Special Formatting
Field Titles
You may want to change the names of fields so they look good on your report headings.  

· Select the field name you want to change
· Select ‘Column Title’ 
· You can now type new names

[image: ]
  

Hint:  In some cases you may even want to leave this blank.  For example if you select a sort across by (column) and you want the values to appear but not the title.  (See below)
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Fonts and Settings
You can change fonts and settings globally (entire report) from the toolbar.  Here are some of the things you can do:  (See Below)
· Change font type, style and size
· Center, right or left justify the report
· If using numbers you can select currency $
· Change font or background colors

You can make similar changes to a specific field by right clicking on the field you want to make changes to and open the ‘Font’ box.	

[image: ]

You can have your font changes apply only to the Tile, the Data or Both by selecting the options (see below)

[image: ]

Page Numbering

You can turn page numbering on or off from the ‘Options’ toolbar. 

· On – turns page numbering on
· Format for HTML will be Page 1, Page 2 etc.
· Format for PDF will be Page 1.1, Page 1.2 etc.
· Use Current Focus Setting - suppresses the two leading blank lines included on each page by default
· Off - suppresses the display of page numbers

[image: ]

You can do some special formatting of your page numbering from the ‘Report Heading’ toolbar.

Here is an example of a Report Footer:

· Page <TABPAGENO of <TABLASTPAGE (results = Page 1 of 5)

[image: ]



Totaling & Subtotaling

You can subtotal on any “BY” field by clicking the “Subtotal” toolbar option.
 
[image: ]

You can add column totals by selecting the “Options” from the toolbar, then “Output” and “Column Totals”.

[image: ]



You can add more options on an amount field by right clicking on the field, select “Options” then the “General” tab.  Here you can add Grand Totals or Totals within another field.

[image: ]




Report Format Options

 You can specify the output for your report from the ‘Report Options’ toolbar, then “Select Format”.  

[image: ]

Hold files use the “Unstyled formats” option, then “Alpha”.
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