Chapter 5
Working with Fields

Introduction

This chapter explains how to insart, move, copy, and format fieldsin R&R
reports. Thisinformation is provided in the following sections:

oooooog

Manipulating Feds

Applying Fonts, Styles, Effects, and Colors
Spedifying Alignment

Controlling Autometic Trim

Formatting and Sizing Feds

Using the Field Properties Didog Box

Selecting Fields

In order to modify fields that have been inserted on the layout, you must first
select them. Follow these procedures to sdlect afield or group of fieds:

“B With themouse Click on the fidd to sdlect it. To sdlect additiona

fidds, Control-click on each. If the fields to be sdected are in the
same section of the layout, you can aso select them by dragging the
mouse to form a rectangle that touches each field you want to
select. (Note that the rectangle does not have to completely enclose
the fields to be sdected; aslong as part of the rectangle touches a
fidd, the field will be sdlected.)

From the keyboard: Tab to the field and press Spacebar to select
it. To select additional fields, tab to each and press Ctrl+Spacebar
to select.
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Methods of Applying Field Characteristics

After you have seected individud fields or groups of fields on areport
layout, you can apply one or more characteristics.

Using the Format menu commands, the Formaiting Toolbar, or the Field
Properties diaog box, you can control the following field characterigtics:
Alignment (Ieft, center, right, judtified);

Font and point Size;

Font Style (regular, bold, itdic), Effect (strike-out, underline), and
Color;

R&R fidd format;

Automatic trim (“Print at Field Postion” or “Print a End of
Previous Fidd").

Y ou can gpply most field characteristicsin any one of three ways.

O Sdect aFormat menu item (Alignment, Font, Field, or Trim);

0 Usethe Formatting Toolbar list boxes and buttons;

U Sdect an option on the Field Properties dialog box.
Theindructionsin this chapter refer only to the first method. However, you
can quickly apply any field characteristic (except Word-wrap format) using
the Format Bar menus and Formatting Toolbar buttons. Figure 5.1 shows
the Formatting Toolbar options and identifies the purpose of each.
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Figure5.1 Format Optionsin Formatting Toolbar

Y ou select the gppropriate option in the Field Properties dialog box (to
open thisdidog box, select the fidld and elther press F4 or click the right
mouse button and select * Properties’). See the section entitled Using the
Field Properties Dialog Box later in this chapter for information about this
method.
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Manipulating Fields

After you have crested bands by inserting band lines on your layout, you
can insart or type fields on those lines. Y ou can then copy or move afield
or group of fields anywhere on the layout.

Inserting Fields

Toinsat afidd, you sdlect from the fields listed in the Insert Field dialog
box. Y ou can open thisdiadog box in any of the following ways

U Postion the edit cursor and press F11,

U Pogtion the edit cursor and sdlect Insert b Fed;

U Podgtion the edit cursor and press the Insert key;

O Double-click at the location you want to insert the field.

The Insert Field didog box (see Figure 5.2) dislays dl fidd names from the
composite record structure — thet is, the names of dl fields from the master
table and dl rdated tables, dl caculated and totd fields, and memo fields
from any attached text memo file.

= Insert Field

RRCUST .. ] [ insort
TITLE
LAST_NAME
FIRST_NAME
COMPANY
ADDRESS
CITY

STATE
CODE '+

[ Close Dialog After Inserting Field

Close

didd

Figure5.2 Insert Field Dialog Box

Inthe ligt box, field names are indented beneath the name of the table they
are contained in. Each table nameisfollowed by an dlipsis (Y4). For multi-
table reports, the fidd list for each table can be “collgpsed” so that only the
table name gppears. Initially, dl field names are displayed. To collgpse the
fidd list for atable, click on the table name; to expand the ligt, click the
table name again.
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You can insart afidd in ether of two ways.

U Highlight the fidd name and sdlect Insert; the fidd will be inserted &
the pogition of the edit cursor.

U Drag and drop the field in the appropriate position on the layout.

