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NO OTHER WARRANTIES. CyberMetrics DISCLAIMS ALL OTHER WARRANTIES, EITHER EXPRESSED OR IMPLIED, INCLUDING BUT 
NOT LIMITED TO IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, WITH RESPECT TO 
THE SOFTWARE, THE ACCOMPANYING WRITTEN MATERIALS and ANY ACCOMPANYING HARDWARE. THIS LIMITED WARRANTY 
GIVES YOU SPECIFIC LEGAL RIGHTS; YOU MAY HAVE OTHERS WHICH VARY FROM STATE TO STATE.

NO LIABILITY FROM CONSEQUENTIAL DAMAGES. In no event shall CyberMetrics, its distributors, its representatives, or its suppliers be 
liable for any damages whatsoever (including, without limitation, damages for the loss of business profits, business interruption, loss of 
business information, or other pecuniary loss) arising out of the use or inability to use this CyberMetrics product, even if CyberMetrics 
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Click and drag a field name from the Fields pane onto the canvas. 

You can drag as many fields as you want onto your canvas, but remember that the canvas working area is the actual 
edge-to-edge size of your printing paper. Also, the top of the Page Header and the bottom of the Page Footer mark the 
upper and lower edges of your paper. You can move the markers on the ruler bar to your desired edge margin; this will 
be marked by the dotted line running from the top to the bottom of the page.

When you drag a field to the canvas, not only is the data field placed on the canvas, but also a label for the field. Both 
of these are called controls. To see which control is the data field and which control is the label, click the control to 
select it and then view its properties in the Property Toolbox. 

 

The data field name represents the name of the column in the database that stores the data. If you modify this name, 
the database will not find the data you are requesting; therefore, do not modify the name of the data field. 

The basic report format has three sections: Page Header, Details and Page Footer. The Header and Footer information 
is repeated on each page of the report while Details contains the body of the report. Labels are typically placed in a 
Header section; database fields typically reside in the Details section.
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Grouping Data
Some reports require grouping of data – common record information is printed on one row and the rows below include 
other related details of the records. For example, in creating a report on tasks performed on assets, a group header 
would contain the Asset ID number and the rows beneath would list the types of tasks performed on the asset.

To create a group, right-click anywhere on the Designer Canvas and select Insert Group Header/Footer from the 
pop-up menu.

You can also use the Insert menu from the Main Menu bar and select Insert Group Header/Footer.  

A new Group Header and a corresponding Group Footer appear on the canvas.
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The name and other properties of the group can be changed in the Property Toolbox after selecting the data field by 
which you will group the data. If you know the name of the field, you can type it directly into the field or choose from 
the drop-down list of available fields. It is also advisable to change the Group Header name and the corresponding 
Group Footer name to the name of the field on which you have grouped the data. This change will be reflected in the 
header and footer names on the canvas. You can add as many groups as you’d like.

To add a field to your group, just drag and drop the field from the Fields frame. Make sure that you include the field 
defining the group.  

You can drag and drop as many fields as you can fit into the Detail section of your report. You can keep them in a 
single row or make multiple rows for each record. 

Changing Row Height
You can modify the row height by dragging the button to the left of the row header up or down.

You can also directly change the row height by entering a value in the Height property in the Property Toolbox. 

 

A third way of resizing the row height is by putting the cursor on the bottom of the row you wish to resize. The cursor 
will change to a crosshair. Drag up or down.
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Report Settings
The Report Settings window is used to set page setup, printer settings, grid settings and styles for your reports. From 
the main icon bar, click the following icon to open the Report Settings window:  

Page Setup
The margin is the non-printing area outside the main body of your report; by default, margins in the report editor are 
set to 0.3” on each side. If you prefer a wider or narrower margin, click on the up or down arrow within the margin 
field(s). Clicking on the up arrow will add 0.1” to the width of the margin; clicking on the down arrow will subtract that 
amount from the width of the margin. You may also enter a value manually; if you want a ½ ” bottom margin, for 
instance, enter 0.5 in the Bottom Margin field.

