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Product Reference Guide

Welcome to the .rpt Inspector™ Reference Guide.

This reference guide will help you understand the menus, commands, and dialog boxes

of .rpt Inspector™.

Ipt Inspector™

= .rpt Inspector e

Ele Edit View Tools Help

FEHE -~ - [AEQQEB

Report{¢] :: 100 Open / 57 Selected i

Properties :: 57 reports zelected

File Mame Repart Titls

I T

EEJ Sectiong [3 items]

] |

= Summary -
Content [Read-only]
File Hame [Read-only)
Title
Authar
Feywords In/

Comments Properties
Subiject !
Template Window

SavePrevi
= Printer 5 etup
Frintert arme
Parthame [Fea
DriverMame [Feady
FaperQrientation

PaperSize

Preview :: Zoom = 31 &

Salas Ylamagurs desnd | Foracarsed L KTl
o by e & Riy

St ams

[{ERT1EEE

| Filter: Al £ [ri Bommaot

£ Mot s Eommoty

IAII Ohjects o l |

File M ame FepoitTitle
B wihat if Incremental Begion - A...
Actual - Partner-Exec Summar...

“wiork sheet for approval - Exce..
what if [l &ctual - VAR -Erec 5.
K.ey Report 4.pt

“Waon Business - List - Order H.rpt
“ar Sales forecast grouped list...
VAR Sales forecast grouped Ii..

Y&R orders that need to be ch..

ey Reportz

Repaorts ||E‘| §ecti0ns| =2 Qbiectsl x1 Formulaw glertsl 1] Qatabasel

0z
0741342002

N0 Reportsh

Fepartsh, 071372002
eportsh a7 A3/2002
eportsh 07/13/2002

Repartsh 071372002

o Repartsh 071372002
emo Reportsh 07/13/2002

“Dema Repartsh

07/13/2002
I Sl .W_:I_I

I RPN | v s
A
i<l ~ BACKUP]What f In Actual - Plworkshed wl « [ » |
| 57 reports selected | Caps | Mum | 1he
*
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MENU BAR

FILE MENU

Open | Ctrl+O - Select File/Open | Ctrl+O to choose the reports to review for change. To
open your reports click Open in the dialog box. You can open reports at any time, even from
different directories, by re-selecting File/Open. All open reports are listed in the Navigation Tree
and in the Reports Tab, on the Object Grid.

S —— 2|

Lok in: I |5 Compary Fepaorts

x| = ®E o E-

Management report.rpt

Top 20 accounts by closed business.rpt
Sales by WAR.rpE

Payout statement by date range.rpt
Sales Exec Summary.rpk

Partner Sales Exec Summary.rpk

Sales 100k and greater.rpt

Orders ko be reviewed grouped by Rep:
[CRPT _Inspector_BACKUP

[C3)Backup of Reparts

() Repart Yersions Backup
Rep total pipeline view.rpk
Sales Split.rpt
4 | i
File name: I"Partner Lizting by type.rpt"" "Partrer List.rpt' "Sj Open I

Filez of type: I Feport files [*.pt]

j Cancel |

g

Save | Ctrl+S

— 0 Report(s] Selected to be zaved

File Marne

| Report Title

[«

/| C:\Company Reparts\Partr...

L) E] C:\Company Reports'Payo...

m@] C:\Company Feports'Rep ..

) ] e e

A, [ C:WCompary ReportshOrder...
A, ([]| C:ACompany ReportsiSales...
o, @] C:A\Company ReportshS ales...

o, @] C:A\Company ReportzhTop 2.
A, ([ C:\Compary Reparts\Sales..

m@] C:ACompany ReportzhSales. .
m@] C:\Company Reportsibana...
m@] C:A\Company ReportzhRep b
m@] C:A\Company ReportzhTotal ...

m@] C:ACompany ReportzhSales. .

Order Review

Customers sales over 100k
Sales Actual and Forecast by 0.
Exec sales summary by account Select All

Salez zplit for commissions

Total zales pipeline by accountr...

Total Salez Pipe Line
Forecast by account rep

Save

Dezelect Al

e

Cancel

1=l

There are three options for selecting reports to “Save™:

1. Manually check the box.
2. Click “Select All" to select all open reports.
3. Click “Deselect All” to deselect all open reports.
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The following three icons appear in the “Save” dialog box.

