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1. Introduction

Reports help you represent data in a meaningful manner. In this advanced tutorial, you will see
C o mp o s e rich reporting capabilities. This tutorial guides you through using a report wizard to build
both simple and complex reports in just six simple steps.

You will learn how to build four different types of reports, namely, standard, group, matrix, and chart
reports. You can also specify the format in which you want the report to be displayed, namely, PDF,
HTM, Microsoft® Word, and Microsoft® Excel.

In this tutorial, you will use the data from the Travel Approval App by John application. So, itis
recommended to complete the first three tutorials in the Quick Start Tutorial Series to see
meaningful data in the reports.

ObJeCtlveS 1V Select Type

Build four different types of reports. See how all the
reports work. !

) —

L [——' Select Object ]’—l
Prerequisites = =
Completion of Quick Start Tutorial 1: Building a . I Select Content
Form

Completion of Quick Start Tutorial 2 . Setting up - IF
Organization Data Run Condition
Completion of Quick Start Tutorial 3: Building a l

Business Process

= ‘ Run Report

Estimated Completion Time

45 minutes
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2. Building Reports

Composer offersthe Report Wizard , which guides you through building reports quickly and easily.
You can access this wizard through the Composer Assistant , Which is always available to you while
building an application.

The following are the six steps involved in building reports:

1. Define the report properties: You need to select the type of report that you want to build and
provide a name and description for the report. You also need to select the report format and the
application object that you want to use for the report.

2. Specify the report content: You need to select the fields that you want to display on the report.
You can also group and sort the report data depending on the type of report you want to build.

3. Select the summary options: You can select summary options if you want to s ummarize report
data. You can select from aggregate functions and grand, page, chart, and table summaries
depending on the type of report you want to build.

4. Filter data: You can define one or more basic or advanced conditions to filter report data. You
can define conditions with application object fields and mathematical and boolean operators.

5. Set the layout properties: You can provide content for various sections of the report such as the
report title, header, footer, and summary. You can specify the date format. You can also select
the font -color and font -size for various sections of the report.

6. View the report summary: You can view a brief summary of the options that you specified for
the report such as the name of the report and the application object, t he report type, and the
report format. You can also view the condition you specified to filter data.

First, you need to log into Composer and access the Travel Approval App by John application.
1. Access Composer with the URL and access credentials sent to yo u via email. The Composer
start page appears. If you are the Account Administrator for your organization, the Account
Administration page appears.

2. Click Change Application at the top of the page and select Travel Approval App by John
The application appea rs.

3. Click Modify Application . The Composer Assistant appears.

Welcome John Anderson! 5 Profile [T Layout | [ Leg out

ety (] Support [ ool Advanced

\/ My Page | [ setup | [ Reports | [ Travel approval | [« Y[ »)

df Travel Approval App by John Sichange Applicati

My Tasks My ltems My Motifications  Announcements  Weblinks Recycle Bin “ioi1 »

My Page
My Tasks | Proces: Status EMore | | My Items §processstatus EMore | | Create Item
Subject State Delivery Date Identifier Application Dbject Created Date
TRNODOOOOFTRNOOOD,  TravelRequest 1f20{z010 ---Select kem Type-— | Creats
TRIOOOOODETRNODOD.  TravelRequest 1/20/2010
TRNODODDDS{TRNODOD.  TravelRequest 1/20/2010
Announcements Brore

It

ik
TRNDODDOO4/TRNOODD,  TravelRequest 1f20/2010
10fTRNO0OO0Z/TRAD,  Anticipated Costs 1113/2010
it

TRNOODOODZ{TRNOODD. TravelRequest 118/2010

weblinks B tore
Recent Items My Notifications B More
‘TRMOO0000Z{ TRNOO0DC0Z J Subject Delivery Date
10/TRINOO0002/TRNOO00002
TRNOOOO7/TRNDDDDDT
TRNOOOO006{TRNDD0D0
TRHDODDODS{TRNOD0D0DS
TRNOOODOD4/TRNDODODS
Recycle Bin B tore
40/ TRAOD00002/TRNODDNOD2
30/TRNOD00002/TRNDDDDODZ
20/TRNODODDDZ/TRRDDDAOOZ
|_Modify application l

Now, you are ready to build reports.
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2.1 Standard Report
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The standard report is a basic report that enables you to display data in a simple table.

Let us build a standard report to display all t
organization.

Building the Standard

1. Click Build Reports

2. Click New Report .The Report Wizard

Note : You can select the check box for

on the Composer Assistant

he data related to travel within al

Report

appears, displaying the

Skip this page next time

welcome page each time you build a report.

| the groups in your

X

.
|o Build Application Objects » |
|e Build Forms ¥ |
|e Build Business Processes |
|° Build Business Rules » |
|e Build Web Services > |

Mews Report

l

&l Reports

welcome page.

if you do not want to see the

*Required

Welcome to the Report Wizard

The Report Wizard helps you easily build a customized report. The

based on the data you created for various application objects. It can be displayed in
different file formats such as PDF, HTM, Microsoft® Ward, and Microsoft® Excel.