The gutter is an additional area you can add to your inside margin width, increasing the non-printing area of your 
document. If you expect to print reports that will be bound in a ring binder, you might want to add a gutter of ¼” to ½” 
to allow for holes to be punched. 

Click on the up or down arrows to increment this value by 0.1” or enter a value manually as desired. If you are printing 
on the front and the back of a page and your left and right margins are different (or if you have added a gutter to 
your pages), you will probably want to check the Mirror Margins checkbox. Checking this box automatically sets your 
margins so that the inside margins of facing pages are the same, and the outside margins as well, just as if they were 
reflected in a mirror. (When you check this box, the margin display changes from a single right-hand page to two 
facing pages with mirrored margins.)

Printer Settings
By default, the program follows the default settings of the printer. These settings can be found in the Properties setting 
of the printer in the Windows printer setup. For your convenience, we have added a facility within the report editor 
to modify these settings to suit your report. To access these settings, click the Printer Settings icon in the Report 
Settings window. 
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Styles
Use this window to appropriately and uniformly style the type in your reports. Four basic styles are included for your 
convenience: Normal, Heading1, Heading2 and Heading3. Each of these styles has different attributes according to 
how it might be used in a document; for instance, the Heading styles are all bold for emphasis, while the Normal style 
is plain rather than bold and of a suitable size for body text on a page. 

Use the controls in the right-hand pane of the Styles window to modify the font, size, color or alignment of a style. 
Create new styles by clicking the New button under the list of styles.

Note: New styles or modifications to existing styles in a given report appear only in that report.

To apply a text style to an element in the Designer Canvas, select the element, then choose the desired style from the 
drop-down list at the top left of the window, just above the ruler.

Global Settings
The tiny dots that are evenly distributed over the canvas make up the grid, which is intended to give you guidance 
in the design and layout of your report. The dots will not appear on your printed report. The spacing of the dots in 
rows and columns is defined within Global Settings. By default, there are 16 dots to an inch, both horizontally and 
vertically. 
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By default, the Show Grid checkbox is checked. Uncheck this box to hide the grid. Check the Align Controls to Grid 
checkbox if you want the elements on the Designer Canvas to snap to the grid. 

Note: Sometimes you may want to uncheck this option to position elements more closely together than your grid 
will allow. 

Use the Ruler Units drop-down list to specify inches or centimeters as you prefer.

Use the Grid Columns and Grid Rows fields to specify the number of dots per ruler unit.

Note: If you change your grid unit to centimeters, you may want to reduce the number of dots per ruler unit to 10 
or even 5 to keep your canvas from being overcrowded with grid dots.

When you are satisfied with all choices made within the Report Settings window, click OK.

Completing Your Report Layout
Every report must have a page header and footer. The page header usually contains the report title and the titles of the 
columns. The footer usually contains the page number. You can create titles using the label button; the report editor also 
includes buttons that generate automatic page numbers and a date-time stamp. Click the desired button. A field containing 
the pertinent information will appear on the Designer Canvas; drag it wherever you want that information to appear. 
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To create the field for the report title, for example, click the Create New Label Field icon. Then, on the canvas, click 
and drag a box shape; this dictates the size and position of the label field, both of which can be modified at any time.

With your new field selected, look at the Data section of the Property Toolbox (shown above). In the Text field, type 
the words to appear in your new field.

Now, look at the Font section of the Property Toolbox (shown above). Click the […] button and a formatting window 
will open, allowing you to specify font style, weight, etc.

To change a property such as font style in several elements at the same time, select them by clicking your mouse 
and dragging across the items or click on the items one at a time while holding down the CTRL key. Then change the 
formatting as you wish.

Sub-Reports
A sub-report is a report within a report; each sub-report pertains to a record in the main report. Sub-reports are very 
handy when you want to include details in your report but cannot include additional tables for the details in the main 
SQL statement. 

