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Introduction To FreeForm

INTRODUCTION

FreeForm is a powerful tool set that lets you:

Add text and columns as well as other objects to different areas of your design document:
document header and footer; page footer and header; group header and footer; and detail.

Use multiple areas of the same type (for example, you can have two detail areas or more than
one group header).

Specify Output When conditions that determine, row by row, when objects (and areas) should
or should not be included in your output.

Specify borders and backgrounds for an object.

Create user prompts objects, child document objects, chart objects, crosstab objects, system
objects, and graphic objects.

FreeForm allows you to develop customized reports, making the report as simple or complex as you

need.

In FreeForm you have the freedom to design all aspects of the report.

FreeForm vs QuickQuery

In addition to the additional object types and object attributes you can use in FreeForm, the following
are features that distinguish it from QuickQuery:

a
Q

You are able to position objects anywhere on a grid.

FreeForm is not interactive. To view data while you are working in a FreeForm window, you
must select the print preview. When you do this, Eureka submits your query and opens an
output window with the information returned from your database.

OBJECTIVES

You will demonstrate an understanding of FreeForm by showing the steps necessary to create a cus-
tomized report.

Units of Study:
O FreeForm Orientation
o Designing A Customized FreeForm Report
0 FreeForm Area Objects
0 FreeForm Query Design
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Introduction To FreeForm

APPLICATION

N/A

PREREQUISITES

Complete Chapters 1 and 2 of this manual.
Example of a FreeForm Report:

& EUREKA:Reporter Designer - [Eureka FreeForm] M= E |

@‘Eile Edit Wiew Tools ‘window Help

=18 ]

G IR TR A CRER ] = - e

Eureka FreefForm
2/712002
1042 am

Women
TRK GO 12T 6000

LATHE, ENGINE
COPIER 5YS XEROX
TRK LF G000LE LT-60RS
TELEPHOME, STU I
BARCODE READER
AMSWERING MACHINE
CPU, DESKTOP

MONITOR, 19" COLOR

StockNbr
2320010907291

2411001364012
2610011297764
2930000231015
S518000MN000927
S8383311PLM

F01000MN452825
7021703511000

7025000001952

Actual Cost

27439.00

11508.00

13566.00

27633.00

1.00

2532.00

232.00

2737.00

933.00

Ready

|Mx DPAS ReEort I

BarCd Serialbr
167240 32423415333
167241 F7a53
167242 SO0XELZ
167244 4363464FG44
167243 32423GR

7251001101 BRD-001-001
HQOooO1 AF-001
1663321 1003442561

1593001 1330041032

IC

HQ1001
HO1001

HQ1001

HQ1001 —
HO1001
HQ1001
HQ1001

HO1001

HQ1001 -
3

lPg: 10f 1

o
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Getting Oriented With FreeForm

INTRODUCTION

We will begin producing reports and queries using the FreeForm process, and gradually add more
sophisticated functions. You will see a window and toolbars that may be new to you. This lesson will
familiarize you with the terminology and function of the Eureka FreeForm environment.

OBJECTIVES

The student will be able to identify the parts and explain the functions of the FreeForm window and
the associated toolbars.

APPLICATION

N/A
PREREQUISITES

Complete Chapters 1 and 2 of this manual.
ACTIVITY

Instructor-led lecture

For an explanation of each tool on the toolbars, refer to the References section of this manual.

& EUREKA:Reporter Designer - [Untitleds]

B B e B FreeForm Objects | Allows you to quickly

Top Marain |0

EF Bl Edt View Insert Query Tools Window Help RIS
Dodgim|iea - = |7z e
SRR T s R P AN =R =R
'&TimasNewF\umanA | = B2 o = \iﬂﬁﬁ
D‘..l.l.‘ﬁ‘.‘l...\Z‘.‘l...|3u‘|‘..|4‘.‘ L

B - GreeF insert new objects,
GreeForm Objects Toolba} such as the date,
T time, page number,
Headsr | graphics, etc.

orm Queries Toolbar

Detail i
Page Footer| 04

FreeForm Queries | This allows you to
Boton | sort, filter, add docu-
] ment header/foot-
1 ers, page header/
footers, and group
header/footers.

[ I T
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D ment Windows An i Dir ri

Document window is a term used to describe windows that an application opens to display documents,
files, views of data, reports, and so on. Document windows always exist inside program's application win-
dow and share the application window's menu bar. Because Eureka follows the Multiple Document Inter-
face (MDI) standard, you can have several design and viewer windows open at one time, limited only by
the amount of available memory.

Eureka uses the same interface used by other Windows applications and makes use of standard graphical-
interface options-move, resize, close, minimize, maximize, and drag-and-drop.

Document Window Types

Eureka has three types of document windows:
0 QuickQuery window
0 FreeForm windows
0 Document output window

Fl ing Window

. . . . o 1zl ]
Floating windows are specially used windows that can be positioned any- T M
where on the screen. All floating windows can be displayed by selecting -
them from the view menu or hidden by de-selecting them. The object direc- ’EE&‘PQ'JEI:“' SeRiAL L

tory is a good example of a floating window. = +CatalogRef._Pub.
-] +Senal Hand_Rept-Aut
(] +Serial Hand_Rept-Dep

T L] = +5ernial_Hand_Rcpt.-|
K @\ NOTE: —% +S§::I_H::d_HEEt.-\$2
\ \//\ Floating windows are not applicable when using the Query 1 Appr_Data
7 Wizard. They are only available in QuickQuery and FreeForm. :g g‘zﬁ'ggianm

1 Hand_Receipt_Holder
] Improvement/&dditional
1 Mir_Model/Part_Numbe:
] Serial_Hand_Receipt
] Uit

] W aranty/Service/Loan/
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FreeForm Windows

FreeForm windows give you access to all object types and object attributes that Eureka supports.

B FURFKA:Rmparter Desigres - [Untibledi]

Ein Edb Yew josort Query Took odow Hel

S E3
HETET

== R Ao T -
abe =7 A3 )
e g e
Yo T L T I I A e P T [ T A |
E Areas These are defined as area objects that
make up each Eureka document. Each
fon |5 area object serves as a container for
Dm0 output objects such as text objects, col-
e umn objects, graphic objects, etc.
Eollom |0
i Object Eureka Reporter Designer provides a
Alignment grid that is used to align your output
Grid objects.
Page A page header is included at the top of
: Header each page. When you move an object
Area (field) in this area Eureka outputs the

Changing Area Attributes

By double-clicking an Area, you can change certain attributes.

a.

CH 2
1 October 2004

Area Level: Change this when you use the
same area multiple times. This will designate
the process order. For example, you may
have two detail areas.

Area Description: This is the description of
the area. This description does not print on
the report.

Print Options: This is used in conjunction
with multiple area levels. This will tell when
certain rows to print.

Area Height: This sets the area height of
your report.

Reset Page Number to: This will reset the
page number after each page break, area, or
group. For example, if your report breaks for
each Hand Receipt Holder Number, it would
reset the page back to whatever page
number you specify.

value of that column, taken from the
first row, on the page.

Detail Area

The output for a detail area is once for
each database row included on your
document.

Page Footer
Area

A page footer is included at the bottom
of each page. When you move an object
(field) in this area, Eureka outputs the
value of that column, taken from the last
row, on the page.

Area: Page Header (Untitled1.iqr)
Area |Bo[der| Olutput whenl HTMLI
— |dentification
Area Description:
Area Level: El |
v
— Print O ption
& Print All Dccurrences
¢ Print Only 1gt Occurence Area Height: Ir@ln.
€ Print &l But 15t Decurence
¢ Frint Only Last Dccurence I Feset Page Number to ID_
€ Print &)l But Last Dccurence
— Spacing FPage Skip
Before Area: lﬁ In. Before Area: ID_E
Alfter Area: lﬁ In. Alfter Area ID_E
QK | Cancel Help




Getting Oriented With FreeForm

f. Spacing: If you want to leave space before or after an area object, enter the amount of space you
want.

g. Page Skip: Use these controls to have Eureka skip to the top of the next page before or after this
area is output. A value of 1 causes output to skip to the next page. A value of 2 causes a blank page
to be output. A value of 3 causes 2 blank pages to be output, etc.

h. Click OK.

j Dir
The Object Directory makes it easy to:

0 Add columns to your documents and dialog boxes

0 Add copies of existing objects to your document

0 View database values for a column and insert them in dialog boxes
Eureka Reporter Designer includes an Object Directory in the FreeForm windows. You can open and close
it by selecting View>Object Directory (F2 Function Key) from the menu bar. Many Eureka dialog
boxes also have Object Directories built into them.
Object Directories let you select:

0 Objects from your Metadata file (that is, column objects and custom objects that are defined in

the Metadata file).

0 Objects that are already in place on your design document.

Many Object Directories also let you browse database values for a column.

@ ==l| Business View. Business view names are at the top level of the tree and
/ are indicated in ALL CAPS. A business view is an object in your Metadata
[ EMD ITEM SERIAL 2] . . .
0 Quick_Start File that corresponds to the data for a particular part of your business.

- _ 1 +Catalog-Ref._Pub.
1 +Seral_Hand_Rcpt.-2uth

I ey oy Ao Folders. A folder can correspond to a table in your database or it can be
[ el et Wy made up of columns from more than one table. It can also include custom
-] Catalog objects--objects that are calculated from database columns.
2 Accumd Depmn
Z% o e Lowt <d——1— Data Objects. These are the actual data elements that are used to make up
[ Do ith e N || YOUT report,

T Deprn Office
T Deprn Periad

— F Cost s =

—% Full Doesprn Ccd mb t D"‘Qgtg! ! T! !! !Ibgr
"I Impee Cost

7T Installation Cost

"I Pricr Deprm

— Fesidual V¥ al

R Lo Tes i i

LT Trnsp Cost
_1 Hand_Receipt_Halder
1 Impravement A4 dditional_

- Mir._Model/Part_Murnbe T
=] Ferial Hand_Receint J Columns. This displays the Object Directory.
El Document Objects. This displays the data fields that you selected on
your report.
il Browse. This browses your database for a selected data field (this is
only accessible if a data object is selected).
CH?2 68
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Ar i Li

The Area Object List (F4 Function Key) is a tool that allows you to view area
objects that are shown in your current FreeForm window. The Area Object List

is displayed above your Object Directory.

Data Object Placement
Page 0
Header
Acg Cost  BarCd
Detail a ﬁ ﬁ
Page Footer 0

2l

Page Header
Detail
Page Footer

=1 x|

e H

ACCOUNTING TRANSACT] a
[ Accaounting
COCIPAWIP

—H AUTHORIZATIONS

When dropping data objects on your report, column headings (the gray) will be placed in the page header
area. Data objects (the turquoise), will be placed in the detail area. This is done by placing your mouse
arrow on top of the data object in the object directory, holding down the left mouse button, dragging over
to the grid area, and placing the tip of the arrow INSIDE the detail area. Let go of the mouse button. If
the tip of the arrow is not inside the detail area, a column header will not be produced.

Detail Areas
& EUREKA:Reporter Designer - [Untitleds] M= E

¥ Fle Edk Wiew Insert Query Tools Window Help

=1=1x|

DoH Shem|: =@ ~ |[F¥ €|
A2 Do E W@ Ny DoBe® ||

[ Times New Foman Hile H=ife £ o= = = || ;||
T T P T P T - T o T LT I - I S P

Top Margin |0

Page 0

Header .

Detail D:

Page Footer 04

Battarm ]

M argin .

<
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Placing data objects in the
detail area will result in
output once for each
database row included on
your document. If an
aggregate function (sum,
average, etc.) is applied to
any of the columns in the
detail area object, each row
returned from the database is
a summary row.
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Page Setup

Setting up your page allows you to do several page options, including titles, page numbers, layout,
margins, borders, headers and footers, background images, etc.

.
a. Select File from the menu bar. Page | o
L order

b. Select Page Setup from the program s Eu——

gI‘OUp. Height: IW In. Top: |1 il E In. Left: |05 E In.
c. Page Size: Allows you to adjust the size _——

. . th: . : ight:

of your page. Your page size is defaulted to | in o G iz RS e

the current Windows settings, but you can JE—— Rl

change if needed.  Celi " Seale toFi
d. Page Margins: Your page margins are Nomberof Coams i (2] @ geaez [in (5]

. . " Down then acioss
defaulted to the current Windows settings, 5 Ao e o - Giid
but you can change if needed. S o ¥ Uss Grid
. [ EETLET LT a nentation .

e. Page Layout: Allows you to use multiple N g @ Pt Cell Heioht [1.17 I

COlumns' ™| Herizarntal ' Landscape Cell'width: ID'W In.
f. Center on Page: Select how you want

your output displayed on your page.
g. Orientation: This will allow you set how 0K | cancel | Heb |

you want your page to print.
Printing Group Box:

h. Scale to Fit: Controls what happens when you print your document to paper with different
dimensions than are specified for your document. When Scale to Fit is checked, Eureka scales the
document to fit the page. It either enlarges or reduces all of the objects.

i. Scale: Allows you to select al exact scaling percentage.

~ 5 HINT!
% If you plan to exchange documents between people with American and European printers, it is a
! good idea to turn on Scale to Fit.

j. Use Grid: To assist in creating FreeForm documents with a neat appearance, you can specify that
objects are to be placed on an alignment grid which appears only in the FreeForm window (and not in
output).

k. Cell Height: You can enter the vertical spacing for objects.

[. Cell Width: Enter the horizontal spacing.

~ 5 HINT!
%@; A good starting point for cell height and width is 20% greater than the size of the font you plan
‘ to use most. For instance, if you plan to use a 10-point font, enter 12 points as the grid setting.

m. Save As Defaults: To have your changes from the Page tab apply to future documents as well as to
the current document, select Save As Defaults after making your changes. To have your changes
apply only to future documents, select Cancel after you select Save As Defaults.

n. Click OK.
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Building A FreeForm With The Query Wizard

INTRODUCTION

This section outlines building FreeForm reports by using the Query Wizard. The query wizard is the
easier way to create a query and takes you step-by-step through:

OBJECTIVES
0O STEP 1: Select Query Type O STEP 4: Select Columns to Sort By
0 STEP 2: Select Columns Q STEP 5: Select Columns to Aggregate

O STEP 3: Setting Column Filters

OBJECTIVES

Using the FreeForm Wizard, you will develop a spreadsheet-type of report with columns of data
(detail) that have been filtered, sorted, and aggregated (totaled for the column). You will present a
sample page of this finished report to your instructor.

APPLICATION

This type of query can be used when you need a simple report fast. For example, you want to build
a simple report that displays certain data fields for your Hand Receipt Holders.

PREREQUISITES

Eureka Reporter Designer is appropriately loaded and configured.
Complete Chapters 1 and 2 of this manual.

ACTIVITY
Student Hands-On with Instructor direction

REPORT TYPE

A complete asset listing by UIC/Major Hand Receipt Holder showing stock number, bar code, nomen-
clature, and acquisition cost of each asset.
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Building A FreeForm With The Query Wizard

This is a sample of a FreeForm report that you will build in this lesson:

g}'EUREKA:Reporter Designer - [Untitled3]

@‘Eile Edit Wiew Tools ‘Window Help

=@l x|

W< » M 2@ e (@

HEHMbrMjr
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUECs
WOUaC?
WOUaC?
WOUECs
WOUECs
WOUECs

AcyCost
75.00

1456900
1456900
232200
150.00
150.00
1532.00
233200
363200
363200
49900
49900
8226 47
8226 47
2T838.00
933.00
933.00
543.00
12861.00
12861.00

StockMbr
T01000N 452825
5855011384748
5855011384748
58383311PLM
5810004715068
5810004715068
025010000568
3610011297764
5810014318264
5810014318264
T02501N000433
T02501N000433
5810010550048
5810010550048
3411001364013
025703616006
025703616122
025000001952
5810013761380
5810013761380

Nomen

ANSWERING MACHINE
AT NV 5Y ANIBVE-6(V)2
AT NV 5Y ANIBVE-6(V)2
B&RCODE READER.
CODE CHOR KYK-38T3EC
CODE CHOR KYK-38T3EC
COMPUTER, PENTIUM III
COPIER. 573 XEROX

ENC DEC KIV 7 HI 3FD
ENC DEC KIV 7 HI 3FD
HANDHELD COMPUTER.
HANDHELD COMPUTER.
KEY GEN TIEC/KG-81
KEY GEN TIEC/KG-81
LATHE, ENGINE
WMONITOR, 17"
WMONITOR, 17" 100HS
WONITOR, 19" COLOR
WTU K¥-100 AIRTER

MTU KY-100 AIRTERIW -
| 3

Ready

STEPS TO PERFORM ACTION

[Pg: 10f 1 [ o |

1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.
2. Select Eureka from the program group.