This Report Wizard quickly guides you through the following steps:
= Define the report properties

= Provide the repart content

= Seleck summary options

= Filter report data

= Define the report layout

= View the report summary

Click Mext to start building a report or Cancel to exit this wizard.

r Zkip this page next time

| Mext

report is generated

| Cancel

4. Click Next to go to the first step of the

CORDYS

Report Wizard

to define the report properties.
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= | Report Wizard -- Webpage Dialog

Define the report properties by providing a name and description, Select the repart type, report Format, and an application object,

Standard Group Matrix: Chart

[ata is arranged in rows and columns.

*
Report TYPE™ [ ot andard v

Report Mame* |

T

Description

Repart Farmat | o orobat Reader (pdf) %
Application Objsck* | |

Related Objects

#Required | Previous Mk || Cancel |

5. Inthe Report Properties page that appears, do the following.

a.

CORDYS

In the Report Type  drop -down list, select Standard . This is the default option.

Note : Alternatively, you can select the image displayed for the Standard report. The Standard
option appears in the Report Type  drop -down list.

Inthe ReportName box, type fATravel Requestso.

In the Description b o x, tDisplay s fhe travel requests for all the groups in the
organization 0.

In the Report Format drop -down list, Acrobat Reader ( .pdf) is the default sel ected
option.

Note : You can select other report formats such as Webpage (.htm) , MS Word (.rtf) ,and MS
Excel (.xIs)

Click £ forthe Application Object box. The Application Objects dialog box appears.

a - Webpage Dialog

=Z| Application Objects

' Seleck any of the existing application objects,

Application Dbject
TravelReguest

AnticipatedCosts

Ok | | Cancel
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f. Selectthe TravelRequest
application object.

a Report Wizard -- Webpage Dialog

o
N

Standard

application object and click

Matrix

CordVs
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B e T

f ﬁﬁ:rflltggmgz”?/ "I/;’ Z "I/;”éf

% Properties [ Z; 7 Z; 7 7
R v 7 i i %

Define the report properties by providing a name and description. Select the repart bype, repart Farmat, and an application abject.

Chart

-
Report Tyoe™ [ ot andard ~

Data is arranged in rows and columns,

Report Hame™ [ 1rayel Requests

Description

Displays the travel requests For all the groups in the organization.

Report Format [0 ohat Reader (.pdf) |3

Application Object™ |TraveIRaquest

|

Related Objects

*Required

OK. The report is being built on this

3

‘ Previous Il Text |I

| ‘ Cancel ‘

6. Click Next to go tothe second step of the

7. Inthe Report Content
All the fields that belong to the

Available Fields column. Do the following.

a. Click 27| All the fields in the
Fields column.

e | Report Wizard -- Webpage Dialog

D T T

e B e
e et 7 7 7
D A 7 7 7

B R G0

T R L A L ot R S A ed R AL f T

e

TravelRequest

Available Fields

Report Wizard

colu mn are displayed in the

TR

Y

77
7

to provide the report content.

page that appears, select the fields you want to display in the report.
application object are displayed in the

Selected

Selzct the figlds that need to be displayed in the report, Specify how the fields need to be sorted and grouped.
Available Fields Selected Fields Sort By
TravelRequest - Travel Request Mo
First By

Trawel Request Mo User Name Zelect Field— -
User N
Gser ame Graup In Ascending Crder -

roup Fram Date
From Date Then B
To Date ToDate Select Field- =
Travel Reason Travel Reason In Ascending Order =
Destination Destination
Manager -
Managar Derision = Manager
Comments Manager Dscision
Tokal Cost Camments
Created By
Created Date Total Cost
Madified By Created By
Madified Date Created Date

Modified By
Modified Date
*Required Previous | ‘ Tt | | | Cancel |

Note :

e To select the required fields one at a time, you can select each field in the

column and click -

Available Fields

e If you want a field to be displayed in the report with a different name, you can select the

field and click
name for the field.

CORDYS

. The Add Field As

dialog box appears where you can type another
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b. Press the Ctrl key on your keyboard and select the last

8. Click Next to go to the third step of the

9.
a.
b.
c.
CORDYS

Inthe Summary Options

TUTORIAL BUILDING REPORTS

column, Created By , Created Date , Modified By

Available Fields

| TravelRequest ~ ‘
Travel Request Mo
User Mame
Eroup
From Date
To Date
Travel Reason
Destination
Manager .
Managet Decision
Comments
Total Cost <
Created By
Created Date
Modified By
Modified Date

These fields are removed from the
report.

