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This guide is suitable for all skill levels.

1 Introduction

Before you can design the report layout, you must run the Report Wizard to select the data that you
want to show. Be careful to include all information that you want in your final report. If you are not
sure how to do this, please refer to the documentation supplied.

It is also important that you select the "New layout” option within the Report Wizard rather than the
"Use existing Layout "option. Otherwise you will be unable to create a new layout

Once you have finished using the report wizard, you should have a filter screen that looks
something like this one:
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E‘i File Edit DataEntry Dictionanes Map Beportz Toolz Window Help =] x|
FEIFIETLIEN B Hi® |
Fepart about selected Places with all Species and Biotopes | 48 occurences found|

Flace Mame Occurrence Type IEvent Date T axon Mame ISampIe Recorders
Taxon 23/04/2000 - 23/04,/2000 Cepphus grylle lan Mitchel

-

Malcolm's Point Taxon 23/04/2000 - 23/04,/2000 Cepphus grylle lan Mitchel
Anineadh Beag T aran 2340442000 - 23/04/2000 Cepphus grlle lan Mitchel
Eilean Didil to &'Chorr-Saeir Taxon 23/04/2000 - 29/04,/2000 Cepphusz grylle lan Mitchel
Feidh Eilzan Taxon 23/04/2000 - 29/04,/2000 Cepphusz grylle lan Mitchel
Stac Mhic Mhurachaidh Taxon 23/04,2000 - 29,/04,/2000 Cepphus grylle lan Mitchel
Staffa Taxon 23/04,/2000 - 29,/04,/2000 Cepphus grylle lan Mitchel
Bac Beag, Treshnish Izles Tawan 23/04/2000 - 29/04,/2000 Cepphus grlle lan Mitchel
Dutchmans Cap, Treshnizh lsles | Taxon 23/04/2000 - 29/04,/2000 Cepphus grylle lan Mitchel
Lunga, Treshnizh lsles Taxon 23/04/2000 - 2304,/2000 Cepphus grylle lan Mitchel
Lunga, Treshnizh lsles Taxon 23/04/2000 - 2304,/2000 Cepphus grylle lan Mitchel
Sgeir an Enonnaich, Treshrish .. | Tason 230472000 - 23/04,/2000 Cepphus grylle lan Mitchel
Fladda, Treshnish |zles Taxon 230472000 - 23/04,/2000 Cepphus grylle lan Mitchel
Fladda, Treshnish lzles Taxon 23/04/2000 - 23/04,/2000 Cepphus grylle lan Mitchel
Cairn na Burgh Beg and Cairmine.. | Taxon 2340442000 - 23/04/2000 Cepphus grlle lan Mitchel
Sgeir an Fheair, Treshnish |zles T aran 2340442000 - 23/04/2000 Cepphus grlle lan Mitchel
Sgeirean na Guizaich Taxon 23/04/2000 - 29/04,/2000 Cepphusz grylle lan Mitchel
Stac Mhic Mhurachaidh Taxon 23/04,2000 - 29,/04,/2000 Cepphus grylle lan Mitchel
Ardmore Paoint Taxon 23/04,2000 - 29,/04,/2000 Cepphus grylle lan Mitchel _ILI
»

4 Back | «f" Finish |

Dezign and Print Beport

You can go back into the report wizard, as many times as you like to select and re-select data until
you are happy with the filter.

Then, go to the bottom left-hand corner of the screen and select the Print - Design and Print
Report option. This will open the Report designer.

2  The Report Designer

The Report Designer in Recorder 6 is a “banded report designer” meaning that reports are built up
of sections called “bands” which can contain various types of information such as fixed text,
graphics, system supplied data, fields from the database and expressions.

2.1 The Report designer page

E‘i Eile Edit “iew Dictionarez: Map Beport Toolz Window Help _|E|ﬂ
| HEOH 0 0B | ® |
& SR T = R S () ”4— Used to align objects within bands
ki 1

IF!ec:tangIe ;I Shape HGE E E = E‘w

3 4 -]

=)

.
GHILE . . The blue-dotted rectangle is the
| Adds bands, child bands, sub detail part of the page you normally
bands and group bands to the report work in to define a layout.
! layout. These terms will be explained
- later Nata bBeld =il

] I ot R I I N (= 7 AAfcm m i
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The first thing to do is set the overall options for the report. Right click somewhere on the layout
screen and the following dialog box will appear:

Report Ophions |

—FReport Title
I i+ Portrait Fort. |
" Landscape
—Paper zize
[ 44 210 % 257 mm =l
—kargin

Top ITEI mm Lett IT?I T Colurnn space II:I_Ei mrn
Bottom ITEI mm Right ITEI T Murnber of colurmnz I'I_EI

Frame
Lines [ Top [T Bottom [ Left [~ Right Color... |
widh 13 Stle  [soid ine =l

ak I Cancel |

The options are fairly standard. The only unusual options are those associated the frame which is a
border around the entire page. It will be shown in the same place as the dotted blue line around the
report screen

Once you are happy with your selections click "OK". You can now begin to design the inside of
your report.

