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e Introduction ¢

Overview

Crystal Reports for Peachtree is a special version of the popular Crystal Reports®
report writer designed to work with Peachtree. The program is powerful yet
flexible, letting you customize reports using virtually any of the information
available in your company database.

Crystal Reports for Peachtree comes with six predesigned reports that small
businesses find useful. If you want to design your own reports, the program
automates the design process, providing a Report Expert that will guide you step
by step. But for those special cases where a report requires a unique design, the
Report Designer lets you put together text (such as headers or titles), maps or
graphs, images (such as company logos), and of course database elements just
as you want them to appear on the printed report. Then you can preview the
report to make sure it looks as you expect.

If you haven’t already installed the Crystal Reports for Peachtree program,
follow the instructions in the Crystal Reports User’s Guide, the chapter entitled
“Installing Standalone Crystal Reports.” Once the program is installed, you can
launch it directly—either from the icon on your desktop or from the Windows
Start menu—to design, edit, and print all types of reports required by your
business. For added convenience, you can also access the program while
working in Peachtree. See the illustration of the Peachtree Reports menu on

page 5.

What's in This Guide

The Crystal Reports for Peachtree Getting Started Guide includes the following
sections:

Chapter 1: Introduction  This chapter gives you a program overview, a brief
description of the six standard Crystal reports, and a section devoted to using
the program in a network environment.

Chapter 2: Previewing Crystal Reports This provides a discussion and
illustration of the standard reports included with the program. It also tells you
how to preview these reports using the Crystal Viewer.

Chapter 3: Designing Crystal Reports: A Tutorial This briefly describes the
Crystal Report Designer and discusses how Crystal reports incorporate your
Peachtree database information. Then we walk you through the process of
modifying and designing Crystal reports:
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* InLesson 1 you learn how to change the Crystal inventory labels into
price tags.

+ InLesson 2 you learn how to create a customer contact list from
scratch.

* In Lesson 3 you learn how to use the Crystal Report Expert to design a
list of customer quotes filtered by expiration date.

Note

The guide you are reading is only a supplement to the Crystal Reports User’s
Guide, which comes with the Crystal Reports for Peachtree program. For
detailed information on working with the program, consult this guide. When
additional information is available either in the Crystal Reports User’s Guide or
online, we will cross-reference it. Be sure to watch for cross-references as you
read.
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The Standard Crystal Reports

The Crystal Reports for Peachtree program comes with six standard,
predesigned reports.

+ Customer Detail List—This lists a variety of formatted detail
information about your customers.

+ Customer Sales by Item—This lists stock items your company has
sold in the current accounting period and the customers who have
bought them. The list is sorted by item rather than by customer.

+ Inventory Labels—These are for marking inventory items so they can
be stocked in their proper location. The labels print on standard
3 across x 10 down label forms.

+ Purchases by Unit Price—This lists, for the current accounting
period, unit prices of stock and non-stock items you have purchased
and the vendors who sold them. The list is sorted by item rather than
by vendor.

+  Vendor Detail List—This lists a variety of formatted detail
information about your vendors.

+  Void Check Register—This shows only your company checks, for the
current accounting period, that have been voided.

Where the Reports Are Stored

When you install the Crystal Reports for Peachtree program, these six reports
are automatically copied to all of your company subdirectories. So, for example,
if you have five companies in Peachtree, the standard reports will be copied to
each of the five company subdirectories. In addition, a Zip file containing the six
standard reports is automatically copied to your Peachw/Reports directory; the
name of this file is REPORTS.ZIP.

If you alter or delete the original standard reports, you can always Unzip this file
and copy the reports to your company subdirectory, where you’ll be able to
access them in Peachtree. In order to Unzip the file, you will need a copy of the
WinZip® program installed on your computer. You can download a free copy
of the program from the Internet at www.winzip.com.

Note

When you create custom reports or when you download new standard reports
from the Peachtree Web site, you must always copy them to your company
subdirectories before you can work with them in Peachtree.
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How to Access the Reports

As with all Peachtree reports, you can access the standard Crystal reports from
both the Reports menu...

The Crystal Reports
option opens the
Select a Report
window with the

Accounts Beceivable...
Accounts Papable...

Fagrall...
Crystal Reports area
preselected ﬁ.enera.l Ledger...
(hlgh“ghted), see the Financial Statements...
illustration below. Inventory...

Jobs...

The Crystal Reports Account Reconcilistion. ..

Designer option Time/Expense...

opens the Crystal

LCompar
Reports for Peachtree

program, Where YOU Report Groups...
can select an existing FReport Styles...

report or design a
P new gne. @"" ficeal QES@D

...and from the Select a Report window.

[+ Select a Report M= 3

= oA ]

Cloze”  Group Delete Frint  Preview Design  Styles  Copy  Eucel  Help

Report Area: Report List: Report Description:

P sccomseceisle | | Cotore DL

& Favabl Customer Sales by ltem Customers/Prospects, including
&% coounts Payable Inventary Labels zales and payment information.
@ Payral Purchases by Unit Price
endor Detail List

’ General Ledger oid Check Register

EE  Financial Statements

[*l Inventory
' Job Reports

é Account Reconciliation

Crystal Reports

Feport Groups




1

Introduction

Crystal Reports for Peachtree Getting Started Guide

Frewview
Deszign

Ewell.
SavELE..

[elete

What's Thiz?

You can select a Crystal report from the Report List just as you would any
Peachtree report. If you right-click on a selected Crystal report in the list, you
will see a popup menu featuring Print, Preview, Design, and What’s This?
Help options.

For more information on using the Print option, look up “Print dialog
box” in the Crystal Reports for Peachtree Online Help index. See also
the “Introduction to Reporting” chapter in the Crystal Reports User’s
Guide.

For information on using the Preview option, see “Previewing Crystal
Reports” on page 17 of this guide.

For more information on using the Design option, look up “Design
tab” in the Crystal Reports for Peachtree Online Help index. See also
the “Introduction to Reporting” chapter in the Crystal Reports User’s
Guide.

For more information on selecting reports and working in the
Peachtree Select a Report window, see the Peachtree User’s Guide, the
“Reports” chapter.



Using Crystal Reports in a Network
Special Network Conditions

Using Crystal Reports in a Network

If you are working in a network environment, special conditions apply for the
Crystal Reports for Peachtree program.

Special Network Conditions

The program must be installed on all machines The program needs to be
installed on all networked machines where it will be used; the program will not
work properly if installed on and accessed from a central server.

However, so that more than one person can have access to Peachtree data and
Crystal reports, you can copy these to a central server. Say you store your
Peachtree data on drive E on the server. The data path to your Peachtree data is
E:\PEACHW\DATA, and the data path to your company data is
E:\PEACHW\<COMPANY>, where <COMPANY> is the name of the folder
where your company files are located. Into this folder you should copy all
Crystal reports that apply to the company.

Now all machines with access to the data path EA\PEACHW on the server will
have access to both Peachtree data and Crystal reports. For more information
about sharing Peachtree data in a network environment, look up “Network:
About Peachtree in a Network Environment” in Peachtree Help.

Standard Crystal reports are read-only When Peachtree is installed, the
standard Crystal reports described in this chapter are installed as read-only files
in all company subdirectories. This means that anyone working in the Crystal
Reports for Peachtree program will be able to preview the reports but will not
be able to edit and then save them. That way, you will always have the standard
reports in their original condition so you can use them as templates for custom
Crystal reports.

If you are working in Crystal Reports for Peachtree and try to edit and then save
a standard report, you will see an error message stating “This report could not
be opened for writing. Any changes must be saved to a new file.”

Seagate Crystal Reports B

@ Thiz report could not be opened for witing, Any changes must be saved to a new file.

If you want to save your changes, use the Save As option on the File menu to
save the file under a new name. Once saved, this new custom report will be fully
editable.
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Write access is limited to the first user only When you create new custom
Crystal reports based on the standard ones, you will be able to edit and save these
new reports as desired. However, if more than one person is working with the
same custom report in Crystal Reports for Peachtree, only the first user to access
the report will have “write access”—that is, be able to edit and save the report.
All other users will have read-only access and will be able only to view and print
but not save the report, whether in preview or in design mode.

Limit Data Access to One User

Through Maintain Users, Peachtree allows you to set up user passwords and
limit access to areas of the program. If desired, you can limit access to Crystal
Reports for Peachtree, at least for design purposes, to only one user. To give just
one user data access to Crystal Reports, enter a maximum eight-character
password for that user, and then select the Limit data access from Crystal
Reports to this user only check box.

- s
’EEQ §a've Delete ﬁew Help

User ID: [FMORRIS ¥ 4ccess to Maintain Users
Passward: [FHM09445 [T Inactive

[+ Limit data access from Crystal Feports ta thiz user onl

Summary ] System T Sales T Purchases T General Ledger T Pagrall T Inventory ]
Frogram Area Contral Description
System Full Fead + Add + Edit + Erase
Sales Full Read + Add + Edit + Erase
Purchases Full Read + Add + Edit + Erase
General Ledger Full Fead + Add + Edit + Erase
Faprall Full Fead + Add + Edit + Erase
Inventary Full Fead + Add + Edit + Erase
[

Now, all users will be able to preview or print a Crystal report. However, when
any user tries to refresh the data in a Crystal report using the Refresh button in
the Standard toolbar, the program will request a password. If the password
entered does not match the password set up for one-user access, then the user
will not be able to refresh the report data and thus potentially use different
parameter values to filter the data that appears in the report.

For more information about the Maintain Users window and setting up
users, click the Help button in the window. See also the Peachtree User’s Guide,
the “Company Administration” chapter. For more information about
refreshing report data in Crystal, look up “Refreshing data:report data” in the
Crystal Reports for Peachtree Online Help index.



Previewing Crystal
Reports

Standard Crystal Reports

Customer Detail List 10
Customer Sales by Item 12
Inventory Labels 13
Purchases by Unit Price 14
Vendor Detail List 15
Void Check Register 16

Previewing Crystal Reports
Set Up Reports to Appear in Preview Mode 17
A Note about Printing Standard Crystal Reports 18



2

Previewing Crystal Reports
Crystal Reports for Peachtree Getting Started Guide

* Previewing Crystal Reports ¢

This chapter describes and illustrates the standard reports that come with the
program. It also tells you how to preview reports using the Crystal Viewer and

provides an overview of report printing.

Standard Crystal Reports

The following six reports are shipped with Crystal Reports for Peachtree:

Customer Detail List

This report lists detail information about customers you have added to

Peachtree through Maintain Customers/Prospects.

