Unit 2 Report Designer Walkthrough


Unit 2

Report Designer Walkthrough

Accessing Report Designer

Report Designer can be accessed from the M-AT Customization Menu in 6.0.  The following are the standard steps to access this routine:

Info Systems > Customization > Customization (M-AT) > Report Designer > Process Reports 

Upon accessing the Process Reports Routine, you will be brought to the first screen of the Report Designer.  Here you can proceed to view, edit, or create a new report.  

[image: image1.jpg]DemoReportRd - Demo Report Rd

Last Edit
DRI - Detail #1

RegAcct Accounthumber _|== 0.00000 in

laccounthumbe Name Lacation

Discharges
[Eree Text L abel Test

Go To Auto Show | Narrow | Draw | Draw | Frint Cancel [ Save Final [ Save Draft




Edit:

Click on the Edit button in order to edit any existing report.  In Edit mode, a report can be both edited and run.  Only one user can edit a report at a time, therefore if another user is currently in a report, all other users will be locked out of that report.  In Edit mode, your cursor should start at the Report prompt.  This prompt provides a lookup to all existing reports in the system.  The following is an example of this lookup:
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The highlighted toolbar on the right hand column of the above picture displays the categories which can be used to sort and filter the report lookup.  Clicking on one of these filters will sort the lookup by that prompt.  A partial lookup can be done here as well.  Type in a string and the lookup will search for each report that begins with that string based on what category has been chosen.  Each category is defined below.

Identifier – Displays a breakdown of each report by every category and then sorts alphabetically.  One report will appear in this lookup several times, once for each category that defines them.  

Report – Sorts the reports by report mnemonic.  This is the most common lookup.

Name – Sorts the reports by report name.

Title – Sorts the reports by the report title (only the first line of the title).

Application – Sorts the reports by the application of the report detail record.

Record – Sorts the reports by the report detail record.  

Last Edit – Sorts the reports by the last edit user of the report. 

Any Word – Displays reports by each word that makes up a report’s mnemonic and then sorts alphabetically.  One report will appear in the lookup several times, once for each word that makes up the mnemonic.  

View:

Click on the View button in order to view the screens of any existing report.  In View mode, no edits can be made to a report but a report can be run.  The same report lookup explained above is available here.

New:

Click on the New button in order to create a new report.  Your cursor should move to the Mnemonic prompt and at that point you can begin to define your report.  

Once in a new or existing report, you can navigate around the screens of the Report Designer using the buttons at the top of the page.  The next few sections of Unit 2 will cover three of these screens: Fields, General, and Layout.  Filling out these three screens will allow you to create a basic RD report.  

Fields Screen

The fields screen is the first screen of the Report Designer.  Here you will name your report as well as choose the fields that contain the data you would like to print.  Choosing the fields will in turn define what Objects and Records your report will use.  

[image: image3.png]Name

[0 6x cpoe Statstics.
0 b Rule Report

0 Abbarreport

0 Abm Mt Demo

0 abmioop

0 Abmnregmain

0 Abmtrnreg

0 Abworkshop

0 Active User Profile List.
0 nars

(© Adm pin Er Patients

0 adm Test

0 adm To Omord

0 Amb Order Dict Export
0 Angela Report

0 Arra Eectronic Copy Phi
[0 Arra Medication Rec

0 arra problem List

0 Ast

6xCpoeStatistics
AbRuleReport
Apbarreport
AbmMtDemo

Abmicop
Abmnregmain
Abmtrnreg
Abworkshop
ZAMisUserProfile
adfs
AdmPjnErpatients
AdmTest
AdmToomord
AmbOrderDictExport
aydemorpt
AralectronicCopyPhi
ArraMedicationRec.
arraproblemist

st

Primary Application

Order Management
Regitration

Regitration

Registration

Regitration

Registration

Registration

Regitration

MedicalInformation System

Heaith Information Management

Ragistration

Registration

Regitration

Order Management
Regitration 1d st
Health Information Management

Registration

Regitration

Electronic Medical Record





Mnemonic:

