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What Is In This Tutorial?

In the Creating Custom Crystal Reports Tutorial, you learn step-by-step instructions for the basics of planning and
creating a custom Crystal report. You can also learn about the following.

e “Creating a Phone List” on page 22

¢ “Creating a Gift Detail Report” on page 42

e “Suppressing duplicate records in a report” on page 35

e “Sorting and grouping gifts” on page 63

e “Using the Select Records Expert in a report” on page 64

e “Setting the location for an existing Crystal report” on page 68
¢ “Want Additional Help For Crystal Reports?” on page 71

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information.
Side margins contain notes, tips, warnings, and space for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

User Guides. You can access PDF versions of the guides by selecting Help, User Guides from the shell menu bar
or by clicking Help on the Raiser’s Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all cross-references are hyperlinks. For example,
click the page number by any heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by accessing the help file in the
program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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The Raiser’s Edge Enterprise includes over 100 standard reports that generate the most commonly used
information for development offices. These reports give you information to help you stay up-to-date with every
aspect of your organization. You can easily analyze the giving trends of your constituents, evaluate the financial
position of your organization, track all phases of your pledges, and generate demographic profiles.

Note: This tutorial is written for Crystal Reports XI. Crystal Reports Xl is included with your Raiser’s Edge
installation package. For instructions about installing Crystal Reports, see the Installation Guide. If you have
your own version of Crystal Reports, The Raiser’s Edge is compatible with Crystal Reports X/ or higher.

However, for unique reporting needs, you can use Crystal Reports for Blackbaud to create your own report
designs, and populate them with your constituent data from The Raiser’s Edge. You can create very simple
reports, like a phone list, or complex reports, like a new phonathon form or custom receipts for your
constituents. Once you create your report, you can save it with the data or simply save the design and reuse it
with a different set of data.

Crystal Reports for Blackbaud is available in two ways. Crystal Reports Standard is bundled (free) with

The Raiser’s Edge. You can purchase additional licenses of Crystal Reports Standard. If your organization wants to
report directly from your SQL Server database, you can purchase Crystal Reports Professional. For further
information about Crystal purchasing options, please send an email to solutions@blackbaud.com.

This tutorial walks you through two basic reports to help you familiarize yourself, and get more comfortable
working in Crystal. For more detailed information, refer to the Crystal help file.

Planning the Report

Note: For additional help with Crystal Reports, Blackbaud offers a custom report writing service to fit the
needs of your reporting requirements. For more information or to obtain an estimate for your report
template, call 1-800-443-9441 or send an email to solutions@blackbaud.com.

Before you create a custom report, you should consider who you want on your report, what information you
want on the report, and how the report will look. Proper planning before you start designing your report will save
you time, and help avoid mistakes. It is even a good idea to draw the report on paper first to make sure your
design is clear.

Step:

1
WHO?

2
WHAT?

3
HOW?

Need to Know

Which records do

Which fields do

How do you want

you want to you want on the | the report to
include? report? look?
Module Query Export Crystal Reports for
Blackbaud

You must have a group of records and an export file before you create a new report, but it is not always necessary
to create a new query and export every time. For example, you want to create a report of your trustees’ home
and business phone numbers. You already have a query of your current trustees, so you do not need to generate
a new one for this report.
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The finished report will look similar to the one below.

Trustee Phone List

Constituent Name Home Phone Business Phone

Mark D. Adamson 843-793-6698 84 3-498-5569
madamsongsncn. net 843-498-5569

Gearge D. Finley 414-276-9162 302-798-6110
414-276-9162 302-658-1870

Fhillip B. keller 808-395-5587 808-734-2101

David B. Murphy G17-499-8514 617-347-6000

Harris F. Sadler 804-555-6325 804-791-5612
804-555-63248 804-342-1683

Anne C. Sinclair 843-555-9548 843-928-0019

Total Constituents I:I

Creating an Export File

Before you design and create your report, you need to decide what kind of information you want to display. What
fields do you need from The Raiser’s Edge to generate the correct data on your report? Creating the export file is
the first and most important step. Without the correct fields in your export, you will not be able to produce the
results you want on your report.

When selecting the fields you need from The Raiser’s Edge, always include any field you are undecided about.
You do not have to include it in the report if you decide it is unnecessary, but once you are in Crystal, only fields
you exported are available. If you decide you need another field, you will have to export your data again.

» Creating a new export file
Based on your Trustee query, create an export file with the fields Name, Home Phone, and Business Phone.

Scenario: Your Director of Development wants a list of all the current trustees and their home and
business phone numbers, if available. Use your Trustee query to create an export file with the fields
Name, Home Phone, and Business Phone. Design a custom Crystal report displaying the trustee
names in alphabetical order, with a grand total at the bottom.

1. On the Raiser’s Edge bar, click Export. The Export page appears.
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2. On the action bar, click New Export. The Create a New Export screen appears.

Create a Mew Export E3

YWhat type of export do you want to create’y

Gift

Individual Relationzhipz
Action

Campaign

Fund

Appeal

Event

Farticipant

hembership

Job

Export format: I Microzaft Word Merge File j
¥ Include Header

Cancel

3. In the What type of export do you want to create box, select “Constituent” because you want to gather
your trustee records.

4. In the Export format field, select “Blackbaud Report Writer Database (MDB)". Selecting an .MDB file type
tells the program to format the data in a way Crystal can read.

Create a Mew Export E3
A What type of expart do you want to create?

tituent

Individual Relationships

Action
Campaign
Fund
Appeal
Ewent
Farticipant
Memberzhip
Joh

Ewport format: Iﬂ Blackbaud Repart Ywiiter D atabaze [MDE] j

Cancel
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5. Click Create Now. The New Constituent Export screen appears.
=] E3

-EE Mew Constituent Export
File Edt “iew Favontes Toolz Help

= i

1:General l Z:0utput ]

All Records

Include these Constituents

¥ Inactive constituents

[ Deceased constituents

[+ Constituents with no valid address

‘Head of Household' Proceszing

" Export only constituents marked 'Head of Household!
" Export first constituent found

+ Export both constituents separately

[~ Create conbal repart i

Mewt > Cancel Expart Mow

6. On the General tab, click Include to select the specific records to include in the export.

-EE Mew Constituent Export _ (3] =]

File Edt “iew Favontes Toolz Help
- il

1:General l Z:0utput ]

|n§[LiJE|E All Records
Al Records
ed R
One Record sihg Include these Constituents
¥ Inactive constituents
[ Deceased constituents

[+ Constituents with no valid address

" Export only constituents marked 'Head of Household!
" Export first constituent found
+ Export both constituents separately

[~ Create conbal repart i

Mewt > Cancel Expart Mow
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7. Because you want to export only your trustees’ records, choose Selected Records. The Open Query

screen appears.

i+, Open Query

Find: I Cueries

Find Quernies that meet these criteria:

Query type: I <Al relevart typess hd l
Query format: Iﬁ
Query name: I - I
Description: lﬁ

™ Show merged queries only

™ Exact match only

ol Open

Cancel

& Ed
17 Add Mew

Options

@& Find Now

Created On: I ml
Created by: I vl

Mew Search

KR

Expand Besultz

8. Because you want to export information about your trustees, enter “trustee” in the Query name field.
Click Find Now and any query beginning with “trustee” displays.
i+, Open Query
Find: I Cueries j
Query Mame Query Description Qj Op
Constikuent Drenarnic
Cancel
& Edt |
17 Add New |
Optiong |
KN i
Find Queries that meet these criternia:
Quemy type: I <Al relevant ypess h l Created Or I ml ml
Query farmat: - Created by: I vl Mew Search |
Query name: Itrustee hd l Q
Drescription: I - l
™ Show merged queries anly ™ Ewact match atly Expand Besults |
I
9. Highlight the Trustees query.
10. Click Open and you return to the General tab. “Trustees” shows to the right of the Include button.
11. Accept the defaults for all other fields on the General tab.
Note: The first field in the Output box of an export is either the export’s name (for saved exports) or the

export type (for exports not saved).
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12. Select the Output tab.

E. Mew Constituent Export [_ O] x|
File Edt “iew Favontes Toolz Help

AR E |

1:General
— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j % Hew Constituent Export
- B Constituent Information -

Spouse

Credit Cards

Constituent Codes

Solicit Codes

Salicitor Goals

Primany Alurmni infarmation
Frimary Business information
Address

+ Addresses,S alutation

F# Relationships |

i i | Find...l Gielet -y ®| <-Flemu:uve| [ Format... I = (Eriteria. |L|L|

< Back | Hert = | Cancel | EHpDrtNDﬂl

I 7

Because you want to include Constituent Name, Home Phone, and Business Phone in your export, you
must select those fields from the tree view on the left.

Note: For more information about Export, see the Export chapter in the Query & Export Guide.
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13. From the tree view on the left, i
Constituent Information.

E. New Constituent Export
Eile  Edit Help

H X R =2

Wiew Favortes Tools

n the Available Fields to Export frame, click the plus sign next to

IS[=] EX

1:General  Z:0utput |

—Swvailable Figlds to Export

— Output

Show: | <Al

[

-

=&l Constituent Information
Academy (D

Added By

Address

Age

Annatation

Annotation Auto Display?
Anonymaous?

Birth date

Birthplace

Congtituent Code hd
| 3
Selest ®|

'I% Hew Constituent Export

<-F|emn\-'e| [} Fommat... I E%'Eliteria... |L|L|

< Back | [HErt | Cancel |

Ewport Mo |

&

Tip: You can click Find to quickly access a field.

14. The fields are in alphabetical order. Scroll down the list and highlight Name. To move Name into the

Output box, click Select at the b

E. Mew Constituent Export
File  Edit Toolz

= A REN e

Wiew  Favontes Help

ottom of the screen.

