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CHAPTER 1
FIRST, SOME BASICS

What is Database Oasis?

Database Oasis is a central storage place for information. This can be anything that you need to keep
track of, such as personal information, financial information, family records, business records, etc.

The nice thing about Database Oasis is that everything is stored in one central place. Rather than having
multiple applications that are all geared to different types of information, Database Oasis gives you a
blank page where you can define the information you want to store, and then keeps all of the pages
you’ve created together so you can easily view different types of information side-by-side.

This is all accomplished without requiring you to have any technical knowledge of databases. Our goal
is to provide many of the same advantages that IT professionals have with their ability to design custom
databases to people who have not had any technical training.
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Professional Edition vs. Basic Edition

Professional Edition vs. Basic Edition

Database Oasis comes in either a Professional Edition, or a Basic Edition. Database Oasis
Professional Edition has all of the features of the Basic Edition, plus additional functionality that is
geared toward business users. In addition to features such as relational databases, a report designer,
and enhanced security, one notable difference is that the Basic Edition is a single user database.
Professional Edition includes a network server that allows multiple users to access the same database
from different workstations.

Understanding Multi-User Environments

If you want to have more than one person sharing information in Database Oasis, you need to have
the data stored in a central location on your network that everyone can access. For example, you may
have three computers that are able to talk to each other over a network.

Database Oasis needs to be installed on all three computers, but the data only needs to be installed
on one of them. The other two computers will be told to use the data on that first computer. The
computer where the data is installed is called the server. The other computers are called clients.

Networked Compters

Server
Data Resides Here

Prior to installing Database Oasis, you decide which computer will be your server and which will be
the clients. When selecting the server, keep in mind that it needs to be accessible over the network to
all of the client computers, and it should be a computer that is left on most of the time as the clients
will not be able to access the data when the server is turned off.

The first time you log into a client, you will tell it where the data resides. After that point, there are
very few differences between using Database Oasis on the server versus client installations.
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Database Basics

Even though you don’t need any experience or knowledge of databases to use Database Oasis,
understanding some simple terms will help when reading this documentation and the help files.

Databases are just collections of related data. That data is stored in records. For example, if you're
creating an address book, each person’s name and address information would be a separate record.

This is an extremely simplified explanation of
databases.

Each piece of data in the record is stored in a field. Using the address book example, you might have one
field to contain each person’s name, and another field to contain their phone numbers. There are
different types of fields available in Database Oasis:

Text Fields This is the most common type of field. It can contain characters, numbers, and
symbols such as @ # {}.

Numeric Fields These are similar to text fields, except that they are limited to only containing
numbers.

Auto Incrementing This is a numeric field that automatically increases by one for each new
record.

Notes Fields  This is very similar to a text field, except that you can enter multiple lines of
data. Where you would use a text field to store someone’s name, you might use a notes field to
keep a record of every time you talk to the person.

Date Fields This field type is used to store dates. A small calendar icon appears next to the
field, allowing you to manually type in the date or select it from a popup calendar.

Check Boxes This field is displayed as a box: and allows you to indicate a Yes or No
answer to a question. A mark in the box means Yes. If the box is unmarked, it means No.

List Fields This lets you pre-configure a list of data entry options. When entering data in
the field, you select from the list and the item is automatically filled into the field.

Picture Fields  This is a placeholder for a graphic file. For example, if you’re storing
information about your employees, you might put a picture of each person in his or her record.

Calculated Fields This is an advanced type of field. It lets you perform a calculation in a field
instead of just displaying static data. For example, you might want to calculate sales tax on the
value in a numeric field.
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Displaying Data

There are two common ways that data can be displayed. The most common is in a single record display.
These displays are sometimes called forms, screens, or windows. In Database Oasis, we simply call

them data displays:

Contacts (1 of 7) ==
Display Data Sert Filter Reporting

Name Mary Jones

Address  |P0. Box 7

City/State/ZIF Carsbad CA 92008
Phone  'g00-555-8986
> [ | FAdd J[ Edt || Delete |

In the above example, all of the information you are looking at belongs to Mary Jones. If you click the
right arrow button, you will scroll to the next record:

Contacts (2 of 7) (5]
Display Data Sert Filter Reporting
Name  Joe Smith
Address 4130 Orange Ave.
City,/State/ZIP Oceanside CA 92056
Phone | 760-555-1362
e < > = [ Add ” Edit || Delete |

In this example, Joe Smith’s information is now displayed.
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The second way to view data is in a list view. This is a tabular view that shows each field as a column
and each record as a row. For example:

I =

Contacts - [List View] [ [-E1 | ]
|se Saved List -
Address
u Mary Jones Carlsbad
Joe Smith 4130 Orange Ave, Orceanside CA 92056 750-555-1362
[ Save List ] [ Prirt Cument ] [ Prirt List ] [ Close ]

In the above example, the first row is a column heading row which describes the fields. The second row
contains all of Mary Jones’ information. The third row contains all of Joe Smith’s information. This
view allows you to see multiple records side-by-side.

Relational Databases

P RO Relational databases is an advanced feature that is only available in Database Oasis
Professional Edition.

Relational Databases are simply databases that contain tables that are linked together, or related, by a
common value. They are used when multiple records share common information. The common data is
stored in what is known as a “Parent” record and shared across one or more related “Child” records.

This type of display is commonly used to track things like contacts at a company, purchases by a
customer, visits by a patient, etc.

In Database Oasis, the relationship is made by opening a display in the designer and adding a “child
display” to it. This automatically ties that child display to its parent display.

In technical terms, Database QOasis uses what is
known as a one-to-many relational database (i.e., one
parent to many children).
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Documentation Basics

This file provides the documentation in a printable format. The same information is also available in the
help files. You will probably find it easier to use the help file if you want to go directly to a specific
topic for help on a particular area of the application.

Throughout the documentation, if you need to press a key on your keyboard, the instructions will
reference it by the name that appears on the key. For example, if you should press the escape key, you
will be instructed to press Esc. If a key has a picture on it instead of a word, the key will be described.

—

For example, the key that looks like this: will be referred to as the right arrow key. Sometimes
you will need to hold down two or more keys at the same time. In this case the key names will appear
separated by a plus sign. Shift+End indicates that you should simultaneously hold down the Shift and
End keys.

If the documentation instructs you to click on something with your mouse, you should use the left mouse
button unless specifically instructed to click with the right mouse button.

If the documentation is referring to something on the screen by name, the item’s name will appear in a
blue font. For example, a reference to the Work with Designer menu indicates that you should see the
words “Work with Designer” on your screen.

The documentation will generally provide a brief description of a feature, followed by step-by-step
instructions on how to access and use the feature. Instructions will appear in this format:

INSTRUCTION HEADING

| Step one of the instructions.
2 Step two.

3 Etc.

Supplemental notes, warnings, and hints will appear in this format:

Note Text.

The map pinicon: " indicates a general note. This is supplemental information you may find useful.

The light bulb icon: ? indicates a hint. This is a tip or trick that you might try.

The lightning bolt icon: j indicates a warning. You should pay particular attention to this information.
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This documentation covers both Database Oasis Professional Edition and Database Oasis Basic Edition.
If a feature being discussed is only relevant to Professional Edition, you will see the following notation:

P RO This feature is only applicable to Database Oasis Professional Edition.

Windows® Basics

If you’re not at all familiar with using software in the Windows operating system, you may find this
section useful. It covers some basics such as using a mouse, the parts of a form, and some other
Windows standards that may be referred to in the documentation. If you understand these basics, feel
free to skip to the next chapter.

Using Windows® Applications
The Windows operating system opens each software application in a separate pane, or window.
Generally, the window will contain a title bar and a menu bar above the main application work area.

Title bar

The title bar is the band at the top of a window or form that shows its name. It has buttons that let
you minimize a window, control whether a window fills the full screen or can be sized (which
toggles between the restore and maximize buttons), and close a window.

Minimize

Eﬂ Database Dasis

Restore i

When a window is maximized, it will be locked in its default maximum size. In Database Oasis, this
means it will fill your monitor. You will not be able to move or change the size of the screen. If a
window is maximized, you will see the restore button, as in the above illustration.

Clicking the restore button will unlock the window and enable you to move and size it. To move the
window, click on the title bar and drag the window. If the window is in this state, the restore button

will be replaced with the maximize button: E Clicking maximize will return the window to the
locked, full screen position.

In addition to the main application title bar, every form that you open will have its own title bar.

These buttons may not be present on all forms.
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Menu
A menu is a list of options from which you may select. The menu bar is the area directly below the
title bar. Each word on the menu bar is a menu pad. When you select a menu pad, a menu opens:

Eﬂ Database Oasis

Displays

Menu Pad Tools  ‘Windows  Help

Open Display ChrHO

Add MNew Display Chrl+M b
Edit/Delete Existing Displays  Chrl+E

Copy Display Design
Import Design Template

Export Design Template

Export Data

G ==y ]

- I Matahas

The main application window has a menu, as do some forms within the application. For example,

when you have a display open, you’ll find a second menu that provides options specific to the data in
that display.

Menus can also sometimes change in response to what you’re currently doing. For example, the
Child Displays menu only appears on a display that has a child level.

Form
Forms are the screens where data is viewed and work is performed. Whenever you need to interact
with the program, you will be presented with a form.

The forms that you create in the display designer are referred to in the documentation and program
as data displays or just displays. These displays allow you to view and modify your data. Since you
design these, how they look is completely up to you. Any displays shown in the documentation are
just examples of a possible display design and may or may not match any of your displays.
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Other forms let you make selections before performing some action. For example, when you add a
new data display, there’s a Display Properties screen that lets you select a name, background color,
and a background wallpaper for the display:

Display Properties

M ame vour Digplay

M arne:

Cuztomize the Background

|1ze these settingz to contral the appearance af your dizplay:

B ackground Color

[ Change Calor ]

W allpaper for this Display

[ Change W allpaper ]

[ Remove Wallpaper ]

Click Mest to add your fizlds.

This type of screen will be referred to as screens or forms in the documentation.

Most of the time when a form is open, other features of the application will be unavailable. You
must close the current form in order to open another. There are some exceptions to this. For
example, you can have more than one data display open at the same time. In this case, only one will
be considered the active form. This is the form that gets affected when you type or otherwise interact
with it. The active form will be in front of any other open forms. If you want to make a form the
active form, simply click on it.

As you work in a form, only one object at a time will be the currently active object. That object is
said to have focus. The object with focus will be highlighted in some way, depending on the type of
object. The highlight may be simply a cursor blinking in a field, or a highlight around a button.

Some options on a form may be unavailable. This will occur if the option is not applicable at the
current time. For example, the OK button in most forms will be unavailable until you have filled in
the required data. In this case, the option will be dimmed with the text grayed out:
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Following is a list of the objects you will encounter in forms:

Field Names

Field names tell you what to expect when you select an item or what information is contained in

a field:

Fields

Mame

M ame

A field contains a single piece of data from a record:

M arne

Field

When a field has focus, it will contain a blinking cursor.

To enter or edit text in the field, start typing. Text will appear at the cursor point.

If you cannot edit a field, the background will appear grayed out:

Drop-down lists

Total

Dimmed Field |

I

Drop-down lists are fields where the possible valid entries for the field have already been
established. You enter data into the field by selecting from the list:

E sizting Display

Contacts

Employees
kd arketing Campaign
by Dizplay

Pets

Phata Album
Recipes

Drop-down lists appear highlighted when they have focus.
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Check boxes
Check boxes provide a True or False indication. If it is marked, the statement in the name is true.
If it is not marked, the statement is false:

Marme Employes Mame

Show Mame on Display

Check Box

The above example appears when adding a new field to a display. If the check box is marked (as
in the picture), you are telling the program that it should show Employee Name on the display
next to the field. If it is not marked, you are telling the program not to display the field name.

When a check box has focus, it will appear with a dotted line around the prompt:

{Show Mame on Display

Date Fields
Date fields are used to contain dates. The field will only accept a valid date and formatting
characters automatically appear in the field:

2/6/2007 [z

When a date field has focus, it will appear highlighted.

List Views
A list view lets you view several records at the same time by displaying multiple fields from
each record across rows:

I =

Contacts - [List View] = [ =[]
|se Saved List [ v]
Name | Address | city | State | zIp | Phone [~]
Mary Jones  P.O. Box 7 Carlsbad CA 92008 800-555-8986 |E|
Joe Smith 4130 Orange Ave, Orceanside CA 92056 760-555-1362
Linda Guterez 53 West Lake Way; Unit 23 Vista CA 92053 Fo0-555-9932
Tran Mguyen 523 Winding Way Del Mar CA 92014 858-555-9928
[ Save List ] [ Prirt Cument ] [ Prirt List ] [ Close ]

Each row is a record. Each column is a field in the record.
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You can view more records by scrolling the list with the scrollbar:

Scroll Bar

By clicking on the arrows at the top and bottom of the bar, you can move the list up or down by
one record.

The button in the middle of the bar is called a scroll box:

You can click on it and slide it up or down to move directly to a particular spot on the list. For
example, if you know the record you’re looking for is toward the end of the list, you can move
the scroll box near the bottom of the bar, then scroll up or down as necessary until you locate the
record. You can also scroll the list using the up and down arrow keys on your keyboard to move
one record at a time, or the PgUp and PgDn keys to move a page at a time.

If there is a horizontal scrollbar along the bottom of the list, there are more fields available than
you can currently see. Use the scrollbar to view additional information on each record.

A record in the list is selected when it is highlighted in blue and has an arrow pointing to it in the
first column:

Contacts - [List View] =0 EoR|E>=|
Ige Saved List [ v]
Name | Address | city | State | zIP | Phone [~]
Mary Jones P.0, Box 7 Carlsbad CA Q2008 800-555-3984 _|
Linda Guterez 53 West Lake Way; Unit 23 Vista 92053 760-555-9932
Tran Moguyen 523 Winding Way Del Mar CA 92014 858-555-9928 H
[ Save List ] [ Print Cumert ] [ Print List ] [ Close ]

In the above example, Joe Smith’s record is selected. The field that currently has focus will not
appear highlighted unless the text in the field has been selected. In that case, just the text will
appear highlighted.
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Buttons
Buttons are used to perform an action. They include text and/or a graphic that indicates what
action is associated with the button:

Add

Activate a button by clicking on it with the mouse, or pressing Enter if the button has focus. If a
button has focus, it will have a dotted blue border around the edges:

&dd

‘With Focus H Without Focus |

Notes fields
Most fields have a set number of characters that can be entered in them. Notes fields can contain
unlimited amounts of text:

Motes
Motes

If there is more text than can be displayed in the field, the scrollbar will become active. (See the
List View item, earlier in this section, for a discussion of scrollbars.)

When a notes field is active, a blinking cursor will appear in the field. Start typing at the cursor
point to enter and edit text in the field.

Radio buttons
Radio buttons are used to select between a set of options. The radio button is a circle, followed
by text indicating the option:

(®) Stretch/Shrink to Fit Frame

() Show Center of Picture and Crop Edges

() Crop Right and Bottom Edges

Only one option in the set may be selected at a time. The selected radio button is filled in with a
green mark. In the example above, the Stretch/Shrink to Fit Frame option is selected.

When an option has focus it will be surrounded by a dotted line:

() [ Siretch/S hrink ta Fit Frame }
() Show Center of Picture and Crop Edges
() Crop Right and Bottom E dges

In the example above, Stretch/Shrink to Fit Frame has focus. Use the up and down arrow keys to
move the focus between the radio buttons.
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Using a Mouse
A mouse is typically a device with a small ball in the bottom that pushes against sensors inside the

mouse when you move it. These sensors are used to move the mouse pointer: [:3 on your screen. This
pointer is used to interact with the software. There are some variations on this design, such as touch
pads, trackballs, and laser mice that use light instead of a ball, but the basic functionality of moving
the pointer remains the same.

On the top of the mouse are two buttons, a left and a right mouse button. The left-hand button is
more commonly used. Whenever you are told to click or double-click with the mouse, you should
use the button on the left. If you are supposed to use the button on the right, you will be told to right-
click. Some mice come with a third button or a wheel between the left and right mouse buttons.
Refer to the documentation that came with your mouse for information on how this button is used.
For the purposes of this documentation, we will only use the buttons on the far left and far right.

3

It is possible to configure the mouse in Windows to
be more comfortable for left-handed people. In this
case, the button functions are switched and the right
button is more commonly used. If your mouse has
been configured this way, use the button on the right
when you are told to click or double-click, and the
button on the left if you are told to right-click.

The mouse is used to click buttons, open menus, enter a field so you can start typing, and select
items in a list. To use the mouse, position the pointer over the item and click.

Let’s look at an example screen:

Copy Display Design E|
E wizting Digplay
I

Mew Dizplay Mame
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You may be instructed to click the arrow next to the Existing Display field. Place your cursor over
the arrow and click once with the left mouse button:

Copy Display Design @

E wizting Dizplay

Employess :E%

Homework, Azzignments

Haouzehald lrnventary

Medical Records

Mom's Fentons

Movie Collection

= |Muszic Catalog

by Dizplay b

From there you can select an item in the list by moving the mouse over your choice and clicking
once with the left mouse button:

Copy Display Design @

E sizting Display

Employees Y
Homewark Szzignments

Haousehald | nwventar
Medical Records
bom's Fentonz
tavie Collection
| Music Catalog

by Diizplay b

If you are instructed to type something in a field, you can click in the field to bring focus to it.
Position your mouse over the field. When your mouse is over a text edit region, it will change from a
standard pointer to a text select bar:

Mew Dizplay Mame

1 |

Click once with the left mouse button to put the focus in the field so you can start typing:

Hew Display Hame
| |

If you are instructed to select a button, you should place your mouse pointer over the button and
click once with the left mouse button:
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If you are instructed double click on an object, position your mouse over your selection and quickly
press twice on the left mouse button.

A 3

If you double click and nothing happens, it may be
that you are not clicking fast enough or that you are
moving the mouse slightly between clicks. It is
possible to control how fast you have to click in your
mouse configuration. Practice clicking faster, or refer
to the documentation that came with your mouse for
help with adjusting the double-click speed

The mouse can also be used to highlight text. For example, if you wanted to highlight a selection of
text in a field, you would position your mouse at one end of the text you wish to select, and move it
to the opposite end of the text you wish to select while holding down your left mouse button. A blue
highlight will appear on the text as you drag:

2 ersfielc]

Double clicking on a word will also highlight the entire word.

Once you have a selection of text highlighted, you can press CTRL+C on your keyboard to copy it to
your Windows clipboard. If you press CTRL+V on your keyboard, the copied text will be pasted at
your current cursor location. This can be very useful if you need to enter the same data multiple
times, or you wish to move data from one place to another.

Another use for the mouse is drag and drop. Items that can be moved from one location to another
are moved using this method. To drag and drop and item, first click on it with your mouse. Continue
to hold down the right mouse button while you drag to the desired position. When you release the
mouse button, the item will be dropped in the new location.

Using the Keyboard

Many options that can be accessed using a mouse can also be accessed using the keyboard. Move
focus through a screen by pressing the Tab key. Once the desired object has focus, press Enter to
select it.

3

For a complete discussion on identifying which object
has focus, refer to the Form section earlier in this
chapter.

If you tab past the desired option, you can use Shift+Tab to tab back to the previous object.

You will not be able to tab to a disabled object. If you find you cannot tab to an item that is not
disabled, it is probably part of a set. For example, if there are radio buttons on a form, when you tab
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to them only the first one will be selected. Pressing Tab again will move you to a different object.
When this occurs, tab to the first item, then use either the left and right arrow keys (if the objects are
aligned horizontally) or the up and down arrow keys (if the objects are aligned vertically) to move
through the individual items in the set.

The up and down arrow keys can also be used to scroll through the items in a drop-down list. Place
focus in the list, then press the arrow key. Each item in the list will appear in the field in order. You
can move quickly through the items in a drop-down list by typing the first character of the desired
item. The list will jump to the first item that begins with that letter. You can then use the up and
down arrow keys to scroll the list.

If you would like to open a drop-down list, enter the field and press Alt+ the down arrow key. The
entire list will appear. Use the up and down arrow keys to scroll the options on the list.

If an object has a hot key, you can activate the object directly rather than tabbing to it and pressing
Enter. A hot key is the underlined key on the name of an option. For example, the menus in Database

Oasis all have hot key access:
Displaws | Tools  Mindows — Help
| Cpen Display Chrl+0

Add Mew Display Chrl+M
Edit/Delete Existing Displays Ckvl+E

Copy Display Design

Import Design Template

Export Design Template

Hot keys are activated by holding down the Alt key on the keyboard at the same time you press the
underlined letter. In the above example, I is the hot key for Import Design Template. To activate this
menu option, you would press Alt+I on your keyboard.

On the above example, you will also see that you can press Ctrl+O to open a display, Ctrl+N to add
a new display, and Ctrl+E to edit an existing display. These control key combinations are also
keyboard shortcuts. The difference between these option and a hot key is that you don’t need to have
the menu open in order to use the control keys. The hot key allows you to activate an option you can
currently see on the screen. The control key shortcuts provide quick access to the most common
features from anywhere in the software.

A 3

When some screens are open, you must finish
working with that screen before you can start another
task. In this case, the control key shortcuts will not
work until you close the screen.
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Entering Data

Most data is entered by simply typing in a field. If you make a mistake, press the Backspace key on
your keyboard to remove one character to the left. The Delete key on your keyboard will remove one
character to the right. To remove more than one character at a time, highlight it with your mouse and
press delete, or simply type over it.

Using Windows® Forms

Database Oasis makes use of a number of standard Windows form, such as the Color Picker, the Font
Selection screen, and the Open dialog box. If you use other Windows applications, chances are you will
have already encountered these forms. If you are not familiar with these screens, use the following
instructions when working with them.

Windows Open/Save Dialog
The Windows Open/Save dialog is used to either locate a file on your computer (Open), or to select
a location to store a file on your computer (Save). The overall functionality of the screen is the same
for both activities, but the options on the screen will change slightly depending on which task you

are performing

USING THE WINDOWS OPEN/SAVE DIALOG

I When the Windows Open/Save dialog first comes up, it will look something like this:

Backup Database Dasis

L

£

My Recent
Documents

=
L
Desktop

by Documents

ky Cornputer

by Metwork,

?)X

Save i | hJ_J My Docurments

vl (¢ B N

IaMy albums
ICIMy eBooks
@My Music

ii]M';.f PageManager
hﬂMy Pictures
I53My Received Files
I3y webs

File name: |

V| I Save l

Saveastype | Backup File [.dat]

vi [ Cancel ]

What is actually displayed will vary based on how you accessed this screen.
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2 If you are writing a file, such as a backup or an export, to an external location, the list
at the top will say Save in: as it does in the above illustration. If you are locating a file
that you will bring into Database Oasis, such as a graphic file, the list at the top will
say Look in. In either case, this list is used to navigate through the data on your

computer.

When you open the list, it will look something like this:

B by Documents

lich by Recent Documents
Desktop
by Documents

d ky Computer
4 3% Floppy [&]
g Local Digk [C:]
o DVDACD-RW Drive (D)
I3 Shared Documents
== My Documents

‘:_4 by Metwork, Places

S

Alternatively, you can click the My Computer button in the left hand navigation pane

to populate the window with this list, minus any network locations:

Backup Database Dasis

¥

by Recent
Documents

=)

=
m
Ll
iy
[
el

\$

by Documents

ty Computer

Save in; | 'y My Computer

?X

v| Q ¥ £ -

.ﬁS‘r‘z Floppy (&3

G Local Disk (C:)

ks DVD T D-RA Dorivee (0 )
IC)shared Documents
I=ikKathy's Documents

@

by Metwarl:,

File name: ||

b | Save

Save as type: | Backup File [*.dat)

" | Cancel
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3 By default, the main hard drive on your computer is identified as [C:]. Everything that
is stored on your computer will be under that drive. You may also have one or more
external drives. For example, if your computer can read and write to floppy disks, you
will have a floppy drive, usually [A:]. If your computer can read and/or write to CDs,
you will have a CD drive, usually [D:]. If you plug in an external data device, such as
a memory stick, your computer will automatically assign it the next available drive
letter during the time it is connected. This will also appear on this list.

Even though floppy drives and CD drives are built
into your computer, they are still considered external
devices.

4 Click on the drive that contains the folder you are trying to read from or write to.
Unless you are trying to access an external device or are working on a network, this
will be the Local Disk [C:] option.

5 The box below the drop down list displays everything in the selected location. If you
have selected your local disk, this will show any files and folders that are stored
directly in c:\.:

Backup Database Dasis

S ave ir | 3| ocal Disk [ v | € I e s
A E3Backups
i 23 @Dncuments and Settings
My Recent My Downloads
Document: | [C3)Program Files
o =ishare
L ) WINDOWS
Dezktop (Sywork
ty Documents
ky Cornputer _
< #
, File: rame: | hd | [ Save l
My Metwark, | Save as type: | Backup File [*.dat) w | [ Cancel ]
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6 Double click on the desired folder name. The contents of that folder will open. Most
folders contain subfolders. These are used to help organize your files. Double clicking
on a folder in this box will show all of the subfolders under it. Continue double
clicking on folders until you have drilled down to the desired location.

For example, you may keep all of your work in a c:\work folder. Under that, you may
have separate folders to contain information related to different types of work you
perform, such as all financial information in one folder, and all customer related
information in another. Using this example, if you were navigating to a graphic of a
pie chart called chart.bmp in your financial folder, your path would be
c:\work\financial\chart.bmp. Once you've selected the Local Disk [C:] option, the
\work folder would appear in the box. Once you double click on the \work folder the
box would populate with your \customer and \financial folders. Double clicking on
\financial will open that folder. The chart.bmp file would now be displayed in the
box.

7 If you make an error, you can use the T button on the toolbar to go up one folder
level. Alternatively, you can open the Save in/Look in list again to go directly to any
folder in your current path or start completely over.

0 .. .

¥ Windows has designed the My Document folder to be
a central repository for most of your files. If you store
items in the My Documents folder, or a subfolder
under My Documents, such as My Pictures, you can
use the My Documents button in the left-hand
navigation pane to quickly access this folder.

8 Once you have navigated to the desired folder, do one of two things:

e If you are saving a file, type a name for the file in the File name: field then
click the Save button. If a file with that name already exists in the selected
location, you will be asked if you would like to overwrite it. Click Yes to
overwrite or No to return to the screen to select a different name or location.

e If you are locating an existing file, click on the file in the window. It will
appear in the File name: field. The Save button shown in the earlier
illustration will appear as an Open button instead. Click Open to select the
file.

Chapter 1 — First, Some Basics « Page 21



Windows® Basics

Windows Color Picker
In several places throughout the display designer, you are given the option to change the color of an

item using the Windows Color picker. Following these instructions when working with this form.

USING THE WINDOWS COLOR PICKER

I When the Windows Color picker first opens, it will look like this:

B aszic colors:

mlled Il 1 0
Il il 1 0
HEEENENENNEN
EVEEEEEN
EEEEEEEN
O

Custarn calors:

[ N N O O O O
[ N N O O O O

[ Define Cuztom Colors > ]I

[ Ok, H Cancel ]

The Basic Colors section provides 48 of the most common colors.
2 To select a color, simply click on the box showing the desired color. A dotted line

will appear around the color, indicating it is selected. In the above illustration, the
color black in the lower-left corner is selected.
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3 To select a color that is not among the basics, click Define Custom Colors. The

screen will expand to include the custom color options:

B asic colors:

M N[ HEE
Hf MTECENEN
ENNEEENEN
HENEEEEEN
EEEEEEENR
L1 4 0 0 ek D

Custam colors:

- ¢
Hue: FIE::I:EI
I_I_I_I_I_I_I_I_ - Sat:EI Green:EI

D efine Custom Colors »» ColorlSolid oo EI Elue; EI

]

[ ] ] [ Cancel ] [ Add to Custorn Colors

4 The rainbow hued box at the top-right is a color matrix. When you expand the screen,
it will default to the color selected in the Basic Colors section. You can fine tune the
basic color by selecting nearby color options from the matrix, or by using the vertical

band next to the color matrix to control the intensity of the color.

The Color/Solid box will display the currently selected color. If you click on any of
the basic colors, or click on the color matrix, this box will update to reflect the

change.

The Hue, Sat, and Lum fields provide the numeric values of the hue, saturation (the
strength of the color in the specified hue), and luminosity (lightness or darkness of

the color) of the currently selected color.

The Red, Green, and Blue fields provide the numeric value of a color based on the
amount of red, green, and blue found in the color. When trying to match colors,

knowing the red/green/blue values is the easiest way of ensuring

an exact match.

5 Use the color matrix to define a color that you like. If you are not certain of a color,
you can click the Add to Custom Colors button to add the color to the Custom Colors
section. This will save that particular color so you may return to it later, if desired.

6 When you are satisfied with your color selection, click OK.
currently showing in the Color/Solid box will be selected.

Whatever color is
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Windows Font Selector
In several places throughout the display designer, you are given the option to change the font of an
item using the Windows Font selector. Following these instructions when working with this form.

