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Welcome

Welcome to Seagate Crystal Reports, the most powerful Windows
reporting tool available today.

. If you are new to the product, you will soon understand
why more than a million users worldwide turn to Seagate
Crystal Reports for all their reporting needs.

. If you are upgrading, thanks for your vote of confidence.
Every effort has been made to make this release the best
ever, offering major improvements over earlier versions.

This manual has been totally redesigned to fit the way users tell
Seagate Software that they work. The emphasis is on getting the
job done in the easiest way possible. To eliminate confusion, a
show-as-you-go style that uses pictures liberally to demonstrate
procedures has been adopted.

Thismanual contains instructions for most of the typical reporting
tasks and for some very sophisticated tasks as well. It also
contains a great deal of conceptual information to help you better
understand databases, reporting, and the program itself.

There are many topics in this manual that deal with general areas
of interest such as placing fields, formatting your report, and
sorting records, as well as topics that deal with more specific areas
of interest such as advanced formula creation and accessing
different types of data.

In most chapters, the Hands-On topics flow from general to more
specific areas of interest. Consult What you will find in this chapter...
(first page of each chapter) to target the information you need in a
hurry.

Two kinds of Hands-On tutorials

Hands-On sections in this manual contain two types of tutorials:
1. Overview tutorials

2. Procedural tutorials
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Overview
tutorials

Procedural
tutorials

Overview tutorials present an overall view of a process. They are
designed to provide an understanding of the concepts involved
and are cross referenced to procedural tutorials for step-by-step
instructions on completing core procedures contained within
them. For example, a typical overview tutorial might discuss how
to place three unrelated reports in a single report. One of the
process steps is, “Create the first subreport.” No details on how to
do this are provided in the overview tutorial; a cross reference is
included to the procedural tutorial that will explain in a detailed
fashion how to create a subreport.

Procedural tutorials demonstrate core procedures that are used
again and again. For example, even though you may use
subreports in many different situations, the two detailed
procedures you need to understand are:

1. how to insert a subreport, and
2. how to link a subreport to the data in the primary report.

Each of these is explained in a step-by-step fashion using detailed
process tutorials.

Command, button, key, and control conventions

Commands
and buttons

Dialog box
controls

Key
combinations

Welcome to Seagate Crystal Reports

This manual uses the following conventions:

For easy recognition, command names and button names from the
standard and supplementary toolbars and format bar are
displayed in small caps. For example: NEw command, PRINT
button, etc.

Buttons, lists, check boxes, and other dialog box elements are
displayed in italics. For example, Suppress check box, OK button,
etc.

Keyboard shortcuts appear in the following forms:

. Delete means the Del key (either the Delete key, or the Del
key on your numeric keypad).

. Enter means the Enter, Return, CR, or [Ikey, depending on
which of these keys appears on your keyboard.



Other
conventions

Ctrl-Key, Shift-Key, and Alt-Key are examples of the
notation for two key combinations. Press the first key in the
combination (Control, Shift, or Alt), and, at the same time,
press the second key in the combination (designated above
as Key). For example: Ctrl-C means to hold the Control key
down and then press the letter C on your keyboard (Ctrl-C
is the Windows Copy command).

Text enclosed in double brackets (for example,
«information») is intended to expand or explain the
information that it follows.

Computer type indicates data that you are to enter using
the computer keyboard. It is also used to show example
formulas.

Field names appear in the following format:
{file.FIELD}

O file represents the alias of the table the field comes
from.

O FIELD represents the name of the field in that table.

Text that you should pay special attention to within normal
body text is underlined.

NOTES are used to provide extra or special information
regarding the preceding topic.

\WINDOWS\SYSTEM refers to the System subdirectory of
the Windows directory on your computer or network
server. By default, this directory is
CAWINDOWS\SYSTEM in Windows 3.1 and Windows 95
and CAWINNT35\SYSTEM32 in Windows NT 3.51 or
later. This directory may be different on your system. If you
are unsure, contact your network administrator, or refer to
your Windows documentation.

Related Topics lists point to other topics in this manual and
online Help systems that deal with related procedures,
additional uses for the same command or dialog box, or
alternative methods for accomplishing the same task.
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« Not all of the pictures used in the Hands-On sections reflect
exactly what you will see on screen.

0O Some of the example reports have been designed to
illustrate concepts only, not the actual look of your
finished report.

0 Some menus have been shortened by removing some of
the commands that are unrelated to the current
discussion.

O The data in some lists has been abbreviated to focus
attention on the specific items of interest.

O Insome cases, an individual screenshot illustrates both a
before and after state of a dialog box when such an
illustration can be done without confusion.

. In the Hands-On tutorial sections, be sure to pay attention
to the callout text accompanying all screenshots and
graphics. Often the callouts are steps necessary to complete
the tutorial and to pass by one inadvertently may cause
undesirable or incorrect results.

Using Seagate Crystal Reports documentation

In addition to this User’s Guide, the product includes a
comprehensive set of online and printed learning tools to help
you when you are getting started with the program and when you
need answers fast in your day-to-day reporting.

Whether you are a beginner or an expert, Seagate Crystal Reports
documentation provides a clear and easy path to productivity. For
a complete description of learning tools and suggested learning
paths, see Learning Seagate Crystal Reports, Page 35.

PROFESSIONAL EDITION FEATURES

© This User’s Guide is distributed with both the Standard and
Professional Editions of Seagate Crystal Reports. The following
list identifies those features and capabilities that are discussed in
the User’s Guide but that are available only in the Professional
Edition:

Welcome to Seagate Crystal Reports 5



« Crystal Web Report Server

« Crystal Report Engine Automation Server
. Crystal Report Engine Object Library

. Active Data Driver

« Crystal Data Object (CDO)

. Crystal Dictionary Designer

« Crystal Query Designer

. Reading SQL databases

. Reading Microsoft Exchange data files

. Exporting to ODBC data sources

Seagate Crystal Reports online Help features

The online Help systems included with the program are full of
useful information.

. Seagate Crystal Reports online Help (CRW.HLP)
This help file includes all the information included in the
Seagate Crystal Reports User’s Guide with special emphasis
on helping the user understand the interface with hundreds
of “How to” tutorials.

. Developer’s online Help (DEVELOPR.HLP)
Description of all functions and structures, conceptual
information, and sample code for the following:

ActiveX
Crystal Report Engine Automation Server

O

Active Data Driver
NewEra

PEPIlus

Report Engine API
Visual Basic API
VBX

VCL

O 0o ooooogd
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. Dictionary online Help (DICTNRY.HLP)
Dictionary online Help includes all the information you
need to create, modify, and work with dictionaries.

« Query Designer online Help (QUERY.HLP)
Query Designer online Help includes all the information
you need to create and edit queries for use in creating
reports

. Readme online Help (README.HLP)
ReadMe Help including topics such as the following:

O Obsolete API calls

Installation Topics

Configuration and SetUp Topics
Quick Start

International Partners Directory
BackOffice Reports

0 Using DBGrid with the Query Module

O 0o o o o

« Runtime File Requirements online Help
(RUNTIME.HLP)
Runtime Help including all the DLLs and UFLs distributed
with Seagate Crystal Reports including:

O the exact name,
O location, and
O description.

« Pro Sample Reports online Help (SAMPLE.HLP)
©) Sample Reports Help for Professional edition of Seagate
Crystal Reports including:

O the reports listed by type,

0O name of the sample report,
O description of each,
ad

list of financial functions used in each report with a link
to a complete description of the function,

0 Back Office sample reports.
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Standard Sample Reports online Help (SAMPLE.HLP)
Sample Reports Help for the Standard edition of Seagate
Crystal Reports including:

O the reports listed by type,
0O name of the sample report, and
O description of each.

Reports at a Glance online Help (RPTGLANC.HLP)
Reports at a Glance online Help is a complete online help
system for the Reports at a Glance application.

Here is just a sampling of things you will find in these help files:

Explanations of error messages and formula compiler
errors. Search for Error Messages and Formula Compiler
Warnings in Seagate Crystal Reports online Help.

Runtime information so you know which files to include
when you include the Crystal Report Engine with your
application. See Runtime File Requirements online Help.

Tips and Tricks: dozens of helpful hints for working with
Seagate Crystal Reports. Search for Tips and Tricks in
Seagate Crystal Reports online Help.

Formulas for study: a series of complex formulas that
showecase the use of Seagate Crystal Reports functions,
operators, and formatting language in solving a number of
real-world reporting problems. Search for Formulas in
Action Index in Seagate Crystal Reports online Help.

Specialized formulas: a collection of formulas that address
specific reporting needs. Search for Specialized Formulas in
Seagate Crystal Reports online Help.

Sample formulas: a number of topics contain sample
formulas that can be cut and pasted directly into the
Formula Editor to save you time. Search for Copying
formulas from online Help in Seagate Crystal Reports online
Help.

Formula functions and operators: a complete and detailed
list of all functions and operators you can use when creating
formulas including specialized financial functions used to
design our sample reports. Search for Functions or Operators
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or for the individual function or operator by name in
Seagate Crystal Reports online Help.

« Full documentation of the Report Engine API. Search for
Report Engine Functions in Developer’s online Help.

. Sample code for making calls to the Report Engine from
your C, Visual Basic, or Delphi application. Using the Copy
(Ctrl-C) and Paste (Ctrl-V) commands built into Windows
Help, you can copy this code and paste it as ASCII text into
any editor that supports Windows Copy and Paste
procedures. Search for Copying code from online Help in
Developer’s online Help.

« Full documentation of the Report Engine Class Library, a
C++ class library addition to the Microsoft Foundation
Class Library. Use the class definition in the Report Engine
Class Library to access the Crystal Report Engine from your
C++ application. Search for Class Library Index in
Developer’s online Help.

« Full documentation for the Crystal Custom Control, the
Crystal ActiveX control, and the Crystal VCL you can use
when working with development environments that
support them. Search for The Crystal Custom Control, The
Crystal ActiveX Control, or The Crystal VCL in Developer’s
online Help.

. Breakdown of sample applications included with the
program. Search for Sample Applications in Developer’s
online Help.

Online Help is a warehouse of information that can make your
reporting more productive and enjoyable. A comprehensive
indexing system and hundreds of search terms provide you a
variety of avenues for finding the help you need, right from your
computer. Once you see what's in the help system, you will most
definitely return to it often.
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If you need more help...

