||||||||||

gﬁp Or s
G

Designef

User Manual



Deisigner is a product of Phoenix Learning Systems (www.phoenixlearning.com).
V22

The information in this manual is distributed on an “AS IS” basis, without warranty. While every precaution
has been taken in the preparation of the manual, neither the author nor Phoenix Learning Systems shall
have any liability to any person or entity with respect to any loss or damage caused or alleged to be
caused directly or indirectly by the instructions contained in this manual or by the computer software and
hardware in it.

No part of this book may be reproduced or transmitted in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without prior written permission of the publisher.
For information on getting permission for reprints and excerpts, contact Phoenix Learning Systems.

PowerSchool™ is a trademark of Pearson School Systems.
All other trademarks are the property of their respective owners.

© 2005-2006 Phoenix Learning Systems, All Rights Reserved



Table of Contents

Chapter 1: Downloading and Registration

Purchase RepPOrt DESIGNEN .......coieiiiiiiei et e e e e e et e e e e e e e e raanaaas 1-1
REGISITAtION ... 1-2
StePS t0 DOWNIOAA .....ccooiiiiiieieeee e e e e e e 1-3
) (=T oL (o3 U= Te 1<) (=] SO 1-4
Chapter 2: Introduction
L@ 1YY = 2-1
OVErview Of WOTKFIOW ......c.ooiiiiiiiiiiiiiieeeeeeeeeeee ettt e e e e e e e e e eeeeeees 2-2
Create a New Report from ScratCh..........cccviviiiiiiiiii e 2-2
Edit an Existing PS Report Template............oiiiiiiii e 2-3
Basic Features of the Designer Workspace ..., 2-4
Designer Workspace TOOIS OVEIVIEW ...........coeiiiiiiiiiiiiiiiieee e 2-5
Designer Workspace Information OVErview ..........ccccccevveeiiiiiiiiiiiiiiiiiieeeeee 2-6
MENUS OVEIVIEW ... 2-7
Designer Advanced Features ... 2-8
[ [0 LT (0 T - | PSSP 2-9
= Y01 | PP OPPPPPPPPPRIN 2-1
Select Layout Settings .....ccoooiiiiiiiiicee e 2-1
Chapter 3: Text
o [0 I = PSSR 3-1
Text PropertieS WINAOW ...........uuuiiiiiiiiiiiiiiiiiiiiieeeeeieeeeeeeeeeeeeeeee e eeeeseeeeeeeeeeeeeeeeeeeeeeeeeeeeees 3-2
MOVE TeXE .. 3-3
ManUally MOVE TEXL ......oooiiiiiiiii e 3-3
) o 10 7= 111 g o I PP 3-3
USING COOIAINALES .....eeeeieiiiiiiiee e 3-4
Align Text Within the Text ODJECE .......coooi i 3-4
Resize Text ObJECt ... 3-4
Edit TeXt . 3-5
Adjust Magnification............coooeiiiiiiiiiiiie e 3-5
L0370 0o Y- o X 3-5
Change TeXt. ... 3-5
=T o] F= Lo ST 1= PP 3-6
e o I = P 3-7
Duplicate Text (Single iNCIAeNt) ..........oooiiiiiiii e 3-7
Duplicate Text With PreCiSioin ...........oooiieeeeiiies e 3-8
Apply Different Attributes to Text........oooiorrii 3-8
Set or Change Text Frame TYPE.......uu i 3-9
DT o o =) F 3-9
SEYIE SNEELS ... a e 3-10
Define @ Style Sheet ... 3-10
APPIlY @ Style Sheet ... 3-11

