Lesson 9
Creating and running reports

The process of retrieving and organizing data from a database is  First, notice that you are in Preview mode. Preview mode is
calledreporting Summary reportpresent just the totals of your necessary to view summarized data on the screen. Second, notice
data; they do not break information into smaller groups. how the members are grouped by the membership type, and further
Subsummary reportslso referred to agports with grouped data alphabetized by last name within each of these categories.
categorize information by a particular field or fields, allowing you to
group information hierarchically. This subsummarized information

can then be subtotaled, averaged, or counted. Membership Type Repor
This report groups ———cornung - e

In this lesson you will: Membg@ﬁg}}gg i iﬂd“

= generate a report with grouped data field,also referved to ?:: i‘;m

= generate a report with grouped data and totals g"wﬁ ’2”’;‘

Generate a report with grouped data ST

Look at a sample report

This example shows a report that groups the members by e

membership type. The report has been saved to a script. Ve Sore

1. Open the Tutorial folder in theFileMaker Pro 5 Trial folder. Mm -

2. Open the Sample Files folder.

You should be here:FileMaker Pro 5 Trial\Tutoria\Sample Files.

3. Open Sample09.fp5. '

4. ChooseScripts menu >Membership Type Report to generate the

membership type report. 6. Click theContinue button in the status area to complete the script

5. Examine the resulting report. and return to Layout #1.
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About subsummary reports

A report with grouped data requires a number of elements to work

properly.

Subsummary reports include:

to break out. The New Layout/Report assistant creates these for you.

= afield or fields to group records by. These fields are referred to as

break fields.

= records sorted by these break fields, in the order the subsummary o [Hetr | caes || ho

parts appear on your report layout.

Create a subsummary report
To create the Membership Type Report:

1. Open the Tutorial folder in theFileMaker Pro 5 Trial folder.

2. Open the Working Files folder.

You should be here:FileMaker Pro 5 Trial\Tutorial\Working Files.

3. Open MyFile09.fp5.

4. In Layout mode, choodeayouts menu >New Layout/Report.

5. For Layout Name typeMembership Type Report

6. SelectColumnar list/report for the new layout type and clid¥ext.

New Layout/Report [2]x]

Create a Layout/Report

Lapout Name:  [Membership Type Report ¥ Include in layout pop-up menu

Select a layout type:

Standard form
Columnar list/report

Table view
Blank lapout

= a subsummary part in the report layout for each level of detail you want Labele

Envelope

Sets up a simple columnar report or a comples
repoit with grouped data and tatals or subtatals
Shows records in rows and fields in calumns.

7. SelectReport with grouped data, and clickNext.

New Layout/Report

Choose Report Layout
" Columnar List/Report

Sets up a simple columnar iepart, The fields pou specity

appea left to fight acioss the body of the layout, with feld
labels s column headings. If there are many fiskds, they -
will sxtend beyord the right pags maigin

I Carstrain to page width R
& Heport with grouped dats

Sets up o complex 1eport in an extended columnar lapout
Grouping records lets you summarize your dats by any field,
such as region or month, Select either or both of the
checkbares i you want to total group data

I Include Subtotals

™ Include Grand Tatals

<Back [ Met> | Cancel Help

Select the fields used in this report

1. Double-click Membership Type, the first field to be used in this
report, to move it to thiayout fields list.

2. Select and move the Last Name field.

3. Select and move the First Name field.
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This sorts the records in each group of membership types

7 alphabetically by members’ last names. Notice that the break field
ot e TR R TS T BTG Membership Type appears automatically at the top of the Sort order
s e list to enable FileMaker Pro to group records by this category.

New Layout/Report [2]x]

Available fields,
Current File [ MyFile03"] -

Fleport fiekds
Member Humber - + Membership Tope

First Hame New Layout/Report

Last Hame "

Home Address 1 sz

Home Address 2 Sort Records

iy Moste Al Select any fields you want ta sart by and ther sart order

County

Company Clear All

Fee B [ Fiepart fields: Sort prder

Membership Type & Membership Type ]

Last Name ¢ Lost Name al}
First Name o 1
Clear A1

< Back I Hext > I Cancel Help

) Sscendng Hider
h. € Descending rder

La ) Custor order based on walis list <unkniowin 5

4. Click Next.
5. Move the Membership Type field to tReport categories list to

organize the records by membership type. <ok [ Mew> | Cwesl | Hep |
New Layout/Report HE 8 C“Ck NeXt

Drganize Records by Category
Grouping records lets pou subsummarize your data by similar fisld values such as region or date.
e e e e e e e A e e Select a theme and create the header and footer
e e 1. Select theStandard theme to set the text size, color, and style of
L:STNEar:WE‘p ype + Membership Type _ .
Fis Hame the finished report.

HGYE -

o - 2. Click Next.

3. Go to theTop center list and seledtarge Custom Text.

4. TypeMembership TypeReport for the header of the report and
<Back [ Mews | Cancel | Hep | click OK.
5. Go to theBottom center list and seledPage Number to number the

Membership Type is referred to as a break field because you are P29es in the report’s footer.
using the contents of this field to break the records into categories for
your report.

6. Click Next.
7. Move the Last Name field to ttsert order list.



3. Examine the resulting report.
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New Layout/Report [2]x]
Header and Footer Information
*You can show the page number, curent dats, & loga, the layaut name, or custom text in the header
or fouler areas of your report.
Select the information that you would like te appear at the top of every page.
None )l [LageCustom Test. 2] [None =
Top left Top genter Top right
~Foter
Select the information that you would like ta apRear at the batiom of every page.
Hone - None -
Battom lgft Bottom center Battam right
<gack [ Met> | Cancel Help
6. Click Next.

Create a script to run this report again
1. Click Create a script.

