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PURPOSE:

To provide instructions for designing Custom Reports in the Revenue Results (RevQ) application.  NOTE: These instructions assume the user is well versed in SQL Server scripts/queries.

OBJECTIVE:
· To generate Custom Reports consistently and correctly over time.
EVENT DRIVER:

· A need for a RevQ Custom Report arises.
PROCEDURES: 

1. To prepare a Custom report, open Revenue Results:
A. Click on Reports>Custom Report>Create a Report (See Figure 1).
Figure 1
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B. Active Reports Custom Report Designer will open (See Figure 2).


Figure 2
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C. Click on Edit Data Source… in the bottom right corner. 
D. Click the SQL tab on the Data Source box (See Figure 3).

Figure 3
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E. Click the Build… button.
F. On the Provider tab select Microsoft OLE DB Provider for SQL Server (See Figure 4):
Figure 4
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G. Click Next.  Input your connection properties which are required to access your server.  (For example: Server name, authentication method, and user/password as necessary; See Figure 5.)

Figure 5
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H. Click Test Connection to verify this works.
I. Click OK.
J. Type in the SQL Query into Query field (See Figure 6).

Figure 6
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NOTE: Notice the Connection String in the box above the Query.  This is the connection path for the particular query.

K. Click OK.
L. To insert a text box where the first piece of data is to be placed, click and drag TextBox from the left menu bar and place it in the desired position in the Detail section of the report.  (See Figure 7)
Figure 7
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M. In the bottom panel on the right side scroll down to the Data area.  (See Figure 8)

Figure 8
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N. Click the Data Field box and type in the desired field name, such as Debtor_Name for example.  This should have no spaces and should match the field name exactly.  (See Figure 9)

Figure 9
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O. Type the field name as it is to be displayed on the report into the text box in the Detail area.  (See Figure 10)
Figure 10
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NOTE: The field names come directly from the SQL statement.  Aliases to identify them can be used as shown in Figure 11.

Figure 11
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P. Repeat steps L. through O. as needed for each text box and field element.
NOTE: The SQL script may be accessed at any time by clicking on the Edit Data Source… link.  See the example in Figure 12.  Click in the dark gray area near the bottom of the report to bring back this option.  

Figure 12

[image: image12.png]ActiveRepots &

=lolx|

o )% % |

A Label
TexBox
CheckBa
RichTenBox
[ shepe

=] Picture

/ Line

= Pagefresk.
[l Barcode.
[ subReport
@ DleDbject
ChatConirol

Referencel

Acct_ Number  A_Balance

Acct_Type

Siyle fontsize: 16pt: fo
Tedhstty  Ato

Veticalflignm Top

v —.
Appearance

[ Current Selection: TextBox?





Q. Create a page Header or Footer by adding elements as needed. The Header normally includes the name of the report (in a TextBox) and Labels or column headings which make the report more useful.  See Figure 13.
Figure 13
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R. Modify the appearance (fonts and design) in the Appearance panel on the right side. Click the ‘+’ to the left of Font to expand the font options. (Figure 14 shows the available options after clicking the ‘+’.) You may also control font characteristics at the top of the screen.
Figure 14
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S. If desired, to put a page number or time of report generated, insert a ReportInfo box into the report.  The ReportInfo feature is on the left side menu bar; drag it onto the report just like a text box.  See Figure 15.

Figure 15
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T. Click in the Format String box in the Appearance panel and click on the down arrow for the drop down menu.  Here the format of the date and page numbers can be selected.  See Figures 16, 17, & 18.
Figure 16
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Figure 17
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Figure 18
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U. If data is kept in-house (On Premise clients), the report may be previewed by clicking on the Preview Tab at the bottom of the report setup screen. If not (Saas clients), click on File/Save and give the report a name to save it and preview it from Reports/Custom Reports in Revenue Results.  See Figure 19.
Figure 19
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Note: Look for formatting and display issues that need to be fixed. In the example above, the Account# column displays a field name instead of data and there is too much space between each record row.
V. Fix formatting and display issues as needed. TextBoxes and Labels may also need to be resized to fit the data output.
NOTE: Saas clients must go to Reports>Custom Reports>Create a Report and choose File>Open.
a. To fix the Account#  issue in the previous example, click on the Designer Tab to return to design mode. Then click on Acct_Number to activate it.  See Figure 19a in red.
Figure 19a
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b. Check the field name in the SQL query statement by clicking on Edit Data Source… (See Figure 19b.)  
Figure 19b
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c. In this case, Acct_Num was mistyped as Acct_Number in the report so it must be change to Acct_Num in both the DataField and Text settings in the panel on the right (shown in Figure 18a in green).
d. To fix the space between each row issue, click and drag the PageFooter1 field up to just below the Detail1 row to remove the white space shown in Figure 19c so it looks like Figure19d.
Figure 19c
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Figure 19d
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e. To resize TextBoxes and Labels to fit the data output, click on the TextBox or Label that needs to be resized and drag the desired edge or corner to expand or reduce its size. This will likely require that you manipulate adjacent TextBoxes/Labels as well.
W. Preview the report again by clicking on the Preview tab at the bottom to make sure the desired changes were made and that it looks as intended (or run the report from Reports>Custom Reports in Revenue Results).
X. To save the report, if it hasn’t been already, click on File>Save, enter a Layout name in the box and click OK.

Y. Close Active Report Custom Reports Designer by clicking the X in the upper right corner like any other Windows application.

2. To run a Custom report, open Revenue Results:
Click on Reports>Custom Reports and see the desired Custom report listed.  Click on it and choose Run Report to display the report, or Print Report… to print it.  See Figure 20.
Figure 20
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3. Other Options:
A. Modify an Existing Report:
a. To modify a report, click Reports>Custom Reports>Create a New Report and click on File>Open once in the Custom Report Designer.  Figure 21 will be displayed.

Figure 21
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b. Click No.

c. The pop up window in Figure 22 will be displayed.  Select the desired report to modify.

Figure 22
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d. Modify the report as desired.
e. Click File>Save to save the changes.
B. Create a Landscape Report:
a. Double-click the Settings option in the upper right panel on the Custom Reports Designer screen. (See Figure 23)
Figure 23
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b. The Report Settings dialog box will display the Page Setup settings.  (See Figure 24)

Figure 24
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c. Click Printer Settings.
d. Select Landscape.
e. Click OK.

f. Click File>Save to save the changes.
g. Close Custom Report Designer.
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