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Preface

Izenda Reports enables you to easily access your databases directly and quickly transform raw data into
useful and readily understood information. With Reports you can extract the information you need from
one or more related tables and format it into tables, reports, or charts. You can view the resulting
report in your Web-browser and then print it. You can also export reports in several formats, including
Microsoft Word, Microsoft Excel, and Adobe PDF.

Imagine that your boss has asked for a list of outstanding sales orders for each customer. You know
that your database has a table called Customers, and another table called Orders, and that they can be
linked together using the common field called CustomerID. Using Reports, you can “join” the two tables
and then choose the data fields you need, such as customer name, phone number, order number, order
date, and order amount. You can use a filter to select only open orders. You can sort the data by
customer. Finally you can view or print the report, create the report as a PDF file, or output it to Excel.
It is so easy. It is so fast. Your boss will be amazed.

This user manual will step you through each simple process in using Reports, and provide you with
what you need to know to create your queries and reports. Any data that your application developer
has included in the database can be accessible to you in creating ad hoc reports.
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1.0 INTRODUCTION TO IZENDA REPORTS

Izenda Reports is a reporting solution that allows you to design and run reports from a web browser. It
consists of a Report List, Report Viewer, and Report Designer and other pages that list and view
reports.
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2.0 QUICK START GUIDE
2.1 Building your first report

« Navigate to the Report List page (http://host/yourApp/ReportlList.aspx)
e Click the "Design A New Report" link

Design a New Report

Click to design a new report

» Select a report data source in the "Data Sources" tab (the drop-down contains tables
and views) like Invoices or Orders

[ Reperts || Data Sources " Flt|d5]] Filters " Summarv]] Chart l[ Gauge H Misc l[ St',flel[ TEIaw ]

dBack | IMew besave ffsavess.. @eone | sof | ) (@] W] Q) B B [E &2 £ [Pre-.nnmml__|
I Distinct

Data Sources (Tables and Views)

| Orders =l -
o =

Category Sales for 1997 (View) 8

Customer and Suppliers by City (View)

Customers

Imicices (View)
Order Subtotals (View)

O 3
Orders Qry (View)
Froducts

Region

Supplisrs

Temitones

Figure 2-1 Select Views and Tables
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» Select one or more fields, such as Lastname, or Orderld, from the "Field" drop-downs

Field Descnplicn Sert{a-z) Sor{z-a) Inv, WG & Function Format

| Customedty =] [Eustomer 1D r r will =] | =l dBs% 25
| wdedD =] [oder 1 O r o o Bl =] [o.000 = R
|OvdeDate =] [Qrder Date O r O o al =] | Shont Date s
] o ool - | )= R

FhipCountry

ShipPostalCode
ShipRegion
ShipVia

Figure 2-2 Select Fields

e C(Click the "Preview" tab

0 2 ) (0 B ED E A B Gl

Atk | em s bfsoess. e | | B @ 6 ) @ B

Slwwl_.remds | Remme Al i
Feald Dascnphicn Sort{s-z) Sort(z-a) Inv. VG A& Funchon Farmat

| CustornedD =] [Custamer ID r (! O OO Bl B EE
[OrdedtD =] [order 1D r (w o oal, =] [0.000 das%
[ORSTRE | [OrderDate  F C C o[shonDate B2 23
| =1l r = wi W] | El 8%
Add subtosals using [(none) =] funsction.

_ Continueto Filters | Preview |

Figure 2-3 Click the preview tab
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o Click the "Save" button to save your report

Reports H Data Sources [ Fields H Filters || Summary i Chart | Gauge l Misc ﬂ Style I Preview !

4 8ok | Yt | b plssvess.. et | sof | 5 Z W] ) @ @ [E & £ | erevewresis[1000 -

I, 248

IVINET
[TOMSP 10,245
HAMAR 10,250

WVICTE 10,251
l5uFRD 10,252
HAHAR 0,253
IoHOPS 10,254
Rics0 10,355
WELLT

LA

10,256
10,257

Figure 2-4 Click “Save” to save your report

» Enter a name and category(optional) in the "Save" dialog box

Reports | Data Sources || Fields || Filters || Summary || Chart || Gauge | Misc || Style || Preview

Order Date
7/4/2005
7/5/2005
7/3/2005
7/8/2005
7/9/2005 Input report name
|{7/10/2005 [Widget Orders
71172005 Category
fiiaons [Acme Corp.
7/15/2005

7/ 16/2005 Cancel
bil?mus E
[2/18/2005

7/18/2005
7/22/2005
7/2372005
7/24/2005

Figure 2-5 Enter a report name and/or report category in the dialog box

You now have your first functional report. This is a very basic example, and Izenda Reports
offers far more capabilities.

Izenda Reports User’s Guide v5.4
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3.0 THE REPORT LIST

The Report List is first page that you, the user, typically interacts with unless given a link to a specific
report. This page displays the list of reports. By default, it displays uncategorized reports first in
alphabetical order and then displays an alphabetized list of the reports by category.

Report links are shown in blue below. Clicking on a report link loads the report into the report viewer.
You can also click on the delete and modify buttons, shown by the red arrow below (Figure 3-1), to

delete the report and load the report into the Report Designer to be modified.

Desion a New Report

Reports - A list of saved reports. Click on the report name to view the report or click 'Design' to open the report in the designer.

