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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

o Navigate to the Report List page (http://host/yourApp/ReportList.aspx)

e Click the "Design A New Report" link

Design a New Report

Click to design a new report

e Select a report data source in the "Data Sources" tab (the drop-down contains tables

and views) like Invoices or Orders

m[ Fields " Surmmary " Chart ” Gauge " Map ” Misc ” Style " Filters " Preview ]

4 Back | [Elrepartiist | Inew kdsave bdsavess. EHrine sol | B = @ [= W & & M L IResuItsl'IDDD "l
M allow mulls

Data Sources (Tables and Views)

rl

M
FieldHistary -]
FileOne

FileOneTest

Filter

FiscalvearSetings

foo

IrwvestmentPool

IrevoicesDot

Jains |
Lead

Mote

MullOrders

Dpportunity

OpporunityCompetitar
OpporunityContactRole
OppofunityHistory

OpporunityLinetern

Order Details

Order Details Extended -

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

l Data Sources “Fields H Summary ]l Chart " Gauge “ Map “ Misc “ Style “ Filters " Preview ]

4 Back | [Elreporttist | [new bdsave blsavess.. @Erine sol | By = @ &= W] [g) | & Lk |Results|1DDD 'I

Eecords I

Field

Description Sort WG A Function Format

| CustamenD | |Customer 1D r . =l

-a

g
4l

| OrderD =| |Order D r ool =] | n.o0o

-la

llg
4l

| | mrorl. =l

Address

City

Country

CustomerlD

Customertarne

Discount

ExtendedPrice

Freight

CrderlD E
PostalCode

ProductD

ProductMame

Cluantity

Region

RequiredDate

Salesperson

ShipAddress

ShipCity -

ummary | | Preview

Figure 2-2 Select Fields

e Click the "Preview" tab

1]

Il
2l

= T
= s
o 1

l Data Sources “ FieIdsH Summary ]l Chart ll Gauge " Map “ Misc ]l Style ]l Filters " Preview

4 Back | [Elreportlist | Itew pdsave klsavess.. Erene sol | B (=] @ =] @] g | & L% |Results|1DUD 'I

Recerds I

Field

Cescription Sort VWG A Function Format

ICustDmerID j

ICustDmerID | I j I

| OrderD =l

>

[Order 1D . =l 0000

| OrderDate j |Order Date

>

I- =

[T Add Subtotals

]

[

-
rrj. | | shortDate
m el e

Quick Add || Add Pivot || Continue to Surnmary || Preview

Figure 2-3 Click the preview tab

]

Il
£l

g llg
2l gl

g
4l
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o Click the "Save" button to save your report

[ Data Sources H Fields " Summary " Chart H Gauge H Map H Misc H Style H Filtars ][m

4 Back | [Elreportlist | [new | bdsave | bfsave s, rent sl | B (2] @ [=] W] & B = L |Results|1UDD 'I

Customer ID Order ID
WINET 10,245
WINET 10,245
WINET 10,245
TOMSP 10,249
TOMSP 10,249
HAMAR. 10,250
HAMAR. 10,250
HANAR. 10,250
WICTE 10,251
WVICTE 10,251
WICTE 10,251
SUPRD 10,252
SUPRD 10,252

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

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

l Data Sources ]l Fields l‘ Summary " Chart " Gauge l‘ Map ][ Misc ]l Style ” Filters “ Prewiew ]

4 Back | [Elrepartlist | Mew kdsave bjsavess.. Erint sol | B (=] @ [=] W] g | B4 ¥ |Results|1DDD 'I

WINET 10,248
WINET 10,248
WINET 10,248
TGMSE 10,249
TGMSE 10,249
HANAR, 10,250
HANAR. 10,250
HANAR. 10,250
WICTE 10,251
WICTE 10,251
VICTE 10,251
SUPRD Input report name 10,252
SUPRD: |Widget Qrders 10,252
SUPRD: 10,252
HANER Category 10,253
HAMAR | Analysis [ 10,253
HANAR. ok | | cancal | 10,253
cHOPS — 10,254
cHOPS 10,254
cHOPS 10,254
RICSU 10,255
OTSn | in e

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.
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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.

Design a New Report

Design A New Dashbhoard

. Uncategorized Reports

ElShipper Detail
L 5-0-2665

a8y éAutumatiun Test
3 ElChart - Bar Multi-Year Pareto

ElChart - Multi-Year Donut 3D
EChart - Trend Multi-Year - Smooth

IﬁData Sources - 4 Sources

EJFields - Advanced Pivot

=IFields - Arithmetic Percent of Group
EJFields - Functions VG Subtotal
Eilters

I_:BIFilters - Calc

IﬁGauge - 16 Gauges

I_:nIM:isc

Bstyle
522778

IéAutumatiun Test

ElChart - Bar Multi-Year Pareto
ElChart - Multi-Year Donut 3D

Figure 3-1 Typical Report List
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Using this page (depending on your administrator’s setup), you may be able to:

e view an existing report
create a new report
delete an existing report
modify an existing report

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

3.1 Viewing a Report

IlelAutumatiun Test
=\Chart - Bar Multi- Year Pareto

=lChart - Multi Year Donut 3D
ElChart - Trend Multi-Year - Smooth

I__—niData Sources - 4 Sources
I__—niFields - Advanced Pivot

I__—EiFields - Arithmetic Percent of Group
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

a7 I_:ﬁlAutnmaﬁun Test

E)Chart - Bar Multi-Year Pareto
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 7 allows you to modify the report by loading the report in the report designer.
Clicking it will load the report into the report designer.

