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Introduction 

Introduction Objectives 
 
 

This manual is written to give you a step-by-step guide for your 
classroom training and a handy reference for your daily work. In this 
Introduction, you will learn how to use this training guide effectively. 
This section covers the following topics: 
 

• An introduction to the Crystal Reports application 

• Class objectives 

• Help with using this training guide 

• Information on how to start the program 

About Crystal Reports 
 

In today's information intensive environment, every business has a database of 
some sort. After all, business today is all about information and databases give 
you a handle on the massive amounts of information you must deal with. 
Therefore, your business has a database and from that database, you need 
reports. The problem is, most reporting capabilities that come with database 
programs are limited. They only report on data from that program. Many users 
need to report on data from multiple sources, even databases that are in SQL 
(Structured Query Language), such as Oracle, Microsoft SQL Server, Informix or 
Sybase.  
 
Crystal Reports is one of the most powerful reporting programs available with the 
ability to pull data from all types of data sources. You can use Crystal Reports to 
generate reports from any of the standard PC database programs, Access, 
Paradox, or FoxPro, as well as from a mainframe or server database. Crystal 
also has a powerful web-reporting server that allows you to distribute your 
reports over the web.  
 
Crystal Reports is bundled with more than 160 other programs including Visual 
Basic, some medical applications, many accounting packages and several ERP 
solutions.  It makes report generation easy without requiring you to be a 
programmer or a database expert. If you know how to work in a Windows 
environment and are familiar with the data you want to use, you can create a 
Crystal Report that looks professional and makes sense. 
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Introduction 

Training Philosophy
 
Studies show that people retain 10% of information they see, 20% of information 
they hear, 50% of what they see and hear, and 80% of what they see, hear and 
do. In line with this, this class utilizes a hands-on method of training. You will see 
the effects of new procedures on the screen, hear the instructor explain how and 
why to use features, and perform the actions yourself as you learn.  
 
In addition, this class focuses on your ability to perform tasks using the most 
productive techniques. The manual may contain several methods of 
accomplishing a certain task. However, class time does not allow for practice of 
all methods for each task. Your instructor will guide you in the most effective 
method of performing a task, but inform you of other methods that are available. 
 
Questions are encouraged. While we give our best effort to explain new concepts 
in understandable terms, you may need to hear the concept again or have it 
explained more thoroughly.  Please let the instructor know when you need more 
information! 
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Introduction 

Class Objectives 
 

This class is a performance based instructional system. It is geared to provide you with the tools 
you need to build and distribute reports the quickest, most efficient way. After completing this 
course, you will be able to perform the following tasks: 
 

• Plan and organize a report 

• Create a new report 

• Save and preview a report 

• Navigate through the report 

• Format and edit report objects 

• Use a report style for formatting 

• Add text objects to reports 

• Add lines, boxes, and graphics images to reports 

• Select specific data from a database 

• Group, sort and summarize reports 

• Create reports that pull data from multiple tables 

• Use the Formula Editor to perform number calculations 

• Create formulas that manipulate dates 

• Modify string fields using powerful text functions. 

• Conditionally format numbers with the Highlighting Expert 

• Format sections on the report 

• Use formulas to conditionally format any type of field 

• Create summary reports for efficient analysis of data 

• Add charts and customize how they look 

• Distribute reports throughout your organization with Crystal’s export feature 

• Create geographical maps for charting 

• Set up an ODBC connection to your database 
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Introduction 

About This Manual 
Each section of this manual contains objectives to provide you with the overall 
goals for the lesson.  Lessons have descriptions of features and concepts 
followed by systematic directions for completing a specific task. Each section 
ends with a challenge exercise to help you practice the skills you learned in the 
lesson. Challenge exercises provide you with tasks to accomplish. Try to 
complete these exercises on your own.  
 
As you work in this Training Guide, certain conventions are used to identify 
specific procedures. Use the following table as a guide: 
 

TRAINING GUIDE CONVENTIONS 

Item Illustrated As 
Menu Commands Underlined letters for accessing menu commands are shown: 

 
Example:  File/Open 

Command Buttons Command Buttons in dialog boxes are shown as buttons: 
 
Example:  
 

Categories, Radio 
Buttons, Text Boxes, 
Check Boxes 

All options within dialog boxes are listed in italicized text: 
 
Example: the Keep Group Together check box 
                 the Other radio button 

Keystrokes Keyboard keys are indicated by uppercase text: 
 
Example: press ENTER 
 
Keyboard combinations are shown in uppercase text with a plus sign 
(+) between the keys that need to be pressed simultaneously.  
 
Example: press CTRL + S to save 

Toolbar Buttons Toolbar buttons are indicated by the button name and a graphic 
image of the button: 
 
Example:  click the Print          button   
 

Typing or File Selections Text to be typed or file names to be selected are printed in bold 
letters: 
 
Example:  type Henry 
                 select grouping.rpt 

Exercises Step-by-Step exercises in the text are indicated by bold text and the 
 symbol. 

 
For example:   Exercise  - Format Objects 
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Introduction 

Tips, Notes, and Warnings 
 
Tips, notes and warnings display with the following icons. Text for these additional comments display in bold 
and italics as shown below: 

 
This icon indicates a tip or shortcut. 

 
 
 

This icon points out a note of additional information. 
 
 
 

This icon calls attention to a warning or very important note 
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Section 1: Basic Reporting 
 
 
 

Lesson 1: Before You Begin 
 
 

Lesson 2: Creating a Simple Report 
 
 
Lesson 3:  Formatting Features 
 
 
Lesson 4: Selecting Specific Data from the Database 
 
 
Lesson 5:  Grouping and Sorting Data for Summary Purposes
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Lesson 1: Before You Begin 

Lesson Objectives 
 

After completing this lesson, you will be able to: 
 

• Understand and define the purpose of the report 
Decide the overall purpose of your report. Who will view it? What do they need to see? What 
decisions will be made from the data viewed 

 
• Define the layout for the report 

What will the title be? Do you need information in the header and footer on each page? Do you 
need summaries or other totals 

 
• Find the data 

Where is the data that you need to use in the report? Is it in a PC database file or on a client/server 
database? Does the data exist or does it need to be calculated 

 
• Organize the data on the report 

Should you sort or group your data? Do you only want to see certain records from the database? If 
so, which ones? Do you want to call attention to certain information? If so, how will it be identified 

 
• List the fields and tables needed for the report 

Create a list of the fields needed for the report and the tables in which those fields are located 
 

• Use the Workbench (new in Crystal XI) to organize your reports. 
Manage your reports using folders for easy report maintenance  
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Lesson 1: Before You Begin 

Defining the Purpose of the Report 
 

Before you ever open the Crystal Reports application, you should do some planning 
on paper. A structured approach to planning a report will make the report creation 
process shorter and easier, with less rewriting and editing.  
 
Essential to this process is clear and frequent communication with the user of the 
report, if that is someone other than you. Remember that a report is a management 
tool. It should help the reader quickly understand the relationships and/or essential 
elements contained in the raw data. Good reports present the correct data in a well-
organized, easy-to-read manner. If the data is incorrect, or, if it is difficult to locate 
information, then the decision-making process can be slower or ineffective decisions 
may be made. 
 