M[=] E3

1:General  Z:0utput |

— Availlable Fields ta Esport

— Output

Show: | <l

[
[

Max Match Per Gift
Mar Mateh Tatal
Middle: Name

kin b atch Annual
Min M atch Per Gift
bin M atch Total
Month born

MName

Mickname

MoValid Addresses?
Mo. emplovees

: -

% Hew Consttuent Export
E|--- Constituent [nfarmation
el Mame

<-Flemu:uve| i Format... I iy Eriterial.. |L|L|

< Back | HEpts | Cancel |

Expart Mow |

A




10 CHAPTER

15. From the tree view on the left, in the Available Fields to Export frame, scroll down the list and click the
plus sign next to Address. Then, click the plus sign next to Preferred Address.

E. New Constituent Export M=l B3

File Edit “iew Favaortes Tools Help
FREAFIE RS |

1:General  Z:0utput |

—Swvailable Figlds to Export — Output

Show: |<,.f_\||> j 'I% New Constituent Export
. — =-E Corstituent Information
-y Solicit Codes 2] ‘e Mame

Solicitor Goals J

Frirnary Alurmni infarmation
Primary Buziness information
Address

=B |Preferred Address

Lo Added By
Address Block
Address line 1
Address line 2

Address line 3 hd
| B
Cielest - ®| <-F|emn\-'e| i Eomat... I Eliteria...l + | + |

< Back | [HErt | Cancel | EHDD[tNDﬂl

| 4

16. Continue scrolling down the list under Preferred Address, and click the plus sign next to Phones.
Highlight Phone number.

E. New Constituent Export M=l B3
File Edit “iew Favaortes Tools Help

SRR E |

1:General  Z:0utput |

—Swvailable Figlds to Export — Output
5 how: |<,.f_\||> j 'I% Hew Constituent Export
- Constituent Information
~@  SvstemRecord D 4| o Mame
[ Tupe
- VBA User Field
-~ 2P
=By Phones

B Import D

B Phone number

[ Phone type J
B System Record IC

B wB& UserField

Attributes hd
3

Select -» | <-F|emn\-'e| i Eomat... I Qileria... |L|L|
< Back | [HErt | Cancel | EHDD[tNDﬂl

| 4
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Tip: You can also drag the highlighted field and drop it into the Output box or double-click on the field in the
Available Fields to Export frame.

17. Click Select at the bottom of the screen. The Phones screen appears.

T >

For each Preferred &ddress, enter the number of Phones to e:-:pu:urt:l_
& Al Phores  © Selected Phones

F

BISHMM

=

[~ Show inactive entries Order by

r Exclude phones marked az |<n|:| specific order: j

‘Do not contact!
i+ fecending ) Descending

] Canicel |

18. Accept the default of All Phones. Click OK.
19. Address, Preferred Address, Phones, Phone number appears in the Output box on the right.

E. Mew Constituent Export M=] E3

File Edt “iew Favontes Toolz Help
AT E R |

1:General  Z:0utput |

— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j % Hew Constituent Export

=-E Constituent Information

@ System Rlecord 1D d il Mame

~B Type E| Address

~0 VBA User Field =B Prefered Addisss

-0 2P E| Phores

El"' Phones ‘-l Phone number

B Import 1D

-l Phone number

- Phone type J
E| Systern Record I

: WBA User Field

- [ Attibutes s
1 | B

i i | Find...l <-Flemu:uve| i Format... I iy Eriterial.. |L|L|
< Back | Hert = | Cancel | EHpDrtNDﬂl
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20. From the tree view on the left, in the Available Fields to Export frame, click the plus sign next to Primary
Business information. Then scroll down and click the plus sign next to Address, and then Phones.

E. New Constituent Export M=l B3

File Edit “iew Favaortes Tools Help

SRR E |

1:General  Z:0utput |

—Swvailable Figlds to Export — Output
5 how: |<,.f_\||> j 'I% Mew Constituent Export
- Constituent Information
0 Send mail to this addr « | LD Name
-0 State =-E Addess
~[ System Record 1D 2 Preferred Addiess
~0 Type E| Phiares
-f  WBA User Field "0 Phohe number
-0 zP
=Gy Phones
B Import 1D
Phone number
B Phone type
B System Record LT
3
Cielest - ®| <-F|emn\-'e| i Eomat... I iy Eriteria. |L|L|

< Back | [HErt | Cancel | EHDD[tNDﬂl

| 4

21. Under Phones, highlight Phone number and click Select. The Phones screen appears.

T >

For each Preferred &ddress, enter the number of Phones to e:-:pu:urt:l_
& Al Phores  © Selected Phones

F

BISIMM

[~ Show inactive entries Order by

r !E:-:u:lude phu:unesl marked as |<n|:| specific order: j
Do not contact

] fzcending £ Descending

] Canicel |

22. Accept the default of All Phones. Click OK.
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23. Primary Business information, Address, Phones, Phone number appears in the Output box on the right.

E. Mew Constituent Export [_ O] x|
File Edt “iew Favontes Toolz Help

AR E |

1:General  Z:0utput |

— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j Ir% Hew Constituent Export
=-E Constituent Information
-0 Type Al CoRl Name
B VBA User Field

E| Address
=B Preferred Address
By Phanes

-~ 2P
-Gy Phones

Impart 10 il Phone number
-l Phane number =B Primamy Business information
B Phone type 2 Address
‘B System Record IT

E| Phaones

o VBA User Field =0 Phone rurber

- E Attibutes

| - Atributes | _Ij
! »
Ml <-Hemnve| 0 Formiat.. I iy Eriterial.. |L|L|

< Back | Hert = | Cancel | EHpDrtNDﬂl

A

24. This completes the selections for the export. Click Export Now in the lower right corner.

Note: Itis important to remember the location of your .mdb database file. When you begin creating your
Crystal report, you will be prompted to locate this .mdb file.

25. The Export file name screen appears. Name your export “Trustee Phone List”, and select a location to
save your export. The Save as type field should automatically show “Blackbaud Report Writer Database
(MDB)”.

Export file name EE

Save i IaMyFiles j " |‘=_‘°F v

File name: ITrustee Phone List j Save I
Save a3 lype: IBIackbaud Repart wiiter Database [MDE) j Cancel |
F
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26. Click Save and the export processes. A screen appears telling you the number of constituent records
exported.

The Raizer's Edge |

23 rows exported.
Elapzed Time: 00:00:07

27. Click OK.

28. To save and close the export, click Save and Close on the toolbar. A message appears, asking if you want
to save the export.

29. Click Yes.
30. Inthe Export name field, enter “Trustee Phone List”.

Save Export As

Ewpart name: |Trustee Phote List

Dezcription:

Expart type; |Ennstituent j
v Other users may run this export

[v DOther users may modify this expork

31. Click Save. You return to the main Export page.
For more information about exporting, see the Query & Export Guide.

Creating a Report in Crystal Reports for
Blackbaud

After you create your Trustee export file with the fields you need, you are ready to start designing your report.

Report Setup

To create a new custom report in Crystal Reports, you need to open a new blank report and attach the export file
you created to serve as the data. Once you start building your report, only data generated in the export file is
available. You are not connected to your Raiser’s Edge database.
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» Creating a new custom report

Now that you have created your export, you are ready to start creating your new custom report. In this
section, you will begin inserting your trustee fields and formatting your report to create the look you want.

Note: For additional help with Crystal Reports, Blackbaud offers a custom report writing service to fit the
needs of your reporting requirements. For more information or to obtain an estimate for your report
template, call 1-800-443-9441 or send an email to solutions@blackbaud.com.

1. From your desktop, go to Start, Programs, Crystal Reports 11. You may also have an icon on your desktop
you can double-click to launch the program.

Crystal opens and the Getting Started screen appears.

¥ Lrystal Reports - [tart Page]

[ et pew e

D& - o Ewer iwe
? 5 [
" Start Page % | A b | Workbench ax
- ]| im Add -
tietting sStarted =
9 [ <Cimate & v project
Rasources New Reports Recent K
@ [Tyne & kevmard for index ol Standard Resort Wizard o roenrt
E Sample Reports I Blank Report wpen 1S
B Check for Undates FE Cross-Tab Report Wizard
F chow online resources Mailirig Labsl Bagart Wezard

3 CLAP Cube Report wizard

Hesources tinline |
Are You,
Introducing
The follwes
crystalreports.com il Covs
speed,
Whare your reports live on the web,
Mew featu
Extend the walue of v Find out wh
b *
a
that allurrs pu Installatic
infarmation, i your repurts nalting b deplor, | Resd the m
Reports. i additianal eosts, and na [T haw to inst:
resources, Trom yous ¢
crystalreports comn Basic
provid shimg | SIMBlY $ign up and start using the
service immediately product
s % Read the L
. 1 |
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2. In the Getting Started frame, click Blank Report. The Database Expert screen appears.

i patabase Expert =] B3

Data |

Browse the data source for the tables pou want to add.
[Mote: to edit the aliaz for a table, select the table in the 'Selected T ables' tree and click an it or
press the F2 key)

Available Data Sources;

2R CLirrent Co
[ (L F avorites

Selected Tables:

E- (] Histary 5
[ [C Create Mew Conrection —
B[] Repository L

ok I Cancel | Help |

4

3. Click the plus beside Create New Connection to expand the tree view.

4. Click the plus beside Database Files. The Open screen appears so you can find your Raiser’s Edge
database file.

Look in: I@MyFiIes j (] £F EB- 58 EE

@ Truztee Phone List MOB

File: name: | Open

Files of type: IUserDefauIt j Cancel |
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5. Highlight the .mdb file you need, and click Open. You return to the Database Expert screen. Notice all
your database fields are listed in the tree view.