Report Name Modified Sharing Owner

E3 7 Categories Details 5/22/2007 1:59:10 PM  Shared
Categories Drill-Down 6/18/2007 4:1347 PM  Shared
Category List 5/23/2007 11:24:56 AM  Private

Freight Costs By Countrv and City 8/10/2007 12:55:41 PM  Private
Orders By Emplovee with Chart  5/23/2007 11:25:10 AM  Private

Orders for a Single Countrv 12/12/2006 12:45:53 AM Private
Orders Report 6/18/2007 3:2735 PM  Shared DefaultAdministrator
Product List 12/12/2006 12:45:53 AM Private

Sales By Product and Category 5/23/2007 11:16:11 AM Private

Department Reports

Report Name Modified Sharing Owner
Accounting 8/10/2007 5:28:13 PM  Shared DefaultAdministrator
Dashboard 7/24/2007 10:22:47 PM Shared
Finance  8/30/2007 1:38:09 PM  Shared
Marketing 8/10/2007 5:23:52 PM  Shared
Sales 5/25/2007 2:44-03 PM  Private
Shippin 8/28/2007 13148 PM  Shared DefaultA dministrator

Figure 3-1 Typical Report List

Using this page (depending on your administrator’s setup), you may be able to:

® view an existing report
e create a new report

Izenda Reports User’s Guide v5.4
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e delete an existing report
* modify an existing report

All of these options depend upon how your report administrator has configured Izenda Reports. Some,
none or all of these options may be available to you.

3.1 Viewing a Report

Report Name

Categories Details

Categories Drill Down

Categorv List

Freight Costs By Country and City
Orders Bv Emplovee with Chart

Orders for a Single Country
Orders Report
Product List

Sales By Product and Category
Figure 3-2 Clickable Report Links

The report names are hyper-links which are clicked to load the report into the report viewer.

3.2 The “Design a New Report” Link

Design a New Report

Figure 3-3 Design a New Report Link

This is a special link. Clicking this link takes you to the report designer where you can create a new
report.

10
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3.3 The Delete and Modify Buttons

> Categories Details

Categories Drill-Down

Figure 3-4 Report Link, Delete & Modify Buttons

The delete button &3 allows you to delete a report. Clicking it will pop-up a dialog box confirming
your choice to delete.

The modify button & allows you to modify the report by loading the report in the report designer.
Clicking it will load the report into the report designer.

Izenda Reports User’s Guide v5.4
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4.0 THE REPORT VIEWER

The Report Viewer is used to view the reports that are listed in the Report List. The user typically
interacts with this page in order to view reports. When loaded, the page displays the report with a
menu of options on the top of the page.

| Al 3 firit 3 sy et =
Fillers - Add or modify parameter filters 3 change your query and then click refresh | Show!Hide Filters Update Results

Filter Field Operator Value(s) Blank

i Al 3 r @ewas

Figure 4-1 Report Viewer

The Report Viewer buttons allow you to do common tasks associated with viewing a report.

Report Viewer Buttons

Button Name Function

Export Exports the report in the selected format

Modify Report Switches to Designer so the user can modify the report

Report List Displays the list of reports

Show/Hide Filters | Allows the user to either display or hide the filters in the Report Viewer

Update Results Allows the user to add update the report results after adding/removing filters or
fields

Back Allows the user to return to the previous page

The dropdowns in the Report Viewer also add the ability to add filters, fields and change the export
type.

Report Viewer Drop-downs

Dropdown Function

Reports Allows the user to select a different report to view

Results Allows the user to select the number of results in the report shown on the screen (using

powers of 10)

Add Field Adds a new field to the report

Export Type | Determines what format to export the report in

Filter Field Selects the field to be filtered

Izenda Reports User’s Guide v5.4
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Operator | Allows user to choose an operator for the filter

Users can filter in the Report Viewer by using the filter menu shown in Figure 4-2. They have the ability
to select filter fields and operators, and to add filters If needed.

Filter Field Operator value(s Blank
OrderDate k v/|| Between v And O B82%%25
Freight % | Is Greater Than v O B2%25

Figure 4-2 Report Viewer Filters

13
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5.0 THE REPORT DESIGNER

The Report Designer (Figure 5-1) provides the means to specify parameters for the table(s) of your
databases.

JRepons Data Sources ” Field Hﬂ I! 3 )t Juge ]! I‘ tvle ” S |
4Back | Inew |efsave [pfsaveas.. @rint | sof | E) (w] W] ) B b | B4 Lk | Preview Resuits |
Figure 5-1 Report Designer Toolbar

5.1 Reports Tab

The Reports tab (Figure 5-2) provides another list of created reports.

] Reports H Data Sources H Fields l[ Filters U Summary H Chart ][ Gauge H Misc I’ Style H Preview l
4 Back kjmsw flsave bdsavens.. @rint | soi | E) X ] D B @ | 54 £k | PreviewResuts [1000 -]

Training

Report Name MModified Shaning COwner
Lesson 1-1 2/6/2008 10:17:55 AM Private DefaultA dmimnistrator
Lesson 1-2 2/6/2008 10:27:09 AW Private Defaultd dministrator
Lesson 1-3 2/6/2008 10:39:47 AM Private Defaultddminstrator
Lesson 1-4 2/6/2008 10:41:11 AM Private DefaultA dministrator
Lesson 2-1 2/6/2008 10:44:28 AWM Private Defaultd drumstrator
Lesson 2-2 2/6/2008 1048:37 AM Private Defaultd drumstrator

Lesson 3-1 2/6/2008 10:50:44 AM Private Defaultd drarstrator
T acean 3.7 AMPNNE 115247 AW Private Tefanlt & dminictrator
Figure 5-2 Reports Tab

5.2 Data Sources Tab

The Data Sources tab (Figure 5-3) shows which tables and views are already stored in the database.
and provides a choice of which table to view or which tables you would like to join. To join two tables
and/or views, they must have fields with identical entries. For example, both the Customers and the
Orders tables have the same CustomerlD field that contains one of several possible entries: beverages,
condiments, dairy products, seafood, and so on.

