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Edit Selected Report
All of the reports in FaciliWorks are editable. Labels and fields can be added, moved, resized or deleted. To edit a 
predefined report, navigate to the Setup -> Custom Reports -> Create/Edit Report tab to see a list of all FaciliWorks 
reports:

Select the report you want to edit and click the Edit Selected Report button. The Report Editor is displayed. 
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If the Property Toolbox is not visible, click the View menu on the menu bar at the top of the screen and then select 
Property Toolbox. FaciliWorks will place it to the right of the Designer Canvas. The Property Toolbox can be moved 
to the left of the canvas by clicking the left mouse button on the blue title bar of the Property Toolbox pane and while 
holding down the mouse button, drag the box under the Fields pane and release the mouse button.

Now that you have the Designer Canvas displayed, you can follow the steps for adding fields, page layout and report 
setup described in the Creating Your Layout section. In this section, we will discuss more about adding controls to 
your report.

Adding Report Controls to the Designer Canvas
Every item on the Designer Canvas is a Report Control. The types of controls are shown on the toolbar at the top of 
the Report Editor. We will place a few of these controls on the Designer Canvas.

Controls can be added to any section of the report, including the Field controls. When selecting a field to include on 
the report, select the field from the Fields frame and drag it to the canvas as shown below. Recall that when a field 
is added to the report, FaciliWorks adds two controls: a label control and a field control. The two controls will have 
identical names.

The label control is simply a label on the report. It can hold the title, column headers, report messages or page 
messages. In the case of a label control for a field, the label control holds the label or identifier of the field. The label 
text in a label control can be modified.

A field control is a placeholder for data populated from your database. The text in this control cannot be modified; 
in this example, FaciliWorks searches your database for columns named Part_No. If you changed this name, the 
program will not find the data needed for the report and will either display a message that the data could not be found 
or present a report without data.  
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Label Control:

Field Control (text):

The placement of the controls will have a large impact on the outcome of your report design. For example, if you place 
the field’s Label Control and Field Control in the Detail section of the report and then preview your report, you will 
see this displayed:
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However, if you place the field label in the Header section and the field control in the Detail section, you will see this 
displayed:

 

A popular modification to a report is to add shapes or boxes that will permit users to write information onto the printed 
document. For example, adding a blank box next to a quantity field would allow users to write in actual values when 
taking physical inventory.

To add a shape to your report, click the Shape icon  on the toolbar to activate the tool. Do not hold down the mouse 
button. You see that the cursor changes from a pointer to a crosshair (+). Navigate to the report and starting at the 
top left corner of the desired shape location on the report, click and drag towards the right lower corner of the shape. 
Release the mouse button. You can now modify the properties of the control with the Property Toolbox.
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To darken the line around the shape, use the LineWeight property in the Property Toolbox. Highlight the current 
value and replace it with a higher value. Click the Preview tab in the upper portion of the Report Editor window to see 
the result.

Next, add a label control to identify the new shape control. Click the Label icon   on the toolbar to activate the tool. 
Do not hold down the mouse button. You see that the cursor changes from a pointer to a crosshair (+). Navigate to 
the report and starting at the top left corner of the desired shape location on the report, click and drag towards the 
right lower corner of the shape. Release the mouse button. You can now modify the properties of the control with the 
Property Toolbox. To change the text on the label control, first select the label control and then modify the Caption 
property in the Property Toolbox. Change font properties on the standard toolbar. Click the Preview tab to see the 
result.
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The result of adding a few controls to the report is shown below. The Part Listing report can now be used by staff 
when taking a physical inventory of your parts; staff can now write the Actual amounts for each part in the box.

 

Saving Your Revised Report
After modifying the predefined report, it is recommended that you save your report with a new name. This preserves 
the original report for later modification if needed. To save the report, first make sure you are in Design View. Click the 
Save Report As icon on the tool bar or use the File menu drop-down list and select Save As.

In the Save Report dialog box, type the Report Name and select the group in which to save the report. Click Save. 
Your report will now be included in the report listing.
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Delete Report Tab
To delete a report from your database, navigate to the Setup -> Custom Reports -> Delete Report tab. Select the 
report you want to delete, then click the Delete Report button. A confirmation message will appear. Click Yes to 
confirm that you want to delete the report and the report will be deleted from your FaciliWorks database. You cannot 
undo the deletion of a report.

Import/Export Tab
Navigate to the Setup -> Custom Reports -> Import/Export tab.

Exporting Reports
This utility allows you import and export custom reports. FaciliWorks saves encrypted reports in .rpt format. Select the 
report on the left from the Current Reports Table listing. Use the browser on the right to navigate to a destination for 
the file and then click the add [>] button. You will receive a message that the report was successfully exported to the 
destination. If you select more than one report, each report will be saved as a separate file.
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Exporting to an Existing File
To export to an existing file, select the destination file from the list box on the right before you click on the add [>] 
button to export the file. You cannot export multiple reports to a single file.

Importing Reports
To import reports, use the file browser on the right-hand side of the window to select the reports you want to import. 
Once you have done this, click on the add [>] button to import the report(s). 
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Printing Labels
In order to print labels, you must have the FaciliWorks Maintenance Label Kit. The kit comes with a small, high-
resolution Brother printer, design software and everything else you’ll need to get started. 

Printing Asset Bar Code Labels
To print bar-coded asset labels, go to the Reports & Graphs menu, select Asset Reports, then select Asset Bar Code 
Label 1½ Inch, Asset Bar Code Label 1 Inch or Asset Bar Code Label ½ Inch and a filter will open. Use the filter 
to select a specific asset. Next, click View to see a Print Preview version of your label(s) or click Print to print them. 
Click Clear Filter to remove any filter information; click Close to return to the reports list.

Printing Part Bar Code Labels
To print bar-coded part labels, go to the Reports & Graphs menu, select Part Reports, then select Part Bar Code 
Label 1½ Inch, Part Bar Code Label 1 Inch or Part Bar Code Label ½ Inch. Use the filter window to select parts 
by Part No., Model No., Category and Supplier. After you’ve selected the part(s), click View to see a Print Preview 
version of your label(s) or click Print to print them. Click Clear Filter to remove any filter information; click Close to 
return to the reports list.

Printing Tool Bar Code Labels
To print bar-coded tool labels, go to the Reports & Graphs menu, select Tool Reports, then select Tool Bar Code 
Label 1½ Inch, Tool Bar Code Label 1 Inch or Tool Bar Code Label ½ Inch. Use the filter window to select a specific 
tool or group of tools by Tool ID, Serial Number, Manufacturer, Type and Size. After you select the tool(s), click 
View to see a Print Preview version of your label(s) or click Print to print them. Click Clear Filter to remove any filter 
information; click Close to return to the reports list.

Designing Your Own Labels
You can design and save your own labels in FaciliWorks using the Report Editor utility. To do this, go to the FaciliWorks 
Main Menu and click the Setup submenu. Click the Custom Reports button. In the Custom Reports window, you can 
select a label to use as a template or click Create New Report to select a label template or design a label from scratch 
using the Label Wizard. For detailed instruction on creating custom labels and reports, see the section titled Create 
New Report.


