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1.  Introduction   
Reports help you represent data in a meaningful manner. In this advanced tutorial, you will see 

Composerôs 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, it is 

recommended to complete the first three tutorials in the Quick Start Tutorial Series  to see 

meaningful data in the reports.  

 

Objectives  
Build four different types of reports. See how all the 

reports work.  

 

Prerequisites  
Completion of Quick Start Tutorial 1: Building a 

Form  

Completion of Quick Start Tutorial 2 : Setting up 

Organization Data  

Completion of Quick Start Tutorial 3: Building a 

Business Process  

 

Estimated Completion Time  
45 minutes  
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2.  Building Reports  
Composer  offers the 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.  

 

Now, you are ready to build reports.  
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2.1  Standard Report  
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 he data related to travel within all the groups in your 

organization.  

 

Building the Standard Report  
1.  Click Build Reports on the Composer Assistant .  

 

 

 

 

 

 

 

 

 

 

 

2.  Click New  Report . The Report Wizard  appears, displaying the welcome page.  

 

 

 

 

 

4.  Click Next  to go to the first step of the Report Wizard  to define the report properties.  

Note : You can select the check box for Skip this page next time  if you do not want to see the 
welcome page each time you build a report.  



A D V A N C E D  T U T O R I A L :  B U I L D I N G  R E P O R T S   

   

       Page 7 of 34 

 

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

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

 

 

 

b.  In the Report Name  box, type ñTravel Requestsò. 

c.  In the Description  box, type ñDisplay s the travel requests for all the groups in the 

organization ò. 

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

option.  

 

 

 

e.  Click  for the Application Object  box. The Application Objects  dialog box appears.  

 

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

Note : You can select other report formats such as Webpage (.htm) , MS Word (.rtf) , and MS 
Excel (.xls) . 
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f.  Select the TravelRequest application object and click OK . The report is being built on this 

application object.  

  

6.  Click Next  to go to the second step of the Report Wizard  to provide the report content.  

7.  In the Report Content  page that appears, select the fields you want to display in the report. 

All the fields that belong to the TravelRequest  application object are displayed in the 

Available Fields  column. Do the following.  

a.  Click . All the fields in the Available Fields  colu mn are displayed in the Selected 

Fields  column.  

  

 

 

 

 

 

 

Note :  

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

column and click .  

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

field and click . The Add Field As  dialog box appears where you can type another 
name for the field.  
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b.  Press  the Ctrl  key on your keyboard and select the last  four fields in the Selected Fields  

column, Created By , Created Date , Modified By , and Modified Date , and click .  

 

These fields are removed from the Selected Fields  column and will not be displayed in the 

report.  

c.  In the 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 TravelRequest  application object on which  this 

report is being built. So, the data will be sorted by the Travel Request No .  

8.  Click Next  to go to the third step of the Report Wizard  to select the summary options.  

9.  In the Summary Options  page that appears, do the following.  

a.  In the Show Summary For  group box, select the Sum  check box for the Total Cost  field. 

This option calculates the sum of the values in the Total Cost  field of all the travel requests.  

 

 

 

b.  Select the Grand Summary  check box. This option displays the sum of the values in the 

Total Cost  field of all the travel requests at the end of the report.  

c.  Select the Record Count  check box under Grand Summary . This option counts the travel 

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

 

Note : You can select a summary option to calculate the Sum , Average , Maximum , and 

Minimum  of th e fields that are of Number , Decimal , and Currency  field types only.  
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d.  Select the 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.  Select the Individual  option under Pa ge Summary . This option displays the sum of the 

values in the Total Cost  field of all travel requests in a single page only.  

 

 

 

 

 

 

 

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.  

 

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

report.  

12.  In the Layout Properties  page that appears,  do t he following.  

a.  Leave the Report Title  as is.  The name that you typed for the Report Name  in the first 

step of the Report Wizard  appears here.  

b.  In the Page Header  box, type your company name. For example, ñRadiant Powerò. 

c.  In the Summary  box, type ñDisplays the travel requests for all groupsò 

d.  In the 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  at the 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 select the Cumulative  option if you want to display the sum of the values that 
appear in the 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 

in the Total Cost  field of  all travel requests on page 3 as well as the sum of the values on 
pages 1 and 2.  

 You can select the 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.  

 

 

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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13.  Click Next  to view a summary of the report.  

14.  In the 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.  

 

 

 

 

 

 

 

15.  In the Comment  box, type ñBuilt a standard report to view all travel requests for all groupsò. 

This is optional.  

 

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.  

 

 