Balbarather Garden Suoolv
Customer Detail List
CHATM AH-MURIHY-01 to WILLLAME OH-01

CHAPMAN-MURPHY-01

Ship To Address:

10

Chapman-Murphy Law Offices
ADDRESS INFORMATION CONTACT INFORMATION
Bill To Address: 12554 Lawrenceville Hury. Contact Person:  Felecia Chanman

Phonallumber:  TI0-355-8838

Lilbnrm, (7d 30025-1120 Phone Mumbey 3: TI0-355-8859

Fas Mumber:  770-355-8380
E - mail Address:  fchapmani@sample peachiree com
Web Address:  worar peachires com

Prospect: Ho
CUSTOMER INFORMATION SALES INFORMATION
Inactive: Hao Of’,‘m PO
Customer ipe: LAND Pn&;i; E:::} 12.00000
Customer finca: 111 € Sales Account: 40000
Resale Mo:
Sales Rep Name:
PAYMENT INFORMATION
Terms:  Standard
Sales Tox IR GAGWINN
CUSTOM INFORMATION HISTORY INFORMATION
Custorn Field I Larry Murphy Last Invoice Date:
Custom Fiald 3: Yes Last voize Amount 000
Custom Field 5: Tes Last Papment Dase:
Custom Figld 4: Tes Last Payment Ameun 000
Custom Field 5 Intenet Last Statement Date:

MM




Standard Crystal Reports

Customer Detail List

The report includes the following information for each customer:

Customer ID and name
Bill-to and ship-to addresses
Contact Person

Phone Number 1 and 2

Fax Number

E-mail Address

Web Address

Prospect (yes/no)

Customer status (active/inactive)
Customer Type

Customer Since date

Tax location

Resale Number

Open purchase order number
Credit Limit

Pricing Level

GL Sales Account

Sales Rep Name

Sales terms

Sales Tax ID

Last Invoice Date

Last Invoice Number

Last Payment Date

Last Payment Amount

Last Statement Date

A listing of all custom fields

1
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Customer Sales by Item

This report lists stock items sold and the customers sold to within a selected date
range. The report is sorted by item rather than by customer.

Bellwether Garden Supply
Customer Sales by Item
30142003 to 30312003
AVEY-10100 to EQFF-13110

Inventory ID and Description Totals
CustomerID Date Invoice Quaniiiy
AVEY-10100 - Bird House Kit
CUNHIHGHAM-01 313003 10307 Lo0
RETAIL-01 31503 10308 200
Total Sald for AVEY-10100 300
AVEY-10140 - Thistle Bird Seed Mix-6 Ih.
RETAIL-01 34503 CASHO30503 400
FETAIL-01 1503 10308 200
1403 587231 15000
Total Sold for AWVEY-10140 155.00
BOOE-11010 - BGS Gardening Handhoolk
FETAIL-01 3503 CASHO30503 300
Tatal Sold for BOOE-11010 3.00
EQFF-13110 - Fertilizer Compression Sprayer
ERTLEY-01 3303 10301 1.00
Total Sold for EQFF-13110 100

Ww

The report includes the following information:
+ Inventory ID and Description
* Customer ID
+ Date of sale
+ Invoice number

* Quantity sold

12
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Inventory Labels

These are labels you place on items so that they can be stocked in the proper
location at your storage facility. The labels print 3 across x 10 down (30 per
page) in the LL-30W laser label format available through the Peachtree
BusinessChecks & Forms catalog. Each label lists the following information:

AVRY-10100 EQFF-13100 EQLW-14150

Bird Houge Kit Fertilizer Putnp Spraver Elect. Mylon String Triramer

LRBOR-01 BRENNAMA&N-01 SOGA4RDEN-01

ALISLE1 LISLE 4 LISLE 4

AVRY-10110 EQFF-13110 EQLW-14160

Bird Housze-Fale 14Ft. Fertilizer Commression Spraver Seed Spreader - Broadeast

LRBOR-01 BRENNAMAN-01 SOG4RDEN-01

ALISLE1 LISLE 4 LISLE 4

AVRY-10120 EQFF-13120 EQLW-14170

Bird House-Fed 12-Room Unit Hand Spraver/Mister Seed Spreader - Drop

ARBOR-01 BRENNAMAN-01 S0GLRDEN-01

LISLE1 LISLE 4 LISLE 4

AVRY-10130 EQFF-13130 EQLW-14180

Bird Feeder-Plastic Hanging Hose-End Spraver Power Tiller-Rotary Culttrator

LBBOR-01 BRENNAMAN-01 30G4RDEN-01

LISLE1 LISLE4 LISLE4
W

The labels print 30 per page in the LL-30W laser label format available through
the Peachtree Business Checks & Forms catalog.

? For ordering information, consult the catalog or look up “Peachtree Checks and
Forms” in Peachtree Help.

Each label lists the following information:

* ItemID
+ Item description
+  Vendor ID

* Location

13
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Purchases by Unit Price

This report lists the unit prices of stock and non-stock items purchased and
vendors purchased from within a selected date range. The report is sorted by
item rather than by vendor. Use the report to check which vendors are offering
the best pricing on an item.

Belbarather Garden Supply
Purchases by Unit Price
03 to 33103

Item ID and Description

Date Yendor ID Invaice Quantity  Unit Price Total
AVEY-10140 Thistle Bird Szed Mix-6 Ih.
31303 AFBOR-01 ARL303 150,00 785 1,182.50
Tatal for AVEY-10140: 15000 1,192.50
BOOEK-11030 BG5S Vegetahle Garden Primer
31003 ARBOR-01 22113 &00 520 31.20
Total for BOOK-11030: &.00 31.20
EQFF-13100 Fertilizer Pump Sprayer
31203 ERENHAMAN-01 118855 &00 1995 11270
Total for EQFF-13100: a.00 11870
EQFF-13140  Soil Test Kit
31203 ERENHAMAN-01 118855 10,00 785 7950
Tatal for EQFF-13140: 1000 79.50
FERT-16130 House Plant Food § oz.
31203 BRENHAMAN-01 118855 2400 235 56.40
Toatal for FERT-18130: 24.00 56.40
FERT-16170 Rose Food 31 oz
31203 ERENHAMAN-01 118855 200 525 4200
Total for FERT-16170: .00 42.00

T T T e ee—

The report includes the following information:
+ Item ID and Description
+ Date of purchase
*  Vendor ID
+ Invoice number
*  Quantity
+  Unit price

+ Total purchase amount

14
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Vendor Detail List

This report lists detail information about vendors you have added to Peachtree
through Maintain Vendors.

Eelbvether Garden Supply
Vendor Detad List
ANDERSON-01 to WILLS-01
ANDERSON-01
Anderson Dis tribution

ADDRESS INFORMATION CONTACT INFORMATION
24 Bethany Drive Contact Person: Cameron Anderson
Site 77 Phone Wumber: £78-555-1279
Dbnth, G 30084 Phone Mumber 3: 678-555-1260
T4 Fax Number: TI0-555-110

E - mail Address: canderso ple peachtree com
VENDOR INFORMATION Web Addvess: wrapar peachtree com
Vendor Type: SUPPLY
Federal ID Mumber:
Vendor Since: 315103

ACCOUNT INFORMATION CUSTOM INFORMATION
Cuy Ascount Mo 99-6-5-91 Custom Field Name I Casey Garland

Balance: 0.00 Custom Field Nome I: Sarah Fussell

Cradit Limit: 5,000.00 Custom Field Name T
Purchase Account: 75500 Custom Field Name 4 Ho
Terms: Handard Custom Field Name 5 Ha

The report includes the following information for each vendor:
*  Vendor ID and name
«  Address
* Contact Person
+  Fax Number
*  E-mail Address
*  Web Address
*  Phone Number 1 and 2
+  Fax Number
+  Vendor Type
+ Federal ID Number
*  Vendor Since date
+ Company account number

« Balance

15
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+ Credit Limit
»  Purchase Account
+  Terms

+ Alisting of all custom fields

Void Check Register

This report lists all disbursement and payroll checks that have been voided
within a selected date range.

Belbwether Garden Supply
WVoid Check Register
103 to 343103

Check Number Yoid Date Payee Cash A i A i
102017 1503 Brenmaman Chemical Supply 10200 124 68
102047 T3 Dnffey Lavm Pro, Inc. 10200 335.50
102067 32703 Jomes duto Repair 10200 274 56

Report Total T34.74

e ™ e T e T e

The report includes the following information:
*  Check number
+  Void date
+ Payee (employee name, vendor name, or customer name)
+  Cash account

¢ Check amount

16
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Previewing Crystal Reports

The standard reports that come with Crystal Reports for Peachtree are designed
to open in preview mode. This is so you can preview them when you select them
either in the Peachtree Select a Report window or in Crystal Reports’ Report
Designer. The Save data with report option in the Crystal Reports File menu is
turned on for each of the six standard reports; this is what allows them to be
previewed.

Set Up Reports to Appear in Preview Mode

i

Presiew

If you turn off the Save data with report option and then save a standard report,
when you open it again either in Peachtree or in Crystal Reports, the report will
open in design rather than preview mode. So if you want the standard reports to
open in preview mode, be sure to leave the Save data with report option turned
on. With the option turned on, you can preview a Crystal report the same way
you do other Peachtree reports.

Do one of the following:

+ click the name of a Crystal report in the Select a Report window and
then click the Preview button

+ double-click the report name with the left mouse button

17
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The Crystal Reports Design window appears with the report displayed on the
Preview tab.

eagate Crpstal Reports [Mot For Resale] - [Purchases by Unit Price.rpt]
File Edit Miew Inset Foimat Database Beport Analyzer Window Help =] =]

NE-HELas 2R~ goaz DAFS NS A 2|
B = e == = e Al
e AR

7

Design | Preview | SRR 1T Elﬂﬂ L ﬂﬂﬂ
(=) Purchases by U L O O O O O O O O O O o
AWRY-1014 .
- BOOK-1102 B d
~ EQFF310I
EQFF1314| PHa [ Bellwether Garden Supply
~FERT1E13 | oy - Purchases by Unit Price
~ FERT-617 | gy = - 03 to 33103
POTS-3021
- SEVG-3310 FHe . Ttem ID and Description
- Date ¥endor ID Invoice Quantity  Unit Price Total
GH1 ) AVRY-10140 Thistle Bird Seed Mix-6 Ih.
) - 3303 ARBOR-01 ARIZ03 150.00 795 1,132.50
Gl ? Total for AVRYT-10140 15000 1,192.50
GH1 . BOOK-11030 BCS Vegetable Garden Primer
5] o 31003 ARBOER-01 22113 e.00 520 3120
Gl - Tatal for BOOK-11030 &.00 3120 —_
GHT |- EQFF-13100 Fertilizer Pump Sprayer
o] : 31203 BRENNAMAN-01 118655 &.00 1995 11270
Gl ‘;’ Tatal for EQFF-13100 &.00 11270
GH1 . EQFF-13140  Soil Test Kit
D - 31203 ERENHNAMAN-01 118635 10.00 785 7850
GF1 N Total for EQFF-13140 10.00 72.50

GH1 FERT-16130 House Plant Food 8 oz,

D + 31203 BRENNAMAN-01 116835 24.00 235 56.40

EfF - Total for FERT-16130 24.00 3640

GH1 - FERT-161T0 Rose Food 32 oz.