At the mnemonic prompt, you will need to enter a free text mnemonic for your report.  The mnemonic prompt accepts letters and numbers.  The format of the report mnemonic is Hungarian notation.  However, you can type the mnemonic in whichever manner you would like and the program will format it for you.  Hungarian notation will format each separate word of the mnemonic in initial caps and remove any spaces.  For example, if you enter your report’s mnemonic like this: 

demo report RD 

Then it will be reformatted like this:  

DemoReportRd

The software will warn you of this change prior to reformatting.  The report mnemonic is the unique identifier of the report.  Every report must have a different mnemonic.  Therefore, if you enter the mnemonic of an existing report then you will receive an error message stating the mnemonic is taken and you will have to enter a new mnemonic.  

Copy From:

After a mnemonic has been entered, the next prompt is the copy from prompt.  Here is where you can choose to copy from an existing report.  The same report lookup as the one for Edit and View mode is available here.  Enter past this prompt if you do not want to copy from another report.

Name:

At the name prompt enter a free text name for you report.  This prompt will default to what the mnemonic of the report is but can be edited to any free text.  The purpose of the report name is to provide your report with a more descriptive name then what the mnemonic provides.  This will make it easier to find or search for this report within the report lookup. 

Active:

Define whether a report is active or inactive.  Any active report should have this set to Yes.  Inactivate reports you would like to delete by setting this prompt to No.

Format:

The format prompt has two choices: Standard and Export.  For regular reports choose Standard and for download reports choose Export.  For more information on Export Reports see Unit 20.  

Fields:

The next section is the Fields section for the report.  This is where you choose the fields that contain the information you would like to print on the report.  An F9 lookup to all fields in the system is available here and this lookup can be filtered several different ways.  Upon entering the field lookup it defaults to search by Fields.  At the Search prompt, you can type a string and the lookup will display all fields that start with such string.  As you can see in the following picture of the fields lookup, the lookup can be filtered differently by using the buttons highlighted:

[image: image4.png]Process Custom Reports - (CUS3/IMPTRNGOF/TRNCUSTGOF) - M MEDITECH [EDT]

(_rieids )(_General )(_selects )(_Sorts )(__Regions )(_Layout ).

Rules ) otes )

Report “Name.
=Active

Mnemonic | DemoReportkd ||| *Format
Copy From User

Field Field Label @ Record A

Attribute Default Value Override Value -
Free Text Labels A LBz nselg
Cancel| Save Final

Save Draft

Basic
Advanced

arc
Expunge
Expunge Draft

Move 5]

Create Snapshot C3)
Clear Snapshots EX|
Undo 4
Undo Al
Redo

Redo All

«

>

»
—_—
Create 5
Run =
)

[rooe il

BEEEE





Applications – Enter an application to limit the lookup to only fields from that application.

Objects – Enter an Object and the lookup will by limited to only fields from that object.  This is the most common filter in the field look up.

Fields – Searches through all fields in the system.

Starts With – Searches for fields that start with a given string.

Contains – Searches for fields that contain a given string.

M-AT – Limits the lookup to only MEDITECH Advanced Technology fields.

C/S – Limits the lookup to only Client Server fields.

Both – Allows the lookup to contain both M-AT and C/S fields.

The following screen shot shows what the lookup looks like when filtered and when fields populate the lookup.
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The fields in the lookup are broken down into two columns, one displaying the field name and one displaying the record that the field is from.  At this point, the lookup can be filtered in one additional way using the Records button, which is now active on the right sidebar.  This button will limit the lookup to only fields from the record of the highlighted field.  

When you have found a field you would like to include click on the check box next to that field.  After checking the field off you will remain in the lookup and can continue to search for and select additional fields.  

At any time in the lookup you can click on the Selected button at the bottom of the screen (highlighted in red).  This button will show all fields that have been checked off.  There you can deselect any if desired.  

Once you have selected all of the fields you would like, click on the OK button.  The selected fields will appear in the Fields section.  