WEB SITE

http://www.img.seagatesoftware.com/

INTERNET

« Report Creation and Design
tsrcad@img.seagatesoftware.com

. Delphi/VCL
tsvcl@img.seagatesoftware.com

. dBase and Paradox
tsxbse@img.seagatesoftware.com

. Report Engine API
tscrpe@img.seagatesoftware.com

« Crystal Info Product Support
tscinfo@img.seagatesoftware.com

. Report Engine NewEra Class Library Issues
tsnewera@img.seagatesoftware.com

« Report Engine C++ Class Library Issues
tsmfc@img.seagatesoftware.com

. Miscellaneous Issues
tsmisc@img.seagatesoftware.com

« Operating System Specific Issues
tsosplat@img.seagatesoftware.com

« Visual Basic, VBX, OCX Support
tsvbocx@img.seagatesoftware.com

. PC database connectivity Support
tspcdata@img.seagatesoftware.com

« SQL/ODBC connectivity Support
tssql@img.seagatesoftware.com

« OLE Automation Tools
tsole@img.seagatesoftware.com
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« Web Developer Tools
Web Viewers
ActiveX Viewers
tsweb@img.seagatesoftware.com

. Holos, Essbase, and other OLAP Products
tsolap@img.seagatesoftware.com

COMPUSERVE
GO REPORTS

FAX SUPPORT
Fax Support (604) 681-7163

TELEPHONE SUPPORT
Telephone Number (604) 669-8379

For more information on these services, please see Product
Support, Page 635.

Welcome to Seagate Crystal Reports
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Installation and Quick Start

Installation and Quick Start

What you will find in this chapter...

Installation Requirements, Page 14
16-bit version, Page 14
32-bit version, Page 14
Installing Seagate Crystal Reports, Page 15
Windows 3.1 or NT 3.51, Page 15
Windows 95 or NT 4.0, Page 15
Installing on a network workstation, Page 16
Windows 3.1 or NT, Page 16
Windows 95 or NT 4.0, Page 17
Upgrading from a previous version, Page 17

Quick Start, Page 18

13



Installation Requirements

16-bit version The 16-bit version of Seagate Crystal Reports has the following
installation requirements:

« Microsoft Windows 3.1 or higher

o Minimum RAM: 8 MB (16 MB for Windows NT 3.51 or
higher)

« Recommended RAM: 16 MB (32 MB for Windows NT 3.51
or higher)

« Minimum hard drive space required: 18 MB
. Maximum hard drive space required:
O 75 MB for the Standard Edition
O 108 MB for the Professional Edition
32-bit version The 32-bit version of Seagate Crystal Reports has the following
installation requirements:

« Microsoft Windows 95 or Microsoft Windows NT 3.51 or
higher

o Minimum RAM: 8 MB (16 MB for Windows NT)
« Recommended RAM: 20 MB (32 MB for Windows NT)
« Minimum hard drive space required: 21 MB
. Maximum hard drive space required:
O 90 MB for the Standard Edition
O 148 MB for the Professional Edition

If your system does not meet these requirements, the program
may not run correctly.
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Installing Seagate Crystal Reports

Windows
3.1 or NT 3.51

Windows 95
or NT 4.0

Installation and Quick Start

Insert the CD or diskette in the appropriate disk drive.

4

Choose the RuN command from the File menu.

When the Run dialog box appears, type:
x:\setup

«X represents the appropriate drive letter.»
For example, if your CD is in drive d:, type:
d:\setup

Click OK or press Enter to activate the installation program.
The Installation dialog box appears.

Follow the directions on the screen to set up the program.

During the installation procedure, you can choose an Automatic
or Custom installation.

. If you select Automatic, all of the program files are installed
to your hard drive.

« If you select Custom, you will be given the opportunity to
select which program files are installed to your hard drive.

Choose RUN from the Start menu.

When the Run dialog box appears, type:
x:\setup

«X represents the appropriate drive letter.»

For example, if your CD is in drive d:, type:
d:\setup

Click OK or press Enter to activate the installation program.
The Installation dialog box appears.

Follow the directions on the screen to set up the program.

15



During the installation procedure, you can choose an Automatic
or Custom installation.

. If you select Automatic, all of the program files are installed
to your hard drive.

« If you select Custom, you will be given the opportunity to
select which program files are installed to your hard drive.

Installing on a network workstation

Windows
3.1 or NT

16

If you are operating a network workstation that runs Windows
locally and Seagate Crystal Reports is already installed on your
network server, you do not need to install the program on your
workstation. Instead, you can run the workstation setup
application that was installed with Seagate Crystal Reports.

During installation, you can choose a Full Network Install or a
Partial Network Install.

« A Full Network Install installs all application modules on
the network server and allows users to run the program
from the shared drive. This method is recommended for
diskless workstations.

« A Partial Network Install installs only the main application
modules on the network server. This type of installation
requires each user to run a workstation setup to install
several modules on the client machine. With this
installation method, the program will run faster and will
take up less local disk space than a Local Install.

Workstation setup (SETUP.EXE) is installed in the
\CRW\WKCSETUP (16-bit) or \CRW\WKCSTP32 (32-bit)
directory on the network drive on which Seagate Crystal Reports
was installed.

1 From the Program Manager, choose RUN from the File menu.
The Run dialog box appears.

2 Inthe Run dialog box, highlight the network drive and
directory in which Workstation Setup resides and run the
SETUP.EXE application.
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3 Follow the directions on the screen to set up your
workstation.

Windows 95

—

Choose RUN from the Start menu. The Run dialog box

or NT 4.0 appears.
2 Inthe Run dialog box, highlight the network drive and
directory in which Workstation Setup resides and run the
SETUP.EXE application.

3 Follow the directions on the screen to set up your
workstation.

Upgrading from a previous version

If you are upgrading from a previous version (4.5, 5.0, Crystal
Reports for Visual Basic, etc.), the installation routine ensures that
there will be no conflict between different versions of the program
running on the same machine. When it finds a previous version of
Seagate Crystal Reports on your system, the setup application:

installs the program to the directory you specify,

installs the new CRPE.DLL into the \WINDOWS\SYSTEM
directory,

renames DLLs in the WINDOWS\CRYSTAL directory,
installed by your previous version of Seagate Crystal
Reports, with *.OLD extensions. If, for some reason, you
need to use the older versions of the files later on, you only
need to rename them back to a *.DLL extension,

installs the PD*.DLLs and UX*.DLLs (16-bit) or the
P2*.DLLs and U2*.DLLs (32-bit), and several other DLL files
required by the program into the WINDOWS\CRYSTAL
and WINDOWS\SYSTEM directory and changes their
extensions from *.DLL to *.OLD, and

installs any common third party DLLs such as
CTL3DV2.DLL or WBTRCALL.DLL to the
WINDOWS\SYSTEM directory.

This upgrade procedure makes it unnecessary to change your
AUTOEXEC.BAT file.

Installation and Quick Start
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Quick Start

18

If you are an experienced Windows user who wants to get right
into the program, follow these steps to set up a report for the first
time.

NOTE: If you are not an experienced user, please refer to Learning
Seagate Crystal Reports, Page 35.

1

In Windows 3.1 and NT 3.51, start the program by double-
clicking the Seagate Crystal Reports icon in the Program
Manager. In Windows 95 and NT 4.x, click Start and then
select the program from the Seagate Crystal Reports program
folder.

Click the NEw button on the standard toolbar. The Report
Gallery appears.

Select one of the eight Experts to build a report with the help
of an Expert, click the Another Report button to use a template
for building your report, or click the Custom button to build a
custom report. If you click Custom, the Report Gallery
expands, and you can then select a Report Type and Data Type
for your custom report.

If you choose Custom and select:

. Data File, the Choose Database File dialog box appears.
Select the first database you want to activate for your
report.

. SQL/ODBC, the Log On Server dialog box appears.
Highlight the data source you want and then highlight the
first table you want to use from the Choose SQL Table
dialog box when it appears.

. Dictionary, the File Open dialog box appears. Highlight the
dictionary you want to use for your report.

The Design Tab appears with Report Header, Page Header,
Details, Page Footer, and Report Footer areas. You create your
report by inserting and formatting items in each of these areas.
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NOTE: If you want to use additional database tables for your
report and match them up on a record-by-record basis, click the
LINK EXPERT button on the supplementary toolbar and then select
the table(s) and set up the links in the Visual Linking Expert when
it appears. Search for Visual Linking Expert in Seagate Crystal
Reports online Help.

5

Each of the default report areas contains a single section. If
you want to add additional sections, click the SECTION EXPERT
button on the standard toolbar and add the sections you want
using the Section Expert.

Once you have added sections to an area, you can move,
merge, and delete them in the Section Expert. See How to add,
delete, move, and merge sections, Page 89.

If you want to toggle the grid on and off, choose the OPTIONS
command on the File menu and make your changes in the File
Options dialog box when it appears. See How to turn the grid
on/off, Page 86.

If you are working with the grid off and you want to use
snap-to guidelines for positioning objects, click the top or left
ruler wherever you want guidelines to appear.

. Move a field to a guideline until it snaps to the guideline.

. Move the guideline arrow to move the guideline (and any
objects that are snapped to it).

. Drag the guideline arrow away from the ruler to remove the
guideline. See How to add, delete, and move guidelines, Page 82,
and How to move and position objects using guidelines, Page 83.

If the Insert Fields dialog box is not visible, click the INSERT
FIELDS button on the standard toolbar. The Insert Fields dialog
box appears with the Database Tab active. This dialog box
displays a list of all of the fields in the active database table(s).
To speed the entry of multiple fields, the box remains on
screen until you click the Close button. You can move the
dialog box to a new location or resize it if you wish. See How
to insert database fields, Page 118.

Select the field(s) you want to appear on the report. You can
select and place them one at a time, or you can use the Shift-
click combination to select a number of contiguous fields or

19
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the Ctrl-click combination to select fields from the list at
random. Drag and drop is also active. Place the fields in the
Details section where you want them to appear.

10 If you place multiple fields, they will appear next to each
other in the order they appear in the Insert Fields dialog box.
The program marks the position of each field with a
rectangular frame. The characters in the frame indicate
whether the field is text (xxx...), number (555...), currency
($555...), date (12/31/99), time (00:00:00), dateTime (12/31/99
00:00:00), or Boolean (T/F).

NOTE: You can see the actual field names and field types by
toggling the Show Field Names check box on in the File Options
dialog box (Layout Tab). Search for Configuring Seagate Crystal
Reports in Seagate Crystal Reports online Help.

NOTE: The program automatically places field titles in the Page
Header section unless you have toggled the Insert Detail Field
Titles check box off in the File Options dialog box (Layout Tab).
Search for Configuring Seagate Crystal Reports in Seagate Crystal
Reports online Help.

NOTE: If you add additional Details sections to your report,
please note that field titles will only be placed in the Page Header
section for fields in the Details A (the original) section of your
report.

11 Once you have objects in place, you may want to adjust the
report sections somewhat. You do this using the shortcut
menu that appears when you right-click the shaded area to
the left of the section ruler.

. If you want to expand the section to accommodate an
additional line, choose the INSERT LINE command.

. If you want the program to automatically align the objects
in the section horizontally, choose the ARRANGE LINES
command.

. If you want to reduce the size of the section to eliminate
unnecessary white space above and below objects, choose
the FIT SECTION command. See How to add/delete white space
between rows, Page 241.
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12 To create a report title, you must first enter the title in the
Document Properties dialog box. Choose the SUMMARY INFO
command from the File menu. Enter atitle in the Title text box
of the Document Properties dialog box. Click OK. Choose the
RePORT TITLE command from the Insert | Special Fields menu.
A rectangular placement frame appears when you move the
cursor over your report. Click once in the Report Header (RH)
section to place the report title. The report title field will
contain the text that you typed in the Title text box of the
Document Properties dialog box. See How to add a title page to
your report, Page 131.