A good starting place is to write out, in one or two sentences, the purpose of the 
report. A purpose statement assists you in keeping your focus. It gives the report a 
goal. Think about or ask about what information the report is intended to convey and 
how it will be used. Ask the user what decisions will be made based on the 
information in the report. Often, users may not know exactly what they want. 
Nevertheless, with your expertise in Crystal Reports, you can help them get exactly 
what they need. 
 
Here are some examples of report purpose statements: 
 

• The purpose of this report is to show monthly sales of each product and the 
total dollar amount of each product sold 
 

• The purpose of this report is to keep track of inventory and quickly call 
attention to items that need to be reordered 
 

• The purpose of this report is to provide demographic information on our 
customers and suppliers in order to determine if we need to expand our 
supplier base 
 

• The purpose of this report is to compare year-to-date sales with last year’s 
year-to-date sales to gauge how we are doing compared to last year. The 
information needs to be presented region by region 

 
You should also be aware of who is going to read the report. Often, different people 
at different levels of responsibility in the organization read the same report, but for 
different reasons. If this is the case, you need to organize the report so that each 
level of information is clear and easy to find. A common example would be a 
company sales report. 
 

• The sales representatives might use the report to evaluate individual sales 
performance and do comparisons to other representatives 
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Lesson 1: Before You Begin 

• The regional sales manager might also use the report for comparisons of the 
sales reps in his/her region. But this person would also want to know how 
his/her region compares with other regions or what percentage of total 
company sales are represented by his/her region 
 

• The national sales director might use the report to evaluate regional 
manager’s performance. It could also be used to compare sales to forecasts 
and determine if company-wide adjustments are needed 
 

• The Vice President of Sales might use this report to project manufacturing 
needs, warehouse locations, sales campaigns, etc 

 
Write out all these needs and formulate them into your purpose statement. If you can 
design the report to meet the needs of all these people, you will save yourself 
development time and serve your company as a whole. 
 

Determining the Layout of the Report 
 

The layout of the report is the plan for what information appears and where.  
 
What should the report title be? Plan a title that encompasses all uses of the 
information or the most detailed use of the information. Write out the title. 
 
Is there information that should appear on each page of the report, such as the file 
name, author name, or page numbers? Will the users want to know how current the 
information is? Make a list of the items you need to include. 
 
What pieces of information need to display at each level of the report? Do you need 
to summarize, total, calculate averages or percentages or perform any statistical 
analyses? If so, which information needs to be calculated and how do you want to 
divide the report for the calculations? For example, in the sales report mentioned 
above, you might need to calculate total sales by each sales representative, also by 
each region, also by country, and grand total for the entire company. 
 
Write listings of what you need to see at each level of the report including totals and 
grand totals. Also, include the information by which you need to divide the report. 

 

Finding the Data 
 

It is critical to know, before you begin report development, where the data you need 
is located. You should know if the database you need to use is a PC data file or an 
SQL/ODBC data source or a Crystal Dictionary. Where is the database located and 
is there an ODBC connection already set up on your computer to access the 
database? If you do not know the answer, contact your MIS professional, database 
administrator or possibly even your co-workers to get this information. 
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Lesson 1: Before You Begin 

Next, decide which pieces of information you need to see at the greatest level of 
detail in your report. Write down these pieces of information. Once you have 
determined the data you need for details, you can add this to all the other information  
you have listed for the report. You can then use this list to determine which fields you 
need to access for the report. 
 
As you look through your list of pieces of information needed, you may see four 
types of information: 
 

• Data that is taken directly from fields in the database 
 

• Data that is calculated from fields in the database (such as summary totals) 
 

• Information that is typed directly into text objects in the report (such as a title) 
 

• Information that is generated automatically, but not from the database (such 
as page numbers) 

 
Go through this list and determine which pieces come directly from fields in the 
database, then make a list of the field names you are going to need. After you list the 
fields, make a list of the table or tables that contain these fields. Obviously, you are 
going to have to be somewhat familiar with the database to do this. If you do not 
know the database well, talk with your database administrator and see if you can 
obtain a data map or data dictionary that tells you where specific pieces of 
information are stored. 
 
In addition to knowing field names, you should also become familiar with field types 
or data types. Many of the functions and commands used in Crystal Reports are 
designed to work with a specific type of data. You need to become comfortable with 
the types of data contained in your database. Most fields are one of the following 
data types: string, number, currency, date, time, date/time, Boolean, or memo.   
 

Organizing the Data for the Report 
 

Now that you know what data you need and where it is located, what you have to pull 
from the database, what you can type, and what you have to calculate, you need to 
put all this together. In other words, you need to organize it all, so you know what will 
print where on the report. 
 
Each report that you create is divided into sections and the sections determine where 
things print on the report. The sections display in the Design view of Crystal Reports 
and print in the same order in which they display. Each section has its own 
characteristics that determine where objects print on the final report. 
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Lesson 1: Before You Begin 

 
 
Report Header 
 
Objects in this section print only one time at the beginning of the report. You might 
use this section for the report title (if you only wanted it to print on the first page) or 
for charts or maps that represent all the data in the report. 
 
Page Header 
This section prints the objects it contains at the top of each page of the report. This is 
a good location for print dates, page numbers, file name and author, or any other 
information that the user would want to see on each page. 
 
Group Header 
If you decide to divide the information in the report, you do it by creating groups. The 
items in this section appear at the beginning of each new group. Typically, this 
section contains the name of the group or other group identifying text and/or charts 
or cross-tabs that represent data group by group. 
 
Details 
This section contains the detail records for the report and gets repeated for each 
record pulled from the database. This is where you want to put the items that 
represent the details on the report. 
 
Group Footer 
This section prints at the end of each group in the report and only displays when the 
report has been divided into groups. Here is where the group subtotals and 
summaries appear and any other information you want included at the end of each 
group. 
 
Report Footer 
Objects placed in this section print only once at the end of the report. It is the perfect 
place for grand totals or other summaries for the entire report. Often it is used for 
charts, maps or cross-tabs that display information for the entire report. 
 
Page Footer 
Like the Page Header, this section appears on each page of the report, only this one 
displays at the bottom of the page.  Use it for page numbers, printed dates or other 
information that the user needs to see on every page of the report. 
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 Now you can design your report on paper, placing each piece of data where it 
belongs. It can even be helpful to indicate the sections at the left of the paper to help 
you remember which objects to put into each section. Basically, draw a picture of 
what the report should look like. You are not going to do this planning in class 
because there is not time. Your class time is best spent learning the Crystal Reports 
program. However, this is a highly recommended process for you to follow when you 
begin to create your own reports. If you plan your reports on paper first, it will save 
you time, work and aggravation later. 
 

The Workbench  
 

New to Crystal XI is the workbench.  As you are thinking about report design you 
should also be thinking about report organization.  Which reports should be grouped 
logically together etc. 
 
The workbench helps you with this kind of project organization as it allows you to 
group reports in folders according to your preference.   
 