ADD AD HOC REPORTS ICON HERE

ADD EUREKA MENU HERE
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Building A FreeForm With The Query Wizard

Step 1. Select Query Type

tan 14, 1998
Wi

Customers by
Region

fAct#  Sorpan: Prone #

ERO0IZ Sparts Jdsk

4z SPOOLD Spartlg Twe Ghie
S00MIL Saccer Mdd

az  FLEGOL ket Faot

SET0Z Sk Tl Yau Drop Lt
4z SPO0OL Sparts Wastouse

SO0 ShurTs Carucant

a5 SOUIL Sawtwnesterss Sports
SPOOTS SharTd Scunair A5
BAVOOL  Bayars ShartsGmiH
SPO003 Shartatese Lintted
PO006 Spartsd Lekure Bk
SPO00E Sparterele Dus om
FIOOIL Fantlig 54

(406] 244973
(0RIeRLEE
[ET R
{ FOzjd4-190
(e IIRE
(202354-153
[ER e
(505 eBT-6T
LrzEs0

046552

L3 SpE T
Lol A7 2734
T

00

 Summary

" Grouped Detail
" Overall Summary
" Create TM1 Cube

This type of query allows you to list
detail infarmation from pour database.
For example, all orders

<Select the type of query you would Iike.)

< Back I Neat » I

Finish |

Cancel | Help

STEP 2:

a. Select the following fields from the table below:

BUSINESS VIEW: END ITEM SERIAL

STEP 1:

a. Select Detail.
b. Click Next>.

Query Types

Detail Detail queries return detailed data without any
aggregate functions applied, the aggregate func-
tions being average, count, minimum, maximum,
and sum.

Summary | Summary queries are useful when you want to
summarize data for a number of different items.

Grouped Grouped detail queries let you view the query

Detail results grouped by one or more columns.

Overall Overall summary queries give the highest level

Summary | view of your data.

Create This is not available.

TM1 Cube

Step 2. Select Columns

Chooze which calumng pou would like in
pour query. This iz done by dragging them
from the object directary on the left to the
column list on the right.

P~ Customers

Mmerica HE0EF 091
Amaricas $a 60 1055
Eurpa £ 027
PackicRim §1[22 (42

Eurcpz  H100635 1320
Amaricas BP9 0905

P omgany
Eurcpz  §1.233 1333

-

Orders
FfDate
ACCOUNTING TRANSAE o] [commn |

i

FOLDER(S) DATA ELEMENT(S)
Hand_Receipt_Holder | HRH Nbr Mjr
Serial_Hand_Receipt Acq Cost
Catalog Stock Nbr

Nomen

E

b. Click Next>.

HINT!

A AUTHORIZATIONS

1 Gerial Hand Pereint T
| »
Add Custar.. |

1 Accaunting —
TICIPAIP ¥

From the Objects Direct-
ory select the Business
View you wish to use to
build you columns.

([ Autharization
[ Buk_Hand_Receipt
[ Catalog

B

Finizh | Cancel Help

< Back I Next > I

~ To select MULTIPLE fields, hold the CTRL key down and select the desired fields (DO NOT LET UP
ON THE CTRL KEY). Click, "drag and drop" to any place in the working window.
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Building A FreeForm With The Query Wizard

[
Step 3. Select Column Filters [ x| STE P 3 [
a.

We are going to filter on a field that we are not dis-

“what conditions should your data satisfy?

T Sely Sprt O To buid condiions: playing in our report. To do this, click on the E

1) Drag a column to the column list below ICOI’]
2] Select an operatar fram the drop down list. '

3 Setthe valusls)that govem ths condiion. | | D, Scroll up to the END ITEM SERIAL Business

T Swvea Activity ©

T UIC Activation

T UIC Sts Cd _I_I View.
e = c. Open the Unit Folder.
A »
0K|Cnlumn |0peratnr |\l’alue1 |\lalue2 |Gmup | d. SeIeCt the UIC ﬁeld.
~ UE - WOLEAR 0 e. Make sure that the operator is set to equal (=).
From vour list of selected f.  Filter on UIC WOUG6AA. Remember to turn your
rom your li
fields, double-click or drag CAPS LOCK on!
and drop the data field you g. Click Next>.
want your query to filter on.
< Back I Hext> >y T e Help |
~ HINT!

~ Filters let you limit the data displayed to only that which meets the criteria you set. When a
query has no filter, you will see ALL the data from your database. When you define a filter con-
dition, you will limit the data that meets the condition. Every additional filter or filter condition
you apply further narrows the view of your data.

STE P 4: Step 4. Select Columns to Sort By ll
d. DOU b|e-C| |Ck on Nomen . Hows would you like your data sorted? T
i i Region
b. The Sort order defau.lts to Ascendlng’ bUt If First, move a column to the list an the right, ® x"‘"f‘“’ g ﬁ
you want to change it, click on the A->Z but- then use the A2 push button to set the Packiin 122 0023
' sort order. Euopz  §1233 1555
ton. fimaricz. §4.01 1058
urope  BI0MRG 1390

Eurcpz 30,27 0911

|Aci Cost 2 [column order |
Serial N + +

c. Click Next>.

~ HINT! hack Ner ]
From your list of selected fields, double-
~ Once you have selected your columns, you click or drag and drop the data field you
can click on Order button and change ::!?:ctt?;'i;ﬂluiriv I:‘I)I blftst?‘f:*:_i I':lv- oTu° ‘::;t
how you want your query to sort. For to de-select éndgcligk on the arrgw that
example, it would be either A-Z or Z-A. points to the left.

< Back I Mest » I Finizh | Cancel | Help |
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Step 5. Select Columins to Aggregate

‘what totals would you like in pour quen?

Ragion  Amount Order
Mmaricas BN L7
Mmarica §i4/053 1038
Amaricas__ §799 0905

First select a group, then set agaregate
functions for each of the desired columng. Taa
Ewope  $50:27 0911
1003 130
Ewom HoH B
AN

STEP 5:

a. Click on Entire Document.
b. Sum on the Acq Cost.
c. Click Finish.

Entire Dacument Column |Sum |Aug |Max |Min |Cnt | \ NOTE:
Acg_Cost I I I I N H
S R S \ Only pure numeric fields can be
Momen r - r / summed or averaged.
Serial Mo I I I
Stock Nbr I I I . )
uic r O r When using the Count, you will get the
total number of records returned from
your query.
< Back I Mest » I Finizh Cancel Help
Example of the Design Document: [ unexamepontespesgner Tumzean) e )
Ef Ele Edt Yew Insert Query Iools Window Help =lexi|
. NEHSRe| B o o | FfX (e
a. De'etetheUICCOthn headlng. klﬁg‘hig;‘@@l‘mmaﬁ \‘%uv|“
) . . Ty Times New Floman 2 | | Eo= | i [ == |£|”—L||
b. Click the @Prthrewewbuttonto = UD.H..‘.n‘.mH\z”..‘..\a‘.‘m|4‘..\..‘\5.”.”.\5...\.@7”.‘.‘|S.\
process your report. ]
Page 0
Head_er ] | HRENb-MGy AcaCost| StocklNbr Nomen s ()
e
Enctument 0 L SmegCost]
Bottom |04
Margin




Building A FreeForm With The Query Wizard

Example of the finished report:

& EUREKA:Reporter Designer - [Untitled3]
@‘Eile Edit Wiew Tools ‘Window Help

W< » M 2@ e (@

HEHMbrMjr AcyCost
WOUECs 75.00
WOUECs 14869.00
WOUECs 14869.00
WOUECs 232200
WOUECs 150,00
WOUECs 150,00
WOUECs 1532.00
WOUECs 233200
WOUECs 3632.00
WOUECs 3632.00
WOUECs 49900
WOUECs 49900
WOUECs 5226 .47
WOUECs 5226 .47
WOUECs 27838.00
WOUaC? 933.00
WOUaC? 933.00
WOUECs 543.00
WOUECs 12861.00
WOUECs 12861.00

StockMbr
T01000N 452825
5855011384748
5855011384748
58383311PLM
5810004715068
5810004715068
025010000568
3610011297764
5810014318264
5810014318264
T02501N000433
T02501N000433
5810010550048
5810010550048
3411001364013
025703616006
025703616122
025000001952
5810013761380
5810013761380

Nomen

ANSWERING MACHINE
AT NV 5Y ANIBVE-6(V)2
AT NV 5Y ANIBVE-6(V)2
B&RCODE READER.
CODE CHOR KYK-38T3EC
CODE CHOR KYK-38T3EC
COMPUTER, PENTIUM III
COPIER. 573 XEROX

ENC DEC KIV 7 HI 3FD
ENC DEC KIV 7 HI 3FD
HANDHELD COMPUTER.
HANDHELD COMPUTER.
KEY GEN TIEC/KG-81
KEY GEN TIEC/KG-81
LATHE, ENGINE
WMONITOR, 17"
WMONITOR, 17" 100HS
WONITOR, 19" COLOR
WTU K¥-100 AIRTER

MTU KY-100 AIRTERIW -
| 3

Ready

a. Click on the
b. Close your report without saving it.

&= to close your output window.

Pgi1ofL

T hon
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Designing A Customized FreeForm Report Without The Query Wizard

Designing A Customized FreeForm Report Without The Query
Wizard

INTRODUCTION

FreeForm is a powerful tool set that allows more complex design of reports, or when the user wants
to include any of the objects that are not supported by QuickQuery. It allows the user to:

O Add areas to the document

O  Add text and columns as well as other objects to different areas of the design document: doc-
ument header and footer; page header and footer; group header and footer; and detail object
areas.

Q  Specify font types, alignment, point size and colors to customize an object.

OBJECTIVES

We will design a series of progressively more complex FreeForm documents, using this effective tool
to output information from DPAS.

APPLICATION

FreeForm is an excellent tool if your intention is to create a query or printed report which will most
likely be used to present to others outside of your organization, to those who are not necessarily
familiar with DPAS terms, or that requires more sophistication than QuickQuery. We say that Free-
Form is more sophisticated, but it can be easy to use once you learn the fundamentals. It allows
more creativity in design and presentation of information.

PREREQUISITES

Complete Chapters 1 and 2 of this manual.

ACTIVITY

Student Hands-On with Instructor direction

REPORT TYPE

Depreciation report listing accumulated depreciation and activation date by UIC

CH?2 77
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This is a sample of a finished FreeForm Report:

g}'EUREKA:Reporter Designer - [Untitleds]
ED, Fle Edit Wiew Tnoks MWindow Help =

W< » M 2@ e (@

Nomen SiockMNbr AcqCost  BarCd SeriallNbr uc
SERVER, MINI COMPUTER. 7021703593020 111000.00 0000206 T036-IN-206 W4TE0
SERVER. 021703593098 11130200 100000132 T3282-3V-138 W90,
SERVER. 021703593105 11130200 100000131 T3282-EV-137 W3V52
SERVER. 025011725133 11100000 A00000310 102-5¥-7310 WOl64
SERVER. 025011725133 11100000 A00000410 102-5¥-7410 WOVGL
SERVER. 025011725133 11100000 A00000510 102-5¥-7510 WOVLL
SERVER. 025011725133 11100000 A00000&10 102-5¥-7610 WOVE L
SERVER. 025011725133 11100000 400000710 102-5¥-7710 WOXYD
SERVER. 025011725133 11100000 A000OOZ10 102-5¥-7810 W1DC0
SERVER. 025011725133 11100000 A00000910 102-5¥-7910 WIELT
SERVER. 025011725133 11100000 A00001010 102-5¥-79110 WIHCE
SERVER. 025011725133 11100000 400001011 102-5v-79111 WINV0
SERVER. 025011725133 11100000  A00001012 102-5¥-79112 WINW:
SERVER. 025011725133 11100000 A00001013 102-5¥-79113 WIV5LA
SERVER. 025011725133 11100000 AD0OO1014 102-5V-79114 WKL
SERVER. 025011725133 11100000 A00001015 102-5¥-79115 W3V52
SERVER. 025011725133 11100000 A000O1016 102-5¥-79116 W90
SERVER. 025011725133 11100000 A000O1018 102-5V-79118 W4 QL
SERVER. 025011725133 11100000 A00001019 102-5¥-79119 WBZT!
SERVER. 025011725133 11100000 A00001020 102-5¥-79120 WC4iJi;|
| 3
Ready Pgi1ofL [ I_IW_

STEPS TO PERFORM ACTION

1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.

2. Select Eureka from the program group or from you computer desktop, double-click the Eureka
Reporter Designer icon.

3. If the Wizard displays, click Finish.

4. Select Tools from the menu bar.

5. Select Preferences... from the program group.

6. Uncheck Use Query Wizard and Default To QuickQuery View.

7. Click OK.

NOTE:
. If you do not have a shortcut to Eureka on your desktop, then click Start>Programs> Eureka
-~ Reporter Designer.

\Z

8. Select File from the menu bar.

CH?2 78
1 October 2004



Designing A Customized FreeForm Report Without The Query Wizard

STEP 1:
Page |Bo[der|
PageSize—— | [-PageManghn Refer to Getting Oriented With FreeForm for
Height [55  [2]In. Top [10 [2]In Left: o5 [2] In information on Page Setup.

‘width: |11-U In. Eottom: I‘I.D In. Right: ID.5 In. .
If you have numerous columns that you will be

- Page Layout R adding in your report, it is always a good idea to
~ Calurr © Seale to Fit

Mumber of Columrs: [1 (3] & sedex [0 ] widen_ your report I_engthwise to add more room.
€ Do then across : Keep in mind that if you change the width of
(= Asross then down 'f;du » your page size to greater than 11, make sure
e Larn . .
= Center on Fage Orientation C L that YOU have paper n y0u pr|nter tO
ell Height: ID.‘I? In. . .
I ertical € Portrait _ accommodate the wider page; otherwise, your
o i & Landscape Cellviar [o17 in report may not print properly.

a. Make any necessary changes.

ok | e | Wb || b, Click Save As Defaults.

c. Click OK.

d. If your Object Directory is not displayed, depress the F2 Function Key to display it.

e. Select the data fields from the table below. Click, drag, and drop the field(s) to the Detail Area of your
FreeForm report. Remember, if the tip of the arrow is not inside the Detail Area, a column header will
not be produced.

BUSINESS VIEW: DEPRECIATION EXPENSE

FOLDER(S) DATA ELEMENT(S)
Catalog Nomen Stock Nbr
Serial_Hand_Receipt Acq Cost Serial Nbr
Bar Cd uIC
Depreciation Accumd Deprn Activation Dt

You cannot select fields from 2 different Business Views (such as, END ITEM SERIAL and END ITEM
BULK) on one report unless you are writing a Parent/Child report.

For more information on Parent/Child reports, see Chapter 4.
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STEP 2: & FUREKA:Reporter Designer - [Untitleds]
EF Fle Edt View Inset Query Took Window Help =Bl xI
DEHEgRaizae o |[fT BN

a. After you have selected your data objects, A B2 BOEME HBEE x HY 0 o

depress the F2 Function Key to remove "y Ties e Foran Hfc HesuE==ml |
the object directory because it covers part [y it B B B
of your design document.

3
b

— SHORTCUT! Zd
% If you want to select multiple data F
: fields, hold the CTRL Key down while
highlighting the desired fields. While
still holding the CTRL Key down,
drag and drop the fields into the
Detail area of the FreeForm Window.

I}
il

=

=i

S2
£l

b. Save your report as FFQUERY before pre-
viewing it.

——
Eureka uses output windows to show you the results of queries that you are working with. In order to

view all pages of your report, you should click the Last Page icon ﬁ .

STEP 3:

a. Close the output window by clicking on the ﬂ icon.
b. DO NOT close the report - we will continue to use it in the next Unit of Study.
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P

H r/E r Ar

A Page Header/Footer area outputs for each page within the document. Placing objects in these areas will
result in output values for each page of the document (i.e., average, sum, text, etc.).

The Page Header/Footer is already the default in the FreeForm window. If you wish to add additional page
headers/footers, use the Insert>Area>Page Header or Page Footer. If you prefer, you can simply

select the Page Header/Footer icon . If you select this icon, it will produce both a Page Header and
a Page Footer!

g}'EUREKA:Reporter Designer - [Untitleds]

E!Eile Edit Wiew Insert Query Tools Window Help

DEHSRE B0~ |Fx e
A kB2 DodEBE Hu@B (N MV EEDR B
I':ﬂ'j Times Mew Roman j“‘lﬂ j| B I U H%% = |.|'|| j‘
O v e B B B e B B R L 5|
Top Margin [0
FPage 0 |
Header 7
__ Nomen S5tockiNbr AcgCost|  BarCd SerialNbhr
Detail 04
Page Footer| 0 -
Battam 0
M argin o

3

o

If you are going to be adding a lot of items to the page header area, it may be a good idea to resize the
area to make it larger. To do this:

1.
2.
3

CH 2

Click in the area. The area will be surrounded in blue with black handles (small blocks).
There is one handle that is solid in color. Click on that handle (it will change to a two-way arrow).
Hold the click, and the drag down to make as large as you want. If you do this, you will need to move

your objects to where you want them.

1 October 2004
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This process will show you how to select multiple objects at one time. This procedure is referred to as
"rubberbanding".