Edit @ Style Sheet ........oo o 3-11



Rename a Style Sheet........ ..o 3-12

Copy and Modify @ Style Sheet ..........ccooiiiiiiiiie e 3-13
NUMDEIS ... 3-14
Create Numbered List..........cooiiiiiiiie e 3-14
Fill Numbered List With TeXt........coovvvviiiiiiiiii 3-15
ST 0121 (o1 o 1= Tor - QO PP PP PPPPPPRI 3-16
NS 3-17
X [0 I o] | £ PP PRPPPPP 3-17
RemMOVE FONES ..o 3-17
Font CompatiDility .........cooiiiiiie e 3-18
Chapter 4: Drawing and Pictures
OVBIVIBW ...ttt ettt e e e e e ettt e e e e e e e ettt eeeeee e e s s nnnseeeeaaeeeesansssneeeeeaneeannns 4-1
107 0] o ] SO 4-1
NS i 4-2
Create @ LINE ..oooeii i a e e 4-2
Edit a Line (Change Properties) ........ocuuviiiiiiiiiiiieeeee e 4-2
Change Line WIdth .........oooiiiii e 4-3
oY == T N T 4-3
(0] c= 1 (= 1= T T 4-4
[T oY L= T IR o 1= TR 4-5
(070] o) V2R= T X 1= T PSR 4-5
Duplicate a Line MUltiple TiMesS .......ccoooiiiiiiiiieiee e 4-6
[ T0) (= S 4-7
L0 Y= 11T T = 1 )G 4-7
o 11 = T = 1 )PP R 4-8
TS Y= T = o) 4-8
oY== = T 4-8
(0] £= 1 (= 1E= 1 = o ) GO 4-8
1o == T = T ) G 4-8
Copy a Box (SINgle iNCIAENT) .........uuiiiiiiiiieeeee e 4-9
Duplicate @ Box MUltiple TiMES.....ccoo oot 4-10
Graphics and PICLUIMES .......ooiiiiiiiiiiiiieieeeeeeeeeee et 4-11
Import a Graphic or PiCtUre..........coooovviiiiiii 4-11
Edit a Graphic or Picture Properties ... 4-13
Move a GraphiC OF PiCtUre ...........uuvuuiiiiiiiiiiiiiiiiiiiiieveeev e ee e eeeeeeeseeeeeeeees 4-13
Rotate a Graphic or PiCture .........ooooviiiiiiiiii 4-13
Copy a Graphic or PiCture ........ccooooiioiiiiiceceeeeeeeeee 4-14
Delete a GraphiC OF PiCtUIe ............uuuiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeee e 4-14

Report Designer v 2.2



Chapter 5: Alignment and Layers

L0 YT = 5-1
(O o] T=To a0 1o o]0 41T o | AU 5-2
Align Multiple Objects (QUICK).......coiuiiiiiiiiie e 5-2
Object Menu Drop Down Alignment Selections............ccccuvvuviviviiiiiiniiiniiiiiiinnnnnnn, 5-3
I )T PP PPPPPP PP 5-9
Lo [T o111V @] o [=Tox = )Y PP 5-9
Order ODJECT LAYEIS ..ot 5-10
Re-Order Object Layers.......cooovvviiiiiiiiiiiiiiiiee 5-11
Chapter 6: Drop Down Menus
OVEIVIBW ...ttt ettt e ettt e e e e e e e sttt eeeeeeaeasnsseeeeaeaeeeeansnseeeeeaaeeeannns 6-1
Designer Drop DOWN MENU .......cooiiiiiiiiiiiie et 6-1
File Drop DOWN IMENU ......oouiiiiiiii e s e e e e e e e e e e e e e e e ee et e e eeeaeeennnes 6-2
Edit Drop DOWN IMENU .....coiiiiiiiiiie e 6-3
ODbject Drop DOWN IMENU .......uuiiiiiiie ittt a e e e e e e e 6-4
(o a1 o] o 3 B o1 o TN/ =T o U P 6-5
Style Drop DOWN IMENU......ccoiiiiiiieiiiiiie ettt e e e e 6-5
Style Sheet Drop DOWN MENU ......cooiiiiiiiiiiiiiicec e 6-6
Favorites Drop DOWN MENU ........cooo it e e e e e e e e eeeees 6-6
WiNndows Drop DOWN MENU .........uuuiieiiiiiiiiiiiiiiiiieeieeeeeee ettt eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 6-6
= 6-6
Chapter 7: Tables
OVBIVIBW ...ttt e e ettt e e e e e e e ettt e e e e e e e aaannseeeeeaaaeeeeannnaeeeeeeeeeeaanns 7-1
Create @ TabIE ... a e e e e e e e e e e e e aaaa 7-2
INSERT ...ttt e e e e e e e e e e e e e e e e e eee e e e e e e e e eaarnneaaaeas 7-3
| PRSP 7-4
SET WIDTH ..ottt e e e e e e e e e e e e e e e e e ensnees 7-5
EDIT OF ADD TEXT oottt e e e e et e e e e e e e e e eeaaaeas 7-5
REPLACE TEXT .ottt e e e e e e e e e e e e e e e e e e nneeeaaeas 7-6
O I PR 7-6
Chapter 8: Fields and Functions
OVEIVIBW....c.cc ettt e e oo oottt e e e e e e bbbt e e e e e e e e e anbb bt e e eeeaeeeaan 8-1
=1L 3 @ =T V= PSR 8-1
[ g] oo ] o G = Fo I IR T £ 8-2
Create a Field List and Field Manually .............ccccccoiiiiiiiiiiienaanees 8-4
T T=T=T o A= T 1= o O 8-6
o 11 = TN = [ PSR 8-9
[T o L= =Y o 8-9
FUNCHIONS OVEIVIEW ..., 8-10
IMPOrt @ FUNCHON ... e eaeeens 8-10
Create a FUNCLION ... 8-12