By default, the Insert Fidd didog will remain open after you have inserted a
fidd to enable sdection and insertion of severd fiddsin successon. When
you are finished insarting fid ds, select Close. To specify ingtead thet the
Insert Field dialog close after you have inserted afield, click the check box
next to “Close Didog After Insarting Fidd.” Asaresault, the Insert Field
didog will close after you sdlect and insert afidd.

Toincludetext in areport (for example, to insert column headings), Smply
position the cursor where you want the text to begin and type it. For large
text selections, create a separate text file and attach it to your report as a
text memo file (see Chapter 18, “Creating Form Letter Reports,” for
information about creating and ataching a text memo file).

Copying Fields

Y ou can copy any field and insert the copy in anew position anywhere on
the layout. To copy afidd:

1. Sdect thefield or fields you want to copy.
2. Sdect Edit P Copy or press Ctrl+C.
R&R copies and stores the selected fields.
3. Toplacethefidd copy, position the edit cursor a the new location.
4. Sdect Edit P Paste Objects or press Ctrl+V.
R& R pastes the copied fields at the cursor position.

When you copy afidd, the origind fidd remainsin position. The fied copy
retains al characteristics (width, formet, font, and attribute) of the origindl.
Y ou can change any of these characterigtics for the copy without affecting
the origind.

Moving Fields

Y ou can move any field or group of fields on the layout to another location.
If you are moving multiple fidds, the fidds retain their pogitions rdative to
one another when you move them.
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To move one or morefieds:
1. Sdectthefidd or fidds you want to move.
2. Movethefidd(s) in any of these ways:

Drag the field or field group to the new location and
release the mouse button. The mouse cursor changes to a
four-way arrow as you move the field(s).

Select Edit b Move Fields (or press F7). Use the cursor
keys to position the field(s) at the new location; then
press Enter.

Select Edit b Cut (or press Ctrl+X). Position the edit
cursor where you want to insert the field(s) and select
Edit P Paste Objects (or press Ctrl+V).

R&R copiesthefidds or group of fidds to the new location.

When you paste a group of fields, the dignment of the topmost field in the
group determines the starting point of the paste location. If the topmost field
isleft-aligned, its left edge will be positioned at the edit cursor; if it is center-
aigned, it will be centered on the edit cursor postion; and if it is right-
digned, itsright edge will be positioned at the edit cursor. The other fiddsin
the group will maintain their postions reative to the topmost fied.

Note that you may first have to insart additiond linesin aband so that you
can copy fiddsto aline or lines of the proper type.

Deleting Fields
To delete one or more fieds from the layout:
1. Sdect thefield or fields you want to delete.
2. Ddetethefiddsin any of these ways:
" Select Edit b Clear;
Select the Trashcan button (i);

Press the Delete key; R&R removes the fields from the
layout.

Deleting differs from cutting in that you cannot then Pegte the fidds
elsawhere on the report. If you delete fields by mistake, however, you can
sdlect Edit P Undo Last Clear (Ctrl+2) or sdlect the Trashcan button again
to re-insert thefidldsin their origind positions.
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NOTE Dédeting database fidds from the layout does not remove them
from your database; they are Smply erased from the report layout. Deleting
caculated and totd fields you created in R& R does not remove them from
the composite record structure. You can use Fied b Insert to replace any
database, calculated, or total field you deleted.

Applying Fonts, Styles, Effects, and Colors

When you print an R& R report, the text and data print in a particular type
and sze of print. This combination of typeface and type Szeisreferred to as
afont. Depending on the currently sdlected printer, you can access arange
of fontsto vary the style and size of selected areas of your reports. For
example, you could use alarge font for report titles and a smdler font for
record areas.

With many fonts you have the additiona option of applying styles (bold and
italic), effects (strikeout and underline), and color to further emphasize
gpecific fields or areas of areport. By combining fonts, styles, effects, and
colors, you can enhance the gppearance and improve the readability of
report output.