& EUREKA:Reporter Designer - [FFQUERY.igr] =18 x|
EF Fle Edit View Insert Query Tooks Window Help =
DSH|SEm|: R0~ |F (e
N B TR -
[T Times New Foman Hific =z 2 v == = | mi| = ‘
_ e 2 e B i o B e
TopMargin |0
PageHeader |0 |
] StockNbr | AcgCost| BarCd | SerialNbr uic
1]
Detail 0
Page Footer |0
: Position the mouse at a
Bottom Margin |0 point just outside of the
1 outermost object to be
selected.

. FUREKA:Reporter Designer - [FFQUERY.iqr] = x]
EF Fil= Edt Yiew Insert Query Iools Window Help _18] x|

DEH (SR L nBo | Ffy|ew|

AEeE2B O EmE R ||w (4B
= \ =

| |

[ Times New Roman ||1EI

TopMargin |0

Page Header [0
Nomen StockNbr \ AcqCost|  BarCd | SerialNbr uic
Dretail
Page Footer
/ Hold down the mouse button and drag the pointer
Bottom Margin |0 to create a rectangular “container”.
When the container includes at least part of each
object to be selected, release the mouse button. All
of the objects will be selected and you can move or
delete all data objects together.
<
[ e
CH?2 82
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Below is an example of items that were "rubberbanded": GET UPDATED SCREEN!!

& EUREKA:Reporter Designer - [FFQUERY.igr] ?2: =18l x]
EF Fle Edt View Insert Query Tools Window Help -1=1x]
sl @) ee ) n ‘ek?| ﬁ‘{otice how the items you
R E-2h ROAWB R E% N 47 HEB8 [ upberbanded have handles
7 Tine: e Foman L ER L E N around each object. You can
toagn e B Fen e Bl now drag the items to where you
] Qant to place them.

Page Header |0
i Nomen thtutthr F d cqCostp JBarCd bjsErialNhr F 3U1C

Detail ]
Pags Footsr |0 |

Eottom Margin [0 |

<
Primary Selected Object: UIC [

]
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Adding Document File Nam j
Use this process when you want to add the file name of your document that you are saving.
1. Click on the Document Name icon.
-OR-
2. Select Insert from the menu bar.

3. Select System from the program group.
4. Select Report Name from the program list.

& EUREKA:Repotter Designet - [Untitled5] [_[&]x]
E_!E\Is Edit View Insert Query Took ‘Window Help -|5‘|5|
DEH|SRE y 2@ |FY €8
k(B2 Mo EEE|[REEES |4y FEER B
[ Times Mew Roman 52 EEES| Uul===m]| = |
R P R s N T R e A R

Top Margin |0

E < Report Name Icon )
Page 0]
Header ]

E Nomen SiockMNbx AcgCosi  BarCd SexialNbx
Detail 0
Page Footer 0
Bottom [E
targin
< »
Primary Selected Object: ActivationDt muM |

5. Place the object on the left side of the Page Footer area.

EF Fle Edt Yew Insert Query Took Window Help NS
DEH|GRm|aao - &2 e NOTE:
N E2R @B IME BuER || 4y BEDB|H | \\ It is recommended that
[T Times New Roman =z E|e r o === |m = .
. D-w-l...\2‘..\..‘\3."..‘.|4".\‘..|5....‘..\s‘."..‘|‘7.H.H.|a‘\ \// repon':]ameObJeCtSbe
e placed in the Page Footer
E _ area (if you want the name
E of the report to appear on

Header

each page of your report).
If you want the name of

Page o ‘

- 10:: Nomen SinckNbx AcqCost| BarCd Serialihr your report WI" appear on
Fage Foote 1 the first page of your
: report only, place the
FEa object in the Document
Header area.
il
Bead [ [ [ |
CH?2 84
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6. Double-click on the report name object.

& EUREKA:Reporter Designer - [Untitleds]
Qﬁile Edit Miew Insert Query Tools Window Help _|ﬁ| 5'

DESH SRm| s 2B~ |FT (08|
A e@20 DO EEE (K@ |x Y D EBR |6

I’l}j Times Mew Roman j“w j| B 7 U ”g% = |.|' |I j|
T W W [ A I R W e W P W £
Top kdargin |0 ]
Page 0]
Header
T Nomen StockNhr AcqCost| BarCd Seriallhr
Detail 0
F'ageFootalUi

2

Bottom
hdargin

Double-click on the report name object.
4 —

Primary Selected Object: DOCUMENTNAME [ [ WM |
System: DOCUMENTNAME {C3-23.iqr) [ %]

7. Make any necessary changes.
System | Bo[derl Faont I Hot Qbiectl HTMLI Olutput whenl

F”“ Type: This displays the type of object.
e Object Label: This determines the type of value
e that is output for the object.
Objsct Label: [DOCUMENTNAME Character Width: 8 2] Character Width: Controls the length of the
Fermat. [Name Ony = object for output purposes. Eureka always pro-
vides a default width. If you enter a number
[ Appearance smaller than the width of the system object as
[ Suppress Duplicates V¥ Snap To Grid formatted by EU/"e/(a, the Output W|" be truncated.
™ WordWiap I Hide Format: When you same your report, the file
name will be displayed in the area where you

placed the object.

¢« Name Only displays just the file name
(for example, UICRPT).
][ o e e Name and Extension displays the entire
file name including the extension (for
example, UICRPT.iqr).

¢ Full Path displays the entire path and file
name including the extension (for exam-
ple, C:/Program Files/Reports/UICRPT.iqr).

NOTE:
\
'& For the Character Width, truncation will also occur if the size of the object's output is larger
\// than the object size. Factors that affect this include the typeface style and size, and the format
applied to the object. You can avoid this truncation by selecting Word Wrap.
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Appearance: Select the appearance option(s) for your report.

Suppress Duplicates Outputs the same object contents only one time. When there is more than one consecutive
row that has the same data for your object, Eureka suppresses output of duplicate values.

Word Wrap If you want output that exceeds the object width to be printed on successive lines. The spac-
ing between lines when objects wrap is based on the font you are using. When you select
Word Wrap, be sure that there is enough room between the object you are defining and any
objects directly below it in the same area to allow for multiple lines of text. Eureka does not
add space under objects when they wrap.

Snap To Grid If you want your object always to be placed on the alignment grid (when Use Grid is turned
on). When Snap to Grid is not selected, you can place your object at any location.

Hide If you want your object to be moved to a hidden area object. If you do so, your object will
not be included in your output.

8. Click OK.

HINT!

9. Process your report.

~ Remember...you can change the characteristics of your report name object (such as font size,
color, add borders, etc.).

Below is a sample of a finished FreeForm report displaying the document file name:

& EUREKA:Reporter Designer - [FFQUERY] [ [= =]
@_ File Edit Mew Tools Window Help =& x|
K4r Mp?laakaa|o|
ERVER TOAT0359310 TITZ000 TO0000TST TIIEIEYCIET WIVSIL]

SERVER 025011725133 11100000 400000310 102-5%¥-7310 WOTaL
SERVER 025011725133 11100000 A00000410 102-5%-7410 WOVGLE
SERVEE. T023011725133 11100000 400000510 102-3¥-7510 WOVLL.
SERVEE. T023011725133 11100000 400000610 102-3¥-7410 WOVPL
SERVEER. T023011725133 11100000 400000710 102-3¥-7710 WOEYD
SERVEE. T023011725133 11100000  &00000E10 102-3¥-7210 WiDco
SERVEE. T023011725133 11100000 400000910 102-3¥-7910 WIEAZR
SERVEE. T023011725133 11100000 400001010 102-5¥-79110 WIHCE
SERVER T025011725133 11100000 00001011 102-3v-79111 WINva
SERVEE. T023011725133 11100000  A&00001012 102-3¥-79112 WINW
FFQUERY

Ready

10. Save your report.

CH 2
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Changing Column Headings

Eureka will allow you to change the column headings of your data object to make them understandable to
you and others that will be reviewing your report.

Changing attributes is not a mandatory process.

1. Double-click on the Acq Cost field.

g}'EUREKA:Reporter Designer - [Untitleds]
E!Eile Edit Wiew Insert Query Tools Window Help _|ﬁ||1||

DEH SRE )20~ |[FE |0
A @2 BOEED Kb | x4y

Double-click on the column

Times New Roman | |10 *IB F U0 === - . -

E = “ = | ”t |M heading (the gray object) for
TM_DU...|...|1...|...|2...|...|3...|...|4...|.. which you are changing the
op Margin |0 -

1 Kattrlbutes.
FPage 0
Header ]
E Nomen S5tockiNbr AcgCost  BarCd SerialNbhr
Detail 0
FPage Foater 0
_' DOCTMENTHAME F
Battam 04 v "
M argin o
| 3
Primary Selected Object: DOCUMENTNAME MUM
Text: Page Header {C3-23.igr) [ %]

2. Enter Actual Cost over the displayed value.
3. ImportFile: Click this button to import text

Teut |Bo[der| Fant I Hot Qbiectl HTMLI Output whenl

v pesetiest into the value field.
[Ectual Cos =] imponFie._| 4. Appearance: Select the appearance
| option(s) for your report. Refer to Adding
! \ _>ILI Document File Name Objects for defini-
tions of the Appearance options.
’“:38 e s 5. Click OK.
uppress Duplicates ide
 word i B BB 6. Process your report.
V¥ Snap To Grid

Type over the existing value
to generate the column
heading you want to display
on your report.

QK I Cancel Help
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Below is an example of a finished FreeForm report with the column headings changed:

& EUREKA:Reporter Designer - [FFQUERY] MEE]

@‘ File Edit Yiew Tools Window Help ;Iilll
N 4r MM @ e |k By
Notice how the column
heading reflects your
change.
Nomen StocklNbr Actual Cost BarCd SerialNbr uIc
SERVER, MINI COMPUTER 7021703593020 11100000 40000206 T036-IIN-206 WATS0!
SERVER 021703593098 11130200 100000132 73282-5V-138 WSO
SERVER 021703593105 11130200 100000131 73282-5V-137 WS
SERVER 025011725133 11100000 400000310 102-5¥-7310 Willes
SERVER 025011725133 11100000  A00000410  102-5¥-7410 WOVCHE
SERVER 025011725133 11100000  A00000S10  102-5¥-7510 WOVLL.
SERVER 025011725133 11100000  A0000010  102-S¥-7610 WOVPA
SERVER 025011725133 11100000  A00000710  102-S¥-7710 WOKY0
SERVER 025011725133 11100000  AO000CS10  102-5¥-7810 WLDCD_
. o
Ready Pgi1ofL [ I_IW_
7. Save your report.
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Changing Fonts

Eureka will allow you to change the font of your data object(s) for your report.

If you want to change the font of the column heading, then double-click on the column heading (gray
object). If you want to change the font of the output for a particular object, then double-click on the detail
object (turquoise object).

Changing fonts is not a mandatory process.

1. Click on the Actual Cost column heading.

& EUREKA:Reporter Designer - [FFQUERY.iqr]
E!Eile Edit Wiew Insert Query Tools Window Help _|ﬁl|1|

DEH SR ) 2@~ |[FfE|ON|
A kB2 DodEBE Hu@B (N MV EEDR B

I':ﬂ'j Times Mew Roman j“‘lﬂ j“?! ’E|§ EE|.|‘| I j ‘
R N R T T e N

Top Margin [0

B Click on the object for

which you are changing the

I attributes.
FPage 04
Header ] /\

i Nomen Stockih Bascd SerialNbe
Deta 0] .
PageFooterU_—

_' DOCUMENTHAME
Bottam 04
M argin o
«| ‘ >‘

Primary Selected Object: AcqCostHeader |

2. Using the Formatting Toolbar change the font, point size, color, alignment, and characteristics of
your font.

~ <5 HINT!
% You can also double-click on the object to display the fonts attributes. Once you double-click on
' the object, click on the Font tab. Here you can change all the font attributes of your object. As
you change your font attributes, it will be displayed in the Sample box.
The alignment feature aligns within the object, not the object itself.

The selections shown are the default for the column headers.
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3. Process your report.

Example of the finished design document and report:

& EUREKA:Reporter Designer - [FFQUERY.iqr] HEE
EF Fle Edt View Insert Query Tools Window Help 1= x|

DEHSRm s~ |[FE 08|
N E2h RO SR | KMER| K M7|C DR (|
H Tahoma He = s 2o (= 2 |

I T P T R - T R SR | R - R R T P N

Top Margin | 0]
Page 0]
Header ]

7 Nomen StockNbr Actual Cost BarCd SerjalNbr
Detail 0] & EUREKAReporter Designer - [£3-23]

1 (B, Fle Edt View Took Window Help =lelx|
Page Footer 0

] A W2 @e ko

] DOCUMENTHAME
Bottom 0
Hargin 1
<

Primary Selected Object: AcqCostHeader Nomen SteckNhrLHA4 Actual Cost BarCd SerialNbrLHAS UICLI
SERVER, UNIX 021035999322 133000.00 34569 HOL0Z
SERVER, UNIX 021035050322 13300000 876352 27652 WiDC

SERVER, UNIX 021035999322 13300000 87853 3653 WlDC_
SERVER, UNIX 021035050322 13300000 87654 37654 WiDnc
SERVER, MINI COMPUTER. 7021703593020 11100000 40000206 T036-IIN-206 WATEl
SERVER 021703393058 13300000 30 Wiv3,
SERVER 021703553008 13300000 31 WiVs,
SERVER. 021703593098 13300000 32 WLV,

SERVER 021703393058 13300000 33 WOVG

| of

Ready [Pg:2oF2 [ mom |

4. Save your report.
5. DO NOT close the report - we will continue to use it in the next Unit of Study.
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D ment H r/F r Ar

A Document Header/Footer area outputs for the entire document. Placing objects in these areas will result
in output values for the document as a whole (i.e., average, sum, text, etc.). Document header outputs
for the first page only. The document footer outputs for the last page only.

1. Click on the Document Header/Footer icon.
-OR-

2. Select Insert from the menu bar.

Select Area from the program group.

4. Select Document Header or Document Footer from the program list; this will allow you to insert
either the document header or the document footer, depending on which area you selected.

w
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/ This is the Document Header/\
Footer icon. Selecting this icon
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header and footer.
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< 3
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Page Faster 0]
DOCUMENTHAME

Document
Footer
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< | »
Primary Selected Object: AcqCastHeader [ oM |
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Adding Text Obiect

Use this process when you want to add your own text to your report. For example, use a text object to
add titles, signature blocks, etc.

1. Click on the text icon.
-OR-

2. Select Insert from the menu bar.
3. Select Text from the program group.

& EUREKA:Feporter Designer - [FFQUERY.iqr]
E_!E\Ie Edit Miew Insert Query Tools ‘Window Help _|5 ﬂ

DEH Sk@m |y BR- - FL 0K
NGB (PO EED B ER X4y ([DLn®

[ Taror fz_Ejfe z[u|= == | |
T P e R E N L R T A I LA
Top Margin (0]
7 This is the text object icon)
Document D_i
Header 7
Page 0
Header b
1_: Nomen Stocklibx :I Actual CostE BarCd SexialNbr
Detail (E i
4 Homen | StockMbx | heqCost|  BaCd | Seriallbe
Page Foater 0
_: DOCUMENTHAME
Document |0
Footer 7
Bottom ] =
Margin b
4 - | 3 =
Frimary Selected Object: AcqCostHeader fililim_
ka FreeFaorm.igr) i
Ton | ogtr] Font | ot Obiet] HTHL | it when] 4. Do not change the Object Label.
4 order onl ol (== urpul 1=} . . .
e 5. In the Value window, enter the desired title
Object Label: ITEXT f t
e or your report.
;I Import File... | 6' ClICK OK' . .
7. Place the text object in the center of the Page
_I;I Header area of your report.
2
—Appearance
™ Suppress Duplicates L1 |
W wiord wiap If it is desired to have two lines of text,\
¥ Snap To Grid before typing in your text, first click
on Word Wrap and then click back in the
text box and enter your text. Enter your
text. Once this is done, you can
enhance the text by clicking on the
Border or Font tab(s).
QK I Cancel | Help |
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When you place a multi-line text object you will only see the top line. To display all lines:

a. Click the text object once. Notice the solid black box in the center of the bottom of the box.

b. Place the tip of your mouse arrow on the black box until you get a two-way arrow.

c. Hold down the left mouse button and pull down, enlarging the box until the lower lines are dis-
played. If Word Wrap was not selected, then doing this will only enlarge the font of your text.