D 31203 BREHNAMAN-01 116855 2.00 525 4200

il 'o Total for FERT-16170 300 4200 -
i < [ >

tab, look up “Preview Tab” in Crystal Reports for Peachtree Help. See also the

For more information on using the Crystal Reports for Peachtree Preview
@
Crystal Reports User’s Guide, the “Introduction to Reporting” chapter.

A Note about Printing Standard Crystal Reports

All standard Crystal reports are set up with no default printer chosen. So when
you print using either the Print button in the standard toolbar or the Print
option in the File menu, Crystal Reports for Peachtree will display a message
telling you that no printer has been configured for the current report.

Seagate Crystal Reports E

& The printer for this report iz not configured. *Would you like to print the report using the default printer?

Mo | Cancel |

18
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+ To print the report using the default printer you have set up with the
Windows Settings>Printers option, select Yes.

+ To set up a new printer for the report, select No.

Name:  [WWURANUS Marsha = | Ereperties |

I¥ | Default Fraperties
Status: Fieady
Type: HF Lazerlet 55i PCL be
Wwhere:  10.250.5:MARSHA

Comment:

— Paper Orientation
Sige: ILetter j & Fartrait
Source: IAuto Select j ! Landseape

Metwork... | ()8 I Cancel |

Note that the No Printer check box is checked, indicating there is no printer
configured for this report.

You can clear the No Printer check box, and then using the Name drop-down
list, select a printer to use for printing the report. Set any other print attributes,
such as double-sided printing, using the Properties button. Now, if you leave
the Default Properties check box checked, the report will always print using the
printer you have set up.

Clear the No Printer Use the Properties
check box... \I' button to set any
special print
e attributes, such as
...select the printer | Mame: gl \WURANUS \Marsha =] Properies :l double-sided printing.

your want to use...

_and make sure that / Type: HF Lazerlet 55i PCL be

the Default
Properties check box
stays checked so that
Crystal Reports for
Peachtree will always
use this printer to
print the report.

v Default Properties
3 Fieady

Where: 10,2560 5:MARSHA

Comment:

— Paper Orientation
Sige: ILetter j & Palrait
Source: IAuto Select j " Landscape

Metwork... | ()8 I Cancel
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* Designing Crystal Reports:
A Tutorial *

Overview

When you design a Crystal report, you have a choice of either manually selecting
the elements that will go into it or of automating the design process by using
Crystal Reports for Peachtree’s Report Experts. Through a series of tabbed
windows, the Report Experts guide you in every step of the design process. If you
want to manually construct the report, Crystal’s Select Expert, Formula Expert,
Section Expert, and Format Editor will help you choose exactly which data
elements and formatting you want to appear in the report.

Information on how to use these special features is beyond the scope of this
guide. Instead, see the Crystal Reports User’s Guide, or look up the name of the
specific feature in Crystal Reports online Help. However, in this chapter we give
you an introduction to some of Crystal’s design features in the form of a brief
tutorial that walks you through the process of designing your own Crystal
reports. We also show you how to customize one of the standard reports that
come with Crystal Reports for Peachtree. After completing the tutorial, you’ll
have a better idea of how Crystal works and how to get your reports to include
the precise data and formatting you want them to.

Before we start the tutorial, we explain some terms that will help you understand
how Crystal reports incorporate database information; then we tell you how to
add and link database information in a Crystal report.

Data Dictionaries

22

A data dictionary is a structured, simplified, and secure view of organizational
data that an employee can use to create custom reports for your company. A
dictionary gives the employee ready access to the data in an understandable
form while ensuring control and security over your data resources, since the
employee can in no way alter the original data. Using a dictionary, the employee
can

+ design a single, dynamic view of all the data that is necessary to create
organizational reports and queries

+ include multiple data sources, tables, and links

+ organize the data and rename tables and fields to make it easier for
company employees to understand the content and purpose of the data

+ limit access to specific columns of data (for example, letting only
managers see the salary column of the employee data files)



Overview
Data Dictionary Files (DDFs)

» place restriction formulas on specific rows of data (for example,
allowing managers to view employee information only for those
employees with a salary under $40,000)

+ create complex data-manipulation formulas that employees can access
without requiring a technical grasp of the formulas

Data Dictionary Files (DDFs)

Each data dictionary is made up of data dictionary files (DDFs). Crystal Reports
for Peachtree comes with a special dictionary made up of three DDFs that
contain much of the company information you would want to include in your
reports. These three DDFs are called Field.DDF, Index.DDF, and File. DDF.
(Note that while the program comes with three DDFs, you should make use of
just the file called File. DDF—more about this below.)

In turn, each of these DDFs contains a series of subfiles with a .DAT extension.
These subfiles contain a variety of company database information in the form of
fields. For example, one .DAT file called Company.DAT contains fields that
represent general information about your company, such as company name and
address. Another data file called Project. DAT contains information about your
company’s jobs, including job IDs, descriptions, and start and end dates.

? For a listing of all available .DAT files and the fields they contain, look up
» " .DAT Files” in Crystal Reports for Peachtree online Help.

Tables and Links

Within the Crystal Reports for Peachtree program, the information contained
in any of these .DAT files is available in the reports you work on. You import the
information into Crystal in the form of database tables.

Not only can you import database information into your report, you can link
related fields within the database tables you import. These links help you match
related pieces of information for reporting purposes. For example, links can
help you match a vendor to the inventory items the vendor supplies.

The following section outlines how to select and link tables used in Crystal
reports. For more detailed information, see the Crystal Reports User’s Guide, the
“Understanding Databases” chapter.

How to Add Tables and Make Links
To add linked database information to your report, follow these steps:
1 Select the Database menu, and then select Add Database to Report.

The Crystal Data Explorer window appears.

23
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Crystal Reports will give
you three DDFs to choose
from in your Peachtree
company folder, but be
sure always to select
File.DDF.

5

EE Data Explorer [x]
- Databass Files ;I Add
BT Find D atabase File
- i bookord.db Bemuye |
- i3 field.ddf _I

E
E
(- 63 file. ddf

B+ &9 fimlype. dbf Lol Eavarites: |
- 63 index. ddf

[+ & movie.dbf DElete Favorite |
- & ordrer.mdb

- 63 studio.dbf

E
[+

- &3 wcountry.mdb
- £ malobal.mdb LI

— Data Explorer

. Options...
Browse through the folders to find your data source's _D—I
tables. Select and Add tables that contain data you Help |
want to report on. Y'ou can also double-click a table —

to add it. ,TI

Find the Database Files folder in the list, and double-click to open it.
Double-click the Find Database File option.

In the Open window, use the Look in drop-down list to navigate to the folder
containing your Peachtree company files.

The window displays the three Crystal Reports for Peachtree DDFs.

Look jr: I =] m

=) Field.ddf
) File. ddf
2] Index. ddf

Filez of type: IUserDefauIt j Cancel |

Select File.DDF, and then select the Open button.

While the Open window will show all three DDFs that come with the Crystal
Reports for Peachtree program, you should always select File. DDF.

Note

24
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6  The Data Explorer window returns with the contents of the DDF displayed as a

series of tables.

EE Data Explorer E
(] Database Files ] Add
£ 6 File.ddf -
o [ e
- [B] Compary
- [B] CostCode
- [E] Customers Palel e} By itz |
- [B] Employes
B General_AP Welete Eayorite |
[ General_AR
[ General_GL
[ General_|nv
--[BE] General Jobs LI
— Data Explorer
Options...
Browse through the folders to find your data source's &I
tables. Select and Add tables that contain data you Help |
want to report on. Y'ou can also double-click a table —
to add it.
Cloze I

These tables correspond to the .DAT files mentioned above, the ones
containing company database fields. For example, the Company table
contains all the company fields present in the Company.DAT file, and the
Employee table contains all the payroll fields present in Employee. DAT.

7  Select as many tables in the list as you want to include in the report. To select

a table, do one of the following:

+ highlight the table and click Add
+ highlight and double-click the table

8 When finished, select Close.
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If Smart Linking is turned

appropriate fields in the

on, the Visual Linking
Expert will automatically

make links between

chosen database tables.

You can add or delete links
using the options in the

26

window.

The Visual Linking Expert appears. All the tables you have chosen are
displayed at the center of the window. If the Smart Linking feature is
turned on, the Expert automatically links all fields capable of being linked.
(Using the Smart Linking feature is much the easiest way to link fields, but
you can do it manually if you like.)

EE ¥izual Linking Expert H=E3
Link together the tables pou added to the report
Linking is needed to match records of one table with comesponding records of another table.
JinlHdr | JinlRaw | Yendars | Tables... |
Jraney_PartnEﬂ '_DAccount o '_D\u"endorID ﬂ _I Arrange: T ables |
L [ PostOrder FMName —
[ Frowd urnber Address] Lirk Tables:
B termPecardiu Address2
- 1 Byllame
[ JobRecardMur City
1 Eykey
N [ PhaselD State
i CostCodelD ZIFP Link |
B LinkTadnother Country
LinkToOtherTr VendorT ype =
Journal = Contact LI Ll Wks |
\ Lineltem M&I
EltemiD Al Welete Kk |
I Description -
[ AT =
()8 | Cancel |

You can make new links or dissolve old ones as explained in Crystal
Reports Online Help. Select the Help button in the Visual Linking Expert
window.

The reason you link related fields across tables is so that the data
represented by the fields can match up in meaningful ways within your
report. For example, you would probably want to link the Customer
Record field in the JrnlRow database table to the Customer Record field
in the Customer table. This way, transaction information for each
customer would be credited to the proper customer ID in the report.

When finished working in the Visual Linking Expert, select OK to close the
window.