The Report Designer in Recorder 6 creates reports made up of sections or "bands". Each "type" of
band has specific characteristics that control where they appear in your final report and how many
times. Within each band you can put the data that you want along with logos and dates etc. Each
band can be formatted individually if you wish. For demonstration purposes | have included only
one of each type of ban in my demonstration report. However, you can use as many of each type in
your reports as you wish.

2.2  Types of bands

The six most commonly used bands are named and described below. There are more, some of
which will be introduced later. The type name only suggests what they might be used for. You can
use them however you want.

Title

This prints out only once at the very start of the report. Obviously, it can be used for the
title, but could also be used for things like your organisation’s logo or letterhead, the
creation date, author’s name, etc. Anything that only want printed once, at the
beginning of the report
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Page Header

This is the first band that is printed on every page (above the title). You can use this band
to print a standard header on each page such as a company logo or a date etc. You can choose
whether it prints on the first page or not

Column Header

This band is also printed once on every page and immediately follows the Page Header. It
is usually used to print column names.

Detail

The detail band normally forms the bulk of the report. One detail band is printed for each
row of data in the data set generated by the report Wizard.

Summary

This band is printed once only in each report. It follows the last detail band and is typically
used for printing totals, averages, etc. It could also be used to print things like copyright
notices that you want to appear at the end of each report.

Page Footer

This band is printed at the bottom of each page of the report. It is typically used to show
information like the page number.

Within each band you can put the information that you want on your report. You can enter more
than one piece of information or "report element™ in each band if you wish.

Fixed text

Text that you have written onto the page. It will be re-created on the report exactly as you
have written it.

Graphics

These may be drawn or be imported images.
Calculations

These are very similar to calculations within Excel and follow similar rules.
Data set fields

Refers back to the actual data that you have selected using the report wizard
System supplied fields

Data such as dates which is supplied from your computer system

3  Designing a simple Report
The easiest way to explain the concepts that we have discussed is to design a simple report.

e This report will have the title and the author's name printed on the first page only. The title will
contain a logo

e It will have a header on every page except the first one, containing a logo

e There will be three columns containing data from the report wizard

5
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e There will be a summery section on the last page with a list of contributors in it and a
description of the survey

e The page number will be printed at the bottom of every page.
(Before you start the design, you should ensure that you have, in the data from your report wizard at
least 3 fields to import.)

2.3.1 Adding your bands

Your first band will be the band containing your company logo. As you want it to be printed on the
top of every page, it will be of the "Page Header" type.

I BAND1 |
Type Fage Header Color... |

i Frint

Used to define

[ Mat aon first page [ At bottom of page which pages the
band will be

it o =8k page .

r nad N e e paae printed on and

[T Ewen page numbers anly ™ | Faree newealimt which ones it won't
be.

[~ 0dd page numbers anly

7 Link with band Only print if exprezzion iz e
[iMONE) =l { | =
~Frame N

Linezs [ Top [ Bottorn [ Left [ Right Colar... |
widh [T 3] Style [solid line =

Creates and formats a
(] Carcel frame around the
band

]
Click on the “add new band” button % and then click inside the blue dotted rectangle. A band will
be added at the top of the layout area entitled “BAND 1” in large, grey letters and the following
dialog box will appear:

Select the correct band type (in this case page header) and format your band using the elements in
the dialogue box. For this example, select, "Not on first page"” Once you are happy with your
selection, click "OK"

The small black label in the bottom left hand corner of “BAND 1” should now change to “page
header”

Bands can be stretched or shrunk at any time. Click on the band and drag it to the right size and
shape using the drag handles

Repeat this process for the other bands in the report. When you have finished, you should have 6
bands of the following types down the page:
6
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1 Page header band (for the company logo)
1Title band (for the title)

1 Column header band (for the 3 column heads)
1 Detail band (for the data within the report)

1 Summery band (for the summery information)
1 Page footer for the page number

2.3.2 Adding information to the bands
2.3.2.1 Importing a logo onto the Page Header band and the Title Band

Select the correct band by clicking on it and click on the add new image button /=7

The following dialogue box will appear which allows you to find and format the picture.

