click
The Wizard opens the file in Crystal Reports in Design view.

13. Preview the report. Delete the User Name, then press ENTER. Close the
report and save it.

NOTE: The Excel spreadsheet for the report accesses must
be open in order to refresh the data.

automatically use the default file options (ie. DateTime field
formats, fonts, and full size page preview) and cannot be
changed regardless of whether or not customized settings
have been set.

@ WARNING: Reports created using the Add-ins

36



Crystal Report 8.5 Power User Workshop ©2004 Vision Harvest, Inc.

Lesson 2: Using the Excel and Access Add-Ins

Creating a Report in Access

Before you can use the Crystal Reports Wizard, you must have a database open.
Then, you can start a Crystal Report from Access in two different ways:

e On the Tools menu, choose Add-Ins, and then choose Crystal Report.

o Choose the Reports object, and then begin a new report. Crystal Reports
Wizard appears as a choice on the list of report wizards.

The Wizard prompts you to choose a table, unless you already have one selected
in the Database window when you open the Wizard.

B3 Chooze a Table or Query HE
T ahbles I]ueriesl Eh:thl

Credit
Custarmer
Employes LCancel
Employes Addreszes
Financials

Orders

Orders Detail
Product

Product Tvpe
Purchases

Supplier

#reme Info

ak

Help

About

You can only choose one table from here. Additional tables must be added in
Crystal Reports Design view when the wizard is completed. Once you pick a
table, the Wizard begins, start with a dialog box that let’s you add fields to the
report.
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Crystal Report Wizard

Choose the information to dizsplay on the report.

Select field: whoze data you want to report in the Available Fields list, then add them to the Fields to Dizplay
lizt. The order of the figlds in the dizplay izt determines their position across the report.

Awallable Fields: Fieldz ko Dizplay:

@ Databaze

[ — Ernplopes

............ = Emplayee ID
Supervigor 1D
Lazt Mame
First Mame
Pogition
Birth D ate

j
............ = Hirs MNats _ILI
»

o |
Help | Cancel | < Back

2|
7]

(SERELE

Einizh |

In this screen, select the fields you want to appear on the report, and then add
them by clicking the _» | button. You can add all the fields by clicking the
button _>> |. Remove fields by clicking the < | or << | buttons. When you
are finished with each screen, click  Mezt: | to move to the next screen.

Crystal Report Wizard

[Optional] Group the information on the report.

Grouping breaks the information inta logical zections. It iz only reguired if you want to summarnize infarmation
for each section. Select a field and add it ta the Group By list ko create a section for each value of that

figld.

Awallable Fields: Group By:

@ Databaze - = Groups il
[ — Employes » | il

............ SR mployes D

............ == Supervisor ID ;I
Lazt Mame

First Mame

Pogition

Birth D ate

Hira Mata il
| _’l_l Sart Order: Iin ascending order ﬂ
LCancel I < Back I Mext » I Einizh |

Here, you can specify a field on which to group and the order of the grouping.
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Crystal Report Wizard |

[Optional] Add summary information to the report.
For each group you can choosze one or mare fields to summarize. Add fieldz to the Summarnized Fields list,
then select the twpe of zummany to calculate for each field.

For the Group: IEmpIu:u_l,lee.Last tame j
Awailable Fields: Summarized Fields:

@ D'atabaze -

E .......... EmplDyEE > |

Employes D

Superdisor 1D < |

Lazt Mame

Firzt Mame

Pozition I j
Birth Date

............ = Hira Mate _lj
1] | b ¥ Add Grand Totals

Help | LCancel | ¢ Back | Mext » I Firizh |

The next screen lets you create any of the summary fields you want in the report.
Again, you select the field you want to summarize, then click the > |button.
Then drop down the operators list to choose the type of summary you want. You
can also add Grand Totals.

Crystal Report Wizard |

[Optional] Sort the groups based on the summarnized totals.

The groups on the report can be zorked by their summarnized field [instead of by their group names). Select a
araup field ko zart its groups. Select how to sart the groups. Then select a sart arder [for Sort All), or the
number of groups to show zorted [for topM or BottomM].