The second column in the Fields section is for the Field Label.  Field Labels will default based on the data definitions, however the labels can be edited.  The labels act as free text that appear on the report's layout, they will be placed on the layout in the same manner that a field would.  Field labels often act as good column headers for the report.

The third column in this section indicates what record that field exists in.  

[image: image6.png]Object |RegAcct ( M-AT )

Search

1 Items Selected

Vo Field v @record
[0 AbsCptCode RegAcct.AbsCpts

™ Absbiagnosisaltematename RegACCt ADSDS
© AbsbiagnosisCode RegACCt.ADSDS

[ AbsDiagnosisiame RegAcct.AbsDs.
[T© AbsProcedurecode RegAcct AbsProcs
O Abstractavailable. RegAcct.AbsData
[T AbstractingProcedurealtematetiame RegAcct AbsProcs
O Accident2atiours. RegAcct. Accident Applications
O AccidentComment RegAcct.Accident
O Accidentpate. RegAcct Accident
™ AccidentDateTime Reghcct.Accident
T Accidentbescription RegAcct.Accident
[ AccidentNatureofinjury. RegAcct Accident
[~ AccidentOriginalTreatment RegAcct.Accident
™ Accidentplace RegAcct Accident
[ Accidentpolicelnvolved ReghAcct.Accident
O AccidentTime. RegAcct.Accident
[0 AccidentType RegAcct Accident
230 Acconmotaton Reghcct.Main

C© Admitcierk RegAcct.Registration
= AdmitComment RegAcct.Registration
[ Admitoate RegAcct Main

[ admitbateTime RegAcct.Main

[~ Admitoiagnosis RegAcct Registration
0 Admiteriority RegAcct Registration
D0 Admitsource RegAcct.Registration
[ AdmitTime RegAcct Main
0 Admittingprovider RegAcct.providerbata
= Age Reghcct.Main

[ mecei] s s




Attributes:

The section below the fields is the attributes section.  Each field will default attributes based on what is defined in the data definitions.  In order to change a default attribute, go to the Override Value column for that attribute and change the value.  For example, you could change the length of the field or you could change the default size of the field.  Furthermore, you can add additional attributes to fields.  To do so first make sure you have highlighted the field you would like to edit.  Next, click on the plus button or a blank box in the attributes column.  Do an F9 lookup and choose the desired attribute and provide that attribute with a value.  The following is a list of available attributes that can be applied to fields:

	Mnemonic
	Name
	Description
	Choices

	AvgCalcNilasZero
	Average Calculation - Nil as Zero
	Allows records with a nil or blank value to be treated as zero when calculating an average of them. Can only be used on m_Avg fields (fields that calculate an average). 
	Yes/No

	BarcodeHeightInches
	Barcode Height (Inches)
	Allows the height of the barcode to be defined. The BarcodeType attribute must be defined prior to BarcodeHeight. 
	Positive Decimal (2 Decimal places max)

	BarcodeOrientation
	Barcode Orientation
	Allows the orientation of the barcode to be defined. The BarcodeType attribute must be defined prior to BarcodeOrientation. 
	Horizontal, Vertical

	BarcodeSuppressLabel
	Barcode
Suppress Label 
	Allows the barcode label to be suppressed from printing. 
	Yes/No 

	BarcodeType
	Barcode Type
	Allows the barcode type to be defined. 
	39, 128A, 128B, 128C

	BarcodeWidthInInches
	Barcode Width (Inches)
	Allows the width of the barcode to be defined. The BarcodeType attribute must be defined prior to BarcodeHeight. 
	Positive Decimal (2 Decimal places max)

	BgColor
	Font Background Color
	Defined the Background Color for a Field. 
	Black, Blue,Dark, Gray, Green, Light Gray, Red, White, Yellow

	Bold
	Font Bold
	Determines if a Field should print Bold.
	Yes/No

	CDS
	Customer Defined Screen
	Allows a CDS to be defined for a c_field.
	CDS Mnemonic

	CDSPrintEmptyQueries
	CDS Print Empty Queries
	Forces queries without data to print for a CDS.  Defaults with CDS attribute.
	Yes/No