R/O Icon (Read/Only) - Read/Only reports cannot be saved under “Save.” To
30 save Read/Only reports see instructions for “Save As.”

R/W Icon (Read/Write) — You can save changes to Read/Write reports using
options in the “Save” dialog box.

Check Box — Select reports to save by toggle on | toggle off.

Save As — gives you the option to save a report under a specific name to a specific directory.
You must select one report at a time to “Save As.”

Report(s] :: 15 Open # 3 Selected
File Mame Fepart Title File Size Fath -
[ By =[] Top 10VAR clos... F KB C:ADemao R...
IR Sections (9 items] ¥= Select
- X4 Formulas [40 iterns] ® = Deselzct

-[#[?] Parameters (4 items
[1] Alerts 2= Gelect Al

- [l D atabase Fislds [7 2= Deselect Al
A, 57| Fepy Total Fipeli.. E ui KB CADemoR..
EE] Sdctions [9 items) Save

Savebs

1 Fafnulas [33 items)
-7 Parbmeters (5 items % izl p% i

- @ Datgbase Fields (5~ Collapse
B, B B Fep Forecast-F.. H

1 Pgtameters (4 iterns -, Espand Al
1 Hlerts
B0 atabasze Fields (5 items)
[ 8, 2 [2] ‘what if Incremen... Incremental Forecast b... 485 KB C:ADemo R...
; Sections [9 items)
X4 Farmulas [39 items)
[?] Parameters (4 items)
11 Alerts

If you already have a number of reports selected, click “Deselect All” then reselect the one you
want to “Save As.” Notice, the “Save As” option will not display unless there is only one report
selected.

How to Save a Read/Only Report

To “Save As” a Read/Only report you must insert a new report name or directory name in the
dialog box. This creates a Read/Write version of your report that can be saved.

*
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Close Report(s)

Select “Close Reports” and the following dialog box will open. All report titles of changed reports
appear red in the “Close Reports” dialog box.

r= Close report

— & Report(s] Selected to be closed

|| [File Name | Repart Title [«
1|8 (]| C:4Demo ReportsiTop 10°...

O m@] C:\Demo ReportstAep Tot..  EPM Woarking Pipe line by EPR ... Clase
O m@] C:\Demo Reports\Rep Fore... Enterprise Partner Managers Ac...
C1[,[[| ©:\Dema Reportsiwihat if 1., Incremental Forecast by Region... Select Al

O Fﬂ]@] C:\Demo Reportshifar Sale...
[} m@] C:A\Demo Reportshdctual - . Enterprize Partner Managers Ac... Deselect Al

O m@] C:\Demo Reportsiiyorkshe. ..

m@] C:\Demo Reportsbwhat if 1l ... Enterprize Partrner Managers Ac...
m@] C:\Demo Reports'\Key Rep...  Key Reports [V Cancel

e

/[ C:\Demo Reportsviion Bus...
[,/ C:A\Demo ReportstWaR Sal.. L
/[ ©:\Demo ReportsiWaR ord...

[ |[]| C:ADemo ReportstWaR Sal.. |

There are three options for selecting reports to “Close.”

1. Manually check the check box.
2. Click “Select All” to select all reports listed.
3. Click “Deselect All” to unselect all reports.

You must select one of three “Close” behavior options; Prompt to save, Close without saving, or
Auto overwrite. This option is set under “File | Default Close Behavior”. You should be aware of
your setting so your intended method of “Save” at close will be carried out. The default setting is
“Prompt to save” and is the recommended option.

To exit any or all of your reports at any time, without exiting .rpt Inspector™, use the “Close
Reports” option.

Reports can be sorted from this dialog box to help determine which reports to close.
The following three icons appear in the “Close Reports” dialog box.

90 R/O Icon (Read/Only) - Read/Only reports cannot be saved under “Save.” To
save Read/Only reports see instructions for “Save As.”

F% R/W Icon (Read/Write) — You can save changes to Read/Write reports using
- options in the “Save” dialog box.

Check Box — Select reports to save by toggle on | toggle off.

*
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Print | Ctrl+P - Prints the report that appears in the Preview Window using the dialog box
options.