Sort the Groups of;

I Emplovee Lazt Mame j
IS:::rt.-’-‘-.IIGn:uups j Bazed on IEmpIu:u_l,lee.SaIar_l,l j
Order
’7 ' fzcending " Descending

:

Firizh

Help | Cancel < Back

The next Wizard screen lets you do TopN or BottomN group selection. It works
just like the TopN Expert in Crystal Reports.
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Crystal Report Wizard |

[Optional] Select a subszet of information to display on the report.

The data can be filkered zo that anly a subset dizplaps: on the report. Add a field to the Filkered Figlds list,
then select a filker to apply to i,

Awailable Fields: Filtered Fields:
@ Databasze =
- Employes _|>
............ = Employes D
Supervizor 1D ;I

Lazt Mame
First MName Iis greater than or equal to

Pozition 40000
Birth Drate

............ = Hire Nate b
4| | 3

Help | LCancel | ¢ Back | Mext » I Firizh |

L e

The next screen allows you to add filtering or selection criteria. Choose the field
on which you want to select, and then drop down the operator box to choose a
selection operator. You can then fill in the criteria box by typing the example you
want to compare to. NOTE: This criteria box is not like the one in Crystal
Reports. You cannot see a browse list by clicking the drop-down arrow. You
must type the example.

Crystal Report Wizard |

[Optional] Add style to the report.

Select a formatting style to apply to the repart. Give the report a title to dizplay at the top. This tile will alzo
be used as the repart's default file name.

Repart Title:

Standard
Leading Break e

Trailing Break —————
Table

Dirop Table

Executive, Leading Break
Executive, Tralling Break,
Shading

Red/Blue Border

b aroon/Teal Box

Help | Cancel | < Back

Firizh

Here, you can select a report style and add a title to the report.
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Crystal Report Wizard |

& seagate software

III Chooze how to save the report, then view it.
s IC:'\Duwnluads\Er_l,lstal Reports 8.5 PU Class FileshLeszo |
How would you like to view the report™?

£ Preview [read anly).

f+ Edit with Crystal Repart Designer;

= Analyze with Cryzstal Analysiz,
£ Wiew Later.

Help | LCancel | ¢ Back | [k | Firizh I

At the last screen of the Wizard, you specify the file name and location, and then
tell the Wizard how you would like to view the report.

Preview (read only) opens the report in the ActiveX viewer. You can see,
print, and refresh the data from this viewer, but you cannot modify the
report design.

Edit with Crystal Report Designer displays the report in Crystal Reports.
You have full capability to edit the report from here.

Analyze with Crystal Analysis opens the report in the Analysis program.
You can edit the query results from here and have some formatting
capabilities.

View Later simply saves the report

s Exercise — Create a Report from Microsoft Access

1.

3.

4.

Open Microsoft Access. From the opening dialog box, select the Open
an existing file radio button and select More Files... from the list. Click

the button.

Go to the /Program Files/Seagate Software/Crystal
Reports/SamiIes/Databases folder. Select the xtreme.mdb file, then

click [ open |~}

Depending on the version of Access you are using, you may need to
convert the database. If so, convert it and name it Xtreme2000.mdb.
In the Database window, select the Employee table.

Choose Tools/Add-Ins/Crystal Report Wizard
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5. Add the following fields to the report: Employee ID, First Name, Last
Name, Position, Salary, and Reports To. Then click = Mesxt >

6. You are not going to set up a group in this report, so just click _ Mest:
If you did set up a group, you would see the Summary screen and the
TopN screen, just as you did in the Excel Wizard. You do not see them
here because you did not create a group.

7. Inthe Available Fields: list, select the Salary field, and then click 2N
Set this to be greater than or equal to 40000. Then click _ Mest>

8. Select a Standard report style. In the Report Title: box type Employee
Listing. Then click  Mest>

9. Save the report in the C:\Program Files\Seagate Software\Crystal
Reports\Training folder and name it Employee Listing. Click the Edit
with Crystal Report Designer radio button, then click
The Wizard opens the report in Crystal Reports for editing.

10. Preview the report, then save it and close it.
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Lesson Objectives

After completing this lesson, you will be able to:

Create multiple sections
Expand your formatting power by learning how to add sections to the report.

Underlay a section
Display a graphic or chart beside the data it represents by underlaying
following sections under a section.

Use multiple sections for conditional formatting
Add additional sections that only display under certain conditions.
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Using Multiple Sections in Reports

By default, Crystal Reports gives you five design areas to use when building your
report: Report Header, Page Header, Details, Report Footer, and Page Footer.