Font Characteristics

When you apply fontsto fieldsin an R&R report, you sdect fonts by
typeface name (such as Times New Roman or Helvetica) and point size.
The following characteridtics of the fonts you select can affect the placement
and dignment of fiddsin your report outpr.

Spacing and Pitch

Fonts that have characters of equa widths are caled monospaced (or
fixed-pitch) fonts. The character spacing of a monospaced font is expressed
as pitch, the number of characters per horizontal inch. Y ou can cadculate
the pitch of a monospaced font by dividing 120 by the point size. For
example, the pitch of atypicd 12-point Courier font is 10 (120/12 points =
10 pitch).

Fonts that have characters of different widths are called proportional fonts.
Since a proportiona font does not have a fixed number of characters per
inch, it does not have an absolute pitch.
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Point Size

A font’s point size refersto its height measured in points (1 point = 1/72
inch). For example, the body text of this manud is printed in an 11-point
font; the distance from the top of the highest character to the bottom of the
lowest character is 11 points (11/72 inch). Some fonts (referred to as
bitmapped fonts) are available only in predetermined point Szes. Other
fonts (often called scaable or outline fonts), such as TrueType fonts, are
avalablein dmog any point sze.

Specifying Font, Styles, Effects, and Color

The range of fonts available to be applied to report fields depends on the
current printer and the fonts ingtdled for that printer. See your Windows
documentation for information about sdecting printers.

When afidd is sdected, its current font is identified by typeface name (for
example, Times New Roman) in the Formatting Toolbar, and the Szeis
shown in points. Y ou can goply any font that is available on the current
printer.

Default Font Assignments

Initidly, fields that you insert on the report layout are assigned ether a 12-
point Arid (TrueType) font or your default font and point Sze (if defaults
have been specified using Options P Default Settings).

You can use the Options P Default Settings diadlog box to change R&R's
default font and point Sze assgnments. Refer to Chapter 6, “ Setting
Defaults,” for ingructions. If you change the default font after cregting a
report, only those fields you insert after that change will be assgned the
new defaullt.

Specifying Font and Point Size

To change the font and point size for one or more fields on the current
report layout, do the following:

1. Sdect thefield or fields you want to change.
2. Sdect Format b Font. Sdect afont from the Font menu.

3. Sdect apoint sze from the Size menu. If the font you sdected is
scaable and the point Sze you want is not displayed, enter the desired
point Sze.
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4. Select OK.

Specifying Styles and Effects

In addition to specifying sSze, with many fonts you can dso goply bold,
italic, strikeodt, or underline (or a cembiration of these). Bold and itdic
dyles are not available with al fonts; refer to your printer or font
documentation for information about styles.

To gpply one or more styles or effects, sdlect afied or group of fiddsand
sdlect the B, |, and/or U button. Y ou can aso select Format P Font and
choose Bald, Itdic, Underline, or any combination of these from the Font
Styleligt; then select OK.

Specifying Color

The default color for any inserted field is black. Y ou can specify a different
field color ether by setting a default color on the Default Settings didog
(accessed by selecting Options P Default Settings) or by gpplying acolor
to afidd or group of fidds. If you change the default, the new default color
will be gpplied to any fields you add after making the change; however,
fields currently on the layout are not affected.

To specify acolor for asdected fied or group of fields, do the following:
1. Sdectthefidd or fields and select Format b Font.

2. Openthe Color list box. Select a color from those listed.

3. Sdect OK; the color is gpplied to the sdlected fidd(s).

Y ou must have acolor printer in order to produce color output. If you
apply colorsto fields and then print the report on a black-and-white printer,
the printer will convert those colors ether to black or to someleve of gray
scale (depending on the printer). For example, on most laser printers afield
formatted as yelow will print light gray.

Specifying Alignment

The Format b Alignment dialog provides four options: Left, Center, Right,
and Word-Wrap. These dignment options control the position of fied deta
within the maximum width of the fidd. (To postion fidds within the margins
of areport, use Format b Band Line Judtify).
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To change the dignment of one or more fields using the Alignment didog
box:

1. Sdect the fields whose contents you want to aign.
2. Sdect Format b Alignment.

The Alignment dialog box appears.
3. Sdect one of the dignment option buttons:

L eft causesthefield contents to be left-aigned.

