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CRYSTAL REPORTS xi









INTRODUCTION

Course length:
3 half-day sessions  
Who should attend:
Someone who will be creating and/or modifying reports.  
Suggested background:
Windows basics or equivalent experience


Basic familiarity with database concepts

This course provides the basic skills necessary to create and maintain custom reports using Crystal Reports.  You will learn how to select, sort, group and summarize records.  You will also learn how to work with text objects and enhance the report’s appearance.  You will create basic formulas and link data from multiple files.

Upon completion of this course you will be able to:

Create Basic Reports


Insert and browse fields


Work with text objects


Change alignment, borders, fonts, and formats of objects 


Insert a picture, lines and boxes
Sort, Group and Summarize Data


Sort and insert groups


Change group options


Insert subtotals, grand totals and summary fields


Use the Top/N Group Sort Expert

Select Records


Use the Selection Expert


Edit a selection formula


Use multiple selection criteria 

Create Formulas

Create and edit a formula using the Formula Editor

Create running totals 

Link Data from Multiple Files


Understand relational concepts


Use the visual linking expert


Create a formula using joined tables

Create Reports with the Report Wizard

Create a standard report

Create a cross tab 


Create and edit mailing labels 


Insert a chart
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