To view the workbench Select View|Workbench or click on the workbench button on 

the toolbar.  .  You will be using the Workbench during the class to organize your 
class files.   
 

 
 
With the workbench you can add projects to the Workbench – these are basically 
folders for your reports.  You can also add reports to the workbench.  Finally, you 
can add Object packages to the Workbench.  Object packages are objects from the 
Business Objects Enterprise system. 
 
Another feature of the workbench is the Dependency Checker which you will use 
later in class.  The Dependency Checker allows you to check an individual report or 
a project (series of reports) for the following: 
 

• Report Part Hyperlink errors 
• Repository Object Errors 
• Formula Compilation Errors
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NOTES PAGE
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Lesson Objectives 
 

After completing this lesson, you will be able to: 
 
• Decide when and why to use Groups 

Learn to make intelligent decisions about grouping and summarizing 
 

• Create a Group  
You can easily create and define groups with Crystal Reports. Grouping helps you provide well 
organized, easy to read reports 

 
• Sort records within a Group 

Arrange records within a group in ascending or descending order 
 

• Navigate the Report Using the Group Tree 
Quickly go to any portion of the report using the Group Tree 
 

• Group on Dates and Times 
Crystal lets you define how groups on Date fields are subdivided. Learn to group by day, week, 
month, quarter, year or other subdivisions 
 

• Summarize Groups 
With the Summary, Subtotal, and Grand Total features perform a number of different calculations 
on the groups in a report. Your reports can provide information at a glance in a professional format 

 
• Calculate Percentages 

Learn how to calculate a percentage of one group within a larger group, or the percentage of the 
grand total each group contributes towards 

 
• Specify the Order of Groups Using the Group Sort Expert 

Arrange groups dynamically based on summary information for the group. Design reports quickly 
showing the highest or lowest group based on a significant indicator 
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When and Why to Group Records
 

Once you have selected the fields and records for the report, it is time to consider 
whether you want to group the records.  A good method for determining if you 
should group, and the fields on which to group, is to listen for the word "by" in the 
business requirement statements.  For example, suppose the individual 
requesting the report says, "I want to see records by product and then broken 
down by order date, quarterly."  This statement identifies products as the first 
group, and order date as the sub-group.  Order date will also be conditionally 
grouped within each business quarter rather than by individual dates. 
 
By grouping records, you will be able to perform summary operations, such as 
"How many products were sold…" or "total sales per quarter…".  If you have 
summary requirements for the report, you have another good indicator you are 
going to have to perform grouping.   
 
Crystal Reports contains many grouping, sorting and summarizing options 
allowing you to create and arrange groups according to your specific needs. You 
have the ability to sort groups in ascending or descending order, specify your 
own order, or keep records in their original order in the database.  You can sort 
records within the group as well.  Crystal Reports contains several summary 
functions for totaling, averaging, and performing statistical analyses on groups.  
Summarized fields can be displayed according to their operation or as a 
calculated percentage.  In addition, Crystal Reports has the TopN and BottomN 
Expert allowing you to group records, then organize the groups based on the 
highest or lowest values in the summarized field(s). 

 

Creating a Group 

To create a group, begin with the Insert/Group… command or click the Insert 

Group  button on the Insert Tools Toolbar.  

 
The Insert Group dialog box lets you choose the field on which you want to group 
and define sort and other options. 
 



 
 

98 

Crystal Reports XI Designer 1 Workshop ©2006 Vision Harvest, Inc.

Lesson 5: Grouping and Sorting Data 

 

Group and Sort Direction 
 
There are five sort choices used to determine the direction for the group. 
 

 

Group Sort Choices 
Term Definition 
in ascending order Alphabetic characters are expressed from A-Z.  

Numeric characters are displayed 1-9 or lowest to 
highest. Dates are organized oldest to most recent 

in descending 
order 

Alpha characters are sorted from Z to A, and 
numbers show 9-1 or highest to lowest. Dates are 
organized most recent to oldest 

in original order The records display just as they are ordered in the 
original database 

in specified order You define the order in which the groups appear. 
This choice also allows you to define groupings 
with other names besides the field values and to 
combine sets of values into a single group 

Using a formula for 
group sorting 

Allows the user to determine at run time to have 
the groups sorted in ascending or descending 
order 

 

Customize Group Name Field 
 
Under options you can choose to customize your group name when you create 
or modify your group.  When a group is inserted into a report, the group name is 
displayed in the group tree and in the group header. By default, the group name 
field shows the value from the database.  However, you may not want to display 
the group or you may want to display it differently.   
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There are two choices to customize a group name:  
 

• a database field  
• a formula  

 
For example, you could group on the Customer ID, but display the Customer 
Name as the group name. Alternatively, you could group on the Customer ID, but 
use a formula to display both the Customer ID and the Customer Name in the 
group name. 
 

WARNING: You cannot include a formula automatically evaluated in 
the WhilePrintingRecords pass. For example, you cannot include a 
running total field, summary field or another group name field. This 
concept is explained in detail in the Designer 2 Workshop. 

 
 
In addition to sort and group name options, there are also two check boxes for 
the following features: 
 
• Keep group together assures page breaks do not separate groups  

 
WARNING: Only use this option if the groups are small. If you turn 
on this feature and the first group in the report is longer than one 
page, Crystal Reports moves the entire group to the next page. The 
first page of the report is blank. 

 
TIP: Blank first pages can be prevented by making sure the option 
Respect Keep Group Together On First Page is unchecked. Go to 
File>Report Options to find this option. 
 

• For large groups, you may want the group header to print at the top of each 
new page to identify the group. The Repeat group header on each new 
page feature does enables this automatically 
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Once a group is created, Crystal Reports adds two sections to the report, a 
Group Header section and a Group Footer section. Objects in these sections 
print once at the beginning and end of each new group on the report. In addition, 
by default, Crystal Reports automatically adds the group name in the group 
header. This feature may be turned on or off in the File Options dialog box, 
Layout tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Another way to create and modify groups is using the Group Expert.  The Group 

Expert  button can be found on the Expert Tools Toolbar.  The group expert 
enables you to create a number of groups at one time and easily change group 
order. 
 
 

 
 

Crystal inserts 
two new sections, 
nested around the 
Details section 
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In the screen shot above you will notice the Country field has been selected as a 
group.  To select a group simply highlight the field in the available field column 
and click the arrow to add the field as a group.  To change the group order, use 
the up and down arrows in the top right corner.  To remove a group, simply click 
the remove arrow.  Clicking on the options for the selected group will take you to 
the Group options tab as detailed above. 
 
 

 Exercise 5.0 - Create a Group 
 

1. Open the Format.rpt report.   
 
2. Edit the title to read Customer Sales by Country and Region. 

 
3. You are going to insert a group on the Country field. Return to Design 

view so you can see the changes grouping makes to the design of the 
report. 

 

4. Click the Insert Group  button or use the Group Expert  on the 
Expert Tools toolbar.. 

 
5. Click the drop-down arrow on the top list box. Select the Country field.  

Leave all of the other options set to their defaults. 
 

6. Click  
 

7. Notice that Crystal Reports adds the Group Header #1 and Group Footer 
#1 to the report. Also, note the field Group #1 Name added to the Group 
Header. 