Print x|
Frinter: System Frinter oK
[WWHillam-zervertLesmark Optra TET1Z2) -

Cancel |

Prirt Range
= Al
i I 13:
" Pages Copies:
From: I 1 To I ¥ Collate Copies

EXit — Select this option to exit .rpt Inspector™.

EDIT MENU
Complete standard editing procedures using the Edit menu.

-0l

Eile | Edit Yiew Tools Help
E 7 Unda iz B EE R

L Redn F4
& cut Chrls
Copy ChHHC
2 past= CErlY

B= Select Al Chrlf

VIEW MENU

Auto Refresh Viewer - Automatically refreshes the view in the Preview Window. Set using
toggle on | toggle off. This refresh is for viewing only; no change is made until you save.

Caution: The speed and performance of the program can be adversely affected if you
select this option. Use only when constant refresh views are needed.

_ioix

File Edit | View Tools Help
= = F'.ut-:n Refresh Wiewer R E B

Zoom 4

*
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Z00m - Sets magnification levels and tailors zoom options. Zoom magnifications display on the
top bar of the Preview Window. Zoom options apply only to the view in the Preview Window, they
do not affect the actual report.

-i5ix

File Edit | View Tools Help
= & é’T.ﬂ.uto Refrash Wiewer R B E
Hormal Sce

150%:
100%
79%
50%
25%a

IT Manual { 27 %)

Fit \Width
Fit Page

TOOLS MENU
The “Tools” drop-down menu gives two options.

-0l

Eile Edit Yiew | Tools Help

= n §| w ‘Wizards r Q E |§",

Options. ..

Wizards

To set “Wizards” use Formula Search, Change Printer, and Set Data source options.

*
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Options
Display Tab

ﬂ

Yiewer | Fle | Unda ¢ Reda |

— Property Lists
— Font Propertie:

' Show Font Names as Combobax

= Show Font Names as Dialog Window

¥ Property items foreground colors can be configured?

— Colar

Dizplay modified items in Feport Tree As: I- Fed 'l
Dizplay modified properties as: I- Fed vl
Dizplay read-only properties as: I- Gray ,l

Reset To Default | (]2 | Cancel Help

Font Properties

Show Font Names As Combo box — This default option does not disturb any font settings. Itis
strongly recommended you leave the default option selected.

Show Font Names as Dialog Window — All font properties are shown in this dialog window.
They can be changed, but any and all font property changes made here will apply to all the
properties in all the selected reports.

Caution: You can make unwanted changes that may severely disrupt your reports if
you select this option.

Colors

Display modified items in the Report Tree As
Select to change the color, from default red, of modified items text in the Report Tree.

Display modified properties as

Select to change the color, from default red, of read only modified properties text in the Property
Window.

Display read-only properties as
Select to change the color, from default grey, of read-only properties text.

Reset To Default
Select “Reset To Default” at any time.
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Viewer Tab

ﬂ

| Fie | Undo / Redo|

Display ;4

— Report Yiewer

[T Auto Fefresh Viewer when repart iz changed?
[~ Prompt for parameters?

™ Display on Preview pane title bar "Page n of n" 7

[Thiz may cauze Viewer ta Prompt for Parameters and £ or take a long time to displag
if report does not have all Pages alieady rendered.]

Wwihen viewer refreshed—————————————— —~ Zoom Default
* Use existing data Stark 'with
~ Read latest data from database  Full Size [100%)
= FitWwidth
' Fit Page
€ Other Min = 25, Max = 400) [25 = %

Feset Ta Default | [k Cancel | Help

Report Viewer

Auto Refresh Viewer when report is changed?

Automatically refreshes the view in the Preview Window when a report is changed. This option is
set using toggle on | toggle off. This refresh is for viewing only; no change is made until you
save.

Caution: The speed of the program can be adversely affected if you select this option.

Prompt to Parameters?

Select to receive a prompt for new report parameters each time you select “Refresh/Preview”, in
the Preview Window.

Caution: The program will display a prompt every time you refresh if you select this
option.

Display in Preview pane title box “Page n of n”?

Select to display “Page n of n” in your report. These numbers display in the upper left corner of
the Preview Window. This option is for viewing only; you must save to change a report.

Caution: The speed of the program can be adversely affected if you select this option.
The program must format each page of the report to determine the very last page. This
can be very time consuming if it is a long report.