USING THE WINDOWS FONT SELECTOR

I When the Windows Font selector first opens, it will look like this:

Font; Font ztyle:; Size:

R egular a (]
ENE ~
Italic 3 i

Bald 10

kicrozoft Sans Serif

Micrazaft 5ang: Sernf
[} Mistral

{} Modem Mo. 20

(} Monotype Corsiva Bold Italic 11 B
{} M5 Outlook y 12

(} M5 Feference Sans S 14

{} M5 Feference Specia ¥ 16

|

Effects Sanple
[ ] 5tikeout
[ ] Underline

Color:

| [ |HE=3 L | Scripk:
| Wiestern w

AaBbyyz

2 The Font list will display all of the fonts that you currently have installed on your

computer. Use the scroll bar to locate the font you would like to use and click on it in
the list.

3 The Font Style section allows you to apply style changes to the font. You can make it
italic, bold, or bold italic by clicking on the desired item in the list.

4 The Size list allows you to control how large the characters appear in your chosen
font. A smaller number means a smaller text size. For example, a 9 point font is smaller

than a 14 point font.

5 The Effects section allows you to apply additional effects to your font. Strikeout will
place a line through the text like this. Underline will place a line under the text like
this.

6 Click the arrow next to the Font list to select a color for the text.
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‘7 Many fonts have different scripts to accommodate different languages. If your text
will be in English, leave the Western setting selected in the Scripts drop down list. If
your data will be in a different language, select the appropriate script from the list.

8 The Sample text will display how all of your settings will look together. When you
are satisfied with your font selection, click OK.

Technical Support

Database Oasis offers complimentary technical support to registered users via e-mail at
Support@DatabaseOasis.com.

If you are not a registered user and have a pre-sales support question, you may contact us at
Sales @DatabaseQOasis.com.
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CHAPTER 2
INSTALLATION

System Requirements

Before installing Database Oasis, you should verify that your computer meets the recommended system
requirements.

Operating System
Database Oasis is compatible with Windows operating systems including Windows XP and later.
You must have the latest service packs available from Microsoft® installed on your computer.

RAM

You will need a minimum of 256MB of RAM to operate Database Oasis. It is recommended that
you have 512MB of RAM.

Screen Resolution
Your screen resolution must be set to at least 800x600. Setting your resolution to 1024x768 or
greater is recommended.

Hard Drive Space

The Database Oasis application will initially require 30 MB to install. You will need additional hard
drive space as you use the software and add data. You are able to store up to 4TB (Terabytes) of data
in Database Oasis.
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Installation

There are three different types of Database Oasis installations:
e Basic Edition is a single-user product that is installed and used on one computer.

e Professional Edition is a multi-user product. The database is installed on one computer on the
network, then accessed by other computers over the network. This primary installation is called
the server.

¢ Professional Edition clients are installed on each machine that needs to use Database Oasis. They
are exactly like the server, except that the database isn’t installed locally. Instead, they access the
database located on the server.

If you will be using Database Oasis - Basic Edition, you will simply need to install the software on the
computer you will be using to work with your data.

If you will be using Database Oasis - Professional Edition, you will need to select where you want to
install the server.

Selecting where to Install the Professional Server

P RO This feature is only applicable to Database Oasis Professional Edition.

If you will be using Database Oasis - Professional Edition, chances are you will need to access the
software from more than one computer. In this case, you need to decide which computer will host
the data. When choosing where to install the data server, keep the following points in mind:

e The computer where the data resides will need to be accessible on your network to all of the
computers that will be using Database Oasis.

e The computer where the data resides will need to be turned on and logged into Windows
when other people want to use the software.

Once you’ve decided where to install the server, you can perform the client installation on any other
computers that will need to access Database Oasis.

? If you do not want the data on the same computer as
Database Oasis, you can move it to another location
after installation.
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Installing Prerequisites

Database Oasis requires version 4 of the Microsoft NET Framework from Microsoft© Technologies
and version 3.1 or later of the Windows Installer. These applications are typically included with the
Windows operating system, but older Windows installations may have earlier versions of these
applications.

The Database Oasis installer checks your system for these prerequisites on launch. If the required
versions are not installed, the Prerequisites Wizard will launch to walk you through the installation.

INSTALLING PREREQUISITES

I If you have not already done so, download the Database Oasis installation using the
download link on the www.databaseoasis.com website.

2 Launch the DBOasisSetup.exe file that you downloaded.

3 If Microsoft .NET Framework 4 and Windows 3.1 are not already installed on your
computer, the Prerequisites Wizard will appear:

i Database Dasis Setup @

Welcome to the Prerequisites
Wizard

The setup has determined that some of the
prerequisites needed to run this program are
missing. This wizard will assist you in getting and
installing those prerequisites. Click Mext to
continue to the list of prerequisites.

Click Finish at any time to completely skip the
installation of prerequisites and jump to the
installation of the main program. Click Cancelto
cancel the installation and exit the Setup Wizard.

[ Mexk = l [ Firish ] [ Cancel
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4 Click Next to access a list of the missing prerequisites.

[ Database Dasis Setup

Prerequisites i
These programs are needed for the application to run. Click on the check box '
next ko a prerequisite o select it for inskall or to skip ik, Fs
Marne Version Ackion
Windows Installer 3.1 Required: 3.1 or higher, Found: ... Download
.MET Framework 4.0 Required: 4.0 or higher. Found: ...  Download
Download Folder: | EsilatestInstall | Erowse, .,
Press the Mext button ko install the prerequisites.
[ < Back “ Mext = l [ Finish ] [ Cancel ]

5 Click Next to begin installation of the prerequisites. If the NET Framework is the
only missing prerequisite, skip to step 9. If you do not have Windows Installer
version 3.1 or later installed, the Software Update Installation Wizard for the installer
will launch:
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Software Update Installation Wizard E]
I1ze thiz wizard to ingtall the following software update:

Windows Installer 3.1
{(KB893803)

Before vou inztall thiz update, we recommend that pou;

- Back up vour system
- Cloge all open programs

“'ou might need to restart pour computer after pou complete
thiz update. To continue, click Mest.

| Mext » | Cancel

As part of the Windows Installer you will be required
to reboot your computer. Make sure all other
applications are closed before proceeding.

Click Next to begin the installation. The Software Update Installation Wizard will ask
you to accept the end user license agreement, then launch the installation process.
When it is complete, you will be promoted to restart your computer.

Click Finish to complete the installation and reboot.

When Windows reboots, launch the DBOasisSetup.exe file again to continue with the
installation. The Prerequisite Wizard will launch to allow you to install the .NET

Framework.

Click Next in the Prerequisites Wizard to launch the .NET Framework 4 Setup.
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10 You will be asked to accept the license agreement prior to download and installation:

E% Microsoft .NET Framework 4 Setup I:“_':-_'E
MET Framework 4 Setup N
Please accept the license terms bo continue, Micrasaft
NET
it
MICROSOFT SOFTWARE ¥
[#]I have read and accept the license terms. <3| d
Download size estimate: 39 ME
Ciownload time estimates: Dial-Up: 97 minutes

Broadband: 7 minutes

[ ]es, send information about my setup experiences to Microsoft Corporation,

Faor more information, read the Data Colleckion Palicy,

[ Install l[ Zancel ]

11 Read and accept the license agreement and click Install. The installation process will
commence. When it is finished, you will receive a Setup complete screen.

12 Click Exit to launch the Database Oasis installation process.

Installing Basic Edition and Professional Edition Server

The process to install Basic Edition and Professional Edition Server are identical. The edition is
controlled based on the registration code that is entered after purchasing the software.

INSTALLING BASIC EDITION AND PROFESSIONAL SERVER

I If you have not already done so, download the Database Oasis installation using the
download link on the www.databaseoasis.com website.
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2 Launch the DBOasisSetup.exe file that you downloaded. The setup files will be
extracted and the following screen will appear:

i Database Dasis Setup

Welcome to the Database
Oasis Setup Wizard

The Setup Wizard will install Database Oasis on wour
computer, Click "Mext" ko continue or "Cancel” to exit the
Sekup WWizard.

3 Click Next > to continue. The license agreement screen will open:

i'5 Database Oasis Setup

End-User License Agreement

Please read the fallowing license agreement carefully

DATABASE OA3I3 - PRODUCT LICENSE INFORMATICH

A

W

Carefully read the following legal agreement. U=se
of the software provided with this agreement [(the
"zoftware™) constitutes your acceptance of these
Lerms. If vou do not agree to the terms of this
agreement, do no install and/or use this software.
User's use of this software iz conditioned upon
compliance by user with the terms of this agreement.

{31 accept the terms in the License Agreement

{%)1 do not accept the terms in the License Agresment
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If a Program Maintenance screen appears instead of
the License Agreement screen, you already have this
version of the software installed.

4 Please read the license information carefully. If you do not accept the terms of this
agreement, click Cancel to abort the installation. If you do accept the terms of the
agreement, select the I Agree radio button and click Next > to continue. The

Installation Type screen will appear:

i@ Database Oasis Setup

Installation Type *
o )

Choose the tvpe of installation A

To install Basic Edition or the Professional Edition Server, select Standard Installation, Cnly
select Client Inskallation if vou have already installed Professional Edition Server on another
compuker,

(#) Standard Installation - Install Professional Edition Server or Basic Edition

) Client: Installation - Add another computer ko an existing Professional Edition Instal

[ < Back H Mext = ] [ Cancel ]

5 To install Basic Edition or Professional Edition Server, leave the Standard installation
radio button selected.

A

If you have already installed a Professional Edition
Server on another computer on your network and
would like to install a client, refer to the Installing
Professional Edition Clients section, below.
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6 The Select Installation Folder page will open:

i Database Oasis Setup

Select Installation Folder *
This is the Folder where Database Oasis will be installed, R 2

To install in this Folder, click "MNext", Toinstall to a different Folder, enter it below ar click
"Browse",

Folder:

|C:'|,F‘ru:ugram Files\Database Oasish Browse, ..

[ < Back ” Mext = ] [ Cancel ]

7 This allows you to specify a location for your installation of Database Oasis. It is
recommended that you install to the default location in the \Program Files folder. If
you wish to install to a different location, click the Browse... button and select the
target folder.

8 Click Next > to continue. The Ready to Install screen will open:

i Database Dasis Setup |

Ready to Install *
The Setup Wizard is ready to begin the Database Qasis installation & \

Click. "Install" to beqgin the installation, IF wou want ba review or change any of your
installation settings, click "Back”. Click "Cancel” ko exit the wizard.

« Back “ Install ][ Cancel ]
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9 Click Install to begin installing Database Oasis. A progress screen will appear as the
software is installed:

i Database Oasis Setup

Installing Database Dasis *

Y

Please wait while the Setup Wizard installs Database Oasis. This may take several
minkes.,

Skatus:

(FERSEAERRRRRRR R RN AN AR AR AR RS )

< Back Mexk =

10 Once the installation process is complete, the following screen will appear:

i Database Oasis Setup

Completing the Database
Oasis Setup Wizard

Click the "Finish" butkon to exit the Setup Wizard.

Launch Database Casis

< Back Finish Cancel

11 If you would like to launch Database Oasis, now, leave the Launch Database Oasis
check box marked and click Finish to exit the wizard. (See Launching the Application
in Chapter 3, Getting Started for instructions on opening the software.)
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Installing Professional Edition Clients

P RO This feature is only applicable to Database Oasis Professional Edition.

Database Oasis Professional Edition lets users on the same network work together using the same
database.

If you want to have more than one person sharing information in Database Oasis, you need to have
the data stored in a central location on your network that everyone can access. For example, you may
have three computers that are able to talk to each other over a network.

Database Oasis needs to be installed on all three computers, but the data only needs to be installed
on one of them. The other two computers will be told to use the data on that first computer. The
computer where the data is installed is called the server. The other computers are called clients.

Networked Compters

Server
Data Resides Here

You should run the server installation first to install the data. During the client installation, you will
need to select the path to the data that was previously installed on the server computer.
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Configuration for Professional Client Access

In a network environment, in order for the clients to access the data over the network, you will need

to set up a network share to the data file.

CREATING A NETWORK SHARE

1

%

There may be slight differences in the procedure for
sharing data, depending on your operating system and
security settings. These steps provide an overview of
common configuration options, but do not cover all
possible variables.

For comprehensive help with configuring a share in
Windows XP, refer to the article
http://support.microsoft.com/kb/304040.

For help in Windows Vista, refer to the article
http://www.microsoft.com/technet/network/evaluate/v

ista_fp.mspx.

For help in Windows 7, refer to the article
http://windows.microsoft.com/en-
us/windows7/Share-files-with-someone.

Computer icon on your desktop:

My izamputer

On the computer where Professional Edition is installed, double click on the My

E’E
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2 The My Computer screen will open:

4 My Computer, |Z| |E|

File Edit Miew Fawarites  Tools  Help

X]
.1:
Qe - © - | Poown v |13 B X 9 F-

Address | vj Fely Computer V| G0

Marne Twpe Taokal Size Free Space  Commenks

Files Stored on This Computer

IChshared Documents  File Folder

Hard Disk Drives

“ | ocal Disk (T Local Disk,

] xﬂﬁtﬁ Floppy (& 314-Inch Floppy Disk,
H,E;D'I.I'D,I'CD-RW Dtiv,..  CD Drive

3 Navigate to the Database Oasis data path. For operating systems prior to Windows
Vista, the data is located in the path C:\Documents and Settings\All
Users\Application Data\ADBOData. In Windows Vista and Windows 7, the data is
located in the path C:\ProgramData\DBOData\.

If you do not see the \DBOData folder, it is usually
because it is hidden in Windows. To unhide the
folder, right click on your Windows Start button and
select Explore from the menu to open Windows File
Explorer. Select Folder Options from the Tools menu,
then select the View tab. Make sure that the Show
hidden files and folders option is selected.
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4 Right click on the \DBOData folder and select Sharing and Security or Share
(depending on your version of Windows) from the right-click menu:

™ ppplication Data

File Edit ‘Wiew Fawaorites Tools  Help

@Eack - \‘_/,l l.ﬂ: ;j Search || Folders |

. Address |b Z:\Documents and Settings\all Users! spplication Data

Marme
=) Adobe
[ DEODat
[CT)eFax Me: pen
)eei Explore
Search...
IChGoogle st
[ Inkuit Sharing and Security. ..
Macrarme
EMEFHFEE Send To L4

CIMcafeed  Cut

[Microsoft  Capy
[CMicrosoft
) Sitedvis Create Shortout

[ Skvpe Delete

[)555cang  ename
[)555cany  Properties
IT:\ Whlimd miae
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5 The Sharing tab of the Properties screen for the \DBOData folder will open:

DBOData Properties

| Gereral| Sharing | Secuiity Customize |

= Y'ou can share thiz folder with other users on pour

network. To enable sharing for this folder, click Share thiz
folder.

{(%)iDo not share thiz foldes
() Share thiz falder

To zet permizsions for uzers who access this [efopro e
folder arver the network, click Permizsions. -

To configure settings for offline access, click
Caching.

Windows Firewall iz configured to allow this folder to be shared
with other computers on the netwark,

Wiew pour Windows Firewall settings

[ OF. l[ Cancel ] Apply

Depending on your version of Windows, you may
need to press the Advanced Sharing button on the
Properties screen to access the sharing options.

If you have never created a network share, this screen
will have a link to a wizard where you can set up file
sharing. Follow the on-screen instructions in the
wizard, if desired.
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6 Select the Share this folder check box or radio button (depending on your version of
Windows). This option will make the \DBOData folder accessible to clients on the
network.

WARNING!

; If an outside user is able to access your network, any
shared folders will be available. Make sure that you
have security on your network to prevent outside
access, especially if you are using a wireless network.

7 Select the Security tab:

DBOData Properties

General Sharing| Security |Eustu:umize

Group ar user names:
Administrators (SERVER Administratars)
ﬁ Ewemone
ﬁ SYSTEM
[ Add... ] [ Bemove ]
Permizzions for Sdministrators Al Deny
Full Control 0 &=
Madify ]
Fead & Execute ]
Lizt Folder Contents ]
Read O
WiTite -
= | Dlmrrmimmimime :
Far zpecial permizsions ar for advanced settings,
click Advanced. —

[ k. l[ Cancel ] Apply

>

Depending on your version of Windows, you may
need to click Edit to open a separate Permissions
screen to change these settings.
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8 Verify that there is a group named Everyone in the Group or user names list. If there
is, skip to step 12.

WARNING!

j Selecting the Everyone group gives anyone who is
able to access your network access to the folder.
Configuring the Everyone group is the easiest way to
ensure clients will be able to access the software
when there is not a security scheme in place. If you
have group security in place, it is recommended that
you select groups and/or users that reflect your
security configuration rather than using Everyone.

9 If there is no Everyone group, click Add. The Select Users or Groups screen will
open:

Select Users or Groups

Select thiz object type:

|L|sers, Groupz, or Built-in securnity principals | [ Object Types... ]

Erarn thiz location;
|5EF"11'*"'EF‘Il H Locations... ]

Enter the object names to zelect [examples]:

10 In the Enter the object names to select box, type Everyone.
11 Click OK to save the group and return to the Security tab.

12 Highlight the Everyone group in the Group or User Names list and select the Full
Control check box in the Permissions for Administrators box.

13 Click OK to save the changes and close the Properties screen.
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Testing the Folder Share
Once you’ve configured your share, it is recommended that you test it outside of Database Oasis by
trying to access that folder in Windows Explorer from the client computer.

TO TEST THE PERMISSIONS:

1

On the client computer, right click on the Windows Taskbar’s Start button and select
Explore from the menu.

In the Folders list, select Network or My Network Places (depending on your version
of Windows).

Navigate to your Database Oasis server computer and make sure you can see the
Database Oasis data folder in the list.

A 3

To navigate to the computer in Windows XP, select
Entire Network, then Microsoft Windows Network
under the My Network Places link.

Click on the Database Oasis data folder and make sure you can open it.

With the folder selected, right click in the files section on the right and select New,
Text Document from the menu and verify it allows you to create a text file in the
folder. (You may delete the text file if desired.)

If you are unable to access the folder and create a new file in the folder, clients will not be able to access
the Database Oasis data. In this case, check the following:

¢ On the Database Oasis server computer, verify in Windows that the Guest account is turned on.
(Refer to Microsoft Windows help for instructions on turning on the Guest account in your
version of Windows.)

e Verify that the folder share has been correctly configured using the above instructions.

? If you are able to access an existing folder share that is
working, compare its settings with the new share to
determine the differences.

® Depending on the version of Windows and internal security settings, Windows may not allow
you to grant full access to the default data path. In this case, you may need to move the
\DBOData folder directly under the C:\ drive.
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Client Installation

Once you are able to access the data on the server from the other computers on your network, you are
ready to install the client.

RUNNING THE PROFESSIONAL CLIENT INSTALL

I If you have not already done so, download the Database Oasis installation using the
download link on the www.databaseoasis.com website.

2 Launch the DBOasisSetup.exe file that you downloaded.

3 Follow the installation steps using the guidelines under Running the Basic Edition
and Professional Server Install, above. After you accept the license agreement, the
Installation Type screen will appear:

i Database Oasis Setup

Installation Type

Choose the bype of inskallakion

To install Basic Edition or the Professional Edition Server, select Standard Installation, Cnly
select Client Inskallation if vou have already installed Professional Edition Server on anokher
compuker,

i Standard Installation - Install Professional Edition Server or Basic Edition

*) Client: Installation - Add another computer to an existing Professional Edition Instal

[ < Back. ” Mexk = ] [ Cancel ]

4 To install a Professional Edition client, select the Client Installation radio button and
click Next.
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5 The Server Data Path screen will appear:

i@ Database Oasis Setup

Server Data Path

Conneck bo the installed data

In order to share data, Database Qasis clients need to know the path to where the data was
installed during the Prafessional Edition installation,

If waou know the path, vou can enter it now, IF wou leave this blank, wou will be prampted ko
enker the path when you launch the software,

Browse, .,

[ = Back ][ Mext = ] [ Cancel ]

6 Click the Browse button and navigate to the network share containing the Database
Oasis data file on your Database Oasis server computer.

7 Click Next to proceed with the installation following steps 6 through 11 under

Running the Basic Edition and Professional Server Install. The client software will
install and connect to the data specified in step 6 above.
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Installing an Upgrade

Prior to upgrading, please review the following:

Before running an upgrade, make sure to back up your existing installation using the Backup
option on the Tools menu.

If you are upgrading Database Oasis - Professional Edition:
o Make sure all clients are logged off before proceeding.

o Make sure all clients are upgraded prior to trying to connect to the server. You will
not be able to log on from a client that has not been upgraded.

A3

If you upgrade a client before upgrading the server,
the database will be automatically upgraded when you
first log on from the client. At that point, you will not
be able to log on from the server until it has also been
upgraded.

If you are upgrading from a version of Database Oasis prior to version 3.0

o The version 2.x to version 3.x upgrade requires an upgrade license key. Once you

upgrade, your installation will become unregistered until you enter an upgrade key.

WARNING!

; Be sure to have a backup of your current installation
before proceeding. When you install version 3.x,
changes are made to the database that make it
incompatible with version 2.x. The only way to revert
to version 2.x once you’ve upgraded is to uninstall
version 3.x, reinstall version 2.x and restore your pre-
upgrade backup.

o There is no direct upgrade path to version 3.x from any version prior to version 2.8. If

you have a prior version, you must first upgrade to version , then to version 3.x. For
version 2 download files and upgrade instructions, please  visit
http://databaseoasis.com/downloadsv2.aspx.
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Running the Upgrade

If you have an older version of Database Oasis and would like to upgrade to a newer version, simply
run the install as you would for a new installation. Database Oasis will detect your existing
installation and perform the upgrade.

UPGRADING DATABASE OASIS

| If you have not already done so, download the Database Oasis installation using the
download link on the www.databaseoasis.com website.

2 Launch the DBOasisSetup.exe file that you downloaded. The setup files will be
extracted and the following screen will appear:

iz Database Oasis Setup

Welcome to the Database
Oasis Setup Wizard

The Setup Wizard will install Dakabase Oasis on waur
computer, Click "Mext" ko continue or "Cancel" to exit the
Setup Wizard.

< Back [ Mext = ] [ Cancel

If the Prerequisite screen appears before the Welcome
screen, refer to Installing Prerequisites, earlier in this
chapter.
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3 Click Next > to continue. The license agreement screen will open:

i Database Oasis Setup

End-User License Agreement *
Please read the Following license agreement carefully gl

DATABASE OQASTS - PRODUCT LICEN3E INFORMATIOCON ~

Carefully read the following legal agreement. Usze
of the software provided with this agreement (the
fzoftware™) constitutez your acceptance of these
Lerms. If vou do not agree to the termz of this
agreement, do no install andfor use this software.
Uzer's uze of thiz software iz conditioned upon
compliance by uzer with the termz of this agreement.

W

()1 accept the kerms in the License Agresment

(%11 do not accept the terms in the License Agresment

If a Program Maintenance screen appears instead of
the License Agreement screen, you already have this
version of the software installed.

4 Please read the license information carefully. If you do not accept the terms of this
agreement, click Cancel to abort the installation. If you do accept the terms of the
agreement, select the I Agree radio button and click Next > to continue.
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5 If you are upgrading within the same major version number (for example, from
version 3.0 to version 3.1), the upgrade will proceed. If you are upgrading from
version 2.97 or earlier to version 3.x, you will see the following screen:

]

Database Oasis Setup | &2 ]
Upgrade *
Upgrade from a prior version ; A

It appears that you're performing an upgrade to version 3. .

Make sure you have a current backup and all dients are logged off.

IMPORTANT: FOR VERSION 2.x UPGRADES

To upgrade from version 2.x to 3.x, you must purchase an upgrade key from our
website, If you continue, your installation will be unregistered until you enter your key.

Click "Install” to begin the installation.

I < Back ” Install I [ Cancel I

6 The upgrade from version 2.x to version 3.x requires a license key. If you do not
already have an upgrade key, make sure you read this page carefully and understand

that your installation will become unregistered. If that is acceptable, click Install to
start the upgrade.
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7 Once the installation process is complete, the following screen will appear:

i Database Oasis Setup

Completing the Database
Oasis Setup Wizard

Click. the "Finish" button ko exit the Setup Wizard,

Yo must launch Database Qasis ko perform final updates to
the database and complete the upgrade.

Launch Database Oasis

Cancel

8 If you are upgrading a Basic Edition or Professional Edition server, the database
update will be completed when you launch Database Oasis. If you would like to
launch Database Oasis, now, leave the Launch Database Oasis check box marked and
click Finish to exit the wizard.

9 If you have upgraded a Professional Edition client, the software will launch. If you
have upgraded a Basic Edition or Professional Edition server, when Database Oasis
launches, it will detect that it must upgrade the data and the following message will
appear:

Database Update Needed &|

1 ) Your database will now be updated ko the latest version.
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10 Click OK to update your database. Once the data upgrade has completed, the
following message will appear:

Upgrade Required [5_(|

LU D bR POy DR Iy b DD i)

SRR IS SR I IR R 1]

[RCRCE TR TR

1001011101010

LR DR DDA E P Dy Tl

() A S 1 S

Point. Click. Create. Databases made easy.

" Thank you for
Upgrading!

Thank pou for upgrading to Yerzion 3. Thiz verzion requies an
upgrade registration key to access the saftware.

TR R R R TR 11 (L
A AT AT

[F wou have a key, select the Enter Beaqistration F.ey buttan,
[f wou need a key, select Buy Mow.

[ Cancel ] [ Buy Mo ] [ E nter Reqistration Key

I'1 Select Enter Registration Key and enter the registration information you were sent
when you purchased your Version 3.x upgrade key. If you have not yet purchased the
upgrade key, select Buy Now to be directed to a purchase page, or Cancel to exit
Database Oasis.

Installing Professional Edition Clients

P RO This feature is only applicable to Database Oasis Professional Edition.

If you are using Database Oasis Professional Edition, you should install the software on any client
machines that will need to access Database Oasis.

RUNNING THE PROFESSIONAL CLIENT INSTALL

I If you have not already done so, download the Database Oasis client installation from
http://www.databaseoasis.com/dboasisclientinstall.exe.
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2 Launch the DBOasisClientInstall.exe file that you downloaded. The installation files
will be extracted and the Setup wizard will launch to guide you through the
installation.

3 Follow the installation steps using the guidelines under Running the Basic Edition
and Professional Server Install, above.

4 Click Close to exit the wizard. (See Clients & Users in Professional Edition for help
with client configuration.)

Registering Your Software

In order to allow you to evaluate the Database Oasis software prior to making a purchase decision, the
software is initially installed unregistered. The unregistered version is a 15 day trial. In order to use the
software beyond the 15 days, you must purchase and register it.

*

- Professional Editions are registered at the Server (the
machine where the data is installed). You do not need
to register a Professional Edition client.

PURCHASING DATABASE OASIS

I Select Buy Now from one of the following places:

e Select the Click here to buy now link on the Database Oasis screen that opens
when you first launch the software.
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e Select the Buy Now menu option on the Help menu:

Help
Ilser Guide
CQuick Start Guide

online Demos

Send s Feedback.

Conkact InFarmation I

Abouk

Biury Mo L

Purchase Information

Enker Reqistrakion key EE

e C(lick the Buy Now button on the Purchase Information screen that comes up
when you exit the software:

Purchase Information

10010 0 000 TG a A 00 i
LR DR CDVTR TR B DR TEE TR (R TS EUIR TN
01010010 10100100100 100101010
1010010 T 000 0 0 0 i 00
URRLRUIE DB DD DR IR R IR

L0
100010 001001010101 L 0 A S l S
100101110100 101 100 000 G011 00 1d 1

KL LR ISTTR TR R TR [T Eik [k LEReR CTe [ETeTeh EER B & =
i AR AR AR AR AR AR A A Point. Click. Create. Databases made easy.

Thank you for trying
Database Oasis!

You have only 7 days left in your free trial!

Don't miss out on all of the benefits you get
from having access to all of your important
information in one convenient place. Reqgister
today to continue to enjoy Database Qasisl

Click Buy Mow to obtain a reqgistration key.

BusMow | [ EnterKey | [ Still Thinking Aboutlt |

¢ Go to www.DatabaseOasis.com and select any of the Buy Now links.
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2 A secure shopping cart will open where you can enter your payment information.

Once you have purchased the software, you will be sent an e-mail that contains a registered user name
and a registration key. This information will be used to register the software.

REGISTERING THE SOFTWARE

I Register the software using one of the following methods:

e From the Database Oasis screen that comes up when you launch the software,
select the I have a registration number radio button and click OK.

¢ From the Help menu, select Enter Registration Key.

Enter Reqistration Kesy
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2

3

¢ From the Purchase Information screen that comes up when you exit the software,

select Enter Key:

Purchase Information

10010 0 000 TG a A 00 i

LR DR CDVTR TR B DR TEE TR (R TS EUIR TN 1"
01010010 10100100100 100101010

1010010 T 000 0 0 0 i 00 0

URRLRUIR DR DEDR DR IR R RR QLR DT L

LA LR PO Tk LR T PV Lk ik LR TS Bk f

A A D010 00114 Bl
ALl DR Do Do DR PR DR R LR [LOR LR LU DRI L
100101110100 101 100000 B 0011 00T 1

RLCRER Leciek LR Lok [EECR Eeh [eh DER EUeh ftet] 10 = =
AARARAARAR ARARAAA AR BAR AT Point. Click. Create, Databases made easy.