13 To see how your results will print, click the PRINT PREVIEW
E{ button on the standard toolbar.

If you want to speed processing time while building your
report, you can preview your report using only a small subset
of the available data. To do this, choose the PREVIEW SAMPLE
command from the File | Print menu. See Preview Tab, Page 72.

In either case, the program takes you to the Preview Tab. You
can fine tune your report in the Preview Tab if you wish while
seeing the results as actual report data. You can also close the
Preview Tab and continue working on your report in the
Design Tab.

14 If you want to:
. change the placement or width of a field,
. format a field, or
« insert a subtotal or grand total,

click the field to select it. Handles appear on the top, bottom,
and both sides of each selected field.

. To change the placement of the field(s), drag the field
placement frame to its new position using the mouse.

. To change the width of the field, drag the right or left
handle using your mouse.

. To format font, alignment within field, number, currency,
date display, border, color, indentation, or to summarize the
field, right-click the field. A shortcut menu appears listing
various commands for formatting and summarizing the field.

Installation and Quick Start 21



22

NOTE: If you want the formatting to apply only under certain
conditions, click the Conditional Formula button next to the
formatting property in the Format Editor, and create a formula
that defines those conditions. See Conditional formatting, Page 235.

NOTE: Many of the font and formatting options are available on
the format bar. See Format bar, Page 59, for more information on
the options available.

15 If you want to create a formula to make data calculations or
comparisons, click the INSERT FIELDS button on the standard
toolbar. When the Insert Fields dialog box appears, click the
Formula Tab to activate it.

« Click the New button. The Formula Name dialog box
appears. Enter a name for your formula and click OK. The
Formula Editor appears.

« Enter the formula in the Formula Editor. Enter fields,
operators, and functions by selecting them from their
respective scroll lists or type them in. You can check your
formula syntax via the Check button. When finished editing,
click the Accept button to return to the Insert Fields dialog
box. Click the Insert button to place the formula just like you
would a database field. See Formulas 101, Page 321, and
Advanced Formulas, Page 345, or search for Functions and
Operators and Variables in Seagate Crystal Reports online
Help.

16 To insert a subreport (a report within a report), click the
INSERT SUBREPORT button on the supplementary toolbar and
choose an existing report to import as a subreport or use the
Create Report Expert to create a new subreport. See How to
insert a subreport, Page 434.

« If you want the records in your subreport to match up with
the records in your primary report, click the Link Tab of the
Insert Subreport dialog box and specify the link in the
Subreport Links dialog box when it appears. See How to link
a subreport to the data in the primary report, Page 436.

17 To insert a cross-tab object in your report, click the INSERT
CRrROss-TAB button on the supplementary toolbar and set up
the cross-tab in the Cross-Tab dialog box when it appears. See
Cross-Tab Objects, Page 445.
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18 To create a parameter field (a field that prompts you for a

19

value whenever you retrieve data for your report), click the
INSERT FIELDS button on the standard toolbar, then click the
Parameter Tab in the Insert Fields dialog box when it appears.
Click the New button to set up a parameter field. Once created,
you can insert the parameter field in your report like a
database field or select it from the Fields list in the Formula
Editor.

« You can use parameter fields in your report (as title or label
prompts), in selection formulas (as selection criteria
prompts), and in formulas (for a variety of purposes
including specifying sort fields). See Parameter Fields, Page
391

To add a graph or chart, click the INSERT CHART button on the
standard toolbar. See Graphing, Page 405.

20 To insert a spreadsheet, picture, or other OLE object that you

21
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can edit from within Seagate Crystal Reports using the tools
from the object’s native application, choose the OBJECT
command from the Insert menu. See OLE, Page 415, and How
to insert a graphic/picture as an OLE object, Page 426.

To change the record sort order, click the SORT ORDER button
on the standard toolbar. The Record Sort Order dialog box
appears. Select the field(s) you want to use for sorting the
report data and the sort direction. See How to do a single field
sort, Page 281.

If you want to limit your report to specific records (for
example, the records of California customers that have year-
to-date sales greater than $10,000), click the first field on
which you want your selection to be based and click the
SELECT RECORDS button on the standard toolbar. When the
Select Expert appears, set up your record selection criteria. See
Record and Group Selection, Page 249.

To print your report, click the PRINT button on the standard
toolbar.

That’s it! It is that easy to build a report. To practice concepts
introduced in this Quick Start, proceed to Tutorial - Customer List,
Page 165.
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What’s New

What's New

What you will find in this chapter...

Sensational new interface gives you power and control, Page 26
Multiple section reports offer new reporting alternatives, Page 27
Subreports expand report usefulness, Page 27

Query Designer adds ad-hoc querying capabilities, Page 28
Conditional formatting adds new intelligence to reporting, Page 28
Parameter fields mean multi-purpose reports, Page 29

Text objects give you text with intelligence, Page 29
Preprinted-form reports easier than ever, Page 30

Enhanced cross-tab capabilities help identify trends, Page 30
More powerful formulas extend your capabilities, Page 31
In-place editing makes it easy to edit OLE objects, Page 31
Dragging objects between reports cuts creation time, Page 32
Web solution serves up variety of online reports, Page 32

HTML exporting simplifies Web activities, Page 33

New database support improves data access, Page 33

Running totals made easy, Page 34

Arbor Essbase support extends reporting capabilities to OLAP data
sources, Page 34

Smart Navigation, Page 34
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Sensational new interface gives you power and control

26
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The report design environment offers greater flexibility than ever
before.

The Design and Preview Tabs are broken into areas and
each area can contain multiple sections, each with different
data and/or properties. See ldentifying and working with
areas and sections, Page 71.

The Preview Tab now provides Smart Navigation
technology in the new Group Tree view. Using the Group
Tree, you can quickly drill down on group data to review
the details of each group. See Preview Tab, Page 72.

The Preview Tab now lets you expand and collapse report
sections so you can review data with different levels of
detail. See How to drill down on summarized data, Page 88.

The new Section Expert enables you to insert, delete, move,
merge, and format sections from one place. See Getting to
Know Seagate Crystal Reports, Page 51.

Vertical and horizontal guidelines make it easy to place and
align objects with precision. See How to add, delete, and move
guidelines, Page 82, and How to move and position objects using
guidelines, Page 83.

Multiple levels of undo and redo make it easy and safe to
experiment, and they provide a fail-safe mechanism against
inadvertent errors. See How to undo/redo activities, Page 87.

The standard and supplementary toolbars and format bar
can be moved, resized, and enlarged, enabling you to
customize your environment for maximum efficiency. See
How to move and resize toolbars and the format bar, Page 80.

These are just a few of the new features in the design environment.
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Multiple section reports offer new reporting alternatives

Now you can include multiple sections in any area of your report
and you can format each section independently of the others.
Using this capability you can:

« create custom form letters that deliver different messages to
different readers (See How to create a form letter using a text
object, Page 218.),

. format numbers and dates differently depending on the
audience (See How to format objects conditionally, Page 224.),

. create unusual printing effects (See How to alternate
background colors for rows, Page 226.),

. force objects to print in the order you specify, and more.

See Multiple Section Reports, Page 213.

Subreports expand report usefulness

What’s New

Seagate Crystal Reports enables you to create subreports and
place them in your report. You can create freestanding reports
based on tables that are not related to those in the primary report,
or you can bind the subreports to primary report data.

With subreports, you can create one report that provides all the
information you need instead of having to create multiple reports.
You will find it easier to create reports and analyze report data
with the new subreport feature.

Subreports can be inserted into most sections of the main report
and the main report can contain numerous subreports.

Existing report files ((RPT) can be used as subreports. Subreports
can have any report format; they can be cross-tabs or contain
graphs. Thus, you can present columnar data from one report
right next to a graph from another report.

Subreports let you present different types and views of data all on
one report for convenient viewing of information and efficient
analysis. See Subreports, Page 429.
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Query Designer adds ad-hoc querying capabilities

Seagate Crystal Reports now includes a powerful Query Designer
that allows processing of all aggregate functions on the database
server. A complete SQL Editor is included to fine tune your
queries. And, as you would expect, you can create reports from
query result sets. Ad-hoc queries, reports, or both? Seagate
Crystal Reports has it all. See Queries, Page 467.

Conditional formatting adds new intelligence to reporting

Seagate Crystal Reports has always been known for its flexibility
in formatting report data. This version takes a giant step beyond
earlier versions by allowing you to format data conditionally
based on whatever criteria you want to use.

. Do you want sales figures to print in red if more than 10%
under quota, in green if more than 10% over quota, and in
black in all other cases?

. When your data contains domestic and international data,
do you want to print dates and currency values in the
expected format for every country?

. Do you want a section to print only if it contains a record
from a Canadian company?

. Do you need to customize your report colors to meet
corporate standards or design requirements?

You can do these and countless other things using conditional
formatting.

Virtually all field, object, and section formatting (color, font,
border, alignment, visibility, and more) can be controlled by
creating simple, straightforward formulas. See Conditional
formatting, Page 235, Formulas 101, Page 321, and Advanced
Formulas, Page 345.
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Parameter fields mean multi-purpose reports

Now you can create parameter fields. Parameter fields prompt
you for a value when the report is run for the first time or the data
is refreshed. With parameter fields, you can:

. change report titles or labels,

. modify record selection criteria,

« specify sort fields, and

. set threshold levels for flagging purposes,

all by responding to simple prompts when you run the report.
Using parameter fields you can create a single report that satisfies
a number of needs. It makes your work easier and more efficient.
See Parameter Fields, Page 391.

Text objects give you text with intelligence

What’s New

Text objects give you flexibility and control when you insert text
in your report.

. Text objects replace text fields. A text object can contain a
character, word, paragraph, or even an entire document,
making them perfect for creating customized form letters.

. Each text object contains its own mini word processor,
making it easy to insert and edit text.

. Text objects and elements within text objects can be
independently formatted with fonts, colors, line breaks,
tabs, and more.

. Database fields can be inserted into a text object in-line with
automatic trimming to fit properly within text. Text objects
can also contain formula fields.

. Text objects can be inserted and edited in-place on the
report, making report design easier. Now you can readily
see how a text object looks on the page in relation to other
objects.
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« Presentation quality is improved with total control and
flexibility over text object formatting. See How to insert text
objects, Page 120.

Preprinted-form reports easier than ever

The ability to design reports that print on forms is greatly
enhanced now that you can place objects anywhere in the new
freeform, drawing program-type environment. New rulers and
guidelines facilitate the precise placement of objects on the form,
and the built-in tab and ruler capabilities in text objects gives you
more flexibility and control. There’s even a new Forms Expert that
speeds the design process. For fast, efficient reporting on
preprinted forms, you can not beat Seagate Crystal Reports. See
How to make an object underlay a following section(s), Page 124.