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.

4 Back | [E|Reportlist | Errint H (=] & [=] [w] ) e | Resultsl 1000 "l ¥ Design
™ show Filters  Add Fielu:ll j Delete Fieldl 1|I'| i Update Results

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

Design 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

Add Field Allows the use to add a field to the report

Delete Field Allows users to delete a field from the report

Back Allows the user to return to the previous page

11
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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

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 w And O B2
Freight ¥ || Is Greater Than ot O B*=2

Figure 4-2 Report Viewer Filters

5.0 THE REPORT DESIGNER

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

[m[ Fields || summary |[ chart || Gauge || Map || Misc || style || Filters || Preview |

=

i

4 Back | [EJreportList new  pfsave Lfsave as.. @Ereint sol | By (=] @ (=] [w] 2 M Tk Resultslmﬂﬂ vl
Figure 5-1 Report Designer Toolbar
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Izenda Reports User’s Guide v6.4



Izenda Reports User’'s Guide

5.1 Reports Tab

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

Reports [ Data Sources “ Fields “ Summary ” Chart ” Gauge ” Map ” Misc ” Style “ Filters “ Preview ]

4 Back | [ElReportlist | [new pedsave bdsavess.. @Erint S sl | B =] B (=] W] 9 = .Resultslmﬂﬂ 'I
.= Uncategorized Reports

@Shipper Detail
L 5-0-2665

@_-'Lutomation Test

=l Chart - Bar Multi-Year Pareto
E)Chart - Multi-Year Donut 3D
EChart - Trend Multi-Year - Smooth

@Dam Sources - 4 Sources

@Fields - Advanced Pivot

@Fields - Arithmetic Percent of Group

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.
Also 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.

[ Fields ” Summary ” Chart ” Gauge ” Map ” Misc ” Style ” Filters ” Freview l
[Elreport List | jr-le-.k pdsave bsavess.. Grint Eco | & sl | B E B = @ g | B4 LF | Resuits| 1000 ©

[v Distinet

Cata Sources (Tables and Views)

| [

[41]

2l

Figure 5-3 Data Sources Tab
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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.

Data Sources I Fields H summary ” Chart [ Misc ” Style H Filters ” Preview l
4 Back | [EReportlist | [new pfsave Lsavess.. et & sol | B (=] B [=] W] (2] =+ 3 Resultsl 1000 VI
I Allow nulls

Data Sources (Tables and Views)

)

100Fields
1MOrdersh
1MOrdersc
250Fields

T5Fields

Categories
Category
Customers
Employees
EmployeeTerritories
Invoices

Order Details

Order Details Extended
Orders

Product?

Products

Sales

Shippers

Terrtories

Map

Gauge ]

4l

Figure 5-4 Table Dropdown Menu
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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.

Cata Sources (Tables and Yiews) Field {(Foreign Key)
|Custumers j

[ Ordlers =| . [ CustomerlD -

I- =]

EmployeelD
Continue to Fields || Praview Freight

OrderDate
OrderlD
RequiredDate
scit
Shipaddress
ShipCity
ShipCountry
ShipName
ShippedDate
ShipPostalCode
ShipRegion
Ship'ia,

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
ICustDmers :]
[ Orders | . | CustomenD ~| =|Customers i~

- 7] _

Continue to Fields | | Preview

Figure 5-6 Foreign Table Dropdown Menu
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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.

Data Sources (Tables and Wiews)

|CL|St0mers j
|Orclers j .|CL|St0merID j =|CL|st0mers j - | CustomerlD j
Continue to Fields Address
City

CompanyMName
ContactMame
ContactTitle
Country
[CustomerlD

Fax

Phane
PostalCode
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

Data Scurces (Tables and Views)

ICustumers j
IOrtIers j .|CustomerID J :|CL|slomers j . |Cust0merID j |Inner |Direct_:j

Continue to Fields HInner (Direct) , |
Cross
Left (First Exists|

Right

Full

Figure 5-8 Join Type Dropdown Menu

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.

Data Scurces (Tables and Views)

|Cust0mers j

|Order5 j .|CustomerID j :ICustomers j .ICustomerID j |Inner [D\rect:j \i:“ E

4l

Continue to Fields

Figure 5-9 Function Buttons
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Theiﬂ,?'I , and £ function buttons are defined in Table 2 below.

