1. SelecReports > Report Explorer — Custom Reports

2. The Custom Report Builder offers you two optiofseate a New Custom Report
Customize a Predefined Reportthe system.

Create a New Custom Report

1. Select thé&lew Reportbutton.



2. The Custom Report Builder window will appeamigir to the one shown below.
Select théData tab.

D



3. You have the option to create a new report, mpaeerge, or export information. To
create a new custom report, seleié > New.

4. The New Items Wizard window will appear. Sel@aery Wizard.



5. Select the tables you want to query by highinghthe item in the Available Tables
window, click the > to move the items to the Seddctable.

6. Click Ok when finished.



7. Click theNext button.

8. Next select the fields for the query by clickeither the All Fields or Choose Fields
radio button. If you select the Choose Fields bugtou will click the item under the
Available Fields and click the > to move the itemoithe Selected Fields.

You can also change the order in which the itenpgeapby clicking the up and down
arrows to move them into the preferred order.

9. Click Next.

10. The next step is to select whether you waattbcalculated fields to the query by
selecting the appropriate radio button.



11. ClickNext.

12. The next option is to select the grouping apbyg clicking the radio button for No
Grouping or Select Group Fields. If you select@reup Fields option, you will need to
highlight an item in the Available Fields and clitle > to move it into the Selected
Fields column. You can also arrange the orderhichvitems appear by clicking the up
and down arrows.



13. Click theNext button.

14. Now you must choose if you want to limit tlogvs returned from the report builder
or if you want all rows displayed.



15. ClickNext.

16. The next option allows you to order the rowshef query by selecting either Natural
Order or Set Order. If you choose to set the ornglar will highlight a field under
Available Fields and click the > to move the itemthe Selected Fields. You can also
choose to arrange the item in the Selected Fieldibling the up and down arrows.



17. ClickNext.

18. Lastly, type a name for the query and selexn#xt actions radio button.



19. ClickFinish when ready and your query will display.



20. Select th®esigntab.

21. The toolbar across the top, as shown beloavallyou customize the appearance of
the text and data.

22. The Report Tree allows you to set the appeatdayout and output for the Header,
Details, and Footer.

Header



Detall

Footer




23. Choose the Preview tab to view the formattihthe report.

24. When you are finished, cli¢kle > Save

25. Type a name for the report and cl@gkve



Customize a Predefined Report

1. Select thé&ew Report button.



2. The Custom Report Builder window will appeamigir to the one shown below.
Select théData tab.
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3. You have the option to create a new report, mpaeerge, or export information. To
create a new custom report, seleié > New.

4. The New Items Wizard window will appear. Sel@aery Wizard.



5. Select the tables you want to query by highinghthe item in the Available Tables
window, click the > to move the items to the Seddctable.

6. Click Ok when finished.



7. Click theNext button.

8. Next select the fields for the query by clickeither the All Fields or Choose Fields
radio button. If you select the Choose Fields bugtou will click the item under the
Available Fields and click the > to move the itemoithe Selected Fields.

You can also change the order in which the itenpgeapby clicking the up and down
arrows to move them into the preferred order.

9. Click Next.

10. The next step is to select whether you waattbcalculated fields to the query by
selecting the appropriate radio button.



11. ClickNext.

12. The next option is to select the grouping apbyg clicking the radio button for No
Grouping or Select Group Fields. If you select@reup Fields option, you will need to
highlight an item in the Available Fields and clitle > to move it into the Selected
Fields column. You can also arrange the orderhichvitems appear by clicking the up
and down arrows.



13. Click theNext button.

14. Now you must choose if you want to limit tlogvs returned from the report builder
or if you want all rows displayed.



15. ClickNext.

16. The next option allows you to order the rowshef query by selecting either Natural
Order or Set Order. If you choose to set the ornglar will highlight a field under
Available Fields and click the > to move the itemthe Selected Fields. You can also
choose to arrange the item in the Selected Fieldibling the up and down arrows.



17. ClickNext.

18. Lastly, type a name for the query and selexn#xt actions radio button.



19. ClickFinish when ready and your query will display.



20. Select th®esigntab.

21. The toolbar across the top, as shown beloavallyou customize the appearance of
the text and data.

22. The Report Tree allows you to set the appeatdayout and output for the Header,
Details, and Footer.
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23. Choose the Preview tab to view the formattihthe report.

24. When you are finished, cli¢kle > Save

25. Type a name for the report and clgkve