Enhanced cross-tab capabilities help identify trends

Cross-tabs are now objects that you can insert into your report.

« You can insert as many cross-tabs as you need, and you can
even insert cross-tabs in subreports. See How to create a
cross-tab object, Page 452.

« You can use formulas that are defined elsewhere on the
report in cross-tabs.

« You can include multiple summary fields or calculations in
your cross-tabs. For example, for a single item you can
summarize both quantity and price information. See How to
create a cross-tab with multiple summary fields, Page 459.

« You can independently format rows and columns with
background colors, borders, and fonts for better looking
and easier-to-understand cross-tabs. See How to format a
cross-tab, Page 463.

« You can print cross-tabs that extend beyond the width of a
page. You can also create cross-tabs that are longer than a
single page and the program will automatically repeat the
column headings at the top of each page. See How to print
cross-tabs that span multiple pages, Page 466.
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« You can design and edit cross-tabs easily with the ability to
call up the Cross-Tab Expert from both the Design and
Preview Tabs. See Cross-Tab Objects, Page 445.

Using these capabilities, you can create sophisticated cross-tabs
like this with ease:
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More powerful formulas extend your capabilities

Seagate Crystal Reports includes new functionality that lets you
create even more powerful formulas than ever before. With Date,
Time, and DateTime data types, you can now create date
formulas, time formulas, and date/time formulas. With the ability
to place arrays in variables, all new running total functions, as
well as specialized financial functions, your complex reporting
needs are easier than ever before. See Advanced Formulas, Page 345.

In-place editing makes it easy to edit OLE objects

Seagate Crystal Reports draws upon OLE technology to add solid
new functionality to your reporting environment.

« All pictures are converted to static OLE objects. Double-
click an object and the program displays the tools to edit
that object, all while staying in Seagate Crystal Reports.
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« While working in the Design Tab, you can convert OLE
objects to a format that is supported by your editing tools.
For example, if you have a .TIF picture and no .TIF editor,
you can convert the picture to a Paintbrush format that can
be edited in the paint program that ships with Windows.
See OLE, Page 415.

Dragging objects between reports cuts creation time

Now you can open multiple reports and drag many kinds of
objects between them. Now there is no need to “reinvent the
wheel”. If you have an object in one report and you need to use it
in a different report, just drag it where it is needed.

You can also drag objects into Seagate Crystal Reports, from any
application that is an OLE server application. Microsoft Word and
Excel are examples of this kind of application. Just highlight the
object (such as text or worksheet cells) and drag it into the report.
The object becomes part of your report. Double-click it and you
can edit it in place using the application you created it with. See
OLE, Page 415.

Web solution serves up variety of online reports

32

The Web Server’s Java and ActiveX viewers enable you to publish
Active Server reports that can be viewed with a browser. These
reports can be created on-the-fly using either archived or newly-
refreshed data. Web reports created with Seagate Crystal Reports
aren’t static “snapshots.” Users can point and click (drill down) to
see the details behind summarized data, change selection
formulas, parameter fields and even SQL stored procedures.
Reporting was never easier across the internet or within an
enterprise via an intranet. See the Technical Reference for further
information.
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HTML exporting simplifies Web activities

With Seagate Crystal Reports, you can now export your reports
directly to HTML format. With this capability, you can publish
your reports on the World Wide Web and on organizational
intranets. Combining this capability with other Seagate Crystal
Reports features, you can add dynamic reporting to your web
applications. Some benefits of exporting to HTML include:

« HTML report can be viewed by any web browser.

« Specific Microsoft, Netscape, and Oracle web extensions are
available when exporting to HTML.

« Reports are automatically converted to HTML, saving you
time and tedious effort when preparing database
information for the web.

As the Internet and intranets become more and more important to
many businesses, Seagate Crystal Reports is providing the tools
you need to take advantage of the new opportunities. See How to
export reports, Page 148, and search for HTML in Seagate Crystal
Reports online Help.

New database support improves data access

What’s New

Seagate Crystal Reports now supports more databases than ever,
and it provides new ways to access previously supported data for
enhanced performance. The program now ships with drivers for
INFORMIX, Microsoft Exchange, ASCII, DB2/2, Access, Excel,
SQL Server, Oracle, Sybase, Lotus Notes 3.0 (16-bit, Pro only),
scalable SQL (16-bit), and more 32-bit drivers, including FoxPro
and Btrieve, than ever before. It has native drivers for
INFORMIX< ACT! 3.0, Arbor Essbase, IBM DB2 (DB2, DB2/2,
DB2/400, DB2/6000), Centura (16-bit), Microsoft Exchange, 11S,
SMS, SQL Server, NT Event Logs, Pervasive Scalable SQL (16-bit),
Sybase X 2 (16-bit), Paradox, Web Activity Logs, Oracle X 2 (16-
bit), Access via Jet, and more. Connecting to your data has never
been easier. See Working With Databases, Page 513, and Data
Sources, Page 583.
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Running totals made easy

Seagate Crystal Reports has always been the industry leader when
it comes to sorting, grouping, and totalling data. With the
inclusion of specialized running total functions, it extends its lead
even further. Now you can create running totals in a list, running
totals group-by-group, and other advanced totalling activities
using fewer and less-complex formulas than ever before. See
Advanced Totalling, Page 377.

Arbor Essbase support extends reporting capabilities to
OLAP data sources

Seagate Crystal Reports has always been known for its ability to
report on a wide range of PC and SQL data sources. It now reports
on Arbor Essbase OLAP data as well. Whether your databases are
relational or multi-dimensional, you can use Seagate Crystal
Reports to produce professional reports quickly and easily. See
Reporting on OLAP data, Page 191.

Smart Navigation

34

Seagate Crystal Reports enables you to use Smart Navigation to
jump immediately to the report information you want to see. The
program displays a high level outline of the report, showing the
hierarchy of groups and subgroups in a familiar tree format.
When you click on the tree node for the group that interests you,
the program jumps immediately to the part of the report that
contains the information for that group. You don't have to page
through long reports trying to find specific pieces of information;
with Smart Navigation, one mouse click and you're there.

Seagate Crystal Reports User’s Guide



3 Learning Seagate Crystal
Reports

What you will find in this chapter...

Learning Seagate Crystal Reports, Page 36
User’s Guide, Page 36

Online Help, Page 43

Books Online, Page 43

Sample Reports, Page 44

Glossary, Page 44

Sample Data - CRAZE.MDB, Page 45
Suggested learning paths, Page 47

Leamning Seagate Crystal Reports
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Learning Seagate Crystal Reports

User’s Guide

Seagate Crystal Reports comes with a wide variety of tools and a
comprehensive sample database to help you learn the program
and use it efficiently.

The purpose of this chapter is to:
. explore the various learning sections in this manual,
. introduce the other tools that come with the program, and

« suggest learning paths based on your background.

36

The following is a short description of each chapter in this manual
for easy reference. It is recommended that you read through these
brief descriptions in order to familiarize yourself with the content
and design of the manual to make locating information later more
efficient.

WELCOME TO SEAGATE CRYSTAL REPORTS

Welcome to Seagate Crystal Reports, Page 1, is an introduction to
Seagate Crystal Reports documentation. This chapter provides an
overview of all documentation included with Seagate Crystal
Reports, special conventions used, as well as a handy directory of
important phone, fax, and e-mail addresses for contacting Seagate
Software, Information Management Group.

CHAPTER |, INSTALLATION AND QUICK START

Installation and Quick Start, Page 13, includes everything you need
to getting up and running with Seagate Crystal Reports. Intended
for experienced users and new users who like to “learn by doing,”
the Quick Start covers all of the key elements of working with the
program in a few short pages.
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CHAPTER 2, WHAT'S NEW

Seagate Crystal Reports has been enhanced for this release. What’s
New, Page 25, identifies and describes the main new features, and
points you to sections of the manual where they are discussed in
depth. Users who are familiar with earlier versions of Seagate
Crystal Reports will benefit the most from this chapter.

CHAPTER 3, LEARNING SEAGATE CRYSTAL REPORTS

Learning Seagate Crystal Reports, Page 35, introduces you to the
varioustools available for learning Seagate Crystal Reports. It also
suggests learning paths that you might follow based on your
background.

CHAPTER 4, GETTING TO KNOW SEAGATE CRYSTAL
REPORTS

Getting to Know Seagate Crystal Reports, Page 51, introduces you to
Seagate Crystal Reports. In this chapter you will learn about the
tools, the pointers, and the tabs you will use to design, preview,
and analyze your reports. This chapter explains what to do and
then shows you how to do it. All levels of users will benefit from
reading this chapter.

CHAPTER 5, REPORTING 101

Reporting 101, Page 95, concentrates on the basic concepts of report
design, and then explains, in easy terms, the things you should
understand and consider in order to:

« select database tables,

« select fields,

. place objects on your report,

. sort, group, and total data, and

« select records to be included in the report.

This chapter is written for people new to reporting, but contains a
lot of background information that users at all skill levels may
find useful. Armed with that kind of information, you will be
well-prepared to create powerful reports that run efficiently and
that provide exactly the information you need.
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CHAPTER 6, PRINTING, VIEWING, AND EXPORTING

Printing, Viewing, and Exporting, Page 135, details the ways you can
print, view, and export your finished reports. It introduces you to
a number of printing considerations, shows you how to use the
report viewers (including the Active X and Java viewers that work
in web browsers), and it explains how you can export your reports
in various formats to a variety of destinations such as e-mail,
Lotus Notes, and Microsoft Exchange.

CHAPTER 7, TUTORIAL - CUSTOMER LIST

Tutorial - Customer List, Page 165, is the primary tutorial for Seagate
Crystal Reports. It is a product introduction that leads you step-
by-step through the creation of a report, introducing you to may
of the key features of the program in the process. This tutorial has
been written for the new user. No prior knowledge of reporting is
expected. By the time you finish the tutorial, you should have
enough understanding of the program to feel comfortable getting
started on your own report.

CHAPTER 8, REPORTING ON OLAP DATA

Reporting on OLAP data, Page 191, shows you how to create reports
with OLAP data from Arbor Essbase. While the procedures are
similar to working with PC and SQL data, there are several
additional tools in Seagate Crystal Reports for working with
multi-dimensional data sources.

CHAPTER 9, MULTIPLE SECTION REPORTS

Multiple Section Reports, Page 213, introduces the various kinds of
sophisticated reporting available when using the multi-section
reporting capabilities in Seagate Crystal Reports. These
capabilities enable you to create reports that treat individual
values differently based on sets of criteria you establish. With
multiple-section reporting, you can format objects and sections
differently based on field values, put conditional messages in
form letters, add blank lines automatically when certain
conditions are met, and perform many other reporting tasks.
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CHAPTER 10, FORMATTING

Formatting, Page 231, leads you through the steps that are
necessary to format your report. Formatting refers to those things
that you can do to change the layout and design of your report, as
well as the appearance of text, objects, or entire report sections.
Using the formatting tools in Seagate Crystal Reports, you can call
attention to certain data, change the presentation of dates,
numbers, and other values, hide unwanted sections, and do a
variety of other things to give your report a professional
appearance.