2. LeaveScript Name asit appears. Clicklext.
3. Click View the report in Preview mode if it is not already selected.
4. Click Finish.

Your finished report should look like the report pictured on page 9-1.

Generate a report with grouped data and totals

Look at a sample report

This subsummary report:

= groups the members by membership type

= subtotals the fees collected for each membership type
= provides a grand total of these fees

1. To view the finished sample report, chovéedow menu >
Sample09.fp5.

2. ChooseScripts menu >Membership Fee Report to generate the
membership fee report.

As in the previous example, the members are grouped by
membership type. Additionally, the fees collected for each
membership type are subtotaled beneath those members’ names, and
a grand total of all fees appears at the bottom of the report.

Continuing

Continuing
Tew

Last Name

Alvarez
Cannon
Cormmmon
Durand
Jensen
Johnson
LeFranc
Metimat
Moronha
Ogawa
Smith
Tang
Vargas
Verhazg

Dupont
Durand
Garcia
Lee
Murphy
Nguyen
Sehmid:
Smith
Swensson
Vitanen
Williarms
Wikson

Tembership Fée Report
First Name

Jduanita
Michelle
Andre
Marie
Jens
Villiam
Gerard
Ahmet

4
Kentaro
Mary
Sophie
dulia
Annelies

Jacques
Jean
Juan
John
Palrick
Le
Juta,
John
Sven
Matti
Steve

Betyy

Fee Paid

100
100

Subtotals

Grand Total

4. Click theContinue button to complete the script and return to

Layout #1.

A report with grouped data and totals requires the same elements as
a report with grouped data: a subsummary part in the report layout
for each category, a field or fields to group records by, and a sort of
the database by these fields.



Two additional elements are also required:
= a grand summary layout part

= summary field(s) to display totals, averages, or counts

Create a report with grouped data and totals

To create the Membership Fee Report:

1. ChooseéWindow menu >MyFile09.fp5.

2. In Layout mode, chood&youts menu >New Layout/Report.

3. For Layout Name, typklembership Fee Report

4. SelectColumnar list/report for the new layout type and clid¥ext.

5. SelectReport with grouped data and then selednclude Subtotals
andInclude Grand Totals.

New Layout/Report [2 1]

Choose Report Layout
£ Columnar List/Repart

Sets Up a simple columnar report. The fields you spacify
appear left o right acress the bodp of the lapout, with field
Isbels a5 column headings. If thers are many fislds, they
will extend beyend the right page margin.

e e e

Sets up a complex report in an extended columnar layout
Girouping records lets you summarize your data by any field,
such = region or month. Select sither o1 bath of the
checkbares if you want to total group data.

I¥ Include Subtotals

I Include Grand Totals

< Back I Next > I

Cancel Help

6. Click Next.

Select the fields used in this report

1. Select the first field to be used in this report, Membership Type,
and move it to theayout fields list.

2. Select and move the Last Name field.

3. Select and move the First Name field.
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4. Select and move the Fee Paid field.
5. Click Next.

6. You want to organize the records by Membership Type. Move this
field to theReport categories list.

7. Click Next.

8. Move the Last Name field to the Sort order list to sort the records
in each group of membership types alphabetically by members’ last
names.

9. Click Next.

Specify subtotals and grand totals

A summary fields a type of field you can specify when you define
fields. Summary fields allow calculations across all of the records in
your found set. In general, when you need to total data across a
number of records, you must use a summary field.

In the Membership Fee Report, you want to see subtotals for fees
paid by each type of member, New and Continuing, and to see a
grand total of both groups’ fees at the end of the report. To
accomplish this, you will need to specify subtotal and grand total
summary fields in the New Layout/Report Assistant.

The summary field you will use is Membership Revenue, which has
already been defined for you. Membership Revenue totals the fees
entered in the Fee Paid field.

1. Click Add Subtotal to add the Membership Revenue field as the
subtotal. This tells FileMaker Pro to create a subtotal of membership
fees paid beneath each membership category.

2. Click Next.
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3. Go to theTop center list and seledtarge Custom Text.
4. TypeMembership Fee Report for the header of the report and

Select [or creste] summary fiekds for each field you want t surmmarize. You can display click OK.
sublotals above and/or below the groups of summatized records, After you make each set
of choices, click Add Subltotal Yo ran sdd mors s e subtotal

New Layout/Report

Specify Subtotals

5. Go to theBottom center list and seled®age Number to number the

Summary felds Category to summarize by Subtotal placement:
[ Membership Fieverve =] | Membership Type =1 [Below record group = pages in the report’s footer
Lo BddSibiel ] Femowe Subwial |

Sublotalls) B 6. Click Next.

Membership Revenue Membership Type

Create a script to run this report again
1. Click Create a script.

<Back Met > Cancel Help

2. Leawe Script Name as it apears. ClickNext.

3. Click View the report in Preview mode if it is not already selected.

3. Click Add Grand Total to add the Membership Revenue field as the .
4. Click Finish.

grand total at the end of the report. This tells FileMaker Pro to create
a grand total of membership fees. Your finished report should look like the report pictured on page 9-4.

5. When you are finished with this lesson, close each open file by
New Layout/Report HE ChOOSIng:“e menu> C|OSE

Specify Grand Totals

Select [or create] summany fields to calculate grand totals for each field. YYou ean display
arand totaks at the begining and/or end of your report. After you make each set of choicss,
click Add Girand Total. You can add more than one grand total

Summany fislds Grand total placement:
[ Membership Feverue |=]  [End of repon =

R Grard Tl | Removs Grand Total
Grard totalls)

Merbership Revanus End of 1spart

< Back Mext > Cancel Help

4. Click Next.

Select a theme and create the header and footer
1. Select theStandard theme to set the text size, color, and style of
the finished report.

2. Click Next.
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