Report Designer v 2.2



INSEIT @ FUNGCHON ... e e 8-14

Save a Function as a CoOmMpPONENt ... 8-16
EXPOrt @ FUNCHON.......ooiiiiii e 8-17
Edit @ FUNCHON ... 8-18
Delete @ FUNCHON.........ueiiiiiiiiiiii e esaesaseesseesessrerernee 8-18

Chapter 9: Schedules and Transcripts

SChEAUIES OVEIVIEW ...ttt ettt e e e e e e e e e e e e e e eeeeeeeeeanns 9-1
Columns Tab OVEIVIEW ... snneennes 9-1
FONES Tab OVEIVIEW ... e ee e 9-2
Periods Tab OVEIVIEW ..........uuiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 9-2
Create @ SChedUIE ..........eiie e 9-3
[T [ = TR o o =T ] = T 9-7
Delete @ SChEAUIE .......eeeiieeeeee e 9-7

=T g oL SR @ A= AV = 9-8
OptionNs Tab OVEIVIEW ... aneanae 9-8
Columns Tab OVEIVIEW ... e 9-8
Create @ TranSCriPl .....cooiii i 9-9
Edit @ Transcript ODJECT ..........oeiiiieeii e 9-11
Delete a Transcript ODJECE ..........uuuiiiiiiiiiiiiiiiiiiiiiiiie e eeeeeeaee 9-11

Chapter 10: Import/Export

IMPOrt/EXPOrt COMPONENES......cciiiieiiie e e e e e e e e e enneneeeeas 10-1
IMPOrt @ COMPONENT ........ooiiiiiiiiiieieeeee e 10-1
EXpOrt @ COMPONENT ... 10-2

IMPOI/EXPOIt REPOI ... 10-3
g oTo 3 B (=T oo PN 10-3
[ q oo o =T 0T o SRR 104

IMPOI/EXPOrt XML ... ..o, 10-5
18] 0o ] 0 30,V | PP 10-5
0T 1 00| SRR 10-6

Chapter 11: Make Reports Easier

OVEIVIBW ...ttt ettt e oo e ettt e e e e e e ettt eeeeee e e e nsssaeeeaeeeessannssaneeeeeeeaaannes 11-1

Duplicate Multiple ObJECES .......ccoeeeieeeeeeeee s 11-2

Duplicate and Precisely Position Objects............ccccooii 11-3

Re-use An Object By Making It A Component...........ccccuuiiiiieeeiiiiieeee e 11-3