When Viewer Refreshed

When previewing a report select this option to retrieve fresh data from your data source. The
default option uses saved data.

Caution: The program will go to the database for new data each time you “Refresh” if
you select this option. There are a number of reasons you might not want to select this
option.

*
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Zoom Default

Sets magnification levels and tailors zoom options. Zoom magnifications display on the top bar of
Preview Window. Zoom options apply only to the view in the Preview Window, they do not affect
the actual report.

Reset to Default
Select “Reset To Default” at any time.

File Tab
x
Display I Wiewer | | |Qnd0 ! Hedol

— Default Report Path
oh open IC:\Company Reparts

]
~

[~ on"Save As" use IC:\Program FilezSeagate SoftwarehCrystal Reports',

— Default Close behavior
‘when multiple reparts modified, on close far each repart IPmmpt to save j

— Backup
¥ Backup original report{s] on save?
MNumber of Backup files to maintain? I?j [will prepend original file name with “BACKLIPD")
Backup Path ¢ Same as Open
% One folder below where report was opened and use this name for the Backup folder
|RPT_Inspector_BACKUP

Fieszet To Default | ok Cancel Help

Default Report Path

On Open

Set this option to inform the program where to go “On Open” to retrieve your reports. The default
setting is C:\ProgramFiles\SeagateSoftware\CrystalReports\.

On “Save As”

Set this option to inform the program where to “Save As” your selected reports. The default
setting is C:\ProgramFiles\SeagateSoftware\CrystalReports\.

Default Close Behavior

From the drop-down menu select “Prompt to save”, “Close without saving,” or “Auto overwrite.”
This selection determines the program’s behavior at “Close”.

The default, “Prompt to save,” is the recommended setting.

#
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Backup

Backup original report(s) on save?
Select to instruct program to automatically backup your reports on “Save.”

Number of Backup files to maintain
Select to create up to five Backup files.

Backup Path

Select “Same as open” or “one folder below where report was opened and use this hame for
Backup folder.” This second option allows you to store your backup reports in a separate folder,
in the directory they are from.

Reset to Default
Select “Reset To Default” at any time.

Undo/Redo Tab

x
Lisplay I Eiewarl File |
. = |
Undo/Redo history default (Max 93] | 99 =]
Fieszet To Default | ()3 | Cancel | Helg |

Select the number of steps used in the Undo/Redo function. The default setting is 99.

Reset to Default
Select “Reset To Default” at any time.

*
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TOOLBAR

Open, Save, Print, Undo, Redo, Refresh Preview, Zoom In, Zoom Out, Go to Last Page, and Go
to Next Page are found on the .rpt Inspector™ Toolbar.

1=

File Edit “Wiew Tools Help

e

LR EE

OBJECT GRID FILTER

: i . il Dbjects
= %A ? =4 | »|
Beporlsl EE; Sections = Objects | ¥4 Formulas | [?] Param BlobField Objects

Box Objects
CrozsTab Objects
[ atabaze Fields
Formula Fields
Graph Objects
GroupMame Fields
Line Objects

The “Filter” in the Objects tab has a drop-down menu with numerous options for filtering specific
objects. These filtering options make this a very valuable sorting tool.

The “Filter” in the Database tab has a drop-down menu with three selections; “Fields & Tables”,
“Fields”, and “Tables".

All the other Object Grid tabs “Filter” using the following three options.
All — This is the default option and lists all the objects in the selected reports.

In Common — Lists all the objects that the reports have in common. Any object that is
“In Common” will be in every selected report.

Not In Common — Lists the all the Objects that appear in only one report. Any object that is
“Not In Common” is unique to one selected report.
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RIGHT-CLICK POP-UP MENUS

Much of .rpt Inspector™ is driven by the right-click. As you work on your reports remember,

“When in doubt right-click.”

Pop-up Menus in Navigation Tree

In the Navigation Tree there are two pop-up menus. The first pop-up menu is opened by right-
clicking anywhere in the Navigation Tree. The second is tied to the report title and is opened by

right-clicking on the report title row.