	CDSRespFontItalic
	CDS Response Font Italic
	Italicizes the responses to queries on a CDS.
	Yes/No

	CDSSuppressBlockDivider 
	CDS Suppress Block Dividers 
	Prevent the extra blank lines printing between blocks on the report. 
	Yes/No 

	DataRecord
	Data Record
	Defines the Data Record for the CDS on the screen.  Defaults to the record of the CDS when that attribute is added.
	CDS Data Record

	DataType
	Data Type
	Allows the Data Type of a field to be defined. A data type effects the format of a field's output. For example, choosing the data type of Date will try and format a field as MM/DD/YYYY. 
	List of Data Types

	ExternalVariable
	External Variable
	Allows the value of a field to be assigned to an external variable that is associated to a rule that is on the report. 
	Evariable

	FgColor
	Font Foreground Color
	Defines the Foreground Color for a Field.
	Black, Blue,Dark, Gray, Green, Light Gray, Red, White, Yellow

	FieldMarker
	Field Marker
	Defines the name of the field as it will appear on the Layout Page.
	Free Text

	FontSize
	Font Size
	Defines the size of the field as it will appear on a report's output. Overrides the size of the field from the font size set for the whole report on the General Page. 
	Numbers 0 thru 9

	FontStyle
	Font Style
	Defines the Font Style for a Field. Overrides the style of the field from the font type set for the whole report on the General Page. 
	Fixed, VariableSerif, VariableSansSerif

	ImageHeightInInches
	Image Height (Inches)
	Defines the Height in inches for an image. ImageWidth is required before ImageHeight can be defined. Only valid for certain data types.
	Positive Decimal (2 Decimal places max)

	ImageWidthInInches
	Image Width (Inches)
	Defines the Width in inches for an image. Only valid for certain data types.
	Positive Decimal (2 Decimal places max)

	Italic
	Font Italic
	Determines if a Field should print Italics. 
	Yes/No

	Justify
	Justify
	Determines the Justification of the Field. 
	Left, Center, Right

	Length
	Length
	Defines the maximum width of a Field that will print.
	Positive Integer

	List Empty
	List Empty
	Allows the output format of an empty list to be defined as a tilde or the word "Empty". If not used then nothing will print. Data Type must be set to List for the field.
	Tilde, Empty

	List Format
	List Format
	Defines how the infrmation from a list will appear. Standard will print as {1,2,3,...} and Comma Seperated will print as 1,2,3,... on the output. Data type must be set to List for the field.
	Standard, Comma Seperated

	ListLast
	List Last Entry
	Determines if just the last entry in a list should print. Data type must be set to List for the field.
	Yes/No

	ListNumEntries
	List Number of Entries
	Defines the maximum number of entries in a list that should print. Set this equal to 1 in order to print the first value in a list. Data type must be set to List for the field.
	Postive Integer

	ListOrientation
	List Orientation
	Defines the Orienation of the entriers in a list. If Horizontal, then all the entries will appear in a single field. If Vertical, then each entry will appear on a seperate line. Data type must be set to List for the field.
	Horizontal, Vertical

	ListSetNum
	List Set Number
	Defines how many entries in a list should be put together in sub-lists. Data type must be set to List for the field.
	Postive Integer

	ListSort
	List Sort
	Defines if a list should be sorted and if so in what order. 
	Ascending, Descending

	MtextMaxTextHeight
	Meditor Max Text Height
	For a Field of Data Type MText, defines the maxium height that the field will take up.
	Positive Decimal (2 Decimal places max)

	MtextMinTextHeight
	Meditor Min Text Hieght
	For a Field of Data Type MText, defines the minimum height that the field will take up.
	Positive Decimal (2 Decimal places max)

	MtextWidthInInches
	Meditor Min Text Height
	For a Field of Data Type MText, defines the maximum width in inches that the field will take up.
	Positive Decimal (2 Decimal places max)

	PlainTextLinesPerInch
	Plain Text Lines Per Inch
	For a Field of Data Type PlainText, defines the lines per inch that the field will print.
	Positive Decimal (2 Decimal places max)