Thank you for trying
Database Oasis!

You have only 7 days left in your free trial!

Don't miss out on all of the benefits you get
from having access to all of your important
information in one convenient place. Reqgister
today to continue to enjoy Database Qasisl

Click Buy Mow to obtain a reqgistration key.

BusMow | | EnterKey | [ Sl Thinking Aboutlt |

The Enter Registration Key screen will open:

Enter Registration Key @

Regztration Mame

Fhe Aegifafon Mame & caze semsiiie
Reqistration Key

Cancel

When you purchased the product, you provided the name under which it should be
registered. This name was used to generate the registration key. The key and the name
must match for the registration information to be accepted. The registration name can
be found in the e-mail you received that contained your purchase confirmation and
the registration key. Either copy and paste the registration name from that e-mail, or
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type it in the Registration Name field exactly as it appears in the e-mail. This entry is
case sensitive (upper and lower case letters must match).

4 As soon as you have entered a Registration Name, the Registration Key field will
become available. This is the key that was provided when you purchased the
software. It is divided into four separate sections. Enter the code for each section in
the boxes.

5 The OK button will become available once you have entered the complete registration
information. Click this button to register the software.

6 If you are currently in a trial of the edition you are registering, you can continue to
work with the software. If you are in a trial of the other edition, or you have not yet
selected an edition, Database Oasis will close to allow the proper edition to launch.
Reopen the software to continue.

Upgrading From Basic Edition to Professional Edition

Database Oasis - Basic Edition is designed to provide a very easy-to-use, database solution that is
accessible to users of all technical levels. Database Oasis - Professional Edition is designed for users
who need more advanced functionality. The products use the same installed file, but some of the
advanced features have been hidden from Basic Edition users. To upgrade to Professional Edition,
you only need to enter a registration code that unlocks the advanced features.

UPGRADING TO PROFESSIONAL EDITION
I Open Database Oasis - Basic Edition.

2 From the Help menu, select Enter Upgrade Key.

Help
Lser Guide
Cuick Start Guide

te .
Orline Demos

Send Us Feedback,
Contact Information

About
Enter Upgrade Key
3 The Enter Registration Key screen will open.

4 The registration name can be found in the e-mail you received that contained your
upgrade confirmation and the registration key. Either copy and paste the registration
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name from that e-mail, or type it in the Registration Name field exactly as it appears
in the e-mail. This entry is case sensitive (upper and lower case letters must match).

5 As soon as you have entered a Registration Name, the Registration Key field will
become available. This is the key that was provided when you purchased the upgrade.
It is divided into four separate sections. Enter the code for each section in the boxes.

6 The OK button will become available once you have entered the complete registration
information. Click this button to register the upgrade.

7 A message will appear informing you that Database Oasis must close. Click OK to
exit the software. When you launch it again, it will be a Professional Edition.

Uninstalling the Software

If you wish to uninstall Database Oasis, you may do so from the Windows Control Panel.

A 3

The uninstall will only remove Database Oasis. If you
wish to remove the Microsoft .Net Framework, you
must select to uninstall that option individually in the
Control Panel. Because the framework will
potentially be used by other Windows applications, it
is not recommended that you uninstall it.

UNINSTALLING DATABASE OASIS
| Click on the Start button on the taskbar in Windows to open the Start menu.
2 Select Control Panel from the Settings menu. The Control Panel will open.

3 Double click on the Add or Remove Programs icon. A list will open containing all of
your installed programs.

4 Locate Database Oasis on the list and click the Remove button.

5 You will be asked to confirm your decision to remove the software. Click Remove to
remove Database Oasis from your computer.
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6 By default, the database is not uninstalled with the software to prevent accidental data
loss. To remove the database, locate and delete the data folder. If you are using
Windows Vista, the data is located in the path c:\ProgramData\ADBOData.\ For all
other operating systems, the data is located in the path C:\Documents and Settings\All
Users\Application Data\DBOData.
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GETTING STARTED

Launching the Application

When the software was installed, an icon was added to both your desktop and your program menu,
providing two different ways to launch the software.

LAUNCHING THE SOFTWARE FROM THE DESKTOP

| On the Windows desktop, locate the Database Oasis icon:

i

2 Double click the icon. The application will launch.

LAUNCHING THE SOFTWARE FROM THE PROGRAM MENU

I Click the Start button on your Windows Taskbar. The Start menu will open.

2 Locate the Programs or All Programs option on the menu (depending on your version
of Windows).
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3 Locate the Database Oasis folder on the menu:

el Activate Windows
0 Set Program Access and Defaults

ﬁ Windows Catalog

‘Windows Update

Programs @ ArCessories
Games 4
Documents 3 Startup »
- . a Internet Explorer
ettings
W s
Search 3 @ Qutlook Express
= '3 Remate Assistance
a @ Help and Support Q Windows Media Player
& ':E Run 43 Windows Messenger
y-; Q ‘Windows Movie Maker
= )
2 Log OFf KPProTest... () Database Oasis
=

@ Turn OFf Computer. ..

@ Documents and Settings

4 Click on the Database Oasis folder to open a sub-menu:

Gl TN IS D ITEsEIgE

?'m, Windows Movie Maker

'ri Database Oasis Llf] Documentation
Dakabase Oasis

5 This menu provides a shortcut to launch the software. It also contains a
Documentation submenu which provides access to the software’s documentation:

Ml Database Oasis fii Documentation EQ Help File
A Database Casis | TH] Quick Start Guide
T User Guide

e Help File — This is the main program help file that is accessible from within
the software. This provides all of the information on how to use your
software.

® Quick Start Guide — This provides a brief overview of the software. This is a
resource if you would like a little help getting started. You must have the
Adobe® Reader to open the .pdf file.

e User Guide — This provides the same information as the help file, but in a
printable .pdf file format. You must have the Adobe® Reader to open the
file.

6 Click on the Database Oasis menu item:

ff Database Oasis
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7 The software will launch.

Evaluating the Software

The first time you launch the software, a Database Oasis screen will appear:

Welcome to Database Oasis

DO Flease zelect one of the following options:

@) | would like to evaluate Database O asis - Professional Edition

) | would like to evaluate Database O asis - Basic Edition

) | have a registration number

There are 14 days left in your free tnal,

Click here to buy now

If you are evaluating the software, this screen provides the ability to evaluate either Professional
Edition or Basic Edition. This will come up every time you open Database Oasis until you register,
allowing you to toggle back and forth between the two editions while making your decision.

LLAUNCHING THE SOFTWARE USING THE DATABASE QASIS
SCREEN

1 Launch Database Oasis.

2 If you do not have a registration key and would like to evaluate the software, select
either Basic Edition — single-user version focused on ease-of-use or Professional
Edition — multi-user version with advanced functionality. If you select to evaluate
Professional Edition, the software will open with Professional Edition features
enabled. If you evaluate Basic Edition, Professional Edition features will not be
visible.

A 3

If you would like to obtain a registration key, click
the Buy Now button. If you have already purchased
Database Oasis and would like to enter your
registration information, select the Enter Key button.
The Enter Registration Key screen will open. Follow
the instructions under Registering Your Software in
Chapter 2 for instructions.

3 Click OK. The software will open with the features for the selected edition enabled.
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Logging In

P RO This feature is only applicable to Database Oasis Professional Edition.

If you are using Database Oasis Professional Edition, you will be asked to log into the software
when you launch. The first time you open the software, you will need to create a new user. The first
user that is created will automatically be assigned administrative rights, meaning this user account

will have full access to the software. You will not be able to delete the first user or remove
administrative rights.

LOGGING IN AND ADDING THE FIRST USER

| Launch Database Oasis using the instructions under Launching the Application,
above.

2 The Add a User screen will appear:

Add a User,

YWwelcome! To begin, vou must add the first uger who can log
inta the zoftware. This uzer will alwayz have adminiztrative
rightz and cannot be deleted, but you can change the name
and pazzword.

Fleaze zave the login information you enter.

Add Adminiztratar zer
Izer Mame:
Paszword:

Canfirrm Pazszword

Cancel

3 In the User Name field, enter a unique name for the user. This name will be used to
log into the software and to identify the user in the software.

4 1In the Password field, enter the password the user will use to log into Database Oasis.
The password is case sensitive, meaning that if you use capital letters in the password,
the same capitalization must be used when logging in. If you do not wish to use a
password, leave this field blank.
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WARNING!

j Make careful note of the password. If a user forgets
his password, he will not be able to log into Database

Oasis.

5 Retype the password entered in the Password field in the Confirm Password field.
The two entries must match.

3

The first user will be created with administrative
rights. Users with administrative rights are able to run
backups, restore from backup, and add, edit, and
delete users.

6 Click OK to add the user and open Database Oasis.

After you have created the first user, a standard login screen will appear when you launch the
software.

LOGGING IN AS AN EXISTING USER

I Launch Database Oasis using the instructions under Launching the Application,
above. The Database Oasis Login screen will appear:

] Datahase Dasis Login

.}:K Welcome to Database Oasis!

DA

Paszward | |

Caricel

2 Enter your user name in the User Name field.
3 Enter the password associated with the user name in the Password field. The
password is case-sensitive, meaning that if any capital letters were used when the

password was created, they must be entered exactly as added.

4 Click Login to log into the software as the selected user.
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Exploring the Screen

The main Database Oasis screen consists of a menu, a navigation pane, a work area, and the Welcome
page.

To stas woding in Cunsin, s coulbleclicis on any display in the

et aase Oxpen & Display ke, you'm new io the praduct snd would e
 lithe help with P soffeare, Lse the nfomation n the Leaming Cenber b pel staded

Navigation
Pane

F! | Press F1 on your keyboard from any screen for help.

) Betite wa

%

£/ vhomthe poip o

Work Area

Welcome Page

When you first open Database Oasis, you will see the Welcome To Database Oasis page. This page
provides brief instructions on using the product and links to additional help options.

This screen can be closed by clicking the red X on the title bar:

Click to Close I

Welcome Page |_X_|

101001010010 T 1101001010
010104001 30104010109 010
04010 4110 01 00 d a1 o 00

=
(A0 000010 co" To D AT ABASE
00O 00 10101101010 ol — I~

As you’re familiarizing yourself with the software, it may be a good idea to leave this page open for
quick access to help. Once you’re comfortable with using the product, unmark the Show this page on
startup check box. The next time you come into Database Oasis, this screen will not appear. If you
should need to access this screen again, you can open it by selecting Show Welcome Page on the
File menu.
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Work Area

The main work that you will be doing in Database Oasis is interacting with your displays. Displays
open in this main work area. Within that area, you can open multiple displays and move them around
to arrange them:

{7 Database Oasis = Eoh(>

File Displays Tools Windows Help

Add a llew Display % || Photo Album (1 of 43) B
Desian a New Display Display Data Sort Filter Reporting

Import Design Template

Copy Display Design

To-Do List (12 of 13 - Filtered) (==
Display Data Sort Filter Reporting

AAAAAAAAAAAAAAAAAAAAAAAAAAAN

Work with Existing Displays 2

B g s SOOOOOLOCOOOOOEOOOOLOOOOOOOE
Export Design Template s o N B
Display Data Sort  Filter Title  Book the Camping Trip
Open = U 2 e Date Added '7/13/2005 [EH| Date Due 7/15/2005
- oo
Businetacl:s — e Sally Priority |1 Completed
Egg:?;s Relafionship | Aunt We need to have the campsite reserved by Friday at  +
Employees the latest. The site's number is 800-555-2931. (More
Househaold Fvaniosy” |8 Eosilbet info is in the Phone Baok Display.)
Music Catalog Home Phone | 949-555-839
";': si;':)'r’:;;' CellPhone | 949-555-25(]
Pending Action Items | - Work Phone
Phone Book Description | Sunset in Maui
Photo Album Date RN e
Software Inventory it
Address 15 Del Ray
wen Highlighted Display Address 2
City/State/IIP  Mission Vig] *
pEC e [ ][ Est ][Dcete |
Thiz is Phil's aunt Sally. She' s ememy, SO T yoo Com, /=21 11 mg

because she doesn't always hear the phone.

For a full discussion on how to open displays and arrange them in the work area, refer to Chapter 7,
Working with Records in Data Displays.

Navigation Pane

The Navigation Pane provides quick access to the most commonly used features in Database Oasis.
Each of the three sections in the Navigation Pane can be collapsed or expanded.

Depending on your security rights, not all sections
may be visible.
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COLLAPSING A SECTION OF THE NAVIGATION PANE

I Click on the double arrow at the top of the section:

Add a Mew Display
Deszign a MNew Dizplay
Import Design Template

Copy Display Design

2 The section will collapse to a header and the double arrow will point down:

Add a New Display ¥

Work with Existing
Edit or Delete a Display

Bxport Design Template

Nnan a Niendaw &

3 Click on the double arrow a second time to expand the section.

The Navigation pane appears by default when you first open the software. You may close and
reopen this pane to adjust the amount of room available in the main work area.

CLOSING THE NAVIGATION PANE

I From the File menu, select Show Navigation Pane:

[1 Database Oasis

Show Mavigation Pane

Show Welcome Page

Log in as Different User

Change Passwiord

Exit

2 The check mark will disappear from the menu and the Navigation pane will close.
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A 3

If you close the Navigation Pane, it will not
automatically appear the next time you open the
software. You must reopen the Navigation Pane using
the steps below.

REOPENING THE NAVIGATION PANE

| From the File menu, select Show Navigation Pane.

2 The check mark will appear on the menu and the Navigation pane will reappear.

Following is a brief description of the options available on the Navigation Pane. Full documentation
on each of these features can be found later in this documentation.

Add a New Display

Database Oasis comes with a selection of displays already built in to get you started. When you are
ready to fully utilize the software, you will want to create your own displays. This section provides
links to the three ways that you can add new displays.

Design a New Display — This will let you start a brand new display from a blank page.

Import Design Template — A design template is a file that contains a description of an empty
display with no data. This option will allow you to locate a template file on your computer and
add a new display from that template. Your installation of Database Oasis comes with a selection
of templates that can be imported into your software. Templates are also available from the
www.databaseoasis.com website, or may be shared between Database Oasis users.

Copy Display Design — This option will allow you to make a copy of the design of any of your
displays. You can then edit the copy without affecting the original display.
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Work with Existing Displays
The Work with Existing Displays box on the Navigation Pane allows you to access some of the
functionality that is available around your existing displays.

Most of the options that are available for working
with the data in your displays are accessible from the
menu inside the displays.

Edit or Delete a Display — This option allows you to open a display in the display designer where
you can add or remove objects, or make other changes.

Export Design Template — This option allows you to create a template file from one of your
displays. This template file can then be imported into another installation of Database Oasis.

Open a Display
This list will show all of the displays you currently have installed. To open any of the displays in the
list, simply double click on it or highlight it and click the Open Highlighted Display button.

Menu Bar

Much of the functionality in Database Oasis is specific to a particular display. For this reason, each
display will have its own menu. The options selected from that menu will only impact that display.
Any functionality that does not require that you open a specific display is accessible from the main
menu bar.

File
This menu provides options that impact main Database Oasis screen.

Show Navigation Pane — This will toggle whether the Navigation Pane appears.

Show Welcome Page — If you have closed the Welcome To Database Oasis page that appears
when you first launch the software, this option will reopen it.

PRO Log in as Different User — If you are using Professional Edition, this will allow you to
change the user who is currently logged in without exiting the software.

PRO Change Password — If you are using Professional Edition, this will allow users who do
not have administrative access to user maintenance to change their own passwords.

PRO Set Host — This menu option will only appear if you are currently logged into a client
installation of Professional Edition. When you first log onto a client, you select the Windows
machine where the server installation of Database Oasis is installed. This option allows clients to
select a different server.

Exit — This option closes the software.
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Displays

This menu provides access to functionality around creating and working with displays.

Open Display — This option will let you select and open any of the displays you have in your
software. This provides the same functionality as the Open a Display section on the Navigation
Pane.

Add New Display — This will let you start a brand new display from a blank page. This provides
the same functionality as the Design a New Display option on the Navigation Pane.

Edit/Delete Existing Displays — This option allows you to open a display in the display designer
where you can add or remove objects, or make other changes. This provides the same
functionality as the Edit or Delete a Display option on the Navigation Pane.

Copy Display Design — This option will allow you to make a copy of the design of any of your
displays, without the data. You can then edit the copy without affecting the original display. This
provides the same functionality as the Copy Display Design option on the Navigation Pane.

Import Design Template — A template is a file that contains description of an empty display with
no data. This option will allow you to locate a template file on your computer and add a new
display from that template. This provides the same functionality as the Import Design Template
option on the Navigation Pane.

Export Design Template — This option allows you to create a template file from one of your
displays. This template file can then be imported into another installation of Database Oasis.

Export Data — This option allows you to copy the data from a display out to an external file
where you can work with it in another application, such as a spreadsheet or word processor. This
provides the same functionality as the Export Data option on the Navigation Pane.

This option is only available in registered installations
of the software.

Tools
The Tools menu provides access to system maintenance tools.

The Tools menu will only appear in Professional
Edition if the user who is currently logged in has
administrative rights.

Backup — This option allows you to make a safety copy of your installation of Database Oasis. It
is recommended that you perform frequent backups, especially of critical information. (See
Backing up Your Data, in Chapter 9, System Maintenance, for instructions.)
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Restore — This option allows you to bring back a backed up copy of your installation. (See
Restoring from Backup, in Chapter 9, System Maintenance, for instructions.)

PRO Users - This option opens the following sub-menu:

PRO Manage Users — This option opens the Manage Users screen where you can add,
edit, and delete the list of users who have access to Database Oasis.

PRO Enter Key for Additional Users — The number of users that can be added to
Database Oasis Professional Edition is based on the number of user licenses that have
been registered. This option opens the Enter Registration Key screen where you can
register additional user licenses.

Windows
The Windows menu allows you to organize the main work area when you have multiple displays
open at the same time.

For example, you may have three different displays open simultaneously:

File Displays Tools Windows Help

Add a New Display ﬁ/'

Display  Data

Sort  Filter  Reporting

Design a New Display
Import Design Template

Copy Display Design

Description |‘ﬁppi Mail |

Login/User D | Biggles234 |

=l

Work with Existing Displays # P | | Diva |
Edit or Delete a Display st
BExport Design Template On Line?
Open AT k/ URL |hﬁp:fy1'ppimail.com | -
1 Reporting
- St
Business Contacts Path | |
Contacts
Deonations
Employees [ Add ” Edit ” Delete ” Save || Cancel |
Household Inventory  |= Date Due 7/15/2005
Music Catalog [
My Journal Priori 1 Completed
Passwords Address o ¥
Pending Action ltems Address 15 Del Ray Lane We need to have the campsite reserved by Friday at
Phone Book Fraatis the latest. The site's number is 800-555-2931. (More
Photo Album — _ info is in the Phone Book Display.)
Software Inventory = City/State/IP | Mission Viejo |cA
Open Highlighted Di
R e Misc. Notes

This is Phil's aunt Sally. She's elderly, so if you
because she doesn't always hear the phong

(<10

-

[ Add ][ Edit ”Delae “ Save ||Cancel|

The open displays will be layered based on the order in which they have been accessed. The
currently active display will be in front. The display that has not been accessed for the longest
amount of time will be in back. In this example, the Contacts display is the currently active display.
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The Recipes display was active just prior to Contacts, so it appears just behind it. The Music Catalog
display appears at the back.

Cascade

This option will stack all open displays, one on top of another, with the display that currently has
focus on top. The display that was active most recently before the current display will be next, and
so on. The displays will be arranged so that their title bars are accessible, so you can click on a title
bar to bring a different display to the front.

Using the above example, if you select to Cascade, your screen will look like this:

File Displays Tools Windows Help

Ak = Mo Dlagion 5 [Phone sock @00t 10
basswords 2o 10

Design a New Display
Import Design Template

Copy Display Design

Work with Existing Displays #

Title  Book the Camping Trip
Edit or Delete a Display

s Date Added |7/13/2005 Date Due |7/15/2005
Priority Completed
0Open a Display |

We need fo have the campsite reserved by Friday at  «
i the latest. The site's number is 800-565-2931. (More
Contacts info is in the Phone Book Display.)

Donations

Employees

Household Inventory
Music Catalog

My Journal

Passwords

Pending Action ltems
Phone Book

Photo Album

Software Inventory =

-

)] [ e ] [Boee ) ove ) [Conee

Open Highlighted Display
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Tile Horizontal

This option will arrange the displays so that they appear in horizontal rows. The currently active
display will be in the top row in the upper left hand corner of the work area. The next display will
appear below it, and so on:

Displays  Tools  Windows Help

File

Add a New Display [12 of 13 - Filterec

Design a New Display

Import Design Template

Copy Display Design Title  Book the Camping Trip

Date Added 7/13/2005 [f] Date Due 7/15/2005
Priority I:l [¥] Completed

We need to have the campsite reserved by Friday at  «
the latest. The site's number is 800-555-2931. (More
info is in the Phone Book Display.)

Work with Existing Displays #

Edit or Delete a Display
Export Design Template

0Open a Display

Asset Invento -

Business Contacts
Contacts

Donations
Employees
Household Inventory
Music Catalog

My Journal
Passwords

Pending Action ltems
Phone Book

Photo Album
Software Inventory =

Open Highlighted Display

-

[ Add ][ Edit ][Delete” Save ”Cancel]

[] Local Computer

Path | |
[ ag ) et ][ Deete ][ save |[ Cancel |
L [ | [ I
Phone Mumbers
Home Phone  949-555-8392 |
Cell Phone  949-555-2800 | [Lcancat

*

. When the work area is filled, it will start a second set
of rows next to the first. The displays may overlap,
hiding some displays from view. This option works
best when there are fewer displays open.
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Tile Vertical

This option is similar to Tile Horizontal, except that it tiles the displays so that they are arranged in
vertical columns. The active display will appear in the upper left hand corner of the work area. It will
occupy the first vertical column. The next screen will be placed to the right of it, and occupy the
second vertical column, and so on:

File Displays Tools Windows Help

Add a New Display

Design a New Display Uy Filter  Reporting

Import Design Template

Copy Display Design

il |

Title  Book the Camping Trip

Date Added 7/13/2005 [Z] Date bue 7/15/2005 |
Priority [7] Completed

We need to have the campsite reserved by Friday at  +
the latest. The site's number is 800-655-2031. (More bpimail com |
info is in the Phone Book Display.)

Work with Existing Displays #

Edit or Delete a Display

Export Design Template

Open a Display

Asset Invento -

Business Contacts
Contacts

Donations

Employees
Household Inventory
Music Catalog

My Journal
Passwords

Pending Action ltems
Phone Book

Photo Album
Software Inventory it

Open Highlighted Display

Edit ” Delete ” Save ][ Canc

I

Misc. Notes

This is Phil's aunt Sally. She's elderly,
because she doesn't alvways hear t

L

‘«, When the work area is filled, it will start a second set
of vertical columns below the first. The displays may
overlap, hiding some displays from view. This option
works best when there are fewer displays open.
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[Displays]

At the bottom of the menu will be a list of any displays and list views you currently have open:

Windows

LCaszcide

Tile Harizontal

Tile Wertical

Contacts

uizic Catalog

Recipes

The currently active display will have a check mark next to it. Clicking on a display on the menu
will bring it to the front, making it active.

Help

This menu provides access to information about your software and documentation resources.

Help — This opens the main program help files that provide full documentation on using your
software.

User Guide — This opens the user manuals in a .pdf file that can be printed. This file contains the
same information as the help files in a printable format.

Quick Start Guide — This opens a printable .pdf file that provides a brief overview of using the
software.

Online Demos — This provides a link to the databaseoasis.com website where you can run demos
that illustrate how to create displays and work with your data.

Contact Information — This option opens the Contact Information screen, which provides contact
information for MKF Solutions, as well as links to support and sales:

Contact Information g|
Email Suppark: MEF Solutions Inc.
Support{EDatabazellasis. com 4140 Oceanside Bvid, #159
Email Sales: PlLEE 21

Oceanzide, Co 32056

5 ales(@D atabazel azis. com wvors. D atabaseD asis.com

Yigit ug an the web:
vy [ atabazel asiz. com

YWe want your feedback:
Feedbacki@Databazel azis. com
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About Screen — This opens the About screen which provides information on your software:

About Database Dasis f'5_<|

Evaluation

« I

Version: 3.0
DO Databhase Dasis - Linregistered

Copyright @ 2006-2011, MEF Solutions, Inc. All rights resened.

Thiz installation of Databaze Oanz iz a Professional Server.
The currently logged in user i Fathy

Drata for clientz uzing this zerver iz stored in; C:ADocuments and S ettingzhall
Ilzerz\dpplication DatahDBOD atabdbmkSystem. «dbd

[ Coreert... ] [Systemlnfn ] [Eu:untau:tlnfu:u] [ Cloze l

This screen shows whether the installation is a Professional Edition or a Basic Edition, and provides
the version number. If it is a Professional Edition, it also shows the number of registered users, the
currently logged in user, and whether it is a client or the server. It also provides buttons to quickly
access System Information related to your computer configuration, and Contact Information for
technical support, sales questions, and other inquiries. In Professional Edition, there is also a Convert
option that toggles the installation between a server and client.

It 1s strongly recommended that you contact
Support@DatabaseOasis.com before using the
Convert option.
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CHAPTER 4
CLIENTS & USERS IN
PROFESSIONAL EDITION

P RO This entire chapter is only applicable to Database Oasis Professional Edition.

Multi-User Network Access

Database Oasis - Professional Edition allows more than one user to share data on a network. The data is
located on one central computer (the Server), and everyone else who wants to share that data (the
Clients) accesses it over the network. In order for this to work, you need to:

e Set up users in Database Oasis. When people want to use the software, they must know a valid
user name and password in order to log on. This keeps unauthorized people from accessing the
data remotely.

e Launch Database Oasis on each Client machine and tell it the path to where the data is stored.
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Setting up Users

Access to manage users is subject to security. The
login that you used to access Database Oasis must be
an Administrative account.

When you launch the software for the first time, you are prompted to add the first user. If any additional
users will be accessing Database Oasis, you must create user accounts for each of them.

ADDING USERS

I Log into Database Oasis as an Administrative user. (The first user that was added is
automatically an administrator.)

2 From the Tools menu, select Users, then select Manage Users:

Backup

Restare

| Welcome Pape

Manage Users

Enter Fey for &dditional Users
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3 The Manage Users screen will open:

%)

Manage Users

Exizting [lzerz

F.ate

MHew Lsers

[ Create Mew zer

[ Enter Kep for Additional Uszers ]

Cloze

4 Select Create New User. The Add a User screen will open:

Add a User

Enter the infarmation the new uzer will uze ta lag in ta
D atabaze Daziz and select Security Access to zet the uzer's

rightz.

Fleaze zave the login information you enter.

Add Hews ger

Izer Mame: |

Pazzword: |

Canfirrm Pazssword |

[ Security Access

Cancel

5 Enter a unique name for the user in the User Name field. This name will be used to
log into the software and to identify the user in the software.
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6 Enter the password the user will use to log into Database Oasis in the Password field.
The password is case sensitive, meaning that if you use capital letters in the password,
the same capitalization must be used when logging in. If you do not wish to use a
password, leave this field blank.

Make careful note of the password. If a user forgets
his password, he will not be able to log into Database
Oasis.

7 Retype the password that was entered in the Password field in the Confirm Password
field. The two entries must match.

8 By default, new users have full rights to existing displays and the ability to add new
displays, but they do not have rights to add and edit users or create or restore backups.
If you would like to modify the user’s security rights, click the Security Access
button. See the Security section, later in this chapter for details on modifying the
user’s security access.

9  Click OK to add the user. You will be returned to the Manage Users screen and your
new user will appear in the Existing Users list.

Registering Additional User Licenses

Database Oasis — Professional Edition comes with three user licenses. This means that you can add
up to three users in Manage Users. If you need to add more than three users, you can purchase
additional user licenses from www.databaseoasis.com.

When you purchase additional licenses, you will be sent a registration name and key via e-mail. You
must enter the key to register the users before you can set up additional user accounts.

ENTERING AN ADDITIONAL USER LICENSE KEY

| Enter the key using one of the following methods:

e Select Enter Key for Additional Users from the Users menu:

Restore
Welcome Page

Manage Users

Enter Key for Additional Users
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e Select Enter Key for Additional Users from the Manage Users screen:

Manage Users

[ Enter K.ey for Additional Uzers J

2 The Enter Registration Key screen will open:

Enter, Registration Key

Reqiztration M ame

Tha Aegisfrafion Mame i case semedia

Regiztration Key

| - - - |
o

3 The registration name can be found in the e-mail you received that contained your
purchase confirmation and the registration key. Either copy and paste the registration
name from that e-mail, or type it in the Registration Name field exactly as it appears
in the e-mail. This entry is case sensitive (upper and lower case letters must match).