D ezign

HEpDrt HEadEr ............................

PEIQE H EEIler ............................

Cebal 0 R R

HE!FII:IH: F':":'tE-'r ............................

Page Footer ] o

Each area contains only a single section when you first begin your report. There
are certain reporting tasks that you can perform most efficiently by creating
multiple sections within an area, such as:

e Putting conditional messages in form letters

o Formatting objects/sections differently based on field values

e Alternating background colors on a row-by-row basis

o Eliminating blank lines when fields are empty

e Adding blank lines under specific conditions

When you understand the power of multiple sections, you discover many ways
that you can use them to produce the report effects you want. Following are some
ideas for using multiple sections:

Suppose you want to display current order amounts in the Details section. If the
customer has outstanding amounts you want to display them as well. You add an

additional Details section b, and conditionally format to display only if there are
outstanding order amounts.
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You are printing an employee listing grouped by Employee Name. You have
information on each employee, including address, telephone, start date, and sales
for the last month. You also have a field that displays the employee's picture that
you want to display beside the printed data. You cannot put it in the Employee
Name group header because it prints above the rest of the data and takes up too
much space. So you create a second group header section, put the picture there,
and then underlay the second section under the Details for each employee.

You need a single page summary report of the top twenty customers. Included in
the report, you need a graph that shows each region's percent of total sales. There
is not enough room to print the graph above or below the customer listing. Put
the graph in a Report Header b section and underlay it under the Details section
to print the graph beside the data.

Your report prints customer invoices and a list of the orders in the last month.
You want to include a nice letter to thank paid up customers for keeping their
account current. For overdue customers, you want a more forceful letter asking
them for payment. You can create two Group Header sections and conditionally
suppress each one depending on the condition of the account. The Detail section
would show all orders that have not been paid along with their due dates.

These are only some ideas for using multiple sections. You are going to try some
of these ideas in following exercises.

Using the Section Expert to Work with Sections

In the Section Expert, you can easily insert, merge and delete sections. You can
also move sections within an area and conditionally format sections. Remember,
you can open the Section Expert in three ways:

e Choose Format/Section...
o Click the Section Expert button @

e RIGHT click the section name you want to format, then choose Format
Section... from the shortcut menu
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Sechion Expert

Irnisert | Qeletel tderge ITI"'I

Sectiong:

Repart Header

FPage Header

Group Header #1: Cugtomer. Customer Mame - A
Details

Eroup Footer #1: C
Fage Footer
R epart Footer

1. Customer Mame - &

| | »

©2004 Vision Harvest, Inc.

Comrman | Color |

¥ Free-Form Placemerkt

[ Hide [Drill-Doven OF)

[T Suppress [Mo Diill-D oven)
[ Print at Bottom of Page
[T Mew Page Eefore

[T Mew Page After

[T Eeset Page Mumber After
¥ FKeep Together

[ Suppress Blank Section

[ Undeilay Following Sections

L Yt Y 9 ]

o ]

Cancel Help

In the Section Expert, you can select the area with which you want to work in the
Section: list, and then click the Insert, Delete, or Merge buttons to manipulate
additional sections in that area. The arrow buttons allow you to move sections

within an area.

You can also perform all these section procedures from the Section shortcut
menu. RIGHT click on the left side of the screen where you see the section name
of the section you wish to change. The shortcut menu contains commands for

inserting, merging, deleting and moving sections.

Details a

Hide [Crill-Dronry OE]

Format Section. ..

Inzert Line
Delete Last Line
Arrange Lines
Fit Section

Inzert Section Below
Merge Section Below
kowve Section...

Delete Section

Cancel Menu
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WARNING: If there is currently only one section in an area,
the Merge, Move and Delete commands do not display. You
only see the Merge command if you RIGHT click on a section
that has another section of the same type below it.

Crystal Reports has a true shortcut for inserting a section below an existing
section. Left click on the vertical separator bar in the section you wish to add.
Hold down the mouse button until the mouse pointer changes to a double-headed
arrow with a single line horizontally separating the arrows. Drag the line up or
down and release. This method of inserting a new section keeps all the formatting
from the section above.

Vertical
Separator

Design

Fiepart Header SEREEREES

Page Header i

Detailz a N

Dietails b || Feae e e e aaa .