14
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Data Sources || Field I Filters Summary

¥ Distinct
Data Sources (Tables and Views)

B E

Freview

Figure 5-3 Data Sources Tab

5.2.1 Table Dropdown Menu

The Table dropdown menu (Figure 5-4) is a list of the tables and views available to the user, as shown
in Figure 4. Select the desired table/view to preview. To join multiple tables or views that have a field
with identical entries, select those tables/views.

NOTE: A view is a set of tables that have already been joined.

W Distinct

Data Sources (Tables and Views)

Ju

100Fields (View)

250Fields (View)

75Fields (view)

Alphabetical list of products (View)
ArchivedReport

Categories

Category Sales for 1997 (WView)

Current Product List (View)

Custorner and Suppliers by City (View) —
CustomerCustomerDemo
CustomerDemographics

Customers

DateFieldTesting

dbizenda

diproperties

Employees

EmployeeTenitories

Invoices (View)

Order Details -

Figure 5-4 Table Dropdown Menu

15
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5.2.2 Join Field Dropdown Menu

The Join Field dropdown menu (Figure 5-5) is a list of the fields contained in the table/view selected in
the Table dropdown menu to the left. Select the field that has identical entries as the table/view that it
needs to be joined with.

Data Sources (Tables and WViews) Field (Foreign Key)
ICustDmers j

I Orders ~|. i Customer|D |

B =
EmployeelD

Continue to Fields || Freview Freight
OrderDate
OrderlD
RequiredDate
sdt
ShipAddress
ShipCity
ShipCountry
ShipMame
ShippedDate
ShipPostalCode
ShipRegion
ShipWia

Figure 5-5 Join Field Dropdown Menu

!

5.2.3 Foreign Table Dropdown Menu

The Foreign Table dropdown menu (Figure 5-6) is a list of the tables/views that have been selected in
the Table dropdown menu, other than the one in that row. Select the table/view to join the table/view
in that row.

Data Sources (Tables and Views) Field (Foreign Key) Foreign Table
|Cu5t0mers :]
| Orders =| . | CustomerD =| =} Customers i~

L 7] _

Continue to Fields || Preview

Figure 5-6 Foreign Table Dropdown Menu

16
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5.2.4 Field Dropdown Menu

The Field dropdown menu (Figure 5-7) is a list of fields in the table/view that are selected in the
Foreign Table dropdown menu to the left. Select the field to join with the table/view in that row.

Crata Sources (Tables and Views) Field (Foreign Key)
| Customers :J
[Orders =] . [CustomedD =] = Customers =] [CustomedD =l

| =

Confinue 1o Figlds = Freview

Fareign Table Field

Address

City
CompanyName
ContactName
ContactTitle
Countny

Fra ‘
Fhone

PostalCade
Region

Figure 5-7 Field Dropdown Menu

5.2.5 Join Type Dropdown Menu

The Join Type dropdown menu (Figure 5-8) is a list of the available joining methods. The “Inner”
method discards any objects from the joint fields that do not have an identical match. The “Left”
method still displays those without an identical match

Dats Sources {Tablas and Wiews) Field {Foreign Key) Foreign Table Field

Jain Type
|Cu~,1r.|r"|ur', ;I
[ Crdars =] . [CustarmedD =] =[Customers =] . [ CustomerD =] [inner Direct] =]
[ =l

Continue to Faslds | Privview

Figure 5-8 Join Type Dropdown Menu

Izenda Reports User’s Guide v5.4
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5.2.6 Function Buttons of Data Sources Tab

From examples in sections 2.2.2 to 2.2.5, two tables, Customers and Orders,have been used.

Customerld is the join field of both the Customers and Orders table and Inner (direct) is the join type.

Drata Sources (Tables and Views)

| Customers

Field (Foreign Key)

Foresgn Table Freld

| Qrders

Continue to Fields | Prendew

=] [CustomerdD

-

=] = Customers =] [CustomenD =] [inree Direc) =] E3 & =

Figure 5-9 Function Buttons

The iﬂ, - , and £ function buttons are defined in Table 2 below.

Icons Control Name Description
3¢ Delete button Click this button to delete the row the
button is on.
A Insert Row Click this button to insert a row above the
button (above) | row the button is on.
= Insert Row Click this button to insert a row below the
button(below) row the button is on.

Table 2 Function Buttons of Data Sources Tab

Izenda Reports User’s Guide v5.4
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5.3 Fields Tab

In the Fields tab, choose which field of the table/view in the Data Sources tab to display, as well as

what format is desired.

| Reports ]l Data Sources ][ Fields k Filters I| Summary ]l Chart || Gauge ][ Mise J Style ]| Previem 1

4 Back | [ Yuew [rfsave Hsk.q

Show I records

Field

o @@Pot | S s | B F M QB @ [E S L Frevewrenns[T000 1]

Continue to Fiters | Preview

Figure 5-10 Fields Tab

5.3.1 Field Dropdown Menu

Add Al Fields From | Customers =] AddAll | Remove All

Description Sort(s-2) Sort{z-a) VG Function Format
__18| o o ofd Eim EEEEE
=l = = B = =T EEEEE

The Field dropdown menu (Figure 5-11) is a list of the available fields in the table/view that is selected
in the Data Sources tab. If joining tables/view, the title of the table/view that the field is from appears
in parenthesis next to the name of the field. Select the fields to display.