Icons Control Name Description
[ | Delete button Click this button to delete the row the
button is on.
. Insert Row Click this button to insert a row above the
button (above) | row the button is on.
K. 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

5.2.7 Show Data Sources As Check Boxes

In the sections 5.2.1 - 5.2.6 was described the work with drop-down styled Data Sources tab. This is
default mode for Data Sources tab but you can change it by setting to true
ShowDataSourcesAsCheckBoxes setting. ShowDataSourcesAsCheckBoxes will turn Data Sources tab
to the check boxes styled mode (Figure 5-10).

Im“m Fields H Summary H Chart H Gauge " Map H Misc H Style H Filters H Preview ]

[Elreportlist | Inew kdsave bdsavess. Srine sol | B & =] (W] ) | B LF | Resuls ‘1E"'.]DE|

All Data Sources
Alphabetical lis Categories Category Sales f Current Product .. Customer and Sup.
CustomerCustomer... CustomerDemograp... Customers Emplovees EmployeeTerritor...
Invoices Order Details Order Details Ex Order Subtotals Orders
Orders Qry Product Sales fo... Products Products Above A... [|Products by Cate...
Quarterly Orders Region Sales by Categor. .. Sales Totals by Shippers
Summary of Sales. .. Summary of Sales. .. Suppliers Territories

Advanced

Figure 5-10 Check box styled Data Sources

5.2.8 Join Tables In Check Boxes Mode

To join tables in check boxes mode you should just check the tables you want to join one after another.
When you will check the first table all tables that cannot be joined to it automatically will be disabled.
After you will select next table to join the list of available (checkable) tables will be refreshed (Figure
5-11).
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You will not able to specify manually the joined fields in this mode. Instead of it system will try to join
tables using information about Foreign Keys. If you will need in manually joining you can always switch
to the drop-down (advanced) mode by clicking Advanced button.

All Data Sources
Alphabetical lis. .. Categories Category Sales £ .. Current Product ... Customer and Sup...
[T CustomerCustomer... CustomerDemograp... Customers [CEmployees EmployeeTerritor...
Invoices ["] Order Details Order Details Ex Order Subtotals Orders
Orders Qry Product Sales fo... Products Products Above A... || Products by Cate...
Quarterly Orders Region Sales by Categor... Sales Totals by ... [C] Shippers
Summary of Sales Summary of Sales Suppliers Territories

Advanced Continue to Fields

Figure 5-11 Auto Disabling Data Sources To Join

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.

J Reports ” Data Sources H Fieldsi Summary H Char‘tu Gauge ” Map H Misc ” Style H Filters H Preview l
4 Back | [ElReportlist | [Inew ‘psave bfsavess.. et B osol | By 2] @ =] W] (2 | = £F 1Resu|ts|1UUU "I
Recordsl

Field Description Sort WG A Function Format

- = e =l 52 > R = s

[T Add Subtotals

Quick Add Add Pivaot Continue to Surmmary Preview
Figure 5-12 Fields Tab
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5.3.1 Field Dropdown Menu

The Field dropdown menu (Figure 5-13) 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. The entries in the list that are
in Bold are the table/datasource names.

Field

Customers
Address
City
Companylame
ContactMame
ContactTitle
Country
CustomerlD
Fax
Fhone
PostalCode
Region

Orders
CustomerlD
EmployeelD
Freight
OrderDate
OrderlD
RequiredDate
ShipAddress
ShipCity
ShipCountry
ShipMame
ShippedDate
ShipFPostalCode
ShipRegion
ShipVia

Figure 5-13 Field Dropdown Menu

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 5-14).

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

Field Description
|Cnmpanyf‘lame j |Cnmpany Mame
|F'h|:|ne j |F'h|:|ne

IFlegin:nn j IF{eginn

[T ~ | [ oot Code
! =l

Figure 5-14 Description
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5.3.3 Sort and VG Check Boxes and Function Dropdown Menu

Figure 5-15 shows the Sort and VG Check Boxes and Function dropdown menu.

Field Description Sort WG A Function
|Cnmpangﬂ*lame | |C|:|mpan}f Mame r rr =l
|F"h|:|ne j |F'h|:|ne r - Count
|Fleginn j |Reginn r 1 Count Distinct
|F"|:|stE|IC|:u:|e =l |F'|:|5tE|I Code r rr
| = i alol -]
™ Add Subtotals
Quick Add Add Pivot Continue to Summary Preview

Figure 5-15 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 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) This check box is in the advanced properties of the row
and can be set 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 Descriptions of Sort, Group, and VG Check Boxes and Dropdown Menu
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5.3.4 Width

The Width is shown in Figure 5-16. 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 WG A Function Width Format

[ Freight x| [Freight [l | =l

| | r ool 3|

[T Add Subtotals

Quick Add Add Pivot Continue te Summary Preview
% of Group {with rov
% of Group
Gauge
Gauge (variahle)
Dash Gauge

Figure 5-16 Width and Format Dropdown Menu

Field Description Sort WG A Function Width Format
[ Freight x| [Freight [l | =l
| =] r oo 5|
[T Add Subtotals
Quick Add Add Pivot Continue te Summary Preview