Report Footer B

FPage Footer o || e E e oG o

R/

« Exercise — Insert an Additional Report Header Section

1. Create a report of Last Year’s Sales by Country using the Top Customer
table in the Xtreme Sample database. Save and name the report LYS by
Country.

2. Group by Country.

3. Insert the Customer Name and Last Year's Sales fields into the Detail
section. Shorten the fields and move them to the left side of the report.

4. Summarize the Last Year’s Sales field. Move the Group #1 Name field
from the Group Header into the Group Footer.
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5.

6.

7.

Change the column title for the Customer Name to Country.
Hide the Group Header #1 section and the Details section.

Place a text object into the Report Header section with the title Last
Year’s Sales by Country. Format the title like the illustration below.

Place a Bar Chart in the Report Header. Graph the groups on change of
Country. The value should be the Sum of Last Year's Sales.

Turn off Automatically set chart options in the Type tab. In the Options
tab, set the Bar size to average, turn off the Legend. In the Text tab, turn
off all Auto-Text titles and delete all the text in the labels. When
finished, insert the graph.

10. After Crystal Reports places the graph in the report, move it to the right.

11. Save and preview the report.

The report should be similar to the following illustration:

ERCrystal Reports - [LYS by Country] HEE
File Edit Wew Insert Formatb Database Report  Analvzer  Window Help _|ﬁ||5|
DE-HSLa7F B0~ @EDE DAL QNS BT ]|
| =2 t(sruje==s , x 5% %]
Design | Previgw | Taday 12:535|ﬁ|i| Tof 1+ Llﬂlll
Last Year's Sales
by Counixy
Cownt Lo V' Sd=
Bodam Bumm am 55,004 35
Amgencina S5SNI
Fionk 01000 00
cria DO, a0 00
EBdpum GicCo 00,000 00
Ewlei 100

E raxil

N
FaoDx koo 3o

Svmdnm S Je
Cloces Rica

200,000
135,351 30

155,551 30
56,405 00

SEES RS B8 R

Cnphoen o md Cde 99,450 70

07, 45070
65,305 A0

65,3055 40
=5 Fur Sananaleo)

55,370 14

= GF005 00
SudCrda 62,000 50
55,787 50
300,000 00
Lot

For Help, press FL

[Records: 47
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The report would look better if the graph displayed beside the records. You can
underlay the Report Header to accomplish this. However, if you underlay the entire
Report Header, then the title also displays under the customer information. To
resolve this issue, you can create an additional Report Header section, place the graph
in the additional section, and underlay only that section. The title remains in Report
Header a, displaying above the data. The graph in Report Header b displays beside
the data because you under laid the data following it.

12. Return to Design view.
13. Click the vertical separator in the Report Header section.
When you hold down the mouse button, the mouse pointer changes to a

horizontal line with a double-headed arrow.

14. Drag the mouse pointer until the shadow line displays just under the report title.
The title now displays in Report Header a and the graph in Report Header b.

«+ Exercise — Underlay a Section

1. RIGHT click the section name for Report Header b, then choose Format
Section...

2. Click the Underlay Following Sections check box, then click

ok

3. The use of a second Report Header section also lets you center the report title
without the under laid text printing on top of it. Move the title text object to
center it approximately on the report page.

4. Save and preview the report.
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The report should look like the following illustration:

ﬁ:-[rrstal Reports - [LYS by Country] [ [= ] %]

File Edit Miew Insert Faormak Datsbase Report  Analyzer  window  Help _|E’|§|
DE-HB&adF iRy~ - @@ R S Mz -]
| HF =& &[0 |8 & % & %8| =g