Once you have made meaningful links among fields in the database tables, you
are ready to insert the fields into your report. Using the Crystal Reports Field
Explorer, you just plug one of the fields into the report wherever you want
specific database information to appear. For example, to insert a customer ID
into your report, you would select the CustomerID field in the Field Explorer
window, then drag and drop the field into your report.



eagate Crystal Reports ([Not For Resale] - [Customer Detail List.rpt]

g_ File Edit “iew Ingert Format Database HReport Analyzer Window Help

DE2-BEGRAF| =R w -0 @D E HHSFOMS |

I j” j‘é‘5|BIH| §|$,%.ouoouo.|%‘
I '”"?gggﬁg?ﬂ?@|9&0§Q<--b|:{|“@'|m|

Design | Preview I

lg iy iy - R B
Fienort Header | [Z s i i
Pana Haader 2 il ComprnyHams
Page Header b o z Customer Detail List
Pane Haadar ~ ‘ Bt whmar
Giroup Header #1 " .
E{S;Em:r‘:.g&stomerm A EM
Detals E t ADDEESS INRFORMATIOR 1“ Bl Name :
o ; BzHTaAdd‘ressz | sl N * : I
’ - g g i [
To insert a field, (& Bty R i
justselectitin  HDl o o '
the Field of : 3 '
Explorer, then . g 1
draganddrop it (% B
Into the report g : CTUETOMIE IRFORMATION : ‘:
o " C hudve; ovmadbastn ; T
g [r gu.;!omeré}pe. Whmxén 3 E
Y Customer Sncel Fonmatia r
b t 3 3 , bz
L v

el

Overview

Tables and Links

=3 s X b

=@ Customers
- T

e [
Customer_Type
Contact
Phone_Mumber
FA_Mumber
SalesT axR esaleMum
Our_Account
Customnerl nugedd
Usge_Std_Terms
Defaults alesicnt
Balance
CustomerSince
Custormerll nused!
SalesLastv'iPer
SaleslasttPer2
SaleslastyPerd
SaleslastyPerd
SaleslastyPerd
SalesLastvPert
SalesLastvrPer?
SaleslastvrPerd
SalesLastvrPerd
SalesLastrPerl0
SaleslastrPerll
SaleslastriPer12
SaleslasttPerla

-

:

86 E6 60000 0BBOBEOBBBEADGE

]
Lloze | Help

For instructions on working in the Field
bottom of the window.

ES

We're Ready to Start the Tutorial...

Explorer, select the Help button at the

Now that you understand a bit more about using Peachtree database
information in Crystal Reports, we can start putting together custom reports. As
mentioned at the beginning of this chapter, in Crystal Reports you have the
choice of manually building a report from scratch or of letting the Crystal
Report Expert step you through the process. In this tutorial, we’ll do both:

labels.

Finally, in Lesson 3 we’ll use the
Expiration Date List.

In Lesson 1 we’ll customize an existing standard report, inventory

In Lesson 2 we’ll design a Customer Contact List from the ground up.

Report Expert to craft a Quotes by

27
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Lesson 1—Modifying Inventory Labels to Create Price Tags

As a warm-up exercise, we’ll convert one of the standard Crystal reports. We’ll
turn the inventory labels into price tags that can be attached to sale merchandise.

Use “Save As” to Create a Working Version of the Report

Since the standard reports are read-only versions (you can’t edit them in any
way), we need to create an editable version of the inventory labels.

1  If Crystal Reports isn't currently running on your computer, start it now.

Welcome to Seagate Crystal Reports E

— Create a Mew Crystal Report Document
oo';% " Using the Bepaort Expert

D 45 a Blank Report

@ &' Open an Existing Repart

[r:Mbuilds pow3Price Tags.rpt

[r:hbuildshpow3nventory Labels.rpt
[r:Mbuildshpow3Purchases by Unit Price.rpt

Purchases by Unit Price.rpt LI

¥ Show welcome dialog at startup

Cancel | Help |
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2  Select More Files, and then navigate to the BCS folder in the Peachw
directory; this is where Bellwether Garden Supply company data is located. (If
Crystal Reports is already running, select Open in the File menu, and then
navigate to the Bellwether company folder.)

Open 21=]
Lookie [ 3 &) & Bl
Eacku
mer Detail List.rpt

28] Customer Sales by |tem.mpt
21) | ventary Labels.ipt

1) Purchases by Unit Price.rpt
21)endar Detail List.rpt
21)aid Check Register.rpt

Files of lpe: IErystaIF!eports j Cancel |

3 From the list of reports, select Inventory Labels.

Seagate Crystal Reports E

@ Thiz report could not be opened for witing, Any changes must be saved to a new file.
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3

4  The message tells you that you cannot write to (edit) the report. Click OK.

eagate Ciystal Reports [Not For Resale] - [Inventory Labels.rpt]

‘u| File Edit “iew Inset Format Database Report Analyzer ‘window Help

=181

DS -HEL&F| ) =B - gmas: DALGMS Ao ox

J i | = -2 e e

=[sl %'&“&'I%\E%|

I e A e
Design ‘ Preview | VS 14:04&ﬁ|i| s LIHIH
- Inventory Label a2 T N 2 T O
— -
Da [ AVRY-10100 EQFF-13100 EOLW-14150
Db N Bird House Kit Fertilizer Puran Swnraver Elect. Hvlon String Trimmer
Dc N ARBOR-0L BRENNAMAN-01 S0CARDEN-01
Dd - AISLE1 AISLE 4 AISLE4
Da T AVRY-10110 EQFF-13110 EOLW-14160
Db N Bird House-Pole 14 Ft Fertilizer Compression Spraver Seed Spreader- Broadcast
Dc N ARBOR-O1 BRENNAMAN-01 30GARDEN-01
Dd - AISLE1 AISLE4 AISLE4
Da o AVRY-10120 EQFF-13120 EQLW-14170 b
Db _ Bird House-Red 12-Room Unit Hand SpraveriMister Seed Spreader- Drop
De N ARBOR-OL BRENNAMAN-01 SOCGARDEN-01
Dd - AISLE L AISLE4 AISLE4
Da ° AVRY-10130 EQFF-13130 EOLW-14180
bb N Bird Feeder-Plastic Hanging Hose-End Snraver Power Tiller-Fotary Cultivator
De N ARBOR-OL BRENNAMAN-01 SOGARDEN-01
Dd AISLE L AISLE 4 AISLE4

5 To save the report in editable form, from the File menu, select Save As.

Save As

Ichs

Save jn:

i = e == L

[ Backup

Customer Detail List.rpt
Customer Sales by Item.rpt
Inventary Labels.rpt
Purchases by Unit Price.rpt
endor Detail List.rpt
21)aid Check Register.rpt

When you enter the new
filename for the file you
want to save, be sure to
retain the .rpt extension.

File name: IF'ric:e Tagd pt

Save I

Save as ype: IErystaI Reports

j Cancel |

6 In the File name box, enter “Price Tags,” keeping the .rpt extension; see the

illustration above. Then select Save.
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Modify the Labels to Create Price Tags

We’re now ready to start working on our new creation.

1 Select the Design tab.

File Edit Miew Ins Foan Databaze Heport Analyzer ‘Wwindow Hel
= - u|@@®§|xuanvn |9@- |taea«? ﬂQlMl__H \

J” J|¢ | |§§§|$,%.ouoou|

lgmow; s

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

g/?//////////////////////////////////////////////////////////////////////////////////%

ofe ////////////////////////////////////////////
o freoton W%/// %%%%////
oot W//// R
) Vi) W%

oooooooooooo

eeeeeeeeee

2 We won't need the Vendor ID or Location fields, so place the cursor in the
gray area that reads “Details d” and right click.

3 From the pop-up menu, select Delete Section.

Working with report sections is an important concept but is beyond the scope
of this guide. For more information, see the Crystal Reports User’s Guide, the
“Introduction to Reporting” chapter.

4  \We want to keep the section marked “Details c,” so just select the Vendor ID
field.

An object frame appears around the field, and the cursor turns into a cross
with four arrowheads. The field is now editable.

Details ¢ E WendorID '%' i

5 Right click, and from the pop-up menu, select Delete.
The field is deleted.
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6

Double-click both the

Database Fields folder and
the Lineltem table to open
them so you can navigate

32

t
their contents.

Select the Insert Fields button in the Standard toolbar.

E@Pﬁ\%x|f¢
= ) .

Double-click the Database Fields folder to open it, and then double-click the
Lineltem table to open it.

Find the UnitPriceLevel1 field; select it; and drag it into the Detail ¢ section.
Release the mouse button. You can close the Field Explorer window.

oo
ma@@wxuanv @- @@@ ﬂgmr—m |

F n v JIJM |B E[zlsl, nEeuE=¢

¥R -m&qq\xmsm\

EJJETET]

ﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ e

"""

WW%/////////////

9

10

fposlml .,

EEEEEEEEEE %///////////////////////////////////////////////////////////////

Now we want to modify the font used for the Description field. Select the
field, and then right mouse click.

From the pop-up menu that appears, select Font.
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The Format Editor window appears with the Font tab selected.

Format Editor E
Eommonl Border  Font | Faragraph Formattingl Hyperlinkl
FEont: %2
Style: x2
Size: x‘2|
Lolor: I- Black vl %2
L3
-~ Effects: 2
[ Stikeout =
™ Underline ’.5;%
— Spacing:
Character spacing exactly: ID pts
Sample: ‘ ‘
AL ELL L LR LS L L LR L0000
QK I Cancel | Help

11 From the Style drop-down list, select Bold.
12 When finished, select OK.

13 Now let's change the font of the Unit Price Level 1 Field. Select it, and right
mouse click. Select Font.

14 In the Font Editor, Use the Font drop-down list to select Arial (or some other
sans serif font you fancy more).

15 Use the Style drop-down list to select Bold.
16 Use the Size drop-down list to select 16 points.
17 Use the Color drop-down list to select Red.

18 When finished, select OK.
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ab

"B Seagate Crystal R
B File Edit Wiew |
0O

19 Next we want to insert an “Our Price” marker. Select the Insert Text Object
button in the Standard toolbar, and then drag the object frame to the far left
side of the Detail ¢ section. (We'll discuss object frames in further detail in the
next lesson.)

Elle Edit “iew Inseit Fomat Database Heport Analyzer ‘Window Help
E-HER&7| "Bo- dma: DAL G0S| Mo |

[fives hewRamantwesen S]|[i0 ] 4 & B 7 O[22 2|5 - %o o0 =%

I | e
| il e

Emzse e e oy|esH]

=
i

Design | Preview |

aaaaaaaaaa

EJETET]

ey
E

&

>

A

operriion V. .

aaaaaaaaaaaa

aaaaaaaaaa

elect the fr
andletoc angethe\—[DBtailsc
ize of a frame. The
rsor wi ntoa I

lect the frame

toch

f

r will turi

double-headed
arrow.

,,,,,,,,,,,,,,,,,,,,,,,,,,

|

20 Click once to place the frame in the section.

21 A text cursor appears at the right side of the object frame. Type in the
following: “Our Price: $.”

22 Select the object frame, and then right click. From the pop-up menu select
Font. Now make the font settings exactly as in steps 11 through 16.

23 The text will probably appear a bit cut off at the bottom, so select the bottom
frame handle (the small black square at the top of the frame), and drag it
downward until you can see the text plainly.

24 Select the object frame, and move it up so that it more or less aligns with the
UnitPriceLevel1 field.

- W T T
Details ¢ ZI0ur PricgPricelLevell,

EESFERFPIRFE FEEREERF
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25 To make more precise adjustments, we need to go to the Preview tab.