CHAPTER 11, RECORD AND GROUP SELECTION

Record and Group Selection, Page 249, shows you how to filter which
records and groups of records you want to be included in your
report. Using the record and group selection tools included in
Seagate Crystal Reports, you can do such things as including
records only for a specific group of customers, a specific range of
account numbers, or that fall within a particular date range.

CHAPTER 12, SORTING, GROUPING, AND TOTALLING

No other program has the sorting, grouping, and totalling
capabilities of Seagate Crystal Reports. Sorting, Grouping, and
Totalling, Page 271, provides a tour of the kinds of sorting,
grouping, and totalling you can do within a report, and then it
shows you how. This chapter is an excellent overview for both
beginners who may not understand sorting, grouping, and
totalling, as well as advanced users, who want to know more
about the program’s sorting, grouping, and totalling capabilities.

CHAPTER 13, FORMULAS 101

Seagate Crystal Reports is equipped with a powerful formula
language. Once you become comfortable working with formulas,
your reporting capabilities are virtually endless. Formulas 101,
Page 321, gets you started creating simple formulas. It familiarizes
you with the tools of the Formula Editor and leads you step-by-
step through the formula creation process. This chapter has been
written for people new to formulas and shows you exactly how to
perform each step. It is a chapter intended to get you beyond the
mystery of formulas and into using them for your everyday
reporting needs.
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CHAPTER 14, ADVANCED FORMULAS

Advanced Formulas, Page 345, gets into the realm of “what is
possible” with Seagate Crystal Reports. It shows you how to
create and use variables, how to “tweak” formula evaluation
times so the formula is evaluated against the “right” data, and
how to perform complex conversions. Written for the advanced
user, this chapter shows you how to use Seagate Crystal Reports
to create customized formulas for all your reporting needs.

CHAPTER 15, ADVANCED TOTALLING

Advanced Totalling, Page 377, introduces you to a number of
advanced totalling techniques. Seagate Crystal Reports, always a
leader in sorting, grouping, and totalling, includes special
functions that enable you to perform sophisticated running total
activities with ease. The tutorials included in this chapter
demonstrate techniques using these functions to produce running
totals in a list, running totals within record groups, as well as
other advanced totals.

CHAPTER 16, PARAMETER FIELDS

Parameter Fields, Page 391, shows you how to use parameter fields
effectively for formulas, record selection formulas, and other
reporting needs. Parameter fields are fields that prompt you to
specify a value each time you refresh the data in your report.
When you supply a value, the program runs the report using that
value. By using parameter fields in formulas, selection formulas,
and in the report itself, you can create one report that you can
modify quickly as your needs change.

CHAPTER 17, GRAPHING

Seagate Crystal Reports enables you to present summarized data
in colorful, easy-to-read charts and graphs. Graphing, Page 405,
shows you how to create graphs and how to use them in your
reports to make report data more meaningful and easier to digest
quickly. Users can even drill down to see the details behind the
graphical summaries.
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CHAPTER 18, OLE

Often when you insert a graphic, spreadsheet, or some other
object into a report, you may later find it necessary to change that
object. Normally to make the changes, you have to go through a
number of steps including saving files, opening additional
applications, etc. All of these steps can be avoided using Object
Linking and Embedding (OLE). OLE allows you to insert objects
(OLE objects) into a report from other applications (OLE server
applications) and then use those applications from within Seagate
Crystal Reports to edit the objects if necessary. OLE, Page 415,
shows you what is possible in Seagate Crystal Reports with OLE
and how to implement it.

CHAPTER 19, SUBREPORTS

A subreport is a report within a report. Using subreports you can
combine unrelated reports into a single report, coordinate data
that can’t be otherwise linked, and present different views of the
same data in a single report. Subreports, Page 429, shows you what
you can do in Seagate Crystal Reports using subreports and how
to create them.

CHAPTER 20, CROSS-TAB OBJECTS

A cross-tab is an object that summarizes data and then presents
the summaries in a compact row and column format that makes it
easy to make comparisons and identify trends. For reports that
use the word “by” in the report description (sales by state, orders
by customers, etc.), cross-tabs generally present more data in a
more compact easier-to-understand form than other reporting
methods. Cross-Tab Objects, Page 445, introduces you to the cross-
tab reporting tools, and it shows you how to create cross-tab
reports quickly and easily.

CHAPTER 21, QUERIES

Queries, Page 467, shows you how to create queries that you can
use for ad-hoc analysis or result sets for creating reports. Using
the Crystal Query Designer you can create, modify, and optimize
complex SQL queries with ease.
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CHAPTER 22, DICTIONARIES

Dictionaries are structured and simplified views of data that you
can create for some or all of the individuals in your organization.
Using dictionaries, users see only the information they need and
that you want them to see. They reduce support costs and time,
increase user productivity, and reduce data misuse, loss, and
damage. Dictionaries, Page 491, shows you how to set up and use
dictionaries to improve organizational efficiency and security.

CHAPTER 23, WORKING WITH DATABASES

Understanding database concepts, relational database design, and
performance considerations can help you get the most out of
Seagate Crystal Reports. Working With Databases, Page 513, leads
you through the basics and provides a detailed explanation of the
way the program accesses linked data. The information in this
chapter will help you optimize your reporting for maximum
efficiency. This chapter contains information both for the beginner
and the advanced user.

CHAPTER 24, DATA SOURCES

Seagate Crystal Reports works with all kinds of data, from simple
text files to advanced client-server SQL databases. Data Sources,
Page 583, shows you how the program connects to various data
sources and what files have to be in place to make the connection.
This is an in-depth chapter for advanced users who need to know
how Seagate Crystal Reports works beneath the surface.

APPENDIX A, REPORT PROCESSING MODEL

Seagate Crystal Reports uses a sophisticated multi-pass reporting
model for processing reports. Understanding when different
parts of the reporting process take place can help you design more
efficient reports and solve reporting problems. Report Processing
Model, Page 629, is written for the advanced user.

APPENDIX B, PRODUCT SUPPORT

Product Support, Page 635, introduces you to the various ways you
can obtain product support.
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Online Help

Books Online

Online Help includes all of the information from the manual as
well as a description of each command, dialog box, formula
function and operator, included with the program. Sample
formulas, sample records, group selection formulas, and
hundreds and hundreds of topics on virtually anything related to
reporting - online Help has it all.

In learning to use menu commands for example, online Help
gives you an explanation of what the command does, then a
thorough explanation of any dialog boxes the menu command
activates, and finally, tutorials for performing tasks using the
menu command. By working through the topics for any menu
command, you can find out why you would use it and become an
expert in its use.

You can navigate through online Help using the Contents Tab, you
can use the Search facility to look up topics by key words, or you
can use the full-text Find facility to pinpoint topics that contain the
word of interest. It is suggested that you take advantage of the
online Help often while learning Seagate Crystal Reports.

For more information on the help systems, see Using Seagate
Crystal Reports documentation, Page 5.

Books Online contains the full text of this manual, as well as a
complete Technical Reference in electronic format. Both online
books are included with the CD version; only the Technical
Reference is included with the diskette version of Seagate Crystal
Reports. These manuals have been created with Adobe Acrobat;
Acrobat Reader has been included on the CD and setup disks to
allow you to view or print these documents.

Books Online are hypertext documents with hundreds of jumps to
take you to topics of interest, related topics, and technical
information. Additionally, Acrobat Reader has a full text search
capability so you can find any topic of interest if you can think of
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Sample Reports

just one unique word it might contain. With electronic search and
jump capabilities, Books Online gives you the tools to find the
information you need in a hurry.

You can set up Books Online in a variety of ways to suit your
needs. Consult the Acrobat Reader Help System for a complete
explanation of the options.

Glossary

Seagate Crystal Reports comes with many professionally
designed sample reports in two categories:

1. General departmental reports cover a wide range of reporting
needs for many of the departments in an organization.

2. Financial reports address the specific needs of financial
institutions and corporate finance departments. (Financial
reports are available with the Professional edition only.)

The sample reports are valuable learning tools.

« By studying the content of the reports, you can see the kind
of information that is needed and how it is presented.

. By studying the layout and design of the reports, you can
see how the information is arranged for clarity.

« By studying the formatting of the reports, you can see how
key information is emphasized and what was done to make
the reports visually pleasing. See Sample Reports online
Help, SAMPLE.HLP.

14

Seagate Crystal Reports comes with a comprehensive glossary
explaining basic database and reporting concepts as well as issues
specific to the program. Unlike some glossaries which offer little
substance, this glossary gives in-depth explanations of terms from
Seagate Crystal Reports.

Reading the glossary is an excellent warm-up before you start
working with the other training aids.
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Sample Data - CRAZE.MDB

Seagate Crystal Reports comes with CRAZE.MDB, a sample
database you can use when learning the program. CRAZE.MDB is
a Microsoft Access 2.0 database and all of the necessary drivers are
included with the program. You should be able to open the
database directly and begin designing reports. Virtually all of the
examples in this manual are based on CRAZE.MDB data.

CRAZE.MDB is a database that contains data for Craze Mountain
Bikes, a fictitious manufacturer of mountain bikes and
accessories.

The database includes the following tables:

. Craze Info
Company data for the Craze Mountain Bike company
including the company logo in both color and black and
white.

« Credit
Information from customer credit memos such as credit
authorization IDs and amounts.

« Customer
Data for the customers served by the company.

. Employee
Company-oriented data for the employees of Craze
Mountain Bikes.

. Employee Addresses
Personal data for Craze Mountain Bikes employees.

. Orders
Identifying and tracking data for orders.

« Orders Detail
Line item data for orders.

« Product
Descriptive data for Craze Mountain Bike products.

« Product Type
Category data for Craze Mountain Bike products, including
product pictures.
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« Supplier
Data for the suppliers who serve Craze Mountain Bikes.

The links (relationships) between the tables are as follows:

CRAZE.MDB also includes:

« aquery (Top Customers), and

. aparameter query (Credit_Limits) that you can use to learn
how to report on those kinds of data sets, as well as,

. the Craze Info table which is not linked to any other table.
This table contains company information for Craze
Mountain Bikes.

NOTE: The sample data has been designed to illustrate various
reporting concepts in a training environment, not to teach
database design. While there are alternative ways of designing a
database, this design was selected to keep the tutorials and
examples focused on reporting, not on data manipulation.
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Suggested learning paths

There is no correct learning path for everyone; you have your own
needs, and will learn in your own way and at your own speed.
What follows are simply suggested learning paths for several
kinds of users.

The order of the elements in each path is a suggested order, yet
one that has been carefully structured to speed the learning
process. Locate the category that best describes your reporting
experience and follow the path from start to finish to get the best

results.
New user The following learning path is suggested for new users who
(business) expect to use Seagate Crystal Reports on a casual basis.

« Give the Glossary, Page 643, a quick read.

. Read Getting to Know Seagate Crystal Reports, Page 51.
. Read Reporting 101, Page 95.