Selected Fields

CordVs
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Selected Fields
, and click -

four fields in the
, and Modified Date

Selected Fields
Travel Request Mo
User Mame
Group
From Diate
T Dake
Travel Reason
Destination
Manager

Manager Decision

Comments

Total Cost

column and will not be displayed in the

Inthe Sort By group box, do not specify any fields by which you want to sort the report
data as this will be discussed later in this tutorial. The data in this report will automatically

be sorted by the identifying field of the
report is being built. So, the data will be sorted by the

Inthe Show Summary For group box, select the
This option calculates the sum of the values in the

Note : You can select a summary option to calculate the
Minimum  of th e fields that are of  Number , Decimal

Selectthe Grand Summary
Total Cost

Select the Record Count check box under Grand

TravelRequest

Report Wizard

page that appears, do the following.

application object on which this
Travel Request No
to select the summary options.
Sum check box forthe  Total Cost field.

Total Cost  field of all the travel requests.

Sum , Average
,and Currency

, Maximum
field types only.

, and

check box. This option displays the sum of the values in the
field of all the travel requests at the end of the report.

Summary . This option counts the travel

requests displayed in the report and displays the count at the end of the report.

a Report Wizard -- Webpage Dialog @

Summary
Options

Show Summary For

Tokal Cost
Sum 2
Average
Maximurn
Minimum

-
-
-

v Grand Summary
W Record Count

¥ Page Summary cynulative

@ Individual

[~ Additional Chart summary

*Required

Select the summary options For the report, which include agaregate functions, grand, page, and chart summaries,

Previous || Hext | H Cancel |
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d. Selectthe Page Summary check box. This option calculates the sum of the values in the
Total Cost  field of all the travel requests on one page and displays the sum at the end of
that page. If there is a lot of data to display in a report, the records may run into several
pages. So it is helpful to have a summary on each page.

e. Selectthe Individual option under Page Summary . This option displays the sum of the
values inthe Total Cost field of all travel requests in a single page only.

Note :

e Youcanselectthe Cumulative  option if you want to display the sum of the values that
appear inthe Total Cost field of all records in the current page and the previous pages.
For example, the  Page Summary on page 3 will display the sum of the values that appear
inthe Total Cost field of all travel requests on page 3 as well as the sum of the values on
pages 1 and 2.

e Youcanselectthe Record Count check box under Page Summary to count the travel
requests displayed in each page and display the count at the end of each page.

10. Click Next to go to the fourth step of the Report Wizard to define conditions to filter report
data. You can skip this step as we will define a condition to filter data later in this tutorial.

a Report Wizard -- Webpage Dialog

Create basic and advanced conditions to Filker repart data.

@ Basic Condition ¢ Advanced Condition

Rename Inputs

Field Operator Yalue Yalue? Connector

—Select-- -Select-- --Saled- ’j‘

*Required | Previous ‘ Next ‘ || Cancel |

11. Click Next to go to the fifth step of the Report Wizard to set the layout properties of the

report.
12. Inthe Layout Properties page that appears, dot he following.
a. Leavethe ReportTitle asis. The name that you typed for the Report Name  in the first
step of the Report Wizard appears here.
b. Inthe PageHeader box, type your company name. For exampl e
c. Inthe Summary box, type idhDei stprlaavyesl tr equests for all grou

d. Inthe Date As drop -down list, select MM/dd/yyyy . The Report Date  will appear in this
format in the report.

e. Click Add or Remove atthe top of the  Layout Properties page and clear the check box
for Page Footer .The Page Footer no longer appears in the layout properties.

Note : You can also select the font -color and the font  -size for each section of the report or use the
default selections that are provided.
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a Report Wizard -- Webpage Dialog, z

D ]

i 7 7 7 1 7
i . B roperies [ W
7 7 Z ¢ e oS 7

e e R 8t e e R,

\\
\\

=

%

Report Layout
Report Title

|Travel Requests

Page Header [padiant Power

Summary

Displays the travel requests for all groups

Date As [Miidctlyyyy - |- =

Page Mumber -QI

~-Report Summary--

Table Layout
Colurn Header [ S —-Page Footer—- --Page noi--

*Required Previous H Next H Cancel

13. Click Next to view a summary of the report.
14. Inthe Report Summary page that appears, view a brief summary of the report that you built
and click Check In . The Revision Comment dialog box appears.
Note :
You can click Previous if you want to modify any of the content you provided or selections you
made in the previous steps of the Report Wizard
You can select the check box for Large volume of data expected if you need to display a
report with a lot of data.
(-
15. Inthe Comment box, type ABuilt a standard report to vi

This is optional.
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