Ei patabase Expert H=] B3
Data |

Browse the data source for the tables you want to add.
[Mote; to edit the alias for a table, select the table in the 'Selected Tables' tree and click on it or
press the F2 key)

Auvallable D ata Sources: Selected Tables:

- (L ADD.NET [<ML] -]
(=B85t aze Files
-3 Find Database File
E@; C:MfileshTrustes Pho
-] &dd Command o
- Cn

(B Crbdr

-] CrsdiPrf

B CrbdPriPh_1
-8 CnBio

[ CnPiBz

- [@] CnPiBsAdr
B CrPBshdPh_1

| - Exchange 5I.5 Meszage T
dq »

| L

| ) |

<8

0K I Cancel | Help |

P

6. Highlight the path to your .mdb file in the Available Data Sources box.

Ei patabase Expert H=] E3
Data |

Browse the data source for the tables you want to add.

[Mote; to edit the alias for a table, select the table in the 'Selected Tables' tree and click on it or
press the F2 key)

Auvallable D ata Sources: Selected Tables:

| JADONET [<ML) |
| 1Database Files

| et

E

-{#Z| Add Command
[ Cn

[ Crtds

- [E5] CrdiPf

- [E] CrédiPifPh_1

- [EF CrBin

- [E5] CnPiEs

- [E5] CnPiB sidr

- [E] CnPiB sAdiPh_1

1 Exchanae 5.5 Messae Tracking ™
4 3

| ) |

<8

0K I Cancel Help
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Note: When you select the export format Blackbaud Report Writer Database (MDB) in Export, linking tables
are included in the data file (in addition to the fields you select). Typically, you may not use this data in your
Crystal report. However, it is best to select all the data for your report in these beginning steps. By doing this,
you avoid repeating steps if you leave intended fields for your report behind.

7. To move all of the fields in the .mdb file to the Selected Tables box, click the right double arrow button.
The fields appear in the box to indicate they have been included for your Crystal report.

i patabase Expert =] B3
Data | Links |
Browse the data source for the tables pou want to add.
[Mote: to edit the aliaz for a table, select the table in the 'Selected T ables' tree and click an it or
press the F2 key)
Available Data Sources; Selected Tables:
| 1Database Files ;I [ B CMles\Tustee Phone List M|
43 FindDatabase Fle | i Cn
BB - files' Trustee Phone List b o Crédr
- #] Add Command — ] CrésdrPrt
& Cn L2 O CrédiPriPh_1
B Chéde ] CrBio
B CrddPet ) ] ChPrBs
- B8] CrddiPrPh_1 EO I CrPrBsddr
[ Crbia . CrPrB stdiPh_1
[ CrPiBs R
- [E5] CrPB st
- [B] CrPiB sAdiPh_1
| |Exchange 5.5 Message Tracking
ﬂEHchanqe teszage Tracking LLJ i | | ﬂ

Note: The Visual Linking Expert screen shows the tables in the export file, and how they link together. For
most reports, you do not need to alter these tables or their links manually. When you click OK, Crystal Reports
automatically links the tables correctly.



CREATING CusTOM CRYSTAL REPORTS TUTORIAL 19

8. Click OK. The Visual Linking Expert on the Links tab appears.

i patabase Expert

Dats  Links |

Link together the tablez you added to the report.

=] B3

Linking iz needed to match records of one table with coresponding records of another table.

- Auto-Arange
B n Auto-Link
n &' By Mame
Crin By Key

Link |

I Cn_IDKEY B cn Clear Links
I Crbio LINK Crcn =
> Cradr_LINE B Delete Link

I CrPrBs_LINK
Lird Options...

4| | _;I_I Index Legend...

Ok, I Cancel

Help

S

9. Click OK.

Note: The Workbench appears on the right side of the screen. You can use the Workbench to contain projects
that contain one or more reports. For more information, see the Crystal Reports XI help file. To remove the

Workbench from your screen, click the X in the top right corner of the screen.

The blank Crystal report is now available.
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10. To display the Field Explorer frame, select View, Field Explorer from the menu bar. The frame appears on
the right side of the screen.
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For Help, press F1 [

11. This frame contains all the fields you exported from The Raiser’s Edge. You will use these fields to build
your report.
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Report Sections

On a new Crystal report, five standard sections designate how and where information displays on a report.
Additional sections are added when groups and totals are established. As you build your report, it is very
important to make sure you insert the correct fields into the correct sections. For example, any field you want the
program to calculate, like Gift Amount, must be inserted into the Details section.

E Crystal Reports - [Reportl]

|ﬁ§i'| File  Edit Miew  Insert  Forma
DE-H &EkE &

: | =|| :
ab 2 X O Ty Ee & 5 BB

Stark Page Reportl = |

Design |

Report Header

Page Header

Details

Report Footer

Page Footer

Report Header. Information in this section appears at the top of the first page of the report.
Page Header. Information in this section appears at the top of each page of the report.

Note: As you establish groups and totals for the report, additional sections are added.

Details. This section is commonly used to process data, and it contains the bulk of the information you view on
the report. If the Details section occupies one line in the Design window, each constituent is allotted one line
on the report.

Report Footer. Information in this section of the report appears at the bottom of the last page of the report. For
example, you insert your grand total or summary data here.

Page Footer. Information in this section appears at the bottom of each page of the report. This is a good place
for page numbers or running totals.
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Creating a Phone List

Generating a phone list is an easy way to get familiar with Crystal Reports and learn some of the basics. In this
report, you are working with a limited number of fields, and you do not need to write any equations or formulas.
As you begin to insert fields onto the report, do not be afraid to make a mistake. Because you are working only
with an export file, it is not possible to damage your database in any way. The Raiser’s Edge and Crystal Reports
are completely separate programs.

Report Layout

The placement of the fields on the report determines the final look and effectiveness of the report. It is important
to understand that fields are calculated and grouped based on the section into which you insert them.

» Inserting fields into a new report

Once you have plan your report, you are ready to start inserting your export fields into the report. Pay close
attention to the fields and report sections to make sure you place everything correctly.

1. From the new blank report, in the Field Explorer frame, click the plus sign next to Database Fields. All of
the data from The Raiser’s Edge appears.

4 [ | Field Explorer o x

L |
El-f Database Fields
cn
- cnadr
CradrPrf
- CnadrPrfrh_t
CrBio
CrPrBs
CnPrEsadr
- CrPrBsadrPh_t
----- ¥4 Farmula Fields
-Gl SCQL Expression Fields
----- [?] Parameter Fields
----- "E Running Total Figlds
----- ‘= Group Mame Fields
[+ F, Special Fields
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2. Click the plus sign next to CnBio.

i [+ | Field Explarer o x

EIE Database Fields
cn

@-[E) CradrPriph_L

2
-2 ZnBio_IDKEY
-3 _nBio_Mame

- CrPrBsadrPh_t
----- ¥4 Faormula Fields
-Gl SCQL Expression Fields
----- [?] Parameter Fields
----- "E Running Total Figlds
----- ‘= Group Mame Fields
-3 Special Fields

3. Based on your report design, the first field you need to insert is constituent name. Highlight
CnBio_Name.

Warning: Remember that links and identifier keys are exported out of The Raiser’s Edge along with the fields
and data. When you look through the Field Explorer frame, make sure you insert fields onto the report, not
LINKs or IDKEYs.

4. Click and drag it up to the far left side of the Details section. Release your mouse to drop the field in place.
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The field name is automatically added in the Page Header section above the field.
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Page Fooe

|
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Fiekd: Crido.Colko_Name [

Before you add any other fields, you may need to move or size this field to make sure it is the correct size
for the data. If the box is too small, the data will be truncated. If the box is too large, there will be too

much blank space between fields.

» Sizing fields in a report
If you notice the standard length or height of a field is too big, or not big enough to display your information
correctly, you can change the size of the field after it is on the report.

1. To change the length of a field, click the field once to highlight it. Move your cursor over the small black
square on the right side of the highlighted rectangle until it changes to a double arrow.

Tip: To save time, you can size more than one field simultaneously. For example, if you need to size
constituent name and the field header, click CnBio_Name in the Details section. While holding down the CTRL

key on your keyboard, click CnBio_Name in the Page Header section.
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2. Maintaining the double arrow, click and drag the rectangle to the left to shorten the field size, or to the
right to lengthen the field. For this report, shorten the constituent name field and the attached header
field to approximately two inches.
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You can resize the fields at any time.

» Moving fields in a report
After you insert your fields into the report, you may need to move them to get the result you want.

1. To move a field after you place it on the report, click the field once to highlight it, then drag it to the new
location.

Warning: When you select multiple fields, be careful not to drag the first field you select on top of the second
field. This is an easy mistake to make once you press the CTRL key. Make sure you click each field only once.
Wait until they are all highlighted. Now, you are ready to move.



26 CHAPTER

To save time, you can move more than one field simultaneously. For example, if you need to move
constituent name and the field header together, click CnBio_Name in the Details section, then while
holding down the CTRL key on your keyboard, click CnBio_Name in the Page Header section.

¥ Lrystal Reports - [Report1]
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Note: You can move fields left and right in the same section, or up and down across sections, with the
exception of grand totals, subtotals, and summaries.

2. Once both fields are highlighted, click your cursor in one of the boxes and drag the fields together to the
new location.

» Inserting additional fields into a new report

Now that you are familiar with placing, moving, and sizing fields on a report, you are ready to insert any

additional fields to complete your report. Insert the home phone and business phone into the Details section
next to the constituent name.

Warning: Remember, links and identifier keys are exported out of The Raiser’s Edge along with the fields and

data. When you look through the Field Explorer frame, make sure you insert fields onto the report, not LINKs
or IDKEYs.
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1. On your report, click the plus sign next to CnAdrPrfPh_1 in the Field Explorer frame. Then, highlight
CnAdrPrfPh_1_Phone_number.
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2. Click and drag CnAdrPrfPh_1_Phone_number up into the Details section next to CnBio_Name. Release
your mouse to drop the field in place. Leave about a quarter of in inch between the two fields.