« Read Printing, Viewing, and Exporting, Page 135.

« Work through Tutorial - Customer List, Page 165.

« Read Record and Group Selection, Page 249.

« Scan Sorting, Grouping, and Totalling, Page 271.

. Read Formulas 101, Page 321.

« Review Sample Reports, Page 44.

« Refer to online Help and the Hands-On skills tutorials as

needed.
Business user The following learning path is suggested for users who are
upgrading upgrading from an earlier version of Seagate Crystal Reports.
from an earlier « Scan the Glossary, Page 643, for new terms.
version « Read Installation and Quick Start, Page 13.

. Read What’s New, Page 25.
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New power
user
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Read Getting to Know Seagate Crystal Reports, Page 51.
Scan Reporting 101, Page 95.

Scan Printing, Viewing, and Exporting, Page 135.

Scan Multiple Section Reports, Page 213.

Scan Record and Group Selection, Page 249.

If you have limited formula experience, read Formulas 101,
Page 321.

If you have a working knowledge of formulas, read
Advanced Formulas, Page 345.

Scan Subreports, Page 429.
Review Sample Reports, Page 44.

Refer to Hands-On skills tutorials as needed.

The following learning path is suggested for new users who
expect to use many of the sophisticated features of Seagate Crystal
Reports.

Read Quick Start, Page 18.

Read What’s New, Page 25.

Read Getting to Know Seagate Crystal Reports, Page 51.
Scan Reporting 101, Page 95.

Scan Printing, Viewing, and Exporting, Page 135.
Read Multiple Section Reports, Page 213.

Scan Record and Group Selection, Page 249.

Scan Sorting, Grouping, and Totalling, Page 271.
Scan Formulas 101, Page 321.

Read Advanced Formulas, Page 345.

Read Advanced Totalling, Page 377.

Read Parameter Fields, Page 391.

Read Subreports, Page 429.

Read Performance considerations for all reports, Page 528.
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Power user
upgrading
from an earlier
version

New MIS user

Read Report Processing Model, Page 629.
Review Specialized Formulas in online Help.

Refer to the Glossary, Page 643, and Hands-On skills
tutorials as needed.

The following learning path is suggested for power users who are
upgrading from an earlier version of Seagate Crystal Reports.

Read What’s New, Page 25.

Read Getting to Know Seagate Crystal Reports, Page 51.
Read Advanced Formulas, Page 345.

Read Performance considerations for all reports, Page 528.
Read Report Processing Model, Page 629.

Review Power Formulas in online Help.

Refer to the Glossary, Page 643, and Hands-On skills
tutorials as needed.

The following learning path is suggested for MIS (Management
Information Systems) professionals who are using Seagate Crystal
Reports for the first time.
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Read Quick Start, Page 18.

Read What’s New, Page 25.

Read Getting to Know Seagate Crystal Reports, Page 51.
Read Multiple Section Reports, Page 213.

Read Advanced Formulas, Page 345.

Read Advanced Totalling, Page 377.

Read Parameter Fields, Page 391.

Scan Subreports, Page 429.

Read Performance considerations for all reports, Page 528.
Read Report Processing Model, Page 629.

Review Power Formulas in online Help.

Refer to the Glossary, Page 643, and Hands-On skills
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tutorials as needed.

MIS user The following learning path is suggested for MIS users who are
upgrading upgrading from an earlier version of Seagate Crystal Reports.

from an earlier .
version .
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Read What’s New, Page 25.

Read Getting to Know Seagate Crystal Reports, Page 51.
Read Multiple Section Reports, Page 213.

Scan Sorting, Grouping, and Totalling, Page 271.

Read Advanced Formulas, Page 345.

Read Advanced Totalling, Page 377.

Read Parameter Fields, Page 391.

Read Subreports, Page 429.

Read Dictionaries, Page 491.

Read Performance considerations for all reports, Page 528.
Read Data Sources, Page 583.

Read Report Processing Model, Page 629.
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4 Getting to Know Seagate
Crystal Reports

What you will find in this chapter...

The application window, Page 52

Menu bar, Page 52

Standard toolbar, Page 55

Supplementary toolbar, Page 57

Format bar, Page 59

Status bar, Page 60

Shortcut menus, Page 62

Cursors, Page 64

Design Tab, Page 66

Preview Tab, Page 72

Other fundamentals, Page 76

HANDS-ON (Report Design Environment), Page 80
HANDS-ON (Sections and Areas), Page 89
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The application window

The application window is clear and easy to understand.
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. The title bar identifies the current report and it contains the
standard Windows buttons.

« The menu bar appears just below the title bar.
. The standard toolbar appears just below the menu bar.
« The format bar appears just below the standard toolbar.

« The supplementary toolbar appears just above the status
bar.

« The status bar appears at the bottom of the window.

Menu bar
The menu bar is the command center of Seagate Crystal Reports.
Each option on the menu bar activates a drop-down menu of
commands that you can use to create, modify, print, and save
your reports.

52 Seagate Crystal Reports User’s Guide



File menu

Edit menu

The menu bar contains the following menus:
« File menu
. Edit menu
« View menu
« Insert menu
. Format menu
. Database menu
« Report menu
« Window menu

. Help menu

The File menu includes commands you can use to open, close, and
save files, to save files under a different file name, and create new
reports, mailing labels, and cross-tabs, as well as several other
kinds of reports. It also includes a command you can use to exit
the program. Additionally it contains commands that enable you
to preview your report before printing, to export your report to a
disk file in a variety of formats, to send your report to a printer, to
change page margins, and to select a printer if you want the report
to print on something other than the default printer. You can also
add summary information to help you identify your report as well
as change the default settings so the program works the way that
is the most efficient for you. Search for File menu Commands in
online Help.

The Edit menu includes commands you can use to modify aspects
of your report. It includes commands to undo and redo actions, to
edit fields, formulas, summaries, subreport links, OLAP
members, OLE objects, and OLE links, to view a sample of the
datain aselected field, and to cut, copy, and paste report and OLE
objects.You can also use Edit menu commands to show, hide,
move, merge, or delete report sections, delete groups, and to
convert static OLE objects to editable bitmaps. Search for Edit
menu commands in online Help.
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View menu

Insert menu

Format menu

Database menu
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The View menu includes commands you can use to modify the
user interface of the program. View menu commands enable you
to show or hide the standard and supplementary toolbars, format
bar, and status bar, to zoom in and out on your report to view it at
different magnifications, and to turn guidelines, the grid, and the
rulers on and off. You can also toggle the Group Tree view on and
off from the View menu. Search for View menu commands in online
Help.

The Insert menu includes commands you can use to insert
database fields, text objects, formula fields, parameter fields,
cross-tab objects, subtotals, grand totals, summaries (counts,
averages, etc.), groups, sections, and several special fields such as
print date and page number. The Insert menu also includes
commands that enable you to insert group name fields,
subreports, graphics, lines, boxes, graphs, and OLE objects into
your report. Search for Insert menu commands in online Help.

The Format menu includes commands you can use to change the
look of the elements in your report. It includes commands for
changing fonts and for adding field borders, background color,
and drop shadows. The Format menu has commands for
formatting fields that are embedded in text objects, for formatting
individual paragraphs in those text objects, and for entire sections
of the report as well. There are also commands for formatting
graphs as well as formatting and pivoting cross-tabs. Finally, using
Format menu commands, you can have the program automatically
arrange report objects, apply professionally designed styles to the
entire report, and move objects in a stack of objects forward and
backward. Search for Format menu commands in online Help.

The Database menu includes commands you can use to add and
delete tables for use with your reports, to change the alias used to
identify atable, and to link and unlink tables. It has commands for
logging on and off SQL and ODBC servers, for showing Essbase
report scripts, showing and editing SQL queries, and modifying
parameters for stored procedures. The Database menu also has
commands that direct the program to look for tables in new
locations, change database drivers used in your report, to remove
tables from a report and to adapt your reports appropriately if
there are minor changes in table structure. Search for Database
menu commands in online Help.
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Report menu

Window menu

Help menu

The Report menu includes commands you can use to select the
records or groups to be included in your report, select the order in
which report data is to be sorted (by record or by group), specify
subreport links, and specify a print date for your report. It has
commands for updating the data used in a report and for
gathering all the files you need for distributing your reports. You
can also use one of the Report menu commands to create an
executable version of your report that you can share with others
that do not have Seagate Crystal Reports. Search for Report menu
commands in online Help.

The Window menu includes commands you can use to rearrange
icons and windows. It also lists the report windows that are open
and includes a command that lets you close all report windows at
once, if desired. Search for Window menu commands in online Help.

The Help menu includes commands you can use to access Seagate
Crystal Reports online Help index and search facility that
provides context sensitive Help. It has commands for registering
the program, accessing technical information about your
computer system, and creating a technical support request. You
can toggle the Welcome dialog box on and off, and if connected to
the internet, you can access several key pages of the Seagate web
site using commands on the Help menu. One final command,
gives you information about the version of the program you are
using. Search for Help menu commands in online Help.

Standard toolbar

Seagate Crystal Reports groups several commonly used
commands on the standard toolbar that remains on screen at all
times (unless you decide to toggle it off in the Toolbars dialog
box).

The standard toolbar eliminates some of the steps needed to
activate the commands and can thus greatly speed your work in
creating reports. Each command available via the standard
toolbar is discussed in online Help. (Search for each command by
name.)
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NOTE: In the 32-bit version of Seagate Crystal Reports, you can
move the standard toolbar to another fixed location in the
window or set it up as a floating palette. See How to move and
resize toolbars and the format bar, Page 80.

If you are not sure what a button on the standard toolbar does,
place the pointer over the button and hold it there. A Tool Tip will
appear, giving you a quick description of the button.

The buttons on the standard toolbar perform the following
functions:

Create a new report.

Open an existing report.

Save your report.

Send your report to a printer.

Preview your report in the Preview Tab.

Export your report to a file or e-mail.

Refresh report data.

Cut selected object/data to the Clipboard.

g<| [=h| |E{ 1B (@ (L) (W |3

Copy the selected object/data to the Clipboard.

oy

Paste object/data from Clipboard to the report.

Undo an action.

S| |
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Redo an action.

Activate the Report Expert.

Format any section of your report.

Set record/group selection criteria.

Set record sort order.

&3 |9 ] |0

Insert a graph/chart.

=

Search for a specific record.

E

10z =] Sets the magnification factor for viewing your report.

*4? Context-sensitive Help.

Supplementary toolbar

[ |

Insert database, formula, parameter, and group name
- fields.

EJ,J Insert a text object.

; Insert a summary.

The supplementary toolbar gives you quick access to many
fﬁ] advanced report-enhancing experts and features. Activate the

supplementary toolbar by clicking the SUPPLEMENTARY TOOLBAR

button found on the far-right of the format bar.
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Insert a line.

Insert a box.

Insert a picture.

Arrange report elements automatically to best fit

page.

Activate Style Expert to apply a professionally-
designed style to your report.

Insert a group.