Field

[ M
P -

Customers.™

I Drders*
Address
City
Companyhame
Contacthame
ContactTitle
Country
CustomerlD{Custom
Fax
Fhaone
FostalCode
Fegian
CustomerlD{Crders)

ers)

Figure 5-11 Field Dropdown Menu

Izenda Reports User’s Guide v5.4
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5.3.2 Description

Inputs the description of the field selected in the Field dropdown menu to the left. The description
appears as the new title of the field when the table/view is displayed (Figure 5-12).

NOTE: A default description always appears in this box, but may be edited.

Field Diescription

| CompanyName ¥||Company Name |
[Phons ] [Phone |
| Region ¥ Region |
RS N | Postal Code |
[ ¥ |

Figure 5-12 Description

Izenda Reports User’s Guide v5.4
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5.3.3 Sort(a-z), Sort(z-a), and VG Check Boxes and Function Dropdown Menu

Figure 5-13 shows the Sort(a-z), Sort(z-a), and VG Check Boxes and Function dropdown menu.

Field Description Sort{a-z) Sort{z-a) WG Function
| CompanyMame = |CDmpany Mame [ r . i
[ Phone =] |Phone r r Count
PostalCode - | |Postal Code Count Distinct
r - -
IRegiDn = IRegiDn r r =
B 3| - -

Continue to Filters Preniew

Figure 5-13 Sort, Group, and VG Check Boxes and Function Dropdown Menu

Table 3 explains the Sort, Group, and VG Check Boxes and Function dropdown menu features.

Features Description

Sort (a-z) check box Check this box if you want the table/view to be sorted by
the field selected in the Field dropdown menu to the left

in ascending order.

Sort (z-a) check box Check this box if you want the table/view to be sorted by
the field selected in the Field dropdown menu to the left

in descending order.

VG check box Check this box to change the column for the field selected
in the Field dropdown menu to the left into subheadings

Function dropdown Functions can be chosen from the dropdown menu. If the
menu Group option is selected a group of fields can be created.
See Function Descriptions for more information.

Table 3 Description of Sort, Group, and VG Check Boxes and Dropdown Menu
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5.3.4 Width

The Width is shown in Figure 5-14. Enter the width (default unit is px) of the column in the table
produced that holds the values for the field selected in the Field dropdown menu directly to the left.

Field Description Sort(a-z) Sort(z-a) WG Function width Format

| Freight =] [Freight Cost = O r . = | L.  NBas

Add subtotals using | (none) » | function §0.00
$100
0.0

Continue to Filters =~ Preview 0.00

0.000
0%
% of Group (with rounding)
% of Group
Gauge
Gauge (variable)
Dash Gauge
Custom Ud

Figure 5-14 Width and Format Dropdown Menu

Field Description Sort{a-z) Sort(z-a) VG Function Width Farmat
[OrderDate | [Freight Cost O o i P = R

[ =l o o o =l

Short Date
Long Date
Continue to Filters | Preview Short Time
Long Time
Fullishorf)
Full{long)
Gen(short)
Gen(lang)
Custarn Ul

Figure 5-15 Date Format Dropdown Menu

5.3.5 Format Dropdown Menu

The Format dropdown menu is a list of formats for the entries of the field selected in the Field
dropdown menu directly to the left to appear in.

Format Description Examples
0,000 Displays the number as a whole |1
number. 123
1,234
1,234,567
$0.00 Displays the number as a $123.45
currency $0.12
0.0 Displays the number with one 123.5
decimal place
0.00 Displays the number with two 123.46
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decimal places
0.000 Displays the number with three | 123.456
decimal places
0% Displays the number as a 1%
percentage 12%
If the field in the Field dropdown menu directly to the left is a date, the Format dropdown menu will
look like this:
Format Description Examples
Short Date Displays the date using the 8/1/1996
mm/dd/yyyy format
Long Date Displays the day of the week, Friday, August 09, 1996
month, numeric day, and the
year
Short Time Displays time as hh:mm AM/PM | 12:34 AM
Long Time Displays time as hh:mm:ss 12:34:56 PM
AM/PM
Full(short) Displays the Long Date format, Friday, August 30, 1996 4:34 PM
followed by the Short Time
format
Full(long) Displays the Long Date format, | Wednesday, October 23, 1996
followed by the Long Time 2:28:37 AM
format
Gen(short) Displays the Short Date format, | 3/12/1996 7:45 PM
followed by the Short Time
format
Gen(long) Displays the Short Date format, | 2/27/1996 12:45:13 AM

followed by the Long Time
format

5.3.6 Function Buttons of Fields Tab

The iﬂ, - ,and £ function buttons shown in Figure 5-16 are for the rows that they are in.

Izenda Reports User’s Guide v5.4
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Field Description Sort(a-2) Sort(z-a) VG Function Width Farmat

lCnmpnn'yNnme ﬂ[l:umpu.nyNnme [ C rl E” | Elﬁ - e T e !

| 5| o o o | — dak = s
Figure 5-16 Function Buttons of Fields Tab

Table 4 describes the function buttons of the Fields tab.

Icons | Control Name Description

3¢ Delete button Click this button to delete the row the button is on.

5 Insert Row Click this button to insert a row above the row the button is
button (above) | on.

w Insert Row Click this button to insert a row below the row the button is
button (below) | on.

. Move one Click this button to move the filter one row up.
Row(up)

K Move one Click this button to move the filter one row down.
Row(down)

Table 4 Function Buttons of Fields Tab

5.3.7 Add All Fields From Menu

Figure 5-17 shows the Add All Fields From menu.

Add All Fields From | Customers + || Add All Remove All
Figure 5-17 Add All Fields From Menu

Table 5 explains the function of each element of the Add All Fields From menu.