The field name is automatically added in the Page Header section above the field.

3. Resize the CnAdrPrfPh_1_Phone_number field to be about an inch long. Your field should fall somewhere
between the 2 and 3 inch mark on the report ruler.
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4. From the Field Explorer frame, click the plus sign next to CnPrBsAdrPh_1. Then, highlight
CnPrBsAdrPh_1_Phone_number.

5. Click and drag CnPrBsAdrPh_1_Phone_number into the Details section next to
CnAdrPrfPh_1_Phone_number. Again, leave about a quarter of an inch between the two fields.

6. Resize the field to be approximately an inch in length. You may need to scroll to the right to see the end of
the field box.
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7. Once you insert all your fields on the report, close the Field Explorer frame.
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Note: Once you preview your report for the first time, a Preview tab is added in the top left of the screen along
with the original Design tab. While you are creating your report, you can move back and forth between these
two tabs at any time.

8. On the toolbar, click the Print Preview button to view your report. This is merely a preliminary preview of
the basic data, so you can verify the information. You may notice your phone number headers are
truncated, or that some constituent names appear more than once. This is normal and is addressed in the
next section.
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Formatting a Crystal Report

After you insert your fields, move them to the correct sections, and size them appropriately, you are ready to
format the report. Enter a report title, update your field headings if necessary, select a color and font size for your
data, and generate a report grand total.
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»

Inserting text fields in a report

Text fields, such as titles, can be inserted into a report at any time.

1.

From the Design tab of your report, click the Insert Text Object (or ab) button on the toolbar. Drag your
cursor into the Report Header section and click your mouse once. A text box appears with an active

cursor.
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In the text box, enter “Trustee Phone List”, then click once outside the box, or press the Esc key on your
keyboard.

To center the title across the top of the report, click once on the field to activate the move box. Using the
small, black squares on either side of the box, stretch the field all the way to the left of the Report Header
section, and then all the way to the right. The title box should stretch across the entire length of the
section.
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4. On the toolbar, click the Align Center button. The title moves to the center of the report.
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» Formatting fields in a report

In Crystal Reports, you can increase the effectiveness of your report by changing the format of the fields. You
can change the font, size, and color; add a border; or make a field bold. For this report, emphasize the report
title by increasing the font size, making it bold, and changing the color.

1. From the Design tab of your report, highlight the title field and right-click your mouse. Select Format Text
from the menu. The Format Editor screen appears.
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2. Select the Font tab.

Format Editor E3

Cu:ummu:unl Border Font IParagraph | vaerlinkl

Fonk: IE j
Style: IReguIar v I

Size: I 10 - |

Color: I- Black j

 Effects:
[~ Strikeout
[ Underline

Spacing:

Character Spacing Exactly: I 1] pks

Sample:

Text Ohject

()4 I Cancel Help

3. Inthe Size field, change “10” to “36".
4. In the Color field, change “Black” to “Blue”.
5. Click OK.
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6. You will need to increase the height of the title field to compensate for the larger text. You will also need
to increase the size of the Report Header section. Move you cursor over the line separating the Report

Header section from the Page Header section. Once it turns into a double arrow, pull the bar down until
you can see the entire title.
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7. To add a border to the title, click once in the title field, then right-click your mouse. Select Format Text
from the menu again.

8. Select the Border tab, and change “None” to “Single” in all four of the fields in the Line style frame.
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9. Mark the checkbox next to Drop Shadow.
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10. Click OK.

» Changing field headings in a report

You can change the name of a field heading on your report to make it more intuitive for your audience. For
example, you can change CnBio_Name to Constituent Name to make your report more clear.

1. To change the name of the constituent field, click once on CnBio_Name in the Page Header section.

2. Right-click your mouse and choose Edit Text from the menu. An active cursor appears in the field header
box.
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3. Replace CnBio_Name with “Constituent Name”, then click outside the box.

[ Bt Eok yew et Fomgt Dotdse  Bepot Winde el

D@ W SRE&| ) @7 v | m W RO A 0w -
| & 4B 1 U 3 Ao [fl= ot B8 | B oo % i T
iah BE OGO EGE %W |- OQF Mo @ s ig
St Fage . Reportl x| ar
Cesign [ Prenvisve | i A v
TN EEENEENS "EENEER FR NN EEEY TENN RN KRN
Repert Hoader

Trustee Phone List

Heport Foolnr

Page Footer

[ I |IRecords: & I

For Help, press 11

4. Change the other two field header names to “Home Phone” and “Business Phone”. Make sure you are in
the Page Header section before you attempt to change the name.

Tip: You can make changes to all your field headers at once by holding down the CTRL key on the keyboard, and
clicking once in each of the header boxes. Once all headers are highlighted, any changes made to one are made

to all.
5. Once you change all your field headers, you can also increase the font size, or change the colors to match
the title. Remember, increasing your font size may make it necessary to increase the size of your field box.
To create more space between any of your data (for example, the headers and the data, or the list of
names), move the bar separating the sections up or down.
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6.

Select the Preview tab to view the results of your report so far.
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Suppressing duplicate records in a report

When you export records from The Raiser’s Edge with multiple pieces of data attached (for example, more
than one business phone number), the records often appear more than once on the Crystal report. If you
want to see the constituent name displayed only once, you need to suppress the duplicate records.

1.

From the Preview tab of your report, highlight one of the names. By doing this from the Preview screen,
all names in the list are highlighted and treated as one field.
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2. With the list of names highlighted, right-click and select Format Field from the menu. The Format Editor

screen appears.
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3. Select the Common tab.

Format Editor E3

Comman |Bu:urder| Font | Paragraph | vaerlinkl

Chject Mame: I CnBiokame1

Tool Tip Text: I w2
T

[ Read-only [™ Lock Position and Size

r SuUppress ﬁ:%

[ Suppress If Duplicated x2

[T can Grow M muraber of lines: x2

(Enter 0 For mo limik) I ]

Text Rokakion: ID "I deqgrees

Horizontal alignment: IDeFault j ﬁ

Display String: x2

55 Class Mame: I ﬁ;%

I Repeat on Hotizontal Pages

¥ Keep Object Together ﬁ

[+ Close Border on Page Break ﬁ

Sample:

R e D S o G o S G B

()4 I Cancel Help
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4. From the Format Editor, mark the Suppress If Duplicated checkbox at the bottom of the screen. Be
careful not to mark the Suppress checkbox at the top of the screen. Marking this box will hide all the
highlighted data.

[ Suppress If Duplicated

5. Click OK. Your list of names should now show each constituent only once.
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6. Repeat this procedure for the list of home and business phone numbers.

W Lrystal Reports - [Report1]
[ Bt Eok yew et Fomgt Dotdwse  Bepot Wide el

D@ W& L Ea B o - [a]m @ R M e - N

b B E (I fam s RS w8 E 8K &

: G
Bt Page  Reportl x| ar
Desigri Prenvaw X | THEA A [ b E
Hepull OO O RS OO R R T (Y EEEN B a7t
[ ] =
RH -
M -
Constituent Name Hoeme Phone Business Phene

1] Mark D. Adamson 943-790-6690 G4 3-490-5569

o adan sanigsncn. nat B4 31985558

o George O, Finley 414-276-9162 302-798-6110

1] 414-270-9162 036581870

D Fhillip 8. Kellar 587 BUE-734-110

D David B. Murphy 51 7- 3576000

[} Haris F. Sadler BOA- 7915612 1

D BUA- 3421683

1] Anne C. ginclar B43-42E-0019

AF -

- -

I 1 L+
Fir Help, press F1 [0 Joo,zrzn s Records: 9 | e

» Generating a report grand total

You can generate a grand total for any list of data on your report. For example, generate a grand total of the
number of trustees listed.

1. From the Preview tab of your report, highlight one of the names. By doing this from the Preview screen,
all names in the list are highlighted and treated as one field.

2. Right-click and select Insert. A submenu appears.
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3. From the submenu, select Summary. The Insert Summary screen appears.

Insert Summary E |

Chooge the field to summarize;

=

|e=

io.ChBio_Mame

Calculate thiz summary:

I b &xirnuim b I

— Summary location

Grand Total [Report Footer] j

|hgzert Group... |

— Dptiohz

™| Show az & percentage of

| =]

™| Summarize across hierarchy

(] I Cancel | Help |
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4. In the Calculate this Summary field, select “Distinct count”. Distinct count means you want the report to
count each piece of data only once.

Insert Summary E |

Chooge the field to summarize;

IEE' CnBio.CnBio_Mame j

Calculate thiz summary:

— Summary location

Grand Total [Report Footer] j

|hgzert Group... |

— Dptiohz

™| Show az & percentage of

| =]

™| Summarize across hierarchy

(] I Cancel | Help |

Click OK.

To see the grand total number, scroll to the bottom of the Preview screen, under the list of constituent
names. From the Design screen, the grand total shows as Count of CnBio.CnBio_Name in the Report
Footer section.

¥ Lrystal Reports - [Report1]

[ Bt Eok yew et Fomgt Dotdse  Bepot Winde el

D - SRE® ) REC - - m e RO A e -8

i el 10 -4 2By |FEEE A-B-=@8 8]% 8

iah BEOMOAsEEGE W |- OQF Mo B DRES

St Fage . Reportl x| ar

Design | Fraview | TR E A A VR
TR EETYEEEY "EENEEY [ERENEE s TS EEETEEE [EEETEEE

Report Header

Trustee Phone List

_._ConstitusntName . HomePhons - Business Phens
_ GrBia N CohtPrfPh_1_Phorie_numbi, GoP@sd gPh_{_Phoni s

Heport Foolnr

Page Footer

Fiekd: DrstinctCouns of Cniio.Crio_Name 00,16 zex0e |Records: 9 I
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7. For more emphasis, you can increase the font size of the grand total field, change the color, or add a
border. You can also insert an explanatory text field into the Report Footer section. For example, “Total
Constituents”. For more information about inserting a text field, see “Inserting text fields in a report” on
page 29.