	PlainTextMaxLines
	Plain Text Max Lines
	For a Field of Data Type PlainText, defines the maximum lines that the field will print. 
	Positive Integer

	PlainTextMinLines
	Plain Text Min Lines
	For a Field of Data Type PlainText, defines the minimum lines that the field will print. 
	Postiive Integer

	PlainTextWidthInInches
	PlainText Width (Inches)
	For a Field of Data Type PlainText, defines the width in inches that the field will print. Defaults to 3.0. Required for PlainText. 
	Positive Decimal (2 Decimal places max)

	Precision
	Precision
	For a numeric decimal field, defines the significant digits portion. Required for decimal type fields. Defaults to 2. 
	Positive Integer

	Print Condition
	Print Condition
	Used to determine if the area to which it is applied should print. A value indicates true and the area will print, while no value indicates false and the area will not print. Can set up a rule here.
	Free Text, Rule

	Underline
	Font Underline
	Determines if a Field should print Underlined.
	Yes/No

	Value
	Value
	Defines the Value for a field. Used when creating a user defined (c_) field. Often has a rule applied to it. 
	Free Text, Rule

	With
	With
	Allows a field to be processed on a report with a specified record. Defaults to the main record of the report. When creating a user defined (c_) field choose the record you would like to use for the rule of that field to get a value. Choice will be records that are defined for the report.
	Records


Records:

The Records section, in the bottom left corner of the screen, will be populated with the records of the fields that you have selected.  The record of the first field selected will default as the Main Detail Record.  To change the Detail record click in the Detail column next to the desired record.    

Free Text Labels:

The Free Text Labels section is used to enter the free text that will print on the report’s output.  In Report Designer, free text cannot be entered directly onto the layout, instead it is entered in this section or as a field label and that text will then be placed on the layout in the same manner as field. 

Basic and Advanced Modes:

Defines what mode the Report Designer is in.  Defaults to Basic mode.  Basic mode limits the user to only writing the most basic of reports.  In Basic mode, a user cannot create rules, define links, or create custom fields.  Click on Advanced Mode to create more Advanced reports.  In Advanced mode, all functionality will be available.  Once Advanced has been clicked you will notice a rules prompt column appear in all of the attributes sections of the report.
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General Screen

The general page defines some of the general aspects of the report such as the report's title and page characteristics.
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Title:

Define a free text title for the report.  The report title can be up to three lines but requires at least one.  The report title will default to what the mnemonic of the report is.


Audit Description:

The value entered at the Audit Description is logged in the patients activity log.

End of Report Text:

This is a free text prompt which allows you to define a message to print at the end of the report.  It is not required.  When it is defined, it will be printed below any user defined Report Trailer, left justified to the margin.  It contains a maximum of 100 characters.  

Orientation:

Define whether you want the report output to print in Portrait or Landscape.  Changing this prompt will alter the Paper Width, Paper Height, and Lines per Page settings for the report. 

Default Font Type:

Define the default font style for all text on the report.  The choices are VariableSansSerif, VariableSerif, and Fixed.  This can be overridden for individual fields in the attributes section of the Fields page.

Default Font Size:

Define the default size for all text on the report.  The choices are 0 (smallest) to 9 (largest).  This prompt defaults to 2.  This can be overridden for individual fields in the attributes section of the Fields page.

Include Outside Border:

Define whether a box prints around the report's output.  This is a Yes/No prompt.

Use Identifier List:

Define whether the report will be run for a list of records defined by the application.  This prompt should be set to yes for reports that will be attached within an application.  If set to Yes, the Selects screen for the report will be inactivated.

Include Standard Banner:

Define whether the report includes a standard banner.  This is a Yes/No prompt.  The banner consists of three lines.

Banner Type:

Enter the standard banner type you want to use for the report. The default value is HCIS.

The content of the report header is determined by the current HCIS, or by the subdivision type related to the running of this report (that is, the related facility, business unit, or HIM department). The header information appears on the left of the report banner.  The Report Header sections in the MIS Toolbox parameters, and in the three internal subdivision dictionaries (Facility, Business Unit, and HIM Department) determine the actual report header.