Center causes the contents to be centered on the midpoint of the fied
width.

Right causes the contents of the field to be right-digned.

Word Wrap digns fiedlds whaose va ues wrap to more than one line.
Sdlect L eft, Right, or Justified below the Word Wrap option to dign
word-wrapped fields.

4. Sdlect OK.

The dignment is gpplied to al the sdlected fidds. Each fidd maintainsits
dignment even if you move the fied to ancther line. However, the dignment
is not applied to any other fields you subsequently moveto or insert on the
line.

A fidd stype (text, character, numeric, memo, or logica) determinesthe
range of dignment options available to be gpplied to that field. The following

sections explain the field dignment options and identify which ones are vaid
for each fidld type.

Applying Left, Center, or Right Alignment

Y ou can assign Left, Center, or Right alignment to text, date, and numeric
fields. The dignment you specify determines how R&R caculates the
garting or ending position of the field data on the printed report.

To specify dignment for afield, sdect the field and then select Format b
Alignment. Sdect the dignment (Left, Center, or Right); then select OK.

Positioning of Left-Aligned Data

R&R darts printing aleft-aigned field at the position occupied by the left
edge of thefied on the layout. For example, if the firdt letter of aleft-digned
text fiddd begins a two inches on the layout, R& R will gart printing two
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inches from the left margin. Depending on the font applied, the position of
the last character in the fidd datawill vary.

Positioning of Right-Aligned and Centered Data

R&R darts printing aright-digned field so thet it ends at the podition
occupied by the right edge of the field on the report layout. For example, if
the last letter of atext fidd is at two inches on your layout, R& R will adjust
the starting point of the text, depending on the field' s font, so that the field
ends two inches from the left margin. The postion of the first character in
the fidld will vary depending on the font applied to the field. Smilarly, the
position of data within centered fields is determined by the position of the
middle character of the fidld value.

Applying Word-Wrap Alignment

Y ou can assign Word-wrap aignment to character, text memo, and logicd
fields. If you select Word-wrap format, data for that field will continue to
print on subsequent lines after the data fills the field width on the firdt line,

To specify word-wrap dignment for a character, memo, or logicd field,
sdlect thefidd and then select Format P Alignment. Sdlect “Word-wrap”
and specify whether the word-wrapped fidd will be left, right, or fully
judtified. Then select OK.

After you specify an dignment, the field symbol on the report |layout
changes to indicate the new dignment. Figure 5.3 ligsthe available
alignment formats and their symbols and gives an example of each.
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Alignment Symbol Example
Left < (Ldt Ang|e) SXXXXXXXXXXXXX
New Yor k
Center A (Circumﬂe() AXXXXXXXXXXXXX
New Yor k
Right > (Right Angle) SXXXXXXXXXXXXX
New Yor k
Word-Wrap, « (Left Chevron) oY==,
i New York Gty
Left JHIfy is the | argest
city in the
US A
Word Wrap, » (Righ[ Cha/ron) »mrrmrrrm'lr(nm'rmm
i i New York Gty
nght \lﬂlfy is the |argest
city in the
UsS A
Word Wrap, = (Double Line) =mmﬂmm1|r(m(;nmﬂ
i New Yor ity
Rl Jﬂlfy is the |argest
city in the
US A

Figure5.3 Alignment Options

Word-Wrap Format

Word-wrap is useful for formatting long character fields, which can be
wrapped down the page or broken up into separate lines by inserting new-
line characters as line terminators. Word-wrap is aso the default format for
text memo fields and long character fields.

Word-wrap format is controlled by the following rules:

U R&R printsany fidd that is on the same line as the word-wrapped
fied in the column in which it has been placed on the layout. The
positions of fields that do not extend benegath the word-wrapped
field on subsequent lines are not affected.