Image K |

Select your file from

the drop down menu
Fie |
[ Stetch picture [ Center picture
Autosize report element to fit pjcthire
¥ &utosize report element b fit picture is selected as default. Stretch pictdre
can also be used to shrink a picturg to

fit into a band

] Cancel

Once you are happy with the image, click OK.

The logo element (or any other element) can be positioned within the band by using the formatting
icons at the top of the page.

o s 1 U 4
iR I e Y
1

Some of these icons are only available when you have selected more than one element. To select
more than one element, keep your finger on the shift key as you click on the element you want to
select.

Elements can also be moved within the band by clicking on them and dragging them to the right
size and shape.

If you want to see how your design is going to look, there is a print preview option under file in the
top left hand corner of the screen.
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2.3.2.2 Adding text to the title band

Click on the “add new label” button & and then click in the title band. The label dialog box will
appear:

Laper

Rotation IEI EI Degrees Font... Calor...

Alignment I Left j

¥ Autornatic word-wrap ¥ Autozize width

[T Tranzparent [T Autostretch height
k. Cancel

Enter the appropriate text and format for your title and click "OK."
Position the title where you want it.

NOTE: You do not have to enter text into a "title” type band. You can put any type of data into any
type of band. This is just an example. Feel free to put different elements into the same band.

Entering the column headers onto the column header band

These are added as text. Enter each column headers as a different element and use the formatting
buttons to ensure that they are laid out correctly.

Entering data from a data field into the detail band.

Click and drag fields from the "data field" box into the detail band. If you want the whole data set to
be entered, you MUST use the detail type band. Arrange the fields within the band in the same way
as the column headers. Use the print preview option to make sure that it all looks OK.

2.3.2.3 Entering data into the summary band

The summary band can be used for text such as a list of contributors or a copyright notice.
However, the summary band is sometimes used for calculations. If a calculation is required, please
see the next section, entitled "more complicated reports".
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Text I

Type -

¥ Autozize width [T Tranzparent

Alignmemt Left j FEont... | Caolar | 2324 Adding
system supplied

data to the page

k. Caricel | footer.

Click on the page

Type your title in
footer band and then on the add new syster| the edit box

A dialogue box will appear. Choose the textarmometypeof system supplied data you want. Change
to the right format and click "OK"

The finished report designer page should look something like this:

______________________________________ e e e e e e e e e B e e e e e e el e
EPag-: Heacler L o '
e PR PR EE PR EPPEERRPR LSO R L RTEER LR PEEPEE R EREEEEEEEE B L TP TEPEPRPRP .
E I . l &
! Demonstration Report By Hannah Betts
' L - a )
ITitl,
Location Date Species l
i SN S S Sl S I S S T S S AN A S M S
o Event Location Mame SAMPLE_VAGUE_DATE Taxon Name
.............................................................. T
Al data provided from a survey on invertebrate communities in Orkney in 19977
by Dr. 5. Wilkinsan. !
L a b
i O IS S A P RLLLTTPRTTEREEREERPE 5‘ ................................................................. .{
; e i
ik 0 N O S O O I [ O O O O '
i

After using print preview to make sure that you are happy with the end result, print out your report.
You have now produced a simple report. Congratulations.

The layout can be saved and used again. However, it is worth noting that you will not be able to re-
edit your layout. You would have to start from the beginning again.
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4 More Complicated reports

4.1 What are Group bands

So far we have seen a simple columnar report. It is possible to produce far more complex reports
using group bands. A group band has a special field (or expression) assigned to it.

IT ONLY PRINTS WHEN THE VALUE OF THAT FIELD OR EXPRESSION CHANGES.
This enables you to link results together in the most logical and useful manner for you.
Consider a small subset of data.

Aberithon Turbary station 1 Anasimyia lineata 17/07/1989 Dave Reid
Aberithon Turbary station 1 Helophilus pendulus 17/07/1989 Dave Reid
Aberithon Turbary station 1 Helophilus pendulus 10/10/1989  Dave Reid
Aberithon Turbary station 1 Neoascia tenur 17/07/1989 Dave Reid

As all samples are from the same point, there is no need to keep repeating the data. It may be easier
to have that information just at the top.