W Lrystal Reports - [Report1]
[ Bt Eok yew et Fomgt Dotdwse  Bepot Wide el

D@ W& L Ea B o - [a]m @ R M e - N

iab B E (AL O ® %W | 8 F N & o

| 2atpam Revortt x ar
Besiyn Preiews 3 | A A [ v R
Heparll R R R T T B T TR T T sy |

RH

Trustee Phone List

Constituent Name Hoeme Phone Business Phene
Mark D. Adamson 943-790-6690 G4 3-490-5569
Fna dam soni snen. net B4 31985569
9162 302-798-6110
3 G8-1870

==

George O, Finley

Phillip 8. Keller
i B. Murphir
Harris F. Sadler
5 13421
Anne C. Sinclar #13-555-9518 BA3-828-0019

- Tetal Censtituents BI

- =1 <1

2

Datals 1800 log, 120502 I Records: 9 | | |orss

This completes your Trustee Phone List. Congratulations!

Saving a Crystal Report

You can save your report with the data included, or choose to save only the report layout. Once you save a report
layout, you can use the report over and over with different sets of constituent data. Make sure you name your
report something you will recognize later, and save it in a directory you create especially for your Crystal reports.

» Saving a report

Before you save your report, decide whether you want to save it with your data attached or save only the
report layout.

1. To save your report with the data, select to File, Save Data with Report from the menu bar. If you want to
save only the report layout, do not check this option.
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2. On the toolbar, click the Save button. The Save As screen appears.

Save As HE
Save n: | (3l MyFiles R R = ==

File: name: |F| epartl.rpt Save I
Save as hype: IErystaI Reports for Blackbaud j Cancel |

3. In the File name field, enter the name of your report. Name your report something you can remember
(for example, Trustee Phone List).

Make sure “Crystal Reports for Blackbaud” is in the Save as type field.

Click Save.
6. To close your report, click the “X” in the top right corner.

Creating a Gift Detall Report

Designing and writing a report with gifts and formulas is a good way to learn some advanced techniques in Crystal
Reports. Including gift information on your report allows you to work with summaries, subtotals, and
mathematical grand totals. You can use equations to exclude data, regroup data, or change the appearance of
your data.

When you create a custom report, you decide exactly what information you want to see, and how you want it
presented. This is especially convenient when dealing with gifts and gift dates. Designing your own Crystal report
lets you control every aspect of your report.




CREATING CUSTOM CRYSTAL REPORTS TUTORIAL 43

Your finished report will look similar to the one below.

BUSINESS OBJECTS

2003 Annual Fund

Elizabeth A. Ashton 03/17/2003 + E,000.00
2004 Annual Fund

Robert C. Hernandez 08/15/2004 t 125.00

Christopher T. ¥oung 06/25/2004 t 125.00

Micholas ¥incent 06/01/2004 £ 75.00
2004 Membership Fund

Sean A, Davenport 02/10/2004 + 1,500.00

Sean A, Davenport 03/29/2004 + 1,500.00
2005 Annual Fund

Micholas Yincent 06/02/2008 + 300.00
2005 Membership Fund

Elizabeth A. Ashton 10/15/2004 t 100.00

Andrea L. Tidwell 01/03/2005 £ 50.00
2006 Annual Fund

Elizabeth A. Ashton 11/28/2006 t 75.00

Paul R. Frantz 11/24/2006 t 75.00
2006 Membership Fund

Creating an Export File

Before you design and create your report, you need to decide what kind of information you want to display. What
fields do you need from The Raiser’s Edge to generate the correct data on your report? Creating the export file is
the first and most important step. Without the correct fields in your export, you will not be able to produce the
results you want on your report.

When selecting the fields you need from The Raiser’s Edge, always include any field you are undecided about.
You do not have to include it in the report if you decide it is unnecessary, but once you are in Crystal, only fields
you exported are available. If you decide you need another field, you will have to export your data again.

» Creating a new export file

To create a report of your board members and their giving histories, you need to export their names, gift
amounts, gift dates, and funds. Build a constituent export based on your board member query.

Scenario: During your organization’s last board meeting, some of your board members expressed an
interest in their recent giving history. They want to see a giving history of board members, broken
down and grouped by fund, including details like constituent names, gift dates, and individual gift
amounts. Because no report exactly like this is available in Reports, you need to create a custom
report in Crystal Reports.

1. On the Raiser’s Edge bar, click Export. The Export page appears.
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2. On the action bar, click New Export. The Create a New Export screen appears.

Create a Mew Export E3

YWhat type of export do you want to create’y

Gift

Individual Relationzhipz
Action

Campaign

Fund

Appeal

Event

Farticipant

hembership

Job

Export format: I Microzaft Word Merge File j
¥ Include Header

Cancel

3. In the What type of export do you want to create box, select “Constituent” because you want to gather
your board member records.

4. In the Export format field, select “Blackbaud Report Writer Database (MDB)". Selecting an .MDB file type
tells the program to format the data in a way Crystal can read.

Create a Mew Export E3
A What type of expart do you want to create?

tituent

Individual Relationships

Action
Campaign
Fund
Appeal
Ewent
Farticipant
Memberzhip
Joh

Ewport format: Iﬂ Blackbaud Repart Ywiiter D atabaze [MDE] j

Cancel
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5. Click Create Now. The New Constituent Export screen appears.
=] E3

-EE Mew Constituent Export
File Edt “iew Favontes Toolz Help

= i

1:General l Z:0utput ]

All Records

Include these Constituents

¥ Inactive constituents

[ Deceased constituents

[+ Constituents with no valid address

‘Head of Household' Proceszing

" Export only constituents marked 'Head of Household!
" Export first constituent found

+ Export both constituents separately

[~ Create conbal repart i

Mewt > Cancel Expart Mow

6. On the General tab, click Include to select the specific records to include in the export.

-EE Mew Constituent Export _ (3] =]

File Edt “iew Favontes Toolz Help
- il

1:General l Z:0utput ]

|n§[LiJE|E All Records
Al Records
ed R
One Record sihg Include these Constituents
¥ Inactive constituents
[ Deceased constituents

[+ Constituents with no valid address

" Export only constituents marked 'Head of Household!
" Export first constituent found
+ Export both constituents separately

[~ Create conbal repart i

Mewt > Cancel Expart Mow
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7. Because you want to export only your board members’ records, choose Selected Records. The Open
Query screen appears.

i+, Open Query

Find: I Cueries j

ol Open

Cancel

& Ed
17 Add Mew

Options

Find Quernies that meet these criteria:

Query type: IW Created On: Ij @ Find Now
Query format: Iﬁ Created by: lﬁ Mew Search
Querny name: lﬁ
Description: lﬁ
™ Show merged quenies only ™ Exact match only Expand Besults

KR

8. Because you want to export information about your board members, enter “board” in the Query name
field.

9. Click Find Now and any query beginning with “board” displays.

i+, Open Query

Find: I Cueries j

Query Mame Query Descripkion Twpe Fao @ Open

Board Members This query

Cancel

o e |
[t ]

17 Add Mew

Options |
KV i
Find Quernies that meet these criteria:
Query type: I <&l relevant typesy 'l Created Or: I EI 4 Find Now |
Query format: I vl Created by: I vl Mew Search |
Guery name: Iboard - I Q
Description: I - l
™ Show merged quenies only ™ Exact match only Expand Besults |

| 1 recaord found.

10. Highlight the Board Members query.
11. Click Open and you return to the General tab. “Board Members” shows to the right of the Include button.

Note: The first field in the Output box of an export is either the export’s name (for saved exports) or the
export type (for exports not saved).
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12. Accept the defaults for all other fields on the General tab. Select the Output tab.

File Edt “iew Favontes Toolz Help

AR E |

1:General
— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j % Hew Constituent Export
- B Constituent Information -

Spouse

Aliazes

Credit Cards

Constituent Codes

Solicit Codes

Salicitor Goals

Primany Alurmni infarmation
Frimary Business information
Address
Addressee/Salutation

F#l Relationships |

i i | Find...l Gielet -y ®| <-Flemu:uve| [ Format... I = (Eriteria. |L|L|

< Back | Hert = | Cancel | EHpDrtNDﬂl

I 7

Because you want to include Constituent Name, Gift Date, Gift Amount and Fund Description in your
export, you must select these fields from the tree view on the left.

13. From the tree view on the left, in the Available Fields to Export frame, click the plus sign next to
Constituent Information.

E. Mew Constituent Export [_ O] x|
File Edt “iew Favontes Toolz Help

AR E |

1:General  Z:0utput |

— Avallable Fields to Export — Output
S |<,.f.\||> j % Hew Constituent Export

=-EF Constituent Information ﬂ
----- 0 Academy D

----- 0 AddedBy

----- 0 Address

..... § age

----- 8 Annotation

----- 0 Annotation Auto Display?

----- 0 Anonymous?

----- 0 Birthdate

----- 0 Bithplace

----- 0 Constituent Code _lj
4| | 3
i Select - ®| <-Flemu:uve| [H| Farmat... I = (Eriteria. |L|L|

< Back | Hert = | Cancel | EHpDrtNDﬂl

I 7
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Tip: You can click Find to quickly access a field.
14. The fields are in alphabetical order. Scroll down the list and highlight Name.
15. Click Select at the bottom of the screen to move Name into the Output box on the right.