O For word-wrapped fields in Page Header and Page Footer bands,
R& R truncates the data to fit within the band area. For example, if
thereis aword-wrapped field on the second line of a 3-line Page
Header, the data wraps only for the remaining line. Data for fields
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placed on line 3is not printed, since the Page Header band is fixed
inlength.

U For word-wrapped fidds in any other band, R&R prints dl the
data, inserting as many additiona lines as necessary and pushing
down any fields below the word-wrapped field. The data continues
to wrgp from one line to the next within its fidd width until it isdl
printed. Any such additiond lines do not consume subsequent blank
linesinserted in the band.

Controlling Automatic Trim

By default, R&R will print or display afield in the position where it has been
inserted on the layout. Y ou can select Format b Trim to specify that R&R
remove blank space (other than spaces inserted with the spacebar) between
fields, regardless of how far gpart those fidds are on the line.

If you want two fields to print without intervening space, sdlect the field on
the right and then select Format P Trim. Sdect the “Print & End of
Previous Fidd” option and select OK. When you print or display the
report, the fidlds will have no space between them, even if they are
separated by space on the report layout.

The ahility to trim blank spaces enables you to diminate space between
fields whose data varies in width. For example, data from first- and last-
name fields on the same line will print with no pace between if you have
selected “Print at End of Previous Fidd” for the last-namefield.

Y ou can include a single space between fields by inserting atext field
congsting of one space and setting the trim for that field to “Print & End of
Previous Fied.”

Formatting and Sizing Fields

Fed format refersto:

O Thewidth of acharacter, memo, or logicd fidd,

U The numeric format (currency, percentage, and so on) and number
of integer and decimd places for numeric fidds

U Theformat and arrangement of month, day, and year for date fields;

U Theformat and arrangement of month, day, year, hours, minutes,
and seconds for datetime fields.
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On the report layout, field symbols represent each fidd' s format. To change
fidd format, you sdect afidd and then elther sdect Format b Fidd or
open the Fied Properties dialog (F4) and sdlect Format.

Y ou can identify the format assgned to afidd in two ways. Somefidds,
such as character fields, appear on the report layout with a symbol that
indicates field format (see Figure 5.3 for examples of these symbals). In
addition, you can digplay the format of any field using the Field Properties
dialog box.

Any formats you apply affect only the way afidd prints or displays, R&R
uses unformatted fied vauesin sorting, queries, totas, and caculaions. For
example, formatting a three-decimal- place numeric fied to display only two
decimd placeswill not cause R& R to ignore the thousandths value in sorts,
queries, totals, and caculaions that involve that field. Formatting a dete field
with an abbreviated format that doesn’'t show the year will not cause R&R
to ignore the year valueif thefield is used in a sort, query, totd, or
cdculation.

Specifying Field Width

When you firgt insert a character, memo, or logica field on the report
layout, R& R assigns afidd width based on the maximum width of the deta
in your database. If thisfidd width is not appropriate for one or more fieds,
you can modify it using the Format b Field command.

Procedure

To change the width of a character or memo fidd, sdect the field and then
select Format P Field. Then ether select Characters and enter the
maximum number of charactersfor the field data or select Inches (or
Centimeters) and enter the maximum width for the fied data

Field Width in Characters or Inches

Y ou can specify character field width in either Characters or Inches (or
Centimeters, depending on your Windows configuration). Which unit of
measurement you use depends on how you want the datain the field to print

or display.
If you specify fiedd width in Characters, R& R will dways print or display dl
of the datain the field up to the number of characters specified. As aresult,

the width of the field may vary depending on what font you have applied to
it.
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If you specify field width in inches (or centimeters), R& R will aways print
or display the field up to that Sze, regardiess of the width of the dataitsdlf.
Any data that does not fit within the specified field width will be truncated
(or wrapped, if word-wrap format has been applied).

Specifying Date Formats

R&R provides 24 options for formatting dates. Figure 5.4 lists and gives
examples of the basic date format options.

