Course Title 

Introduction to Keyhouse Crystal Report Design Training 
Objectives

Introductory Report Design training introduces the student to the purpose and features of Crystal Reports. It teaches the basics of designing reports, record selection, record grouping and sorting, formatting reports, and distributing reports.

Target Audience 

End Users/Database Administrators responsible for delivering operational and management reports. 

Outline 

	Lesson 1 – Databases 

	· Some Simple Concepts 

· SQL 

· ODBC – Connection

· Keyhouse Database Structure 

· When to use crystal & when not to use crystal 

	Lesson 2 - Creating a Report

	· Set Default Report Settings 

· Specify Fields for a New Report 
· Preview the Report 

· Modify Field Display 

· Add a Report Title 

· Position Fields 

· Add Fields from Additional Tables (Linking Tables)

	Lesson 3 - Displaying Specific Report Data  

	· Find Data 

· Sort Data 
· Filter Data by Single Criteria 

	Lesson 4 - Grouping Report Data 

	· Insert a Group 

· Add Summaries 
· Format Summary Information 

· Change Group Options 

· Add an Additional Group 

· Filter by Group 

· Drill Down Facilities 

	Lesson 5 - Building Formulas 1pm 

	· Write a Formula 

· Edit a Formula 
· Group by Formula 

· Delete a Formula 

· Build a Filter by Multiple Criteria 

· Modify a Filter with Multiple Criteria to Create an OR Condition 

· Create a Parameter Field 

· Write a Formula that Incorporates Null Fields 

	Lesson 6 - Formatting Reports  

	· Remove White Space 

· Insert Page Header/Footer Data 
· Add Borders and Lines 

· Change the Background Color 

· Change the Margins 

	Lesson 7 - Enhanced Reporting  

	· Insert Objects Using Object Linking and Embedding 
· Modify Format Based on Data Value 

· Conditionally Suppress Data 

· Insert Hyperlinks 

· Sub Reporting  

· SQL Commands

	Lesson 8 - Creating and Modifying Pie Charts

	· Create a Pie Chart with a Drill-down 

· Modify Chart Text 
· Format a Chart 

· Present a Chart by Group 

	Lesson 9 - Distributing Data

	· Export to PDF 

· Export to Excel 
· Export to an Access Database 

· Access report via Keyhouse Desktop. 