& EUREKA:Reporter Designer - [FFQUERY.iqr] [_[=]x]
EF Fle Edt Yew Inset Query Tools Window Help =S

DEH|EkE $mBo - 7o 0K
AexE2h POEEE HnAR ||~ MY (500D |
Iy Tahoma =lz"=|e 2 [u)|=

BT —
L T Y Y Y = =

Tap Margn |1

Document |0
Reader | 1

Page o
Header

&' FUREKA:Rerorter Designer - [FFQUERY.iqr]

i Nomen StockNbz A€ wiew Insert OQuery Iools Window Help -8l x|
iE I — 4
peal 1" [ stocty LipfR@ne| o Fylew
Page Footer 0 .
] N BT EE N R A ===
] DOCUMENTHAME
Document |07 | By Tirwes Hesw Floman (e Efere o= E = |mE| v ‘
Footer
T e e e e e B
Place your text where Tor Haigin 7
you want it displayed ]
on your report.
Document |0
Header |
Page 0]
Header | My DPAS Report
iE Nomen Siocklbr Actual Cost BarCd SerialNbr
Detail 0
; Homen | StockiThr | Aeqlest| BarCd | Serialibx
Page Footer 0]
. DOCUMENTNAME
Document |0 ‘
Faoter ]
Bottom |0 [
Margin 1
4 | L|J
[ om

4. Save your report.
5. DO NOT close the report -- we will continue to useit in the next Unit of Study.
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Adding Date Objects
Use this process when you want to add the system date to your report.
1. Click on the date icon.
-OR-
2. Select Insert from the menu bar.

3. Select System from the program group.
4. Select Date from the program list.

& FEUREKA:Reporter Designer - [FFQUERY.igr]
EF File Edt View Insert Guery Tools Window Help [

DS H Sam|; @0 FY €|

W == T EI T A =
I']jj Times Mew Roman ‘iLm j| B r U ”%% = |.|~|“ j ‘
P N I I P IO 5
Top Margin |04
g \/This is the date object icon. )
Document |04
Header ] \
Page N
Hodor | My DPAS Report |
i Nomen StockNhr Actual Cost BarCd SerialNbr
Dretail 0 .
] Homen | Stockibr l Acqlost| Bacd | Serialifby
Page Footer| 04 |
] DOCUMENTHAME
Document |0
Faooter ]
Bottom 0] L
tdargin ]
4 »
(] B T

5. Place the date object on the left side of the Page Header area.

It is recommended that date objects be placed in the Page Header area. This is so that the date will
appear on each page of your report.

If it is desired to re-format the date presentation, double-click on the date object, click the down arrow on
the format box of the dialog box and select the desired format. The DPAS format is on the bottom of the
list.
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6. Process your report.

& EUREKA:Reporter Designer - [FFQUERY.igr] [_[B1x]|
EF fle Edt Yew [sert Query [ooks Window Help =l81x]
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op Magn [
& EUREKAReporter Designer - [FFQUERY.iar] =1 E ]
N Ef Fie Edt Yew Inset Query Tods Window Help =18 x|
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Header 0 I 1 I |2 L
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Detsl O [ —
= Documert |0
Fage Footer 0 ez
] DOCUMENTHAME| Page ] JSUSTENDATE 1
Document |0 ez
Footer E
Botom 01
Maigin 71
. el 0] o
4 =
Ready Page Footer 0
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Document |0 S
Footer ER. MINI COMFUTER 111800 00
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Primary Selected Object: SYSTEMDATE

111600.00
111000.00
111000.00
11100000
111800.00
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7. Close the report viewer.
8. Save your report.
9. DO NOT close the report — we will continue to use it in the next Unit of Study.
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Adding Time Objects
Use this process when you want to add the system time to your report.
1. Click on the time icon.
OR-
2. Select Insert from the menu bar.

3. Select System from the program group.
4. Select Time from the program list.

& EUREKA:Reporter Designer - [FFQUERY.iqr]

E!Eile Edit Wiew Insert Query Tools Window Help _|ﬁl|1|
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3 This is the time object icon)
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5. Place the time object below the date object in the Page Header area.

It is recommended that time objects be placed in the Page Header area. This is so that the time will
appear on each page of your report.

If it is desired to re-format the time presentation, double-click on the time object, click the down arrow on
the format box of the dialog box and select the desired format.
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6. Process your report.

ver Designer - [FFL
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7. Close the report viewer.
8. Save your report.
9. DO NOT close the report -- we will continue to use it in the next Unit of Study.
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Adding P Number Obj

Use this process when you want to add a page number to your report.
1. Click on the page number icon.

-OR-
2. Select Insert from the menu bar.

3. Select System from the program group.
4. Select Page Number from the program list.

g:'EUREKA:RepDrter Designer - [FFQUER Y.igr]
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5. Place the page number object in the center of the Page Footer area.

It is recommended that page number objects be placed in the Page Footer area. This is so that the page
number will appear on the bottom of each page of your report.

If it is desired to re-format the page presentation, double-click on the page object, click the down arrow on
the format box of the dialog box and select the desired format.
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6. Process your report.

& EUREKAReporter Designer - [FFQUERY.igr]

[ELx]
EF Fle Edt View Inset Query Toos Window Help N
DEHESRa| ;B |FfZ ex
R e T EE SR E=E
[ Times Hew Foman Eo Eje 2 o= = = 7
[ P O [ BN = P [y A YR e
Top Margin | 0
I
E8 Fle Edt Vew Inset Query Tods Window Help =l&ixl
DEH|gRa|s2go e |(f#D o8
A e E=20 DO E DB | &b EEE ||| 4T BE|H|
- 2 7 l== = [mpl — -
e 0 Yo Ik tb b 'l—‘—r — . 7 " DPASReportI
HAabr W/ B8 B D@ O
Place your page number EEEN
object where you wantitto [ ol s
be displayed on your report. T
ASASReportI
SarCd Sariallhe Jﬂ
5
poi| sE—
PAGENO

HBLES0
HowoI
FFQUERY

LAl

7. Close the report viewer.
8. Save your report.

9. DO NOT close the report — we will continue to use it in the next Unit of Study.
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Addin nter Obj
Use this process when you want to count each row of your report.
1. Since we are going to add the counter object in the first column, you will need to move all of your col-
umn headings and detail objects over to the right.
2. Click on the counter icon.
-OR-
Select Insert from the menu bar.

Select System from the program group.
Select Count from the program list.

ko
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6. Place the counter object to the left of your columns in the Detail area.
7. Delete the Counter column heading.

It is recommended that counter objects be placed in the Detail area. This is so that each row of the
report will be numbered.
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8. Process your report.
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9. Close the report viewer.
10. Save your report.
11. Close your report.

HINT!
~ If you place the counter object in the detail area, you may want to delete the column heading.

CH?2 101
1 October 2004



Activity: Designing A Customized FreeForm Report Without The Query Wizard

Activity: Designing A Customized FreeForm Report Without The
Query Wizard

nt Hands-On With Instr r Direction
Unit of Study: Designing A Customized FreeForm Report

Application: In this activity, your instructor will guide you through building a listing of Hand Receipt
Holders for a specified UIC using the FreeForm method of query and functions to customize your report.

Report Type: Hand Receipt Holder By UIC

Instructions:

1. Create a new FreeForm report.

2. Enlarge your Page Header.

3. Using the counter icon insert counter in the Detail area.
4. Delete the Counter column heading.

5. Select the following fields for your FreeForm report:

BUSINESS VIEW: HAND RECEIPT HOLDER

FOLDER(S) DATA ELEMENT(S)

Hand Receipt Holder HRH Nbr Mjr Office Name
HRH Name
Unit uIC

Insert the date and time in the Page Header area.

Using the text box icon, give your document a title name and customize with fonts, etc., and place in
the Page Header area.

8. Add a Document Footer area.

9. Add “End of Report” in the Document Footer.

10. Insert the document name, using the document name icon, in the Page Footer area.

11. Using the page number icon, insert a page number in the page footer.

N o
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& EUREKA:Reporter Designer - [C3-50.iar] [_[=]
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12. Save your report as FFACTY for later use.
13. Close your report.

Example of finished report:

g?EUREKA:Reporter Designer - [C3-59]
@‘Eile Edit Wiew Tools ‘Window Help

»
[ T

W< » M 2@ e (@

Hand Receiet Reeort bx UIC I

811412002
9:20 am
HRHMNbrMjr  HRHName

1 701 KEN MOORE - TRAINOL
2 5802 WMARK MURPHY
3 5702 CRAIG ROSS - TRAIN02
4 5802 JIM RIGGS
5 5703 CINDY BEAN - TRAIN03Z
4 5803 LESLIEROSE
7 5704 RON HESS - TRAINO4
8 S804 RIT& KEWP
9 505 MWIKE WHEELER. - TRAINOS
10 5805 LAVADA GORE
11 5706 LEN JONES - TRAINOS
12 S804 JOHN SREEN

Ready
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OfficeMame uc

LOGISTICS HGQ1001
INTEL HGQ1001
INFORMATION TECH HQ1002
SYSTEMS SUPPCRT HQ1002
SUPPLY HOQ1003
EQUIFMENT MGIT HOQ1003
M&P HQ1004
CUSTOMER. SERVICE HQ1004
TRANSPORTATION HQ1005
LCISPATCH HQ1005
QUALITY ASSURANCE HQ1006
ANALYEIS HQ1006

Pgi1ofL [

T hon
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Skill Builder: Designing A Customized FreeForm Report Without
The Query Wizard

Objectives: You will:
e Review, Introduction to FreeForm & Desighing a Customized FreeForm Report
(Exercise Below)
e Discussion Questions
e Practical Exercise to build a Customized FreeForm Report

Complete the following exercise:

1. Name any two features that distinguish FreeForm from QuickQuery.

2. FreeForm is a powerful tool set that allows you to: (Circle all that apply)

a. Use multiple areas of the same type.

b. Specify Output when conditions that determine, row by row, when objects (and areas) should or
should not be included in your output.

¢. Add date and time to your reports

d. All of the above

e. None of the above

3. The F4 Function Key opens the

4. Folder Names are at the top level of the tree and are indicated in all caps? (True or False)
True False

5. Why is it important when dropping data objects inside the detail area to make sure the tip of the arrow
is inside the detail area?

6. Name the three areas your FreeForm window defaults to when it is opened.

7. Eureka will not allow you to change the column headings of your data objects. (True or False)

True False

104



Skill Builder: Designing A Customized FreeForm Report Without The Query Wizard

8. Match the Tool Bar Icons with the correct definition. Insert the alpha character on the blank line.

=
Example:A. ﬂ 7

B. —

£
C. —
D. — |

[t ]
E. —
3
6. 2

ahc
H.

Discussion Questions:

. Time Object

Counter Object

Document Name Object

Page Number Object

Date Object

Text Object

Page Header/Footer Icon

Document Header/ Footer Icon

1. Discuss the advantages of using FreeForm.
2. Summarize the process of the report you completed in the previous activity.
3. What types of reports are needed at your facility?
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Practical Exercise: Designing A Customized FreeForm Report
Without The Query Wizard

In nden nt R I
Unit of Study: Building and customizing a report using FreeForm

Application: In this activity you will build a customized accounting report using processes learned in
this unit of study.

Report Type: A customized Accounting Report by UIC, showing the stock number, serial number,
dollar amount of the assets, the fund codes used to procure the asset and the acquisition date of the
asset.

Instructions:

1. Create a new FreeForm report.

2. Enlarge your Page Header area.

3. Using the counter icon, insert the counter object in the detail area
4. Delete the Counter column heading.

5. Select the following fields for your FreeForm report:

BUSINESS VIEW: ACCOUNTING TRANSACTIONS

FOLDER(S) DATA ELEMENT(S)

uIC Dollar Amt
Stock Nbr Fund Cd
Serial Nbr Acq Dt

Accounting

6. Insert the date and time in the Page Header area.

7. Using the text box icon, give your document a title name and customize with fonts, etc., and place in
the Page Header area.

8. Add a Document Footer.

9. Add “End of Report”. in the Document Footer.

10. Insert the document name, using the document name icon, in the Page Footer area.

11. Using the page number icon, insert page number in the page footer.
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12. Save the report as FFPE1 for later use.

& EUREKA:Reporter Designer - [C3-56.iqr]
=¥ File Edit View Insert Query Tools ‘Window Help 18] =
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FPage Foater| U
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13. Print (if a printer is available) the report for the Instructor.
14. Close your report.

Example of the finished report:

CH UREKA:Reporter Designer - [C3-56]
@‘ File Edt Wew Tools Window Help 18] x|

HarHp? @& k@@ o

2’?5”33 Eccounting ReEort bz UIC I

uc StockNbr SerialMNhx DollarAmi FundCd  AcgDt
1 HQIO01 7025011725133 5644634563446 11000000 C1 20010314
2 N00204 7025011725133 721-3v-0001 11000000 98 20010314
3 MO0210 7025011725133 T21-5v-0002 11000000 98 20010314
4 MOO216 7025011725133 T21-5¥-0003 11000000 98 20010314
5 NO0281 025011725133 721-5V-0004 11000000 98 20010314
é N0O0750  I025011725133 721-5¥-0005 11000000 98 20010314
T MO0%4E  T025011725153 721-3V-0006 11100000 98 20010315 —
3 MO9239 9025011725133 T21-5¥-0007 11100000 98 20010315
9 MO92s1 7025011725133 T21-5¥-0008 11000000 92 20010315
10 M10151 025011725133 721-5¥-0009 11000000 92 20010315
11 N31954  I025011725153 721-3v-00010 11100000 98 20010315
12 N32739 7025011725133 T21-5¥-00011 11100000 98 20010315
13 N35970 7025011725133 T21-3¥-00012 11000000 98 20010315
14 N45679 7025011725133 T21-5¥-00013 11000000 98 20010315
15 Ma0308 025011725133 721-5v-00014 11100000 92 20010315
16 Nal665  T025011725133 721-5v-00015 11100000 98 20010315
17 Na1690  T025011725153 3411BLO0OLG 11000000 98 20010315
12 MALADN 9075011775132 2A11RT NNNTA 1annn NN as NATA S _>|LI
View specified page Pa: 1aof i l_ W_
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Building A Sort Order In A FreeForm Report

Unit of Study: Building a sort order in a FreeForm report when you want to sort items in your report.
Eureka Reporter Designer lets you sort your document or chart by any column or columns that you use in
it. By default, sorts are ascending. If you wish to define a descending sort, you will have to select it by one
of the methods you will learn in this course.

Application: This will show you how to sort in ascending or descending order, any field in your report.
Report Type: Asset listing by UIC and major hand receipt holder number.

Activity: Student Hands-On with Instructor direction

Instructions:

1. Create a new FreeForm report.

2. If your object directory is not open, depress the F2 Function Key.
3. Select the following fields for your FreeForm report:

BUSINESS VIEW: HISTORIES

FOLDER(S) DATA ELEMENT(S)
History UIC Serial Nbr
HRH Nbr Mjr Pgm Desc
Stock Nbr
4. Process report for viewing.
5. Close the output window.
6. Click ¥,
7. Highlight the HRH Nbr Mjr field.
CH2 108
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8. Click the arrow to move the field into the Ordered Objects window.

Sort Order /Filter: Untitled1

PomDesc
SerialMbr
StockMbr
uic

9. Click OK.
10. Process the report for viewing (go to the second page of the report; this is where the HRH Nbr Mjr
starts).

11. Try sorting on different fields and processing the report to see how your report will look.
12. Close and DO NOT save the report.
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Example of the finished report:

g}'EUREKA:Reporter Designer - [Untitled1]

@‘Eile Edit Wiew Tools ‘Window Help

Kar M2 @Q |k Bs

uc HEHMbiMjr  SiockNbr SeriallNbr PgmDesc
7010014126710 STE NBR.MAS CHG
010014126711 STE NBR.MAS CHG
010014126712 STE NBR.MAS CHG
010014126713 STE NBR.MAS CHG
010014126714 STE NBR.MAS CHG
010014126715 STE NBR.MAS CHG
010014126716 STE NBR.MAS CHG
010014126717 STE NBR.MAS CHG
010014126718 STE NBR.MAS CHG
010014126719 STE NBR.MAS CHG
7010014126720 STE NBR.MAS CHG
025010004322 STE NBR.MAS CHG
DP&A3S01 AUTHORIZATION U
WOUZAL PARS NBR.CHG
WOUZAL PARS NBR.CHG
WOUZAL PARS NBR.CHG
WOlGAL DoC REG CLO
WOVL1S DoC REG CLO
WOVGLA DoC REG CLO
WOVGLA DoC REG RED
|
Ready |Pg: Zaof 2
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Group Header/Footer Areas

INTRODUCTION

When you format a document, you can output information quickly and easily through group headers
and footers.

Group Header Areas are output at the beginning of each group of rows that have the same value in
a column you specify. When you place a column object in this area, Eureka outputs the value of that
column, taken from the first row in the group. However, if you use an aggregate function for the col-
umn, Eureka outputs the value for the group as a whole, i.e., the average, sum, etc., for that column
for all rows included in the group.

Group Footer Areas are output at the end of each group of rows that have the same value in a col-
umn you specify. When you place a column object in this area, Eureka outputs the value of that col-
umn, taken from the last row in the group. However, if you use an aggregate function for the column,
Eureka outputs the value for the group as a whole, i.e., the average, sum, etc., for the column for all
rows included in the group.

Group headers (and group footers) have a special relationship with the sort order for your document:

O When you add a group header or footer, £ureka automatically sets the document sort order
based on the object associated with the group header.