 
8. Using the Save As command save this report as Grouping.rpt 

If you see the Saved data is incomplete prompt, click No. 
 

9. Preview the report. 
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The grouped report should look like the following example: 
 

 

Modifying Groups 
  

Suppose the report definition requires the Countries to be listed in descending 
order. 
To edit a group, RIGHT click in the gray area of the Group Header #1 section, 
then choose Change Group… from the shortcut menu. 
 

 Exercise 5.1 - Edit a Group 
 

1. If Crystal Reports is setup to see the Section Names in Preview, you can 
do this right from the Preview view. If not, return to Design view. RIGHT 
click the Group Header #1 section heading. 
The Group shortcut menu opens. 
 

2. Choose Change Group… 
 
3. From the Group Options dialog box, change the sort direction from 

ascending to descending. 
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4. Click   
 

5. Save (Grouping) and preview the Report. 
If you see the Saved data is incomplete prompt, click No. 

Creating Multiple Groups in a Report
 

Now that you know how to create a group, you should know Crystal lets you 
create as many groups as you want in the report. Crystal creates groups so they 
are nested inside one another. That is, each successive group is completely 
contained inside the previous group. Crystal numbers the Group Header and 
Footer sections to distinguish between the groups. 
 
 
 
 
 
 
 
 
 

TIP: To see which group number is which field, you can point to the 
Group Header or the Group Footer. A tool tip appears indicating the 
table and field name for this group. You also see –A or –D or –S or –
O to indicate the sort order of the group. 

 
 
 
 

Crystal nests each 
successive group inside 
the previous group. 
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  Exercise 5.2 – Add Another Group to Create Multiple Level 
Grouping 

 
1. You are going to group on the Region field, but first you want to reorder 

the groups in ascending order. Just click the Undo  button to undo the 
last command.  

 

2. Return to Design view, and then click the Insert Group  button. 
 

3. Drop down the top list and choose the Region field, then click  
 

4. Since you are grouping on Region, you no longer need to see the field in 
the Details section. Select the Region field and then press DELETE to 
delete the item. Also, remove the guideline used by the field.  Notice that 
the column heading is deleted as well. 

 
5. Move the Last Year’s Sales field and its title to the left to position it after 

the City field. 
 
6. Move the shaded box to the left so it surrounds the Last Year’s Sales 

field again. 
Remember that you must click on the border of the box to move it. 

 
7. Save (Grouping) and preview the report.  It should look as follows: 
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Using the Group Tree to Navigate the Report
 

The easiest way to navigate a report is by using the Group Tree – Smart 
Navigation feature. The Group Tree appears at the left of the screen in the 
Preview window. It works like a directory tree, showing a heading for each group 
in the report. Just like Windows Explorer, if a group contains another group, a  
appears before the group. You can click the  to expand the group and show the 
subgroups. The  changes to a   when a group is expanded.  
 
When you see the group you want to view in the report, click the group name in 
the Group Tree. Crystal Reports displays the chosen group. This option makes 
moving around a large report, quick and simple. 
 

TIP: To turn the Group Tree navigation area on and off, click the 
Display Group Tree       button in the Standard toolbar. 

 
 

Reordering Groups
 

Crystal Reports makes it possible to have sophisticated reports with nested 
groups. For example, you might want to group by Country, then by Region within 
the Country, then by City within the Region. Crystal Reports nests the groups as 
you create them. So, if you create the Country group, it becomes Group #1. If 
you create the City group next, it becomes Group #2, etc. If you make a mistake 
or change your mind about group order, you can change the order of the groups 
easily from Design view. 
 

 
 
To change the group order, just click the Group Header or Group Footer section 
name in Design view and drag the group to the new location.  The mouse pointer 
looks like a grabber hand as you drag.   
 
The Group Expert is also a place to reorder groups and may be easier.  You 
simply use the arrow keys to move the groups into the order you would like as 
shown below.  
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Sorting Records within a Group 
 

Once you have created groups on the report, you may want to order the records 
in the group in a meaningful sequence.  If you do not specify a sort order, Crystal 
Reports displays the records in the order in which they appear in the database.  
Using the Record Sort Order dialog box, you can list the records in ascending or 
descending order on a specific field.  There are two ways to open the Record 

Sort Order dialog box: click the Sort Order button  on the Expert Tools 
Toolbar, or choose Report/Record Sort Expert from the menu bar. 
 

 
 
 

To sort on a field, select it in the left list, and then click the  button. The 
order in which you add fields is the order in which they will be sorted.  If you 
change your mind, simply highlight the fields you don’t want in the right list, and 
click the   button.  
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 Once a field is added to the right list, define its sort order by clicking the 
Ascending or Descending radio button with the field highlighted.  You may 
choose ascending order for one field and descending order for the other. 
 
 

 Exercise 5.3 - Sort Records within a Group 
 

NOTE: You can complete this exercise from either the Design view 
or the Preview view. 

 

1. Click the Sort Order  button. 
 

2. Select the Customer Name field in the left list. 
 

3. Click the  button. 
 

4. Make sure the Ascending radio button is toggled on.  
 

5. Click   
 

6. Save the report (Grouping) and preview the report.  
The customers are now in alphabetical order within each region. 

 
7. Suppose you want to quickly view the USA group. Click the USA group 

name in the Group Tree. 
Crystal Reports immediately takes you to the beginning of the group. 

 
TIP: If you like the Group Tree, but it takes up too much space on the 
screen, you can drag the bar that separates the Group Tree area 
from the report. Point to the bar that divides the two areas. The 
mouse pointer changes to a double line with a double-headed arrow. 
Drag to the left to make the Group Tree area smaller. 

 

Summarizing Groups 
 

One of the primary reasons for using groups on the report is to summarize data 
by the group.  After you have grouped and sorted records, summaries provide 
calculated information on fields in the group.  Summary information displays in 
the Group Footer Section and can perform a number of different calculations. 
 
Summaries can be performed on any type of data, but calculations on string data 
are limited to counting the records and selecting the frequency of the records.  
On numeric data, summaries can perform sums, averages, minimums, 
maximums, counts or statistical analysis.  Crystal Reports is intelligent and only 
gives choices appropriate for the type of field you are summarizing. 
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To summarize a field, choose one of these three options after you have grouped 
the data in the report. Highlight the field you wish to summarize, then: 
 
• Click the Insert Summary  button on the Insert Toolbar 
 
• RIGHT click the field and choose Insert Summary… from the submenu 
 
• Choose Insert/Summary… from the menu bar 
 
 

 
 
The Insert Summary dialog box lets you select a type of calculation and indicate 
the field on which the records are grouped.  Notice even though the field you 
chose is selected, you have the option of selecting another field to summarize.  
Crystal Reports performs the summary on the selected field. 
 