E Seagate Crystal Reports (Mot For Resale] - [Price Tags.rpt]

5@ File Edit Miew Inset Foimat Database Beport Analyzer Window Help == =]
NE-HELas 2R -~ gDz DAFS WS A 2|
| A2 e v == Ea e e E = v
s % = 5 B A g[e e a3 e =
Design | Preview | ALY T ilﬁlil diie Llﬂlll
- Price Tags.rpt I I N R N O O A N R A -1
Da [ AVERY-10100 EQFF-13100 EQLW-14150
Db R Bird House Kit Fertilizer Pump Spraver Eleci. Nvlen Siring Trimmer
b= |-l Our Price: 129.99 Our Price: 49.99 Our Price: 59.99
Da T AVRY-10110 EQFF-13110 EQLW-14160
Db Bird House-Pole 14 Ft. Fertilizer Compression Spraver Seed Spreader - Broadcast
b= 'l Our Price: 49.99 Our Price: 39.99 Our Price: 59.99
Da N AVRY-10120 EQFF-13120 EQLW-14170 w
Db Bird House-Red 12-Room Unit Hand Spraver/Mister Seed Spreader - Drop
b= [l Our Price: 89.99 Our Price: 9.99 Our Price: 29.99
Da m AVRY-10130 EQFF-13130 EQLW-14180
Db R Bird Feeder-Plas tic Hanging Hose-End Spraver Power Tiller-Rotary Cultivator
= |'ll Our Price: 19.99 Our Price: 12.95 Our Price: 299.99

26 Our labels look pretty good already, but first we need to expand the “Our
Price” object frame so that the dollar sign shows, making sure that there is a
slight space between the “Our Price” object frame and the PriceLevel1
object frame. Select the first “Our Price” object frame in the window. When
the frame handles appear, click on the one at the right side of the frame, and
drag the frame to the right.

When you increase
the width of the
“Qur Price” object

AVERY-10100

EQFF-13100
Fertilizer Pump Spraver

frame, make sure
there is a slight space

between the two
object frames.
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27 The “Our Price” field is rather far away from the dollar sign, so let's close up
the space. Select the PriceLevel1 field (in the illustration above, it would be
the 129.99 value). When the object frame appears, click the Align Left
button in the standard toolbar at the top of the window.

Compare this
illustration with the
EQFF-13100
one above. Note that N
the 129.99 Value has ///////////////////////////////////////////////// Fertl]ner Pm Snra"er

e et of et OurPrice: $112009 ¢ PurPrice’s 4999

alignment.

AVERY-10100

This way, if the PriceLevell field has a large value in it (1,000.00 or more),
the field will expand to the right to accommodate the longer string of
numbers. Our price tags are now complete.

28 Finally, from the File menu, select Save As, and save the report under the
name “Price Tags.”

Review of Lesson 1

Let’s review some of the ideas we covered in Lesson 1:

+  Since the standard reports that come with Crystal Reports for
Peachtree are read-only, if you want to customize one of the reports,
you must first save it under a new filename.

* When you are working with data fields within a report, select them and
right click to see a pop-up menu that lets you format, delete, and copy
fields, as well as perform other functions.

« To insert data fields, use the Insert Fields button in the Standard
toolbar. To insert text fields, use the Insert Text Object button in the
same toolbar.

» To move a field, first select it. The cursor will change into a cross with
four arrowheads, indicating that you can now manipulate the frame.
To move the frame, simply drag and drop it.

» To expand or contract an object frame, select the frame; click the
appropriate frame handle (at either right, left, top, or bottom of the
frame); and then drag and release the frame.
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Lesson 2—Designing a Customer Contact List

The second lesson covers the design of a contact list you can use to help keep
track of your customer base. It will list customer company name, contact name,
and phone.

Select the Report Database

First we need to select the tables whose database information we’ll use to build
the report.

1 If Crystal Reports isn't currently running on your computer, start it now. (If
Crystal Reports is already running, select New in the File menu.).

Welcome to Seagate Crystal Reports E

— Create a Mew Crystal Report Document

oo';% " Using the Bepaort Expert
D 45 a Blank Report

@ &' Open an Existing Repart

d:\buildzpowEhB cz\Customer Detail List.rpt
[r:MbuildshpowdBogWoid Check Register.rpt

[r:hbuilds powBhB cghlnventory Labels. rpt

[r:Mbuilds powshB ceiYendor Detail List.rpt LI

¥ Show welcome dialog at startup

Cancel | Help |

2 In the Create a New Crystal Report Document box, select As a Blank
Report, and then select OK.

i Data Explorer ]
[#-[L Current Connections Add

(LA Favorites
Eemoye |

-1 0080
ED Database Files

[ f1Find Dat ile: Soddlto Eavarnites |
D More Data Sources
[l [0 Dictionany / Huerny ml

— Data Explorer
. Options...
Browse through the folders to find your data source's _D—I
tables. Select and Add tables that contain data you Help |
wart ba report on. *f'ou can alzo double-click a table —

to add it. ’TI

37



Designing Crystal Reports: A Tutorial
Crystal Reports for Peachtree Getting Started Guide

3 In the Data Explorer, double-click the Database Files folder; then double-
click Find Database File.

4 Inthe Open window, use the Look in drop-down list to navigate to the folder
containing your Peachtree company files.

5  From the list of Peachtree DDFs, select File.DDF, and then select the Open

button.

Open 21=]
Lookin [ INEEE =l & e £33
=] Field ddf
] File. ddf
] Index ddf

Filez of type: IUserDefauIt j Cancel |

6  From the list of displayed tables, select Customers; either double-click it or
select the Add button.

i Data Explorer ]
D Current Connections - Add

-1 0080
ED Database Files

’g Find Database File e s |
File. ddf
Chart elete Favarite |

Compary
CostCode
s

- [BE] Emolaves LI
— Data Explorer
. Options...
Browse through the folders to find your data source's _D—I
tables. Select and Add tables that contain data you Help |
want to report on. Y'ou can also double-click [~ table —

to add it. ,TI

7 Now do the same for the Company table. Select the Company field, and
either double-click it or select the Add button.

8 When finished, select Close.
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The Visual Linking Expert appears with the two chosen tables displayed.
All fields in the tables are listed in scroll boxes.

i Vizual Linking Expert BE B

Link together the tables pou added to the report
Linking is needed to match records of one table with coresponding records of another table.

The chosen tables are
displayed as scroll boxes.
Within each box are listed
all the fields in the table.
When needed, you can
link fields between or
among database tables.

__ Compary | -

[ CompanyDontl « Arrange Tables |
Companyt ame
CompanyUnuz Lititz Tyatiles:
Address1 1 Byl Eme
Address? ' Bykey
ot Link |
State
ZIP
Country [Elean ks |
FederaEIN >

Liate W ptiars. . |
Customers =
Welete Lk |
|DEustomerID Al
Customer Typ

QK | Cancel | Help |

9  The Crystal Smart Linking feature is turned on by default. If you keep it turned
on, which is recommended, Crystal will automatically link any fields that can
be linked within the tables. You can change or add links as desired. In this
case, none of the fields between the two tables needs to be linked, so just
select OK to close the window.

Note

When you select OK, you will see a message stating, “Your current link
configuration contains multiple starting points. Please be advised that this is
generally not supported.” This will not cause a problem in the report we’re
designing. Select OK to remove the message.

¥izual Linking E

“rour current link. configuration contains multiple starting points.
Fleaze be advized that thiz iz generally not supported.
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Once you clear the message, the Report Designer appears with the Field
Explorer window open.

T

22 Field Explorer

X1 Formula Fields:

[?] Parameter Fields:
g Running Total Fields:
B Group Name Fields
% Special Fields:
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Select and Insert Fields

Now we want to place the appropriate fields in exactly the right spots within the
report.

1 Double-click Database Fields and then Customers.

=S [ S

----- = CustomerlD :II
----- = Customer_Type

----- = Contact

----- = Phone_Mumber

..... o= FAX_Mumber

----- = SalesT axFesaleMum

----- = Jur_Account

----- = Customerlnuged]

----- = Uze_Std_Tems LI

Lloze | Help |

2 From the list of customer fields, select Customer ID, and then drag it to the
far left of the Details section of the Report Designer.

An object frame with the cursor shaped like an arrow appears as you drag
the field.

3 Toinsert the field, release the mouse button.

T Seagate Crystal Reports [Not For Rezale] - [Report1]

§|£ File Edit ‘iew Insert Fommat Database Report Analyzer Window Help

DE-HERA7 sBEC-- (aMaz DAL Q0S| A5 5w |
[Times New Fioman twestem =]|[10 ~]| & & |B I U ||= |$ + % & %]
e R AR N

Design | EAJETET

Feport Header
The column header text,

Page Headsr underlined, appears in the Page
- . Header section above the field
. [Custom erlD

— % name. This is how the column

D etail _ [CustormerIT ' : 1

He alstF t 2 header will appear on the printed
eport Footer or previewed report.

Page Footer
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Note the following:

+ The object frame indicates that when the report is either printed or
previewed, the field value will appear where the field name now
appears.

+ The width of the object frame indicates the maximum allowable width
of the printed or previewed field. It is set to display the maximum
number of characters in the field, but you can change this by resizing
the object frame.

+ The field name is repeated above, underlined, in the Page Header
section. This represents the column header text for the field and is how
the header will appear on the printed or previewed report.

+ The font and style used in displaying both the field value and the
column header indicate the font and style selected for the characters
that appear in both these elements. Later, we’ll tell you how to change
the font and style of text characters.

4 Now we want to add two additional fields to the report. In the Field Explorer
window, select the Contact field; press the Ctrl key; and then select the
Phone_Number field. Drag the fields and place them to the right of the
CustomerlD field.

As you drag the fields, an object frame appears with the cursor shaped like
an arrow atop stacked sheets of paper marked with a plus. This indicates
that you are inserting multiple fields at once.

5 Seagate Crystal Reports [Hot For Resale] - [Report1]
§|£ File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

D@'n|§@® §|%ﬁn'“'|%ah}:|§j@§&}ﬂg|
| AT =ls tezols==(s . %%9
I '”"gg%ﬁg?gg|9§9§9&<"’|}.\{|"@,|@‘

Design |

Lo 2 g iyt B 4

Fieport Header

FPage Header

: I etom esID

Details . |PustomrID N g\l
Fieport Footer

FPage Footer

5 Click the mouse button to insert the fields.

The fields appear in the same order in which you selected them in the Field
Explorer window, namely, Contact followed by Phone_Number.
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6  Next we want to place the company name at the top of the report. In the
Field Explorer window, double-click Company to open the Company table,
and then double-click the CompanyName field.

i Field Explorer E
= [ e o[
=@ Database Fields: -
Compariy
=2 CompanyDontUsel

=2 Companglnuzed]
= Address]

= Address2

= City

= State

=2 |

Lloze | Help |

7 Drag the field to the Report Header section, and click to place it at the top of
the section, centering it within the section.

The field name aligns with the left side of the object frame.

8 To center the field name so that the company name is centered on the
printed or previewed report, select the object frame and then select the Align
Center button in the Formatting toolbar.