Report[s] :: 23 Open { 2 Selected

Report[s] :: 23 Open { 2 Selected

-7 @ Database Fields (7 itermns) &= Deselect &ll

~FH[?] Parameters [3 items) =
...... (1) s ¢ fEEl ]
i=D

O 8, B[] Managemert rep... & save
[Ej Sections [3 items) =
-8 %4 Formnulas [22 iternz] Save s
~[H[?] Parameters [2 items) Di ] .
igplay in prewiew
...... 11) bl L8 Diplay i preview
- @ Databasze Fields (7 itemz) — Caollapze

| [File Name /| PRepotTile | File.| Path = | | File: Name /| PRepotTile | Fie..| Path =
W] 8, 2 [ Accounts by Fep.. e Y W] 8, 2 [ Accounts by Fep.. 211KE  CACompa...
[Ej Sections [11 items) 7= Belect EEJ Sections (11 items)
- [# X Formulas (44 itermns] °Z Deselect - [# X Formulas (44 itermns]

=EEJ Sections [15 itemg]

l |

Select — selects one report.
Deselect — deselects one report.
Select All — selects all reports.
Deselect All — deselects all reports.

Save - opens the “Save” dialog box.

£ revi. Order e (N a... |
£ Sections [17 items) _
¥4 Formulaz (22 items) = LCollapze Al
~# [?] Parameters (2 items) -3 Expand Al
------ [1] Alerts
-[# @ Database Fields [5 items)
] &, B[] Partrier List.rpt B2 KB C:hCompa..

ol

lay in presvies

~FH[?] Parameters [3 items -
------ [1] Alerts @ Disp
- @ Database Fields [F . [Collapse
O 8, B[] Managemert rep...
[Ej Sections [3 items)
<[ ¥ Formulas 22 items] =4 Collapse All
~FH[?] Parameters [2 items -t Expand Al
------ [1] Alerts
-7 @ Database Fields (7 iternz]

= [ Orderstoberevi.. Order Review 117 KE  CACompa...
c Sectionz [17 items)

X4 Formulas [22 iterns)

~FH[?] Parameters [2 items)

------ [1] Alerts

-# @ Database Fields (5 iternz]

O] B =1 [ Partrer List.pt 52KB  Ch\Compa..

~EEY Sections [15 items] =
1| | 3

C:h\Compa...

- Expand

There are three options for selecting reports to “Save”:

1. Manually check the check box.
2. Click “Select All" to select all reports.
3. Click “Deselect All” to unselect all reports.

Save As — gives you the option to save a report under a specific name to a specific directory.
You must select one report at a time to “Save As.” If you already have a number of reports
selected, click “Deselect All” then reselect the one you want to “Save As.” Notice, the “Save As”
option will not display unless there is only one report selected.

*
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Display in preview - displays in the Preview Window the report that contains the selected object.
This option is for viewing only; you must save to change a report.

Collapse - collapses information detail for one expanded report.
Expand - expands detail information for the single report you select.
Collapse All - collapses all expanded reports detail.

Expand All - expands all the open reports’ details.

Caution: The program must retrieve all the details and/or objects included in every open
report if you select this option. This can adversely affect the speed of the program
depending on how many open reports there are.

Pop-up Menus in Object Grid (all tabs)

To view the pop-up menu, right-click on any object or property in the Object Grid.

| Filter: Al = | Common € Mot [ Comman IAIIDbiects j |

Reports ||:Ej ﬁectionsl =B Qbiectsl x Formulasl [?] Earametersl [ alertsl 1] Qatabasel

| File Name | ReportTitle | Reportauthar [File 5ize  [Path N
Papout Approval form... Bob Jones JEKRE C:A\Company Reports'
Bob Jones T4KRB C:ACompany Reporksh
Bob Jones C:\Company Reports'
pe Line Bob Jones 186 KB C:A\Company Reports'
eline by a.. BobJones 182 KB C:ACompany Reporksh
commizzions Bob Jones 184 KB C:A\Company Reports'

Total Pipe @ Dizplay in preview

Sales Sl 2= Deselect All

Manager, Bob Jones 82 kKB C:\Company Reparts',
Top 20 accounts by ... Bob Jones 168 KB C:A\Company Reports'
Eﬂl Sales by VAR, ot Bob Jones | S0 KB C:%Comoany Reportsh, T
A 3

Display in preview — displays in the Preview Window the last selected report. If you have more
than one object or property selected for review you can still use this option by selecting a row.
This option is for viewing only; you must save to change a report.

Select All - selects all the objects.

Deselect All - deselects all the objects.