E. Mew Constituent Export M=] E3

File Edt “iew Favontes Toolz Help
AT E R |

1:General  Z:0utput |

— Avallable Fields to Export — Output
S |<,.f.\||> j % Hew Constituent Export
=1+ [E Constituent Information
----- B MaxMatchPerGit ] 0 Name

----- 0 Max Match Tatal

----- g Middle Name

----- 0 MinMatch Annual

----- g MinMatch Per Gift [
----- A MinMatch Total

----- 0 Month bom

----- I MName

----- 0 Mickname

----- 0 Novalid Addresses?
----- A Mo emplovees

i i | Find...l <-Flemu:uve| i Format... I iy Eriterial.. |L|L|
< Back | Hert = | Cancel | EHpDrtNDﬂl

I 7

Note: For more information about Export, see the Export chapter in the Query & Export Guide.

16. From the tree view on the left, in the Available Fields to Export frame, click the plus sign next to Gifts.

17. Highlight Gift Amount, then click Select to move it into the Output box on the right. The Gifts Criteria
screen appears.

Gifts Criteria [ x|

1. General |2: Filtersl 3 Gl T_I,Jpesl

Far each Canstituent, enter the number of Gifts to expart: I_
 Include Gifts with these Dates
Date to use:l Gift date j
Date: IIncIude all dates j
 Include Gifts for these Amounts———— — Soft Credit Gifts Ta
Start amount:l EI & Danor
 Soft credit recipisnts IUSE distribution on gift j
End amount:l EI — -
™ Eoth IUse digtribution on gift j
Order Gifts By Date ———— [~ Credit Matching Gifts To
’_I- % sscending ) Descending " Daonor % MG Compaty " Both

Cancel |
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18. Because you want to include all gifts to all funds for this group of constituents, accept the defaults on the
Gifts Criteria screen. Click OK.

Note: You can also double-click on a field to move it to the Output box.

19. From the tree view on the left, under Gifts, highlight Gift Date and click Select to move it into the Output
box.

E. New Constituent E xport [_ (O] x|
File Edit “iew Favortes Toaols Help

=N R |

1.General 2 Output |

—dvailable Fields to Export — Dutput
Show: |<,f_-._||> j 'I:'E New Constituent Export

- - B Corstituent Information
----- B First Premiumn Dug x| P Mams

----- B Flexible defered? é__, Gifts
""" B Fund i-f Gift Amount
----- B Gift Amount | ] Gitt Date
----- 0 Gift code

----- 0 GiftDate

----- B Gift has been realized?

----- B GitlD

----- B Giftis Linked toa Cash Gift’
----- B Giftis Linked to Planned

----- B Gift status hd
| | B

@ Find | Select> [ |

I Fomat.. | ey Criteria... |L|L|
< Back | TdErt | Cancel I EHDD[[NDﬂl

| 4

20. From the tree view on the left, under Gifts, click the plus sign next to Funds. Highlight Description, and
click Select. The Selected Funds screen appears.

Selected Funds
Imciude:; & Luery
Type an enty to zearch the list:
4 Find Now | Include theze Funds
jio} IDescription Iﬂ jio} Description
2003AMMUAL 2003 Annual Fund
2003MEMEER. 2003 Membership. ..
2004AMMUAL 2004 Annual Fund > |
2004MEMBER. 2004 Membership. ..
2005AMMUAL 2005 Annual Fund LI
200SMEMEER, 2005 Membership. .. <<|
2006AMMUAL 2006 Annual Fund
nnnnnnnnnnnn T
™ Show inactive Funds
Ok, | Cancel |

21. Because you want to report on gifts to all funds for your board members, click the double right arrows to
move all funds into the Include these Funds box on the right.

22. Click OK. This completes the selections for the export.
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23. Click Export Now in the lower right corner. The Export file name screen appears.

Note: Itis important to remember the location of your .mdb database file. When you begin creating your
Crystal report, you will be prompted to locate this .mdb file.

24. In the File name field, enter “Board Member Gifts”. Select a location to save your export. The Save as
type field should automatically show “Blackbaud Report Writer Database (MDB)".

Export file name

[7]x]

Save i IaMyFiIes j L] |‘j€ .

Hiztory
@
Deskta

My D ocurments

=

hdy MNebwark P

File name: IBoald tember Gifts j Save I
Fave a3 lype: IBIackbaud Fiepart writer Database (MDE) j Cancel |
v

25. Click Save and the export processes. A screen appears telling you the number of constituent records

exported.

The Raizer's Edge |

10 oz exporked.
Elapzed Time: 00:00:07

26. Click OK.
27. Click the “X”

in the top right corner of the New Constituent Export screen. A message appears, asking if

you want to save the export.
28. Click Yes and name the export “Board Member Gifts”.
For more information about exporting, see the Query & Export Guide.

Report Setup

To create a new custom report in Crystal Reports, you need to open a new blank report, and attach the export file
you created to serve as the data. Once you start building your report, only data generated in the export file is
available. You are not connected to your Raiser’s Edge database.
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» Creating a new custom report

Now that you have created your export, you are ready to start creating your new custom report. In this
section, you will begin inserting your board member fields and formatting your report to create the look you
want.

Note: For additional help with Crystal Reports, Blackbaud offers a custom report writing service to fit the
needs of your reporting requirements. For more information or to obtain an estimate for your report
template, call 1-800-443-9441 or send an email to solutions@blackbaud.com.

1. From your desktop, go to Start, Programs, Crystal Reports 11. You may also have an icon on your desktop
you can double-click to launch the program.

Crystal opens and the Getting Started screen appears.

¥ Lrystal Reports - [tart Page]
) s ew b

0 & - z L 3 e = w2

? 5 [

- Start Page x| A b | Workbench ax
]| im Ak -

Getting started 7 <Creste a oew projet>
e

Rasources New Reports Recent K
@ [Troe o keyword for index [Ba] standard Hepart Wizard o reeert
Opan Fi

I sample reports
B Check for Undates

F chow online resources
-
i OLAR Cube Report Wirard

Hesources tinline |
Are You .

Introducing
crystalreports.com mal oo

Whare your reports live on the web,

spead,

Mew featu
1t's instant, simple and secure plus, Find cut wh
with your existing * -"

t t Ju Lanilly ¥ sl Installatic
infarmation, in the farm of Crystal ¥ wports toda ing Read the n
Reports. no additional costs, and na [T how ta inst
resources, from yous ¢

g mriply $ign up snd start using the
4] Froduct di

service immediately
Funad the 1 =]

. | |
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2. In the Getting Started frame, click Blank Report. The Database Expert screen appears.

i patabase Expert =] B3

Data |

Browse the data source for the tables pou want to add.
[Mote: to edit the aliaz for a table, select the table in the 'Selected T ables' tree and click an it or
press the F2 key)

Available Data Sources;

2R CLirrent Co
[ (L F avorites

Selected Tables:

E- (] Histary 5
[ [C Create Mew Conrection —
B[] Repository L

ok I Cancel | Help |

4

3. Click the plus beside Create New Connection to expand the tree view.

4. Click the plus beside Database Files. The Open screen appears so you can find your Raiser’s Edge
database file.

Look in: I@MyFiIes j (] £F EB- 58 EE

Board Member Gifts,MDE

File: name: | Open

Files of type: IUserDefauIt j Cancel |
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5. Highlight the .mdb file you need, and click Open. You return to the Database Expert screen. Notice all

your database fields are listed in the tree view.

Ei patabase Expert

Data |

Browse the data source for the tables you want to add.

[Mote; to edit the alias for a table, select the table in the 'Selected Tables' tree and click on it or

press the F2 key)
Auvallable D ata Sources:

- [_] Create New Connection
G- (] Aecess/Excel (DAD)
H-[CADD.MET [ML)

=B D atabaze Files
%3 Find Database File

-#4 Add Command
-8 Cn

-[E8] CrBio

[ CniGk_1

“-[ Cnif_1Fnds_1
-] Exchange 5.5 Message
#-[CJ Exchange Message Tran

[

)-8 C\files\Board Memt

-

-7 Legacy E:-tcllﬂanue

4

Selected Tables:

IS[=] E3

| L

s

| ey

<8

o]

Cancel |

Help

P

6. Highlight the path to your .mdb file in the Available Data Sources box.

Ei patabase Expert H=] E3
Data |

Browse the data source for the tables you want to add.

[Mote; to edit the alias for a table, select the table in the 'Selected Tables' tree and click on it or

press the F2 key)
Auvallable D ata Sources:

=[] Create Mew Connection

- (D Access/Excel (DAD)
--DADD.NET [=hL]

EID [1atabaze Files

: ind Databasze File
oard temy
- Add Command
-8 Cn

-[E8] CrBio

-[E8] Cnizf_1

-] Exchange 5.5 Message
#-[CJ Exchange Message Tran

-7 Legacy E:-tcllﬂanue

4

[ ]

-

| et

E

| ) |

<8

Selected Tables:

o]

Cancel

Help
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7. To move all of the fields in the .mdb file to the Selected Tables box, click the right double arrow button.
The fields appear in the box to indicate they have been included for your Crystal report.

Ei patabase Expert H=] E3

Data | Links |

Browse the data source for the tables you want to add.

[Mote; to edit the alias for a table, select the table in the 'Selected Tables' tree and click on it or
press the F2 key)

Selected Tables:

= ---_@ CAfilestBoard Member Giftz b
Ch

Auvallable D ata Sources:

--DADD.NET [=hdL]
=[] Database Files
% Find Database File >
-3 C:Afiles\Board Memt
: -#4 Add Command
-8 Cn

-[E8] CrBio

[ CniGk_1

“-[ Cnif_1Fnds_1
-] Exchange 5.5 Message
#-[CJ Exchange Message Tran

[T Legacy Exchange
1| | 3

‘[ CnGE1Fnds_1

L L

<8

-

1

| ©

0K | Cancel | Help

|
Z

Note: The Visual Linking Expert screen shows the tables in the export file and how they link together. For most
reports, you do not need to alter these tables or their links manually. Click OK, and Crystal Reports
automatically links the tables correctly.