O When you have more than one group header or footer, £ureka sets the document sort order to
use each of the columns for which you have group header or footer areas. It sets the sort
order to match the order in which you add the area objects.

If you change the sort order for your document, Eureka rearranges the order of the group headers
and footers to match the new sort order.

Q\fﬂ\ NOTE:
N\ You must select a column or custom object before you can add a group header area. The

N\ 2
\\,// group header area is based on the object that is selected at the time the group header is cre-
ated. The object can be in any area.

OBJECTIVES

In learning how to create and use group headers and footers, you will also learn why to use them.

APPLICATION

There are advantages to grouping your data within your report. For example, by grouping stock
numbers, the user can see all examples of the specified stock number in one, order place.

PREREQUISITES

Complete Chapters 1 and 2 of this manual.
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ACTIVITY

Student Hands On with Instructor direction

REPORT TYPE

Open the HRH by UIC report, page FFACTY.

STEPS TO PERFORM ACTION

1. Open the FFACTY report.
2. From the Detail Area, click once on the field you want to group. We will be grouping on the UIC.
3. Select Insert from the menu bar.
4. Select Area from the program group.
5. Select Group Header from the program list.
-OR -
6. Select the Group Header icon .
7. Move the field(s) that you want in the Group Header from the Detail area. We will be grouping by
UIC.
8. Move the UIC column heading to the far left of the Group Header area.
9. Move the UIC data object (blue object) next to the UIC column heading (gray object).

g}'EUREKA:Reporter Designer - [C3-59.iqr]

2l

10. Process the report and view.
11. Close the report viewer.
12. Save the report.

CH 2
1 October 2004

E!Eile Edit Wiew Insert Query Tools Window Help _|ﬁ||1|
DEHSRE B0~ |Fx e
A kB2 DodEBE Hu@B (N MV EEDR B
I':ﬂ'j Times Mew Roman j ||1D j| B I U H%% = |.|'| I j ‘
R R T N T T
Top Margin [0
3 i SYSTEMDATE H
== | — Hand Receipt Report by
= HEFNbrMjr | HRHName ___OfficeName
UIC Group |04
Header i jis (o) me |
Dietail 0 | COUNTER =~ HEHWE:Mj | HEHHame | Officelame [
Page Footer| 04
] DOCUMENTHAME PAGENC
Documernt |04
Faooter 7
- End of Report
Battam 0-
M argin
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13. DO NOT close the report — we will continue to use it in the next Unit of Study.

& EUREKA:Reporter Designer - [[3-59]

@‘Eile Edit Wiew Tools ‘Window Help

=@l x|
W< » M 2@ e (@

21052002 H

o o Hand Receipt Report bx UIC I
HEHMbrMjr HEHName OfficeName

uc  HO1o001

1 5701 KEN MOORE - TRAINOL LOGISTICS

2 5802 MARK MURPHY INTEL

-
| »
Ready

[Pg: 10f 1 [ o |
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Building A Page Break In A FreeForm Report

Unit of Study: Often a single document consists of sections that need to have individual page
numbers. For instance, a single document might consist of hundreds of (HRH) Hand Receipt Holder
Reports, each to be distributed to a different HRH. When you do this, you would probably want to have:

1. Each HRH Report or UIC report starting at the top of a new page.
2. Each time a new UIC is reached, page numbering re-starting from one.

You can do this in a FreeForm window by including a group header area based on HRH Mjr. Nbr. For that
area object, you would enter 1 under Page Skip Before Area on the Area tab of the Area dialog box.
This causes one page break before the area is output. You would also check the Reset Page Number To
box and then enter 1 as the number to which to reset the page numbering.

You can use these controls for a variety of purposes. For instance, if you want group footers on a page
without any other area objects, you could enter 1 under both Page Skip Before Area and Page Skip
After Area. If you wanted document totals on a separate page, you could enter 1 under Page Skip
Before Area in the Area dialog box for the document footer area.

Application: This report will show you how to insert a page break every time a new UIC is
encountered.

Report Type: Hand Receipt Holder by UIC (FFACTY)
Activity: Student Hands-On with Instructor direction
Instructions:

1. If closed, open the FFACTY report.
2. Double-click in the blank portion of the UIC Group Header area.

aZIEUREKA:Reporter Designer - [C3-59.iqr]
I‘E__!Eile Edit Miew Insert Query Tools Window Help - ﬁ'lﬂ

NEHgRe o - | Fy e8|

SN BNt NElol - T ORdiEEi=1=11=0
Hls 2 v [FEF [m] =)
T I T [

Ew g R A I I S

I':& Times Mew Roman j ||1D
Ll 12

0 e 1

Tap Margin |0

Fage 0 STSTEMDATE =
EZ TIME Hand Receipt Report by

_ HEHNbsMir | HRHName __OfficeName
UIC Group |0
Header ] i) Cof o1c |
Detail i | COUNTER |  HEHHEME HEHName | OfficeName |
Page Footer| 0 -

= DOCUMENTHAME PAGENO
Document |0
Foater 7

End of Report
Battom 0
Margin
[ | _’l_l
MUK |
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3. In the Page Skip group, change Before Area from 0 to 1.

Area: Page Header (Untitled1.iqr)

Area |Bo[der| Olutput whenl HTMLI

— |dentification

Area Description:

Area Level: E

~

r— Print Options
& Print All Dccurrences
¢~ Print Only 15t Occurence
€ Print &l But 15t Decurence
¢ Frint Only Last Dccurence

Select whether you want the page to
break before or after the group.

Use the spin button to select the
number of blank pages you want to
print between groups. /

\

€ Print &)l But Last Dccurence

— Spacing FPage Skip
Before Area: lﬁ@ln.
Alfter Area: lﬁ In.

Before Area: ID_E
Alfter Area ID_E

QK | Cancel Help

4. Click OK.
5. Save your report.
6. Process your report to view the results.

& EUREKA:Reporter Designer - [C3-59]

@‘Eile Edit Wiew Tools ‘Window Help

W< » M 2@ e (@

81972002
B:56 am
HEHMbrMjr HEHName
uc  Hoo0t
1 701 KEN MOORE - TRAINOL
2 5802 WMARK MURPHY

Hand Receiet Reeort bx UIC I

OfficeName

LOGISTICS
INTEL

Ready

7. Close your report.

CH 2
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Inserting A Filter In A FreeForm Report

Unit of Study: Each document always has a single base filter. This base filter is always in effect and
initially has no conditions defined for it and performs no filtering. You can add conditions incrementally to
narrow the focus of your query. Unless query filtering conditions are applied, £ureka presents all of the
rows in the database as part of the output. If the database is large, however, such output can be difficult
to present and understand. Filter conditions help to narrow down output so that it included only relevant
database rows.

Application: Filtering conditions to narrow down output so that only relevant data base rows are
presented in the document output.

Report Type: This report will list only computers that were manufactured by DELL and/or GATEWAY.

Activity: Student Hands-On with Instructor direction

Instructions:

1. Open a new FreeForm report.

2. In Page Setup, make sure that the Height is set to 8.5 and the Width is set to 11.
3. Enlarge the Page Header area an additional 3 blocks.

4. Select the following fields for your FreeForm report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Mfr._Model/Part_Number Mfr Name
Catalog Nomen
Stock Nbr
Serial_Hand_Receipt Acq Cost
Serial Nbr
Unit UIC
5. Add a title for your report, date, and time for your report to the Page Header area.
6. Add the document name and the page number to the Page Footer area.
7. Add a Group Header for the MfrName.
8. Move the MfrName column heading and data object into the Group Header area.

9. Select the filter icon ¥ to display the filter dialog box.

10. Double-click on the Detail folder.

11. Double-click on UIC to move it to the Object Window.

12. Select the drop down arrow and chose “like” for the operator.

13. Enter W* for the value. Remember to turn your Caps Lock on.

14. Click Add.

15. Double-click on MfrName Group Header.

16. Double-click on MfrName to move it to the Object Window.

17. Select the drop down arrow and chose “like” for the operator.

18. Enter *DELL* for the value. Remember to turn your Caps Lock on.
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19. Click Add.

Eilter |§0rt Drderl
— Select Query Data ‘When
OR'd
Object: Operator: ialued: ialued: Group
| | =l [0 &
0: Mfiame Iz Like *DELL®
0: UIC I= Like W=
Columns [ Objects. £/0vi:c sdd | Modiy Delete
= MM ame Group Hea a .
Wit ame [ Distinct Valueg Only Filter Types
] & Cument
5 Detai [Eurstan Wvermides
StockNbr : " Base
AcqCost " adHoc
aTga'Nbf ' Quick Filers
MNomen ILI I vl
| i -

Once your condition is set, click Add to activate it. If
you have an existing filter and you need to change it,
highlight the condition you wish to change, make the
change to the condition and then click Modify.

If you have an existing filter that you no longer need,
highlight the condition and click Delete.

20. Click OK.
21. Save your report as FFFILTER.
22. Process and view your report.

Example of finished report:

& EUREKA:Reporter Designer - [FFFILTER] MEE|
@‘Eile Edit Wiew Tools Window Help _|ﬁ||1|

Kar M@k Be| e

pi FreeForm Filter Report |

Nomen StockMNbr AcyCost  SerialMbr
MifrMame DELL
ZERVER 7021703593105 11130200 73282-57-
MONITCR, 17" 100HS 025703616122 03300 T21-5V-AC
MONITCR, 17" 100HS 025703616122 03300 T21-5V-AC
WONITOR, 17" 100H3 025703616122 93300 TZI-5V-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITOR, 17" 100HS 025703616122 03300 T2-SV-AL
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITCR, 17" 100HS 025703616122 03300 721-SV-AC
MONITOR, 17" 100HS 025703616122 | 033.00 721-SV-A_|E;I
3
View specified page [Pg: 1af1 [ I_IW_
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23

. Close the output window.

Now, if we wanted to put another filter in to display information where the UIC began with W and the
MfrName was Gateway, we would have to put in an OR condition.

24,
25,
26.
27.
28.
29.
30.
31.
32.

Select the filter icon 3| to display the filter dialog box.

Double-click on UIC, from the Detail folder, to move it to the Object Window.
Select the drop down arrow and chose “like” for the operator.

Enter W* for the value. Remember to turn your Caps Lock on.
Change the OR’d Group from 0 to 1. This will set an OR condition.
Click Add.

Double-click on MfrName, from the MfrName Group Header, to move it to the Object Window.
Select the drop down arrow and chose “like” for the operator.
Enter *GATEWAY* for the value. Remember to turn your Caps Lock on.

The OR’d Group should already be set to 1 since we changed it in the previous condition.

33. Click Add.

34.

Sort Order/Filter: DMy Ti

Eilter l Sort Order ]
Select Query Data ‘When

Object: Operator:

‘RPTS~1\filter report.i.. [E

OR'd
WValuel: Group

[ [Like

=l e

0: Mfiame Iz Like *DELL®
(: LIIC |z Like W™
1: MfiMame |5 Gy

=
12 UIC |z Like ™

Columns | Objects Browse

= MM ame Group Hea a

B MfiName

= Detail
StockMNbr
AcqCost
SenialMbr
uic

MNomen =
4 »

Todify Delete

[ Distinct Walues Only Filter Types
{* Current

" Baze
" AdHoc
" Quick Filters

|

Custom Override:

QK | Cancel | Help

Click OK.

- NOTE:
\\. \//\ By default, all the conditions of your query are AND operators (i.e., all conditions have to be
> met before it will return your results). However, you can connect your statements with OR
operators, which divide your statements into groups. For example, if you wanted to set your
conditions by Stock Number AND Serial Number OR Bar Code, the OR’d Group would be
set to 0 (zero) for Stock Number and Serial Number, and set to 1 for Bar Code.

Remember, the RULE is...If the OR’d Group numbers on any two statements are the same,
those two statements are connected by the AND condition. If the OR’d Group numbers on
any two statements are different, those two statements are connected by the OR condition.
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35. Save your report.
36. Process and view report.
37. Close your report.

Example of the finished report:

& EUREKA:Reporter Designer - [FFFILTER] MEE]
@‘Eile Edit Wiew Tools ‘Window Help _|ﬁ||1|

Kar M2 @Q |k Bs

o5 FreeForm Filter Report |

Nomen StockMbr AcqCost  SerialMNhr
MfrName DELL MABKETING LP

WMONITOR, 19" 025703614377 03300  7036-IIN-
MfiName DELL POWEREDGE

CPU, DESKTOP 021703531020 132200 7036-WIN-—
MftName GATEWLY (SYSTERMS) INC

WONITOR, 19" COLOR 025000001952 54300 1787201-L

COMPUTER, PENTIURM IIT 7025010000563 153200 100-KM-0

WONITOR, 19" COLOR 025000001952 54300  100-KEM-0

COMPUTER, PENTIURM IIT 7025010000563 153200 971-LP-00.

WONITOR, 19" COLOR 025000001952 54300 178201-Lh

COMPUTER, PENTIURM IIT 7025010000563 153200 100-KM-0

WONITOR, 19" COLOR 025000001952 54300 178201-Lh

COWPITTER. PERTIIIR TIT T02 5010000 568 | 153200 ANN-K 0T

»
Ready Pgizofz [ hUM |
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Inserting A Prompt In A FreeForm Report

Unit of Study: A user prompt is an effective tool which allows input from the user to query the
database. There are varied user prompts you can utilize in FreeForm to add to your report and permit the
user to access information promptly. The objective of this lesson is to add a user prompt to a report.

When working with large databases, it may be a good idea to adjust the Prompt Row Limit. Do this by
choosing Tools > Preferences. The default is 100 rows. A value of 0 retrieves all rows (but this is not
recommended for large databases).

Application: In this activity, your instructor will guide you through creating a simple Hand Receipt in
FreeForm. After creating the query you will then insert a prompt which will ask the user which Hand
Receipt Holder they would like to view.

Report Type: Complete listing of assets by major hand receipt holder number.

Activity: Student Hands-On with Instructor direction

Instructions:

1. Open a new FreeForm report.
2. Enlarge the Page Header area.
3. Select the following fields for your FreeForm report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Unit uIC
Activity Name
Hand_Receipt_Holder HRH Nbr Mjr
Serial_Hand_Receipt Acq Cost
Catalog Nomen
4. Add a title, date, and time for your report to the Page Header area and customize with fonts, etc.
5. Add the document name, using the document name icon, to the Page Footer area.
6. Add the page number to the Page Footer area.
7.  Add a Document Footer area.
8. Add “End of Report” in the Document Footer area.
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Save your report as FFPROMPT.

g}'EUREKA:Reporter Designer - [C2-78.iqr]

E!Eile Edit Wiew Insert Query Tools Window Help

DEHSREm | c@o0 = |[F |0 |

A kB2 DodEBE Hu@B (N MV EEDR B

I':ﬂ'j Times Mew Roman j ||1D j| B I U H%% = |.|'| I j ‘
[ R R T T - L
Top Margin [0
Page 0 STSTEMDATE
Headert | 1 |Tmae [PROMPT REPORT |
1 uc ActivityName HEHNbxrMja AcgCost Nomen
Dt 0 (e [ ActivityWawe [ EREWWMp[  AeqCost( Momen |
Page Footer| 0 -
J DOCUMENTHAME PAGENC
Documert |0
Foater o End of Report
Battam 0
M argin ]
| 3

ow

10. Select the prompt icon ﬂ from the tool bar.

User Prompt: PROMPT {C2-78igr) E .
_ _ _ 11. Object Label: Enter HRH Prompt
Prompt | Bo[derl Faont I Hot Qb|ec:t| HTMLI Olutput whenl Qonnectlonl SAL Dvemdel . . -
— 1 in the Object Label. This is where
O ol Seauence Number you would enter the descriptive name
prev T for your prompt
Type: m " )
N hmactrwighe [0 2] 12. Sequence Number: Accept the
~ Cheice List : default of 1. If you have more than
Colurns | Biose proceVae ToAdd one prompt, you can designate the
A ACCOUNTING T a . H H . .
o Accouning e order in which it will run by changing
CICPAIP _ the sequence number.
3 AUTHORIZATIO " Use Choices Only . “ ” .
3 Authorizaton & Allow User Input 13. _Prompt. Entgr Entgr HRH". This
[a Seie Hend_ [ Allow Mullipls Choices is the prompt instruction.
5| _>|—| I Requirs Input 14. Type: Accept the default of String.
—I_Appearancc o Default Choice: If you selected a cost or date field,
Suppress Duplicates  |v Snap To Grid
i A | you can change the format of that
field.
QK I Cancel Help
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15. Format: The field displays the characteristics of the data (string, numeric, or date). These come
from the database file structure.

String These are alphanumeric characters.
Numeric These are pure numeric characters.
Date Self-explanatory.

16. Character Width: Select the amount of characters you want to display.

17. Choice Value To Add: Leave this field blank. This field will allow you to enter the fields that the
user will select. The choices will display in the window to the left.

18. Use Choices Only: Do not select this radio button for this report. Use this field to only select
choices from a choice list. You cannot type an entry for the prompt. The choice list will consist of the
entries you add to the Choice List.