Dezign | Preview | Today 12:53 Elﬁlil Taf1+ Llﬂlll
u---|---1---|---2---|---3---|---4-- I---5---I---B---I---?---I---u
Last Year's Sales
by Coundry
i Cowny Lo Ye'aSdm
C|- Sodom Bums Aia 55,604 5
- Ammaring 55,5054 75
- Fiznb 200,000 o0
N Aueeria B0, 0000
t - Edpum Bibe Co 00,000 00
Evlgamn 200,000.00
| Fio [ koo Bhaa 155,551 0
- E raxil 135,551 30
= SodamSm o 56,543 90
: e Biea S5, AT 00
|- Cnpebogn Spou mod Cde Wl ds 0
Tunreark ST, 450 T
|- [ . s 63,505 4
N Dtrnin icon Faput: 5S40
— a5 Py 500,000 00
g Hhebrd S00,000.00
- Louids Spoa 55,370 14
E o S Cmunmllz 65,005 00
z Sud Oy GE,000 50
- Spmu Al 32,787 50
- Fana pfminnn Spaos 00,000 00
- Francs SR 1514
- Fola Lo Rida 500,000 00
-E - Do o Riod B oulboua 39,468 94
t Cmaan 3
|- EmiSuhpm Span 50,255 10
- Hurgary S0,255.70
'E - themlme Berda Si,000 00
- Hilo = Cpde 27,9006 45
- Creknd 177000545
[ — 200,000 o0
- & oo Moo 131,444 6o
- Cyds Cur Fooe 201,000 00
Leabr ST, e
": - Bcpda dlm 6,627 65
thexdolon o @ iwdm 250064 20
& — H =
T E[E E» %
Far Help, press F1 |Recu:urds: 47 |1I3I:I°.-’o

Conditionally Formatting Multiple Sections

Now that you have a nice looking sales summary report, suppose you want to
include a congratulations message to those countries’ sales reps that collectively
sold more than $500,000. You want to display the message directly under the
name and sales figure for the county.

The Country name and sales figure are in the Group Footer section. If you put the
message in either section below that it will not display where you want. If you
put it in the Group Footer under the name and summary field, the spacing is
added to each group. The result is blank spaces where the message is suppressed.

To solve this problem, you can add another Group Footer section, add a text

object with the message in Group Footer #1b, and then conditionally format to
suppress this section if the Sum of Last Year's Sales field is less than 500000.
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« Exercise — Conditionally Format Multiple Sections

1.

2.

Return to Design view.

RIGHT click the Group Footer #1 section name, then choose Insert
Section Below.

Add a text object to the Group Footer #1 b section.

Type Congratulations to the sales representatives for this country.
You have each won an all expense paid trip to St. Thomas!

RIGHT click the Group Footer #1 b section name, then choose Format
Section.

Click the button after the Suppress (No Drill Down) check box.
Enter the following formula:

Sum({Top_Customers.Last Year’s Sales},{Top_Customers.Country})
< 500000

Accept the formula. Close the Section Expert. Save and preview the
report.

The message should only appear for those countries that have a Sum of
Last Year's Sales over $500,000.

Close the report.
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Suppose you need to create a Quarterly Sales report that shows the sales for last
year (1997). This will be a summary report including a graph of the sales for each
quarter and the sales totals for each employee. The finished report needs to look
like the following illustration:

E___E:-Errstal Reports - [Report2] [_ 5] =]
File Edit ‘iew Insert Format Database Report  Analyzer  Mindow Help _|5’|i|
DE-HESad 7 i R0 - @@z EDH&G0D| M0 -]\
| D=4 Bz o[ == ; % =%
Dezign | Preview Today 13:25 Elﬂlﬂ 1of1 Hﬂlﬂ
E"'H_el:'mt2 || 1 1 2 1 ] o - S ] [ IR -
--'I.-"'ISEI?' | =
¥ 41997 —I
5 741957 1997 Sales Report
- 1041997 B
. Prinfed on April 25, 2001
. Quarterly Sales | Total Sales
s January 1097 $632,599.84
April 1997 $866,033.31
: 553,638 $3L.A00 July 1997 $714,813.61
o Ocioher 1997 $653,638.42
W 11997 221%
- W 4419497 a0.2%
[ 7aoar 24.9°%
- O 104997 Z28%
- Total: 100.0%
o
i §714,214 -
1| | |

=EES B S8

For Help, press F1 |Reu:u:urds: 1563 |1|:||:|°,f.-_.

1. Start by creating a new report based on the Xtreme sample data. Add the
Employee and Orders tables.

2. Insert a group on the Order Date field. Choose to print the group once for
each quarter. Insert another group on the Last Name field.

3. Select only records in 1997 using the between operator.
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10.

11.

12.

13.

14.

15.

Put the Order Date field and the Order Amount field into the Details section
at the RIGHT side of the report.

Summarize the Order Amount field by Order Date (Group #1) and by
Employee Last Name (Group #2). Format the summary fields to have
currency symbols.