El Seagate Crystal Reports [Mot For Resale] - [Customer .rpt]
§|£ File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

DE-BER&7 s o- eEbz (DAL EBS Mo 5w |

To center the company l\h” =lla slp ru IE(EF e
name, select the object S
frame around the # M|Q LU REAEANE Al ‘
CompanyName field, and
then select the Align Center

buttoninthetoolbar.5" I ! '\"zlddc'b"3”'II"4"WIU"6"II"IB"'
i CompargHame E
FPage Header
) EusmmerID E -
N b Contact . Ehone Humber
Dietails _eustomerm N Contat , Phione_anber
Fieport Footer
FPage Footer

The field name is now centered in the object frame, indicating that the
field will be centered on the printed or previewed report.

43



Designing Crystal Reports: A Tutorial
Crystal Reports for Peachtree Getting Started Guide

Title and Preview the Report

Finally, we want to add a title to the report. To do so, we’ll need to slightly
increase the size of the Report Header section.

1 Place the cursor on the dividing line between the Report Header and Page
Header sections.

The cursor now has double arrows, indicating that you can use it to move
the divider between sections.

% Seagate Crystal Reports [Not For Resale] - [Customer Contact List _rpt]

§|£ File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

ME.E&SMR S F($BREo- .- @M = |3 F & 42l 9| dnox 'llk‘?‘
The cursor with double ~

arrows indicates that you can mé tlmrujlsss|s . x¥%
now move the section divider . g m & o =B ‘

up or down, thus increasing
or decreasing the size of the

sectiong,---.---1---.---2-%5,--3---.---4--W.o--6---.---s---.
Fieport Header [ r Copnpanyime
Page Header . \:/
: :Cust.omerID : Bontact : Ehone Humber

Details . ICusmerD N Contat , Phione_anber

2 Hold down the left mouse button, and move the dividing line down perhaps a

quarter of an inch, just enough to insert the report title.
3 Toinsert the title, click the Insert Text Object button in the Standard
ab toolbar, and drag the cursor to the space just below the CompanyName

field. Click the mouse button.

An object frame appears with the text cursor at the left side of the frame.

5 Seagate Crystal Reports [Not For Resale] - [Customer _rpt]

§|£ File Edit “iew Inset Format Database Hepot Analyzer Window Help

DS-H8R&7  @o- Amas: DAL 00 M0 52|
[Times New Roman (westem <||[10 =]/ & & (B 7 D= = = |8 . % & % 7 ‘
e % s meeer a3 s |

Design |
Fieport Header [
Page Header
R 'ﬁ:usmmerID_ b antact :Ehone Humber
Details . [PustamalD : Fatet  Prome oo

4  In the object frame, type “Customer Contact List.”
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5 Next, let's center the title just as we did the CompanyName field. Select the

object frame around the report title, and then click the Align Center button.

The text appears centered within the object frame.

§|£ File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

DE-HER&7 IBEY -« ema > DE& Sl Mo oW
ITimesNewHoman[W'estemj”'lﬂ j| P | B r U |I§ | B w5 :
| i AR N

Design |
Lol 2 gy 3 - ! £
Fieport Header [ r
3 £
FPage Header
- :Cust.omerID : Bontact :Ehone Humber
Details . [C‘Wﬁm N Contat N _Hiomber

6  Now we want to change the font and style of the report title. Select the
object frame around the title, and then right mouse click.

7  From the pop-up menu that appears, select Edit Text Object.

8 When the text cursor appears, select the “Customer Contact List” text to
highlight it, and right mouse click again.

i Seagate Crystal Reports [Mot For Resale] - [Reportl]

§|£ File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

DE-HSRA7 B0 -~ cmn: DAL G M0 52|
ITimesNewHoman[W'estemj”‘lﬂ j| P | B r U | == | LA
| i AR N

Design | Freview |

Ll
Fieport Header _‘
FPage Header .

: Custom erlD : Bontact : Ehone Humber
Details R ICusmerD : :Comact : ?hnme_}hnnber

9  From the pop-up menu that appears, select Change Font.
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The Text Format window appears with the Font tab selected.

Text Format

Font |Paragraph Formattingl Tabs I

FEont:

Style: I Regular - l

Size: e

st |

-~ Effects:
[ Stikeout
™ Underline

— Spacing:

Character spacing exactly: ID ptz

Sample: ‘

Text Ohject. ‘

o]

Cancel | Help

10 From the Style drop-down list, select Bold.

11 From the Size drop-down list, select 18 points.

12 From the Color drop-down list, select Maroon.

13 When finished, select OK.

Seagate Crystal Reports [Mot For Resale] - [Report1]

§|£ File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

DE-HSRA&7  "Bo -~ @Oad:| DAL GBS M0 5] |

| =)

s =B 2 U

E|$ 5 %.ouoo&.|

| i AR N

Design | Freview |
Lo 1 T 3 ' NI 5 ' 6
Fieport Header . r ComnpanyHime
- Customer Contact List
FPage Header
. [eustom erip " Bontact " Bhone Humber
[Detals  [etman T Fortart "~ Phone_Haber

14 The title will be a bit off center, so select the object frame; drag it to center it;
and then release the mouse button.
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15 Now let’s preview the report to make sure it will look all right when printed.
Do one of the following:

«  From the File menu, select Print Preview.

7z * From the Standard toolbar, select the Refresh button.

A new tab, the Preview tab, appears. It shows how the report will look in
printed form.

Seagate Crystal Reports [Mot For Resale] - [Report1]

§|Q File Edit “iew |nsert Format Databaze Heport Analyzer Window Help

DS-HE&td& Z|f 2Ra-c (@B = (3 & &2 | s v[|\?‘
| I || e [ e = s » %@ %8 =
AeerereivE e s R

Design | Presvigm |

----- Feportl
RH Belbrether Garden Supply

- Customer Contact List
PH .
,-_ Custom erID Contact Phone Humber

(] - CHAPMAN-MURPHY-01 Felecia Chapman TT0-555-8858
(] COLEMAN-01 Chris Coleman TT0-555-1003
(] CUHNHINGHAM-01 Eetty Cunningham TTO-555-1147
(] - EETLEY-01 Lee Ertley TT0-555-6660
(] FREEMAHN-01 D arlens Freeman TT0-555-8967
(] HARDIHNG-01 John Harding TT0-555-82824
(] ™ HEHEILEY-01 Jacob Hensley 404-555-20235
(] HOLT-01 Jamie Holt TT0-555-9927
(] MACKAY.-01 Hicole Mackay 404-555-42235
(] - MAZOHN-01 Troy Mason TT0-555-3311
(] MILL Z-01 Sam Mills TTO-555-6048
(] RETAIL-01 Walk-in Customers
(] - SHAERP-01 Aldice Sharp TT0-555-9088
(] SMART-01 George Smart 404-555-2246
(] SMITH-01 Melissa Smith 404-555-T791
(] SPENCEER-01 Jeremy Spencer TTO-555-4660
(] - STEVENGE-01 Marsha Stevens TT0-555-2848
(] TIDMOEE-O1 Wade Tidmore TT0-555-6488
(] WILLIAMEON-01 Cindy William son TT0-555-8882
RF o

To make any desired changes, such as changing the placement of fields for a
more esthetically pleasing effect, select the Design tab, and work with the fields
there. As you learned in Lesson 1 (page 35), it’s possible to change report
elements on the Preview tab, but it’s generally easier working on the Design tab.

16 Finally, from the File menu, select Save As, and save the report under the
name “Customer Contact List.”
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Review of Lesson 2

48

Let’s review some of the ideas we covered in Lesson 2:

Use the Data Explorer window to find the DDF that contains the
database tables you want in your report. Use this window also to find
and select the tables you want to include.

If you have the Smart Linking feature turned on (which is
recommended), Crystal Reports will automatically link the selected
tables for you, if links are possible.

To add fields to the table, use the Field Explorer to find and select the
appropriate fields within the included database tables. You can select
multiple fields by highlighting the fields and then selecting the Ctrl
button.

To resize any of the sections in the report, just select the section divider,
and holding down the left mouse button, drag the divider to the
position you want.

To center text within an object frame, use the Align Center button.
To add text to the report, use the Insert Text Object button

To change the font properties of a text object, select the object and right
mouse click. From the pop-up menu, select Edit Text Object.
Highlight the text; right click again; and select Change Font. When the
Font tab of the Text Format window appears, make the appropriate
changes.

To preview a report before printing, select Print Preview from the File
menu, or select the Refresh button in the Standard toolbar.
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Use the Report Expert to Build the Report

Lesson 3—Designing a Quotes Good Through List

The third lesson covers the design of a list of quotes issued to customers
arranged by good-through (quote expiration) date. The report will list the initial
date of the quote, the customer, the quote amount, and the good-through date.

To show more of the design capabilities of Crystal Reports, this time we’ll let the
Report Expert guide us.

Use the Report Expert to Build the Report

1  From the File menu, select New.

Seagate Crystal Report Gallery E
— Create a Mew Crystal Report Document
oo';% & Using the Beport Expert

D 45 a Blank Report

— Choose an Expert

Farm Letter
Form

E Crozz-Tab
@ Subreport
Mail Label

Crrill Cowany

[®] oLar -
1 |

Guides the creation of a typical report.

QK I Cancel | Help |

2 In the Create a New Crystal Report Document box, select Using the
Report Expert.

3 Note that in the Choose an Expert box, Standard is preselected. This is
what we want, so click OK.
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The Standard Report Expert window appears with the Data tab selected.

_E Standard Report Expert E

|Fields | Group | Total | Top N | Chart | Select | Style |

Chooze the Data pou want to report on

Click Databaze to open a databaze file or data server.
Click Crystal SGL Query or Crystal Dictionary if vour data is already sa\l,\\ds@ in one of theze bwa formats.

Tables available for report:

[atabasze

E-= Crystal SOL Query

il

@ Crystal Dictionary

B

Eemoye | Ldd ndes.. |

[esian Fepart | Previewﬁamplel Help Cancel | << Bach | Mext>» | FEitiishr |
4

4  The Expert asks you to select a data source. Click the Database button.

EE Data Explorer E

[#-[L Current Connections Add

Eemoye |
E=TFind Database Fils

Add ta Eavorites |
[CAMore Data Sources
F- [ Dictionary / Query Welete Favarite |

ED D atabase Files

— Data Explorer
. Options...
Browse through the folders to find your data source's _D—I
tables. Select and Add tables that contain data you Help |
want to report on. Y'ou can also double-click a table —

to add it. ,TI

5 Double-click the Database folder to open it, and then double-click the Find
Database Files icon.

6 In the Open window, use the Look in drop-down list to navigate to the folder
containing your Peachtree company files.
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7  From the list of Peachtree DDFs, select File.DDF, and then select the Open
button.