8. Click OK. The Visual Linking Expert on the Links tab appears.

i patabase Expert =] B3
Dats  Links |
Link together the tablez you added to the report.
Linking iz needed to match records of one table with coresponding records of another table.
Auto-Arange
I Cr_IDKEY I CrBio| [ Autelink
[ CrBio_LINK CriBio % By Mame
B a1 LINK [ CrBio By Key
Link |
e Order Links... |
B Crisf | ;
s Clear Links |
CneF | Delete Link |
s Craf |
W CnGf | Lird Options... |
< | b Index Legend... |

[ o ]

Cancel Help

S
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9. Click OK.

Note: The Workbench appears on the right side of the screen. You can use the Workbench to contain projects
that contain one or more reports. For more information, see the Crystal Reports XI help file. To remove the
Workbench from your screen, click the X in the top right corner of the screen.

The blank Crystal report is now available.

W Crystal Reports - [Report1]

[ e g% wew ot Fomgt Dotsbwse  Ropot edow e

D W[ SRES BT - - om0 ERT M e - a2
Al ot B T U|FFHEE|A- P ) 5
iah BE OGO EGE %W |- OQF Mo @ s ig G Q

St Fage . Reportl x| A b | Wodhonch ax
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10. To display the Field Explorer frame, select View, Field Explorer from the menu bar. The frame appears on
the right side of the screen.
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This frame contains all the fields you exported from The Raiser’s Edge. You will use these fields to build
your report.
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Report Layout

The placement of fields on the report determines the final look and effectiveness of the report. It is important to
understand that fields are calculated and grouped based on the section into which you insert them.

» Inserting fields into a new report

Once you have designed your report, you are ready to start inserting your export fields into the report. Pay
close attention to the fields and report sections to make sure you place everything correctly.

1. From the new blank report, in the Field Explorer frame, click the plus sign next to Database Fields. All the
data from The Raiser’s Edge appears.

2. Click the plus sign next to CnBio.

=7

Field Explorer

El- B Database Fields
=@ Cn

5

. .m= CnBio_IDKEY
~E=3 CnBio_Mame

; cniaf_1
- Cn&f_1Fnds_1
----- ¥4 Faormula Fields

-Gl SCQL Expression Fields
----- [?] Parameter Fields

----- "E Running Total Figlds
----- ‘= Group Mame Fields
-4 Special Fields

Warning: Remember, links and identifier keys are exported out of The Raiser’s Edge along with the fields and
data. When you look through the Field Explorer frame, make sure you only insert fields onto the report, not
LINKs or IDKEYs.

3. Highlight CnBio_Name. Click and drag it up to the far left side of the Details section. Release your mouse
to drop the field in place.
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The field name is automatically added in the Page Header section above the field.
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Before you add any other fields, you may need to move or size this field to make sure it is the correct size
for the data. If the box is too small, the data will be truncated. If the box is too large, there will be too
much white space between fields. For more information about moving and sizing fields, see “Moving

fields in a report” on page 25, or “Sizing fields in a report” on page 24.

From the Field Explorer frame, click the plus sign next to CnGf_1. Then, highlight CnGf_1_Date.

4 [ | Field Explorer o x

Wil AR
El- B Database Fields
=-E cn
=-E crbio
----- m= CnBio_IDKEY
----- E=L CnBio_Mame
----- = CnBio_LIMK
B8] CniEf 1

..... m= CniGf_1_IDKEY
----- = CnGl 1 Amount
----- = CnEf 1 Date
..... = CnGf_1 LMK
----- == Crisf_1Fnds_1 LINK
B-E2] CniEf_1Fnds_1
----- ¥4 Farmula Fields
-Gl SCQL Expression Fields
----- [?] Parameter Fields
----- "E Running Total Figlds
----- ‘= Group Mame Fields
-4 Special Fields
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5. Click and drag CnGf_1_Date into the Details section next to CnBio_Name. Release your mouse to drop
the field in place. Leave about a quarter of in inch between the two fields.

The field name is automatically added in the Page Header section above the field.
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From the Field Explorer frame, under CnGf_1, highlight CnGf_1_Amount.

Click and drag CnGf_1_Amount into the Details section next to CnGf_1_Date. Again, leave about a
quarter of an inch between the two fields.

Once you insert these fields on the report, close the Field Explorer frame.

Even though you exported fund description from The Raiser’s Edge, you do not actually insert it on the
report. You will use it later to group and sort your records.

Formatting a Crystal Report

After you insert your fields, move them to the correct sections, and size them appropriately, you need to format
the report. You will add a report title, update your field headings if necessary, select a color and font size for your
data, and generate a report grand total.

» Inserting text fields in a report
Text fields, such as titles, can be inserted into a report at any time.

1.

2.

3.

From the Design tab of your report, click the Insert Text Object (or ab) button on the toolbar. Drag the box
down into the Report Header section and click once. A text box appears with a active cursor.

In the text box, enter “Board Member Giving”, then click once outside the box, or press the Esc key on
your keyboard.

To center the title across the top of the report, click once on the field to activate the move box. Using the
small, black squares on either side of the box, stretch the field all the way to the left of the Report Header
section, and then all the way to the right. The title box should stretch across the entire width of the
section.
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On the toolbar, click the Align Center button. The title moves to the center of the report.
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Normally you would probably increase the font size of the title, change the color, and add a border.

However, for this report, we are going to apply a style expert later that automatically makes these
enhancements.

» Changing field headings in a report

You can change the name of a field heading on your report to make it more intuitive for your audience. For
example, you can change CnBio_Name to Constituent Name to make your report more clear.

1. To change the name of the constituent field, click once on CnBio_Name in the Page Header section.

2.

Right-click and choose Edit Text from the menu. An active cursor appears in the field header box.

Replace CnBio_Name with “Constituent Name”, then click once outside the box.
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3. Change the other two field header names to “Gift Date” and “Gift Amount”. Make sure you are in the
Page Header section before you attempt to change the name.

» Generating subtotals

Because you want your report to display a subtotal for each fund, you need to generate one based on the gift
amount.

Warning: Be careful to click the CnGf_1_Amount in the Details section, and not in the Report Header section.
Because you are asking the program to perform a calculation, you must use a numerical field, not a text field.

1. To generate a subtotal of the gift amounts, click once on CnGf_1_Amount in the Details section.
Right-click with your mouse and select Insert. A submenu appears.

2. From the submenu, select Summary. The Insert Summary screen appears.

Insert Summary E |

Chooge the field to summarize;

| = B

=

Calculate thiz summary:

ISum j

— Summary location

Grand Total [Report Footer] j

|hgzert Group... |

— Dptiohz

™| Show az & percentage of

| =]

™| Summarize across hierarchy

(] I Cancel | Help |
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3.

4.
5.

Click Insert Group. The Insert Group screen appears.

Insert Group E |

Common | Optians |

YWwhen the repart iz printed, the records will be sorted and

grouped by:

IEE' CrBio.CrBio Mame j
Iin azcending order. j
[~ Usze aFormula as Growp Sort Order *_*2.

The zection will be printed on any change of:
CnBio.CnBio_Mame

(] I Cancel Help

In the first drop-down filed, scroll down to the bottom of the list and select CnGf_1Fnds_1_Description.

In the second field, leave the default of “in ascending order”.

Insert Group E |

Common | Optians |

YWwhen the repart iz printed, the records will be sorted and

grouped by:

IEE' CniGE_1Fnds_1_Description j
Iin azcending order. j
[~ Uze a Formula as Group Sort Order %2

The zection will be printed on any change of:
CnGE_1Fndz_1_Description

(] I Cancel Help

6. Select the Options tab.
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7. Mark the Keep group together checkbox. This ensures groups of gifts to the same fund are not split over
two pages.

Change Group Options E3 |
Common  Options |

[ Custamize Group Mame Field

{* | Choose From Existing Field

IEE' ChBio.CnBio_Mame j
X2
= ze a Formula &z Group Mame -

¥ Keep Group Together

[~ Bepeat Group Header On Each Page

(] I Cancel Help

8. Click OK. Your return to the Insert Summary screen.
9. Click OK. You return to the Design tab of your report.

Notice that two new sections, Group Header #1 and Group Footer #1, have been added. Also notice two
new fields have been added to the report itself. These are the subtotal and group fields. The new field in
the Group Header #1 section will show as the fund description on your final report. For example, 2007
Annual Fund. The field in the Group Footer #1 section is the actual subtotal amount of all the gifts for one
fund.
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Note: If the time appears in your Gift Date column, you can quickly remove this information. To do this, right
click on CnGf_1_Date in the Details section on the Design tab. A menu appears. From the menu, select Format
Field. On the Date / Time tab, select the format you prefer to view dates in your Crystal report.

10. To view the results of your report so far, click the Print Preview button on the toolbar. This provides a
preliminary preview of the basic data so you can verify the information. You may notice your gift amount
headers are truncated, or that some constituent names appear more than once. This is normal and is
addressed in the next section.
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» Sorting and grouping gifts

Because you generated a subtotal for your gift amounts, there is already a report group of fund description.
However, you can add another group or an additional sort to your report.

You decide you want to see all the gifts for each fund group sorted from the largest gift to the smallest.

1. To sort the gift amounts in descending order, highlight one of the individual amounts from the Preview
screen. All gifts in the list are shaded in gray. On the toolbar, click the Record Sort Export (or A to Z)
button. The Record Sort Expert screen appears.

E Record Sort Expert

Axailable Fields: Soart Figlds: + +
¥ | "= Group #1: CniGi_1Fnds_1.CnGE1Fnds,

-

P o= CniGl_1Fnds 1.CniGE_1
= @ C:AfilestBoard Member Gift:
=& Cn

o ‘ o

iem= Cr |DKEY -
= ChBio LIME — Sort Direction:

...... @ CrGLT_LINK £ Ascendinn
e | =T LIJ | Descending

0K I Cancel Help
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2. From the Available Fields box on the left, highlight CnGf_1.CnGf_1_Amount.
3. Click the single right arrow button to move it into the Sort Fields box on the right.
4. In the Sort Direction frame, select Descending.