Insert a subreport.

Insert a cross-tab object.

Find Top/Bottom N records or sort on summary

information.

Activate the Format Editor to modify object
properties.

Compile your report.

Activate the Report Distribution Expert.

Define links between tables.
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Format bar

The format bar enables you to access many popular formatting
options with the click of a button or a selection from a drop-down
box. You simply select the data you want to format, then click the
appropriate button or list option to format the data.

Two drop-down boxes appear at the left side of the format bar.

||Times Hew Roman j I'IE j‘

Use these drop-down boxes for selecting new fonts and font sizes
if you want to use something other than the default.

The buttons on the format bar perform the following functions:

A
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Increase the font size of the selected data one point
each time you click the button.

Decrease the font size of the selected data one point
each time you click the button.

Change the selected data to boldface.

Change the selected data to italic face.

Change the selected data to be underlined.

Align the selected data flush left.

Center the selected data.

Align the selected data flush right.

When a number field is selected, places a currency
symbol with the number.?
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Status bar

When a number field is selected, places a thousands
? separator in the number.!
ar When a number field is selected, places a percentage
21 sign with the number.!
00 When a number field is selected, adds one decimal
i+ place to the number.?
oo, When a number field is selected, subtracts one
L) decimal place from the number.!
- Toggles the Group Tree’s Smart Navigation on/off in
i the Preview Tab. See Group Tree view, Page 74.
,:H] Toggles the supplementary toolbar on/off. See
Supplementary toolbar, Page 57.

The program refers to your setting in the International section
of the Control Panel (Windows 3.x, and Windows NT 3.51) or
the Regional Settings section of the Control Panel (Windows
95 and Win NT 4.0).
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The status bar at the bottom of the application window displays
valuable information to help users work with the program more
efficiently.

TOOLBARS/FORMAT BAR FUNCTIONS

When the cursor is over a toolbar or format bar button, the status
bar displays a short description of the button’s function.

MENU COMMAND DESCRIPTIONS

When you highlight a menu command, the status bar displays a
short description of the command.

CURRENT SELECTIONS

When you highlight or place an object, the status bar displays the
name of the object (or its object type) plus its location and sizing
information.
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To identify objects, the status bar displays:
. the words OLE Object for a picture or other OLE object,
. the alias and field name for a field,

« the words Line for a line, Box for a box, and Text for a text
object,

« the field type for special fields (Print Date, Record Number,
and so forth),

« the summary name for a summary or subtotal,

« the formula name for a formula, and

. the parameter field name for a parameter field.
The status bar also displays:

. how far the object is from the left and top boundaries of a
section, and

. how big the object is.

Using this information, you can easily move and resize objects
with precision.

Diztance from left Distance from top

Object Type section boundary section boundary
|Field: Custorer. Cuztomer Mame 23141102 |
Object Name Width Height

DATA RETRIEVAL INFORMATION

When you preview your report for the first time or refresh the
data in the Preview Tab, the status bar displays four figures that
describe the data retrieval processing.

1. The first number defines the number of records selected out of
the number of records read.

2. The second number defines the number of records read.

. If your report has a selection formula, the records selected
figure will typically be smaller than the records read figure.
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« If your report does not have a selection formula, records
selected will always be equal to records read.

3. The third number displays the total number of records that
will be processed.

. If your report is based on a single table, the figure that is
displayed should remain constant.

. If your report is based on linked tables, and if any one-to-
many situations exist, the figure will typically increase as
the program identifies all of the linked records.

4. The final number is the percentage of the total records that
have been processed.

MHumber of records zelected Total number of records to be processed
[ Records: 179 01314 | 2005 [ 16% |
MHumber of records read Percentage of total already processed

Once the report has finished processing, the program displays
only the number of records selected and the percentage
processed.

Shortcut menus

When you are working in either the Design or Preview Tab, you
can speed up your work considerably using shortcut menus.
When you right-click a report element (a picture, section, field,
etc.), the program displays a shortcut menu next to the element.
Unlike the program’s standard menus that group commands by
function (editing, inserting, etc.), shortcut menus are element-
specific; they contain only those commands that are available for
use with the selected element.

The shortcut menus are valuable because they:

. display the name and source (alias) of the element at the top
of the menu so you can identify the elements on your report
with a single click.
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. make it easier to learn the program because they eliminate
the need to remember where to find a command.

. make working with the program more efficient because you
are dealing with only a compact list of commands which
make it easier to pick the right one.

« spotlight the things you can do with an element making the
program more intuitive to use.
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Cursors

Seagate Crystal Reports uses a number of different cursors at
different points in its operation:

A
g
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=
[+

2 Q@ =
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The Arrow cursor is the primary cursor. It is used for
making menu choices, selecting options from dialog
boxes, working with scroll bars, clicking buttons and
objects, and so on.

The Hourglass or Background Processing cursor is
the cursor that appears whenever the program is
processing a command. Whenever the hourglass is
visible, you can not choose any commands or proceed
further with your report.

The Double-Arrow resizing cursor. It changes to one
of a number of different double-arrow cursors
whenever it is over a resizing handle on a bit-mapped
graphic, a graphic box, a graphic line, or a field.

The Move cursor is available whenever you are
moving a single object to another location in your
report.

The single-unit Drag and Drop cursor is available
whenever you are dragging a single item over an area
where it can be dropped.

The multi-unit Drag and Drop cursor is available
whenever you are dragging multiple items over an
area where they can be dropped. It is also used to
copy multiple items at one time.

The Stop cursor. It appears whenever the item you are
dragging is over an area in which it can not be
dropped. For example, the cursor appears when you
drag a cross-tab object into a section where it can not
be placed.

The Copy cursor is available whenever you are
copying a single item.
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The Section Sizing cursor. The Arrow cursor changes
to the section sizing cursor whenever it is positioned
over the boundary of any of the report sections. Using
this cursor you can drag a section boundary line to
expand or reduce the size of a section.

The Section Splitting cursor. It appears when you
position the pointer over the left boundary of a report
section. When you click, a horizontal line appears that
you position where you want to split the section.

The Link cursor. It appears when you are manually
creating links in the Visual Linking Expert. Search for
Visual Linking Topics Index in Seagate Crystal Reports
online Help

The Drill Down cursor appears when the pointer is
positioned over a summary value or a graph in the
Preview Tab. When you double-click a summary
value or graph element with the Drill Down cursor,
the program displays the details behind the
summary.

The Pencil cursor is a drawing cursor. It appears
whenever you insert boxes and lines. The point of the
pencil marks the spot where the drawing begins and
is used to define the size and shape of the object
drawn.

The Help cursor is available by clicking the Help
button on the Standard Toolbar. Use the Help cursor
to access the online Help system. Simply click the
report element, dialog box, etc., with the cursor to
bring up context sensitive Help for that item.

The Tiny Hand cursor is available in the online Help
system. The Arrow cursor changes to the Tiny Hand
cursor whenever it is positioned over text or a graphic
that jumps to another topic in online Help.

The 2-Dimensional panning cursor. It appears as an
Intellimouse feature for scrolling through your report
in any direction in the Preview Tab.

The Scroll cursor. It appears as an Intellimouse
feature for scrolling up/Zdown in your report in the
Preview Tab.
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) The Pan cursor. It appears as an Intellimouse feature
for panning right/left in your report in the Preview

Tab.
- The North panning cursor. It appears as an
* Intellimouse feature for panning North (up) in your
document.
. The South panning cursor. It appears as an

Intellimouse feature for panning South (down) in
your document.

1Y The East panning cursor. It appears as an
Intellimouse feature for panning East (to the right) in
your document.

< The West panning cursor. It appears as an
Intellimouse feature for panning West (to the left) in
your document.

The Northeast panning cursor. It appears as an

N : :
Intellimouse feature for panning Northeast (up and to
the right) in your document.

v The Northwest panning cursor. It appears as an
* Intellimouse feature for panning Northwest (up and
to the left) in your document.

The Southeast panning cursor. It appears as an

L

A Intellimouse feature for panning Southeast (down
and to the right) in your document.

A’ The Southwest panning cursor. It appears as an

Intellimouse feature for panning Southwest (down
and to the left) in your document.

Design Tab

When you are working with Seagate Crystal Reports, you will
probably find yourself using the Design Tab more than any other
part of the program.
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Design Tab
Areas

Design |

Fieport Header

Page Header

Details
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The Design Tab is the place you do most of your initial work when
creating a report. It designates and labels the various sections of
your report. You can place objects in these sections where you
want them to appear, specify your sorting, grouping, and totalling
needs, do your initial formatting, and so forth. See Area printing
characteristics, Page 69.

The Design Tab provides the most efficient environment for
designing your report because you work in the tab with data
representations, not data itself. When you place a field on the
report, the program uses a frame to identify the field on the tab; it
does not retrieve the data. Thus, you can add and delete fields and
other objects, move them around, set up complex formulas, and
more, without tying up the computer or network resources it
takes to gather the data.

The report you create in the Design Tab is a kind of virtual report; it
has the structure and the instructions for creating the final report,
butitis not the report itself. To turn the Design Tab report into a final
report or into a report that you can fine tune, you “just add data.”
You do this whenever you preview the report, print it, or output it
in any other way. The actual data will now appear in the report.

When you first begin creating a report, Seagate Crystal Reports
automatically creates five areas in the Design Tab.

. Report Header
This section is generally used for the report title and other
information you want to appear at the beginning of your
report. It can also be used for graphs and cross-tabs that
include data for the entire report.
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. Page Header
This section is generally used for information that you want
to appear at the top of each page. This can include such
things as chapter names, the name of the document, and
other similar information. You can also use this section to
display field titles above the fields on your report.

« Details
This section is used for the body of the report. The bulk of
your report data will generally appear in this section. This
section will be printed once per record.

. Report Footer
This section is used for information you want to appear
only once at the end of the report, such as grand totals, and
for graphs and cross-tabs that include data for the entire
report.

. Page Footer
This section usually contains the page number and any
other information you want to appear on the bottom of each

page.

If you add a group, a summary, or a subtotal to your report, the
program creates two additional sections:

. Group Header
This section typically holds the group name field, and it can
be used to display graphs or cross-tabs that include data
specific to the group. It is printed once at the beginning of a

group.

« Group Footer
This section generally holds the summary value, if any, and
can be used to display graphs or cross-tabs. It is printed
once at the end of a group.

When you add a group, a summary, or a subtotal, the Group
Header area appears directly above the Details area and the
Group Footer area appears directly below the Details area.
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Area printing
characteristics
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If you set up additional groups, the program creates new group
areas between the Details area and the existing Group Header and
Group Footer area(s).
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Like the original areas, each of these newly added areas can
contain one or more sections. By default they each contain a single
section.

Each report area has its own printing characteristics. It is
important to understand these characteristics because they affect
when and how often different report objects get printed.