Features Description
Add All Fields From List of tables/views selected in the Data Sources tab.
dropdown menu
Add All button Adds all the fields from the table/view selected in the
Add All Fields From dropdown menu.
Remove All button Removes all the fields from the table/view selected in
the Add All Fields From dropdown menu.

Table 5 Add All Fields From Menu, Add All / Remove All
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5.4 Filters Tab

In the Filters tab (Figure 5-18), the fields of the table/view chosen in the Data Sources tab can be
filtered so that only pertinent entries appear in the table.

[ Reports LrData Sources L, Fields “ Filters HSummary ]_[ Chart ”Gauge ';[ Misc ” Style 1[ Preview |

4 Back | _]New HSave HSave.lls... Eﬁint | ﬂ!ﬁ 9@ | l{q] @ LHEL '_J ﬁ @ | [ | # iPmiWR&SU"SlIUDG o

Filter Field Operator Value(s) Blank Param

| =] - r » Bx%2%5%

Continue to Summary = Preview

Figure 5-18 Filters Tab

5.4.1 Filter Field Dropdown Menu

The Filter Field dropdown menu (Figure 5-19) is a list of the available fields in the table/view that have
been selected or created in the Data Sources tab. Select the fields to filter. If joining tables/view, the

title of the table/view that the field is from appears in parentheses next to the name of the field.

Filter Field

B E

Address
City
CompanyMame
ContactMame
ContactTitle
Country
CustormerlD
Fax

Phaone
PostalCode -

Figure 5-19 Field Dropdown Menu
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5.4.2 Operator Dropdown Menu and Value(s)

Figure 5-20 shows the Operator dropdown menu and value(s) features.
Filter Field Operator Valueis)
Address “ || Begins With s
City ww | w

! - — Equals
zenda Ad Hoe Express Edition vers Equals (Select)

In Time Period
Like

Begins With
Ends With

Iz Less Than

Iz Greater Than
Between

True

Figure 5-20 Operator Dropdown Menu and Value(s).

Table 6 describes the Operator dropdown menu and value(s) features.

Features Description

Operator dropdown menu List of operations available to perform on field
selected in the Field dropdown menu to the left.

Value(s). Enter the value to which the operation selected in
the Operator dropdown menu will be applied (for
example, “Begins With A” only displays items that
have entries that start with “A” in the selected field).

Table 6 Description of Operator Dropdown Menu and Value(s)

5.4.3 Function Buttons

The ia, - , = , =¥ and * function buttons of the Filters tab are shown in Figure 5-21.

Filter Field Operator Valueis) Blank Param
Address v | | Begins With w5 ] %2
Figure 5-21 Function Buttons

ol
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Table 7 describes the function buttons of the Filters tab.

Icons | Control Name Description

3 Delete button Click this button to delete the row the button is on.

= Insert Row Click this button to insert a row above the row the button is
button (above) | on.

. Insert Row Click this button to insert a row below the row the button is
button (below) | on.

EL Move one Click this button to move the filter one row up.
Row(up)

K Move one Click this button to move the filter one row down.
Row(down)

Table 7 Description of Function Buttons
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5.5 Summary Tab

In the Summary tab (Figure 5-22), a table can be created that summarizes the chosen fields using
different functions (for example, Average, Count, Maximum, and so on). You can also make a group of
fields by choosing the Group option from the Function dropdown menu.

[ Reports | Data Sources || Fields || Filters ] Summary || Chart || Gauge " Mise || Style | Preview |

4 Back | [Mew [save Lsavens.. Eprint | 5*5;! =S = I I I~ ™ 54 L | PreviewResuts[ 1000 ¥

Show r—' records

Field Description Sort{a-z) Sort(z-a) Function Format

[ = O O Hl. 3 > R
T Add Grand Totals

[T Add Deltas

T Invert

Continue to Chart | Preview
Figure 5-22 Summary Tab

5.5.1 Field Dropdown Menu

The Field dropdown menu (Figure 5-23) is a list of available fields in the table/view that have been
selected/created in the Data Sources tab and that have numeric entries. Select the fields to
summarize.

Field

|

Customers.™
1&ddress
City
CompanyMame
ContactMame
ContactTitle
Country
CustomerlD —_—
Fax
Fhone -

Figure 5-23 Field Dropdown Menu

5.5.2 Description

The Description text box (Figure 5-24) inputs the description of the field selected in the Field
dropdown menu to the left. The description appears as the new title of the field when the Summary
Table is displayed.
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NOTE: A default description always appears in this box, but may be edited.

Field Description
CompanyMame # || Company Mame
FPhone * | |Phone

Figure 5-24 Description Text Box

5.5.3 Sort(a-z) Check Box, Sort(z-a) Check Box and Function Dropdown Menu

The Sort(A) check box, Sort(D) check box, and the Function dropdown menu are shown in Figure 5-25.

[ Reports ” Data Sources “ Fields “ Filters ] Summary l Chart “ Zauge ” Misc ” Style “ Prewview l
4 Back | | JMew [fsave bdsavess.. e | & osel | B (=] W] g & | B ¥

=how I records

Field Cescription Sort{a-z) Sort{z-a) Function
I Company™Mame =] ICDunt(CDmpany Me T r § Count |
 Phone =| |Phone r r
[.. =l r r Count Distinct
Group

[T Add Grand Totals
[T Add Deltas
[T Tovert

Continue to Chart Presiew

Figure 5-25 Sort Check Box and Function Dropdown Menu

Table 8 describes the Sort(A) check box, Sort(D) check box, and Function dropdown menu features.

Features Description

Sort(a-z) check Checking this box causes the table/view to be sorted by the
box field selected in the Field dropdown menu to the left in
ascending order.