Set ODJECE POSITION ...coeiiiiiee e 11-4

Align Groups of Objects 0 a Grid.........ccooiiiiiiiiieieccee e 11-5

Align Groups of Objects to Each Other ............ccccooiiiiiiiii e 11-6

FaVOMES e 11-7
Favorites SNOMCULS .........oo i 11-7

107 LIRS 1 1=T= TSP 11-8

1 (T @ o] [T o £ O PPRPT P 11-9

Select an Object by Layer or Content.........c.ooooiiiiiiiiiiieeeeecee e 11-10

Report Designer v 2.2



Chapter 12: Putting It All Together

L@ 3= YT 121
Award Certificate.........ccccccciiiiiieerri e e e 12-2

Create an Award Certificate .....c..covveciiiiiiiiici e 12-2
Attendance Call List...........cooiiieiiiiiiiesrr e s r s s e r e n e 12-6
High School Transcript........cccccoiirrrrrrrr s 12-12
Student Schedule........oiiirrr e e e 12-22

Appendix: Shortcut Table

Index

Report Designer v 2.2






Chapter 1: Downloading and Registration

Purchase Report Designer

Print and fill out the sales form found at www.phoenixlearning.com and FAX the
sales form along with a Purchase Order (PO) to the FAX # on the form:

*Dhocniz_ ORDER FORM

Learning Systems Fax: 801-489-1947

To order sur prodecis of sensces Dy fan simply prnt oul this form and G i wilh a purchase order lo BO1-091.9758
Tip indhee by plvirs pleabs svdl i 8 o] phosssdsarmreg (o s @ ieprassnltvs il comlint pou gy
To arder by mal. serd check of purthase orter 16

Phoenix Learning Systems + 1103 E. 350 5. + Springvilie, UT 84663

Bill Te
e Deata
bl o Comgury rOe
Addinns 1 y
Aikirnn Siate I
Emad Fhare
——Y e
Ship To:
i
S d o1y
Ackdennn 1
Aukdvans T Staia e
Fomuai P
Fippuaiwd Lo Frouiay Regishabor
Products Uni Price Quantity Total Price
CovChoios - §2 per shaterd per yea oo
Earmiby Aseoduaton Fotonsy Manaoges . FARA $004 00
bhiad Mergs - Duirict S8 Leenss $904, 00
Parerd Taacher Conferencer (PTC) - Sngle Schoal License 45945 00
Froarin Repart Detigned - Detic! Sas Licerds $005. 00
Prosnin Repot Desmgne - Singie e Losres S 00
Phosris Sepsly Guard [
sk Slafe Pregprint $04 O
Object Reports
Leval | - Form Lotiers. corificases, aic L300 00
Lewal 2 - Lists, Rosters Sehedules Mealth, Regairaiion Envolmesd, o $500 00
Lavossd 3 - Rogetwi Cardn. Teanscripls. Cum. bl $1.000 00
HTML Customization
Levwsd 1 - Modfesters io esvtng WTLL pages $200 00
Larenl 2 « herw multi-column. muti-row forms $5:00. O3
Lol 3 « Copemplan Cuniom kayouts $1,000 B0
Non-Education sales Tax 6.25%

Total

To get a copy of the sales form, go to www.phoenixlearning.com/sales/sales.html.
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Registration
Once you have purchased Report Designer, you will receive an email similar to the picture
below with your registration information:

Thank you for purchasing Phoenix Report Designer.

This product is registered to: Phoenix Tech YWriter
Your Registration Code is: J00CX00-X000C

Place the enclosed " key.txt" file in the same folder as your application before you launch
the application.

You can download Designer by clicking here - http:Sassee phoenixlearning. corm
{downloads/downloads. html

If you have purchased the single-user license and need to add additional users in the
future, you may upgrade to a district site license at any time for the difference in price.

Phoenix Learning Systems

The email you receive will include a .txt file titled: “_key.txt,” your registration code and the link
to the downloads page at www.phoenixlearning.com.

Once you have downloaded the application and placed it in a folder on your system, you will

need to place the “_key.txt” file into the same folder in order for Report Designer to launch
properly.

Report Designer 2.2



Chapter 1: Downloading and Registration

Steps to Download

1.

Select the link in the registration email or enter the link information into your Internet
browser.