Format Meaning Example
dd-mmm-yy Day-Month-Y ear 07-Mar-95
dd-mmmm-yyyy Day-Month-Y ear 07-March-1995
dd-mmm Day-Month 07-Mar
mmm-yy Month-Y ear Mar-95
mMm-yyyy Month-Y ear Mar-1995
mmmm d, yyyy Month Day, Y ear March 7, 1995
d mmmm yyyy Day Month Y ear 7 March 1995
mmmm yyyy Month Y ear March 1995
mmmm d Month Day March 7
d mmmm Day Month 7 March
mm/dd/yy Month/Day/Y ear 03/07/95
mn/ddlyyyy Month/Day/Y ear 03/07/1995
dd/mm/yy Day/Month/Y ear 07/03/95
dd/mmiyyyy Day/Month/Y ear 07/03/1995
dd.mm.yy Day.Month.Y ear 07.03.95
dd.mm.yyyy Day.Month.Y ear 07.03.1995
yyyy-mm-dd Y ear-Month-Day 1995-03-07
yy-mm-dd Y ear-Month-Day 95-03-07
mm/dd Month/Day 03/07
dd/mm Day/Month 07/03
dd.mm Day.Month 07.03
mm-dd Month-Day 03-07
Long Intn’l Windows Long Tueday,
International Format March 7, 1995
Short Intn’l Windows Short 3/7/1995
International Format

Figure5.4 Date Formats
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When you insart a date field on a new report layout, it is assgned the
current Windows International date format. When you insert adate fidld on
aprevioudy saved report that you have retrieved for editing, thefidd is
assigned the Windows Internationa date format that was in effect when the
report was saved.

To change the format of adate field, select the fidld and select Format b
Field. Sdect from the menu displayed. A sample of the format you sdlect is
shown at the bottom of the dialog box. Select OK.

Note that display formats do not affect the sort order. Even if you have
selected a date format that doesn't show the year, R& R till sorts dates
chronologicdly.

Specifying Datetime Formats

R& R supports both Datetime and Time data types. For the date portion of
adaetime field, the basic date format options listed in Figure 5.4 are
available. In addition, you can select one of the time formats listed in Figure
5.5 for the time portion of a datetime field.

Format Meaning Example

hrmm Hours (24-hour):minutes 8:45

hhmm Hours (24-hour): minutes  08:45

hmmiss Hours (24-hour): 8:45:30
minutes.seconds

hhrmmiss Hours (24-hour): 08:45:30
minutes.seconds

h:mm am/pm Hoursminutes am/pm 8:45am

hh:mm am/pm Hoursminutes am/pm 08:45 am

h:mm:ss am/pm Hoursminutes.seconds 8:45:30 am
am/pm

hh:mm:ss am/pm Hours:minutes.seconds 08:45:30 am
am/pm

I nternational Windows International 08:45:30 am
Time Format

Figure 5.5 Time Formats
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Specifying Numeric Formats

R&R provides six choices for formatting numeric data. Figure 5.6 ligsthem
and gives an example of each. Numeric formats affect only the way in which
the number displays on the report. Sorting, queries, and calculations are
performed using unformetted field values.

Format Meaning Value  Example
Fixed Fixed number of decimal 1.23 1.23
places (0 - 15)
Sdentific Exponentia notation 1.23 1.2E+00
Currency Currency sgn; format -1.23 ($1.23)
determined by Windows
Internationd settings
Comma Commaand negetivevdue  -1234 (1,234)
formats determined by
Windows International
Seitings
Generd Floating decima 12.30 12.3
Percent Multiplied by 100, 123 12.3%
followed by percent

Figure 5.6 Numeric Formats

The default characterigtics of the Currency and Comma formats are
determined by the Windows Internationa settings (accessed through the
Control Pandl), which control currency sign and placement and the format
for negative vaues.