Aberithon Turbary station 1

Anasimyia lineata 17/07/1989 Dave Reid
Helophilus pendulus 17/07/1989 Dave Reid
Helophilus pendulus 10/10/1989 Dave Reid
Neoascia tenur 17/07/1989 Dave Reid

It could be that you are most interested in the differences between dates. If so you may wish to
group the data like this:

Aberithon Turbary station 1

17/07/1989
Anasimyia lineata Dave Reid
Helophilus pendulus Dave Reid
Neoascia tenur Dave Reid
10/10/1989

Helophilus pendulus Dave Reid

Or, you could be most interested in the difference between species and choose to display the data
like this:

Aberithon Turbary station 1 ——————— | Fijrst group band — prints when
Anasimyia lineata location name chanaes
17/07/1989 Dave Reid
Helophilus pendulus
17/07/1989 Dave Reid
10/10/1989 Dave Reid ) :
. Detail band - prints date and
Neoascia tenur ] determiner for each record
17/07/1989 Dave Reid

Second group band — prints
when species name changes

This is exactly what group bands allow us to do. To achieve the last layout we would have two
group bands, the first to print when the location changes and the second when the species name

10
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changes. The detail band, containing the date and the determiner’s name, would still print for every
row of data.

Group bands can be shown either as “Group headers” which print a sub-heading at the beginning of
a group (as above) or "Group footers. Footers are particularly useful for printing sub-totals and
other statistical data. Groups can be nested to an unlimited number of levels, making very complex
layouts possible.

Note that the way in which the rows are sorted is absolutely critical when you use group bands. To
work properly in this case the rows MUST be sorted by location and then by species name. Group
bands print whenever their controlling expression changes, so if the rows are not sorted so as to
group rows correctly, the report will not print as intended.

4.2 Using Group bands

Use the Wizard to select some data as above making sure that “Event Location name” AND “Taxon
name” are selected in the Sort attributes screen. From the “Filter results” Widow, select “Print”,
“design and print report” as before.

This time, click on the “add new group band” button and then click on the layout area. The
“group band” dialog box will appear:

pawps

—hd aster Footer Band

Iqr_l,lFEesuIts j I[NDNE] j

—Group-by field or expreszion;

—Link with band Only print if expression iz bue:

[mnoNE) =] |7 | |
—Print

[™ Force new page [~ Bottom of page

[ Force nesw calumn I ™ Reprint on new page

E xpression Wizard

Enter expreszion;

" / Select datazet Ay ailable fieldz

Oeocurence Key
Table Mame
— Qeccurence Type
™~ Ewent Location Marme
SAaMPLE _WaGUE_DATE_START
Taron Mame
Dretermirer

—Inzert at curzor pogition

D atabaze field | Function |

I A A I R I K R RS

Heer | Validate | 0K 0K —
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. Click on the browse button
edit box.

at the right-hand end of the “Group-by field or expression”

o This will bring up the expression wizard dialogue box.
o Click on the "database field" button

o Select “Event Location Name” and click, “OK. Click “OK” on the Expression Wizard dialog
and “OK” on the “BAND” dialogue box.

You should now see an empty band entitled “Group header” on your page.

o Add an “Event Location Name” data field to this band by dragging it from the list of
available fields (see previous notes) . Set its position, size, font, etc. as before. This band will
display only when the "Event Location Name" changes

o Add another group band in the same way except that when you get back to the “BAND 2”
dialogue box, use the drop down list in the “Link with band” prompt to link it with “BAND
1”. This will ensure that this group is a sub-group nested within the first group band. Close
the “BAND 2” dialogue box by clicking “OK”.

o Enter a "Species Name" field to this band as before. This band will display only when the
species name changes.

o Add a “Detail” band by clicking the “add new band button” EAnD and selecting “Detail” as its
type. Link to band 2 to ensure that this group is a sub-group nesting within the second band,
and add “SAMPLE_VAGUE_DATE” and “Determiner” data fields.

You should now have a layout that looks something like:

L |3 4 5 |6 7 & a |1 1l 12 13 1
I:E 1 z 3 4 3 3 7 & a 10 1 12 13 1
EAND ) oo e .
1 Event Location Name
CHLODGK $ & F--mmmmmmmmmo-- - R L R T U
VB vt ehidlar 5"::2.10?’1 Neme
2 e AR e e = S Lo s P s s s S o b ]
= B SAMPLE VAGUE DATE START ety
Pre et ce s em e e e e e e ... .- L gy
5
A

Select “File — Print preview” from the main menu. The report should look something like:

12
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AherMawrrstationl
Halophilus pendulus
2HR1957 Dave Red
MNeoascia tenur
201957 Dasve Feil

Abenthon Turbarys tation 1
Anasinpia Uneata

1707159 Dasve Feil
Helophilus pendulus

17098 Diave Feid

107101959 Dave Redd
Meoaseia tenuy

170959 Diave Fedd

Play around with font sizes and positions until you are happy with your report. Then print.

13
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