WHEN AREAS PRINT

Areas print in the order they appear on the Design Tab (top to
bottom). If there is more than one section in an area, the sections
print in the order they appear within the area. Thus, if you have
three Report Header sections, all three of those sections will print,
in order, before the section(s) in the Page Header area begin to
print.
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HOW OFTEN OBJECTS PRINT

Your decision on where to place objects on the Design Tab is made
easier if you understand how often each of the areas prints. Once
you understand this, most of your reporting decisions are
straightforward. This information becomes most useful, however,
when you are trying to decide where to place graphs, cross-tabs,
and formulas to get specific results.

Objects print in the following ways:

Objects placed in the Report Header area print once, at the
beginning of the report.

0 Graphs and cross-tabs placed in this area contain data
for the entire report.

0 Formulas placed in this area are evaluated once, at the
beginning of the report.

Objects placed in the Page Header area print at the
beginning of each new page.

0O You can not place graphs or cross-tabs in this section.

0 Formulas placed in this area are evaluated once per
page, at the beginning of each new page.

Objects placed in the Group Header area print at the
beginning of each new group.

0 Graphs and cross-tabs placed in this area contain data
just for the group.

0 Formulas placed in this area are evaluated once for each
group, at the beginning of the group.

Objects placed in the Details area print with each new
record.

0O You can not place graphs or cross-tabs in this area.

0 Formulas placed in this area are evaluated once for each
record.

Objects placed in the Group Footer area print at the end of
each group.

0 Graphs and cross-tabs placed in this area contain data
just for the group.
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Identifying and
working with
areas and
sections

0 Formulas placed in this area are evaluated once for each
group, at the end of the group.

« Objects placed in the Report Footer area print once at the
end of the report.

0O Graphs and cross-tabs placed in this area contain data
for the entire report.

0 Formulas placed in this area are evaluated once, at the
end of the report.

« Objects placed in the Page Footer area print at the bottom of
each page.

0O You can not place graphs or cross-tabs in this area.

0 Formulas placed in this area are evaluated once per
page, at the beginning of each new page.

By default, each area contains only a single section. The name for
that section appears directly to the left of the section. If you have
multiple sections in an area, the sections are designated as a, b, c,
and so forth.

NOTE: Initials, such as RH, PH, D, PF, RF, and so on, are used to
identify each section if you have toggled the Show Short Section
Names in Design check box on in the File Options dialog box.
Search for File Options dialog box in Seagate Crystal Reports online
Help.

NOTE: If you right-click the shaded area containing a section
name, a shortcut menu appears with section-specific options. If
you right-click the shaded area to the left of the section names, a
shortcut menu appears with area-specific options.

The program displays a section ruler immediately to the left of
each section. The section ruler is used to add, remove, and move
guidelines and to provide a visual reference when you are placing
objects. See How to add, delete, and move guidelines, Page 82.
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Other Design
Tab capabilities

Preview Tab
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Whenever you add a new section, the program creates a ruler for
that section. See How to add, delete, move, and merge sections, Page 89.

There are several other capabilities built into the Design Tab.

« You can resize a section by dragging its boundary. See How
to split and resize sections, Page 92.

« You can split a section (create two sections from one) by
clicking its left boundary. See How to split and resize sections,
Page 92.

« You can add horizontal and vertical guidelines by clicking
the rulers. See How to add, delete, and move guidelines, Page 82.

. You can zoom in and out on your report at any
magnification from 25% to 400% of the original size. See
How to zoom your report in and out, Page 86.

=,
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When you want to preview your report before printing, click the
PRINT PREVIEW button on the standard toolbar.

The program gathers the data, makes the necessary calculations,
and displays the report in the Preview Tab on electronic “paper.”
With the data in place, you can review the spacing and formatting
of your report and see the actual results of all your summaries,
formula calculations, and record and group selections.

In true WYSIWYG (What You See Is What You Get) fashion, you
can work directly on this live data, fine tuning it until the report
has the exact look you want.

The program works with data in the following manner:
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Standard view

« Thefirst time the Preview Tab is used, it retrieves data from
your underlying data source(s) and saves it with the report
(unless you have set up the program not to save data).

. From that point on, the program uses the saved data
whenever you preview the report unless you specifically
refresh it or add a field that requires the program to retrieve
new data.

Seagate Crystal Reports provides two views for previewing your
report:

1. Standard view, and

2. Group Tree view.
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In standard view, the report is displayed a page at a time. Using
the navigation buttons in the Preview Tab, you can move to the
beginning or end of the report, or you can move backwards and
forward through the report a page at a time. For shorter reports or
reports in which you're primarily interested in seeing the “bottom
line” totals, standard view provides all of the functionality that
you need.

THE DATA AGE INDICATOR

The Data Age indicator indicates the date the data was last
refreshed or initially retrieved, whichever is the most recent. If the
data was initially retrieved or refreshed today, it indicates the
time it happened. Search for Save Data with Report command in
Seagate Crystal Reports online Help.
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You can toggle the Group Tree view on/off using the TOGGLE
GRoOUP TREE button on the format bar.

The Group Tree view presents a split screen.
. The right pane of the screen displays the report.

« The left pane displays a high level outline of the report,
showing the hierarchy of groups and subgroups in a
familiar tree format.

When you click the tree node for the group that interests you, the
program jumps immediately to the part of the report that contains
the information for that group. For longer reports or reports in
which you wish to jump back and forth between different groups,
the Smart Navigation features of the Group Tree view make your
work extremely efficient.

You have the same formatting capabilities in the Preview Tab as
you do in the Design Tab. Menus (both menu bar and shortcut
menus), the standard and supplementary toolbars, rulers, and the
format bar remain active, giving you essentially the same
functionality you have when working with a report in the Design
Tab. However, when you are making many changes, it is quicker
to make the changes in the Design Tab.

. The Design Tab and Preview Tab are tied together
internally. Any changes you make in one are reflected in the
other.
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. The Preview Tab has a single vertical ruler at the left of the
tab instead of the individual section rulers like the Design
Tab. The functionality of the ruler is the same.

. The Preview Tab identifies report sections in the shaded
area to the left of the data. With a quick look you can tell
which report section the data is printing from. While section
names appeared only once in the Design Tab, they print
each time a section prints in the Preview Tab.

« The Record counter (see DATA RETRIEVAL
INFORMATION, Page 61), the Data Age indicator (see THE
DATA AGE INDICATOR, Page 73), and the Page Forward/
Page Back controls (see Preview Tab, Page 72), are all active
in the Preview Tab.

« The Preview Tab highlights every value when you select a
field whereas only the field frame is highlighted in the
Design Tab.

A DIFFERENT FEEL

Working in the Preview Tab has a different feel than working in
the Design Tab.

Each field in a database contains dozens, hundreds, or even
thousands of values, depending on the number of records in the
database. When you place a field in the Design Tab, a single field
frame represents all those values. When you highlight the field,
sizing handles appear on the frame and the frame changes color.

In the Preview Tab, however, you are working with the actual
data. Instead of a field frame representing many field values, the
values themselves appear.

. When you highlight a field or formula field value, you are
actually selecting every value in the field.

0O The program places a sizing frame around the specific
value you select.

O It highlights every other value from the field.

. Likewise, when you select a summary value, you are
actually selecting all of the related summary values.
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0O The program places a sizing frame around the specific
value you select.

O It highlights all the related summary values.

Aside from the obvious appearance differences, the process of
building and modifying a report is the same in both the Design
Tab and the Preview Tab. You should find it easy to work with
your reports in both places.

Other fundamentals

Grid

76

The Seagate Crystal Reports reporting environment is extremely
flexible.

« You can turn on grid snap, set the grid to a maximum of up
to 1", and make the grid visible or invisible in the Design
Tab, the Preview Tab, or both (see How to turn the grid on/off,
Page 86).

« You can also work without a grid, placing your objects
wherever you want them in your report (see Free form, Page
77 and Free form with guidelines, Page 77).

. Finally, you can use guidelines if you wish to align and
resize objects with precision (see How to move and position
objects using guidelines, Page 83).

Set up your environment so it works the way you work best.

The grid is a series of row and column coordinates. When the grid
is active, the program enables you to place objects only at these
coordinates, not between them. In this way it makes it very easy
for you to place and space data on your report and to align objects
as needed. If you attempt to place an object between grid
coordinates, the program “snaps” the object to the grid, that is, it
moves the object automatically to the nearest set of row/column
coordinates.

You activate the grid and specify its size and visibility properties
on the Layout Tab in the File Options dialog box. By default, the
grid is not active. See How to turn the grid on/off, Page 86.
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Free form

Free form with
guidelines

Sections and
objects

Unlike earlier versions of Seagate Crystal Reports, in this version
you can work without a grid, in a free form environment similar
to that of a drawing program. Free form means simply that you
can place objects anywhere you want them to appear on your
report. Your only restriction is that the program will not allow you
to place graph and cross-tab objects in the Page Header, Page
Footer, or Details sections. See Area printing characteristics, Page 69.

To work in afree form environment, toggle the Snap To Grid check
box off using the Layout Tab of the File Options dialog box. Search
for File Options dialog box in Seagate Crystal Reports online Help.

You may want to work in a free form environment yet still have
the ability to align objects, or to move or resize them as a group.
You can do this using guidelines.

Guidelines are lines that extend vertically or horizontally from the
Design and Preview Tab rulers. Guidelines have a snap property;
when you move an object within a guideline’s magnetic range, the
object snaps to or attaches itself to the guideline.

. Once an object is snapped to a guideline, when you move
the guideline, the object moves too.

. If you have several objects snapped to a guideline, they all
move when you move the guideline.

. If you have several objects snapped to a guideline on two
sides (right and left, or top and bottom) and you move one
of the guidelines, you resize all of the objects similarly.

Using guidelines in a free form environment gives you flexibility
with control. See How to add, delete, and move guidelines, Page 82,
and How to move and position objects using guidelines, Page 83.

Seagate Crystal Reports enables you to insert a variety of objects
in your report:

. Field objects
Fields from database tables and from the result sets
returned by formulas, parameter, group name, queries, and
stored procedures. See How to insert database fields, Page 118.

. Text objects
Characters, words, even entire documents. See How to insert
text objects, Page 120.
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. Picture objects
Bitmaps - *.bmp, *.pcx, *.tif, *.tga, *jpeg. See How to insert a
picture, Page 121.

. Graph/chart objects
Graphs that display summarized data. See Graphing, Page
405.

« Subreport objects
Reports within reports, freestanding or bound to the data in
the primary report. See How to insert a subreport, Page 434.

. Cross-tab objects
Spreadsheet-like reports that help identify trends. See
Cross-Tab Objects, Page 445.

« OLE objects
Pictures, spreadsheets, text, and other objects created in
OLE server applications. See OLE Objects Overview, Page
416.

Objects are containers. They can hold data, and in some cases,
other objects (for example, a text object can contain field objects as
well as text, and labels in a cross-tab object are actually text
objects). Each object has properties that define the way the object
acts in your report.

You can set attribute properties for objects, conditional properties,
or a combination of the two.

« You set fixed properties using dialog box options.
« You set conditional properties using special formulas.

See Conditional formatting, Page 235, and Absolute formatting, Page