WARNING: Summaries are based on groups. If you choose 
the Insert Summary… command with no groups in the report, 
Crystal Reports allows you to choose a field on which to 
group and inserts the group automatically or to simply insert 
a Grand Total rather than a group summary.  
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Summary Operators 
Text Operators 
Operator Description 
Minimum Calculates the lowest value in each group 
Maximum Calculates the highest value in each group 
Count Counts all the values in each group 
Distinct count Counts the number of distinct (unique) values in each group 
Nth largest, N is: Lets you specify a number N, then calculates the Nth largest value in 

the group 
Nth smallest, N is: Lets you specify a number N, then calculates the Nth smallest value in 

the group 
Mode Identifies the most frequently occurring value 
Nth most frequent, N is: Lets you specify a number N, then calculates the Nth most frequently 

occurring value in the group 
Numeric Operators (if the field is a number, you can perform the following calculations in 
addition to all the above operations) 
Operator Description 
Sum Sums the values in each group 
Average Averages the values in each group 
Sample variance Calculates the square of the sample standard deviation 
Sample standard deviation A statistical test of how the values in a set deviate from the mean or 

average value for that set 
Population variance Calculates the square of the population standard deviation 
Population standard 
deviation 

A statistical test of how the values in an entire population deviate from 
the mean or average value for that population 

Correlation with Calculates the correlation of this field with another field in the report or 
database 

Covariance with Calculates the amount of variance between this field and another field 
in the report or database 

Weighted average with Calculates an average weighted by the number of times a value occurs 
in the group 

Median Displays the value of the middle record in the group 
Pth percentile, P is: Lets you specify a percent, then calculates the value that is that 

percentile of the values in the group 
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Additional Summary Options 
 
Each summary has to be created individually.  Additional options on the 
Summary dialog are: 
 

• Summary location – This is an important area for determining which 
grouping a summary will be created for or for creating grand totals. Use 
the drop-down list to specify what section the summary/grand total is for 

 
• Show as a percentage of  - This option can be used to calculate the 

percentage total of one group within a larger grouping. For example, the 
report you are using in class can show the percentage of last years sales 
for each country compared to the total for all countries.  Once the option 
is checked, you can choose the total or group on which you want the 
comparison to be based 

   
• Insert across hierarchy - If a report contains hierarchical groupings, this 

option inserts an identical summary for all sub-groups within the primary 
hierarchical group 

 
 

 Exercise 5.4 - Insert a Summary to Sum Last Years Sales for the 
Country 

 
1. Click the Design tab. 

 
2. Select the Last Years Sales field in the Detail section. 

 
3. Click the Insert Summary   button. 

Or 
RIGHT click the field and choose Insert Summary… 
Or 
Choose Insert/Summary… from the menu bar.  

 
4. Click the drop-down arrow after the fields list (the top list box). 

Notice all the summary options are available since this is a number field.  
 

5. Select Sum. 
 
6. In the drop-down list in the Summary Location area, select Group #1…  

 

7. Click   
Notice the field appearing in Group Footer #1. 
 

8. Repeat steps 2 through 6 for both Group #2 and for the Grand Total… 
 
9. Save the report (Grouping) and preview the report.  
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The Summaries and Grand Total fields in Design view looks like the following 
illustration (ignore the summary field labels): 
 

 

 
 
 
 
 
 

 
The Grand Total Report in Preview view (last page) looks like the following 
illustration (ignore the summary field labels): 
 
 

 

 
 

 
WARNING: If you choose to insert a Grand Total by RIGHT 
clicking, be sure you RIGHT click on the field in the Detail 
section, NOT on the summary field in the Group Footer. 
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 Exercise 5.5 - Format the Totaled Report 

 
1. Return to Design view. Add a text object in the Group Footer #1 section to 

the left of the Last Years Sales summary field. 
 

2. Type Total Sales for the Country: in the text box. Format the text object 
to be bold and right aligned. Resize as necessary. 

 
3. For the region total, copy the Total Sales for the Country: text object to 

Group Footer #2. Select the object, click the Copy   button. Click the 
Paste    button. 

 
4. Click in Group Footer  #2 to the left of the summary field to place the 

object in the section. 
 

5. Double click the pasted object to enter Edit Mode and change the text to 
Total Sales for the Region: 

 
6. Click the Paste   button again, then click in the Report Footer to the left 

of the Grand Total field. 
 

7. Edit the pasted object and change the text to Grand Total Sales: 
 
8. Save the report (Grouping) and preview the report. When finished, close 

the report. 
 

Grouping Data in Date/Time Intervals

One common variation on groups is the need to group on a Date/Time field.  
Suppose you were given the business requirements for a new report detailing the 
Monthly Orders for 2004.  You would need to group this report on the Order Date 
field.  When a Date/Time field is selected in the Insert Group dialog box an 
additional drop-down list appears called The section will be printed:.  The default 
setting calls for the group to be divided on each unique value in the field.  
However, you can choose to divide the group by month, by day, by quarter, by 
year, etc.  
 

 Exercise 5.6 – Create Group on Date/Time Field 
 

1. Start a new report using the As a Blank Report option button.  
 
2. Open the Favorites folder, and then open the Xtreme Sample Database 

11 if necessary.  
 

3. Add the Orders table, then click    
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4. Add the following fields to the Details section: Order ID, Order Date and 
Order Amount. 

 

5. Select the Order Date field and click the Select Expert   button.  
 

6. Drop down the operator list and select the is between operator. 
 

7. Drop down the top criteria list and choose 1/1/2004 12:00:00AM. 
 

8. Drop down the lower criteria list and choose 12/31/2004 12:00:00AM, 

then click  
 

9. Click the Insert Group  button. 
 

10. Click the drop-down arrow on the top list box. Select the Order Date field.  
The sort direction should be Ascending. 

 
11. Click the drop-down on the third list box and select for each month. Click 

 
 
 
12. Add a Text Object in the Report Header with the Text Monthly Orders 

for 2004.  Format the title to show a single line border and a drop 
shadow. Make the text bold, 16pt. font, and centered. 

 
13. Save the report as Monthly Orders for 2004.rpt.  Preview the report. 

Notice the value in the Group Name Field and in the Group Tree. 
 
Once you have inserted a group, Crystal adds a group name object for the group.  
The object contains the field value from the database.  This group name field can 
be formatted like any other object in the report.   
 

 Exercise 5.7 – Format Group Name Field 
 

1. Return to Design view by clicking on the Design tab. 
 
2. RIGHT click the Group #1 Name field in the Group #1 section, choose 

Format Field… from the shortcut menu. 
The Format Editor opens on the Date/Time tab. 

 
3. Since the title states Monthly Orders for 2004, all the Group Name field 

needs to display is the full name of the month.  There is not a default style 
for the full name of the month so you will need to create one. Click the  

 button. 
 
4. Click the Order: drop-down arrow and choose Date. 
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5. Click the Date tab. Drop down the Month: list and choose March. Choose  
None for the day and the year. 
Notice the sample box at the bottom of the Format Editor displays the 
month name only. 
 

6. Click  to close the Custom Style dialog box. Click          
again to close the Format Editor.  

 
7. Make the Group Header Section taller.  Multiple select the field titles, 

then move them from the Page Header to the bottom of Group Header 
#1. 
 