% of Group (with rou
% of Group
Gauge

Gauge (variable)
Dash Gauge

Figure 5-17 Date Format Dropdown Menu
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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
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 12:34 AM
AM/PM

Long Time Displays time as hh:mm:ss 12:34:56 PM
AM/PM

Full(short) Displays the Long Date Friday, August 30, 1996 4:34

Izenda Reports User’s Guide v6.4
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format, followed by the Short | PM
Time format

Full(long) Displays the Long Date Wednesday, October 23, 1996
format, followed by the Long | 2:28:37 AM
Time format
D&T (short) Displays the Short Date 3/12/1996 7:45 PM
format, followed by the Short
Time format
D&T (long) Displays the Short Date 2/27/1996 12:45:13 AM

format, followed by the Long
Time format

5.3.6 Function Buttons of Fields Tab

The iﬂ, e ,and = function buttons shown in Figure 5-18 are for the rows that they are in.

Field Cescription Sort WG A Function Format
|CL|5tumerID j |Customer D r - I_I j | j ﬂi: -
| = rrr| = HEar =

Figure 5-18 Function Buttons of Fields Tab

Table 4 describes the function buttons of the Fields tab.

Icons Control Name Description

[ | 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 on.
button (above)

- Insert Row Click this button to insert a row below the row the button is on.

button (below)

Move

Allows user to move a row up or down in the list

Advanced
Properties

Advanced properties for that row.

Table 4 Function Buttons of Fields Tab

Izenda Reports User’s Guide v6.4
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5.3.7 Add All Fields From Menu

Figure 5-19 shows the Quick Add Fields from menu.

Guick Add Add Pivot Continue to Summary Preview

Figure 5-19 Add All Fields From Menu

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

Features Description

Quick Fields From Dialog List of tables/views selected in the Data Sources tab.

menu

Add Pivot Allows the user to add a pivot table to a report
Continue to Summary Allows the user to advance to the Summary Tab
Preview Allows the user Preview the current report.

Table 5 Add All Fields From Menu, Add All / Remove All

5.4 Filters Tab

In the Filters tab (Figure 5-20), 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 ” Data Sources ” Fields ” summary ” Chart ” Gauge ” Map ” Misc ” Style l Filters || Freview
4 Back | [EReportlist | [qnew pdsave lsavess.. &Erint & 5ol | B (=] @ l_k@ 2] @ | B4 LF | Resuis|1000 =

Filter Field Operator value(z) Blank Param
| =] 1 r r@sst
Require I j Parameters in Viewer

Preview

Figure 5-20 Filters Tab
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5.4.1 Filter Field Dropdown Menu

The Filter Field dropdown menu 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

Address
City
CompanyMame
ContactMarme
ContactTitle
Country
CustomerlD
Fax

Phone
PostalCode -

Figure 5-21 Field Dropdown Menu

5.4.2 Operator Dropdown Menu and Value(s)

Figure 5-22 shows the Operator dropdown menu and value(s) features.

Filter Field Qperator Value(s)
| ShipCity =| |Begins With =l s
[Freigh o _
|L|:|E||:Iing j ank

[T Show Filters In Report Description  |Isn't Blank
Use Previous OR

Require I j Py Comparison
Iz Less Than
Preview Iz Greater Than
Between

Isn't Less Than
Isn't Greater Than
Isn't Between

Figure 5-22 Operator Dropdown Menu and Value(s).
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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 Blank and Param Checkboxes

The blank and param boxes (see Figure 5-23 Function Buttons) allow you to control the filtering
behavior in the report viewer, they do not affect the “Preview” tab of the report designer.

Param Checkbox: To use this, first set a “Filter Field”, set an “Operator”, and then set “Value(s)”. This
will display the filtered report in the report viewer and allow the user to change the filter value. Ifitis
not checked, then the filter will not be visible to the end-user and the end-user will not be able to
change the filter.

For example, the Figure 5-23 Function Buttons” shows a filter which will display a report in the report
viewer where only the Address fields which begin with “s” will be shown. However, a user will be able

o _n

to change the “s” to a “t” and update the report if desired.

Blank Checkbox: To use this, first set a “Filter Field” and then set an “Operator.”
If “Blank” is checked, the filter will return data which matches the “Value(s)”
dropdown/textbox and also data which has a blank/null value in that field .

For example, if we also checked “Blank” in Figure 5-23 Function Buttons” and then viewed the report in
the report viewer, then the user would see all of the data where the “Address” begins with “s” and all
of the “Address” record which are blank or null.
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5.4.4 Function Buttons

The iﬂ, - , S , % and I function buttons of the Filters tab are shown in Figure 5-23.

Filter Field Qperator Value(s) Elank Faram

| ShipCity =| |Begins With =l s r mB*%1

Figure 5-23 Function Buttons

Table 7 describes the function buttons of the Filters tab.

Icons | Control Name Description

¢ | 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.

I Move Allows users to move a row up or down in the list.