Look jn: I-m j gl = | 2B
] Field.ddf

] File. ddf

] Index ddf

Filez of type: IUserDefauIt j Cancel |

8 From the list of displayed tables, select Company. Then hold down the Ctrl
key, and select Customers, JrnlHdr, and JrnlRow. Click the Add button.

EE Data Explorer E

%3 Find Database File =] Add

df
Eemoye |

amers Add ta Eavorites |
[ General_AP Delete Favarite |

[ General_AR
[ General_GL
[ General_|nv
[ General_Jobs

=
— Drata Explarer
. Options...
Browse through the folders to find your data source's _D—I
tables. Select and Add tables that contain data you Help |
wart ba report on. *f'ou can alzo double-click a table —

to add it. ’TI

9  When finished, select Close.
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The Links tab appears, asking you to link the tables as needed.

Data |Fields | Group | Total | Top N | Chart | Select | Style |

Link together the tables pou added to the report
Linking is needed to match records of one table with coresponding records of another table.

Tables... |

Compary | JmHd |
'_DCDmpanyDontl - DJleey_F'artneﬂ Arange Tables |
ComparyMame Jinlkey_TrsMu. _
Campanyllnus B Jirlkey_Per Llirake Tratiles:
Address] Ermlkey_Joun: =) Bphlame
Address? JirlKey_Shade ' Bykey
City Bt odule Link |
State B} Custendd —
ZIP DontUsel

Country [} TramsactionDa [ofEan ks |
FederslEIN - x| PiPostlrder x|
Liate W ptiars. . |
JnlRow | Customers | Delete Link
[elete |
Journal ;I ShipS_TaxEod;I

[ FiowD ate CustomField]
IncludelnGL CustomField2
Includelnlryle CustomField3
FowType CustomFieldd
Amount CustomFieldS
Quantity SalesFep
UnitCosgt OpenPO
AmountDrderes WwhichShiptia
AmountR eceiv |zProspect
QtyReceived Fricelevel
QtyOrdered ehdail_Address

DistMumber [ CustornerRieca
FiowD escriptio f ‘WEB_Address
EustomerHecoLI WwebAddiPart2 =

[esian Fepart | Previewﬁamplel Help | Cancel | <¢ Back | Mext>» | FEitiishr |
4

10 With Smart Linking turned on (which is the default), the Expert has linked the
PostOrder field in the JrnlHdr and JrnlRow tables and the CustomerRecord
fields in the JrnlRow and Customers tables. Accept these links by selecting the
Next button at the bottom of the window.
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Note

When you select Next, you will see a message stating, “Your current link
configuration contains multiple starting points. Please be advised that this is
generally not supported.” This will not cause a problem in the report we’re
designing. Select OK to remove the message.

¥izual Linking E

“rour current link. configuration contains multiple starting points.
Fleaze be advized that thiz iz generally not supported.

Once you clear the message, the Fields tab appears.

Diata ILinks |Gr0uD ITotaI ITOD M IEhart ISeIect IStvIe I

Chooze the information to dizplay on the report
Select the available fields that contain the data pou want to report on. Then add them to the Fields to Display list.

Available Fields: Fields to Dizplay: ﬂﬂ
- @ ACustomer. DAT [Blrieve) - -

E-[E] Customers

2= Cuztomer| D

- =2 Customer_Type
2= Contact

-2 Phone_Mumber
=3 Fax_Mumber

2= SalesT axResaleMum
-3 Jur_Account

o= Customerlnusedd s
-3 ze_Std_Terms Add Al >
2= Defaults slestont —

=1 Balance

=1 CugtomerSince
2= Customerlnused] _—
e SalesLastviPer] <- Remove Al
=1 SaleslastriPerd
=1 SaleslastriPerd
=1 SaleslastriPerd
=1 §aleslastriPers
=1 §aleslastriPert
=1 SaleslastriPer?
2= §aleslastriPerd
=1 S aleslastriPerd
=1 SalesLastriPer1
2= SaleslastriPertl

<- Bemove

Browse Data.. | Fomula... | Colurnmn Heading:lEustomerID
Find Field... |
Design Report | Previewﬁamplel Help Cancel | <¢ Back | Mext>» | Finish I

2
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54

4

1

12

13

14

15

In the Available Fields box, double-click the Customer.DAT (Betrieve) folder
to open it; then double-click the Customers table to open it. Select the
CustomerID field, and then click the Add button.

The CustomerID field moves to the Fields to Display box at the right side
of the Fields tab.

In the Column Heading box toward the bottom of the window, insert a
space between “Customer” and “ID” so that the column heading will read
"Customer ID.”

Calurmn Heading:lEustumer ID

In the Available Fields box, double-click the JrnIHdr.DAT (Betrieve) folder to
open it; then double-click the JrnIHdr table to open it. Press the Ctrl key, and
select the GoodThruDate, QuotelDForSales, TransactionDate, and
MainAmount field, and then click the Add button.

Use the Arrow buttons above the Fields to Display box to place the fields in
the following order (if they aren’t already):

*  GoodThruDate

*  CustomerID

*  QuotelDForSales

» TransactionDate

*  MainAmount

Now we want to give the fields more identifiable names to act as column
headings on the report:
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Select GoodThruDate, and in the Column Heading box, change it so
that it appears as “Good Through Date.”

Select QuoteIDForSales, and change it to “Quote Number.”
Select TransactionDate, and change it to “Quote Date.”

Select MainAmount, and change it to “Quote Amount.”

EE Standard Report Expert =]

Diata I Links

Chooze the information to dizplay on the report
Select the available figlds that contain the data you want to report on. Then add thern to the Fields to Display list. fields to display, .

Available Fields:

= @ c\peachw B0Z2_releasetbeshjmih

= JiniHdr. TranzactionD ate -
= JimiHdr Maindmount

= JiniHdr GoodT hrul ate

= JinHdr Jmlkey_Journal

= Customers. Customerl D

= JiniHdr Quotel DForS ales

X Report &reaSum of JmiHdrM:
X Group #1: JnHdr. GoodT huD

=[] JrrlHdr
-m=2 Jinlkey_Partner

= .|rn|K='| Trehlrnher _ILI
»

Browse Data... | Formyla... |

Find Figld... |

|Gr0uD ITotaI ITOD M IEhart ISeIect IStvIe I

Use the Arrow buttons to
change the order of the

Fields to Display: ﬂﬂ

Add -

———— JnHdr. TransactionD ate
Add Al - JinlHdr M aindmount

<- Bemove

<- Remave Al ...and then enter the

desired column heading

text for each of the fields.
q -

3

Colurnmn Heading:lﬂuote Mumber

Design Report | Freview Sample |

Help | Cancel | <¢ Back | Mext »» | FEinizh I

2
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16 When finished, select the Next button.

Data | Links | Fields |Total | Top N | Chart | Select | Stule |

[Optional] Group the information on the report

Fiecords will be sorted by their values on the Group By fields. Add summary information in the Totals step to break
the sorted records into groups.

Available Fields:

=42, Report Fields:

= Customers. Customerl D
= JiniHdr. TranzactionD ate
= JimiHdr Maindmount

= JiniHdr GoodT hrul ate

= JinlHdr. Quotel DForS ales <- Remove |

Group By:
JrnHdr. GoodT hrul ate

| v

Sort Order: Iin azcending order. 'l
- Break: Ifor each day. 'l

Browse Data... |
Design Report | Previewﬁamplel Help | Cancel | <¢ Back | Mext>» | Finish I

2

17 We want to group our data by the GoodThruDate field, so select it in the
Available Fields box, and then click the Add button.

18 The preselected sort order and break are acceptable, so select the Next
button.

EE Standard Report Expert =]

Data |Links | Fields | Group |ToD M | Chart | Select | Style |

[Optional] Add summary information ta the report
For each group you can chooze one or more fields to summarize.

[ KB

Available Fields: Summarized Fields:

JrrlH dr. M aindmont

| v

ner|C

= JinHdr. GoodThuD ate gl |

= JinlHdr. Reference

= JiniHdr. TranzactionD ate < Remove |

= JimiHdr Maindmount

- @ \Compary. DAT [Btrisve) =
=[] Company 3 _'I—I

= CompanyDontUsel
== Campanyame Summary Type: Isum j
= Companyllnusedi - -

- " Percentage of IGrand Tatal: Sum of MalnAmountj

Browse Data... | ¥ #dd Grand Totals

Design Report | Freview Sample Help Cancel | <¢ Back | Mext>» | Finish I
4
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19 We want to include summary information to appear on our report, and the
Total tab lets us do this. The Expert has intelligently preselected the
MainAmount field as the field to summarize and has also checked the Add
Grand Totals check box, which will give us a grand total area on our report.
Both of these choices are acceptable, so select the Next button.

EE Standard Report Expert =]
Drata ILinks IFieIds IGrouD ITotaI

|Ehart ISeIect IStvIe I

[Optional] Sort the groups based on the summarized totals
The groups on the report can be zorted bazed on their values for the selected summarized field(s).

[ K1

For this group sort

|M 'l based on | ﬂ

Welete |

‘ ) Lseending ) Dessending ‘

Design Report | Preview Sample Help | Cancel | <¢ Back Mext>» | Finish I

2
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20 The Top N tab lets us sort groups based on summarized totals. This could be
useful if we wanted to see, for example, which sales rep made the most sales
in a month, but for our current report sorting is not important. So select the
Next button without making any changes to the settings.

EE Standard Report Expert =]
Drata ILinks IFieIds IGrouD ITotaI ITDD M

| Select I Shyle: I

[Optional] Include a chart on the repaort. Select a chart type and the data you want it to represent.

Type |Data IAxes IDptionsI Text I
At | M
1
Llllll Ll.lll hil,

Side by side bar chart. Bars display a
valuior each group and subgroup
[optignal). Good for showing
comparnizons between group values.

Chart type:

& Velical " Horizontal

Design Report | Previewﬁamplel Help | Cancel | <¢ Back | Mext>» I Finish |

2

21 Again, a chart would be valuable for visually representing sales per sales rep
or per geographic area, but for our report charting is not important. So select
Next without choosing a chart option.

EE Standard Report Expert =]

Data |Links | Fields | Group | Tatal | Tep M | Chart Stvle |

[Dptional] Select a subzet of information to display
The data can be filtered za that only a subset displays on the report.

Available Fields: Select Fields:
- @ MmiHdLDAT [Birieve) -
E-E JmiHdr

—m= JinlKey_Partner Add -» |
=3 Jrnlkey_TrsMumber
@2 Jrnlkey_Per < Remove
M=k rnlkey Jourmnal
=3 Jrnlkey_Shadow
- = Module

-3 Custvendld
-2 DaontlJzel

-3 TranzactionD ate
2= PogtOrder

- = Description
-2 Maindmount

.= Peferenre hd
I | v

Design Report | Previewﬁamplel Help | Cancel <¢ Back Mext>» | Finish I
4
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22 \We want to make sure that only quotes appear in our report. To do so, in the

Available Fields box, double-click the JrnIHdr.Dat (Btrieve) folder to open it;
then double-click the JrnlHdr table to open it. In the list of fields, select
JrnKey_Journal. This will tell Crystal that of all the company information
contained in the journal header file, we want only quote information to
appear in the report. Click the Add button. When finished, select Next.