*
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Pop-up menu — Object Grid Column Title

To view pop-up menu, right-click on the column title in the Object Grid.

Contents

| Filter: Lo € |n Common € Mot I Camman IAII Objects j |
Reports ||:Ej ﬁectionsl = Qbiectsl x4 Formulasl [?] Earametersl [ Qlertsl ] Qatabasel
File Name = [FileSize  [Path |
Payout Approval form... Delete Column JBKEB C:\Company Reportsh,
| TAKE C:A\Company Reports',

Fep Forecast.pt
Total Fipe.rpt

Fep total pipeline vie.
Sales Split.rpt 3
tanagement report. it | NGNNNTT c - ) one: 82KB C:A\Company Reports

Top 20 accounts by .. | NN & o 168 KB C:A\Company Reportsh
|1"1| Sales by &R, ot I .o 80KB C:AComoarw Henorts\_ILI
4 »

216 KB C:A\Company Reportsh
186 KB C:A\Company Reportsh J

182 KB C:A\Company Reportsh
184 KB C:\Company Reportsh

Delete Column - deletes the selected column. Any property from the Property Window can be
added back as a column on the Object Grid, at any time.

Group By (column name) - groups on whatever column title (i.e. Reports Title) you have
selected.

Sort - sorts reports in two ways:

Ascending — alpha/numerically from lowest to highest.
Descending — alpha/numerically from highest to lowest.

Pop-Up Menus For Groups

Pop-up menu — Object Grid Group

To view the pop-up menu, right-click on an Object Grid property row.

| Filter: Al " In Camman ¢ Mot In Comman IAIIDbiects j |
Beportsl 24 Sections B Objects | x4 Formulasl [?] Earametersl [ Qlertsl ] Qatabasel
Grouplz) /| Font TopLineStyle
Grouped by: ObjectT ype | Section Hame
O % Ungroup
O Section Mame [Group Header #1] e Ungroup Al
O Section Mame [Group Header #2] I W 0T
[[]1#l Section Mame [Group Header #3) eveta o
[[] [+l Section Mame [Fage Header ) T Hove Up ne
[[]{=I Section Mame [Repart Foater | § Move Down One
O - ab Text "Grand Tatal" I Move to Bottam MoLine
O - ab Text "Lead Tatal" —
A "
O - ab Text "POC Total" d Azcending [Parent:
g +| Section Mame [Report Header | Ficfeds Birauping v Descending [Parents)
e PN | < coort |7 eeriaCriden
4 OtiectType [Lnelbiee) 4 gy Dessending (Chiden)
[+ ObiectT ype (GrouphameFieldObiect) |
[+l ObjectType [FomulaFisidObject] %= Select &1
[ [ ObiatT ype" (DatabaseFielddbigetl 1 = = [ cooloct Al
O
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Ungroup — will ungroup the selected property group.

Ungroup All — will ungroup all grouped properties.

Move to Top - moves a group to the top of the group hierarchy, making it the parent.

Move Up One - moves a group up one level in the group hierarchy, making the child the parent.

Move Down One - moves a group down one level in the group hierarchy, making the parent the
child.

Move to Bottom - moves a group to the bottom of the group hierarchy making it a child.
Sort Group - sorts a selected group by:
Ascending (Parents) - sorts parent groups, alpha/numerically from lowest to highest.
Descending (Parents) - sorts parent groups, alpha/numerically from highest to lowest.
Ascending (Children) - sorts children groups, alpha/numerically from lowest to highest.
Descending (Children) - sorts children groups, alpha/numerically from highest to lowest.
When you begin doing more complicated groupings, i.e. grouping on Fonts, Font Size, Header,
and Color, all at the same time it can become difficult to keep track of your groupings to
accomplish your goal. Using the Sort option to keep track of Parent and Children levels can help
keep things organized. Keep in mind that as you sort, the selected row is assumed to be the
parent. As you sort in ascending or descending order only the parent (the row you select) and

the child (the row below it) will be affected.

Refresh Grouping - refreshes the view of the groups to reflect the changes you have made.
This refresh is for viewing only; no change is made until you save.

Collapse All - collapses all expanded groups.
Expand All - expands all groups.
Select All - selects all groups.

Deselect All - deselects all groups.
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Pop-up menu — Objects When Grouped

To view pop-up menu, right-click on an object or property in an expanded group.