Table 7 Descriptions of Function Buttons

Izenda Reports User’s Guide v6.4
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5.5 Summary Tab

In the Summary tab (Figure 5-24), a table can be created that summarizes the chosen fields using
different functions (Ex: 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 l summary I Chart ” Zauge ” Map ” Misc ” Style ” Filters ” Preview l
4 Back | RepnrtList | [ mew HSave HSa'«-‘eAs... Errnt & sl | E @ [~ ] @ @ B @ | b4 # | Results | 1000 =

Title I Records I

Field Deszcription Sort Function Format

| =l ] =l =&
[~ Add Subtotals

[T Add Deltas

™ Ivert

Il
2l
+—

Continue to Chart Preview

Figure 5-24 Summary Tab

5.5.1 Field Dropdown Menu

The Field dropdown menu (Figure 5-25) 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

-

CustamerlD
EmployeslD

Freight

OrderDate

OrderlD

RequiredDate

ShipAddress

ShipCity

ShipCountry

ShipMame

ShippedDate

ShipPostalCode

ShipRegion

ShipVia

Figure 5-25 Field Dropdown Menu
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5.5.2 Description
The Description text box (Figure 5-26) 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.

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

Field Description
CompanyMName + | |Company Name
Fhane * | [Phone

Figure 5-26 Description Text Box

5.5.3 Sort Check Box, VG Check Box and Function Dropdown Menu

The Sort check box, VG check box, and the Function dropdown menu are shown in Figure 5-27.

Data Sources l Fields

4 Back | [Elreportlist | INew [dsave podsavess.. Erint S osol | B =] @ [=] W] 2
Recnrdsl

[ Reports l

Summary ” Chart ” Zauge H Map ” Misc

[ Style ” Filters H Preview ]

Field Cescription Sort WG A Function
|C|:|n1ps|nyi*la|ﬂe j |C|:|mps|ngfr Mame r - j
| Phone =] |Phaone r rr
I j I I - |Count Distinct
Group

[ Add Subtotals

Quick Add Add Pivot Continue to Summary Preview

Figure 5-27 Sort Check Box and Function Dropdown Menu

29
Izenda Reports User’s Guide v6.4



Izenda Reports User’'s Guide

Table 8 describes the Sort (a-z) check box, Sort (z-a) check box, and Function dropdown menu
features.

Features Description

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

VG check box Checking this box causes the report to be visually grouped by
that column.
Function Lists the functions that may be applied to the field. (Ex:

dropdown menu | 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 Descriptions 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

ol

The ﬂ,ﬁ' , B, " and I function buttons are shown in Figure 5-28.

Field Cescription Sort WG A Function Format
| RequiredDate =| |Required Date rrr =| | Short Date 2 > R =
| 2| rorr 2| Aah e
[T Add Subtotals
Quick Add Add Pivot Continue to Summary Preview
Figure 5-28 Function Buttons
30
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Table 9 describes the function buttons.

Icons | Control Name Description

¢ | 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.

) Advanced Allows user to set Advance Properties for each row
Properties

I Move Allows user to move a row up or down in the list

Table 9 Description of Function Buttons

5.6 Chart Tab

In the Chart tab (Figure 5-29), a chart can be created using the data in the table/view selected on the
Data Sources tab.

[ Reports ” Data Sources ” Fields ” sSummary l Chart I Gauge ” Map ” Misc ” Style ” Filters ” Preview l

4 Back | [E]ReportList Avew  kdsave bdsave sy, Erint & osol | B =] B (=] W] 2 B M LF Resultslﬂ](][] "I
Chart Tvpe I "I

Continue to Gauge Preview

Figure 5-29 Chart Tab

5.6.1 None Selection

When the chart type (Figure 5-30) is None (...), no chart appears.

Chart Tvpe "’l

- Trentl
Continue Pie
Plot
Bar
Funnel

Preview

Figure 5-30 None Selection
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Trend Selection

When the chart type is Trend (Figure 5-31), the chart appears in Trend format.

I Reports l Cata Sources

[ Fields ]

Summary l Chart [ Gauge ” Map ” Mizc ” Style ” Filters

I Freview l

4 Back | [Elreportlist | [IMNew [fsave fdsavess.. (@rint & sl | B [=] @ (=] w] 2

Chart Tvpe ITrend _i!

Title |

Fecords I

Date |DrderDate

| Punction|Gr|:|L|p[l'v'lnnth Marme) =| Sort @

Value | OrderlD

Advanced Properties

=| Function | Count Distinct x| Sort T

Continue to Gauge

Preview

Figure 5-31 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

Izenda Reports User’s Guide v6.4
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5.6.2 Pie Selection

Figure 5-32 shows the Pie (chart) selection menu of the Chart tab.