8. Save the report (Monthly Orders for 2004) and preview the Report.  It 
should look as follows: 
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Calculating Percentages

You can calculate a group’s percentage of a larger group.  One example would 
be to calculate the percentage of Last Years Sales for each customer based on 
the country.  Percentages can also be calculated for Grand Totals, such as the 
percentage each country contributed towards all sales. 
 
To calculate a percentage, first select the field to be summarized and click the 
Insert Summary button.  The first section of the Insert Summary dialog box is 
completed as for any other summary.  To calculate the percentage, click the 
check box for Show as a percentage of command.  After you toggle the check 
box to have a checkmark, you can choose the total or group on which you want 
the comparison to be based. 
 
 

NOTE: The calculating percentages option is only available 
when the summary operation returns a numeric result. 

 
 

 Exercise 5.8 – Calculate a Percentage 
 

1. Return to Design view of the Monthly Orders for 2004 report. 
 
2. RIGHT click the Order Amount field in the Details section, choose Insert 

Summary… from the shortcut menu. 
 

3. The calculation is already set to sum the Order Amount field.  The 
default Summary location is set to Grand Total…, change the selection 
to Group #1…  

 
4. Toggle the check mark on for the Show as a percentage of command. 

The list box should show Grand Total: Sum of Orders Amount, which is 
what you want. This calculates each month’s percentage of all the orders 
for the total year.   You should see the following dialog. 
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5. Click   to close the Insert Summary dialog box. 
 

6. Save and preview the report.  Click 2/2004 on the Group tree and scroll 
up to see the percentage for January. 

 
7. When finished save this report (Monthly Orders for 2004), and preview, 

which should look as follows. 
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Ordering Groups Based on Their Subtotals Using the Group Sort Expert
 
 

The Group Sort Expert   is a tool used to place groups in a specific order, 
based on subtotals. Therefore, in order to use this tool, groupings with 
summaries must exist or the tool will be disabled.  There are six sort options 
available to use.  They are: 
 

• No Sort – This is the default setting for all reports where the Group Sort 
Expert dialog box has not been used.  All groups will be sorted based on 
the group name and not on any summary value 

 
• All - This option sorts the groups based on a summary value 

 
• Bottom N, Top N – Allows you to design a report showing the highest or 

lowest performing accounts, regions, countries etc.  In some cases, the 
lowest numbers in a report represent success: for example, accident 
rates. Both options require N to be specified and any groups not within 
the N value will be aggregated together in a group called others.  You can 
choose whether to display this group or not 

 
• Top Percentage, Bottom Percentage – Are very much like the Top 

N/Bottom N options except you specify a percentage value for display in 
the report.  For example, you can use this feature to show the top 30% of 
customers by Last Year’s Sales 

 
 
Depending on which option you choose, the dialog box displays options for 
selecting a summary field, entering the number you want to view, and for 
deciding what to do with other groups outside the number of groups or 
percentage value you requested. 
 
To apply a group sorting to the groups in the report, choose Report/Group Sort 

Expert...  or click the Group Sort Expert        button on the Expert Tools bar.  
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NOTE: Crystal Reports applies the group sort order after the 
first pass of data handling. The first pass includes all the 
grouping, sorting and totaling done to the data. The Group 
Sort Expert settings are applied after that.  
 
This is important if you have grand totals in the report and 
choose not to include groups outside the Top N, Bottom N, 
Top Percentage or Bottom Percentage groups. Grand Totals 
total all the data, not just the data in these special groups. 

 
 Exercise 5.9 - Sort Groups with Group Sort Expert 

 
1. Suppose you want to see the top five countries in the grouping report, 

based on the amount of their last year’s sales. Open the Grouping.rpt 
report, go to Design view. 

 
2. Choose Report/Group Sort Expert… 

Or 

Click the Group Sort Expert  button.. 
 

3. Drop down the For this group sort list and choose Top N. 
The where N is: and include Others boxes appear in the dialog box. 

 
4. Drop down the based on list and choose Sum of Customer.Last Years 

Sales 
 

5. Leave the value 5, as is, in the where N is: box 
 

6. Make sure there is a check mark in the include Others check box. 
 

7. Click  
 

8. Using the Save As command, save this report as Top 5.rpt. 
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9. Preview the report. Note the sum of sales for each group.  
The groups should be arranged in descending order with the highest last 
year’s sales as the first group. 

 
10. Click the Last Page button, and then look at the Grand Total figures. 

 
11. Click the Group Sort Expert  button. 

 
12. Remove the check mark from the include Others check box, then click 

 
 

13. Save (Top 5) and preview the report.  
Notice that you now only see the top five groups. The remaining groups 
no longer appear. 

 
14. Click the Last Page button.   

Notice even though not all records appear on the report, the Grand Total 
represents all record data.  
 
Using Running Totals will solve this problem. See the Running 
Totals lesson of the Designer 2 Workshop. 

 
15. Close the report. 
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Challenge Exercise – Grouping, Sorting, Summarizing
  

To further practice grouping, you are going to edit the Orders for First Quarter 
2004 report from the last challenge exercise. 
 

1. Open the Orders for First Quarter 2004.rpt report.  Click the Design 
tab. 

 
2. You are going to create nested groups on the Order Date field to show 

the orders by month and then by day so you no longer need the Order 
Date field.  Select the field and delete it.  Delete the guideline as well. 

 
3. Insert the first group on the Order Date field.  Format the section to be 

printed for each month. 
 

4. Insert a second group on the Order Date field.  This time, format the 
section to be printed for each day. 

  
5. Format the Group #1 Name to show only the full name of the month. 

Format the Group #2 Name to show only the full name of the day of the 
week and the day number with a “ - ” separating the two items. 

 
6. Move the field titles from the Page Header to the Group Header #2 

 
7. Sum the Order Amount field for each month and day and add a grand 

total. 
 

8. Format each of the summary fields and grand total to have a fixed 
currency symbol. 

 
9. Format the report to add a top single line border to the summary fields for 

the Day group (Group #2).  Add a top double line border to the summary 
fields for the Month (Group #1). 

 
10. Add text boxes to identify the number in each group footer.  Use text that 

makes sense to you.  Also, add an identifying text box for the Grand 
Totals in the Report Footer. 
 

TIP: Once you have created the text box in the Day group 
footer, select and copy it (CTRL + C). Then click into the 
Month group footer and paste it (CTRL + V). Then click in the 
Report Footer and paste it again.  Adjust the text likewise. 

 
11. Format the grand total field to be bold and a size 12 font. 

 
12. Save the report as Orders for First Quarter 2004 Grouped and 

Summarized.rpt.  Preview the report, but do not close it. 
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Design view for the Orders for First Quarter 2004 Grouped and 
Summarized report should look like the following illustration: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
TIP: After you have added the line borders for the 
summarized fields, you may find that you have trouble 
aligning the text and the border. Try multiple selecting all of 
the fields (in the column straight up and down) and the field 
title.  RIGHT click on the one placed where you like it the 
most and chose Align, Rights.  The same thing can be done 
across the page with Align Tops. 
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Challenge Exercise – Calculating Percentages 
 
Rather than show the summed order amounts for each day, month and quarter, the 
summaries can be changed to show the percentages instead. 
 