~ <5 HINT!
&Qgi To add an item to the Choice List, enter the choice in the Choice Value To Add field and click
' Add.

If you want to delete a value from the Choice List, highlight the value in the Choice Value To
Add field and click Delete.

19. Allow User Input: Accept this default radio button for this report. This radio button allows you to
type an entry for the prompt or make a selection from a drop down box. If you have defined a choice
list, you can choose from the choice list or type an entry.

20. Allow Multiple Choices: Do not check this box for this report. Check this box to select multiple
items from the choice list. Each choice is added to the value of the user prompt object. Choices are
separated by semi-colons (;) or commas (,). This option works in conjunction with the above two
options.

21. Require Input: Do not check this box for this report.

~ <5 HINT!
% Dynamic Choice List - A dynamic choice list is a list of choices that is generated at the time
' Eureka presents a prompt to the user, that is, at the time a user selects to preview, print, or
export the document. It is created from the values returned by a database query, that is, it is a
list of current database values

Steps to create a Dynamic Choice list:

1. Use the Object Directory to find the column you want to use.

2. Double-click or drag the column to the unlabeled choice list. You can choose more than one column
underneath one Business View.

Steps to create a Static Choice list:

1. Use the Object Directory to find the column you want to use.

2. Highlight the column and click on the Browse button from the Choice List.
3. Add your values to the unlabeled choice list by double-clicking on the items one at a time.
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22,

23.

24,
25,

Appearance: Refer to Designing A Customized FreeForm Report Without The Query Wiz-

ard for definitions for the appearance options.

Default Choice: Leave the Default Choice blank for this report. If you want a specific value to be

defaulted in the prompt, enter the default choice.
Click OK.
Place the prompt in the Document Footer area.

g}'EUREKA:Reporter Designer - [C2-78.iqr]

E!Eile Edit YWiew Insert Query Tools ‘Window Help == =]
DEHSRE B0~ |Fx e
A kB2 DodEBE Hu@B (N MV EEDR B
I':ﬂ'j Times Mew Roman j ||1D j| B I U H%% = |.|'| I j ‘
O v e B B A B B e T R
Top Margin [0
Page 0 STSTEMDATE
Hewder |4 |tmee [PROMPT REPORT |
1] I ActivityName HEHNhxMj AcyCost Nomen
Dkl 0] [UIC [ MctivityMame [ HEHWuMp[ | AeqCost| Momen
Page Footer| 0 -
J DOCUMENTHAME PAGENC
Documert |0
Foater ] HEH Prompt | End of Report
Battam 0]
M argin i
| | >|

o

In order to get the data you want from the prompt, you will need to apply a filter. Filters make prompts

active

1. Select Filter icon.

2. In the Objects window, double-click the Detail folder.

3. Double-click on HRHNbrMjr to move it to Object.

4. Set the Operator to = (equal).

5. In the Objects window, double-click on the Document Footer folder.
6. Double-click HRH_Prompt to move it to Valuel.
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7.

w

Click Add.

~

Sort Order/Filter: C:\Documents and Settings',magriffit'My Documents'Eu... B3

Filtes |§ort Order I

— Select Query D ata When

Object: Operator:

OR'd
Waluel: ialled: Graup

| - =l [0 &

Liddl Modify Delete

= - !

& ActivitM ame [ Distinct Yalues Only Fier Types

| HRHNEebr Custam Override: - e

&l AogCost : " Base

& Momen =1} AdHoc
b DounFther " Quick Filterz

I tH_Frompt

Cancel | Help |

NOTE:

When adding the filter, you will need to select the data element as the Object and the prompt
as the Value.

8. Click OK.
9. Save your report.
10. Process your report.
11. When prompted, enter W1NW54.
Prompts to answer Answers K I 12 CIICk OK
Enter HRH VTS| Cancel |
Help |

@‘E\Ie Edit Wew Tools window Help

=lex]

A A R A RCROR s e - Hfia

2972002
112 pm
uic ActivityName

WINWS4  JROTC FLOWING WELLS HS - TRAINI0
WINW34 JROTC FLOWING WELLS HS - TRAINIO

WIHWS4

PROMPT REPORT |

Ready

HEHMbrMjr AcgCost  MNomen
WINW54 93200  CDREAD WRITER
WINW54 o33.00 MONITOR, 17" 100HS
End of Report
| »
Pg:1afl MM |
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13. Close the output window.
14. Save your report.
15. DO NOT close the report — we will continue to use it in the next Unit of Study.
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Hiding An Object In A FreeForm Report

Unit of Study: If you choose to hide an object on your document, Fureka automatically creates a
hidden area object to hold it. These area objects are visible only in FreeForm windows. They are not
output as part of your document. Hidden areas are also created when you base Output When, prompts,
query filter, or value translation conditions on columns that are not included in your output.

Application: In this activity, you will take the query from the previous exercise and hide the prompt so
it will not be printed out on your report.

Report Type: Asset listing by major hand receipt holder number (FFACTY).

Activity: Student Hands-On with Instructor direction

Instructions:

1. Select the Prompt object in your Page Footer area as the object to be hidden.

2. Right-mouse click to display shortcut commands.

3. Select Hide Toggle.

4.  You can see the hidden prompt by displaying your Area Object List by depressing the F4 Function

Key.

g}'EUREKA:Reporter Designer - [C2-78.iqr]

E!Eile Edit YWiew Insert Query Tools ‘Window Help == =]
DEHSRE B0~ |Fx e
A kB2 DodEBE Hu@B (N MV EEDR B
I':ﬂ'j Times Mew Roman j ||1D j| B I U H%% = |.|'| I j ‘
N R T T N T o=
Top Margin [0 Page Header
B Detail
_ Page Footer
Document Footer
Hidden Document
Page 0 STSTEMDATE
Header b TIME PRO'{
1] I ActivityName HEHNhxMj AcyCa
Netail 0
Page Footer| 0 -
J DOCUMENTHAME
Documert |0
Faooter ]
Battam 0]
M argin o
| | >|
| | [ |
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Hiding An Object In A FreeForm Report

5. Click on Hidden Document and your prompt will display in the Hidden Document area of your
design document.

g}'EUREKA:Reporter Designer - [C2-78.iqr]
E!Eile Edit Wiew Insert Query Tools Window Help _|ﬁl|1|

DSHSGRE | @0~ |[F 0N
ool e =2 0 |01 @ 0 O |t Lk 008 | [ [0 7 |0 - D@ ||

I':ﬂ'j Times Mew Raman =l ||1D j| Bl 71 H%% E |.|'| I = ‘
: I e e = [
Top Margin [0 Page Header
B Detail
N Page Fooker
p Document Footer
T Hidden Document
Page 0 STSTEMDATE
Header ] TIME PRO'{
1] e ActivityName HEHMheMjs AcgClo
Netail o
FPage Foater| 0
] DOCUMENTHAME
Documert |0
Faooter ]
Hidden |0
Document ] HEH_Prompt_|
Battam i
M argin ]
« | _>l_I

Creake a new query | | l_ ’W.
To hide it again, simply click on Hidden Page in the Area Object List.
Save your report.

Process your report.

Close your report.

©ENO
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Designing A FreeForm Report Using Double Detail Areas

Unit of Study: Designing a FreeForm Report

Introduction: Itis possible using Fureka to have multiple detail areas. If you want to have extra
information printed for certain rows, you can use a second detail area for the extra information. You can
also use multiple detail areas when you want to include detail about on/y some of the data returned. For
example, if you want to see a list of all computer monitors but were only interested in the cost for those
that were manufactured by Dell, you would create a second detail area. If adding a second detail area,
you would want to use Output When (this is discussed later), otherwise, objects in the second detail area
alternate output within original detail area. Using Double Detail ensures that you will be able to print on
standard paper, because you can limit your margins to the 82" and use the second detail area for the
additional information.

Application: When designing a report where you need extra information printed for certain rows you
can use the double detail process.

Report Type: A Property listing showing the additional information Stock Nbr., Mfr Name, and Qty. On
Hand in the double detail area.

Activity: Student Hands-On with Instructor direction

Example of the Design Document:

g}'EUREKA:Reporter Designer - [Doubledetail.iqr]
E!Eile Edit Wiew Insert Query Tools Window Help _|ﬁl|1|

DEH SRE )20~ |[FE |0
A kxE2h DodmBE Hu@E KMV BEDR B

[T Times New Froman =l ||1u j| B I U | = = E| M| |[##au0.00 =l ‘
_|...|1...|...|2...|...|3...|...|4...|...|5...|...IB...|...|?...|...|3...:|
Documert |0 -
Header | 1 DPAS Double Detail Report
Page 0] [SYSTEMDATE Dauble Detail
Header 5
. Acqg Cost  HEHNhxMj Nomen SerialNbr LIN
Detaill) |0 feq Cost|  HEHNbeMjr [ Homen [ Seriallfbr [ L  AwhOog
il AuthOt
Detailz) |0
7 StockNbr MfrName iy Onka
StockMbr | MirHame | CtyCmH.
Page Footer| 04
_ PAGENC
Documernt |04 |
Faooter
] End of Report
Battam 04
I argin 3 =
4] | 3
Primary Selected Object: AuthCty MUM
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Designing A FreeForm Report Using Double Detail Areas

Example of the finished report:

& EUREKA:Reporter Designer - [(3-87]
ED, Fle Edit Wiew Tnoks MWindow Help _15] x|

N4> H|>?|@1Q|ri:||z|=a|o\

DPAS Double Detail Report
21912002 Double Detail
Acy Cost HEHNbrMjr Nomen SeriallNbr LIN
ATEIR00 WINWSS TR CGO 12T 6000 109-TR-010 Z30E03 Auih
3
StockMNbr MeName QiyOnHand
2320010907891 UHASSIGNED 1
211200 WINWSS LATHE, ENGINE 3411BLADOID L3321 Auth
3
StockMNbr MeName QiyOnHand
3411001364013 UHASSIGNED 2
233200 WINWSS COPIER. 5¥5 XEROX A100DLAOSL C13298 Auih
3
4 | _’I_I
Ready Pgi1ofL hUM |
INSTRUCTIONS:
L]

STEP 1. BUILDING THE BASICS

1. Create a new FreeForm report.
2. Save your as FFDOUBLEDETAIL.

STEP II: DOCUMENT DESIGN WINDOW
Insert a Document Header area.

Insert a Document Footer area.
Insert a Detail Area:

W

a. Click on Insert from the menu bar.
b. Click on Area from the program group.
¢. Click on Detail Area from the program list.

Enlarge the Page Header area 2 more blocks (for a total of 5 blocks).
Enlarge the first Detail area 3 more blocks (for a total of 4 blocks).
Enlarge the second Detail area 2 more blocks (for a total of 5 blocks).

N ou s

Click on the text icon ﬂ and type a title that will go in the Document Header area; remem-

ber, to use the font tab and enlarge and bold the text plus add any other preferences you

may want.
8. Repeat Step 7 for the Page Header area.
9. Add “End of Report” in the Document Footer area.
10. Insert the date in the Page Header area.



Designing A FreeForm Report Using Double Detail Areas

11. Insert the page number in the Page Footer area.
STEP III: DATA FIELDS FROM THE BUSINESS VIEW END ITEM SERIAL

1. Make sure your Object Directory is displayed (F2 Function Key). Use the screen print
on the first page of this handout for placement reference.

2. Select the data fields listed below: You will be inserting these data fields in the 15t Detail
area on the top line of that detail area, so the gray box is in the page header.

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Quick_Start! Acq Cost Serial Nbr
HRH Nbr Mjr LIN
Nomen

Close the Quick_Start! folder.
Open the Serial Hand Rcpt.-Auth folder.
Select the data fields listed below: Insert Auth Qty in the 1st Detail area.

kW

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Serial_Hand_Rcpt.-Auth Auth Qty
Qty On Hand

6. Move Auth Qty object (blue object) down one row and bring the Auth Qty column header

(gray object) down to the row above the detail object.

Insert Qty On Hand in the 51 row of the 2nd Detail area, positioned in line with Auth Qty.

Move the column header (gray object) to be above the detail object (blue object).

Open the Quick_Start!folder.

10.  Select the data fields listed below: You will be inserting these data fields in the 2" detail
area, lining them up under the 14" margin.

© @ N

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Quick_Start! Stock Nbr
Mfr Name

11. Bring the detail object (blue object) down to the 51 Jine.
12.  Bring the column header (gray object) and line it up above the 4th line.

STEP IV: ADDING A PROMPT AND FILTER

1. Insert a Prompt.

2. In the Prompt Label, enter "HRH Prompt”.

3. In the Prompt line, enter "Enter HRH Mjr Nbr”.
4. Click OK.
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Designing A FreeForm Report Using Double Detail Areas

5. Insert the prompt in the Page Footer area.
6. Click once on the prompt.
7.  Right-mouse click and select Hide Toggle.
8. Insert a filter.
9. In the Object area pull from the Detail(1) folder the HRH Nbr Mjr.
10. Select = (equal) for the Operator.
11. From the Hidden Page folder, select HRH Prompt for Valuel.
12.  Click Add.
13.  Click OK.
14.  Save your report.
15.  Process your report.
16. At the prompt, enter one of the following HRH numbers:

WI1NWS55 W3Vs10
W1ivsue W46919
W1v5su7 W46920
WOU28A w4T809
W2MKJ2 Ww4T810
W2MKI3 W4XQ85
W3VS09
17.  Click OK.

Example of the finished report:

& EUREKA:Reporter Designer - [(3-87]

@‘Eile Edit Wiew Tools ‘Window Help ;Iilﬂ
Kar|maa|kos|o|
DPAS Double Detail Report
8192002 Double Detail
Acy Cost HEHNbrMjr Nomen SerialNbr LIN
2783800 WINWSS TRE CGO 12T 6000 109-TR-010 #3903 Auth
3
StockMNbr MeName QiyOnHand
2320010907891 UNASSIGNED 1
211200 WINWSS LATHE, ENGINE 3411BLAODIOD L33211 Auih
3
StockMNbr Mifrl¥ame QtyOnHand
3411001364013 UNASSIGNED 2
233200 WINWSS COPIER. 573 XEROX 6100DLAD31 13208 Auth

Ready [Pg: 10f 1 [ o |
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Using Translate Values In A FreeForm Report

Unit of Study: Value translations allow you to substitute one value for another. Translate Value is
similar to a CASE structure of “If — Then — Else” logic.

You can use value translations to:

0 Replace a technical term or code with a familiar term

o Draw attention to a significant value

0 Add more information about certain values
Application: 1n this activity, you will still use the Hand Receipt report. You will create a new custom
column and a condition that will substitute the words "CAPITAL ASSET” in the custom column field, any
time the cost is equal to or exceeds $100,000.

Report Type: Complete listing of assets by major hand receipt holder number (FFPROMPT).

Activity: Student Hands-On with Instructor direction

Instructions:
1. Open FFPROMPT.
2. Scroll over to the right of your report to display the last field.
3. Click on the Custom icon.
4. Double-click on the Detail folder.
5. Double-click on the AcqCost field to move to the Value window.
6. Using the calculator on the right of the window, click on x (multiply).
7. Clickon 1.
8. Change the Character Width to 15.
Cugtom: CUSTOM (prompts.igr)
Custom | Bo[derl Faont I Olutput whenl Translate ﬂotDbiectI HTMLI
Dbject Label, [CUSTOM ™ User Function
Walue
AcqCost =1 ;I 7lalal =
41 5| B
12 3] +
x| o] . |oof ¢
Qolumnsl Objects  Brovwse |Euncti0n| Type: INumeric jv
£ Detall meat;lﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂﬂ Vl
(27 Hidden Document Ehi{ﬁg:ﬁ:{ ITE
Aggregate Function: I[None] 'l
Appearance
™ Suppress Duplicates [ Wword wrap
<| I _,I ¥ Snap To Grid ™ Hide
QK I Cancel | Help

9. Click OK.
10. Place the custom object into the detail area.
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Using Translate Values In A FreeForm Report

11. Change the Custom column heading to Capital/Non-Capital.

& EUREKA:Reporter Designer - [C2-78.iqr]

EE?FiIe Edit Wiew Insert Query Tools ‘Window Help == x|

SEEIEEC I R T
SRS B === T T R A ==
I':& Times New Raman ;I“'IEI ;|| B f U ”g% = |.|'||| ;I |
PO N VI YT IS SV OV =TRSO < AN Y T =TT T = AN e
Top Margin |04
Page 0l
Hoder | 1 |PROMPT REPORT |
1 ¥Name HEHNbrhlja AcqCost Nomen CapitalMNon- Capital
Detal Ofpfame [ HEHWwMp( | AeqCost[ Memen [ jucusTomM
Page Footer| 04
PAGEHO
Document |04
Foater 3 End of Fepoxt
Bottorn 0.
Margin ]
L« | >|
T

12. Double-click on the CUSTOM field.

13. Select the Translate tab.

14. Double-click on the CUSTOM field in the Detail folder.
15. Set the Operator to >= (greater than or equal to).
16. Enter 100000 in Valuel.