4 As soon as you have entered a Registration Name, the Registration Key field will
become available. This is the key that was provided when you purchased the users. It

is divided into four separate sections. Enter the code for each section in the boxes.

5 The OK button will become available once you have entered the complete registration
information. Click this button to register the additional users.
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6 A message will appear confirming the registration. You may now add additional

users.

Editing Users

Once a user has been added, administrators can modify the user’s settings from the Manage Users

screen.

EDITING A USER:

1

Open the Manage Users screen as described under Add a User, above.

2 Highlight the user you would like to edit in the Existing Users list and click Edit

User. The Edit Existing User screen will open:

Edit Existing User X

I1zer Mame
Toby

[ Security Access ]

[ ] Change Passward
Current Paszword

Mew Pazsword

Confirm Paszwiord

If you would like to change the user's name, enter the new name in the User Name
field. This name is used to log into Database Oasis and to identify the user in the
software.

By default, new users have full rights to existing displays and the ability to add new
displays, but they do not have rights to add and edit users or create or restore backups.
If you would like to modify the user’s security rights, click the Security Access
button. See the Security section, later in this chapter for details on modifying the
user’s security access.

If you would like to change the user's password, mark the Change Password check
box. The password fields will enable.

Enter the user's current password in the Current Password field for verification.
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7 Enter the new password the user will use to log into Database Oasis in the New
Password field. The password is case sensitive, meaning that if you use capital letters
in the password, the same capitalization must be used when logging in. If you do not
wish to use a password, leave this field blank.

Make careful note of the password. If a user forgets
his password, he will not be able to log into Database
Oasis.

8 Retype the password that was entered in the New Password field in the Confirm
Password field. The two entries must match.

9 Click OK to save the changes to the user.

Changing Your Own Password

Even if you do not have administrative access to manage users, you can still change your own
password.

CHANGING YOUR PASSWORD

I From the File menu, select Change Password:

Show Mavigation Pane

Show "elcome Page

Login as Different Uzer

Change Pazsword

E xit
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2 The Change Password for User screen will open:

Change Password for User Kate

Change Pazswaord

Current Pazsword:

|
Mew Paszward: | |
Re-Type Paszword: |

[ ]9 H Cancel ]

3 Enter your current password in the Current Password field for verification.

4 Enter the new password you would like to use to log into Database Oasis in the New
Password field. The password is case sensitive, meaning that if you use capital letters
in the password, the same capitalization must be used when logging in. If you do not
wish to use a password, leave this field blank.

Make careful note of the password. If you forget your
password, you will not be able to log into Database
Oasis.

5 In the Confirm Password field, retype the password that you entered in the New
Password field. The two entries must match.

6 Click OK to set the password. The next time you log into Database Oasis, you will
need to enter this new password.

Deleting Users

If a user no longer needs to access Database Oasis, you can delete him or her from the Existing
Users list in Manage Users. Once a user has been deleted, that user account will no longer have
access to the software.
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DELETING A USER
I Open the Manage Users screen as described under Add a User.

2 Highlight the user you would like to delete in the Existing Users list. The Delete
button will enable:

Manage Users |g|

| Delete Lzer I

‘ If the Delete button does not enable, it means that the
current user cannot be deleted. Since there must
always be at least one user in Database Oasis, you
cannot delete the user that is currently logged into the
software. To delete the current user, log out and log in
as a different user.

3 Click Delete.

4 You will be warned that deleting a user is permanent and asked to confirm your
decision to delete. Click Yes to remove the user.
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Security

By default, users have full access to data and the ability to add and edit displays. Aside from the first
user added, by default, new users do not have administrative rights, which include the ability to add and
edit users and create or restore backups.

You are able to modify the security access for new users.

SETTING USER SECURITY

I Create or edit a user following the instructions in the Setting up Users section, earlier
in this chapter.

2 Click the Security Access button.

3

You will not be able to remove administrative rights
from the user who is currently logged in. To change
this user's security access level, log out and log in as a
different user.

3 The Security screen will open:

Security E'

Security settings for user: Toby

[1 User has administrative rights
Click_here for maore information on Adriniztrative Rights.

zer may add new displays

[atabaze Access
(%) Uszer has full access to new displaps by default

() User must be explicitly granted dizplay access

Ilzer haz access to:

fsset Inventory Full Access
Business Contacks Full Access E|
Employveess Full Access

Househald Inventory  Full Access
Music Catalog Full Access
My Journal Full &ccess

Click here for help with access levels.

[ QK. ][ Cancel ]
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The User has Administrative Rights check box lets you grant administrative rights to
the user. Users with administrative rights have full access to all displays and are
additionally able to run backups, restore from backup, and add, edit, and delete users.
If this is selected, the rest of the options on this screen are disabled.

If the user is not an administrator, mark the User may add new displays check box if
you would like to allow the user to create new displays. If this is unmarked, the user
will not be able to access the Design a New Display, Import Design Template, or
Copy Display Design options on the navigation pane or Displays menu.

The Database Access section allows you to grant the access level for individual
displays in your database. The first radio button set determines whether users are
given access to new displays by default. Select from the following options:

e [f you would like the user to automatically have full access to new displays, select
User has full access to new displays by default. This will grant the user rights to
add and edit records and modify the display design for all new displays by
default. (You may turn off access to specific displays, if desired.)

e [f you would like to restrict access to new displays by default, select User must be
explicitly granted display access. New displays will not appear on the Open a
Display list on the Displays menu and navigation pane unless an administrator
accesses this screen and explicitly grants access.

The User has access to: list shows all of your existing displays and lets you set the
access level for each.

Select the desired display and click in the column to the right to set the access level
for that display. Options include:

e Full Access — This is the default setting. It gives the user access to read and edit
records, modify the display in the designer, and delete the display.

If the user is not granted full access to at least one
display, the Work with Existing Displays section will
not appear on the navigation pane.

e Read / Edit Records — This gives the user full access to view add, edit, copy and
delete records in the display, but not to edit the display in the designer or delete
the display. If this is selected, the display does not appear in the Edit / Delete
Display list, Export Design Template list, or the Copy Display list on the
navigation pane or Displays menu.
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e Read Only — This allows the user to open the display and to view records, but not
add or edit records. If this is selected, only the navigation buttons on the display
are available. The user will be able to view, but not edit records in list view. Also
disabled are:

Import

Export

Copy

Create New Reports

Manage Reports

Save Lists

Save Filters

Save Sort

Add, Delete, and Change in Links

e No Access — This is the default setting if User Must be explicitly granted display
access 1s selected. If this is selected, the display does not appear in the Open a
Display list on the navigation pane or Displays menu, the Copy Display list, the
Export Design Template list, or the Edit / Delete Display list.

9 When you are satisfied with your selections, click OK to save the user’s security
settings.

Launching a Professional Edition Client

When using Database Oasis Professional Edition, you are able to have more than one workstation
sharing the same data. In this case, the machine where the data is stored is called the server. All of
the other workstations connecting to that data are called clients. When Database Oasis is first
installed, you select the computer where you want to install the data by designating it as the server.
All other workstations are installed as clients, meaning they will share the data on the server instead
of having data installed locally.

Database Oasis Clients needs to know the path to where the data is installed in order to connect. The
first time you log into a client, you will need to enter the path to the data file. You are also able to
change the database a client installation is using by entering a different data path.

A 3

In order to connect to the data in the specified path,
you will need to configure a file share in Windows.
Refer to the heading Configuration for Professional
Client Access, in the Installation chapter of this
manual for more information.
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Help Finding the Data Path

When Database Oasis was installed, a default data folder named \DBOData was created. As part of
installation, the administrator on the server computer must share the data folder so it is accessible to
client computers. (Refer to the Configuration for Professional Client Access section in the
Installation chapter for instructions.)

If you are using Windows Vista or Windows 7, the data folder on the server computer is located in
the path C:\ProgramData\DBOData. For all other operating systems, the data is located in the path
C:\Documents and Settings\All Users\Application Data\DBOData.

3

If you don't see the data folder, it is usually because it
is hidden in Windows. To unhide the folder, right
click on your Windows Start button and select
Explore from the menu to open Windows File
Explorer. Select Folder Options from the Tools menu,
then select the View tab. Make sure that the "Show
hidden files and folders" option is selected.

? If you have trouble finding the path, you can search
for the file dbmkSystem.vdb4 on the server machine.

The C:\ in the path indicates that the files are on the local hard drive. When navigating to a machine
on your network, the C:\ will be replaced with a machine designation. This is usually the machine
name. If your network or Windows share is configured to use a designation other than the machine
name, you will need to consult your network administrator to get the appropriate path information.
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LAUNCHING THE SOFTWARE ON A CLIENT
| Launch Database Oasis from either the desktop or the program menu.

2 The Locate Database Oasis Data Path screen will open:

Locate Database Oasis Data Path

Welcome to Database Oasis!
When the Database Oasis Professional Edition Serveris

installed, a data file is created. To connect this Client to
the Server, select the path to the data file.

Press F1 for more information on connecting to a
Database Oasis installation ar finding the data file.

Data Path

=

3 In the Data Path field, enter the path to the data file or press the ellipsis (...) button to
open a Windows Browse for Folder screen where you can navigate to the path.

4 Click OK. The Client installation will register the location of its server. Database
Oasis will need to shut down. When you launch it again, the client will automatically
open the database located in the specified path.

Working with Clients

There are very few differences between working on a Client and working on the Server.

One major difference is that each time the client launches, it will check to make sure it can access
the database located on the Server. This means that the computer where the database is installed
should be left on so users will be able to access the database.

Chapter 4 — Clients and Users in Professional Edition + Page 89



Launching a Professional Edition Client

As long as Database Oasis is able to open the database, it will go straight into the software. If it
cannot open the database, for example, if the Server computer is turned off, The Locate Database
Oasis Data Path screen will reappear:

Locate Database Oasis Data Path

We're somy, we are unable to connect to the Database
Oasis data file located in the path
C:\Program_Diata®DBO Data dbmk System vdb3. This
may be because the file has been moved orthe
computer where the data file is located has been tumed
off. Please talk to your network administrator for help, ar
contact Database Oasis support.

ff you would like to connect to a database on a different
computer, enter the path to the data file here, or press
F1 for help.

Data Path

=

If your Server has been moved to another computer, or the machine name has changed, you can
enter a new machine name in the Data Path field. If the Server is just temporarily shut down, click
Cancel to exit Database Oasis until the Server is back up.

You can also change the Server in use with your Client at any time. This can be useful if you have
information that you need to keep separated as it enables users working on Client installations to
switch between Database Oasis databases.

MANUALLY CHANGING THE SERVER
1 Launch Database Oasis on the Client.

2 Click on Select Server on the File menu:

Shiowe Mavigation Pane

Show Welcome Page

Log in as Different User

Change Password

Change Server Data Path

1 Exit %d
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3 The Locate Database Oasis Data Path screen will open:

Locate Database Oasis Data Path

Enter the path to the data file for the Database Oasis
installation to which you would like to connect.

Press F1 for more information on connecting to a
Database Oasis installation ar finding the data file.

Data Path

=

4 Enter the path to the data file in the Data Path field and click OK.

5 Database Oasis will close. Relaunch the software to complete the connection.
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CHAPTER S
CREATING NEW
DATA DISPLAYS

Understanding New Display Options

There are a number of different ways you can create new data displays, depending on what you’re trying
to accomplish:

® You can create a brand new display to contain your data. In this case, you start with a blank page
and build your display by adding the elements you want to use.

® You can import the design of a display someone else has created from a design template. A
design template is a file that contains a description of a display. The software will read this file
and create a display that matches the description. MKF Solutions has worked with people in
different industries and with different interests to create a selection of sample displays for both
professional and personal use. These displays are available as templates that can be imported into
your installation of Database Oasis. Additionally, users of Database Oasis can create templates
of their display designs that can be shared with other users. Once you’ve imported a design
template, you can customize it to fit your needs.

® You can copy the design of any of the displays in your system, including displays that were
imported from templates and displays you’ve created yourself. This can be very useful if you
have multiple displays that will contain similar data.
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? If a lot of your displays will store information about
people, you might create a display that just contains
contact information such as address and phone
number fields. You can then save time by copying it
when starting new displays.

Creating a Display from a Blank Page

If you could create a piece of software to contain any information you like, what would it look like?
What types of information would you keep in it? Would it be straight-to-the-point-functional, or would
you decorate it with graphics and creative fonts?

Creating a display in Database Oasis is just that, designing a piece of software to fit your needs and
personality. Of course, all of the technical parts of creating the software are handled for you. In just a
few minutes you can go from a blank form to having a piece of software that is completely customized
to you.

CREATING A DISPLAY FROM A BLANK PAGE:

| Start a new display using one of the following methods:

¢ From the Add a New Display section of the Navigation Pane, click Design a New
Display:

Add a New Display o
Design a New Display
Import Design Template

Copy Display Design

Work with Existing Displays 2 )
Edit or Delete a Display
Export Design Template

¢ From the File menu, select Add New Display.

e Press Ctrl+N on your keyboard.
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The Display Properties screen will open:

Display Properties

Mame vour Digplay

M arne:

Cuztomize the Background
|1ze these settings to contral the appearance af your dizplay:

B ackground Color
| [ Change Calor ]

W allpaper for this Display
[ Change W allpaper ]
[ Remove Wallpaper ]

Click Mest to add your fizlds.

2 Enter a unique name for your display in the Name field. This name will appear in the
title bar of the form and in any display selection lists.

3 The Background Color section controls the color of your display. The box will
display the background color that is currently selected. The default color for displays
is light gray. To select a different color, click the Change Color button. A Windows
Color Picker screen will open. Select the desired color from the screen. (For more on
using the Windows Color picker, see the Windows Basics section of Chapter 1.)

4 The Wallpaper feature allows you to use a tiled graphic as the background of your
display. If you would like to use wallpaper, click the Change Wallpaper button to
open a Windows Open screen where you can select the picture you would like to use
as your wallpaper.

Warning!

j Some graphics files can be very large. Every time you
add or move something on your display, the system
must redraw the graphic file. If you select a large
graphic file, this can slow down work in the designer.
If you find this happening, consider using a smaller
graphic, or temporarily removing the background
picture while you work in the display.
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If you select a wallpaper, the background color will
only appear as the background color for boxes.

5 If you have set a wallpaper and decide that you no longer wish to use it, click the
Remove Wallpaper button to remove the picture from your display. The display will
return to the selected background color.

6  When you are satisfied with your selections, click Next > to proceed to the display
designer where you will add the fields and other objects to your display. See
Exploring the Display Designer, later in this chapter, for more information.

Creating a Display from a Design Template

In addition to the sample displays that were installed with Database Oasis, a number of additional
templates that were available when you purchased the software were installed in the \Templates folder
under your installation path (“c:\program files\database oasis” by default). A Templates.pdf file was also
installed to that path, which gives a brief description of the templates that were included with your
installation.

New templates are also periodically released. These templates can be accessed from the
www.DatabaseOasis.com web site.

IMPORTING A DESIGN TEMPLATE

| Import a template using one of the following methods:

¢ From the Displays menu, select Import Design Template.
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¢ From the Navigation Pane, select Import Design Template:

Add a New Display s
Design a New Display
Import Design Template

Copy Display Design

Work with Existing Displays %
Edit or Delete a Display

Export Design Template

Open a Disnlav *

2 The Import Design Template screen will open:

Import Design Template

Select the deszign template vou would like o impart;

Template File: | [j

3 The Template File field displays the path and file name of the template you are
importing. To populate this field, click the button to open a Windows Open dialog
box where you can navigate to the desired template file. This will default to the
\Templates folder under your installation path. If you have downloaded a template
file to another location, navigate to that folder. Template files have the extension
.mktx. Highlight the template file and click Open.

Templates created prior to version 3.0 have an
extension .mkt.

4 Click OK to import the selected template. There will be a pause as a new display is
added from the template in the file. The new display will be given the same name as
the original display from which the template was created. If there is already a display
with that name, the name will be followed by (1) or the next available consecutive
number.

5 The display is now installed and ready to use. If you wish to make any modifications
to the display, see Accessing Imported or Copied Displays in the Designer, later in
this chapter, for instructions.
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Creating a Display by Copying
Copying a display design allows you to make a copy of the structure of your display, including the fields
you have set up and the screen design. This is useful if you need to store data that is similar to what is

stored in an existing display, but want to keep them separate. Once you have a copy of the display, you
can modify it without impacting the original display.

This feature only copies the structure of the display,
not the data contained in the display.

COPYING A DISPLAY
I Copy a display using one of the following methods:
¢ From the Displays menu, select Copy Display Design

¢ From the Navigation Pane, select Copy Display Design:

Add a New Display ﬂ
Design a New Display
Import Design Template

Copy Display Design

Work with Existing Displays %
HEdit or Delete a Display
Export Design Template

Open a Displav =
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2 The Copy Existing Display form will open:

Copy Display, Design g'
Exizting Dizplay
[ B

Mew Display Mame

Cancel

3 The Existing Display list will contain all of the displays you currently have set up.
Select the display whose design you would like to copy from the list.

4 Enter a unique name for the new display in the New Display Name field.

5 Click OK to begin copying the selected display. There will be a pause as a new
display is added.

6 The display is now installed and ready to use. If you wish to make any modifications
to the display, see Accessing Imported or Copied Displays in the Designer, below, for
more information.

Accessing Imported or Copied Displays in the
Designer

Once the display has been successfully copied or imported, you may wish to open it in the designer so
you can make modifications.

ACCESSING A DISPLAY IN THE DESIGNER

I Use one of the following methods to access your display in the designer:

¢ From the main screen in Database Oasis, select Edit/Delete Existing Displays
from the File menu.

e Press Ctrl+E on your keyboard.
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e If you have the Navigation Pane open, select Edit or Delete a Display from the
Work with Existing Displays box:

Add a New Display

Design a New Display
Import Design Template

Copy Display Design

Work with Existing Displa
Edit or Delete a Display

Export Design Template

Open a Display
P |

2 The Display Maintenance screen will open:

Display Maintenance E'
4
Employees
Handyman

Logo Samples
Marketing Campaign
My Display

Pets

Photo Album
Recipes

Simple Invoice

54

|  Edt || Deete || Ciose |

3 Highlight your new display on the list and click the Edit button.

If you are in Basic Edition, you will not be able to
edit a display that was created in Professional Edition
if it includes Professional only functionality.
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4 The display designer will open to the selected display.

Exploring the Display Designer
When you first open the display designer, you will be at the Designer Welcome screen:

Welcome To Display Designer

A0 g0 404
LAR LA LA LR DL R LR TR
A0 a0 110

e DATABAS
‘ DESIGNER DATABASE

LLR R DR LR DR DR PR R

A0 A g1 110400040
midndndndndiindndnd

Learning Center

Build yaur zcreen by adding objects fram the Toalbow an the left to paur dizplay. To add an object, click an a
toal i the Toolbax and then click on the dizplay where you would like the object to appear.

To learn more about each of the objects that are available to you, click an them in the Toolbow and read the
infarmation in the Tips window at the bottomn of the screen.

[F o are ready b start warking with vaur dizplay, click Start Woarking with aur Digplag Mo,

Additional Fezources

[f wou would like a little more help before getting started, uze the links below. The help files contain a lat
of tipz for making vour dizplays look, the way vou want, pluz additional instructions on other ways to add
objects, how ta select and move objects, and mare. Just ke in the rest of Database Dasiz. vou can
alwapz presz F1 on your keyboard to get help for the zcreen you are viewing.

Help files
Learn more about the twpes of objects that you can add
Get mare heln on adding ohjects

Get help on working in the D esigner

Learn more about displaps

Demos
“Whatch a Demo on Creating Displays

Start " orking with Your Dizplay Mo

[ Display this page when opening the designer.

This screen provides a brief summary of how to use the designer, as well as links to more detailed
information and demos. You must close this screen before proceeding to work in the designer.
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CLOSING THE DESIGNER WELCOME SCREEN

I Click the Start Working with Your Display Now button or the red X in the upper
right-hand corner of the screen to close the Designer Welcome screen.

2 The next time you access the designer, this screen will appear again. If you do not
wish it to appear, unmark the Display this page when opening the designer check box.
If this check box is not marked, the Designer Welcome screen will not appear unless

you open it.

3 If you close the screen and wish to access it again, select Designer Welcome Form on
the Work with Designer menu.

Once the Designer Welcome screen is closed, you will be able to view the display designer. The display
designer is the work area where you will create and edit your displays. It's broken up into four sections:

Tools
Pane

Designer
Menu

Display Designer - My Display

| ‘Work with Designer  Layout  Child Displays

¥

Toolbox

|

% Pointer

% Logo

C] Box

A Label

[E£2] Text Field
Numeric Field
I:ﬁ Notes

™ Date Field
Check Box
[E List Field
(&3 Picture Field

£

Work with Selected Objects #
Obiject Properties
Delete Dbject
Bring to Front
Send to Back

Center Yertically On Display

Center Horizontally On Display

Work With Child Displays *

Create Child Display
Edit/Delete Child Display

Work with the Designer *
Display Properties

Save and Close

bl

- B

Display

LJLIBIBT |

add || Edt ][ Delee [ Save || Cancel

Work
Area
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Display
This is a visual representation of the display you are creating. The way the display looks in the
designer is exactly how it will look when you actually use the display in working mode.

When the display is opened in working mode, a menu
bar will appear at the top of the page. The display will
be slightly larger to accommodate this menu.

If you are designing a new display from a blank page, the only thing appearing on the display itself
will be the standard set of buttons. These buttons will be used when you are not in the designer to
work with the records in your display. They are shown in the designer to allow you to control
elements of their appearance, including position on the screen, size, and text.

You will build your display by adding items from the toolbox on the left. If you have added a new
display by importing or copying, the items that were in the design template will appear on the new
display.

Work Area

The work area is the blank area around your display that allows you to change the size of your
display. See Sizing a Display in Working with Displays in the Designer section of Chapter 6 for
instructions.

Tools Pane

The Tools pane gives you quick access to the options you will use most frequently in the designer.

A 3

This section provides quick reference for the options
available in the Tools pane. Detailed instructions on
each of these items are included in Chapter 6,
Building and Editing Displays.
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Each of the four sections in the Tools Pane can be collapsed or expanded. When you first enter the
designer, the Work with Selected Objects section is collapsed by default.

EXPANDING OR COLLAPSING A SECTION OF THE TOOLS PANE

I Click on the double arrow at the top of the section:

Work With Selected Objects
Work with the Designer

Display Properties
Sawve and Close

Tips

2 If you expand a section, the double arrow will point up and the options in the section
will appear. If you collapse a section, the section will collapse to a header and the

double arrow will point down.

44

Toolbox

Work With Selected Objects

Object Properties
Delete Object
Bring to Front

In the example above, the Toolbox section has been collapsed and the Work with
Selected Objects section has been expanded.

7 This is particularly useful if you are running in 800 x
600 screen resolution as it will allow you to collapse
sections you are not currently using so you can view
the tips section without scrolling.

This pane appears by default when you first access the designer. You may close and reopen this pane
to adjust the amount of room available in the work area.
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CLOSING THE TOOLS PANE

I Select Show Tool Pane from the Work with Designer menu:

Set Tab Order

Lisplay Properties

Designer Welcome Form

Shiow Tool Pane

Save Display

Save and Close Designer
2 The check mark will disappear from the menu item and the Tools pane will close.

A 3

If you close the Tools pane, it will not automatically
appear if you exit and come back into the designer.
You must reopen the Tools pane using the steps
below.

REOPENING THE TOOLS PANE

I From the Work with Designer menu, select Show Tool Pane.

2 The tools pane will reappear.

Toolbox
The Toolbox contains the items you can add to the display. The tools available in the toolbox
include:

5 Pointer - The pointer is the one tool that is not used to add an item to the display. Instead it is
the tool that is used when you want to select objects on the display. It can also be used to click
off another tool if you decide you do not want to add that item.

% Logo - The Logo tool lets you decorate your display by adding pictures to the background of
the display, such as a company logo. You can add as many pictures as you like, so this can also
be used to add banners and other graphics to the display.

(") Box - The Box tool lets you draw a box on the display. This is most often used to help group
common items together for a more organized display.

A Label - The Label tool lets you put text on your display. This can be used to describe
sections of fields or give instructions.
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PRO

Text Field — Fields are the elements of a display that will actually contain your data. Text
Fields are the most common type of field you will have in your displays. They can contain
letters, numbers, and symbols such as @ # {}.

Numeric Field - Numeric Fields are similar to text fields, except that they can only contain
numbers.

127 Auto Incrementing Field — Auto Incrementing fields are numeric type fields that
automatically increases by one for each new record. They are commonly used to assign a unique
number to each record.

I:I Notes - Notes Fields are also similar to text fields, except that you can enter multiple lines of
data. Where you would use a text field to store a name, you might use a notes field to keep notes
on conversations you have had with the person.

[l Date Field — Date fields are used to store dates. When entering data in the field, you can
select the date from a calendar. Database Oasis will recognize the value as a date, allowing you
to sort records chronologically, or filter and search for records based on the selected date.

Check Box - A Check Box is a Yes/No flag that is displayed as a box. A mark in the box
means yes. If the box is unmarked, it means No.

[ I List Field - List fields allow you to pre-configure a list of items that can be entered in the
field. When users click on an arrow next to the field, the list appears. Selecting an option from
the list places that item in the field, facilitating quick and consistent data entry.

%/ Calculated Field - Calculated Fields are an advanced type of field. They let you perform a
calculation in a field instead of just displaying static data.

fe] Picture Field - Picture Fields let you have record-specific graphics. For example, you might
have a display that contains a coin collection with a picture of the coin for each.

Child Rollup — If you have a child display set up in Professional Edition, you can have
multiple child records associated with each parent record in this display. Child rollups allow you
to view a table with information from the child level. As you scroll through your records, the
information will update to reflect the children associated with the current parent record.

Work with Selected Objects Box
This set of tools provides quick access to some of the most common functions you will perform with
objects on the display.

Object Properties - When you first add an object, you will be able to set the object’s properties,
such as whether or not to display field names and the size of the fonts. Object Properties allows
you to get back into these settings for an existing object.

Delete Object — This removes an object and any related data from your display.
Bring to Front - This lets you move an existing item in front of any other items on the display.

Send to Back — This option allows you to make sure an object appears behind any other objects
on the display. This is especially useful for boxes and logos where you may want fields to appear
on top of the item.
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Center Vertically On Display — This is used to center an object or a group of objects relative to
the height of the display.

Center Horizontally On Display - This is used to center an object or a group of objects relative to
the width of the display.

Work with Child Displays Box
This section provides access to adding and editing child displays. It is only available in Professional

Edition.

Create Child Display - This menu option appears in Professional Edition and allows you to
create a sub-display that is linked to the current display. This allows you to have multiple child
records attached to a single parent record. For example, this might be used to add jobs to a
customer display, or individual payments to an invoice. (See the Creating Child Displays
section, later in this chapter, for more information.)

Edit/Delete Child Display - This menu option appears in Professional Edition and allows you to
edit any child displays you’ve created for this parent display.

Work with the Designer Box
This box gives you access to the most common functions that are related to the display designer as a
whole, rather than a selected object.

Display Properties - When you first added your display, you were able to enter the name, and
select a background color and wallpaper, if desired. Display Properties allows you to access
those settings again and make any necessary changes.

See Display Properties in the Working with Displays in the Designer section of Chapter 6 for
PRO more information on display properties.

Save and Close - When you are done working in the designer, select Save and Close to save your
changes and return to the main work area.

Tips
This section provides quick tips about the selected tool or highlighted button. As you click on tools
or move your mouse over buttons, this information will update with tips for the current Tools object.

Menu

The designer menus appear at the top of the designer screen. They contain all of the options you can
select when working with your displays. Many of these options are also included in the Tools pane.

3

This section provides quick reference for the options
available on the menu. Detailed instructions on each
of these items are included in Chapter 6, Building and
Editing Displays.
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Work with Designer Menu
The Work with Designer menu items include:

Set Tab Order — By default, the tab key on your keyboard will take you through the fields in your
display in order from top to bottom / left to right. This option lets you set a different tab order.

Display Properties — When you first added your display, you were able to enter the name, and
select a background color and wallpaper, if desired. Display Properties allows you to access
those settings again and make any necessary changes.

Designer Welcome Form — The Designer Welcome screen is the page that comes up when you
first launch the designer. This option allows you to reopen that screen if you have closed it or if
you have elected to have it not appear when launching the designer.

Show Tool Pane — This option will open and close the Tools Pane.

Save Display — Depending on what you’re doing in the designer, Database Oasis may
automatically save as you work. If you would like to manually save, you may select this option.

Save and Close Designer — When you are done working in the designer, select Save and Close
Designer to save your changes and return to the main work area.

Layout Menu
The Layout menu items include:

Bring to Front — This lets you move an existing item in front of any other items on the display.

Send to Back — This option allows you to make sure an object appears behind any other objects
on the display. This is especially useful for boxes and logos where you may want fields to appear
on top of the item.