I Reports ” Diata Sources ” Field= H Summary l Chart I Gauge ” Map ” Misc ” Style ” Filters ” Breview l

4 Back | [Elreportlist | [new [lsave pdsavess.. et & sol | B (=] @ [=] @] g = + ,Resultslﬂ][][] VI
Chart Tvpe IF'iE _‘i

Title | Records I

Label |OrderDate = Punction|Gruup =l Sort T
Value IOrderID | l:unctirJnICULmt Distinct x| Sort T

Advanced Properties

Continue to Gauge Praview

Figure 5-32 Pie (Chart) Selection

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
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5.6.3 Plot Selection

Figure 5-33 shows the Plot (chart) selection of the Chart tab.

J Reports H Data Sources H Fields H Summary H Char‘t“ Gauge H Map ” Misc H Style ” Filters ” Freview l

4 Back | [Elreportlist | [Jnew [fgsave bdsavess.. &Erint & sol | B =] @ = B 2

Chart Tvpe IF'|DT _'il

Title | Records I

XlOrderDate | Punctioanrnup ~| Sort @
YIOrderID j PunctionlCDunt Distinct j

Advanced Properties

Continue to Gauge Preview

Figure 5-33 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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5.6.4 Bar Selection
Figure 5-34 shows the Bar chart selection of the Chart tab.
[ Repaorts || Data Sources ” Fields [ Summary l Chart I Gauge ” Map ” Misc [ Style ” Filters l Freview }

4 Back | ReportList | [ JMew HSENE HSaueAs... @it = sl | Ey @ =] @ @ Eil

Chart Tvpe |Eiar _ﬂ

Title I Records I

Label IOrderDate j Punctioanrnup j Sort 7
Value | OrderlD x| Function | Count Distinct x| Sort ™

Advanced Properties

Continue to Gauge Preview

Figure 5-34 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 Funnel Chart

Figure 5-33 shows the Funnel chart selection of the Chart tab.

[ Reports " Data Sources ” Fields ” Summary ] Chart [ Gauge ] Map [ Misc ” Style " Filters " Preview ]
4 Back | [Elreportist | [rew [fsave [Jsavess.. et & sol | B [@ & (= W] g | B4 ¥ ,Resultslﬂ][]ﬂ 'I

Chart Tvpe IFunneI_"iI

Title | Records |
Label IOrderDate j l:unctionlGroup[f'v'lonth MName) j Sort [T
Value IOrderID j PunctionlCount Distinct j

Advanced Properties

Continue to Gauge Preview
Figure 5-33 Funnel Selection
Features Description
Bar chart By choosing chart type Bar, the chart appears in
Bar format.

Title Insert name for the chart

Label dropdown menu Choose any label from the dropdown list.

Value dropdown menu Choose any value from the dropdown list.

Izenda Reports User’s Guide v6.4
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5.8 Gauge Tab

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

Fields H Summary H Chart l Gauge I Map H Misc H Style ” Filters H Preview l
4 Back | [Slreportlist | | Inew |[fsave [fsavess.. @@reint S osol | B [ @ (=] w] g
Tide | Results [4 <]

Name | =

I Reports

I Data Sources l

Value I | Punctionl |
Sort | | Function | | Sort (z-a) ™
Minirmm | Maimum |

Gauge Stvle & Radial © Radial 2 © Linear

Continue to Map Preview

Figure 5-34 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.

37
Izenda Reports User’s Guide v6.4



Izenda Reports

User’'s Guide

Beverages
0
0.25
0.5
Radial gauge
0.75
%
(10080
Beverages

Radial Gauge 2

65.83
(43.55%)

Linear gauge

Beverages

0.2 04 06 0.8

1
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5.9 Misc Tab

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

J Reports U Data Sources H Fields H Summary U Chart H Gauge H Map || Misc || Style H Filters H Freview
[Elreportlist | [qnew [Jsave bJsavess.. Shrrint sol | B @ (=] W] g | = £ | Resuls 1[][][]|Z|

Report Header Image Justification:  [&

Title
Description
Header

Footer

Share With Rights

Everyone |Z| MNone E

Owner | DefaultAdministrator Drill-Down Key | . E

Schedule Repeat type Send Email as

12 200 ||AM[=] 1 [+] January [+ 2009[~| 2LMT +6[~| [«] [tk [+]

Recipients

Continue to Style | | Preview

Figure 5-35 Misc tab contents

Title: Enter the title of the report.
Description:  Enter a description for the report.
Header: Allows a user to set a report header.
Footer: Allows a user to set a report footer.

By clicking little boxes right to the Title/ Description/ Header/ Footer text boxes you can set the
corresponding item justification. Justification can be either L(Left), M(Middle) or R(Right).
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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 and View Only allows the
user to simply view the report and not make any modifications.

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: Set the schedule date and time.

Repeat Type: Set the repeat frequency.