Ayailable Fislds: Sort Figlds: + ¥

=&, Repart Fislds b | = Group #1: CrGE_1Frds_1.CnGE_1Frds,
= ChBio.ChBio_MName = [ - ChlGE_1.ChGE_1_Amount

e CrGE1.ChGE1_Dats g |
-3 CnlGl_1.CnGEET_Amow
[ == CnlEf_1Fnds_1.CnGE_1
C- 8 CAfles\Board Member Gifts

|»

E-E Cn
----- a= Cr IDKEY — l | [
m= CnBio LIMEK  Sort Direction;
= EnGf_1_LIME _ILI i Azcending
[l B o T H
1 | | 4 L 2

ok I Cancel | Help |

5. Click OK. Your individual gift amounts should now show in descending order from largest to smallest gift.

» Using the Select Records Expert in a report

Select Records Expert is a filtering tool within Crystal Reports that enables you to limit the results of your data,
even after you have already created the report. The main advantage of this tool is that you do not have to
export data again to change the results of your report. Also, the entire set of data you export is always there.
You can choose to display only what you want to see at one time.

1. To filter the results of your report to show only gifts of $50 or more, highlight one of the gift amounts on
the Preview tab and click Select Expert on the toolbar. The Select Expert screen appears.

Select Expert E3

CnGF_1.CnGF_L_Amaunt | Mews |

Mew, ..

Delete |
[ Eemn |

Browse, ..

(o] 4 I Cancel | Help | Show Formula =53 |

2. Inthe first field, select “is greater than or equal to” from the drop-down arrow. A second field appears.
Select $50.00 from the drop-down arrow. This simple equation tells the program to only show gifts of S50
or more on the report.

Select Expert E3

CnGF_1.CnGF_L_Amaunt | Mews |

Mew, ..

Iis greater than or equal to j | $50.00 j
Delete

o |
[ Ezme |

Browse, ..

(o] 4 I Cancel Help Show Formula =53 |
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3. Click OK. A screen appears telling you the data has changed. It also asks if you want to use data
automatically saved from the last time you made a change, or do you want to refresh the data.

Change In Record Selection Formula

?/ Use zaved data from: 08/08/2006 14:38 7

Use Saved Data | Befresh Data |

4. To use the most recent data, click Refresh Data. You return to the Preview screen of your report. Now,
only gifts of $50 or more show.

» Generating a report grand total

You can generate a grand total for any list of data on your report. For example, generate a grand total of all
gifts listed.

1. From the Preview tab of your report, highlight one of the gift amounts. Make sure it is a single gift, not
one of the subtotal amounts. By doing this from the Preview screen, all gifts in the list are highlighted and
treated as one field.

Right-click and select Insert. A submenu appears.
From the menu, select Grand Total. The Insert Grand Total screen appears.
In the Calculate this summary field, select sum from the drop-down menu.

In the Summary location field, select Grand Total (Report Footer) from the drop-down arrow. This
indicates you want to place the grand total in the Report Footer of your report.

Insert Summary E |

Chooge the field to summarize;

= CnGf_1.CGH_1_smount =

vk wnN

Calculate thiz summary:

ISum j

— Summary location

Grand Total [Report Footer] j

— Dptiohz

™| Show az & percentage of

| =]

™| Summarize across hierarchy

(] Cancel | Help |

6. Click OK. The program calculates a simple mathematical sum of all gift amounts.
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7. Scroll to the bottom of the Preview screen to see the grand total amount under the list of gift amounts.
From the Design screen, the grand total shows as Sum of CnGf_1.CnGf_1_Amount (when you expand the
entire field) in the Report Footer section.
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» Applying a report style

Using the Style Expert is an easy way to make your report look professional and more presentable. You do not
have to manually go through each field and apply format changes.

1. Before you apply a style template, highlight the three header fields (Constituent Name, Gift Date, and Gift
Amount) in the Report Header section and press DELETE on your keyboard. After you apply a style, these
headers will be unnecessary.

2. To apply a style template to your report, select Report, Template Expert from the menu bar. A warning
message appears, letting you know it is not possible to undo this command.

Confirm Command [ ]

YWarming: [t iz nob pozsible to undo thiz command. Would you like bo perform the command
argmay’y
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3.

6.

Click Yes. The Report Style Expert screen appears.

B Template Expert E3

' Apply a new template

Available Templates Prewigw

Mo Templake
Block {Blue)
Confidential Underlay

Carporate - Page Sections Only
Carporate (Blue)

Carporate (Green)

Double-Sided Page Headers|Footers
Executive Summary or Title Page
Faorm (Maroon)

Gray Scale

High Contrask

Conkrask Index

Table Grid Template

Wave

Browse... |

) Wndo the current template

| Be-applithe last template

QK I Cancel | Help |

4

Go through the different styles on the left, and based on the preview on the right, highlight the one you
want to use.

Click OK. The style is automatically applied to your report. You can still make changes to the report if
necessary.
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Once you make you final adjustments, save your report with a name you can remember. For example,
Board Member Giving. For more information about saving a Crystal report, see “Saving a report” on
page 41.
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Setting the Location for an Existing Crystal
Report

As you have learned, two files exist in a Crystal report. The .mdb file is the file you create when you export data
from The Raiser’s Edge. This file contains your actual Raiser’s Edge data. The .rpt file is the file you create in
Crystal Reports for Blackbaud. This file includes the design and layout of your report.

» Setting the location for an existing Crystal report

You may want to create a certain custom report for your organization in Crystal Reports only once. Other
times, you may want to create a Crystal report that you can use to report weekly or monthly information. For
example, you can create a custom report to show new pledge donations made every month. For custom
reports you want to generate multiple times, you can use the same Crystal report file (the .rpt file). You can
update this file with your most current Raiser’s Edge file (the .mdb file) by setting the location of the new
data file in Crystal Reports.

Note: This procedure is written as if you have already exported your data file from The Raiser’s Edge. For
more information about exporting a data file, see “Creating a new export file” on page 4 or the Export chapter
in the Query & Export Guide.

1. From your desktop, go to Start, Programs, Crystal Reports 11. You may also have an icon on your desktop
you can double-click to launch the program.

Crystal opens and the Getting Started screen appears.

I Lrystal Reports - [start Page]

" Start Page x| Ab | Weekbench ax

tietting Started Al

Hasources New Reports Hecent K

@ [Troe a keyword for index Gio|

Na recent |
B open

andard Report Wizard

Hesources tinline |

Are You .

crystalreports.com

Whare your reports live on the web,

2. In the Recent Reports frame, click the report name if you recently opened the report. If the report name
does not appear in the frame, click Open on the action bar to browse to your .rpt report file.
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3. After your Crystal report (the .rpt file) appears, select Database, Set Datasource Location from the menu
bar. The Set Datasource Location screen appears.

% Set Datasource Location

Change the location of the data source by selecting the curent database [or table] and choosing the database [or table] to
replace it with. Then click Update.

LCurrent Data Source:

= [ report
=LY

Properties
Cn

-8 CrBio
-[@ CnGH_1
[-[@] ChiGf_1Fnds_1

Replace with:

- [Z1 Current Connections Update I
v L7 Favorites

[ History

- [Z Create New Cannection
- [ Repositary

Cloze | Help |
&

4. To replace the linked .mdb file with the most current .mdb file you exported from The Raiser’s Edge, click
the plus next to Create New Connection in the Replace with frame.

5. Click the plus beside Database Files. The Open screen appears for you to find your Raiser’s Edge database
file.

Look in: IEM}'F“ES j " £ EB- £ #E

[ Board Member Giftsz, MDE

File: name: | Open I
Files of type: ILIse[ Default j Cancel |
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6. Highlight the .mdb file you need, and click Open. You return to the Set Datasource Location screen.

% Set Datasource Location

Change the location of the data source by selecting the current databaze [or table] and choosing the database [or table] to
replace it with. Then click Update.

LCurrent Data Source:

= [ report
E@; C:Miles\Board Member Gifts. MDB
Froperties

& Cnit_1
[+-[@ CniGf_1Fnds_1

Fieplace with:

;I Update |

= i
i [E] CnlGF_1Fnds_1
- [ Exchange 5.5 Message Tracking Log

£
- [Z] Exchange Mezzage Tracking Log
(L] Legacy Exchange
- [C Mailbax Admin d|
Close | Help I
4

Your old .mdb file still remains in the Current Datasource box. The new .mdb file is in the Replace with
box.

7. Highlight the path to the new .mdb file, and click Update. Note, the path to the .mdb file in the Current
Datasource box now reads the location to the new .mdb file.

8. To return to the report screen, click Close.

You can view new fields added to the .mdb file. To do this, select View, Field Explorer from the menu bar.
The Field Explorer frame appears on the right side of the screen.
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. I | ® @ Dotabass Fiskls
-Bu;:g;::‘: R R T R I R Y TR Y Y .
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2004 M . [?) Parameter Fiekds
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2006 o] P 4 T Special Fields
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Natwal Dise "G|||
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In the Field Explorer frame, click the plus beside Database Fields to access your fields from The Raiser’s
Edge.

4 [ | Field Explorer o x
b W |
-3 Database Fields
i -8 cn
| S ; _
1= =+ CrBio
--m= CnBio_IDKEY
-m=y CnBio_Name

i-EE (CnBio_Micknarne
----- = ZnBio_Address
: ~E= ZnBio_Rirth_date
= ZnBio_LIMEK
-] Criaf_d

-5 CriEf_1Fnds_1

----- ¥4 Formula Fields

~J&@ 5L Expression Figlds
----- [?] Parameter Fields

----- z Funning Tokal Fields
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_| m-% special Fields
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