Sort(z-a) check Checking this box causes the table/view to be sorted by the
box field selected in the Field dropdown menu to the left in
descending order.
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Function Lists the functions that may be applied to the field. (for
dropdown menu | example, choosing Average causes the Summary Table to
display the average value for the entries in the field selected in
the Field dropdown menu.) Note: each selection must be
either grouped or a function or all can be None.

Table 8 Description of Sort Check Box and Function Dropdown Menu

5.5.4 Format Dropdown Menu

This is the same format as the Format Dropdown Menu from the Fields tab. See Section 2.3.5
5.5.5 Function Buttons

The iﬂ, - , =, % and * function buttons are shown in Figure 5-26.

Fi=ld Dascription Sort{a-z) Sort{z-a) Funchion Format
|Componyﬂame j ICount[Cumpuny Ne T C |Cnun1 j | 0,000 ﬂ Br%2s
= 5| 0 o L Elm Slak

Figure 5-26 Function Buttons

Table 9 describes the function buttons.

Icons | Control Name Description

3¢ Delete button Click this button to delete the row the button is on.

& Insert Row Click this button to insert a row above the row the button is
button (above) | on.

w Insert Row Click this button to insert a row below the row the button is
button (below) | on.

EL Move one Click this button to move the filter one row up.
Row(up)

K Move one Click this button to move the filter one row down.
Row(down)

Table 9 Description of Function Buttons
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5.6 Chart Tab

In the Chart tab (Figure 5-27), a chart can be created using the data in the table/view selected on the
Data Sources tab.

] Reports ]1 Data Sources ]E Fields H Filters ]’ Surnmary ][ Chart || Gauge H Misc” Style ]’ Preview |

d Back | New frlsave [fsavess.. et | 2 sl | =W 2 8 & M L IF‘reviewResult-SIIDUU "!
Showl records
Chart type | 'l

Continue to Gauge || Preview

Figure 5-27 Chart Tab

5.6.1 None Selection

When the chart type (Figure 5-28) is None, no chart appears.

Chart type [

- Trend
Continue t pig

Plaot
Bar

Figure 5-28 None Selection

Presiew

Izenda Reports User’s Guide v5.4
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5.6.2 Trend Selection

When the chart type is Trend (Figure 5-29), the chart appears in Trend format.

I Reports H Data Sources H Fields H Filters H Surnmary ][H“ Gauge H Mise H style H Preview ]

4 Back | [JMew klsave Ldsave ds.. Eeine | B osol | B [m] W] g & |
Showl records

Chart type ITrend 'Il

Doate |DrderDate | Funu::tion| Group(Manth Name *| Sort

Walue I OrderlD = Punctionl Count Distinct = Sert T
Show Advanced |

Continue to Gauge || Frewview

Figure 5-29 Trend Selection

Table 11 describes the features of the Trend chart type selection.

Features Description
Trend chart By choosing chart type Trend, the chart appears in Trend format.
Date dropdown Choose any field of date format like birth date, join date, and so
menu on.
Value dropdown | Choose any value from the dropdown list.
menu

Table 11 Description of Trend Chart Type

5.6.3 Pie Selection

Figure 5-30 shows the Pie (chart) selection menu of the Chart tab.

[ Reports H Data Sources H Fields H Filters H Surmmary ”m[ Gauge H Misc H Style H Preview ]

4 Back | [qmew Lfsave blsavess.. oFeine | 2 osol | B [m=] [w] 2 B B |
Showl records

Chart type I Fie i
Label | Companyharn =| Function | .. MES AN

Value | EmployeelD j PunctionECDunt iv| Sort W

Show Advanced |

Caontinue to Gauge Fresiew

Figure 5-30 Pie (Chart) Selection
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Table 12 describes the Pie chart selection.

Features Description
Pie chart By choosing chart type Pie, the chart appears in
Pie format.
Label dropdown menu Choose any label from the dropdown list.
Value dropdown menu Choose any value from the dropdown list.

Table 12 Description of Pie (Chart) Selection

5.6.4 Plot Selection

Figure 5-31 shows the Plot (chart) selection of the Chart tab.

[ Reports ” Data Sources “ Fields ” Filters ” Summary l Chart [ Zauge ” Misc ” Style “ Prewview l
q Back | [JMew [fsave bdsavess.. et | 2 osel | B =] W] &g @ |
Showl records

Chart type | Plot

XI EmployeelD = PunctionlCDuntDistinct = Sert T

Y | OrderD ~| Function | Count = Sert T
Show Achvanced

Continue to Gauge | | Freview

Figure 5-31 Plot Selection

Table 13 describes the Plot (chart) selection.

Features Description
Plot chart By choosing chart type Plot, the chart appears in
Plot format.
X-axis dropdown menu Choose any field from the dropdown for the X-axis.
Y-axis dropdown menu Choose any field from the dropdown for the Y-axis.

Table 13 Description of Plot (Chart) Selection
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5.6.5 Bar Selection

Figure 5-32 shows the Bar chart selection of the Chart tab.

[ Reports ” Data Sources ” Fields ” Filters ” Summmary ][m“ Gauge ” Misc ” Style ” Preview ]

4 Back | [ JMew kdsave bdSave ds.. fEFent | B osol | B (=] W] g & |
Showl records

Chart type | Bar

Label | EmployeelD =| Function | Count Distinct x| Sort T

Walue | OrderD j Funu:tionEAverage iv| Sort ¥
Show Advanced

Continue to Gauge || Frewview

Figure 5-32 Bar Selection

Table 14 describes the Bar (chart) selection entries.

Features Description
Bar chart By choosing chart type Bar, the chart appears in
Bar format.
Label dropdown menu Choose any label from the dropdown list.
Value dropdown menu Choose any value from the dropdown list.