17.  Enter CAPITAL in then Become.

18. Click Add Case.

19. Change Otherwise Become to NON-CAPITAL.

prompts.iqr)

Qustoml Bo[derl Faont I Output when Translate |ﬂ0tDbiect| HTMLI

— Change Yalue
Object: Operator: Walue 1: el 2
Wwhen|[CUSTOM |>= =] [100000 |
then Become: ICAF'ITAL

N i

- Object Source Add Caze Delete Caze Modify Case |

LColumns | Objects Erowss
HRHMbrkjr -
AcqCost
MNomen

B CUSTOM Fesult Type: INumeric 'l

(2 Hidden Document |+

Otherwize Become
MON-CAPITAL

QK I Cancel Help

20. Click OK.
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Using Translate Values In A FreeForm Report

21.
22.

23.

Save you report.

Process your report (using S701 in your HRH prompt).

g?EUREKA:Reporter Designer - [C2-78]
@‘Eile Edit Wiew Tools ‘Window Help

LIS R A RCRO R el e - T2

IPROMPT REPORT |

CapitalNon- Capital
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL —
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL
CAPITAL
HON-CAPITAL
HON-CAPITAL
HON-CAPITAL

s

Activity[Name HEHMbrMjr AcqCost  Nomen

DEFENSE FINANCE & ACCOUNTING SE 701 27143900 TRE COO 12T 6000

DEFENSE FINANCE & ACCOUNTING SE 701 1150200  LATHE, ENGINE

DEFENSE FINANCE & ACCOUNTING SE 701 1356600  COPIER 5VS XEROX

DEFENSE FINANCE & ACCOUNTING SE 701 2763300  TRX LF 6000LE LT-60RS

DEFENSE FINANCE & ACCOUNTING SE 701 1.00  TELEPHONE, STUIII

DEFENSE FINANCE & ACCOUNTING SE 701 253200  BARCODE READER.

DEFENSE FINANCE & ACCOUNTING SE 701 23200  ANSWERING MACHINE

DEFENSE FINANCE & ACCOUNTING SE 701 093300  MONITOR, 19" COLOR.

DEFENSE FINANCE & ACCOUNTING SE 701 310100 COMPUTER, PENTIUM III

DEFENSE FINANCE & ACCOUNTING SE 701 536500  COMPUTER, PENTIUM II

DEFENSE FINANCE & ACCOUNTING SE 701 462200  PRINTER, LASER.

DEFENSE FINANCE & ACCOUNTING SE 701 11000000  SERVER.

DEFENSE FINANCE & ACCOUNTING SE 701 49000  CPU, DESKTOP

DEFENSE FINANCE & ACCOUNTING SE 701 49000  HANDHELD COMPUTER

DEFENSE FINANCE & ACCOUNTING SE 701 49000  HANDHELD COMPUTER
Fnd af Banart

Kl |

Ready |Pg: l1of1

DO NOT close the report — we will continue to use it in the next Unit of Study.

T hon
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Using Output When In A FreeForm Report

Unit of Study: Output When conditions allow you to set up the condition under which certain objects
are included in your output.

Application: We will be using Output When to set specific conditions under which an output object
will be included in your report.

Report Type: Accounting report that shows all assets for the major hand receipt holders, but only
displays the acquisition cost when the condition is met.

Activity: Student Hands-On with Instructor direction

Instructions:

If closed, open FFPROMPT.

Double-click on the AcqCost data object (blue color).

Select the Output When tab.

Set the Operator to <= (less than or equal to).

Enter 5000 for Valuel.

Insert Space When Not Output: Check this box to determine whether or not £ureka
inserts a space in your output when the object for which you are setting the condition is not
output.

oUhwN=

Column: AcqCaost (prompts.igr)

Eolumnl Bo[derl Font  OutputWhen |ﬂ0tDbiect| HTMLI Translate

Output 'wWhen
Object: Operator: Walue 1: alle 2
JacqCast J<- =] |5000 |

¥ Inzert Space When Mot Dutput

— Object Source

Clear |

Columns | Objects Erowse

= Detail
uic
ActivityCd
HRHM bk
AcqCost
MNomen

(27 Hidden Document

KN i

QK I Cancel Help

)

Q\fﬂ\ NOTE:
\O > Output When works best when using multiple areas. For example, if you have two detail
\\// areas, you may only what certain data objects to output when the condition you set is met.

7. Click OK.
8. Save your report.

135



Using Output When In A FreeForm Report

0.

& EUREKA:Reporter Designer - [(2-78]

Process your report using S701 at the prompt.

@‘Eile Edit Wiew Tools ‘Window Help

M4 H|>?|@1Q|ri:||z|=a|o\

811212002
6:29 am

uc

HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001
HO1001

ActivityName

DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE
DEFENSE FINANCE & ACCOUNTING SE

HEHMbrMjr
701
701
701
701
701
701
701
701
701
701
701
701
701
701
701

IPROMPT REPORT |

Ready

Notice that the Acq Cost only displays the cost when the condition is met.

s

AcqCost  Nomen
TRE CGO 12T 6000
LATHE, ENGINE
COPIER. SY5 XEROX
TERX LF 6000LE LT-60RS
100 TELEPHOHNE, STUIII
253200  BARCODEREADER
23200 ANSWERING MACHINE
03300  MONITOR, 19" COLOR
30100 COMPUTER, PENTIUM III
COMPUTER, PENTIUR 1T
462200  PRINTER, LASER.
ZERVER.
40000 CPU, DESKTOP
40000  HANDHELD COMPUTER
40000  HANDHELD COMPUTER
End of Report
|
Pgi1ofL

T hon
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Skill Builder: Introduction To FreeForm And Designing A Custom-
ized FreeForm Report

Objectives: You will:

> Review, Introduction to FreeForm & Desighing a Customized FreeForm
Report (Exercise Below)

>  Discussion Questions

>  Practical Exercise to build a Customized FreeForm Report

Complete the following exercise:
1. Filters are used to (Please choose one):
a. Generate duplicate records.
b. Control which rows of detail data for output.
¢. Include spaces in your report.
2. Isit possible to build a Prompt without a Filter? (Yes or No)

Yes No

3. Iam a prompt and I allow the user only to select choices, which prompt type am I?

4. Iam a prompt and I allow the user to select from a choice list, which prompt type am I?

5. Tam a prompt and I allow the user to select multiple choice items, which prompt type am I?

6. Translate Value is similar to a CASE structure of "If - Then - Else" logic? (True or False)
True False

7. When you do not set any Output When condition, every object is output all the time? (True or
False)

True False
8. The F2 Function Key provides information regarding hidden objects? (True or False)

True False
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9. You must be in a FreeForm window to add or edit a user prompt object? (True or False)
True False
Discussion Questions:
1. Discuss the Prompt process:
a. Object label, what goes there. Why is it important to signify it is a prompt?

b. Prompt label, what is entered here?
2. Why do you insert prompts in a report?
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Practical Exercise: Introduction to FreeForm And Designing A
Customized FreeForm Report

Unit of Study: Introduction to FreeForm and designing a customized FreeForm report.

Application: This process is used to allow the user to enter a designated value in the dialog box that
is presented when your document is processed. This prompt consists of text you have entered as a part of
the object definition when building the prompt (i.e., ENTER HRH NBR MJR).

Report Type: A customized Accounting Report by UIC or Mjr HRH to identify assets with a dollar
amount of $1.00.

Instructions:
1. Open a new FreeForm report.

2. Expand the Page Header area an additional 4 blocks.
3. Select the following fields for your FreeForm report:

BUSINESS VIEW: END ITEM SERIAL

FOLDER(S) DATA ELEMENT(S)
Quick_Start! UIC Acq Cost
HRH Nbr Mjr Nomen
Serial Nbr

4. Add a title, date, time for your report and place the objects in the Page Header area (you can custom-
ize with fonts, etc.).

5. Add a page number to the Page Footer area.

6. Add a prompt for UIC and HRH Nbr Mjr and place in the Page Footer area.

7. Click on the UIC Prompt object.

8. Right-mouse click and select Hide Toggle to hide the prompt object.

9. Repeat to hide the HRH Prompt object.

10. Select the filter icon.

11. If the Detail folder is not open, double-click on it to open it.

12. Double-click on the UIC object.

13. Set the operator to = (equal).

14. Double-click on the Hidden Page folder to open.

15. Double-click on the UIC_Prompt to place it in the Value.

16. Click Add.

17. Repeat steps 12 through 16 for the HRH_Prompt.

18. Double-click on the Acq_Cost field.

19. Set the operator or <= (less than or equal to).

20. Set the value to 1 (for $1.00).

21. Click Add.

22. Click OK.

23. Click on the Print Preview icon.

24. Enter S710 for the HRH Nbr.

25. Enter HQ1010 for the UIC.

26. Click OK.

139



Practical Exercise: Introduction to FreeForm And Designing A Customized FreeForm Report

27. Save your report as FFPE2.
28. Close your report.

The report results will vary based on how you choose to develop the format.

& EUREKA:Reporter Designer - [C3-99.ige] =&
E’Fi\e Edit Wiew Insert CQuery Tools ‘Window Help ==X

DEHSR@m % BB [ Fx|(eN

A (S Mo @dmBE | Me@ER &MY EiEE H

I'ﬂj Times Mew Roman j“'l[l j‘ﬁ]’i”%; = |l||| L||
T T

0 1y PO T (NI = AT IR L R T P A

Top Margin |0
Page 0 STSTEMDATE e
Homter | — |Acqm5|t|on Cost Equal To or Less Than $1.

1]

J uic Acq Cost| Nomen SerialNbr
Dietail 0] UIC [ HEMMbMie [ hea Cost| Momen [ SealMw [
Page Footer| 0

. BRERE  : Query Prompts [<] PAGENO
Bottom 0
Margin ] Prompts to answer Answers ok I

__ Enter HRH | Cancel |

i Enter LIC

Help

| S -
4 »
Ready [ e

Example of the finished report:

& EUREKA:Reporter Designer - [C3-99.i¢ _=] x|
QFHE Edit Wiew Insert Query Tools Window Help =] x|
DEH SRm § @ - &% (0w

A (@20 D0 FAED BB & 470D 2|
| & Times New Fioman L|“1D LI”?I 'E”%% = |£||I

O e I B B A

]|
ol

=T (R |

Top Margin |0

e |mE Acquisition Cost Equal To or Less Than $1.

] uIc Acq Cost| Nomen Seriallbr
Detail ]
Page Footer| 0
] i Query Prompts PAGENO
Battom 04
Margin 1 Prompts to answer Answers oK I
] Erter HRH | Cancel
g Erter LIC
Help
. = .
4] 3
Ready ML
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	Introduction To FreeForm
	Getting Oriented With FreeForm
	a. Area Level: Change this when you use the same area multiple times. This will designate the process order. For example, you may have two detail areas.
	b. Area Description: This is the description of the area. This description does not print on the report.
	c. Print Options: This is used in conjunction with multiple area levels. This will tell when certain rows to print.
	d. Area Height: This sets the area height of your report.
	e. Reset Page Number to: This will reset the page number after each page break, area, or group. For example, if your report breaks for each Hand Receipt Holder Number, it would reset the page back to whatever page number you specify.
	f. Spacing: If you want to leave space before or after an area object, enter the amount of space you want.
	g. Page Skip: Use these controls to have Eureka skip to the top of the next page before or after this area is output. A value of 1 causes output to skip to the next page. A value of 2 causes a blank page to be output. A value of 3 causes 2 bl...
	h. Click OK.
	a. Select File from the menu bar.
	b. Select Page Setup from the program group.
	c. Page Size: Allows you to adjust the size of your page. Your page size is defaulted to the current Windows settings, but you can change if needed.
	d. Page Margins: Your page margins are defaulted to the current Windows settings, but you can change if needed.
	e. Page Layout: Allows you to use multiple columns.
	f. Center on Page: Select how you want your output displayed on your page.
	g. Orientation: This will allow you set how you want your page to print.
	h. Scale to Fit: Controls what happens when you print your document to paper with different dimensions than are specified for your document. When Scale to Fit is checked, Eureka scales the document to fit the page. It either enlarges or reduc...
	i. Scale: Allows you to select al exact scaling percentage.
	j. Use Grid: To assist in creating FreeForm documents with a neat appearance, you can specify that objects are to be placed on an alignment grid which appears only in the FreeForm window (and not in output).
	k. Cell Height: You can enter the vertical spacing for objects.
	l. Cell Width: Enter the horizontal spacing.
	m. Save As Defaults: To have your changes from the Page tab apply to future documents as well as to the current document, select Save As Defaults after making your changes. To have your changes apply only to future documents, select Cancel af...
	n. Click OK.

	Building A FreeForm With The Query Wizard
	1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.
	2. Select Eureka from the program group.
	a. Select Detail.
	b. Click Next>.
	a. Select the following fields from the table below:
	b. Click Next>.
	a. We are going to filter on a field that we are not dis playing in our report. To do this, click on the icon.
	b. Scroll up to the END ITEM SERIAL Business View.
	c. Open the Unit Folder.
	d. Select the UIC field.
	e. Make sure that the operator is set to equal (=).
	f. Filter on UIC W0U6AA. Remember to turn your CAPS LOCK on!
	g. Click Next>.
	a. Double-click on Nomen.
	b. The sort order defaults to Ascending, but if you want to change it, click on the A->Z but ton.
	c. Click Next>.
	a. Click on Entire Document.
	b. Sum on the Acq Cost.
	c. Click Finish.
	a. Delete the UIC column heading.
	b. Click the Print Preview button to process your report.
	a. Click on the to close your output window.
	b. Close your report without saving it.

	Designing A Customized FreeForm Report Without The Query Wizard
	1. While in DPAS, select the Ad Hoc Reports icon, or select Ad Hoc from the menu bar.
	2. Select Eureka from the program group or from you computer desktop, double-click the Eureka Reporter Designer icon.
	3. If the Wizard displays, click Finish.
	4. Select Tools from the menu bar.
	5. Select Preferences… from the program group.
	6. Uncheck Use Query Wizard and Default To QuickQuery View.
	7. Click OK.
	8. Select File from the menu bar.
	a. Make any necessary changes.
	b. Click Save As Defaults.
	c. Click OK.
	d. If your Object Directory is not displayed, depress the F2 Function Key to display it.
	e. Select the data fields from the table below. Click, drag, and drop the field(s) to the Detail Area of your FreeForm report. Remember, if the tip of the arrow is not inside the Detail Area, a column header will not be produced.
	a. After you have selected your data objects, depress the F2 Function Key to remove the object directory because it covers part of your design document.
	b. Save your report as FFQUERY before pre viewing it.
	a. Close the output window by clicking on the icon.
	b. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Page Header/Footer Areas
	1. Click in the area. The area will be surrounded in blue with black handles (small blocks).
	2. There is one handle that is solid in color. Click on that handle (it will change to a two-way arrow).
	3. Hold the click, and the drag down to make as large as you want. If you do this, you will need to move your objects to where you want them.

	Selecting Multiple Objects
	Adding Document File Name Objects
	1. Click on the Document Name icon.
	2. Select Insert from the menu bar.
	3. Select System from the program group.
	4. Select Report Name from the program list.
	5. Place the object on the left side of the Page Footer area.
	6. Double-click on the report name object.
	7. Make any necessary changes.
	8. Click OK.
	9. Process your report.
	10. Save your report.

	Changing Column Headings
	1. Double-click on the Acq Cost field.
	2. Enter Actual Cost over the displayed value.
	3. Import File: Click this button to import text into the value field.
	4. Appearance: Select the appearance option(s) for your report. Refer to Adding Document File Name Objects for defini tions of the Appearance options.
	5. Click OK.
	6. Process your report.
	7. Save your report.

	Changing Fonts
	1. Click on the Actual Cost column heading.
	2. Using the Formatting Toolbar change the font, point size, color, alignment, and characteristics of your font.
	3. Process your report.
	4. Save your report.
	5. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Document Header/Footer Areas
	1. Click on the Document Header/Footer icon.
	2. Select Insert from the menu bar.
	3. Select Area from the program group.
	4. Select Document Header or Document Footer from the program list; this will allow you to insert either the document header or the document footer, depending on which area you selected.

	Adding Text Objects
	1. Click on the text icon.
	2. Select Insert from the menu bar.
	3. Select Text from the program group.
	4. Do not change the Object Label.
	5. In the Value window, enter the desired title for your report.
	6. Click OK.
	7. Place the text object in the center of the Page Header area of your report.
	a. Click the text object once. Notice the solid black box in the center of the bottom of the box.
	b. Place the tip of your mouse arrow on the black box until you get a two-way arrow.
	c. Hold down the left mouse button and pull down, enlarging the box until the lower lines are dis played. If Word Wrap was not selected, then doing this will only enlarge the font of your text.
	4. Save your report.
	5. DO NOT close the report -- we will continue to useit in the next Unit of Study.