‘Boe ) Phonenix Learning - Downloads F)
4 e @ - = =
Baik Relresh  Home Pria L]

mf': g e ghons narreg com  doerie s Mawiesdr B m

(2 s mommss P () apoe (0 Moks Smeot. (0 Mpts Toew (D0 Mlee (v D2 ) Mcrowott MixTogis (D) Dffcw for Macmesan (D) 0y

L1

-l -
: ocnix
E o,

Learning Systems

LR

Homa
o
g Products Downloads I
T

Services Products
v
2 Support
'3' f— Family Association Records Manager® FARM I
= Parent Teacher Conferencer® PTC

Tips Furl! Tnstadl with manal, import template and samples |
- f |
E Douniioads Agplication Only (version 2.3.1) |
1 Export Template for PowerSchool®) " |
i Cantact Sampie Form Letters & Mading Labels |
] Lizer Manual e

|_Phoenix Repart Designer (varsion 2.1.6) [O53  wingses ]

Deerno Data File with many customizable acamples
etk Towr Tutoriy Files

Phoenix Security Guard

Utah State Pre-Prink

Documentation

"

el

i Bl b

Select the link next to Report Designer that identifies the type of computer you are
using: MacOS or Windows.

Download the additional tutorial files and sample demo data, if desired.

x . designer_data.zip
designer.sit QuickTour.zip

If necessary, un-package the compressed file(s).

Place the unpackaged application and the _key.txt file together in a folder on your
system.

Report Designer 2.2
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Steps to Register

1. Double-click on the Report Designer application. E

Nnoe Open N
Open Data File

Enable: ' Data File /

EIREl | ' Documents B Q
& Network ; BF Desktop r
3 Clips »
= String K Library [
| Stfflt Expan..,. A ® Movies
# Musi

g Desktop .usu:

. -4 Pictures
i temp
% Applications o fubic
. Sites

1 Documents
| Movies
& Music & 1l
Pictures ' c s BIL

([ Mew Folder . | Cancel :1

2. Select NEW to create a new data file.

—

Y. F_’i Save: Designer ]

Create a data file...

Save As: -ﬁesigner . E}

Where: [l Desktop -?]

( split... )

(Cancel ) (Save ) _

3. Title the data file and save the file to the Report Designer folder. Select SAVE.

Report Designer 2.2
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4. Fill in your registration information. You may cut and paste from the registration email.

This Data File is not registered. Please enter
your Registration Code.

MO0 - X0 -D0000

Cancel | Dema Register

5. Select REGISTER. Report Designer will automatically register and open.

¥ i Desigrer File  Edit  Object  Fomt  Style  Soyle Skeet  Favorites - Windows Help A Sum 540 PM N ]

When Report Designer first opens, the bar above will display on your desktop.
You are now ready to begin using Report Designer!

NOTE: Screen captures in this manual were taken with MAC OS X. If using a Windows oper-
ating system, the screens will appear different.

Report Designer 2.2
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Chapter 2: Introduction

Overview

Welcome to Report Designer! Designer was developed to create customized
object reports like report cards, schedules, medical information sheets and more
with and without references to database objects. With Designer, you can design
the way information is displayed in order to customize them for your school.

Phoenix Report Designer is an XML-based software that can export reports in a
format that is compatible with PowerSchool® (PS) Student Information System.
Reports, certificates, form letters, transcripts, schedules, record stickers, trip
reports and much more can be designed and created easily using the Designer
WYSIWYG (What You See Is What You Get) format, then imported to PS for use.

Designer combines familiar page layout tools such as lines, boxes and text
objects with special transcript and schedule layout tools to make report creation
quick and simple. Templates and components can be created, used and re-used
to make report creation even quicker.

NOTE: To quit Designer, use Designer > Quit Designer before attempting to
close down your computer and turn it off.
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Overview of Workflow
Report Designer provides a smooth exchange of files between your computer and the

PowerSchool server. The PowerSchool server recognizes XML, a form of markup language,
so Report Designer provides the ability to export any newly created report form to XML.

Create a New Report from Scratch

The chart below shows the workflow process when creating a new report form for use in
PowerSchool.

Create/Edit Report using
Report Designer
|

»| PowerSchool Server

Your Computer

I
Export to XML

Import the XML Report Template
into PowerSchool

PowerSchool creates an Object
Report using the Template

Delete Report in PowerSchool.
Make changes in Report Designer
and re-import.

Test Print

~&— Report design need

changes? |
OK?