Table 14 Description of Bar (Chart) Selection
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5.7 Gauge Tab

In the Gauge tab, you can add a panel of radial or linear gauges to a report.

| Reports |

Data Sources " Fields || Filters |

Summary " Chart | Gauge " Mige " Style |[ Preview |

qBack | New bfsave ffsevess.. @rint | s | B [w] w] ) @ ) [F =4

Fesults |4 '|

Name |.. -l

Vahe |, *| Function | .. -
| - | | i

& Radial © Linear

Continue to Misc Praview

Figure 5-33 Gauge tab contents

Results: Allows you to specify how many gauges you want to show, if you choose to count the
number of products in multiple categories, you could specify that you want to only
show the first 4 categories by alphabetical order.

Name: Choose the gauge labels
Value: Chose the field to which a function is applied.
Function: Choose a function to apply to the field.

Radial/Linear: See table below.

Beverages
0
025
0.5
Radial gauge
0.75
( ___'1 1
[100%
Beverages
Linear gauge
0 0.2 04 06 0.8 1
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5.8 Misc Tab

In the Misc Tab, you can add a title and description of the report. Scheduling is also done in the Misc

tab.

Title:
Description:
Header:
Footer:

P -
Reports | Data Sources || Fields | Filters | Summary | Chant || Gauge | Misc | Style || Freview |

dBack | [Jriew |pofsave hfseess.. et | sl | ) @ @ Q0 B @ B S £ | Freview Resis [ 1000 -

Tile

l

Descrption

Hemder

I

Footer

I

™ Shared [ Read ook Categon]

Schedule Fepeat type

Send Email as

[z :foo [am =[v =ldamary 2006 7] | 2 uink

Fecipients

E

Conbinue 1o Style | Preview

Figure 5-34 Misc tab contents

Enter the title of the report.

Enter a description for the report.
Allows a user to set a report header.
Allows a user to set a report footer.

Shared/Read only: Selecting “Shared” will allow other users to see your report and modify it. Selecting
“Read only” set the report so that it is only modifiable by the report owner.

Category: Set the category of the report. Note: this is set automatically when you save with a

category.

Note: The scheduling controls may not be available to all users, if you do not see them, please speak
with your system administrator. The scheduling controls allow you to schedule a report to be emailed
on a recurring basis.

Schedule:
Repeat Type:
Send Email As:
Recipients:

Set the schedule date and time.

Set the repeat frequency.

Sets the format in which the email is sent.
Enter a comma separated list of recipients.

Izenda Reports User’s Guide v5.4
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5.9 Style Tab

In the Style tab, you can customize the look of the table. You can change the color of the border,
header, and rows. The order of report items can also be changed.

Reports || Data Sources || Fields || Filters || Summary || Chart || Gauge || Misc || Style || Preview
dBack | [tew pfsave pofsevess.. @et | sl | B (x] W] 4 @ @) [E =
Border color Header color Header foreground color

| (Defauli =] | (Default) =] [(Defauly B
Item color Item foreground color Alternating item color

| (Defauli =] | (Defaul) =] | (Defauly -

Restore Default

Sample grid

1

2 B

" Landscape printing

¥ Show page munber in pdf

¥ Show date and time in pdf

¥ Use pagmation in web view

™ Add bookmark for each visual group
™ Show Visual Group Labels

[tems per page
[10000
Beport arder
Chart = 5
Ganges X 5
Summary * 7
Detal 2 5
Field Vale column pairs
2 ]

T Show main report in Field | Vake style
T Show summary report in Field | Value style

Continue to Preview | Preview
Figure 5-35 Style tab contents

Report style properties can be changed using the drop-downs, when the properties are changed, the
sample grid below can be used to see the differences.

Izenda Reports User’s Guide v5.4
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The colors which can be changed are: Border color, Header color, Header foreground color, Item color,
Item foreground color, and Alternating item color.

Explanations of other properties found on tab are given below.

Landscape printing:
Show page number in pdf:

how date and time in pdf:

Use pagination in web view:

Add bookmark for each visual group:
Show Visual Group Label:

Items per page:

Report order:

Field|Value column pairs:

Determines whether the report prints in landscape mode. (can
also be set using print properties in the printer dialogue box)
Sets whether the page numbers are shown in pdf report
exports.

Sets whether the date and time are shown in pdf report
exports.

Sets whether pagination is used in the report viewer.

Sets whether bookmarks are used in adobe pdf exports.

Sets whether the visual group labels are shown.

Allows a user to set the number of items show per page in a grid.
Allows the user to set the order of the Summary, Chart, Gauges

and Detail grids

Allows a user to set the field value style. This is useful for
Accounting/financial reports.

Show main report in Field | Value style: Allows a user to set whether the main detail grid uses

Field-Value style

Show summary report in Field | Value style:  Allows a user to set whether the summary grid uses

Field-Value style

38
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5.10 Preview Tab

In the Preview tab (Figure 5-36), a preliminary version of the created table can be viewed, along with
its Summary Table, description, and chart. Go back and change selections in the previous tabs and see
how they affect the table by returning to it in the Preview tab.