1. Return to Design view of the report. 
 
2. RIGHT click the summary field in Group Footer #2. 

 
3. Choose Edit Summary from the Shortcut Menu. 

 
4. Toggle on Show as a percentage of, and then make sure the drop-down box 

shows Group #1: Sum of Order Amount. 
 

5. Click  
 

6. Select the Month summary in the Group Footer #1. Change the summary 
operation to Show as a Percentage of Grand Total: Sum of Orders 
Amount. 

 

7. Click  
 

8. Adjust the text in the text objects to reflect the change. 
The text should indicate something like “Percent of monthly orders” and 
“Percent of total orders”. 
 

9. Save the Report as Orders for First Quarter 2004 as Percentages. 
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The Orders for First Quarter 2004 as Percentages report should look like the following illustration 
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Lesson Objectives 
 

After completing this lesson, you will be able to: 
 
 
• Understand export formats and destinations 

Learn the ins and outs of exporting a Crystal Reports report to another format 
 

• Use a Web Format for Crystal Reports 
One of the great advantages of Crystal Reports is how it works with the Internet. Export reports to 
HTML format, and open them with a Web browser.  New to version 11 is the ability to print preview in 
HTML format 
 

• View a Report with a Web Browser 
Learn how to view and look at reports using a Web Browser
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Understanding Export Formats and Destinations 
 

One of the major hurdles any Report Developer faces after completing the report 
creation process is to distribute the report to those that requested it or need to 
read it. The biggest hurdle is most people don’t have Crystal Reports software on 
their desktop and therefore cannot read the report. Alternatives include 
purchasing additional copies of Crystal Reports and loading the software on 
several computers – a costly and not necessarily appropriate response. The 
reports can be hardcopy distributed. This is certainly not preferable, but easy to 
do. Wasting natural resources aside, hardcopy distribution is rarely an effective 
use of a company’s resources. So, what can you do? 
 
One popular and effective option is to distribute a report in a format easily 
recognizable by commonly installed software applications like MS-Word, Excel, 
Lotus, ASCII and even HTML. And best of all, whatever file formats you choose 
can be sent to a network drive location or email account. 
 
Exporting a file to a network drive location is effective because it is simple and 
anyone with access to that network drive can view the file. One drawback to this 
option however, is it forces the end user to seek out the file and make use of it. If 
this is a concern and you want the file or report delivered directly to the end user, 
you may want to consider sending the file to their e-mail account. Crystal Reports 
can utilize the following e-mail systems: 
 
Microsoft Mail 
Microsoft Outlook 
Microsoft Exchange 
Lotus Domino Mail 
Lotus Domino (version 3.0 or higher) 
 
Simply select the e-mail system in the Destination: list box in the Export dialog 
box. Crystal Reports prompts you to log on to the e-mail system if you are not 
already logged on. It opens a new message and attaches the report in the format 
you selected. All you have to do is choose the recipients, and send the message. 
 

NOTE: There is some addition setup required when using Lotus 
Domino. Be sure to read the help file before exporting to this 
destination.

 
 

 

Other destination options besides email applications include: 
 
• Application – Depending on the format the report is being exported to, 

Crystal will open the application that supports that format immediately after 
creating the file in a temporary directory. If the file is being exported to PDF, 
the Adobe Acrobat Reader is opened to display the file 
 

• Disk File – This destination allows the user to select a directory for where the 
created file will be copied 
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• Microsoft Exchange – For those companies using an Exchange server, 

reports can be exported into private or public folders 
 
You can export a report by choosing File/Export/Export Report from the menu 

bar or by clicking the Export button on the Standard Toolbar. 
 

 
 
The Format list box lists several export format choices, but may not include all 
possible formats. Depending on specific applications loaded on the client 
machine, other export options may appear. Other word processing programs 
such as WordPerfect or a spreadsheet programs such as Lotus may be listed if 
installed on the client machine. If the Export format is not installed as part of the 
standard installation you will see a number 1 beside the export format and a 
message indicating the selected DLL’s will be installed before the export 
continues.  If you select OK you will be asked for the Install CD to continue with 
the export. 
 

 
 
The next page lists the standard export options available – if the format has a 
subscript of 1 you will need the Install CD to install specific DLLs needed. 
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Export Formats 
Format Description 
Adobe Format (PDF) Crystal Reports can export into this widely popular format. This format is also the 

best in retaining the original look and feel of the report 
Crystal Reports 
Format (RPT) 

This is Crystal Reports native format. It can only be read by Crystal Reports or 
through special viewers provided by Enterprise or Report Application Server 
(RAS). Special programs written in Visual Basic or other COM based 
programming languages can also include runtime viewers capable of reading this 
format  

HTML 3.2 You can export reports to a Web format to be viewed by anyone with a Web 
Browser using the HTML 3.2 – best for older browsers designed for this standard 

HTML 4.0 You can export reports to a Web format to be viewed by anyone with a Web 
Browser using HTML 4.0 – best for newer browsers and provides better 
formatting 

MS Excel 97-2000  This export option is greatly enhanced to provide better formatting retention than 
in the previous versions. Use this option when you want to retain as much of the 
look and feel of the report as possible 

MS Excel 97-2000 
(Data only)  

 

Another enhancement to exporting to Excel and a new option as well. Use this 
option when you are more interested in exporting data and not lines, boxes, 
charts and maps. This format will not export any data not displayed in the report. 
Therefore, any data in hidden or suppressed sections will not display 

MS Word RTF This export options lets anyone with Word for Windows view the report. Word 
users can also view reports exported with the Rich Text Format option 

MS Word Editable 
RTF 

This export option creates output optimized for editing the Word document as 
opposed to accuracy of placement of output 

ODBC Formats 
 

These formats allow you to export reports to any ODBC data source. For more 
information on exporting to an ODBC data source, look up Exporting to an ODBC 
data source in Crystal Reports Help. There is a wealth of information here.  This 
option is not installed by default 

Record style 
(columns no spaces) 

  

Use this format when you want raw data exported to an ASCII fixed record length 
format with no spaces. An excellent choice for moving data into older 
applications.  This option is not installed by default 

Record style 
(columns with 
spaces)  

Use this format when you want raw data exported to an ASCII fixed record length 
format with spaces. An excellent choice for moving data into older applications.   
This option is not installed by default 

Report Definition 
 

This is a wonderful choice if you want to get a text-based description of your 
report. The report definition tells you all you need to know about each section 
and the section formats, each object and the object formats, and any conditional 
formats. It also lists any formulas and displays the selection formula for records 
or groups. This option is not installed by default 
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The destinations you have available depend upon the resources on your system, 
so you can choose to send directly to an application, to a disk file, or a network 
drive if appropriate, or to an e-mail system if you have one. 
 
Similarly to the export formats you may also see a number 1 beside the 
destination indicating additional DLL’s need to be installed before the export can 
take place. 
 
After choosing what you want for these two options, click OK. If you have chosen 
to export to Excel (either option), Word or Text you will see additional dialogs as 
shown below, outlining format options for those exports. 
 