Center Horizontally on Display — This is used to center an object or a group of objects relative to
the width of the display.

Center Vertically on Display — This is used to center an object or a group of objects relative to
the height of the display.

Align Left Edges — This option is used make sure that the left edges of all selected objects are
perfectly aligned in a vertical row.

Align Right Edges — This option is used to make sure that the right edges of all selected objects
are perfectly aligned in a vertical row.

Align Top Edges — This option is used to make sure that the top edges of all selected objects are
perfectly aligned in a horizontal row.

Align Bottom Edges — This option is used to make sure that the bottom edges of all selected
objects are perfectly aligned in a horizontal row.

Align Vertical Centers — This option allows you to center objects in a vertical line based on the
objects’ vertical centers. (If you drew a vertical line through the center of an object, this is the
vertical center.)

Align Horizontal Centers —This option allows you to center objects in a horizontal line based on
the objects’ horizontal centers. (If you drew a horizontal line through the center of an object, this
is the horizontal center.)

Delete — This removes an object and any related data from your display.
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Properties — When you first add an object, you will be able to set the object's properties, such as
whether or not to display the prompt and the size of the fonts. Object Properties allows you to get
back into the settings for an existing object.

PRO Child Displays Menu
The Child Displays menu items include:

Create Child Display — This menu option appears in Professional Edition and allows you to
create a sub-display that is linked to the current display. This allows you to have multiple child
records attached to a single parent record. For example, this might be used to add jobs to a
customer display, or individual payments to an invoice. (See the Creating Child Displays
section, later in this chapter, for more information.)

Edit Child Display — This menu option appears in Professional Edition and allows you to edit
any child displays you’ve created for this parent display.

Once you are familiar with the designer, you are ready to start building your display.
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CHAPTER 6
BUILDING AND
EDITING DISPLAYS

Working with Displays in the Designer

When you first open the designer, your display will appear in the default size using the settings you
selected in the Display Properties screen. The standard button set will appear at the bottom of the screen:

My Display

[« J[< ][5 )] [ ae ][ Edt ][ Deete ][ Save [ Cancel

You may adjust these settings at any time.
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Sizing a Display

The size of the display can be adjusted at any time to accommodate the objects you place on it.

CHANGING THE SIZE OF A DISPLAY

| When you hover your mouse over the edge of a display, it will change to a double
headed arrow. When the arrow appears, click and drag on the edges of the display to
change the size.

2 Drag on the right edge to make the display wider or narrower.

3 Drag on the bottom edge to make the display taller or shorter.

4 Click and drag on the small white box in the lower right corner of the display to size
the display in both directions at once.

Customizing the Buttons

The basic button set appears on all new displays:

e[ < |[ > |[>» ]| aad || Edt || Delte || Save || Cancel |

These buttons will be used when you are not in the designer to work with the records in your display.
They are shown in the designer to allow you to control elements of their appearance, including position
on the screen, size, and text. (See the Working With Objects on the Display section, later in this chapter,
for information about moving and sizing objects.)

You can control the color and text of the buttons using Button Properties.

CHANGING THE APPEARANCE OF BUTTONS

| Select the button whose properties you would like to change.

2 Access button properties using one of the following methods:
¢ Double click on the button on the display.

e Select Object Properties from the Work with Selected Object section of the
Tools pane.

e Select Properties from the Layout menu.

e Right click on the object and select Modify Object Properties from the right
click menu.
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3 The Button Properties screen will open for the selected button:

Button Properties le
MName | |

Fart D icrozoft Sans Serf

Color D

[ OF. H Cancel ]

4 If you would like to change the text that is displayed on your button, enter a new
name in the Name field.

Changing the name will not change the functionality
of the button.

If your entry is longer than the existing name, you
may need to resize your button to accommodate it.

5 If you would like to change the font style that appears on your button, click the Font
button to open a font selection screen. The sample text will display what your font
will look like.

6 By default, buttons are the standard light gray in color. If you would like to use a
different background color for your button, click the Color button to select a color
from the Windows color picker. The box next to the Color button will display the
background color of your button.

7 Click the OK button to save the changes to your button.
Display Properties

Display Properties automatically come up when you first add your display. You can get back into these
properties again at any time to adjust the initial settings you entered.
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CHANGING THE DISPLAY PROPERTIES

I There are two ways to access Display Properties:

e Select Display Properties from the Work with the Designer Box in the Tools
pane.

e Select Display Properties from the Work with Designer menu.
The Display Properties screen will open:

Display Properties Ps__<|

Hame v'our Dizplay

W arne: | by Diizplay

Customize the Backaround
|lze these settings to contral the appearance of your display:

B ackground Color
| [ Change Calar ]

YW allpaper far this Display
[ Change " allpaper ]
[ R emove ‘W allpaper ]

[ OF. l[ Cancel ]

2 If you wish to change the display name, enter a new unique name for your display in
the Name field.

3 If you wish to change the background color of your display, click the Change Color
button. A Windows color picker screen will open. Select the desired color from the
screen. (For more on using the Windows Color picker, see the Windows Basics
section of Chapter 1.)

4 If you wish to add or change a wallpaper on the display, click the Change Wallpaper

button to open a Windows Open screen where you can select the picture you would
like to use as your wallpaper.
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Warning!

¢ Some graphics files can be very large. Every time you
add or move something on your display, the system
must redraw the graphic file. If you select a large
graphic file, this can slow down work in the designer.
If you find this happening, consider using a smaller
graphic or temporarily removing the graphic while
working in your display.

? Windows provides several graphics files for use as
desktop wallpaper that can be used on your display.
These are generally located in the c:\windows or
c:\winnt\ directory on your computer, depending on
your operating system.

5 If you have set a wallpaper and decide that you no longer wish to use it, click the
Remove Wallpaper button to remove the picture from your display. The display will
return to the selected background color.

6 When you are satisfied with your selections, click OK to return to the display
designer. Your changes will be reflected in the display.

Display Design
As you are creating your displays and setting the background color or wallpaper, there are a few
design elements that you should keep in mind:

It can be a lot of fun to play with bright colors, but if you will be spending a lot of time in a
display, you may find that more muted tones will be easier on your eyes.

Making sure that the edges of your fields line up where possible will make a big difference in
how your display looks.

If you are using both a background color and wallpaper, the background color will be used
for boxes and the background of text objects, such as labels, check boxes, and the names of
fields.
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Looking at a sample display design, you may select the “River Sumida.bmp” file provided
with Windows XP, which looks like this:

If you select this as the wallpaper for a display, it will tile to look like this:

EE| My Display

Once you have selected the graphic file you would like to use, it is recommended that you find a
background color that compliments the graphic. The background color will be used for boxes and
text on the display.

Looking at the above example, the standard gray could work with this background picture, however,
a color with a little more blue will compliment it slightly better. For example, accessing Display
Properties and entering the red/green/blue values red=215, green=217, blue=219 in the Windows
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Color Picker's Define Custom Color section creates a color that compliments this graphic nicely.
Using those color setting, boxes and text items added to the display will look like this:

EB My Display

For this example, we also changed the button properties of each button to use the display's
background color. (See Customizing the Buttons, earlier in this section, for instructions.)

Adding Objects to a Display

Once you are satisfied with your initial display settings, you are ready to start adding objects to your
display. The objects that you can add to a display fall into two categories:

® Design elements are used to customize the appearance of the display. These objects do not
contain data, but rather help you organize and decorate the display. Design elements will be
the same for every record in your display. Design elements include logos, boxes, and labels.
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e Data elements are the objects that will contain your data. These objects are fields that appear
on the display as an empty frame. The data that is placed in the field will be different for
every record. Data elements include text fields, numeric fields, notes fields, calculated fields,

check boxes, and picture fields.

All of these objects are added using the Toolbox.

Using the Toolbox

The toolbox in the Tools pane provides access to all of the objects that you can add to a display.

Toolbox =

)

[% Pointer

‘%‘ Logo

[ | Box

A Label

Text Field
Numeric Field

Eﬂ Notes

[ Date Field

Check Box

[T List Field

&3 Picture Field

":,e Calculated Field
123 Auto Incrementing

" Child Rollup 3

? Use the scroll box to see additional tools.

There are three ways you can add an item from the toolbox to a display: Double Click, Drag and
Drop, and Click and Size.

ADDING ITEMS FROM THE TOOLBOX USING DOUBLE-CLICK

I Use the scroll bar on the right side of the toolbox to locate the tool you would like to
use.

2 Double click on the tool for the item you would like to add to your display. The
properties box for the item will open.
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Set the properties for the item using the appropriate Setting Object Properties section,
below. When you save the properties, the item will appear in the upper left corner of
the display in the default size.

Move the item to the appropriate location on the display and size as needed using the
instructions under Working with Objects on the Display, later in this chapter.

If you add multiple items in this fashion, they will be added on top of each other. You
will need to click on each item and drag it into the desired position and size it if
necessary.

ADDING ITEMS FROM THE TOOLBOX USING DRAG AND DROP

1

Use the scroll bar on the right side of the toolbox to locate the tool you would like to
use.

Click on the desired tool in the toolbox and hold down the left mouse button while

you move the mouse to the desired position on the display. Your mouse will appear
like this:

I3
o]
When you release the mouse, the properties box will open.

Set the properties for the item using the appropriate Setting Object Properties section,
below. When you save the properties, the new item will appear where you dropped it
in the default size.

Size the item as necessary using the instructions under Working with Objects on the
Display, later in this chapter.

ADDING ITEMS USING CLICK AND SIZE

1

Use the scroll bar on the right side of the toolbox to locate the tool you would like to
use.

Select a tool from the toolbox by clicking on it with a single click of the mouse.

Draw the outline for the item on the display by clicking on the point in the display
where you want the field to appear and holding the mouse button as you drag the item
to the desired size. A box will appear where you drag, indicating the size that the item
will be:

N
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When you release the mouse, the properties box will open.

7 If you click on the screen instead of dragging, the
object will be placed where you click in the default
size.

4 Set the properties for the item using the appropriate Setting Object Properties section,
below. When you save the properties, the new item will appear in the location and
size of the box.

A 3

The height of text fields, numeric fields, and
calculated fields is determined by the font that is used
for the data in the field. The system will automatically
adjust the field to the appropriate height to contain
your data, but the width will remain the size that you
specify.

Setting Object Properties

When you add items to your display from the toolbox, you will need to enter some basic information
about the object, such as the name and font you would like to use. A properties box will open for
each item you add, allowing you to fill in information relevant to that object. The following sections
discuss each type of object you can add and provide instructions on completing the properties.

‘%‘Using Logos on Your Display

The Logo tool allows you to place a picture, such as a logo, on your display. These differ from
picture fields in that the same picture will appear on every record in your display. This tool can be
used in many different ways. For example, you might use logos to place a company logo on a
display:
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X

Employees

Display  Data  Sort Filker  Reporting

Employees

Emplayes Mame Employes Phota

Address
Citp/States/|P

Haome Phone

Cell Phone

Social Security Mumber

Position

Fay Grade

Emergency Cantact

Emergency Phone

| add || Edt || Dekte | cae Cancel BB E

The logo tool can also be used if you would like to use a background picture that fills the display,
but do not want it to tile. For example, I may want to use this graphic as my background:
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If this was selected as the wallpaper and the display was smaller than the graphic, the graphic would
be cut off. If the display was larger than the graphic, the graphic would tile. To avoid this, I can use
the logo control to size this graphic to fit my display and put it behind my fields:

Display  Data  Sork  Filker

My Fets

Pet Mame |T':'|:'_'r' |
Pet Diate of Birth | 24242005 | Species | D'og |
Type aof Food |Iams Dy | |2 | tirmes a day

Wet's Mame |F'an::ifin:: &pimal Hozpital |

Wet's Phone | 760-555-8365 |

Medical Conditions | 710,05 - UTI. Given antibictics. Fecheck
in g weeks,

B/ 3705 - Diagnoged with parazites. Cleared
with medication.

[ Edit ] [ I;lelete ] [Save ] [Eancel]

You can also use the logo tool to call attention to items on your display or to create your own
decorative boxes and lines:

Donations

Display ~ Data  Sort  Filker

Danator Mame
Address

Phane |

—

This section must he completed
Type | |

Amount | | Date | | ’

L« JO <« JC > I » |

[ add  J[ Edt | Deete ][ Save || Concel |

In this sample, there are two graphics on the page, the bar between the sections and the multi-colored
arrow.

Many of the sample templates that were provided with your software or that are available for
download from the www.databaseoasis.com website make use of the logo tool. You can review
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these displays to help get additional ideas on using graphics on your displays. The graphics that were
used with any of the displays that you have downloaded are all available to you in the “c:\program
files\database oasis\graphics” folder, including a selection of horizontal and vertical lines that can be

used on your display.

Warning!

; Some graphics files can be very large. Every time you
add or move something on your display, the system
must redraw the graphic file. If you select a large
graphic file, this can slow down work in the designer.
If you find this happening, consider using a smaller
graphic.

ENTERING LOGO PROPERTIES

I Add a logo to your display using one of the methods detailed in the Using the
Toolbox section, above. The Logo Properties screen will open:

Logo Properties §|

Select Image

| L]

[f Laga and Frame are Different Sizes

%) Resize ta Fit, Maintaining Fatio

i) StretchdShrink. ta Fit Frame

i) Show Center of Picture and Crop Edges
) Crop Right and Bottorn Edges

Cancel

2 From the Select Image field, enter the path and file name of the picture file you would
like to use, or click the button next to the field to access a Windows Open dialog box

where you can navigate to the file.
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A

3 The If

Once a graphic has been added as a logo, it is stored
in the database. If you make any changes to the
graphic file, you will need to access Logo Properties
and select the graphic again.

Logo and Frame are Different Sizes radio buttons control how the picture

should be handled if it does not fit within the frame that you have drawn for it.

The Resize to Fit, Maintaining Ratio option will resize the picture to fit the
frame, while using padding to maintain the height to width ratio of the image
so it does not distort the picture. The edge (horizontal or vertical) of the
picture that is proportionally the largest in comparison to the frame will be
stretched or shrunk to fit within the frame. The proportionally smaller edge
will be padded.

Stretch/Shrink to Fit Frame will resize the picture to fit within the frame. If
the picture is larger than the frame, it will be shrunk to fit. If the picture is
smaller than the frame, it will be stretched to fit. If the dimensions of the
picture are not proportional to the frame, the picture could be distorted when
resized.

Show Center of Picture and Crop Edges will center the picture within the
frame. If the picture is larger than the frame, the edges will be trimmed to fit.
If the picture is smaller than the frame, it will be centered with space around
the edges.

v

Select this option if you are using one of the
horizontal or vertical lines that provided in your
“c:\program files\database oasis\templates\graphics”
folder.

The Crop Right and Bottom Edges option is similar to center and crop, but
instead of centering, the picture is anchored to the upper left corner of the
frame. If the picture is larger than the frame, it will be trimmed at the bottom
and right edges. If the picture is smaller than the frame, there will be space
around the bottom and right edges.
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4 The sample picture at the bottom of the screen will show roughly how the picture will
look with the different options. This can be used to help select the best sizing option

for your graphic.

3

Since this frame will not necessarily be of the same
dimensions as the picture you are adding to the
display, this is only an approximation. If the selected
option does not work well with your display once
you’ve saved the picture, you can access Logo
Properties again by selecting Object Properties from
the Tools Pane and adjust your settings.

5 When you are satisfied with your settings, click OK. The graphic will be added to
your display.

) Using Boxes on Your Display

Boxes are used to make separations between groups of related objects. For example, you may have a
display that contains basic customer information in one section, and job details in another. In this
case, you may want to place a box around each of the groups of fields to create a logical separation.
This not only makes the display more aesthetically pleasing, but also helps to make it easier to use.

ENTERING BOX PROPERTIES

I Add a box to your display using one of the methods detailed in the Using the Toolbox
section, above. The Box Properties screen will open:

Box Properties §|

Box Text

Bowx Text || |

Leawve blank for a plain box.

Fant D Microzoft 5ans Serif

[ ak. l I Cancel
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2 You have the option of having a title appear at the top of your box to identify the
contents. If you would like to use a title, enter it in the Box Text field. If you would
prefer to have a plain box, leave this field blank. A box with the text will look like
this:

B with Test

A box without text will look like this:

3 If you have entered a title for your box, and would like to change the font used for the
title, click the font button to open a Windows Font selection screen. The sample will
show the font that is currently selected.

4 Click OK to add the box and return to the display.

A Using Labels on Your Display
Labels are on-screen text objects that are not attached to a field. They can be used to provide

explanations, instructions, or to personalize your display.

? Field prompts have to be unique; labels do not. Most
field type objects give the option to display a prompt
with the field. If you would like to use the same
prompt for multiple fields, you can elect to not
display the prompt and create labels instead.
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ENTERING LABEL PROPERTIES

1

2

4

Add a label to your display using one of the methods detailed in the Using the

Toolbox section, above. The Label Properties screen will open:

Label Properties &|

Label Text
|

Fant D Microzoft 5ans Serif

Cancel

Use the Label Text field to enter the text that you would like to appear in your label.

Labels will appear as a single line. If you need your
label to wrap to multiple lines, break the text up into
separate labels.

If you would like to change the font used for the label, click the font button to open a
Windows Font selection screen. The sample will show the font that is currently
selected.

Click OK to save your label.

Using Text Fields on Your Display

Fields are used to store your data. Text fields are generally the most common objects used in most
displays. Text fields allow you to enter any type of character, digit, or special character in the field.
There are only four occasions when your data would not be stored in a text field:

If you need to store freeform notes with the ability to wrap the data to multiple lines.
In this case, you would use a notes field.

If your data is a yes/no answer to a question, such as whether a customer will accept
advertisement mailings. In this case, you could choose to use a text field and type

“Yes” or “No” in the field, but it would be easier to use a check box instead.

If your data is a picture that you would like to display with the record. In this case
you would use a picture field.
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e [f you need to store some types of numbers. In some cases, you should store numbers
in a numeric field, rather than a text field.

When thinking about whether to use a text field or a numeric field for numeric data, there are two
things you need to consider: whether you might ever want to store anything besides numbers (such
as special characters) in the field, and whether the numbers you will be storing should be read as a
single number, or a series of digits.

Take, for example, a phone number. You will generally want to use the ( ) and - formatting
characters with a phone number. In this case, you will need to use a text field rather than a numeric
field.

Additionally, when you place numbers in a text field, the software reads them as a string of
individual digits. For example, in a text field, 10 is read as one, zero. When you use a numeric field,
the software recognizes the digits as one number. In this case, 10 will be read as ten. This becomes a
factor when sorting the contents of the field.

Again, using the phone number example, you would want the software to read and sort phone
numbers as a series of digits. For example, (760) 555-1962 should be read as 76 05551962
rather than 7,605,551,962 (seven billion, six hundred five million, five hundred fifty-one thousand,
nine hundred sixty two).

For an easy rule of thumb, unless you intend to do math calculations on the numbers contained in the
field, consider using a text field.

ENTERING TEXT FIELD PROPERTIES

| Add a text field to your display using one of the methods detailed in the Using the
Toolbox section, above. The Text Field Properties screen will open:

Text Field Properties §|

EE |

Show Mame on Dizplay
Fant for Mame E Microzoft Sans

Fant far Data D Mizrozoft Sans

Backaground Calar D

Length 20

LCancel

2 Enter a unique name that describes this field in the Name field.

3 If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this

Chapter 6 — Building and Editing Displays « Page 126



Adding Objects to a Display

is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

For example, you may have an address that contains the street address on one line,
and City, State, and ZIP on the next line. If you want City, State, and ZIP next to each
other with no prompt in between, you could unmark Display Prompt on each of these
fields and put a label next to the entire line instead:

Addrezs Address
City/State/ZIF | City State| ZIP

4 If you are displaying the name, the Font for Name setting controls the font that will
be used for the name. If you would like to change the font, click on the button to
select a font from the Font selection screen. The sample text will display the font that
will be used.

5 The Font for Data setting controls the font that will be used for the data you enter in
your field. If you would like to change the font, click on the button to select a font
from the Font selection screen. The sample text will display the font that will be used.

6 The Background Color field lets you control the background color of the text field.
(This is the area where you will type your text in the field.) The default color is white.
If you would like to use a different color, click the button to open the Windows Color
picker. The box on the screen will display the selected color.

7 The Length setting controls how much text can be contained in your field. For
example, if this is set to 30, you will only be able to enter up to 30 characters in the
field. Field lengths are practically unlimited, but you should be aware that storage
space will be reserved for the entire field length for each record, regardless of how
much text is actually contained in the field. Additionally, if you enter more data in the
field than can be contained in the display area, you will only be able to view all of the
text if you click in the field and scroll to the right.

A 3

If you have fields that need to contain a lot of data,
consider using a Notes Field instead. This type of
field only reserves space for the actual data that’s
contained in the field and it has the added advantage
of wrapping data onto multiple lines, making it easier
to view.

8 Click OK to save your field and return to the display.
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Using Numeric Fields on Your Display

Numeric fields are special fields that contain only numbers. The only exceptions are that you will be
able to place a decimal point (.) in the field, and/or the dash (-) at the beginning of the field to
indicate that a number is negative. Commas will also automatically appear in the field as thousands
separators.

Although you can place numbers in a text field, the software reads them as a string of individual
digits. When you use a numeric field, the software recognizes the digits as one number. For example,
in a numeric field, 10 will be read as ten. In a character field, 10 is read as one, zero. If you intend to
do math calculations on the numbers contained in the field, you must use a numeric field. If you will
need formatting characters with your number, such as the () and - in a phone field, or the / in a date
field, select a text type field instead.

3

For more information on whether to use a numeric or
character field to contain numbers, refer to the Using
Text Fields on Your Display section, above.

ENTERING NUMERIC FIELD PROPERTIES

| Add a numeric field to your display using one of the methods detailed in the Using
the Toolbox section, above. The Numeric Field Properties screen will open:

Numeric Field Properties §|

M ame

Show Mame on Dizplay
Fant far Name B Mizrazoft Sans Serif

Faont for Drata B Mizrozoft Sanz Serif
B ackground Color E |

(¥} Usze“arable Mumber of Decimal Places
) Use Fixed Mumber of Decimal Places

Mumber of decimal places

Cancel

2 Enter a unique name that describes this field in the Name field.

3 If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
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is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

For example, you may have a column of similar numbers. In this case, you might
choose not to display the name for each filed and use a label at the top of the column
instead:

Quantity  Unit Price

] u]
0 o
] u]

If you are displaying the name, the Font for Name setting controls the font that will
be used for the field name on the display. If you would like to change the font, click
on the button to select a font from the Font selection window. The sample text will
display the font that will be used.

Font for Data controls the font that will be used for the data you enter in your field. If
you would like to change the font, click on the button to select a font from the Font
selection window. The sample text will display the font that will be used.

? The most common type of font is a proportional font.
A proportional font spaces the characters based on the
width of each character, so the letter i takes up less
space than the letter w. A non-proportional font
assigns the same amount of space to each character,
regardless of the width of the character. Non-
proportional fonts are useful if you have columns of
numbers you would like to line up. One of the most
common non-proportional fonts is Courier New.

The Background Color field lets you control the background color of the numeric
field. (This is the area where you will type your number in the field.) The default
color is white. If you would like to use a different color, click the button to open the
Windows Color picker. The box on the screen will display the selected color.
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‘/ The decimal place radio buttons allow you to specify how many decimal places your
field should use. If you do not require a specific number of decimal places for the
data in the field, leave the Use Variable Number of Decimal Places radio button
selected.

If this option is selected, the field will default to O with no decimal point. You will be
able to place a decimal point in the field and have up to six decimal places following.
For example, the field could contain 1, 1.5, or 1.25. Any zeros at the end of a decimal
will be stripped off (e.g., if you enter 1.30, it will appear as 1.3).

8 If you would like to force the data to have the same number of decimal places in all
records, select the Use Fixed Number of Decimal Places radio buttons. Enter the
number of decimal places you would like to use in the Number of decimal places
field by clicking the up arrow button to increase the number, or the down arrow
button to decrease the number.

If this option is selected, the field will default to 0. and the number of decimal places
selected, for example 0.00. Using the earlier example with two decimal places, your
field would contain 1.00, 1.50, and 1.25.

? If you would like to limit the field to whole numbers,
set the number of decimal places to zero.

9 Click OK to save your field and return to the display.

[ 1] Using Notes Fields on Your Display

Notes fields can contain an unlimited amount of data. The data will wrap to multiple lines within the
field. If there is more data than will display in the frame of the notes field, scroll bars will appear at
the right edge of the field to allow you to scroll down through the data.
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ENTERING NOTES PROPERTIES

1

Add a notes field to your display using one of the methods detailed in the Using the
Toolbox section, above. The Notes Properties screen will open:

Note Properties §|

M ame

Show Mame on Dizplay

Fant far Mame D Microzoft Sans Senf

Font for Drata D icrosoft Sans Serif

B ackground Caolor D

Enter a unique name for the field in the Name field.

If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

If you are displaying the name, the Font for Name setting controls the font that will
be used for the name on the display. If you would like to change the font, click on the
button to select a font from the Font selection screen. The sample text will display the
font that will be used.

The Font for Data setting controls the font that will be used for the data you enter in
your notes field. If you would like to change the font, click on the button to select a
font from the Font selection screen. The sample text will display the font that will be
used.

The Background Color setting controls the background color of the notes field. (This
is the area where you will type your text in the notes field.) The default color is white.
If you would like to use a different color, click the button to open the Windows Color
picker. The box on the screen will display the selected color.

Click OK to save your field and return to the display.
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i Using Date Fields on Your Display

Date fields are used to store dates. Date fields appear on the display with a calendar icon. When
entering data in the field, users can either type in the date, or click on the icon to select the date from
a popup calendar.

Data in the field will be formatted using your Windows date settings. Database Oasis will recognize
the value as a date, allowing you to sort records chronologically, or filter and search for records
based on the selected date.

ENTERING DATE FIELD PROPERTIES

I Add a date field to your display using one of the methods detailed in the Using the
Toolbox section, above. The Date Field Properties screen will open:

Date Field Properties §|

M ame

Show Mame on Display

Font For Mame D Microzoft Sang Serf

Fant far Crata D Microsoft Sans Serif

B ackground Color D

2 Enter a name that describes this date in the Name field.

3 If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

4 If you are displaying the name, the Font for Name setting controls the font that will
be used. If you would like to change the font, click on the button to select a font from
the Font selection screen. The sample text will display the font that will be used.

5 The Font for Data setting controls the font that will be used for the dates you enter in
your field. If you would like to change the font, click on the button to select a font
from the Font selection screen. The sample text will display the font that will be used.

6 The Background Color field lets you control the background color of the date field.
(This is the area where you will enter the date in the field.) The default color is white.
If you would like to use a different color, click the button to open the Windows Color
picker. The box on the screen will display the selected color.
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‘7 Click OK to save your date field and return to the display.

Using Check Boxes on Your Display
Check boxes are true/false flags that you can add to a display. For example, you may place a check
box on your screen stating “Customer accepts mailers”

Check boxes appear as a small box on the display. When you click in the box, a mark appears. Using
the above example, a mark would indicate that the customer does accept mailers. No mark would
indicate that the customer does not accept mailers.

ENTERING CHECK BOX PROPERTIES

I Add a check box to your display using one of the methods detailed in the Using the
Toolbox section, above. The Check Box Properties screen will open:

Check Box Properties §|

M ame |

Fant Far Mame D Microzoft Sans Serf

Default To: &) Unchecked
) Checked

Cancel

2 Enter the text that you would like to use to describe what the check box should be
used for in the Name field. This text will appear next to the check box on the screen.
The name should be worded in such a way that a mark in the check box will indicate
that the statement is true and no mark will indicate that the statement is false.

3 If you would like to change the font that is used for the check box name, click the
Font for Name button to open a Font selection screen. The sample text will show
what your font will look like.

4 This Default to radio buttons let you specify whether or not the check box should be
marked by default. If you select Checked, the check box will be marked for any new
records that are added to your display. If you select Unchecked, the check box will be
unmarked for new records. You can mark or unmark the check box for individual
records.
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If you add a check box to an existing display, the
check box will be unmarked for all existing records,
regardless of this setting.

5 Click OK to save your settings and return to the display.

[ Using List Fields on Your Display

List Fields allow you to pre-configure a list of items that can be entered in the field. List fields
appear on the display with a small arrow to the right of the field. When users click on the arrow, a
list of data entry items appears. Selecting an option in the list places that item in the field, facilitating
quick and consistent data entry.

For example, you may have a field for how the customer heard of your company. If users sometimes
enter Phone Book and sometimes enter Yellow Pages, the entries will not appear together when
filtering and sorting. Using a list field lets you standardize on one of the options and ensure that the
data is consistent.

ENTERING LIST FIELD PROPERTIES

I Add a list field to your display using one of the methods detailed in the Using the
Toolbox section, above. The List Field Properties screen will open:

List Field Properties §|

M ame || |
Show Mame on Dizplay

Fort for Mame D Microzoft Sans Serif

Fort for Data D Microzoft Sans Serif

Background Color D

Iters For List
Add to List

[temz i the List

Select From List Orily

LCancel
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2 Enter a name that describes this field in the Name field.