I Reports ” Data Sources ” Fields ” Filters ” Sumrnary ” Chart ” Gauge ” Misc ” Style l Preview

4 Back | |_JMew HSave HSaveAs... @herint | = sl | B @ @ g & @ |
Figure 5-36 Preview Tab
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5.11 Toolbar
Figure 5-37 shows the Toolbar buttons.

hew  prdsave fSave ss... @rrint | &0 | S sol | E) [x] W] & B & | M % JprswewReSultsIII]DD -
Figure 5-37 Toolbar Buttons

Table 15 describes the functions of the Toolbar buttons.

| Icons \ \ Features | | Description
| 4 Back ‘ ‘ Back || Goes to the browser’s previous page.
| ] Mew H New || Creates a new report.
| ldsave || Save || saves a report.
| fdsave ns... || Save As |
| g Print H Print (PDF Export) || Saves the report as a PDF document.
| &]c0 ‘ ‘ IE || Runs the report in the web browser.
=2 Schema
sl saL Views the report in SQL mode.
| =) ‘ ‘ Csv || Saves the report as a CSV file.
3] Excel Spread sheet Saves the report as a MS-EXCEL file.
| ] H Word Document || Saves the report as a MS-Word document.
o XML document Saves the report as a XML document.
= Open office Saves the report as an Open Office Document.
document
| i3 ‘ ‘ RTF document || Saves the report as a RTF document
| || Back to Report List ||
| b H E-mail || E-mails a report to a client
| £ || Settings I

Table 15 Description of Toolbar Buttons

5.11.1 Back Button

Use this button to go back to the browser’s previous page.
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5.11.2 New Button

Use this button to create a new report according to your query. The new report is created, and the
existing report is refreshed.

5.11.3 Save Button

The Save button is used to save any report, created with a specified name, in the saved reports list.
Figure 5-38 shows the Save Any Report script prompt.

Input report name

Cateqgory
|

(0]:4 | Cancel |

Figure 5-38 Save Any Report

5.11.4 Go Button

The Go button is used to run a particular report in the web browser. It opens a new page to show the
report as an HTML report (Figure 5-39).

Export Type

B 5 [ B | AT | ity epor | Feporis

Filters - Add or modify parameter filters to change your query and then click refresh |_ Sl 0 ERRIEEN| Update Results

SEee e e

Filter Field Operator Yalue(s) Blank
Bl = r B2%25
Ship Country ¥ Ship City
lArgentina Buenos Aires
\hustria Graz
\hustria Salzburg
Belgium Bruxelles

Figure 5-39 To Run the Report as a HTML Report
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5.11.5 SQL View

This button is used to view the report in SQL view (Figure 5-40). It allows the report to be opened
directly or saved for future use.

File Download P§|

Do you want to open or save this file?

Mame: Report.sql
Type: S0QL Script file, 693 bytes

From: localhost

Open ] [ Save ] [ Cancel l

harm your computer.  you do not trust the source, do not open or

@ While files fram the Intemet can be useful, some files can potentialhy
save this file. What's the rslk?

Figure 5-40 Save Any Report as SQL Format

5.11.6 PDF Button

The Pdf button is used to save any report as a .pdf file format that can be used later. Specify the
location and the file name for better identification. Figure 5-41 shows the file download screen.

File Download x|

] Some filez can harm pour computer. [f the file information below
\‘\'/ loaks sugpicious, ar yau da ot fully rust the 2ource, do not open ar
zawe thiz file.

File name: Report.pdf
File tupe:

Framm: localhost

Wiould you like bo open the file or zave it to your computer’?

Open | Save I Cancel tare [nfo

¥ Always ask before opening thiz bpe of file

Figure 5-41 Save Any File as PDF Format
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Figure 5-42 shows the screen displayed after the download is complete.

Download complete o [m] S

¥

= Download Complete

Saved:
Report,csy From localhost

EENEEEEENNENEEEEEENNNEENENEEENENEENENEEEEER
Dovinloaded: 558 bytes in 1 sec

Download bo: C\Documents and Settin.,, \Report.csy

Transfer rake; 558 bytesiSec

[ Close this dialog box when download complates

Open Open Faolder | | Cloze I

Figure 5-42 After Completed Download

5.11.7 CSV Button

The CSV button is used to save any report in a specified location as a .CSV format, which can be
retrieved later.

5.11.8 Spread Sheet Button

The Spread Sheet button is used to save any report in an MS-EXCEL file format , which can retrieved
later. Specify the save location and the file name.

5.11.9 Word Document Button

The Word Document button is used to save any report as an MS-WORD document, which can be
retrieved later. Specify the location and name only.

5.11.10 XML button

The XML button is used to save any report as an XML document, which can be retrieved later. Specify
the location and name only.
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5.11.11 Open Office Document

This button is used to save any report as an Open Office Document, which can be retrieved later.
Specify the location and name only.

5.11.12 RTF Document

This button is used to save any report as an RTF Document, which can be retrieved later. Specify the
location and name only.

5.11.13 E-mail Report

This button is used to e-mail the report to a client. Specify the e-mail address of the recipient only.

Izenda Reports User’s Guide v5.4
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6.0 FUNCTION DESCRIPTIONS

The following is a table of functions available for use in the Fields and Summary tab of the Report
Designer.

Function Name Description

Group Groups field values together for aggregating

Count Counts the number of values in a column

Count Distinct Counts the number of distinct values in a column

Sum Sums the value in a field

Average Takes the average value of a field

Maximum Takes the maximum value in a field

Minimum Takes the minimum value in a field

Group(Date),(Day),(Month),(Year) Groups a date field by its value

Group(Month Name) Groups a date field by its month value and
displays the name (March) instead of (03)
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7.0 GLOSSARY

Database
Entry

Field

Table

View

A collection of data arranged for ease, speed of search, and retrieval.
A single piece of data that belongs to a field.

A set of entries that are grouped together because of similar properties.
The Fruit field contains entries that are either apple, peach, or orange.

A set of data organized into fields and arranged in rows and columns.

A set of tables that have been joined by similar fields with identical
entries.

Izenda Reports User’s Guide v5.4

46