Move the Group #1 Name field into the Group Footer #1 and position it close
to the summary field. You may need to resize it too. Do the same for the
Group #2 Name field. Reformat the Group #1 Name field to look like the
following: January 1997.

Add the title and the print date to the Report Header. Format them like the
example above. Add the Xtreme logo to the Report Header.
Hint: Use two text boxes and draw a line between the two text boxes.

Suppress the Page Header and hide the Group Header sections, the Group
Footer #2 section and Details section.

Now you are ready for the extra sections. You need to create a subtitle that
you do not want to underlay. You also need to create a graph of the sales by
quarter. This you do want to underlay so it appears beside the sales totals.
Since both these items must appear only once on the report, you need to put
them in the Report Header, so create two additional Report Header sections.

Add a text object to Report Header b with the subtitle Quarterly Sales.
Format the text to match the sample on the previous page.

Add a pie chart that graphs the Order Date group on the Sum of Order
Amount. On the Options tab, display the values and format them to look like
currency with no decimals ($1). Turn off all the Auto-text entries on the Text
tab and delete any text.

Move the chart to the left of the Report Header ¢ section and resize to be
only 4” wide. Resize Report Header a to be about 1” tall.

Turn on the Underlay following sections command for Report Header ¢ but
not for Report Header b.

Finally you want to add a title for the quarterly sales figures. Add a text
object to Report Header b that lines up with the Order Amount summary
field. Type Total Sales. Format the box to be bold with a bottom single
border.

HINT: Since the Order Amount summary field is a number and aligns on the
right; use a guideline to align the text object and the summary field on their
right edges. Right align the text in the text object.

Save this report and name it Quarterly Sales. Preview the report.
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Challenge Exercise — Conditionally Formatting Multiple Sections

Suppose you also want to include a message in the report that congratulates all
the sales reps with sales over $120,000 for each quarter. The message only
displays when the sales person drills down on the quarter to see employee sales
for that quarter. You only want the message to appear under the employee names
meet the top sales goals for that quarter. The results should look like this:

Davolio $97,995.14
Dodsworth $92,981.82
King $119,831.99
Leverling $101,586.31
Peacock $122,472.28

Congratulations, Margaret! You are one of

the top sales producers for this quarter.

Suyama $118,770.88
October 1997 $653,638.42

Since the sales per employee is a summary field, there is no way to compare it
with summaries from other groups. So you need to add the message, then
suppress it based on a combination of which quarter it is and the employee name.

1.

2.

Return to Design view of the Quarterly Sales report.

RIGHT click the Group Footer #2 section name at the left of the screen, then
choose Insert Section Below.

Add a text box to the Group Footer #2b section. Type Congratulations, then
insert the {Employee.First Name} field. Then type ! You are one of the
top sales producers for this quarter.

Resize the text object so it looks good to you.

Now you are ready to conditionally suppress the Group Footer #2b section.
RIGHT click the Group Footer #2b section name, then choose Format
Section.

Click the ’.F::':. button after the Suppress (No Drill Down) check box.

Enter the following formula:
Sum ({Orders.Order Amount}, {Employee.Last Name}) < 120000

Accept the formula. Close the Section Expert. Save and preview the report.
Double click on the January 1997 sales to see if the formula worked.

Close the report.
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Lesson 3: Power Formatting with Multiple Sections

The drill-down pages of the report should look similar to the following illustration:

ER: Crystal Reports - [Quarterly Sales] [_[&] ]

File Edit View Insert Format Database Report  Analvzer Window Help _|E|£|
De-HEEd 7| =B - -|@A=aE|E 2S5 Me | Mo =
| 5 || I [ - . A |8 . %@ |8 =

Drezign I Presview | Jarwary 19597 | Today 1230 ﬁlﬁlil 1oft Llﬂlll
B 171357 Tz T T i 5 o

i Davolio

i Dodswarth ] &

- King —

- Lewverling —

i~ Peacock iy - Davolio $87,741.84

L Suyama -

|- Dodsworth $132,435.81
,-_ Congratulations, Anne! You are one of the

top sales producers for this quarter.

|- King $116,156.38

| Leverling $101,513.66
(v}

| Peacock $77,645.46

B Suyama $117,106.69
: January 1997 $532,500.84

ETEEG E|E P E

For Help, press F1 [Records: 304 [ [100%
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