	Adding Date Objects
	1. Click on the date icon.
	2. Select Insert from the menu bar.
	3. Select System from the program group.
	4. Select Date from the program list.
	5. Place the date object on the left side of the Page Header area.
	6. Process your report.
	7. Close the report viewer.
	8. Save your report.
	9. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Adding Time Objects
	1. Click on the time icon.
	2. Select Insert from the menu bar.
	3. Select System from the program group.
	4. Select Time from the program list.
	5. Place the time object below the date object in the Page Header area.
	6. Process your report.
	7. Close the report viewer.
	8. Save your report.
	9. DO NOT close the report -- we will continue to use it in the next Unit of Study.

	Adding Page Number Objects
	1. Click on the page number icon.
	2. Select Insert from the menu bar.
	3. Select System from the program group.
	4. Select Page Number from the program list.
	5. Place the page number object in the center of the Page Footer area.
	6. Process your report.
	7. Close the report viewer.
	8. Save your report.
	9. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Adding Counter Objects
	1. Since we are going to add the counter object in the first column, you will need to move all of your col umn headings and detail objects over to the right.
	2. Click on the counter icon.
	3. Select Insert from the menu bar.
	4. Select System from the program group.
	5. Select Count from the program list.
	6. Place the counter object to the left of your columns in the Detail area.
	7. Delete the Counter column heading.
	8. Process your report.
	9. Close the report viewer.
	10. Save your report.
	11. Close your report.
	Activity: Designing A Customized FreeForm Report Without The Query Wizard
	1. Create a new FreeForm report.
	2. Enlarge your Page Header.
	3. Using the counter icon insert counter in the Detail area.
	4. Delete the Counter column heading.
	5. Select the following fields for your FreeForm report:
	6. Insert the date and time in the Page Header area.
	7. Using the text box icon, give your document a title name and customize with fonts, etc., and place in the Page Header area.
	8. Add a Document Footer area.
	9. Add “End of Report” in the Document Footer.
	10. Insert the document name, using the document name icon, in the Page Footer area.
	11. Using the page number icon, insert a page number in the page footer.
	12. Save your report as FFACTY for later use.
	13. Close your report.

	Skill Builder: Designing A Customized FreeForm Report Without The Query Wizard
	1. Name any two features that distinguish FreeForm from QuickQuery.
	2. FreeForm is a powerful tool set that allows you to: (Circle all that apply)
	a. Use multiple areas of the same type.
	b. Specify Output when conditions that determine, row by row, when objects (and areas) should or should not be included in your output.
	c. Add date and time to your reports
	d. All of the above
	e. None of the above
	3. The F4 Function Key opens the ________________ ______________ ______________.
	4. Folder Names are at the top level of the tree and are indicated in all caps? (True or False)
	5. Why is it important when dropping data objects inside the detail area to make sure the tip of the arrow is inside the detail area?
	6. Name the three areas your FreeForm window defaults to when it is opened.
	7. Eureka will not allow you to change the column headings of your data objects. (True or False)
	8. Match the Tool Bar Icons with the correct definition. Insert the alpha character on the blank line.
	1. Discuss the advantages of using FreeForm.
	2. Summarize the process of the report you completed in the previous activity.
	3. What types of reports are needed at your facility?


	Practical Exercise: Designing A Customized FreeForm Report Without The Query Wizard
	1. Create a new FreeForm report.
	2. Enlarge your Page Header area.
	3. Using the counter icon, insert the counter object in the detail area
	4. Delete the Counter column heading.
	5. Select the following fields for your FreeForm report:
	6. Insert the date and time in the Page Header area.
	7. Using the text box icon, give your document a title name and customize with fonts, etc., and place in the Page Header area.
	8. Add a Document Footer.
	9. Add “End of Report”. in the Document Footer.
	10. Insert the document name, using the document name icon, in the Page Footer area.
	11. Using the page number icon, insert page number in the page footer.
	12. Save the report as FFPE1 for later use.
	13. Print (if a printer is available) the report for the Instructor.
	14. Close your report.

	Building A Sort Order In A FreeForm Report
	1. Create a new FreeForm report.
	2. If your object directory is not open, depress the F2 Function Key.
	3. Select the following fields for your FreeForm report:
	4. Process report for viewing.
	5. Close the output window.
	6. Click .
	7. Highlight the HRH Nbr Mjr field.
	8. Click the arrow to move the field into the Ordered Objects window.
	9. Click OK.
	10. Process the report for viewing (go to the second page of the report; this is where the HRH Nbr Mjr starts).
	11. Try sorting on different fields and processing the report to see how your report will look.
	12. Close and DO NOT save the report.

	Group Header/Footer Areas
	1. Open the FFACTY report.
	2. From the Detail Area, click once on the field you want to group. We will be grouping on the UIC.
	3. Select Insert from the menu bar.
	4. Select Area from the program group.
	5. Select Group Header from the program list.
	6. Select the Group Header icon .
	7. Move the field(s) that you want in the Group Header from the Detail area. We will be grouping by UIC.
	8. Move the UIC column heading to the far left of the Group Header area.
	9. Move the UIC data object (blue object) next to the UIC column heading (gray object).
	10. Process the report and view.
	11. Close the report viewer.
	12. Save the report.
	13. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Building A Page Break In A FreeForm Report
	1. Each HRH Report or UIC report starting at the top of a new page.
	2. Each time a new UIC is reached, page numbering re-starting from one.
	1. If closed, open the FFACTY report.
	2. Double-click in the blank portion of the UIC Group Header area.
	3. In the Page Skip group, change Before Area from 0 to 1.
	4. Click OK.
	5. Save your report.
	6. Process your report to view the results.
	7. Close your report.

	Inserting A Filter In A FreeForm Report
	1. Open a new FreeForm report.
	2. In Page Setup, make sure that the Height is set to 8.5 and the Width is set to 11.
	3. Enlarge the Page Header area an additional 3 blocks.
	4. Select the following fields for your FreeForm report:
	5. Add a title for your report, date, and time for your report to the Page Header area.
	6. Add the document name and the page number to the Page Footer area.
	7. Add a Group Header for the MfrName.
	8. Move the MfrName column heading and data object into the Group Header area.
	9. Select the filter icon to display the filter dialog box.
	10. Double-click on the Detail folder.
	11. Double-click on UIC to move it to the Object Window.
	12. Select the drop down arrow and chose “like” for the operator.
	13. Enter W* for the value. Remember to turn your Caps Lock on.
	14. Click Add.
	15. Double-click on MfrName Group Header.
	16. Double-click on MfrName to move it to the Object Window.
	17. Select the drop down arrow and chose “like” for the operator.
	18. Enter *DELL* for the value. Remember to turn your Caps Lock on.
	19. Click Add.
	20. Click OK.
	21. Save your report as FFFILTER.
	22. Process and view your report.
	23. Close the output window.
	24. Select the filter icon to display the filter dialog box.
	25. Double-click on UIC, from the Detail folder, to move it to the Object Window.
	26. Select the drop down arrow and chose “like” for the operator.
	27. Enter W* for the value. Remember to turn your Caps Lock on.
	28. Change the OR’d Group from 0 to 1. This will set an OR condition.
	29. Click Add.
	30. Double-click on MfrName, from the MfrName Group Header, to move it to the Object Window.
	31. Select the drop down arrow and chose “like” for the operator.
	32. Enter *GATEWAY* for the value. Remember to turn your Caps Lock on.
	33. Click Add.
	34. Click OK.
	35. Save your report.
	36. Process and view report.
	37. Close your report.

	Inserting A Prompt In A FreeForm Report
	1. Open a new FreeForm report.
	2. Enlarge the Page Header area.
	3. Select the following fields for your FreeForm report:
	4. Add a title, date, and time for your report to the Page Header area and customize with fonts, etc.
	5. Add the document name, using the document name icon, to the Page Footer area.
	6. Add the page number to the Page Footer area.
	7. Add a Document Footer area.
	8. Add “End of Report” in the Document Footer area.
	9. Save your report as FFPROMPT.
	10. Select the prompt icon from the tool bar.
	11. Object Label: Enter HRH Prompt in the Object Label. This is where you would enter the descriptive name for your prompt.
	12. Sequence Number: Accept the default of 1. If you have more than one prompt, you can designate the order in which it will run by changing the sequence number.
	13. Prompt: Enter “Enter HRH”. This is the prompt instruction.
	14. Type: Accept the default of String. If you selected a cost or date field, you can change the format of that field.
	15. Format: The field displays the characteristics of the data (string, numeric, or date). These come from the database file structure.
	16. Character Width: Select the amount of characters you want to display.
	17. Choice Value To Add: Leave this field blank. This field will allow you to enter the fields that the user will select. The choices will display in the window to the left.
	18. Use Choices Only: Do not select this radio button for this report. Use this field to only select choices from a choice list. You cannot type an entry for the prompt. The choice list will consist of the entries you add to the Choice List.
	19. Allow User Input: Accept this default radio button for this report. This radio button allows you to type an entry for the prompt or make a selection from a drop down box. If you have defined a choice list, you can choose from the choice l...
	20. Allow Multiple Choices: Do not check this box for this report. Check this box to select multiple items from the choice list. Each choice is added to the value of the user prompt object. Choices are separated by semi-colons (;) or commas (...
	21. Require Input: Do not check this box for this report.
	22. Appearance: Refer to Designing A Customized FreeForm Report Without The Query Wiz ard for definitions for the appearance options.
	23. Default Choice: Leave the Default Choice blank for this report. If you want a specific value to be defaulted in the prompt, enter the default choice.
	24. Click OK.
	25. Place the prompt in the Document Footer area.
	1. Select Filter icon.
	2. In the Objects window, double-click the Detail folder.
	3. Double-click on HRHNbrMjr to move it to Object.
	4. Set the Operator to = (equal).
	5. In the Objects window, double-click on the Document Footer folder.
	6. Double-click HRH_Prompt to move it to Value1.
	7. Click Add.
	8. Click OK.
	9. Save your report.
	10. Process your report.
	11. When prompted, enter W1NW54.
	12. Click OK.
	13. Close the output window.
	14. Save your report.
	15. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Hiding An Object In A FreeForm Report
	1. Select the Prompt object in your Page Footer area as the object to be hidden.
	2. Right-mouse click to display shortcut commands.
	3. Select Hide Toggle.
	4. You can see the hidden prompt by displaying your Area Object List by depressing the F4 Function Key.
	5. Click on Hidden Document and your prompt will display in the Hidden Document area of your design document.
	6. To hide it again, simply click on Hidden Page in the Area Object List.
	7. Save your report.
	8. Process your report.
	9. Close your report.

	Designing A FreeForm Report Using Double Detail Areas
	1. Create a new FreeForm report.
	2. Save your as FFDOUBLEDETAIL.
	1. Insert a Document Header area.
	2. Insert a Document Footer area.
	3. Insert a Detail Area:
	a. Click on Insert from the menu bar.
	b. Click on Area from the program group.
	c. Click on Detail Area from the program list.
	4. Enlarge the Page Header area 2 more blocks (for a total of 5 blocks).
	5. Enlarge the first Detail area 3 more blocks (for a total of 4 blocks).
	6. Enlarge the second Detail area 2 more blocks (for a total of 5 blocks).
	7. Click on the text icon and type a title that will go in the Document Header area; remem ber, to use the font tab and enlarge and bold the text plus add any other preferences you may want.
	8. Repeat Step 7 for the Page Header area.
	9. Add “End of Report” in the Document Footer area.
	10. Insert the date in the Page Header area.
	11. Insert the page number in the Page Footer area.
	1. Make sure your Object Directory is displayed (F2 Function Key). Use the screen print on the first page of this handout for placement reference.
	2. Select the data fields listed below: You will be inserting these data fields in the 1st Detail area on the top line of that detail area, so the gray box is in the page header.
	3. Close the Quick_Start! folder.
	4. Open the Serial Hand Rcpt.-Auth folder.
	5. Select the data fields listed below: Insert Auth Qty in the 1st Detail area.
	6. Move Auth Qty object (blue object) down one row and bring the Auth Qty column header (gray object) down to the row above the detail object.
	7. Insert Qty On Hand in the 5th row of the 2nd Detail area, positioned in line with Auth Qty.
	8. Move the column header (gray object) to be above the detail object (blue object).
	9. Open the Quick_Start!folder.
	10. Select the data fields listed below: You will be inserting these data fields in the 2nd detail area, lining them up under the 1¹” margin.
	11. Bring the detail object (blue object) down to the 5th line.
	12. Bring the column header (gray object) and line it up above the 4th line.
	1. Insert a Prompt.
	2. In the Prompt Label, enter “HRH Prompt”.
	3. In the Prompt line, enter “Enter HRH Mjr Nbr”.
	4. Click OK.
	5. Insert the prompt in the Page Footer area.
	6. Click once on the prompt.
	7. Right-mouse click and select Hide Toggle.
	8. Insert a filter.
	9. In the Object area pull from the Detail(1) folder the HRH Nbr Mjr.
	10. Select = (equal) for the Operator.
	11. From the Hidden Page folder, select HRH Prompt for Value1.
	12. Click Add.
	13. Click OK.
	14. Save your report.
	15. Process your report.
	16. At the prompt, enter one of the following HRH numbers:
	17. Click OK.


	Using Translate Values In A FreeForm Report
	1. Open FFPROMPT.
	2. Scroll over to the right of your report to display the last field.
	3. Click on the Custom icon.
	4. Double-click on the Detail folder.
	5. Double-click on the AcqCost field to move to the Value window.
	6. Using the calculator on the right of the window, click on x (multiply).
	7. Click on 1.
	8. Change the Character Width to 15.
	9. Click OK.
	10. Place the custom object into the detail area.
	11. Change the Custom column heading to Capital/Non-Capital.
	12. Double-click on the CUSTOM field.
	13. Select the Translate tab.
	14. Double-click on the CUSTOM field in the Detail folder.
	15. Set the Operator to >= (greater than or equal to).
	16. Enter 100000 in Value1.
	17. Enter CAPITAL in then Become.
	18. Click Add Case.
	19. Change Otherwise Become to NON-CAPITAL.
	20. Click OK.
	21. Save you report.
	22. Process your report (using S701 in your HRH prompt).
	23. DO NOT close the report - we will continue to use it in the next Unit of Study.

	Using Output When In A FreeForm Report
	1. If closed, open FFPROMPT.
	2. Double-click on the AcqCost data object (blue color).
	3. Select the Output When tab.
	4. Set the Operator to <= (less than or equal to).
	5. Enter 5000 for Value1.
	6. Insert Space When Not Output: Check this box to determine whether or not Eureka inserts a space in your output when the object for which you are setting the condition is not output.
	7. Click OK.
	8. Save your report.
	9. Process your report using S701 at the prompt.

	Skill Builder: Introduction To FreeForm And Designing A Custom ized FreeForm Report
	1. Filters are used to (Please choose one):
	a. Generate duplicate records.
	b. Control which rows of detail data for output.
	c. Include spaces in your report.
	2. Is it possible to build a Prompt without a Filter? (Yes or No)
	3. I am a prompt and I allow the user only to select choices, which prompt type am I?
	4. I am a prompt and I allow the user to select from a choice list, which prompt type am I?
	5. I am a prompt and I allow the user to select multiple choice items, which prompt type am I?
	6. Translate Value is similar to a CASE structure of "If - Then - Else" logic? (True or False)
	7. When you do not set any Output When condition, every object is output all the time? (True or False)
	8. The F2 Function Key provides information regarding hidden objects? (True or False)
	9. You must be in a FreeForm window to add or edit a user prompt object? (True or False)
	1. Discuss the Prompt process:

	a. Object label, what goes there. Why is it important to signify it is a prompt?
	b. Prompt label, what is entered here?
	2. Why do you insert prompts in a report?


	Practical Exercise: Introduction to FreeForm And Designing A Customized FreeForm Report
	1. Open a new FreeForm report.
	2. Expand the Page Header area an additional 4 blocks.
	3. Select the following fields for your FreeForm report:
	4. Add a title, date, time for your report and place the objects in the Page Header area (you can custom ize with fonts, etc.).
	5. Add a page number to the Page Footer area.
	6. Add a prompt for UIC and HRH Nbr Mjr and place in the Page Footer area.
	7. Click on the UIC Prompt object.
	8. Right-mouse click and select Hide Toggle to hide the prompt object.
	9. Repeat to hide the HRH Prompt object.
	10. Select the filter icon.
	11. If the Detail folder is not open, double-click on it to open it.
	12. Double-click on the UIC object.
	13. Set the operator to = (equal).
	14. Double-click on the Hidden Page folder to open.
	15. Double-click on the UIC_Prompt to place it in the Value.
	16. Click Add.
	17. Repeat steps 12 through 16 for the HRH_Prompt.
	18. Double-click on the Acq_Cost field.
	19. Set the operator or <= (less than or equal to).
	20. Set the value to 1 (for $1.00).
	21. Click Add.
	22. Click OK.
	23. Click on the Print Preview icon.
	24. Enter S710 for the HRH Nbr.
	25. Enter HQ1010 for the UIC.
	26. Click OK.
	27. Save your report as FFPE2.
	28. Close your report.