EE Standard Report Expert E
Data |Links | Fields | Group | Total | Top M | Chart | Selec |
[Dptional] Add style ta the report

Select a formatting style for the report. Add a title. Browse for a picture [e.g. company loga], if desired.

Title: IQuotes Good Through Lis]

Style:  [Srandard

Leading Break

Trailing Break

Table

E=ecutive, Leading Break
E=ecutive, Trailing Break
Shading

Red/Blue Border
Maroon/Teal Box

D -
Add a picture: EI

Design Report | Previewﬁamplel Help Cancel <¢ Back ezt > | Finish I

2
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23 The last tab, the Style tab, lets you select a style for the report. This report
might look good as a table, so from the Style box, select Drop Table. Then
in the Title box, enter the report title “Quotes Good Through List.” When
finished, select Finish.

T Seagate Crpstal Reports (Not For Resale] - [Quote Good Thru List]

£5 Fle Edit View Insett Fomat Database Repott Analyzer Window Help ===l
DE-HELas i clv-- a@a: DAFG WS |(A v |
| HlCEs c[szo[e==(s - wewE=¢]
T e e E Az erayag e
Desion | Preview | Todzy 1343 X| ] 41 T I
E‘“QW:F;E‘;T’" N I N R O O O R - O R AL ]

- 5/1/03 7] =

FH . Quotes Good Through List
01800
Cood Thru Date Customer 1D Quote Number Quote Date Quote Amount

GH1 |~

|

GF1

GH1

D
GF1

AF e

Hi14/03
4/ 1400F
41140

41403

|H0L'[701 |q10301 ‘msm 058

|mmcmwro1 |q1o:og ‘3#15/03 TES

87343

£i1/03
SLNE

HARDING-01 QUOTEI2Z 4F10E 009,00

999.90
501103

Gand Toilal: 187342

Notice that the finished report is displayed on the Preview tab to show
what it will look like when printed. To achieve the look seen above, you
may need to make minor adjustments to the column headings. For
information on how to do so, see the Crystal Reports User’s Guide, the
“Quick Start” chapter.

24 Now test your memory. Insert the “Bellwether Garden Supply” company
name on the report. If you don’t remember how, consult the section of

Lesson 1 where we discuss putting the company name on a report.

Filter the Report

? For step-by-step
instructions on

using parameter
fields, look up
“Parameter Fields” in
the Crystal Reports
Help index.
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Finally, we want to add a parameter field, which will make the report more useful
by limiting the amount of data displayed. The parameter field we want to add
will filter the GoodThruDate field by a cutoff date so that no quotes with an
expiration date earlier than the cutoff date will appear on the report.
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in the Standard toolbar, select the Insert Fields button.

=lg - X Y

@ Database Fields:
X4 Formula Fields:
Parameter Fields:
E Running Tatal Fields:
2 Group Mame Fields:
F Special Fields:

Lloze | Help |

When the Field Explorer window appears, select Parameter Fields and right
click. From the pop-up menu, select New.

Create Parameter Field E
P. ter Field
Mame: ||
Frompting text: I
Walue type: I String j
Options
™ Allows multiple values Set default values |
& Discrete valus(s)
" Range valus(s) J | Allayy ediifg of defaultvaluss when
) Diserete and Hange Yalies thiere rzimore that are valie

] | Cancel | Help |

In the Name field, enter “QuoteExpirationDate.”

In the Prompting text field, enter “Enter desired Quote Good Through
Date.”

In the Value type field, use the drop-down list to select Date.
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6 Click the Set default values button.

Set Default Values b

Select from database

Browse table: I ..... Compary---- j
Erowse field: I j l}\
Select or enter value to add:
MAD A Default Yalues Drescription ﬂﬂ
10/18/2000 =
]
<
KT oo I
Import pick list | Export pick list | Drefine description |
Options

™ Range Limited Field Display: IVaIue and description 'l

Start ate [1orss2000 | Drder |No a0t vl
Erd Diate Imﬂg;gggg | Dider based on: IVaIue vl

QK I Cancel | Help |

The Select or enter value to add box displays the current date (the system
date from your computer). Since we want to limit the expiration date for
quotes listed on the report to April 1, 2003, we want to select that date and
then make it the default date for the report.

7 Inthe M/D/YYYY field, use the drop down list to display a calendar.
Navigate through the calendar until you find April 1, 2003, and then select it.

Set Default Values

Select from database

Browse table: I
Browsze field: I

Select or enter value to add:
MDA

| 10/18/2000 J‘l
4|  Octoberzoon |

24 25 26 27 28 23 a0
12z 3 4 5 & 7
8 9 10 11 12 13 14
15 16 7@ e om 2
2 2 M /K’ T A
29 3 A 1 2 3 4

< Today: 10/18/00

8 Now, click the Right Arrow button next to the field to populate the Default
values box with this date.

9  When finished, click OK, OK, and then Close.
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Now the report will include only those quotes with an expiration date that
falls after April 1, 2003.

Review of Lesson 3

‘ﬁ 10 To see the effect of the filter we have added, select the Refresh button in the
Standard toolbar; then click OK.

E 11 Finally, select the Save button in the Standard toolbar, and save the report
under the name “Quotes Good Through List.”

Let’s review some of the ideas we covered in Lesson 2:

The Report Expert lets you choose the database, database tables, and
links that will operate in the report much as you would do if you had
gone to the Database menu and selected Add Database to Report.

The Fields tab of the Report Expert lets you add fields to the report and
also select the order of those fields and the column headings that will
identify them in the report.

The Group tab lets you group all information in the report by one or
more of the chosen fields.

The Total tab lets you chose a field or fields that will provide summary
information in the report. It also lets you chosen whether or not to
include a grand total as part of the summary information.

The Top N tab lets you sort groups based on summarized totals. This
could be useful in the case of reports reflecting information such as
sales, where you will want to track sales reps or units doing the best
business.

The Chart tab lets you add a chart to the report, a visual representation
of facts and figures in the report.

The Select tab lets you use one or more of the fields to filter the
information that appears on the report. This will limit the amount and
nature of data you see.

The Style tab gives you a variety of formatting options for your report.

If you want to further limit the data appearing on the report, adding
one or more parameter fields to the report will be the answer. Go to the
Field Explorer; select Parameter Fields; right click; and select New.

63



3 Designing Crystal Reports: A Tutorial
Crystal Reports for Peachtree Getting Started Guide

64



e Index ¢

A

accessing standard reports 5
adding database tables to a
report 23
Align Center button 43, 45
aligning
fields 43, 45

basics overview 2, 22

C

changing fonts 32, 45
charts on reports 58
column headings 54, 55
Crystal
Report Expert 49, 50
Smart Linking 52
Crystal reports
in a network 7
limit data access 8
previewing 17, 47
standard 4, 7
standard, access 5
standard, printing 18
standard, where stored 4
write access 8
Crystal Reports Design window
18
Customer Contact List 37
Customer Detail List 10
Customer Sales by Item 12

D
.DAT files 23
data dictionaries 22
data dictionary files 23
selecting 38, 51
databases, selecting for reports
37

DDFs 23
selecting 38, 51
designing
Customer Contact List 37
Quotes Good Through List
49

E

editable versions of reports 28
editing text objects 45

F
fields
aligning 43, 45
grouping data by 56
inserting 41
inserting multiple 42
order on reports 54
parameter 60, 61, 62
selecting 41, 51
to display on report 54
filtering reports 1860, 61, 62
fonts, changing 32, 45

G

grand totals 57

grouping data by field 56

groups, sorting based on
summarized totals 58

inserting
fields 41
multiple fields 42
text objects 34, 44
Inventory Labels 13
modify 31
L

limit data access 8

linking database tables 23
links 23

M

Maintain Users, limit data
access 8

N

network 7
No printer check box 19

o)

object frames 42

P
parameter fields 60, 61, 62
Peachtree, Maintain Users 8
Preview tab 18, 47
previewing
Crystal reports 17
reports 47
price tags 31
Print Preview 47
printer setup 19
printing standard Crystal
reports 18
Purchases by Unit Price 14

Q

Quotes Good Through List 49

R
read-only versions of reports 28
Refresh button 47
Report Expert 49, 50
Chart tab 58
Group tab 56
Links tab 52
Select tab 59

65



Index
Crystal Reports for Peachtree Getting Started Guide

Report Expert (continued) T

Style tab 60 tables 23

Top N tab 58 text objects

Total tab 57 editing 45
reports inserting 34, 44

charts 58

filter 18 V

filtering 60, 61, 62

Vendor Detail List 15
Visual Linking Expert 26, 39
Void Check Register 16

grand totals 57

in a network 7

limit data access 8

making editable versions
of 28 W

previewing 17, 47 write access 8

sections 31

selecting databases 37

selecting subsets of data to
appear 59

standard 4, 7

standard, access 5

standard, where stored 4

styles 60

summaries 57

write access 8

REPORTS.ZIP 4

S
Save As 28
Save data with report option 17
sections, report 31
selecting
databases for reports 37
DDFs 38, 51
fields 41, 51
subset of data to appear on
reports 59
setting up printer 19
Smart Linking 26, 39, 52
sorting groups based on
summarized totals 58
standard reports
See also reports, Crystal
reports 4
styles, report 60
subsets of data to appear on
reports 59
summaries on reports 57, 58

66



	Overview
	What’s in This Guide

	The Standard Crystal Reports
	Where the Reports Are Stored
	How to Access the Reports

	Using Crystal Reports in a Network
	Special Network Conditions
	Limit Data Access to One User

	Standard Crystal Reports
	Customer Detail List
	Customer Sales by Item
	Inventory Labels
	Purchases by Unit Price
	Vendor Detail List
	Void Check Register

	Previewing Crystal Reports
	Set Up Reports to Appear in Preview Mode
	A Note about Printing Standard Crystal Reports

	Overview
	Data Dictionaries
	Data Dictionary Files (DDFs)
	Tables and Links
	How to Add Tables and Make Links


	Lesson 1—Modifying Inventory Labels to Create Price Tags
	Use “Save As” to Create a Working Version of the Report
	Modify the Labels to Create Price Tags
	Review of Lesson 1

	Lesson 2—Designing a Customer Contact List
	Select the Report Database
	Select and Insert Fields
	Title and Preview the Report
	Review of Lesson 2

	Lesson 3—Designing a Quotes Good Through List
	Use the Report Expert to Build the Report
	Filter the Report
	Review of Lesson 3