Microsoft Excel 97-2000 XLS 
 

 
 
 

Format Description 
Rich Text Format A very clean (retains formatting and graphics) format and especially useful for 

when you are using other word processors besides MS-Word 
Separated Values 
(CSV) 

This is another ASCII format except it separates the field values with commas 
(Comma Separated Values or CSV). An excellent choice for moving data into 
older applications or spread sheet programs 

Tab-separated text Yet another ASCII format using tab spaces to separate the field values 
Text The export dialog box includes several plain text formats able to export the data 

from the report, but loses formatting. You are also required to provide information 
about lines per page and characters per inch 

XML (Extensible 
Markup Language) 

The Crystal Reports XML export option lets you create raw XML data from your 
Crystal Reports files. With this data, you can apply a style sheet and format for 
use in another application 

Ctrl+C/Ctrl+V Objects can be copied from Crystal Reports and pasted into other applications 
such as MS-Word or MS-Excel. This includes items such as charts and maps 
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Microsoft Excel 97-2000 Data Only 
 
 

 
 
Microsoft Word 
 

 
 
Text 
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There is a new option in version XI allowing you to set defaults for each of the 
dialogs above and is found under File|Export|Report Export options.  This 
enables you to set the defaults for the formatting dialog set above. 
 

 
 
 

 

Using an HTML Format for Crystal Reports 
 

Many companies have added an Intranet system to their network system and 
discovered Crystal Reports does a very good job of exporting to a Hypertext 
Markup Language (HTML) format. The process involved is straightforward and 
takes seconds to complete. This feature has become more common as 
companies now provide employees with access to web browsers such as 
Netscape or Internet Explorer. This situation can be an advantage, especially if 
you have a shared network drive easily accessible by your users. Simply point 
the browser to the directory with the formatted HTML files and select the main 
HTML file. 
 
When you export into HTML format, Crystal Reports creates a folder in the 
C:\Documents and Settings\ folder with the same name of HTML. In that folder, 
Crystal Reports puts several configuration files and the file, ReportName.html. 
This file is the actual report the user will open from the browser. 
 
 

NOTE: You cannot drill down in a file exported to HTML 
format. 
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 Exercise 10.0 - Export a Report to HTML Format 
 

1. Open the Grouping with Highlighting.rpt report you created earlier in 
class. 

 
2. Choose File/Export  

or 

Click the Export  button to open the Export dialog box. 
 

3. Change the Format: setting to HTML 4.0. Change Destination: set to 
Application.  Changing the Destination to Application will force your 
default browser to open the newly created web pages for display 

 

4. Click   
 

5. Crystal Reports displays the Export to Directory window.  
 

 
 

 
6. This window explains a subdirectory is going to be created and multiple 

files may be created depending on the number of graphic images used in 
the report. Additionally, page ranges can be specified for exporting. Two 
other options allow you to specify for page navigation links to be created 
such as Next or Previous links. Another option allows you to specify if 
individual html files are created for each page in the report or if all pages 
should be combined to make one long html file. Leave all the options set 
to their default. 
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7. To accept the default settings, click OK. 
The html and jpeg files are created and saved to the C:\Documents and 
Settings\html directory and the base (or default) file is named Grouping 
with Highlighting1.html which should be opened automatically in your 
browser. 
  

 
8. Within the browser look around in the report and try out the navigation 

links which were created as part of the export process. 
 

 
 

9. Close the browser when finished. 
 

TIP: If you are viewing reports from a Web server, you can 
use a browser to view reports with a Crystal Reports Smart 
Viewer. The Smart Viewers allow you to drill-down, using the 
Group Tree for navigation, refresh the data and search for 
text within the report. This feature is only available with the 
Enterprise application. 
 
The features provided by the Smart Viewers depend upon the 
type of browser you are using. You may not have all the 
functions mentioned above.  
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HTML Preview  
 

New to version XI is the HTML Preview.   This enables you to see how your 
reports will look when published to the Web.  In the same way as the preview 
button, you can toggle between design and HTML preview.  This saves the time 
of exporting to HTML and previewing in a browser.  To view the report in HTML 

format, click the HTML Preview button    
 

NOTE: To use this function you need to be logged onto Business 
Objects Enterprise or enter the location of your Report 
Application Server in the File|Options dialog. 

Exporting to Windows Applications 
 

Besides exporting reports into web pages, you may want to export into other 
commonly used Windows application such as Adobe PDF, MS-Excel or MS-
Word.  
 

TIP: Choosing Disk File as the export destination saves the 
report to the disk or diskette you have specified in the Export to 
Directory dialog box.  To view the exported report, first open the 
application then locate the file.  Choosing Application as the 
export destination exports the report to a Temp file in the 
specified format, and then opens the file in the appropriate 
application for you. 

 
 Exercise 10.1 – Export to a Windows Application 

 
1. Open the Grouping with Highlighting.rpt report, if necessary. Click the 

Export  button on the Standard toolbar. 
 

2. Drop down the Format: list and choose MS Excel 97-2000. Drop-down 
the Destination: list and choose Application. Click OK 
There are several options for exporting to Excel.  
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3. Do not make any changes in this dialog box; just click OK. 
Crystal exports the file and opens it directly in Excel. Notice the file name 
is a temporary designator starting with a tilde ~. You can save and 
rename the file from Excel if you want. 
 
Perform this exercise several times while making various option setting 
changes to see how the exported report is affected.  
 

4. Click one of the daily subtotal fields. 
If you look in the formula bar at the top of the screen, you can see Excel 
did not translate the summaries as part of the output. 

 
5. Close Excel without saving the document and repeat above steps except 

choose MS Excel 97-2000 (Data only) as the format option. 
Notice using this option, summary functions are actually created as long 
as the option “Use worksheet functions to represent subtotal fields in 
report” is selected – this is not the default. 
 

6. Close Excel without saving the document. 
 

7. Change the default export to MS Excel 97-2000 (Data Only) to use 
worksheet functions as subtotals as the default so that in future exports 
you do not need to select this option. 

 

Exporting to a Report Definition Format

 
 

 
It is always a good idea to keep documentation on the reports that you create. 
Several months from now, if you need to know what you did on a certain report, 
documentation can help you remember. Alternatively, if someone else takes over 
responsibility for a report, the documentation can help him or her know what you 
did. A fast, easy way to document your report is to export it to a report definition 
format. The report definition format is a text file that contains all the information 
about what is contained on the report and how things are formatted. To create a 
report definition, choose Report Definition in the Format: box in the Export 
dialog box. The result is a text file that can be read using the standard Windows 
Notepad program. 
 

 Exercise 10.2 – Create a Report Definition File 
 

1. You should still have the Grouping with Highlighting report open.  Click 
the Export  button. 

 
2. Drop down the Format: list and choose Report Definition.  Drop down 

the Destination: list and choose Application.  Then click  
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3. The report opens in the Notepad application.   
If the file does not open in the application or if you disk file as the 
destination, go to either Windows Explorer or My Computer. Double click 
the file to open it in the Notepad application. By default, Crystal names 
the file the same as the original report, but with a .txt extension. It 
chooses to put the file in the Temp folder.  

 
4. Scroll through the file to read the information available. When finished, 

close Notepad.   
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