Send Email As:  Sets the format in which the email is sent.
Recipients: Enter a comma separated list of recipients.
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5.10 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 H Data Sources H Fields H Summary H Char‘t“ Gauge H Map H Mizc H Style “ Filters H Freview l

4 Back | [ElReportlist | [New |pJsave [dsavess.. @Errint & qol | By @E] @ [®] W] (g

Border color Header color Header foreground color

||jDefaL|It:: j I[Default] j I[Default] j

Item color [tem foreground color Alternating item color

||jDefaL|It:: j |[Defau|t:: j |[Default:: j
Restore Default |

Sample grid
Number Letter

1 A

2 p |

[" Landscape printing

¥ Show page number

[¥ Show date and time

[¥ Use pagination in web view

[ Add bookmark for each visual group
[" Page Break After Visual Groups

™ Minimize Grid Width

Visual Group Style
|Cumma Delimited j

Items Per Page (In Viewer)
{10000

Report order

Chat 2 3
Gauges =+
Summary =+ &
Detal & %
Maps g B

FieldValue cohunn pairs

|2 [

[T Show main report in Field | Value stvle

[T Show summary report in Field | Value stvle

Continue to Filters Preview

Figure 5-36 Style tab contents
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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.

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:

Show 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. (It 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
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5.11 Preview Tab

In the Preview tab (Figure 5-), 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.

Figlds

[ Style H Filters ] Freview

4 Back | [ElReportlist | INew |kysave Gsavess.. gEhrrint & sl | B [®] & (=] [w] |2

I Reports " Data Sources ] Summary H Chart H Gauge " Map " Misi

Figure 5-37 Preview Tab

5.12 Toolbar

Figure 5- shows the Toolbar buttons.
4 Back | [Elreportlist | [IMew pdsave [fsavess.. @Eeint S osol | B E B = W 8 & 2 £ ,Resultslﬂ]li](] "I

Figure 5-38 Toolbar Buttons
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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 H Creates a new report. \
| bdsave || save || saves a report. |
\ rdsave as... H Save As H Allows a new report name to be saved. \
‘ & Print ‘ ‘ Print (PDF Export) H Saves the report as a PDF document. ‘
‘ &]co ‘ ‘ IE H Runs the report in the web browser. ‘
= Schema Display database diagram
sl sQL Views the report in SQL mode.
‘ =) ‘ ‘ CsV ‘ ’ Saves the report as a CSV file. ‘
] Excel Spread sheet Saves the report as a MS-EXCEL file.
‘ ] H Word Document H Saves the report as a MS-Word document. \
& XML document Saves the report as a XML document.
2 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 ‘ ‘ Takes you to the Report List screen. ‘
\ | ‘ ‘ E-mail ‘ ‘ E-mails a report to a client ‘
‘ ¥ ‘ | Settings | | Takes you to Settings.aspx page. |

Table 15 Descriptions of Toolbar Buttons
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5.12.1 Back Button

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

5.12.2 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.

5.12.3 Save Button

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

Input report name

Category
| [

DHl Cancel |

Figure 5-39 Save Any Report
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5.12.4 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-).

[ElReportList | @hrrint &]co | & H (] @ (=] W] 2 | b4 ,Resultslmﬂl'.] "l ¥ Design
* Show Filters  Add Field | | Delete FiEIu:II =] | @ update Resuits

Finance Report
Financial Analvsis of Freight Costs

Argentina
Buenos Aires
Austria
Ship City
Graz
Salzburg

Figure 5-40 To Run the Report as a HTML Report
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5.12.5 SQL View

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

File Download 3

Do you want to open or save this file?

Name: Report,sql
Type: SQL Script file, 693 bytes

From: localhost

Open ] [ Save ] I Cancel l

While files from the Intemet can be useful, some files can potentially
harm your computer. i you do not trust the source, do not open or
save this file. What's the rishk?

Figure 5-41 Save Any Report as SQL Format

5.12.6 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- shows the file download screen.

File Download x|

P Some files can harm vour computer. [F the file information below
‘-.“(/ looks suspicious, or vou do not fully trust the source, do not open or
save this file.

File name: Report.pdf
File type:

Frarm: localhost

Would vou like to open the file or gave it to your computer?

Open | Save I Cancel More Info

v always ask before opening this type of file

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

Download complete == =]

[

== Download Complete

Saved:
Report.csy from localhosk

EENNEEEEEENNENEEENNNNEEEENNNEENENEEEEEEEEEN
Downloaded: 535 bykes in 1 sec

Download to: C\Documents and Setkin, . \Report.csy

Transfer rake: 588 bykes/Sec

[T Cloze this dislog bow when download completes

Open | Open Falder | Cloze I

Figure 5-43 After Completed Download

5.12.7 CSV Button

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

5.12.8 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.

5.12.9 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.

5.12.10 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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5.12.11 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.

5.12.12 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.

5.12.13 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 v6.4
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6.0 PIVOTS SECTION

The Izenda reports Pivot feature allows users to generate analytical data grids from within Izenda
reports. The Pivot feature essentially adds extra pivot columns to the right side of the report. This is
useful for comparing data over multiple categorical dimensions.