A great deal of planning is needed when building reports and considering the addition of sub-reports. Sometimes you 
can include the data in your master data source (SQL Query) and just create sub-groups for this data. However, when 
your report format requires large amounts of detail, sub-reports can be designed separately and then linked to your 
main report.

Link fields are very critical. They must be of the same type – they may not have the same name but should have the 
same type of content. However, here we have made sure that fields of the same name have the same type of data. 
Also, primary key fields (common fields with unique values, used to link tables) must have the same kind of content.

Sub-reports are designed in a separate Designer Canvas and then linked to the main report document. You must make 
sure that the sub-report has at least one field in common with the main report to which it is linked (contents and type). 
The advantage of sub-reports is that they are designed only once and can be used repeatedly in different reports.
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Creating a Sub-report
Create a new blank report. Remove the page header and footer; they are not needed in a sub-report. To do this, select 
the header title bar, right-click and choose Delete Section from the pop-up menu that appears. Only the Details 
section will remain; this is where the fields for the content of the report will be placed.

Now you need a group heading. The data field you use for this heading should be the field that you use to link with 
the master report. It is not necessary to reflect the content of the data field in the heading but you must make sure to 
set the DataField in the Property Toolbox into the link field. 

You can add more groups to this report, but make sure that the topmost group contains the link field. 

When you are finished, save the sub-report with an appropriate name. We suggest that you indicate within the name 
that this is a sub-report, since it will not have its own page header.

Adding a Sub-report to a Main Report
To add a sub-report, click the Sub-report button on the button toolbar, then click and drag the cursor across the 
canvas to create a rectangle which will contain your sub-report. 

 

Now that you have created a container for your sub-report, you must edit the link to the sub-report you created earlier. 
Click the Edit Sub-Report Link button to open the Sub-report Custom Properties window.

  

1.	First, define the Report Source or select the name of the pre-defined sub-report from the drop-down list.

After selecting the source, you will be able to view the SQL statement that opens the data source of the report. You 
must now create the link filter to connect the sub-report to the main report. 
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1.	Use the Sub-report Fields drop-down list to select a field from the sub-report to which to link. If more than 
one table in the data source contains this field, you must specify the table name in the Table (Optional) field.

2.	Select the Operator to use in comparing the fields.

3.	Indicate the Value to which you want to filter. You have 3 choices for this:

•	 A specified fixed value.

•	 Link to the current field value of the master report.

•	 An external criterion is indicated by the contents of a field in the sub-report. 

4.	Add the criteria to the list by clicking the Add button.

5.	If you need more than one criterion, repeat these steps using a statement connector. The default is AND. To 
use OR, click the OR button before creating another criterion. 

6.	When you are finished, click OK. To discard, click Cancel.

The fields and buttons of the Sub-Report Custom Properties window are described here:

Report Source: This is a drop-down list of all available reports. Select a sub-report from the list.

SQL: The SQL statement used in opening the data source of your sub-report. This is a non-editable field and is 
provided here so you can immediately see the tables and fields that are used in your sub-report. This is particularly 
helpful in finding out if the field you need to use for the link is contained in only one table or more than one.

Refresh: Refreshes the SQL screen.

Table (Optional): If your link field is contained in more than one table in your source, you must specify the table to use 
for your field. If only one source table uses this field, you may leave the Table field blank.

Sub-report Fields: The name of the link field from your sub-report.

Operator: The operator for comparing the link field to a value.

Value: You have three choices for filter value:

•	 Fixed value – your report will be limited to only the value.

•	 Field – this drop-down list is taken from all the available fields of your master report.

•	 External – a value you create that is not included in the database, i.e. totals. 

Add, Remove & Clear: Click the Add button to add a criterion. Select a criterion from the list and click Remove to 
delete the selected criterion. The Clear button deletes all criteria.

OR: By default, criteria are linked with the AND connector. To use OR instead of AND, click OR before adding a 
criterion. 

OK: Click OK to apply the changes you have made to your criteria.

Cancel: Click Cancel to discard the changes you have made to your criteria.