3 If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

4 If you are displaying the name, the Font for Name setting controls the font that will
be used. If you would like to change the font, click on the button to select a font from
the Font selection screen. The sample text will display the font that will be used.

5 The Font for Data setting controls the font that will be used for the data you enter in
your field. If you would like to change the font, click on the button to select a font
from the Font selection screen. The sample text will display the font that will be used.

6 The Background Color field lets you control the background color of the numeric
field. (This is the area where you will type your number in the field.) The default
color is white. If you would like to use a different color, click the button to open the
Windows Color picker. The box on the screen will display the selected color.

7 The Items for List section allows you to set up the items that will appear in the list
when the field is used. To add an item to the list, enter it in the Add to List field and
click the Add button. The option will appear in the Items in the List area.

8 The Items in List box displays the options that will be available in the list when the
field is used on the display. To remove an item from the list, highlight it in the Items
in the List box and click the Remove button. The item will disappear from the list.

9  The Select from List Only check box allows you to control whether users are able to
type in the field, or must select from the list. If this check box is marked, users will
not be able to manually type an entry in the field and must select from the list. If it is
unmarked, users will be able to select from the list for faster data entry, but will also
have the option of manually typing in the field if the desired data is not in the list.

10 Click OK to save the field.

fo | Using Picture Fields on Your Display

Picture Fields allow you to include record-specific pictures with your display. For example, if you
have a display that catalogues collectibles, you may include a picture of each item in your collection
with its description.
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ENTERING PICTURE FIELD PROPERTIES

I Add a picture field to your display using one of the methods detailed in the Using the
Toolbox section, above. The Picture Properties screen will open:

Picture Properties f5_<|

M ame i i

Show Hame on Display

Fant for M ame D Microzoft Sans Serif
[f Picture and Frame are Different Sizes
{(*) Resize to Fit, M aintaining F atio
) Stretch/Shiink ta Fit Frame
{3 Show Center of Picture and Crop Edges
{3 Crop Right and Bottorn Edges

LCancel

2 Enter a name that describes this field in the Name field.

3 If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

4 If you are displaying the name, the Font for Name setting controls the font that will
be used. If you would like to change the font, click on the button to select a font from
the Font selection screen. The sample text will display the font that will be used.

5 When you add a picture field to a display, you draw a frame which sets the size of the
picture. The pictures you add to your records may not be the exact size of the frame.
The radio buttons on this screen control how pictures are adjusted to fit within the
frame.
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To demonstrate the options, we'll use two graphics of different sizes:

With a frame that is this size:

The Resize to Fit, Maintaining Ratio option is similar to Stretch/Shrink to Fit
Frame in that the picture will be resized, except that it will use padding to
maintain the height to width ratio of the image so it does not distort the picture.
The edge (horizontal or vertical) of the picture that is proportionally the largest in
comparison to the frame will be stretched or shrunk to fit within the frame. The
proportionally smaller edge will be padded. If it is short and long compared to the
frame, it will be padded at the top and bottom edges:

If the picture is tall and narrow compared to the frame, it will padded at the left
and right edges:
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The Stretch/Shrink to Fit Frame option will resize the picture to fit within the
frame. If the picture is larger than the frame, it will be shrunk to fit:

If the picture is smaller than the frame, it will be stretched to fit:

If the dimensions of the picture are not proportional to
the frame, the picture could be distorted when resized.

The Show Center of Picture and Crop Edges option will center the picture within
the frame. If the picture is larger than the frame, the edges will be trimmed to fit:

If the picture is smaller than the frame, it will be centered with space around the
edges:
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e The Crop Right and Bottom Edges option is similar to Show Center of Picture and
Crop Edges, but instead of centering, the picture is anchored to the upper left
corner of the frame. If the picture is larger than the frame, it will be trimmed at
the bottom and right edges:

If the picture is smaller than the frame, there will be space around the bottom and
right edges:

6 Click OK to save your selection and return to the display.

i) Using Calculated Fields on Your Display

Calculated fields allow you to perform math on numeric fields, or string two fields together. For
example, if you have a display that contains contact information, you may have separate fields for
the first and last name and use a calculated field to display the full name.

The results of your calculation will appear in the field on your display. You will not be able to
directly modify the contents of the field.

There are six different types of calculations you can build:

Math Calculation Using Two Numeric Fields

Math Calculation Using a Field and Another Number
Combine Two Fields

Combine a Field and Another Value

Sum or Average Numeric Fields

Date Calculation - Date Before or After

Date Calculation - Days Since
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ENTERING CALCULATED FIELD PROPERTIES

| Add a calculated field to your display using one of the methods detailed in the Using
the Toolbox section, above. The Calculated Field Properties screen will open:

Calculated Field X

Field Properties

Mame

Show Mame on Dizplay
Show Field on Display

Fart far Mame B Microzoft Sang Serf

Fant far Drata B Microzoft Sang Serf

B ackground Caolor D

Select the type of calculation you wauld like fram the
drop dow list.

E wamples LCancel

2 Enter a unique name for the field in the Name field.

3 If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

4 In some cases, you may need a calculation, but not actually want to show it on the
display. For example, you may set up a calculation that is exclusively used in reports,
or you may set up a calculation that is just required for a second calculation that you
do want to display. The Show Field on Display check box lets you add a field without
placing it on your display outside of the designer. (The field will continue to be
visible in the designer so you can edit or delete it.) It will be available everywhere
you have a field list, but will not appear on the display itself when you work with
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records. Leave this check box marked to display the field, or unmark it to hide the
field.

? To save space on your display when working in the
designer, consider sizing the field as small as possible
and placing it at the edge of the display.

5 If you are displaying the name, the Font for Name setting controls the font that will
be used for the name on the display. If you would like to change the font, click on the
button to select a font from the Font selection screen. The sample text will display the
font that will be used.

6 The Font for Data setting controls the font that will be used for the results of the
calculation that appear in the field. If you would like to change the font, click on the
button to select a font from the Font selection screen. The sample text will display the
font that will be used.

'/ The Background Color field lets you control the background color of the calculated
field. (This is the area where the results of the calculation will appear.) The default
color is white. If you would like to use a different color, click the button to open the
Windows Color picker. The box on the screen will display the selected color.

8 The Select the type of calculation list contains the types of calculations that you can
set:

Math Calculation Using Two Numeric Fields - This option will allow you to
perform a calculation based on the values in two numeric fields.

Math Calculation Using a Field and Another Number - This option will allow you
to perform a calculation based on the value in a numeric field and a fixed value.

Combine Two Fields - This option lets you take the information in two fields and
have them appear together in one field.

Combine a Field and Another Value - This option allows you to add something to
the beginning or end of one of your fields.

Sum Numeric Fields - This option allows you to add together the values in a
selection of multiple numeric fields.

Date Calculation - Date Before or After — This option will return a date that is X
number of days before or after the date contained in a date field.

Date Calculation - Days Since — This option will return the number of days that
have passed since the date in a date field.

9 Follow the instructions below for each type of calculation.
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SETTING A MATH CALCULATION USING TWO NUMERIC FIELDS

I Add a calculated field following the instructions above and select the Math
Calculation Using Two Numeric Fields option from the Select the type of calculation
list. The screen will expand to include the settings for this type of calculation:

Calculated Field X

Field Properties

Mame | |
Show Mame on Display
Show Field on Dizplay

Fart far Mame D Microzoft Sans Serf

Fart for [rata D Microzoft Sans Serif
B ackground Color D
| b ath Calculation Using Two Mumenc Fields W |

Biuild *v'our Calculation

First Mumeric Field Operator - Second Mumeric Field

| 8 & ¥l

{(®) Usze Variable Mumber of Decimal Places
() Use Fized Mumber of Decimal Places

Examples LCancel

2 The First Numeric Field list will contain any numeric fields that you have added to
your display. Select the first field you would like to use in your calculation from the

list.

%

The calculation will be analyzed in the order of the
fields. If you are performing a calculation using
subtraction or division, make sure you select the field
you want the second number subtracted from or
divided into in this first field.
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3

4

5

6

Select the type of calculation you would like to perform from the list of math
operators. Select:

+ (Add) to add the numbers contained in the fields;

- (Subtract) to subtract the number contained in the Second Numeric Field from
the number contained in the First Numeric Field;

* (Multiply) to multiply the numbers contained in the First and Second Numeric
Fields;

/ (Divide ) to divide the contents of the First Numeric Field by the contents of
the Second Numeric Field.

Select the second numeric field you would like to use in the calculation from the
Second Numeric Field list.

Example: You have a display that tracks sales of a widget. You would like to be
able to calculate sales tax on the price of the widget. Sales are made to people in
different states, so each customer could have a different tax rate.

Solution: Add a numeric field to contain the price, and a second numeric field to
contain the tax rate. Add a calculated field using the Math Calculation Using Two
Numeric Fields option. Use the following setting:

From the First Numeric Field list, select your price field.
From the Operator list, select * [multiply].
From the Second Numeric Field list, select your tax rate field.

When you add records, enter the price of the widget in the price field and the
appropriate tax rate in the tax rate field as a decimal. For example, if your tax rate is
7.5%, enter .075 in the field; if your tax rate is 6%, enter .06. If you enter $10.00 as
your price, and .075 as your tax rate, the system will calculate sales tax and display
$0.75 in the calculated field.

The decimal places radio buttons let you configure how many decimal places will
display in the calculation results. Select Use Variable Number of Decimal Places if
you would like to display the number of decimal places found in the data for the
selected numeric fields. To specify the number of decimal places, select Use Fixed
Number of Decimal Places and enter the number (up to six) in the field.

When you are satisfied with your settings, click OK to save the field and return to the
display.
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SETTING A MATH CALCULATION USING A FIELD AND ANOTHER
NUMBER

I Add a calculated field following the instructions above and select the Math
Calculation Using a Field and Another Number option from the Select the type of
calculation list. The screen will expand to include the settings for this type of
calculation:

Calculated Field X

Field Properties

Hame | |

Show Mame on Display
Show Field on Dizplay

Fart far Mame D Microzoft Sans Serf

Fart for [rata D Microzoft Sans Serif
B ackground Color D
| b ath Calculation Using a Field and Another Mumber

Biuild *v'our Calculation

(%) Mumeric Field First
) Mumber First

Murneric Field Operator  Murmber

| ¥ &

%) Usze\ariable Mumber of Decimal Places
) Use Fixed Mumber of Decimal Places

Examples LCancel

2 The radio buttons on the screen control the order in which the values will be
calculated. This is useful in the case of a calculation using subtraction or division as it
allows you to control whether the numeric field should be subtracted from or divided
into the fixed number, or vice versa. If you would like your calculation to use the
field first, leave the Numeric Field First radio button selected. If you would like your
calculation to use the fixed number first, select the Number First radio button.

The Number and Numeric Field fields on the screen will change position based on
your selection.

3 The Numeric Field list will contain any numeric fields that you have added to your
display. Select the field you would like to use in your calculation from the list.
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4 Select the type of calculation you would like to perform from the list of math
operators. Select:

+ (Add) to add the number contained in the field and the constant value;

- (Subtract) to subtract either the constant value from the number contained in
the field, or vice versa, depending on your selection for the order radio buttons,
below;

* (Multiply) to multiply the number contained in the field and the constant
value;

/ (Divide ) to divide either the number contained in the field by the constant
value, or vice versa, depending on your selection for the order radio buttons,
below.

5 Enter the number that will be used in the calculation in the Number field.

Example: You have a display that tracks sales of a widget. You would like to be able
to calculate sales tax on the price of the widget. Sales are only made to people locally,
so each customer will have the same tax rate.

Solution: Once you have created the numeric field that will contain the price, add a
calculated field using the Math Calculation Using a Field and Another Number
option.

Use the following setting:
From the Numeric Field list, select your price field.
From the Operator list, select * [multiply]

In the number field, enter your tax rate. The tax rate should be entered as a
decimal.

For example, if your tax rate is 7.5%, enter .075 in the field; if your tax rate is 6%,
enter .06.

Make sure the Numeric Field First Radio button is selected.

When you add records, enter the price of the widget in the price field. The system will
calculate the sales tax based on your fixed value and display the tax in the calculated
field. For example, if you enter $10.00 as your price and your sales tax was .08, the
system will display $0.80 in the calculated field.

6 The decimal places radio buttons let you configure how many decimal places will
display in the calculation results. Select Use Variable Number of Decimal Places if
you would like to display the number of decimal places found in the data for the
selected numeric fields. To specify the number of decimal places, select Use Fixed
Number of Decimal Places and enter the number (up to six) in the field.

7 Click OK to save your calculated fields and return to the display.
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COMBINING TWO FIELDS

I Add a calculated field following the instructions above and select the Combine Two
Fields option from the Select the type of calculation list. The screen will expand to
include the settings for this type of calculation:

Calculated Field X

Field Properties

Hame | |

Show Mame on Display
Show Field on Dizplay

Fart far Mame D Microzoft Sans Serf

Fant for Drata D Microzoft Sans Serf

B ackground Color D

| Combine Twio Fields

Biuild *v'our Calculation

First Field Separator Second Field

| vl |l vl

Examples LCancel

2 The First Field list will contain all of your text and numeric fields. Select the first
field you would like to use from the list.

3 Use the Separator field to place a separation between the two fields. If is no separator
entered, the contents of the two fields you select will be directly next to each other in
the calculated field. By default, this will contain a space. If you would like the fields
right next to each other with no space between them, remove the space from this
field. If you would like a different separator, enter it in this field.
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? The separator text can be used to further expand on
the relationship between the data in the two fields.
For example, if your fields contain a due date and an
amount due, you could place " is due on " as the
separator text. The calculated field will then display:
[amount] is due on [date].

n

4 Select the second field you would like from the Second Field list.

Example: You have a display that tracks membership information for your club,
including dues payments. You have a field that contains the date when the next
payment is due for each member, and a second field for the amount of the dues. You
would like to have a field that displays the amount and due date together.

Solution: Once you have created a text field to contain the due date and a numeric
field to contain the amount, add a calculated field using the Combine Two Fields
option. Use the following settings:

From the First Field option, select the amount due field.

" "

In the separator, enter " is due on " (without the quotation marks). Notice that
there are spaces before and after the text. It's important that you include spaces
around the "is due on" so that the words aren’t right up against each other.

From the Second Field option, select the due date field.

When you add records, enter the due date and the amount due for each member. If the
amount due is $30.00 and the due date is 5/23/07, the calculated field would display:
30.00 is due on 5/23/07.

5 Click OK to save your calculated fields and return to the display.
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COMBINING A FIELD AND ANOTHER VALUE

I Add a calculated field following the instructions above and select the Combine a
Field and Another Value option from the Select the type of calculation list. The
screen will expand to include the settings for this type of calculation:

Calculated Field X

Field Properties

Hame | |

Show Mame on Display
Show Field on Dizplay

Fart far Mame D Microzoft Sans Serf

Fant for Drata D Microzoft Sans Serf

B ackground Color D

| Combine a Field and Anather W alue

Euild *v'our Calculation
Field Text
| v | |
{(*) Field v alue First
) TextValue First

Examples LCancel

2 The Field list will contain all of your text and numeric fields. Select the field you
would like to use from the list.

3 Enter the text you would like to combine with your field value in the Text field.
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4 The order radio buttons on the screen control the order in which the field data and text
value will appear. If you would like your calculated field to display the field, then the
text, leave the Field Value First radio button selected. If you would like to display the
text, then the field value, select the Text Value First radio button. The Field and
Value fields will change positions on the screen, based on your selection.

Example: You have a display that tracks donations for your non-profit organization.
You have a field that contains the date of the last donation for each contributor. You
would like a large message at the top of the screen that contains "The last donation
was received on [date]."

Solution: Once you have created your date of last donation field, add a calculated
field using the Combine a Field and Another Value option. Use the following
settings:

From the Field list, select the date of last donation field.

In the Text field, enter "The last donation was received on " (without the
quotation marks. Notice that there is a space after "on". It is importation that you
include the space so the date isn't right up against the text.

Select the Text Value First radio button.

When you add records, enter the last payment date for each contributor. If the last
date was 6/12/06, the calculated field would read "The last donation was received on
6/12/06".

5 Click OK to save your calculated fields and return to the display.
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SUM OR AVERAGE NUMERIC FIELDS

| Add a calculated field following the instructions above and select the Sum or Average
Numeric Fields option from the Select the type of calculation list. The screen will
expand to include the settings for this type of calculation:

Calculated Field X

Field Properties

Mame

Show Mame on Display
Show Field on Digplay

Fort for M ame g Microgsoft Sans Senf

Fort for Data D Microgsoft Sans Serif

Backaround Color D

Sum or Awverage Numernic Fields

Build *our Calculation
Select Fields to (%) Sum () Average
[] Bin #

[] Price 1
[] Price 2

[] Quantity

(#) Use Variable Mumnber of Decimal Places
() Use Fixed Mumber of Decimal Places

Examples LCancel

2 Specify whether you wish to add the fields together, or create an average. Select the
Sum radio button to produce a total of the values in the fields, or the Average radio
button to produce an average (total divided by the number of fields).

3 The Select Fields to Sum/Average list will contain all of the numeric fields that have
been added to your display. Click in the check box next to each numeric field that you
would like to include in your calculation. All fields with a mark next to them will be
added together and either the total or the average will appear in your calculated field.

Example: You have created a display for keeping track of your calorie intake for the
day. You have fields to contain the calories of breakfast, lunch, dinner, and two
snacks. You would like a field that shows the total calories for the day.

Solution: Once you have created numeric fields for each of the meals and snacks,
add a calculated field using the Sum Numeric Fields option. Use the following
setting:
In the Select Fields to Sum list, place a check mark in each of the calories fields.
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When you add your records, enter the calories in each of the appropriate fields and a
sum will be automatically calculated when you save the record. For example, if you
had 300 calories for breakfast, 520 calories for lunch, one snack of 150 calories, no
second snack, and 730 calories for dinner, the calculated field will display 1700.

4 The decimal places radio buttons let you configure how many decimal places will
display in the calculation results. Select Use Variable Number of Decimal Places if
you would like to display the number of decimal places found in the data for the
selected numeric fields. To specify the number of decimal places, select Use Fixed
Number of Decimal Places and enter the number (up to six) in the field.

5 Click OK to save your calculated fields and return to the display.
RETURNING A DATE BASED ON ANOTHER DATE

I Add a calculated field following the instructions above and select the Date
Calculation - Date Before or After option from the Select the type of calculation list.
The screen will expand to include the settings for this type of calculation:

Calculated Field X

Field Properties

Mame | |

Show Mame on Display
Show Field on Display

Font for Mame D Microsoft Sans Serf

Font for Data D Microsoft Sans Senf

Background Calar D

Date Calculation - Date Before or After

Build *r'our Calculation

Return a date that is:

Murmber of Days ] z
Before / After | LvS |
Date Field | v|

Examples Lancel
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2 In the Number of Days field, enter the number of days before or after the date in a
date field you would like to calculate. The field can only contain whole numbers.
Enter the date by typing in the field, or use the up and down arrow buttons to the right
of the field (also known as spinner buttons) to increment the number up or down by
one.

3 In the Before / After field, select whether you would like to return a date that is the
specified number of days before or after the date in the date field. Select Before to
return an earlier date. Select After to return a later date.

4 The Date Field list will show all of the date fields in your display. Select the date field
that should be used as a basis for this calculation from the list.

Example: You have a display for keeping track of warranties. Products are under
warranty for the first 30 days after purchase. You would like a field that shows the
warranty expiration date.

Solution: Once you’ve set up a date field for the purchase date, add a calculated field
using the Date Calculation — Date Before or After option. Use the following setting:

In the Number of Days field, enter 30.
In the Before / After field, select After.
In the Date Field field, select Purchase Date.
When you add your records, enter the date of purchase in the Purchase Date field.

The calculated field will automatically show the warranty expiration date.

5 Click OK to save your calculated fields and return to the display.
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RETURNING THE NUMBER OF DAYS SINCE A DATE

Add a calculated field following the instructions above and select the Date
Calculation — Days Since option from the Select the type of calculation list. The
screen will expand to include the settings for this type of calculation:

Calculated Field X

Field Properties

M armne | |

Show Mame an Display
Show Field on Display

Faont for Mame D Microzoft Sanz Serf

Font for Data D Microzoft Sans Sernf

B ackground Color E]

D ate Calculation - D ays Since

Build *rour Calculation

Feturn number of days zince:

Date Field L%

Examples LCancel

2 The Date Field list will show all of the date fields in your display. Select the date field

that should be used as a basis for this calculation from the list.

Example: You have a display that keeps track of payment due dates. You would like
to send a reminder to any customer who are more than five days past due on their
payments.

Solution: Once you’ve set up a date field for the payment date, add a calculated field
using the Date Calculation — Days Since option. Use the following setting:

In the Date Field field, select Payment Due Date.

When you add your records, enter the customer’s due date in the Payment Due Date
field. The calculated field will automatically show the number of days since the
payment was due. You may then set a filter where the value in the calculated field is
greater than five.
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If the current date is before the date in the selected
date field, the calculation will show as a negative
number.

? If you would like to calculate years, for example to
return a person’s age from his or her birth date, you

can create a second calculated field that divides the
number in the number of days by 365.

3 Click OK to save your calculated fields and return to the display.

123 Using Auto Incrementing Fields on Your Display
Auto incrementing fields are numeric fields that increment by 1 for each new record that you add.
These are commonly used to create a unique number, such as a customer number or invoice number.

? You can use an auto incrementing field in a calculated
field to add a prefix or suffix to the number.

ENTERING AUTO INCREMENTING FIELD PROPERTIES
I Add an auto incrementing field to your display using one of the methods detailed in

the Using the Toolbox section, above. The Auto Incrementing Field Properties screen
will open:
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Auto Incrementing Field Properties E|
Mame |
Show Mame on Dizplay
Fant for Marme B Microzoft Sans Serif

Faont for Drata B ticrozoft Sans Sernf

Background Color B

]2

Start the numbering at; 1

Cancel

Enter a unique name for the field in the Name field.

If you would like to include the name with the field on the display, mark the Show
Name on Display check box. Unmark it if you do not want the name to display. If this
is unmarked, the name will not appear on the display, but will be used to identify the
field in list view windows and anywhere else the field is referenced.

If you are displaying the name, the Font for Name setting controls the font that will
be used for the name on the display. If you would like to change the font, click on the
button to select a font from the Font selection screen. The sample text will display the
font that will be used.

The Font for Data setting controls the font that will be used for the number that is
automatically populated in the auto incrementing field. If you would like to change
the font, click on the button to select a font from the Font selection screen. The
sample text will display the font that will be used.

The Background Color setting controls the background color of the auto incrementing
field. (This is the area where the number will appear.) The default color is white. If
you would like to use a different color, click the button to open the Windows Color
picker. The box on the screen will display the selected color.

The Start the numbering at field controls the starting number for the first record that
you add. For example, if you start the number at 1000, the first record will be
numbered 1000, the second 1001, the third 1002, etc. The default starting number is
1.
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A 3

If you are adding an auto incrementing field to a
display that already contains records, the starting
number will be applied to the first record in your
display.

8 Click OK to save your field and return to the display.

@ Using Child Rollups on Your Display

PRO 1t you have a child display set up in Professional Edition, you can have multiple child
records associated with each parent record in this display. Child rollups allow you to view a table
with information from the child level.

For information on using child rollups, refer to the Adding Child Information to the Parent Level
heading in the Creating Child Displays section, later in this chapter.

Working with Objects on the Display

Once you have added the desired items to the display, you will need to arrange them in a way that makes
the display as easy to use as possible. Here are some basic design principals you may find useful,
especially if other people will be using your display:

Pay attention to the order of the fields. Most people will look at a computer screen the way
they look at a book. For most English speaking people, this means they will read the
display from left to right, top to bottom. As you place items on the display, think about the
order that the information should be entered and place the fields in that order where
possible.

Make sure the edges of the fields line up as much as possible. If the fields aren’t aligned,
the screen will have a jumbled look that can make it appear confusing, even when the order
of the items is perfectly logical.

Make sure that fields are sized so they are large enough to display the text that will be
entered into the field. If the field can accommodate more data that the frame you’ve drawn
for the field, users will have to click in the field and scroll to view the rest of the data.
Aside from being inconvenient, this can be confusing as it may not be immediately evident
that there is more data than displayed.

When putting the finishing touches on your display, you will no doubt need to know how to move and
change the size of objects. You may also need to access an object’s properties again to change the font,
prompt, or other settings.
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Selecting Objects

Before working with objects on your display, you first need to know how to select them.

SELECTING ITEMS IN A DISPLAY

1

Make sure the pointer is selected in the toolbox, then click with your mouse on a
single item to select it. A selected item will have a box around it:

T B
S| e
(m L ]

To work with multiple objects at the same time, hold down the SHIFT key on your
keyboard while clicking on the objects. Boxes will appear around each object that is
selected.

If you would like to deselect one of the objects, simply click on it a second time while
holding down the SHIFT key. The box will disappear from just that object.

If you would like to deselect all objects, click off of them.

Another way to select objects is to draw a box around the objects you would like to
select by dragging with your mouse. To do this, click on any area of the display that
does not currently have an object on it. (Make sure you click outside of any boxes
you have on the display.) Hold down the mouse button while you drag toward the
items you would like to select. A bounding box will appear, indicating the area that
you are selecting:

Employess

Employee Mame Ermployes Mame
City/State/ZIP City State  ||ZIP

Home Phote Home Phane

Cell Phone ColProre 1% [ save |
Social Security Social Security Humber

When you release your mouse, any item that is all or partially within the box will be
selected. Using the above example, the Employee Name, Address, City, State, ZIP
and Home Phone fields will be selected, as well as the Employees box. The prompts
for the fields, the Cell Phone and Social Security Number fields, and the buttons
will not be selected.
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6 To add or remove items from the selection, hold down the SHIFT key while you drag
a second time. Anything within the new box that was not previously selected will be
added to the selection. Anything within the new box that was previously selected will
be deselected.

SHIFT acts as a toggle when selecting items. It will
select anything that was not selected, or deselect
anything that was previously selected.

Moving Objects by Dragging
Once you have the desired items selected, use the following instructions to move the items on the
display.

DRAGGING ITEMS ON A DISPLAY

I Click on the item you would like to move and hold down the left mouse button while
moving the mouse to drag the item into another position. When the object is in the
desired position, release your mouse button. This method is called drag and drop.

As you drag the item, the system will automatically line items up with other items
that are near it. Blue snap lines will appear, allowing you to select which items you
wish to align:

ar L« J0C > JL » |

add | Edt || Deete || Save || Cancel |

In the above picture, the blue snap lines show that the << button is being snapped to
align vertically with the Add button and horizontally with the <, >, and >> buttons.

2 If you do not want to snap the item you are moving to another item, hold down the
ALT key on your keyboard while dragging the item to turn off the snap lines.

3 If you have multiple items selected and would like to move them as a group, simply

click and drag on any of the objects. All selected items will move together as a group,
keeping their relative positions to each other.
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Moving Objects with the Keyboard

Selected objects can also be moved using the arrow keys on your keyboard. This lets you nudge the
object one pixel at a time.

A pixel is a single dot in an image.

MOVING OBJECTS WITH THE KEYBOARD

I Click on the item you would like to move.

2 Use the up, down, left, and right arrow keys on your keyboard to move the object one
pixel.

3 If you would like to jump the object to the next snap line, hold down the ctrl key on
your keyboard while pressing the arrow key.

Moving Objects Using the Alignment Tools

A quick way to move objects into position is to use the alignment options. This allows you to have
objects automatically moved into a position relative to another object. For example, you can center
an item on the display, or have an item moved so that its edges align with another item.
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Center Objects on the Display
This option allows you to align objects based on the dimensions of the display. For example, you
may have a page title that you would like to have centered horizontally:

My Display:

My Display

(< J[<J > ) [ aea J[ et J[ Deete J[ save [ Cancel |

It is also useful if you want to make sure that a group of objects appears in the very center of the
display with equal space around the edges.

CENTERING OBJECTS ON THE DISPLAY

I Select the object or objects you would like to center using any of the methods under
the Selecting Objects heading.

2 If you would like move the object(s) to the horizontal center of the display, do one of
the following:

e Select Center Horizontally on Display from the Layout menu.

e Select Center Horizontally on Display from the Work with Selected Object
section of the Tools pane.

e Right click on the object, or any one of the selected objects in a group, to open
small menu to the right of the object. Select Center Horizontally from the right
click menu.

3 If you would like to move the object(s) to the vertical center of the display, do one of
the following:

e Select Center Vertically on Display from the Layout menu.

Chapter 6 — Building and Editing Displays « Page 160



Working with Objects on the Display

e Select Center Vertically on Display from the Work with Selected Object
section of the Tools pane.

e Right click on the object, or any one of the selected objects in a group, to open
small menu to the right of the object. Select Center Vertically from the right
click menu.