During grouping the far left column is the anchor of the Object Grid. You cannot delete or move
this column. All other columns can be sorted, grouped, deleted, added back in, etc. as your
needs dictate.

Contents

| Filter: @« Al = In Common = Mat In Common IAII Objects j
Beportsl [ Sections B Dbjects | x4 Formulasl [?] Earametersl 1 Qlertsl ] Qatabasel
Groupl(z) /| Font TopLineStyle -
Grouped by: ObjectType | Section Hame
[ ]/ DbjectType [TestObject]
[[] 121 Section Mame [Details ]
O ab Text: Times New Roman MoLine
O : T I
O - ab Ten "o 24 B - scening
g :: 1::: " ‘E]; Group By Object Type B =
O ab Tesxt " - L& Display in preview v Foman Moline
O ab Text: " - pwRoman Moline
O ab Test: Refresh Grauping v Foman MoLine
C 2 T eag: ™ ColosoAl "o N
O ab Text; “Lead - & Expand Al w Foman MoLine
g :: Iex:: :EE :0 FZ= Select Al v Eoman :oll:?ne
ext: OF o w Foman aline
O ab Test "Oracke’ ® (st w Foman MoLine
O ab Text: "Oracle” Times Mew Foman Moline
O ab Text: "Paid" Times Mew Foman Moline
— Ak Tk NO-AN Tirmme Bla D mes e LY PN LI

Sort — sorts by the object property selected:
Ascending — alpha/numerically from lowest to highest.
Descending — alpha/numerically from highest to lowest.

Display in preview - displays in the preview Window the report that the selected property
belongs to. This option is for viewing only; you must save to change a report.

Refresh Grouping - refreshes the view of the groups to reflect the changes you have made.
This refresh is for viewing only; no change is made until you save.

Collapse All - collapses all expanded property information.

Expand All - expands all property information.
Select All - selects all properties listed.

Deselect All - deselects all properties listed.
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Pop-up menu — Object Grid Column Title

To view pop-up menu, right-click on an Object Grid Column.

| Filter: Al = In Cammon = Mat In Comman IAIIDbiects j
Beportsl 24 Sections B Objects | x4 Formulasl [?] Earametersl [ Qlertsl ] Qatabasel
Grouplz) /| Font

Grouped by: ObjectType | Section Name #. Delete Calumn

= ObjectType [TestObject)
=] Section Mame [Details |
ab Test: “Accl - []"
ab Text “Accl -[]"
ab Text: "Actual tawards commission"
ab Tewxt "Clase - []"
ab Test "Clase - []"
ab Text "Demo -[]"
ab Text: "Demo - []"
ab Text: "DM"

ab Teut: "DM'

ab Test "Lead-[]
ab Text: "Lead-[]
ab Text: "OK to pay
ab Text: "OF to pay
ab Text "Oracle
ab Test "Oracle

Delete Column - deletes any selected column.
Group by (column title) - groups on whatever property column title (i.e. font) you have selected.
Sort — sorts properties:

Ascending — alpha/numerically from lowest to highest.

Descending — alpha/numerically from highest to lowest.
When you begin doing more complicated groupings, i.e. grouping on Fonts, Font Size, Header,
and Color, all at the same time it can become difficult to keep track of your groupings to
accomplish your goal. Using the Sort option to keep track of Parent and Children levels can help
keep things organized. Keep in mind that as you sort, the selected row is assumed to be the

parent. As you sort in ascending or descending order only the parent (the row you select) and
the child (the row below it) will be affected.
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Pop-up Menu — Property Window

To view pop-up menu, right-click in the Property Window.

FProperties :: Order Review £ Details

[ Font and Border AI
Fort Times Mew Roman
FontSize g
FantStyle Feqgular
TextColor W :H00000000%
BackColor [T &HFFFFFFFF
Bord§| = Callapse Al
TopLir - Expand &l
Buotton
Lefilir — Collapse Al Cnditional Formulas
[Tl £ pand All Conditional Formulas
HasDiropShadow Falze
ClozeditPageBreak True
B [ |

Collapse All - collapses all expanded property information.
Expand All - expands all property information.
Collapse All Conditional Formulas - collapses all conditional formulas information.

Expand all Conditional Formulas - expands all conditional formulas information.
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