Continue to use, but keep the
original in Report Designer and
only make edits and updates in
Report Designer.

Report Designer 2.2
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Edit an Existing PS Report Template

Report Designer allows you to edit existing PowerSchool report forms by allowing XML
import. PowerSchool exports forms to XML and Report Designer allows you to import
that XML form and edit it in Report Designer.

Once you have completed making the changes to the old report, you may export that
report form to XML in order to re-import it into PowerSchool.

The chart below shows the workflow process when editing or changing a report that
already exists in PowerSchool.

PowerSchool Server

Export Report Template to XML

Import new/edited report template into

PowerSchool

NOTE:

Delete existing report from
PowerSchool before re-importing the
edited template.

Report Designer 2.2

Your Computer

Import the XML Report Template into
Report Designer.

Edit the reportin
Report Designer.

Export the Report to XML.

2-3
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Basic Features of the Designer Workspace

(ane Untitled: 2
[-;-A L [ .. 1 | [ ] ] Lo
i |
- m
E 1L | Rulers "
alf] (=
= s
Tools— |
Fel i 0%
3|
10 |
1L | Workspace
FEE
(o] ajf
QEV(E
E e
e
5] [ [
1 Ah
Il'- ||:-‘ |.:.- LA e |
|
Page Zoom Object Information
Percentage

Report Designer 2.2
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Designer Workspace Tools Overview

If you are familiar with layout software, you will find the tools and functions familiar.

Arrow Tool Text Tool
Select and move objects Insert and edit text
Line Tool ’T A Box Tool
Create and edit lines ~10 I—"| Create boxes
Graphic Tool 48| B~ Transcript Tool
Insert and edit .jpg files Gl Insert transcript objects
Student Schedule List Tool Table Wizard Tool
Insert student schedule list objects Define and insert a table

Insert Functions Tool _ﬂil_ Insert Fields Tool

Alignment Tools

Align left — 4 pat— Align top

Align horizontal center — a}a— Align vertical center

nla [uls ™1~

Align right =7

ada~ Align bottom

Layer Tools

Bring to Front —@E— Send to Back
Move Forward —@E— Move Backward

Lock Objects — ilil— Unlock Objects

Zoom In —3'3,— Zoom Out

@ — Set Layout Settings

Report Designer 2.2
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Designer Workspace Information Overview

The Designer Workspace provides information to help set objects precisely on the page.

+

Uintitled: 2
L | RTINS MO TN TN, APV TON.. IUPTTIONTR. I TS, . OO TR |

D

=]

m|e|o>= 2

[&

a
P

w
r
L

E

T

i

L
|

12| ] @€ |l €] Bl =] ®
cF

5 o

RTIRTN

(]

= ||'_| |.:.|- =3

A Py

[T

Object Length and Height

o4 1 . .
= 3om6 [0 100%|AH e
iTi 134 |22 100%|av £ 0 [inches
100

Movement coordinates Rotation Angle
(display while moving object)

These tools are all covered in detail in the following chapters of this manual.

Zoom percentage

Report Designer 2.2
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Menus Overview

Report Designer provides drop down menu functionality plus shortcut listings similar to
other document design or layout software. Some of the drop down menu features are
another way to access the Designer tool features, and some are additional options used
in designing the report.

Example 1:
The Object drop down menu provides a
Designer File Edit Font Style Style She|list of ways to manipulate objects placed in
Properties 3¢ your form.
Duplicate %D litle
Insert Fields... ¥F T3
Insert Functions... 3£l
Clipboard Text to Table... This section provides additional ways to
Auto Duplicate Objects... [|manipulate objects that saves time and
Auto Number Text... increases functionality.
Replace Text... 3
Append Text...
Set Text Frame...
Set Move to Next Record...
Re-order Object Layers... _|
Bring to Front This section functions just as the layer
Send to Back [ | tools function in the toolbox.
Move Forward
Move Backward —
Align to Grid =]
Align Objects... 3 This section provides additional alignment
Align Object Widths... | features for objects on the page.
Set Object Position...
Space Objects...
Center Objects on Page... —|

Group £
Ungroup dU

Save Component...
Insert Component...