4 If you have multiple objects selected, the objects will keep their positions relative to
each other and the block will be centered either across the width of the display if you
have selected to center horizontally, or across the height of the display if you have
selected to center vertically.

5 If you want the object(s) placed dead center, use both centering options one after the
other.

Aligning the Edges of Objects

If you have groups of objects, having the edges aligned will generally make for a more visually
pleasing display. As you click and drag items, the software will automatically provide snap lines to
help you align the objects. It may be faster just to use one of the alignment options, especially if
you’re working with a group of objects.

ALIGNING OBJECTS
| Select the object to which you would like the other objects aligned by clicking on it.

2 Hold down the SHIFT key and select the object or objects you would like to move
into alignment with the object selected in step 1.

3 From the Layout menu, select the desired alignment option using the following
guidelines:

e Select Align Left Edges to move the objects so that the left edges are perfectly
aligned in a vertical row.

e Select Align Right Edges to move the objects so that the right edges are
perfectly aligned in a vertical row.

3

When creating a row of fields, it is generally most
aesthetically pleasing to have all of the fields the
same size with both the left and right edges aligned. If
it does not make sense to have the items the same
size, it is more standard to align the left edges than
the right.
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e Select Align Top Edges to move the objects so that the top edges are perfectly
aligned in a horizontal row.

e Select Bottom Edges to move the objects so that the bottom edges are
perfectly aligned in a horizontal row.

4 When you select the alignment option, the objects will be moved to align with the
first object you selected.

Centering Objects with Other Objects
This option is useful if you would like to align objects that are different sizes. They will allow you to
have the objects positioned so that their centers are aligned either horizontally or vertically.

These options are based on either the horizontal or vertical center of the objects being aligned. If you
drew a vertical line through the center of an object, this is the vertical center:

[ ¢ |

Wertical Center

This option is useful if you want to center objects in a vertical line:
Custorner Mame

Customer Mame

If you drew a horizontal line through the center of an object, this is the horizontal center:

t——

This option is useful if you want to center objects in a Horizontal line:

Customer Mame Customer Mame

CENTERING OBJECTS TO OTHER OBJECTS
| Select the object to which you would like the other objects aligned by clicking on it.

2 Hold down the SHIFT key and select the object or objects you would like to move
into alignment with the object selected in step 1.

3 From the Layout menu, select the desired alignment option using the following
guidelines:

e Select Align Vertical Centers move the objects across the width of the display
so that their vertical centers are aligned forming a vertical row. The objects
will retain their relative positions to the height of the display.

e Select Align Horizontal Centers to move the objects across the height of the

display so that their horizontal centers are aligned, forming a horizontal line.
The objects will retain their relative positions to the width of the display.
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If you select to align both the vertical and horizontal
centers of objects, they will appear on top of each
other.

Resizing Objects
Each item that you can add to a display appears in a default size. Use the following instructions to
change the size of your objects.

CHANGING THE SIZE OF OBJECTS

I Select the item you would like to resize, following the instructions in Selecting Items
in a Display, above.

2 Hover your mouse over the edges of the selected item. The mouse pointer will change
to a double headed arrow:

P fa T ...... 0
d add” b
(m T |

When your mouse appears as a double headed arrow, instead of moving an item when
you click and drag, it will change the size of the item.

3 To make an item larger, drag away from the center of the object from any edge. To
make an item smaller, drag toward the center of the object from any edge.

A

The height of text, numeric, and calculated fields is
determined by the font used for the field. These will
automatically be sized to accommodate the height of
the data.

4 If you have multiple items selected, dragging on any of the items will size all of them
at once.

Layering Objects
There may be occasions when you want objects to appear on top of other objects. For example, you
may add a box around a group of objects, or use the logo control to add a graphic you wish to have
appear behind other objects.
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IEung Title

In the above example, a graphic of a 3D box appears behind the Song Title field. If one or more
objects overlap, you can control which appears in front or behind the other objects.

*

With the exception of boxes, when items are added,
they are automatically placed in front of any existing
items. (When boxes are added, they are automatically
placed behind any existing items.)

USING BRING TO FRONT AND SEND TO BACK

I Select the item you would like to move to the front or back.

? You may want to bring an item in front of another
item, but you can’t click on it because it is hidden
behind the other item. In this case, select the item that
is currently in front and send that to the back instead.

2 If you would like to bring the item in front of all other items, use any one of the
following methods:

e Select Bring to Front from the Work with Selected Object section of the Tools
pane.

e Select Bring to Front from the Layout menu.
® Right click on the object and select Bring to Front from the right click menu.

3 If you would like to push the item in back of all other items, use any one of the
following methods:

e Select Send to Back from the Work with Selected Object section of the Tools
pane.

e Select Send to Back from the Layout menu.

e Right click on the object and select Send to Back from the right click menu.
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Modifying Object Properties
Once you have objects on your display, you are able to re-access the same properties that were
available when you first added the object.

ACCESSING OBJECT PROPERTIES

I Select the object whose properties you would like to access following the instructions
under Selecting Objects, above.

*

You cannot access properties with multiple objects
selected.

2 Open the object’s properties screen using one of the following methods:
¢ Double click on the object on the display.

e Select Object Properties from the Work with Selected Object section of the
Tools pane.

e Select Properties from the Layout menu.

e Right click on the object and select Modify Object Properties from the right
click menu.

3 The object properties screen for the selected object will open.

If you open object properties for a field prompt, the
field’s object properties screen will open instead of
the Label Properties.

If you add an object in error, or determine that you no longer need an object, you can delete it from
the display.

3

If you are showing a field name on the display and
wish to remove it, go into the field’s properties and
unmark the Show Name on Display check box rather
than using delete. Deleting the name will also delete
the field.
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DELETING AN OBJECT

I Select the object you would like to delete following the instructions under Selecting
Objects, above.

*

You cannot delete with multiple objects selected. If
you wish to remove more than one object, you must
delete them one at a time.

2 Delete the object using one of the following methods:

e Select Delete Object from the Work with Selected Object section of the Tools
pane.

e Select Delete from the Layout menu.
e Right click on the object and select Delete from the right click menu.
e Press the Delete key on your keyboard.
3 If the object is a label, box, or logo, it will be removed from your display. If it is a

field type object, a message will appear warning you that deleting the field will also
delete the data from the field.

WARNING!

; If you are deleting a field from a display that already
contains data, the data in the field will be deleted.
There is no undo for this action.

4 Click Yes at the message to delete the field.
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Tab Order

Tab order controls how focus moves through fields on the display when you press tab on your keyboard.
By default, when you press tab, focus will move through the fields from left to right, then top to bottom.

For example, in the following display, the default tab order would move from the Product field, to the

User field, then to the Description field:

Software Inventory

Display  Data  Sork

PRODUCT INFORMATION

Filter

Product

Bella Graphics

Description |4, pretty good graphics program that helps
you edit phatots and ather pictures.

LOCATION INFORMATION

[] Bundled with Hardware
Purchaszed Separately

X
REGISTRATION IMFORMATION
User |Torn |
Feqistered to |T0rn Sraith |
Serial # /& |
License # |2352-3589-93??-5?22 |
Login User |T0m8 |

|

Login Pazsword | torms

Location of Box

|N0 Bow. Internet Download |

Installed

M achine Name | Home

WalLLE
Price when Purchased  § (3250
Current Value 4 [3255
Feplacerment Cost 4 [3255

File Path

|E:\F‘rogram Filez\Bella Graphics |

| #ad || Edt || Delete |

You may want to customize your display so you tab through fields in a different order. For example, in
the above display, you may want to tab through the fields in the Product Information box, then move to

the Location Information box.

SETTING THE TAB ORDER

I Select Set Tab Order from the Work with Designer menu.

Set Tab Order

Display Properties
Designer Welcome Form

Showe Tool Pane

Save Display

Save and Close Designer
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2 The Set Tab order screen will open with a list of the fields in your display:

Set Tab Order @

Arrange the fields in the deszired tab arder.

Product ~

|Jzer
Regiztered to

D escription
Serial #

Licenze #

Login U ger

Bundled with Hardware

Purchazed Separately

Login Pazsword

Location of Box

Price when Purchazed b

[ OF. l[ Cancel ]

3 Highlight the field whose order you would like to change and click the up or down
arrow key to move the field in the list. Repeat for each additional field you would like

to adjust.

4 When you are satisfied with the order of your fields, click OK.

3

If you have not yet modified the tab order, when you
add new fields or change the position of existing
fields on your display, Database Oasis will
automatically update the tab order based on the field’s
position. Once you set a custom tab order, Database
Oasis will set the tab order for new fields based on
their position, but it will no longer automatically
change the tab order of fields when they are moved.
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Creating Child Displays

P RO Child displays utilize relational database functionality. Because this is an advanced
feature, it is only available in Database Oasis Professional Edition.

A child display is a display that is linked, or related, to another display called the parent. This allows you
to have multiple sub-records linked to a master parent record.

For example, if you have a display that captures registrations for an upcoming class, you might have
class information at the parent level, and registered students at the child level.

Class Information: ;
Name of Class Student Information:
Date of Class | Name | Gtydent Information:
Instructor ) Phgpe Name
Tuition Amount Tuition|  phone| Student Information:
Description Tuitio Name

Phone Number
Tuition Paid?

This type of display is commonly used to track things like contacts at a company, purchases by a
customer, visits by a patient, etc.

If multiple records share common information, this allows you to enter that information once and share
it among the children.

Before adding a child display, take a moment to plan the best way to structure your data. Any
information that will be shared by all records should be captured at the parent level. Any information
that would be unique to each record should be added to the child.

Adding Child Displays
Once you’ve set up the common data on the parent level, you can add your child display. Child
displays are added from within the parent display.

WARNING!

¢ Child displays are only available in Professional
Edition. Once a display has a child, you will not be
able to open it in Basic Edition.
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ADDING A CHILD DISPLAY
I Open the parent for which you would like to add a child level.

2 Use one of the following methods to add a child display:

e Select Create Child Display from the Child Displays menu.

Create Child Displayw
I EditfDelete Child Display

e Select Create Child Display from the Work with Child Displays section of the
Tools pane.

Bring to Front
Send to Back
Center Yertically On Dizplay

Center Honizontally On Dizplay

Work With Child Displays 2

Create Child Display
Edit/Delete Child Dizplay

Work with the Designer [ ]

Dizplav Properties

3 A warning will appear informing you that displays with children cannot be opened in
Basic Edition. Click Yes to continue.

4 Display Properties will open for the new display. Enter the property information
following the guidelines in the Creating a Display from a Blank Page section, earlier

in this chapter.

5 A new designer window will open with your child display. Set up your display
following the guidelines used to set up the parent display.
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Adding Parent Information to a Child Display

For the most part, setting up a child display is very much like setting up a regular display. The one
exception is that you are able to show fields from your parent level on the child level.

For example, if you are creating a child display to contain registered students for a class, you may
want the class name and date to appear on the child records for quick reference.

A 3

Parent fields on the child level are similar to
calculated fields in that they are display-only. Parent
fields can only be edited on the parent display.

ADDING PARENT FIELDS TO THE CHILD

I In your child display, scroll to the bottom of the toolbox to see a list of the fields on
your parent level. These will be labeled Parent Fields:

Toolbox &
Check Box -
[ List Field

Picture Field
£ Calculated Field
122 Auto Incrementing
Parent Fields
ﬁ Date of Class
Name of Class
Eﬂ Description
123] Tuition Amount
Instructor -
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2 Add the desired parent field to your display following the guidelines under Using the
Toolbox, above. Parent Properties will open:
Parent Properties §|
Show Mame on Display
Fart for M amme D Microsoft S ans Serif
Fort for D ata D Microsoft Sans Serif

B ackground Color D

[ ok l[ LCancel ]

A

These properties only control how the field appears
on your child display. Changing parent field
properties on the child level does not affect the
properties of the same field on the parent level.

3 Set the properties following the guidelines under Setting Object Properties, earlier in
this chapter.

4 Once you have added all desired fields, save and close the designer to return to the
parent display. (See the Saving Your Work in the Designer section, below, for
instructions.)

Adding Child Information to the Parent Level

Once you’ve added a child display, you are able to include information about the children on the
parent. You can view a list of all children associated with the current parent in a grid using the Child
Rollup tool.

ADDING A CHILD ROLLUP

I Add or edit a display with a child level.
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2 From the Toolbox, select Child Rollup.

] LnECK DUX

[CE List Field
Picture Field
@ Calculated Field

123 Auto Incrementing

K Child Rollup v

3 Add the child rollup to your display following the guidelines under Using the
Toolbox, above. The Rollup Properties screen will open:

Rollup Properties [‘5—<|

Chid Dizplay | [ - |

Select Figldz
Auvallable Fields Selected Fields

[« =]

Cancel

4 Select which child display you would like to represent in this rollup from the Child
Display field.

5 The Available Fields box will populate with the list of fields in the selected child
display. To include a field in the rollup, double click on it or highlight it and click the
Select button. The field will move from the Available Fields list to the Selected Fields
list. To select all fields, click Select All.

6 If you have selected a field and decide you do not want to include it in the rollup,
double click on it in the Selected Fields list or highlight it and click Remove. It will
move back to the Available Fields list. If you would like to clear the Selected Fields
list and start over, click Remove All.

7 When child records are displayed in the rollup, fields will be shown in the order that
they appear in the Selected Fields list. The arrow buttons next to the Selected Fields
list allow you to move fields up or down in the list to change their order in the rollup.

Chapter 6 — Building and Editing Displays « Page 173



Creating Child Displays

Highlight a field in the Selected Fields list and click the appropriate button until the
field is in the desired position.

8 When you are satisfied with your selections, click OK to save the rollup. The rollup
will appear on your display.

[ |StudentN... | Tuition Paid? |Phone Nu... |

9 Position and size the child rollup box following the guidelines under Working with
Objects on Your Display, earlier in this chapter.

Column widths are adjusted when you work with the
display outside of the designer.

Edit a Child Display

If you’ve closed your child display and returned to the parent, you may re-open it again at any time
to make additional edits.

EDITING A CHILD DISPLAY
| From the parent display, use one of the following methods:

e Select Edit/Delete Child Display from the Child Displays menu:

l Create Child Display

Edit/Delete Child Display

e Select Edit/Delete Child Display from the Work with Child Displays section
of the Tools pane:
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Lenter ¥ericany un Lispiay

‘ Center Honzontallp On Dizplay
Create Child Dizplay
Edit/Delete Child Display

Work with the Desig

Dizplay Properties

2 The Display Maintenance screen will open with a list of the child displays for this
parent:

Display Maintenance [5_(|

S

Contact Information

| Edt || Deete || Cose |

3 Highlight the child display you would like to edit and click the Edit button.

4 The child display will open.

Delete a Child Display

If you decide you no longer want a child display you’ve added, it may be deleted.

DELETING A CHILD DISPLAY
| From the parent display, use one of the following methods:

e Select Edit/Delete Child Display from the Child Displays menu.
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e Select Edit/Delete Child Display from the Work with Child Displays section
of the Tools pane.

The Display Maintenance screen will open with a list of the child displays for this
parent.

Highlight the display you would like to delete and click the Delete button.
A message will appear warning you that this action will permanently delete the
display and any data contained in the display and asking if you would like to

continue.

Select Yes to delete the display or No to cancel the deletion.

WARNING!

¢ Once you have deleted a display, it cannot be
retrieved without a backup.

Saving Your Work in the Designer

As you work in the designer, your work is periodically saved for you. When you exit the designer, any
unsaved work will be automatically saved. You can also manually save work while in the designer.

SAVING IN THE DESIGNER

1

Select Save Display from the Work with Designer menu:

Set Tab Order

Display Propetties
Designet Welcome Form

Show Tool Pane

Save Display

I Save and Close Designer
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SAVING AND EXITING THE DESIGNER

I You may exit the designer using one of the following methods:

® From the Tools pane, select Save and Close in the Work with the Designer
box.

e Select Save and Close Designer from the Work with Designer menu.

Editing Displays

Once you have added your display, placed all of the desired items on the display, and positioned and
sized everything, you may never need to make modifications to that display. Chances are, however, that
as you work with the display, you may discover ways that it could be improved.

You can make modifications to your display at any time.

A

Child displays are edited by first editing the related
parent, then selecting Edit/Delete Child Display from
the Child Displays menu or Tools pane. See Edit a
Child Display, earlier in this chapter.

MODIFYING AN EXISTING DISPLAY

I Make sure you have a current backup of your displays following the instructions in
the Backing up Your Data section in Chapter 9.

2 Use one of the following methods to begin editing your display:

¢ From the main screen in Database Oasis, select Edit/Delete Existing Displays
from the File menu.

¢ From the main work area, press Ctrl+E on your keyboard.

e [f you have the Navigation Pane open, select Edit or Delete a Display from the
Work with Existing Displays box.
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3 The Display Maintenance screen will open:

Display Maintenance le
4
Employees
Handyman

Logo Samples
Marketing Campaign
My Display

Pets

Photo Album
Recipes

Simple Invoice

|

| Edt || Deste || Cose |

4 Highlight the display you would like to edit and click the Edit button.

3

If you are in Basic Edition, you will not be able to
edit a display that was created in Professional Edition
if it includes Professional only functionality.

5 The display designer will open to the selected display.

Exporting Design Templates

If you would like to share the display you have created with another user of Database Oasis, you can
quickly create a distributable design template file. A design template is a file that contains a description
of a display. The software will read this file and create a display that matches the description.
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CREATING A TEMPLATE
I Access the Export a Design Template screen using one of the following methods:
e Select Export Design Template from the Displays menu on the main menu bar.

e Select Export Design Template from the Navigation Pane:

Add a New Display
Design a New Display
Import Design Template

Copy Display Design

Work with Existing Displays
Edit or Delete a Display

Export Design Template

»

Open a Display

2 The Export a Design Template screen will open:

Export a Design Template E'

Create a Design Template from this Display
[ B

Mew Design Template Path and Filename

| B

3 The Create a Design Template from this Display list will show all of the displays in
your installation. Select the display on which you would like to base your template
from the list.

4 The New Template Path and Filename field will display the path and file name for the
new template file that will be created. Click the button next to the field to open a
Windows Save dialog where you can navigate to the desired location and enter a
name for template file.
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Hint

? Be sure to give your file a descriptive name that will
help others identify the purpose of the display
described by template.

5 Click OK to create a template file with the .mktx extension in the specified location.

Note

"

Templates created prior to version 3.0 have an
extension .mkt.

Note

"

Child displays will be included in the template if you
export a Professional Edition display that has child
displays associated with it.

Deleting Displays

If you have a display that you no longer need, you can simply delete the entire display. Deleting displays
is done from the main work area, outside of the designer.

Hint

? As you’re learning to work with the designer, you can
create temporary displays to experiment in. When you
are done practicing, delete these displays to help keep
your display list clean.

Note

v ‘

Child displays are deleted by first editing the related
parent, then selecting Edit/Delete Child Display from
the Child Displays menu or Tools pane. See Delete a
Child Display, earlier in this chapter.
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DELETING AN EXISTING DISPLAY

I Make sure you have a current backup of your displays following the instructions in
the Backing up Your Data section in Chapter 9.

2 Use one of the following methods to access your displays for deletion:

¢ From the main screen in Database Oasis, select Edit/Delete Existing Displays
from the File menu.

¢ From the main work area, press Ctrl+E on your keyboard.

e [f you have the Navigation Pane open, select Edit or Delete a Display from the
Work with Existing Displays box.

3 The Display Maintenance screen will open.

4 Highlight the display you would like to delete and click the Delete button.

WARNING!

5 ; If there are child displays associated with the display, they will also be
deleted. A message will appear warning you that this action will permanently delete
the display and any data contained in the display and asking if you would like to
continue.

6 Select Yes to delete the display or No to cancel the deletion.

WARNING!

; Once you have deleted a display, it cannot be
retrieved without a backup.
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CHAPTER 7
WORKING WITH RECORDS
IN DATA DISPLAYS

Opening Displays
The first thing you will need to do in order to work with your data displays is to open them in the main
work area. There are three ways to open a display:

® You can open a display from the Navigation pane if it is open.

® You can open a display from the menu.

® You can open a display using the keyboard.

If you are in Basic Edition, you will not be able to
open a display that was created in Professional
Edition if it includes Professional only functionality.
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OPENING A DISPLAY FROM THE NAVIGATION PANE

I Locate the Open a Display section of the Navigation Pane:

Open a Display =
Asset Inventory ~
Business Contacts P
Employees

Household Inventory
Music Catalog

My Journal

Passwords y
Phone Book

Photo Album

Software Inventory
To-Do List

W

Open Highhghted Display

2 Highlight the display you would like to open and do one of the following

e Double click on the display in the list;
® (lick the Open Highlighted Display button.

3 The display will open in the main work area.
OPENING A DISPLAY FROM THE MENU
I From the main menu, select the Open Display option on the Displays menu:

[1 Database Oasis

Open Display Chr+D

add Mew Display Ckrl-+1
Edit/Delete Existing Displavs  Zkrl+E

Copy Display Design

Impark Design Template

Expork Design Template

Expark Data
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2 The Open Display screen will open:

Open Display

Contacts
Donations
Employees

Music Catalog
My Pets
Passworids
Phone Book
Photo Album

Recipes

Marketing Campaign
Medical Records

Product Survey Results

Software Inventory

F

1154

| ok

H Cancel ]

3 Highlight the display you would like to open and do one of the following

e Press the Enter key on your keyboard;

e Double click on the display in the list;

e (Click the OK button.

4 The display will open in the main work area.

OPENING A DISPLAY USING THE KEYBOARD

I From the main work area, press Ctrl+O on your keyboard.

2 The Open Display screen will open.

3 Highlight the display you would like to open and do one of the following

e Press the Enter key on your keyboard;

e Double click on the display in the list;

e (Click the OK button.

4 The display will open in the main work area.
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Opening Child Displays

P RO Child displays are an advanced feature only available in Database Oasis Professional
Edition.

If you are using Professional Edition, you may have displays that include a child level. Child
displays let you relate multiple related records to one parent record. This can be useful for tracking
things like visits to a doctor, students in a class, or jobs for a customer.

OPENING A CHILD DISPLAY

I Open the parent display using one of the methods described above. A Child Displays
option will appear at the far right of the menu:

Business Contacts (0 of 0)

Zhild Displays

Compary | |

Turma ~F Caramzean | 1

2 Select Child Displays. A menu will appear with the child displays associated with this
parent.

ing | Child Displays

Conkact InFarmation

Billing

3 Select the desired display from the list.

4 The child display will open.

Exploring the Display
Data displays are completely customizable forms where you can add and work with your records.

The size, shape, color, and objects on the display are completely up to you. For example, you may
design a very simple display to contain contact information:
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sprain,/strain. Gave him a knee brace,
stuff for pain, and told him to stay off it

Contacts (1 of 7) (=]
Display Data Sort  Filter  Reporting
Name  Mary Jones
Address 1523 Sunnyville Lane
City/State/ZIF | Carlsbad CA 92008
Phone | 300-555-2986
] [(pea [ Ea ][ peee |
Of course, at least some of your displays may end up a bit more elaborate:
Medical Records (1 of13) 23]
Display Data Sert  Filter Reporting
Family Member Ted
Doctor’s Infa.
Medical Group | Vista Family Care Doctor's Name Dr. Inez
Address 43 Winding Ccourt &
Suite F Type of Doctor GP
ot B T - Phone Mumber h55-3232
Medical Infa. Payment Info.
Date of Visit 2/16/2006  [FH] Total Bil 1.235.22
Reason for Visit Twisted knee while working in the yart.  » Co-Pay Amount 25.00
Swollen double and extremely painful. Deductible 100.00
= Insurance Paid £28.50
Doctor's Response  Took MR of knee. Diagnosis is - Outstanding Balance 481.72

Payment Motes

for three days. = Amanged $50.00 a month payments with -
Amy in AR for the balance
Prescription lbuprofen 600 i
[] Folowsp  on |2/19/2006 () Next Payment Due |4/15/2006 [
(add [ et ] [ Deete |
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Display Menu
Every display will have a menu at the top that gives you access to options for working with your
records:

Business Contacts (1 of 23)

Display  Data  Sort Filker  Reporkting  Child Displays

Campany MKF Saluitanz, Ihe.

Type of Company | Software

[ Wendnr [T rostamer

Each display that you have open will have its own menu. Changes made using the options on these
menus will only affect records in the associated display.

Display Menu
The Display menu provides options that impact the display itself.

Print — This option allows you to create a quick printout of the data in your display.

PRO Refresh — If you have multiple users using the display at the same time, this option will check the
database for recent changes and refresh the data in your copy of the display. Data is
automatically refreshed as you work in the display, but this option will force a refresh to ensure
you have the latest changes. You can also press F5 to refresh the data.

Purge all Records — This option will delete all records in your display.

WARNING!

; This will remove all of your records. There is no undo.
Make sure you have a backup of your database before
proceeding.

Close - This will close the current display. If you have any unsaved changes to your records, they
will be automatically saved.

Data Menu
The Data menu provides options for working with your records.

Find — This option allows you to search for a specific record using a value in a text or notes field.

List View - This option will allow you to view your records in a tabular format. This is useful
because it allows you to view multiple records at the same time. This option also gives you
access to printing your data.
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Saved Lists — If you have previously saved a list view configuration, this option will allow you to
bypass the setup screen and go directly into a list view with the fields already selected.

Import — This option will allow you to bring data from another source into your display.

Export - This option will allow you to copy your data out to an external file that can be printed or
viewed in other software applications.

Copy — This option will create a copy of the current record.

Links — This option lets you link files, websites, and e-mail addresses to the current record and
launch the items from Database Oasis.

Sort Menu
The Sort menu allows you to work with options to control the order of your records.

Sort by - This will open the Sort By Field screen where you can control the order in which your
records appear in the list view and when scrolling. For example, if you are looking through a
phone book, you may want to set the sort order to the last name field.

Saved Sorts — If you have previously saved a sort order, this option will allow you to set the
order without going into the setup screen.

Clear Sort - If you have a sort set, this option will turn it off. You will go back to viewing
records in the order in which they were added.

Filter Menu
The Filter menu allows you to work with options to control what records are currently available.

Set Filter - Filters let you limit the records that you are currently viewing to only include a
specified subset. For example, you may be working with a display that contains recipes and want
to only view recipes with a preparation time that’s under an hour.

Saved Filters — If you have previously created and saved a filter, this option will allow you to set
the filter without going into the setup screen.

Clear Filter - Selecting this menu item will remove the filter if one is set. You will return to
viewing all records in your display.

Reporting Menu
The Reporting menu provides access to the custom report generator where you can create new
reports, and allows you to run and maintain previously created reports.

P RO This feature is only applicable to Database Oasis Professional Edition.

Create New Report — This option opens the Custom Report Designer at a new, blank report.

Run Report — This option opens the Select Report to Run screen, where you can select to print a
previously created report.

Delete Report — This option opens the Delete Report screen, where you can select to delete a
previously created report.
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Edit Report — This option opens the Edit Report screen. Selecting a previously created report at
this screen will open that report in the Custom Report Designer.

Child Displays Menu
The Child Displays menu appears if you have set up a child display. It allows you to open one or
more child displays.

P RO This feature is only applicable to Database Oasis Professional Edition.

[List of displays] — Each child display you have set up will appear on the menu. Selecting a
display from the list will open the child.

Buttons
The standard button set will appear on every display:

<o || < |[ > |[»» ]| @ad || Edt || Dekte || save | Cancel

When you’re designing a display, you have the ability to move these buttons, change the size,
change the color, and even change the text that appears on the button face.

Although you can change the appearance, the functionality of each button will remain the same for
all displays.

This button is called the Next button. It is used to scroll to the next record.

This button is called the Previous button. It is used to scroll back to the previous record.
This button is called the Last button. It will jump to the very last record.

This button is called the First button. It will jump to the very first record.

This button is used to add a new, blank record to your display.

This button will allow you to begin editing a record in your display.

This button is used to delete a record from your display.

This button is available if you are adding or editing a record. Clicking this will save
your changes.

This button is available if you are adding or editing a record. Clicking this will discard
your changes.

The following instructions reference these buttons by their default names. If you have changed the
text on any of the buttons, please substitute your button names when following the instructions.
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Adding Records

Once you have your display set up, you are ready to begin populating it with your data.
ADDING RECORDS TO A NEW DISPLAY

I Open the display to which you would like to add records.

2 If there are no existing records in a display, you will be at a blank record. All of the
buttons will be dimmed with the exception of the Add button and the record count on

the title bar will say (0 of 0):

[l

Passwords (0 of 0)
Display Data Sort  Filter FReporting

Description

Login/User ID

Password

Location _

[] On Line? *
URL b

[] Local Computer b
Path
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3 Click Add. The Delete, Save, and Cancel buttons will become available:

Passwords (1 of 1)
Display Data Sort  Filter FReporting

Description |
Login/User ID
Password
Location
-
[] On Line? '
URL b

[] Local Computer
Fath

: [ Delete ” Save ” Cancel ]

4 Input your data using the guidelines under Inputting Data, later in this chapter.

5  When you are satisfied with your changes, click Save. If you wish to discard the new
record, click Cancel.

7 Changes will automatically be saved if you move off
the record, for example, by scrolling to another
record, clicking the Add button, or closing the
display, without canceling. If you will be adding
multiple records, simply click Add again to save and

start a new record.
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ADDING RECORDS TO A DISPLAY WITH DATA
| Open the display to which you would like to add records.