To change afidd’'s numeric format, select the field and then select

Format b Field to digplay the Format Numeric Field dialog box. Select a
numeric format from the digplayed menu. Then enter the maximum number
of integers and/or decimal places for the field data
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|‘=' Format Numeric Field

Integers: IJ.I_E Decimals: IIJ_E

Format:
Zeros

Scientific [® Show Zero
Cumrency ;
Comma [T Leading Zeros

General
Percent

~Sample
9993

Figure5.7 Format Numeric Field Dialog Box

When you sdlect Fixed, Scientific, Currency, Comma, or Percent, you can
aso specify between 0 and 15 decimal places. Note that the number of
integer places plus the number of decima places cannot exceed 19.

Show Zero Option

For any numeric format, you can turn the “ Show Zero” option on or off. To
print or display the vdue in the field, even if it is zero, turn on “ Show Zero”.
To print or display spaces when afield vaueis zero, turn off “Show Zero.”
If the vdluein the fidd is blank, this option has no effect; that is, blank values
always display and print as blank.

When “Show Zero” isturned off for afidd, R& R does not include zero
vauesin counts and averages. Blank fields are never included.

Leading Zeros Option

When you have sdlected Fixed as the numeric format and O as the number
of decimd places, you can then turn the “Leading Zeros’ option on or off.
To display leading spaces, turn “Leading Zeros® off. For example, if you
have 876 in afidd of 5 integer places, R& R displays the number as  876.
To change leading spaces to zeros, turn “Leading Zeros’ on. For example,
if you have 876 in afidd of 5 integer places, R&R displays the number as
00876.
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Using the Field Properties Dialog Box

Instead of using the Formatting Toolbar or selecting from the Format menu,
you can use the Fidd Properties diaog box to modify many fied
characterigtics. Y ou can display thisdidog in ether of these ways.

U Right-click on the fidld and select “Properties’
U Sdect thefidd and press F4

This didog displays important information about afield: name, datatype,
format, width, style, font, and trim status (see Figure 5.8). For caculated
fidds, the didog dso digplays the expression that produces the caculation.
For totd fields, the didog digplays a description using the following syntax:

type (field, reset, accumulation, processing,[conditiond])

Inthistotal description, “type’ indicates the tota type (for example, Sum);
“fidd” isthe name of thefidd being totaled; “reset” indicates when the totdl
IS reset to zero; “accumulation” indicates the frequency with which the totdl
is added to; “processing” indicates when the total value is computed —
before records are output (Pre-processed) or progressively as records are
read (Running); and “ conditional” (if present) indicates that a condition
expression has been attached to the totdl.

For example, in the fidd expression shown in Figure 5.8, Maximum is the
totd type; cumul_tot( ) isthe field being totaed; Grand isthe reset level;
Autométic is the accumulation frequency; and Running is the processing

type.
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Chapter 5 Working with Fields

= Field Properties

Field: RRITEMS->large_amt[]
Type: Tatal

Alignment.__ Right

Font.__. Times Mew Boman, 12.0 points, Black,

Format._. 5.2 [Currency, Show zero]

Trim... Mo: print at current pozition

Expression... | Maximum{cuml tot(], Grand, Autormatic, Bunning)

Ui

Comment... Drollar amount of largest order

Figure5.8 Field Properties Dialog Box

In addition to displaying fidld information, the Field Properties didog dlows
you to modify any of the field characteristics thet display. To modify any
format characterigtic, select the appropriate button (Alignment, Font,
Format, or Trim). The didog box that appears in each case isthe same one
that digplays when you sdect the corresponding Format menu options. Y ou
can then follow the procedures explained in the earlier sections of this
chapter to modify format settings.

For total and caculated fidlds, select Expression to modify the field
expression. For each fidd type, the didog box that appearsis the same one
that displays when you sdlect Caculations b Tota Field or Caculations b
Cdculated Fidd.

Y ou can dso sdect Comment to insert or edit atext explanation (up to 100
characters) for atotal or caculated field.

See Chapter 8, “Working with Caculated Fields,” and Chapter 9, Working
with Total Felds,” for more information about total and caculated field
expressons and comments.
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Creating Report Layouts
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