Compress Banner After Page 1:

Define whether the full banner prints on each page of report.  If set to Yes, the banner will print in full on only page one of the report.  On all subsequent pages only one line will print.  This line will consist of the first line of the Report Title and the page number.    

Allow to Be Scheduled:

Define whether the report can be scheduled via the MIS Report Scheduler.  This is a Yes/No prompt.

Require File Password:

When a report's output is downloaded a self-executable file is created.  Setting this prompt to Yes will require that a password is created by the user for that file.  That password must then be entered when that file is executed in order to view the file.  

Close Screen After Printing:

Will close the Select Screen after Printing of the report.  

Page Characteristics:

Define the size of paper you are printing to as well as the desired margins.  Defaults for an 8 ½ by 11 sheet of paper with half-inch margins.  The Lines Per Inch prompt will define how many lines print vertically on a report within one inch of space.  The Lines Per Page prompt will define how many lines print on one page of output.  

Attributes:

No attributes are defined here at this time.

Regions Screen

The layout on this page allows the user to specify what regions they want active on the report output. The region Detail #1 is always active. The Page Banner region is controlled by the parameter on the General tab.  If you wish to remove the page banner, the parameter must first be changed.
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To activate a region, click on the Active column and a check mark will appear for that region.
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Layout Screen

The layout page is where you will set up how you would like your report output to look.  Free text and fields will all be placed on the layout and arranged in the desired format.  If you choose to include a banner on the report this will appear at the top of the layout.  
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Regions:

Beneath the banner, the layout is broken down by the regions activated on the Regions screen.  Clicking on the layout within a region will highlight that area in red. The name of region will appear in red in the top left corner of the screen beneath the report mnemonic.

If you are in landscape mode, part of the layout will not be viewable on the screen.  To move the layout over to this area click on a region and then press the right arrow key to move the layout over.  Press the left arrow key to move back.

Adding Rows to a Region:

Additional rows can be added to a region by first highlighting the region below the one you would like to extend.  Drag that region down until you have the desired amount of space in the region above.  To extend the bottom most region of the layout, click on the lower line of that region so that only that line is highlighted.  Then drag that line down so that more room is added to that region.  Also, the Show Rows button can be pressed, then an individual row can be chosen and can then be dragged down to add more lines above the selected row.

Go to Page:

The Go to Page button will allow you to navigate back to other pages of the Report Designer.  Click on this button and choose which page you would like to go to.

Auto Format:

The Auto Format button is what places fields and labels on the report's layout.  This  feature will automatically add all fields and labels defined on the Fields page and place them on the layout vertically or horizontally, and with or without labels.  Click on the Auto Format button and it will prompt you to choose between four different styles in which the fields and labels will be placed on the layout:
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Choosing either of the Vertical options will display the fields and labels down the page, while the Horizontal option displays the fields across the page.  All fields will always be placed in the DR1 region.

Note: If there is a Page Header defined on the Regions tab, choosing either of the “with Labels” options will automatically place all field labels in the PH region.  This is very effective when selecting the “Horizontal, with Labels” option.  Total fields will appear in the trailer regions in which they are defined. (see the Unit 11 on Counting and Totaling).  Finally, use the Auto Format button whenever additional fields have been added to the Fields Section to add them to the layout.

Once an Auto Format style has been chosen, the following screen will appear to confirm which fields you wish to add to the layout.
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Select OK and all fields and labels (if included) will appear on the layout.  All fields will appear with a gray highlight on them while labels will appear in bold on the layout.  Depending on what regions are included on the report (see the regions section of this guide) certain fields and labels may be placed in a different region.  Your standard and computed fields will appear in the detail region.  If a Page Header region is included, field labels will appear in that region. 
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Drag and Drop:

Once on the layout, fields and labels can be dragged and dropped to position them in the desired place.  By clicking on a field or label, it will highlight in red.  You can then drag that field or label with your mouse to the desired location on the layout.  The exact location of where that field is located is indicated in the top right hand corner of the screen (under the Last Edit Date and Time).  This shows how many inches the field or label is from the left margin.  Using this measurement will allow you to better align your fields and labels.  You can also highlight a field and use your left and right arrows to move that field left and right on the layout instead of using your mouse.  