Pivot View of the average amount spent on freight:
Ship Country 2006 2007 2008

UK 56.635 39.618 74.961
UsA 85.754 96.99 153.322

6.1.1 Create initial report:
1. Click on the "Data Sources" tab and select desired data sources. (Ex. Orders)

2. Click on the "Fields" tab. Select the desired Field(s) names & attributes (Sorting, VG, Function,
& Format) for the report. (Ex. ShipCountry)

Before Pivot:

Field Cescription Sort WG

|ShipC|:|L|ntr§; -l |Ship Country -

| =l rr

[T Add Subtotals

Cuick Add Add Pivaot Continue to Summary Freview

Create pivot view on above report:
1. Under Fields tab, click the "Add Pivot" button.

2. Drop down "Add pivot columns for". Select the field you wish to display across the top of the

pivot view (Ex. OrderDate), also select the function type from drop down (Ex. Group(Year &
MN)).
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Drop down "Calculate cell values on". Select the field you wish to display down the left side of
the pivot view (Ex. Freight), also select the function & format types from the drop downs (ex.
Average & $0.00). **This field's data will also populate the rows within the pivot view.

Optional: Select the "Add subtotals using" drop down. Select the desired function. (Ex. Sum)
5. Click Preview

After Pivot:
Field Description Sort WG & Function Format
IShi[CCDLIIﬂI’}' =l IShiF: Country - |-| jl < =
| =l i ol =l FRswat
Add pivot columns for IOrderDate j using IGrDup[Year; j function
Calculate cell valies on I Freight j field with I v| function and | $0.00 = | format.
[T Add Subtotals
Quick Add Remove pivot Continue to Summary Preview

Essentially, the pivot capability adds additional columns based on the data to the right of the report. In
this example, the first column is essentially a standard report and the 2006, 2007 and 2008 columns
were added by the pivot capability

Standard Report View:

Ship Country
UK
UsA

Columns added by Pivot:

2006 2007 2008
56.635 39.618 74.961
85.754 96.99 153.322
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Let's use these concepts to develop a more sophisticated report that shows us a monthly time-series
report for each county visually grouped by employee.

First let's setup the non-pivot part of the report:

Non-Pivot Report View:

Buchanan

Belgium 52,047.88
Brazil 55,220.52
Finland 5140.64
France 5346.72
Germany 51,517.40
Italy 5239.12
Mexico 5333.96
Poland 548,16
Portugal 5293.12
Spain 5779.60
Sweden 5679.24
Switzerland 591.92
UK 51,726.84
Usa 51,437.36
Venezuela 5772.36

515,674.84

Here's how we do it:

1. Here we select and visually group by employee (by clicking the VG checkbox for that field).
2. We sort on ShipCountry and Sum the Freight.
3. We then add subtotals using the Sum function to give us a summary line for each employee.
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Report Designer Setup without Pivot:

Field DCescripticn
|CustomerID j |Customer D
|Shianuntr§,r j |Ship Country
|Freight j |Sum[Freight]
I~ =]

¥ Add Subtotals

Quick Add Add Pivot Continue to Summary

Now that the non-pivot is complete, let's do a monthly pivot:

1. We select the OrderDate to pivot on.

2. Select the Group(Year & MN) for the formatting of the column names.

3. Select the sum of freight for the cells.

Add pivot columns for IOrderDate

| using

Calculate cell values oanreight
¥ Add Subtotals

Quick Add Remove pivot Continue to Summary

IGrUup[Year & N}

[~ function

| field with I Sum

Preview

Sort WG A Functicn Format

v I7|_|Grc|up jl jEB
I~ I |Group =l x| 8
r rrfsum x| [s0.00 x| &8
m e = -8
Preview

|~ | function and | 0.000

g lg g

llg

1l

= I
o
= I
2.
k-7 I
2.

= & 1

1l

ll

- | format.
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Finally, here are the results of the report with Pivot:

Buchanan
Group(Ship Country) Freight 2006 - July 2006 - August 2006 - September 2006 - October 2006 - November
Belgium 2047.88 $0.00 $0.00 £0.00 £0.00 $0.00
Brazil 5220.52 £0.00 £0.00 $0.00 $0.00 40.00
Finland 140.64 50.00 50.00 50.00 5140.64 50.00
France 346.72  $129.52 $0.00 $22.96 $0.00 $78.56
Germany 1517.4 £0.00 £0.00 £0.00 £0.00 $0.00
Italy 239.12 £0.00 £0.00 50.00 50.00 $0.00
Mexico 333.96 50.00 50.00 50.00 50.00 50.00
Poland 48.16 £0.00 $0.00 $0.00 $0.00 $0.00
Portugal 293.12 £0.00 40.00 £0.00 $0.00 40.00
Spain 779.6 50.00 50.00 50.00 50.00 50.00
Sweden 579.24 $0.00 $0.00 $0.00 $0.00 $0.00
Switzerland 91.92 591.92 50.00 50.00 50.00 50.00
UK 1726.84 £0.00 £0.00 50.00 50.00 81,153.72
USA 1437.36 518.24 50.00 50.00 50.00 50.00
Venezuela 772.36 $0.00 $0.00 £0.00 £0.00 $0.00
15674.84  $239.68 40.00 $22.96 $140.64 $1,232.28
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7.0 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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8.0 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.
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