Select Object... k.
Filter Selected Objects... {385 —

The Insert Fields selection functions the same as selecting the Insert Fields tool from the
Designer Workspace Toolbox. Both actions open the Insert Fields list.

The shortcut noted next to Insert Fields also opens the Insert Fields window. Refer to the
Appendix for a list of available shortcuts. Details on the drop down menus are included in
Chapter 6: Drop Down Menus.

Report Designer 2.2
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Designer Advanced Features

Designer provides features that save commonly used objects and defaults that can be used
in other reports such as a style sheet for text and a component library.

To reduce the time it takes to create objects and design a report, Designer provides features
such as auto duplicate object. This feature enables the user to place the duplicated items

precisely to get the effect desired.

Example 2:

Untithed: 3
G L] . PR TR P TR (R TN, I P OL [

D

Elels & [m@o]> 2
R

)
3
|

N

o,
|

[#] o] @& (el [€] [Blal/]x) @

&
8 5E
:

7T ioo=

-3 oo

sl

1] e = .
A% [ P ] * |
-

Advanced features of Designer that decrease the time it takes to create your individualized
reports and forms are included in Chapter 11: Make Reports Easier.

Report Designer 2.2



How to Start

1.  Open Designer.
2. Select File > New.

i. Designer

Chapter 2: Introduction

Edit Object Font Style Style

ay DN |

HO §
=Hw ,.j ::
(X =] Unzitled: 2
Papes Size Begeiet Ty
L5 Lt w5
Srucer

L0 x 1000

2-9

Preceding Report Page

‘Drentazion
B B o=

Forran Landscare
Bopon Dadawini
Dwfau fam Fime
Diefanih Size 12 -+
Defauk Line Height: 13| i

Cargnl

3. The report setup window will display. Select the report parameters.

previous report here.

Designer has the ability to group a set of different reports
created and have them print as a single report. Identify the

Y]
Paper Size
US Legal |i
Tablosd
. A |
9 & -

F10 Envelope

Undtied; 2
Paper Size Repon Typs
E— L L B
wunre B paa
50w 1085
DHsEALATIOn Feeceding Repon Pige

@ B He= g

Portran

Landuraps

Bopot Dedashn
11 Dietaun Fom Times !

& 1 Dfauls Siae 2 #

9 g

10 Defaul Line Maight 11 Poartl

11

12

13

14
118 . . . -

24 Line Height refers to the leading. Leading is the

vertical space between two lines of text. Leading
is generally 120% of the typesize and is measured
from the baseline of one line of text to the baseline
of the line above it.

Report Designer 2.2
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Teacher
Log Entry

D

Courier

Helvetica

Symbaol

Times

Times New Roman
Verdana

Zapf Dingbats
Zapfino
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4. Select OK. The Designer Workspace will open.

D

Uintitled: 2

L | TN, AT N . .

m|g|o 2

1#] [o] @€ o €] [Blal/ =] @

8] 5] [l [E[E1S &

(]

= ||'_| |.:.|- =3

& a1 wokar

You are now ready to begin designing your first form.

Report Designer 2.2
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You may set up the workspace with grid lines and rulers to assist you in your report creation.

Select Layout Settings

1.

Select the Layout Settings Tool & on the toolbar to the left of the workspace.

Layout Settings

& Show Ruler Lines
# Grid Snap On
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Show Ruler Lines and Grid Snap On are active by default. Select the checkbox

next to the feature to deactivate it.

Grid Snap On allows an object or multiple objects to be selected and aligned to
the next grid marker assigned in the Grid Size. If Grid Size is set to 1/16” and

Align to Grid is selected, the object(s) will align with the next closest 1/16”

marker.
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Layout hettings

Selecting Show Ruler Lines displays the horizontal
and vertical lines on the workspace.

The rulers on the top and left hand side of the work-
space will continue to display even if Show Ruler
Lines is deselected.

& Show Ruler Lines

bt ] |B]d]~[+] =)

® Crid Snap On 1147
15

oy

5 [l (2] mlolol>

)| Grid Size: NNTITSN o |

1732

o

Grid Size Options

=]
B

Cancel | (RO

2]
9

)
[

Select OK once settings are identified.
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