Add:

The Add button allows you to add additional fields or labels directly to the layout without having to return to the Fields page.  Click on this button and you will be prompted for a label or field.  You can define a field the same way you would on the Fields page.  The following is a screen capture of the Add screen: 
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Edit:

The Edit button allows you to edit a label or field that is on the report.  First, click on a label or field that you would like to edit.  The label or field should highlight in red.  Next click on the Edit button.  If you are editing a field, you will be able to change the attributes of that field like you would on the Fields page.  If you are editing a label, you will be able to change that label to whatever free text you want.

Delete:

The Delete button will remove a field or label from the report layout and will delete that field or label from the Fields page as well.  Click on a field or label and then click on the delete button.  If you delete a field it will also delete that field's label.  

Remove:

The Remove button will remove a field or label from the report layout.  However unlike the Delete button, the field or label will remain on the Fields page of the report and can be Auto Formatted back on the layout if desired.  Click on a field or label and then click on the remove button.  If you remove a field it will also remove that field's label.

Copy:

The Copy button allows for fields or labels to be copied so that they can appear more then once on a layout.  For a label, using the Copy button will just create the same exact label a second time.  For a field, using the Copy button will create another version of that field on the layout.  The new field will have the same name as the original field with a _1 appended to it indicating that it is the copy.  The new version will also appear on the Fields page.

Show Rows:

The Rows button will add grid lines to the layout to show the individual rows in each region.  This allows you to see exactly how much space you have in a region and exactly what rows your fields are on.  The row grid lines only appear on the layout and will not appear on the actual output.  
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Also, when the Show Rows button is selected, you can move rows up and down in order to create more space in a region.  Highlight the row by clicking on it and then drag that row to move it.  This allows for rows to be inserted or removed.

Narrow Fields:

The narrow button will expand the field marker of a field on the layout to show the full name of that field.  When the narrow button is un-clicked the field markers of a field only appear as long as the length set for that field.  

Filing and Running Reports
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Save Final:

Select Save Final in order to save and translate your report.  This will create the final version of your report.  After using Save Final you will exit the report and return to the Fields Page.  

Cancel:

Click on Cancel in order to Exit your report without saving.
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Create Report:

The Create button is another method of saving your progress. This button performs the same function as the Save Final button, however it will not exit the report.  

Run:

Click on the Run button when you would like to run your report.  This will bring you to a selects screen if you added selects to your report and then to the print options.  You can choose to print to View, Print, or Download.  The following is an example of a report’s output:
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Notes Screen:

This is a page where you can type Notes for your report.  This section will not effect how the report works it is just a section to document what the report does, when it was edited, or other information.  
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Report Designer Workshop – Unit 2 Report Designer Walkthough

Directive

Create a report in MIS that lists all users in the MIS Person dictionary.   The report should print each persons mnemonic, name, profile, and if the dictionary entry is active.

To Access the Report Designer

Info Systems > Customization > Customization (M-AT) > Report Designer Menu > Process Reports

The following steps have been broken down by page.  Follow these steps if you need 

Fields

1. Select the New button to create a new report

2. Enter the Mnemonic for your report, use a naming convention that starts with a Z then your initials.

3. Add the fields:

· Mnemonic

· Name

· Profile

· Active

Note: When performing the lookup to add the fields, click on the Object button on the Right Column of the lookup. Enter MisPerson as the Object and this will display all fields within the MisPerson Object. 

General

1. Enter the title of your report, use all three title lines

2. Change the Default Font Size to 0

3. Change the field Compress Banner after page 1 from Yes to No

4. Accept all other field defaults

Layout

1. Click the AutoFormat Button and choose the Horizontal with Labels option now drag and drop the labels and fields on the D region based off of your desired format.

2. Click on the Create button to save your work.

3. Once the report has translated click the Run Button and print your results to View.
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