2 When you first open the display, you will be at the first record that was added. The
Save and Cancel buttons will be dimmed out:

Contacts (1 of 7) =]
Display Data Sort  Filter Reporting

Name  Mary Jones

Address PO Box 7

City/State/ZIP Carlsbad CA 92008

Phone  |3pp-555-2386

(> > ] [ add [ Eit ][ Delete

3 Click Add. You will be at a new, blank record. The Save and Cancel buttons will
become available:

Contacts (8 of 8) =3
Display Data Sert  Filter Reporting

Name

Address
City/State/ZIF

Phane

Delete ][ Save ” Cancel

4 Input your data using the guidelines under Inputting Data, below.
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5

When you are satisfied with your changes, click Save, or click Add to save and start a
new record. If you wish to discard the new record, click Cancel.

Adding Records to a Child Display

P RO Child displays are only available in Database Oasis Professional Edition.

If you have a child display set up in Professional Edition, you can have one or more child records
associated with each parent record in the display. When you open the child level, you are
automatically viewing the records for the currently open parent. When you add a record at the child
level, it is automatically added to the current parent.

For example, if you have a display that stores information about classes offered at a school, you may
have a child level to capture students in each class. To add a student to a class, you would first
navigate to the class at the parent level, then add the student at the child level.

ADDING A RECORD TO A CHILD DISPLAY

]
2

Open the display to which you would like to add a record.

Navigate to the parent record to which you would like to add a child record. (For help
with locating the parent record, see Viewing Records, later in this chapter.)

Select Child Displays from the menu. A sub menu will open with the child display:

Business Contacts (1 of 23)

Display  Data  Sort Filker  Reporting | Child Displaysl

Caonkact Infarmation

Compary MEF Soluitonz, Ine. Billing

Type of Company | Sofhware

Select the child display to which you would like to add a record. The display will
open.

Click Add. You will be at a new, blank record. The Save and Cancel buttons will
become available:

Input your data using the guidelines under Inputting Data, below.

When you are satisfied with your changes, click Save, or click Add to save and start a
new record. If you wish to discard the new record, click Cancel.
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Copying Records

It is possible that you may have more than one record with very similar data. The copy feature lets you
quickly add a new record based on an existing record. The copy can be edited without changing the
original record.

ADDING RECORDS BY COPYING

I If you would like to make a copy of an existing record, select Copy from the Data
menu. A new record will be added with the exact same information as the original
record. You can now edit the new record without affecting the original record.

Editing Records

Editing is very similar to adding, with the exception that you are making changes to data that was
previously added rather than imputing new data.

EDITING EXISTING RECORDS
I Open the appropriate display.

2 Locate the record you would like to edit. (For help with locating records, see Viewing
Records, later in this chapter.)

Contacts (1 of 7) B3
Display Data Sort  Filter  Reporting

Name  Mary Jones

Address PO Box7

City/State/ZIP | Cadsbad CA 92008

Phone | 800-555-8986

(> )] [ add [ Edt ][ Delete
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3 Press the Edit button, or simply start typing in the field containing the data you would
like to edit. For example, you may want to change the P.O. Box in the above record to
a street address. Simply delete the contents of the Address field and type in the
desired street address:

Contacts (1 of 8) =3
Display Data Sort  Filter Reporting

Name  Mary Jones

Address 1523 Sunnyville Lang]

City/State/ZIP Carlsbad CA 92008

Phone  |3pD-555-2386

Deete [ Save ][ Conce

4 When you are satisfied with your changes, click the Save button. If you would like to
discard your changes, click Cancel. The record will revert to the original data.

Inputting Data

Data is entered into the fields on the display. When you click Add or Edit, your cursor will automatically
be positioned in the first field at the top of your display:

Passwords (1
Cursor

Display Filter  Reporting
Description | -
Login/User ID

Password

Simply start typing to enter or edit data. (Refer to the Windows® Basics section of Chapter 1 for help
with entering data in a field.) To move to another field, click in the field or press the Tab key on your
keyboard to move through fields in tab order. Unless another tab order was specified in the designer, the
default tab order is left to right, top to bottom.
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There are some rules that apply when entering data, depending on the type of field you’re working with.

Inputting Data in Text Fields

Text fields are the easiest fields to work with. To input data into a text field, simply start typing. Text
fields can contain any type of characters, including letters, numbers, and symbols. The only
limitation is the length of the field that was entered when the field was added. For example, if your
field has been set up to contain a maximum of 10 characters, you will not be able to type the 11®
character into the field.

When the text field was added to your display, a frame was created to display the data. It is possible
that the length of the field that was entered when the field was added allows more characters than
can be displayed in the frame. In this case the text will appear cut off:

CityfStatelZIP San Juan Cap| CA

In order to see the rest of the data in the field, you can either press the right arrow key on your
keyboard to scroll over:

Clty.-’State.-’ZIP an Capigtrand ]
Or you can click in it with your mouse and drag to the right:

City/State/ ZIF | e e

Inputting Data in Numeric Fields

Numeric type fields are limited to only containing numbers and the symbols related to numbers, such
as the decimal point, comma, and negative indicator. Numeric fields can be a maximum of 17 digits,
plus the decimal places. This will allow a number up to 99,999,999,999,999,999. Commas will
automatically be placed in the field at the thousands marks.

The number of decimal places you can put in the field depends on the settings that were selected
when the field was added. If the field was added to contain a fixed number of decimal places, the
numeric field will default to the selected formatting when you add a new record. For example, if it is
set to contain two decimal places, new records will contain 0.00 in the field. When you enter a
number in the field, pressing the decimal/period (.) key on your keyboard will move your cursor past
the decimal point so you can enter the decimal place data.

If the field has been configured to contain a variable number of decimal places, it will allow for a
variable number of decimal places, up to six. If you press the decimal/period (.) key on your
keyboard, it will place a decimal point at the cursor position.

To make a number negative, press the - key on your keyboard from anywhere in the field. The -
character will appear at the beginning of the number. To return the value to a positive number, delete
the - character from the field.
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Inputting Data in Auto-Incrementing Fields

Auto incrementing fields look like numeric fields, with the exception that you cannot manually enter
or edit data in the field. When you first add a record, O appears in the field; when you save the
record, the number automatically increments by 1 from last number used.

Inputting Data in Notes Fields

Notes fields are very similar to text fields, with the exception that you can wrap to multiple lines in
the field. You can also press Enter on your keyboard in the field to start a new line of text. A notes

field will look something like this:

MHotes |

The size of the field was determined when it was added to the display. If you enter more data than
can be seen, the scrollbar to the right of the field will be enabled, allowing you to scroll down to

view the hidden data.

Inputting Data in Date Fields
Date fields are pre-formatted to contain dates. As soon as you click in a date field, a popup calendar
opens:

(B
Friday, January 22, 2010
< January, 2010 >

sun Mon Tue Wed Thu Fri Sat

3 4 3 i 7 d 9
w11 12 13 14 15 14

17 18 19 20 21f 22 23

..............

24 2% 26 27 28 2% 30
31

Clear

The date at the top of the calendar shows the current day’s date. You can select today’s date at any
time by clicking on this section.

The left and right arrows on the top edges of the calendar let you scroll the display. The scroll
increment is indicated below the current date display. By default, the arrows scroll by one month at a

time.
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Click on the scroll increment indicator (in the above example, click on January, 2010) to zoom out
and scroll by year. Click a second and third time to scroll by decade or century:

| By Year | | By Decade | | By Century |
Friday,]a;ry 22,2010 Friday,J#r}' 22,2010 Friday,Ja*‘y 22,2010
< 2010 > < 2010-2019 > < 2000-2099 >
2000- 2010- 2020-
Jan Feb Mar Apr 2010 2011 2012 2009 2018 2028
2030- 2040- 2050- 2060-
May Jun Jul Aug 2013 2014 2015 2016 2039 2049 2059 2069
2070- 2080- 2090-
Sep Oct Nav Dec 2017 2018 2019 2079 2089 2099
Clear Clear Clear

When viewing by century, scroll to the desired century and click on the decade you would like. The
calendar will zoom in to the decade view. When viewing by decade, scroll to the desired decade and
click on the year you would like. The calendar will zoom into year view. When viewing by year,
scroll to the year and click on the desired month to return to the default view.

Once you have located the appropriate month and year, click on the desired date. The date will be
entered in the field. The date format will default to the format you have set up in Windows.

You can edit the date by typing in the field, or by selecting a different date from the pop-up calendar.

To edit the date using the calendar, click on the calendar button to the right of the field to reopen the
pop-up calendar.

To edit the date by typing in the field, enter the appropriate value in the first section of the field:
Braczoor (]

In the example above, you would enter the month. You can also increment the value by pressing the
up or down arrow key on your keyboard.

Once you have entered the desired value, use the right arrow key to move to the second section:
482007 [

You will only be able to enter a valid date value in each section of the field. For example, you cannot
enter 20 in the month section of the field.

To remove a date from the field, open the calendar and click Clear.
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Inputting Data in Check Boxes

Check boxes are a simple yes/no flag. They appear on the display as a small box, followed by a
name indicating what the check box is used for:

[] Customer sccepts Mailings

In the above example, the check box indicates whether or not the customer accepts mailings. Data is
entered in the check box by clicking in it, or tabbing to the check box and pressing the spacebar on
your keyboard. Either action will toggle the check mark in the box:

Cugtomer Accepts Mailings

Using the above example, a mark would indicate that the customer does accept mailers. No mark
would indicate that the customer does not accept mailers.

Inputting Data in List Fields

List fields appear with a small arrow next to the field:

When you click on the arrow, a list of options appears:

Mailer

Okher
Referral
Web Site
Yellow Pages

This list contains the values that were set up for the field. Clicking on an option places that item in
the field:

Yellow Pages [v]

When the list field was set up, the person who created the field was given the option to allow users
to type in the field, or limit it to only allow entries selected from the list. If the field has been
configured to allow you to type in the field, you will be able to click in the field and a cursor will
appear. If the field has been configured to only allow selections from the list, when you click in the
field the list will open.
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Inputting Data in Picture Fields

A picture field will initially appear as an empty frame:

Picture

In order to enter a picture in the field, you must select the graphic file you would like to use. To
select the file, simply double click in the field to open a Windows Open dialog.

PROWhen you select pictures in Professional Edition,
make sure that they are stored on a shared network
drive and that all users are mapped with the same
drive letter.

As soon as you select a graphic file, the Picture screen will open:

Picture for thiz Record

(3 Picturs

| C:APictureshmuztang. png |

[ Select Picture \

) Clear Picture

Cloze
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This will display the path to the graphic, as well as a thumbnail of the selected picture.

The proportions of the sample may or may not match
the proportions of your picture field on the display.

If you would like to change the picture, click Select Picture to access the Windows Open dialog
again. When you are satisfied with your picture selection, click Close. The selected picture will be
displayed in the field:

Pizture

To change or remove a picture, simply double click again to access the Picture screen. To change the
picture, click Select Picture. The Windows Open screen will appear. To remove the picture, select
Clear Picture. The picture field will return to the empty frame.

%

As you make changes to the picture, they will
automatically be saved to the picture field. If you
would like to cancel the changes, click the Cancel
button on the record.
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When you add a picture, what is actually saved is the path to the graphic file. If the file is ever
deleted or moved, the picture in the record will be replaced with a red X:

Picture

Double click on the picture field to clear the path reference or select another graphic file.

Inputting Data in Calculated Fields

Calculated fields allow you to perform math on numeric fields, or string together two fields or a field
and another value. (Refer to Using Calculated Fields on Your Display in Chapter 6 for more

information on the types of calculations that are available.)
Calculated fields will appear dimmed out on your display:
Total

The data in the field is populated automatically based on the calculation as soon as a record is saved.
Calculated fields do not require or allow any manual data entry.

Inputting Data in Child Rollups

P RO Child displays are only available in Database Oasis Professional Edition.

If you have a child display set up in Professional Edition, you can have multiple child records
associated with each parent record in this display. Child rollups allow you to view a table with
information from the child level. As you scroll through your records, the information will update to

reflect the children associated with the current parent record.

|' Student Name | Fhone Murmber | E-mail Address | Paid? |
»
Andrew Pipps 949-555-2233
¥elly Jacobs 826-555-0923 Smilevkat123@SomeMail. ... |

| I |
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If you have the child level open, any filter or sort order set at the child level will be reflected in the
rollup. (Refer to the Sorting Records and Filtering Records sections, later in this chapter, for details.)

The data that appears in the rollup is pulled from the child level. To modify it, you must open the
child level and edit the child record directly. (See Opening Child Displays, earlier in this chapter, for
details.)

Inputting Data in Parent Fields

P RO Child displays are only available in Database Oasis Professional Edition.

If you have a child display set up in Professional Edition, you can display data from the parent
record on the child level. Parent fields are display only and must be edited on the parent level. These
fields will appear like normal fields, except you will not be able to edit them.

"Class Title" Daka  Sort Filker  Reporkting  Child Displays
at the parent
level Intraduction to Photography

Students (1 of 3)

Display ~ Data  Sort  Filker  Reporting
Display-cnly

"Class Title" at

the child level

Class Title  Introduction to Photography
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Viewing Records

Records can be viewed in two formats: the single record view or the list view. By default, when you first
open a display, you will be viewing the first record you added in single record view:

Contacts (1 of &) [5e]
Display Data Sort  Filter  Reporting

Name Mary Jones

Address PO Box 7
City/State/ZIP Cadsbad CA 92002

Phone | 300-555-8986

> |[>| [ md || Edt || Delete |

Using this example, all of the information on this page belongs to Mary Jones. Any changes that you
make to this record will only affect Mary Jones.

The title bar of the display tells you how many records are in your display and what record you are
currently viewing:

In the above example, you are viewing record 1 of 8 total records in the display.

%

It is possible to set a filter so you only view a sub-set
of records in your display. If a filter is set, the record
count will show the number of records in the filter.
Refer to Filtering Records, later in this chapter, for
more information.
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Scrolling

You can move to the next record by using the scroll buttons:

RiEENEY

Use the Next button to view the next record that was added to the display:

Contacts (2 of 8) (5]
Display Data Sort  Filtker Reporting
Name Joe Smith
Address 4130 Orange Ave.
City/State/ZIP Oceanside CA 32056
Phone  750-555-1362
|:: || < | * B [ Add ” Edit || Delete |

You are now viewing information related to Joe Smith. Any changes you make here will only affect
Joe’s record. If you click the Previous button , you will move back to Mary Jones’ record.
Unless you have a sort set, you will scroll through the records in the order in which they were added.
(See Sorting Records below for more information.)

Since Mary Jones’ record was the first record added to the display, clicking the First button
will automatically take you to her record. (If you are sorting your records, it will take you to the first
record in order of the sort.)
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To quickly move to the record that was added most recently (or the last record in order by your sort)

click the Last button :

Contacts (8 of &) @
Display Data Scrt  Filker  Reporting

Name | Linda Guterez

Address 53 West Lake Way: Unit 22
City/State/ZIP Vista CA 52503

Phone 760-555-9932

[«<][<] ["Add || Edt || Delete |

If the Next and Last buttons dim out, it means you are at the very last record:

If you do not have any records in your display, or you have only one record, all four buttons will be
dimmed out:
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Sorting Records

Sorting lets you control the order in which records are presented. For example, if you have a display
that contains contact information, you may want to sort by last name. Records will appear in order of
the sort when scrolling, in the list view, when printing, and when exporting. If there is no sort in
place, such as when you first open the display, records will appear in the order in which they were
added.

SORTING RECORDS

I Open the display you would like to sort.

2 From the menu inside the display, select Sort By from the Sort menu:

ern [nformation Sork By,

lescription Saved Sorts

I Clear Sort -
28

3 The Sort By Field screen will open:

Sort By Field X
IJze Saved Sort
[ B
Sart By
| v

(*) Ascending () Descending

Then By
| v
(*) Ascending () Descending

Then By
| v)

(%) Ascending O Descending

LCancel
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? If you have previously set up a sort and saved it, you
can select it from the Use Saved Sort list. The screen
will update to show the sort criteria. Refer to Saving
and Recalling Sorts, later in this section, for details.

4 Click the arrow next to the list field in the Sort By section and select the field on
which you would like to sort. For example, if your display contains names and
addresses and you want to see people in order by last name, you would select the field
that contains last names.

5 Select the Ascending radio button if you would like to see records in alphabetical
order going from A to Z. If your field is a numeric field, this will go from the smallest
number to the largest.

Select Descending if you would like to see records in alphabetical order going from
Z to A, or numbers going from the highest to the lowest.

If you have a text field that contains numbers (rather than a numeric field type), it
will sort by the value of each digit in order. So 10 would be seen as 1 and 0 as
opposed to ten. For example, sorting in ascending order with a character field, the
numbers 1 through 10 would sort:

1

10

2

3
etc...

To have records sort by the value, make sure your field type is numeric.

If you are sorting on a check box, records with unmarked check boxes will appear
first in ascending order, followed by records with marked check boxes.

If you are sorting on a notes field, the records will be sorted in order of the first
characters in the field. Numbers in the first position of a notes field will sort
following the rules for text fields.

6 Use the second and third sets of sort criteria if you would like to sub-sort. This is
useful if several records will have the same value in the field you selected as the
primary sort. This allows you to further sort those matching records based on another
field.
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For example, if you have a display that contains names, you could sort on last
name, then by first name. A display that contains:

First Name Last Name

Larry Smith
Maria Ruiz
Bob Adams
Kurt Smith
Adam Kuznetsov
April Smith
Would sort like this:
First Name Last Name
Bob Adams
Adam Kuznetsov
April Smith
Kurt Smith
Larry Smith
Maria Ruiz

You could use the third sort criterion to put people with the same first and last name
in order by ZIP code.

7 If for any reason you would like to clear your sort and start over, click the New
button. The fields blank out so you can start from scratch.

8 Click Run to set the sort. Now when you scroll through your records, they will appear
in the order you specified.

9 When you are done using the sort, select Clear Sort from the Sort menu to return to
viewing records in the order in which they were added.

Saving and Recalling Sorts

Once you have set up a sort, you can save it for quick access in the future. For example, if you
frequently need to see your address book in order by last name, then first name, you can create a sort
on those values and recall it, without having to set it up each time.

In addition to being able to quickly set a previously saved sort, you can access any saved sort in the
Sort By Field screen where you can modify it if necessary, or quickly create a new sort based on an
existing one.

SAVING SORTS

I Set up your sort following the instructions under Sorting Records, above.

2 As soon as you select a field in the Sort By section, the Save button becomes
available.

Chapter 7 — Working with Records in Displays « Page 209



Viewing Records

3 Click Save.

4 The Save Sort screen opens:

Save Sort

Mame | I ew Sort Definition

[ Q. H Cancel ]

5 Enter a name for your new sort in the Name field.
6 Click OK.

7 You will return to the Sort By Field screen with the name of your new sort in the Use
Saved Sort list:

Sort By Field

IJze Saved Sort

| Laszt Mame, First Hame w |

[ Mew H Save ][Save.ﬁ.s]

& To set the selected sort, click Run.

USING A SAVED SORT

I If you would like to set a saved sort without going back into the Sort By Field screen,
select Saved Sorts from the Sort menu.

2 The Saved Sorts screen will open:

Saved Sort rz|

Last Mame, First Mame
ZIF Code

Cloze
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3

Select the desired sort from the list and click Run. Your records will be in order by
the sort.

MODIFYING A SAVED SORT

1

7

Select Sort By from the Sort menu to open the Sort By Field screen.
Select the sort you would like to modify from the Use Saved Sort list.
The Sort criteria fields will update with the settings from the selected sort.

Make any desired changes to the sort. At this point, you have the option to overwrite
your existing sort, or save a copy to a new name.

To overwrite your existing sort, just click Save.
To save a new copy, click Save As. The Save Sort screen will open where you can
name your new sort. When you click OK, both the original sort and the new sort will

be in the Use Saved Sort list, with the new sort selected.

Toggle between any of the saved sorts by selecting them from the Use Saved Sort list.

DELETING A SAVED SORT

1

If you no longer need a sort you previously saved and would like to delete it, select
Saved Sorts from the Sort menu.

The Saved Sorts screen will open.

Highlight the sort you would like to remove and click Delete.

If you delete the sort that is currently being used in
the display, it will be cleared. Your records will go
back to the order in which they were added.
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Filtering Records

Filtering your data allows you to only work with a select group of your records. For example, if you
are working in an advertising campaign display, you may want to only view records for customers
who accept e-mail solicitations.

Database Oasis Basic Edition lets you set a filter on one field. Database Oasis Professional Edition
lets you set a filter on up to 12 fields.

If you are viewing a child display in Professional
Edition, a filter is automatically applied to show only
records associated with the current parent. Any filter
you set at the child level will be applied on top of the
parent record filter.

Filters in Basic Edition
SETTING A FILTER IN BASIC EDITION

I From the menu inside the display, select Set Filter from the Filter menu:

Display Data Sort Filter  Reporting
hem Infomation | SetFilter |
Description Manitor Saved Filters

User IK Clear Filter

2 The Filter screen will open:

Filter X
Ilze Saved Filter |_ v|

Show Records Where

Field | v |
Camparizan | W |
Yalue | |

[ Run H Cancel ]
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? If you have previously set up a filter and saved it, you

can select it from the Use Saved Filter list. The screen
will update to show the filter criterion. Refer to
Saving and Recalling Filters, later in this section, for
details.

3 The Field drop-down list will show all of the fields in your display (with the
exception of picture fields). Select the field that you would like to use in your filter
from the list.

Comparisons let you specify how the value in a field should compare to the value in

the filter criterion when determining whether or not the record should be included in
the filter. The Comparison drop-down list will include all of the comparisons that are
available for your selected field type.

Equal = A record will only be included in the filter if the value in the field in
your display exactly matches what you enter in the Value field in your filter.
(The capitalization does not need to match.)

On = This option appears if you have selected a date field. It functions the
same as Equal.

Does Not Equal = A record will only be included in the filter if the field does
not match what you enter in the Value field in your filter.

Is Greater Than = If your field is numeric, a record will only be included in
the filter if the numeric value in the field is higher than what you enter in the
Value field in the filter. For example, if you have a display for accounts
receivable, you could use this to only view clients who have a balance over
$1000.

If you have a character field, a record will only be included if the first
characters in the field are later in the alphabet than what is entered in the
Value field. For example, if you have a display that contains names and you
would like to work with people whose last name starts with M or later, you
could use this comparison with L as the value. If you have to stop working
after just getting through the Mc's, in your next work session, you could enter
Mc in the Value field and easily pick up where you left off.

If you have a character field that contains numbers, the software will analyze
each number in order, rather than the value of the number. For example, if you
enter Is Greater Than a Value of 9 and have a record with 11 in the field, the
filter will look at the 1 in the first position and the record will get filtered out.
If you are working with a numeric field instead, the software will recognize 11
as being greater than 9 and include the record in the filter.
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After = This option appears if you have selected a date field. It functions the
same as [s Greater Than.

Is Greater Than or Equal = This is similar to Is Greater Than, with the
exception that it includes records that match what is entered in the filter
Value, whereas Is Greater Than does not. For example, if you have a display
that contains names and you enter L as the Value using Is Greater Than, you'll
get everyone with a last name starting with M or higher. If you use Is Greater
Than or Equal, you'll get everyone with a last name starting with L or higher.

On or After = This option appears if you have selected a date field. It
functions the same as Is Greater Than or Equal.

Is Less Than = This work exactly the same as Is Greater Than, only it includes
records where the number in a numeric field is smaller than the Value, or
characters in a character field are lower in the alphabet than the specified
Value.

Before - This option appears if you have selected a date field. It functions the
same as Is Less Than.

Is Less Than or Equal = This works exactly the same as Is Greater Than or
Equal, only with records where the value/character is lower than what is
specified in the Value field.

On or Before = This option appears if you have selected a date field. It
functions the same as Is Less Than or Equal.

Contains = This is similar to Equal, but only requires that the field contains
the value, rather than requiring that it exactly matches. For example, you may
have first and last names in a single field. Using Contains with a value of
Smith will bring up John Smith and Mary Smith. If you used Equal, it would
only bring up records where Smith was the only thing in the field.

Does Not Contain = This is similar to Contains, but will include records that
do not have the specified value in the field.

A

The Contains and Does Not Contain options are only
available for text and notes fields. (These are the only
options available for notes fields).

If you have selected a check box field, the only
available comparison is Equals.
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If you have selected a date field for your filter, Not
Equal, Contains, and Does Not Contain options will
not be available.

5 Enter the value that should be compared to the data in the selected field. (See step 4,
above, for a discussion on how the records will be analyzed against this value with
each comparison type.)

e [f you have selected a text, numeric, notes, or calculated field for your filter,
type the value in the field or leave the value blank to search for empty fields.

e [f you have selected a date field, click the icon next to the field to select a date
from the pop-up calendar.

e [f you have selected a list field, click the icon next to the field to select the
value from the list. If your list field allows you to type in the field rather than
just selecting from the list, you can also type in the filter value or leave the
value blank to search for empty fields.

e [f you have selected a check box field, the Value field provides a list that
contains Checked or Unchecked. Select the appropriate option from the list.

6 Click Run to execute your filter. When you scroll through your records, only records
that meet the filter will be included. Records that do not meet the filter will be hidden.
The record count on the display’s title bar will update to show the number of records
in the filter:

/" When you are ready to return to viewing all records, select Clear Filter from the Filter
menu.

Filters in Professional Edition

P RO Multi-line filtering is an advanced feature that is only available in Professional Edition.

SETTING A FILTER IN PROFESSIONAL EDITION

| From the menu inside the display, select Set Filter from the Filter menu:
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2 The Filter screen will open:

Filter X

Use Saved Fiter | MMM | [ new |

Show Recordz wWhere

[ Fizld Comparizon W alue ] And/Or
|| vl | vl | | ]| vl

Walidate [ Run H Cancel ]

? If you have previously set up a filter and saved it, you
can select it from the Use Saved Filter list. The screen
will update to show the filter criteria. Refer to Saving
and Recalling Filters, later in this section, for details.

3 Add the first filter line using the guidelines under Setting a Filter in Basic Edition,
above.

4 To add the next line, open the And/Or drop down list and make a selection using the
following guidelines:

e Select And if you would like the filter to only include records that meet both
criteria.

e Select Or if you would like the filter to include record that meet either criteria.

5  When you make a selection from the And/Or list, a second line will be added to the
filter screen:

Filter 3
UseSavedFiIter| v| [ Mew ]

Show Records Where

[ Field Comparizon Walue ] And/Or
| V| |L|nu:|er Warranty v| |Equals V| |Ehecked V| | v| |EIr v|
| =] v | v | [ & vl

Valdate | [ Run ][ Cancel ]

6 Continue adding lines (up to 12) until all of your filter conditions are entered.
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7 Use the open and close parentheses fields to group your filter criteria. For example:

Filter 3
UseSavedFilter| v| [ Mew ]

Show Fecords where

[ Fizld Comparizon W alue ] And/Or
|[ v| |LInu:Ier W arranty v| |Equals v| |Ehecked v| | v| |.-i'n.n|:| v|
| v| |Heplacement Coszt v| |Is greater than v| |5EIEI | |] v| |EIr v|
|[ v| |L|nu:|er Wi arranty v| |Equals v| |L|nu:heu:ked v| | v| |.-i‘-.n|:| v|
| V| |Heplacement Coszt V| |Is lezz than V| |5EIEI | |] V| | V|

Walidate | [ Run H Cancel ]

The above filter will find records where either

(Under Warranty is checked and Replacement Cost is more than $500)
Or
(Under Warranty is not checked and Replacement Cost is less than $500)

You can select up to three parentheses, which allows you to create up to two sub-
groupings.

8 If you need to remove a line, select Remove Line from the And/Or list. The lines
below will move up.

When you remove a line, be sure to check your
And/Or value on the line above to make sure it is still
applicable. If you are using groupings, you should
also check your parentheses to make sure they are
still valid.

If you have the maximum number of lines in a filter,
the And/Or field is dimmed out. To remove the last
line, you must first remove one of the lines above.
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9 When you have finished creating your filter, click the Validate button. This runs a
check on the filter to make sure that it is valid. If the filter is invalid, check the
following:

e Make sure that the Field, Comparison, and Value fields are filled in for all
lines.

e Make sure that you have an even number of open and close parentheses, and
that the open parentheses are before the close parentheses.

e Make sure that the value is compatible with the field type on all lines. (For
example, you cannot have a letter in a numeric field.)

10 Once you are satisfied with your filter, click Run. When you scroll through your
records, only records that meet the filter will be included. Records that do not meet
the filter will be hidden. The record count on the display’s title bar will update to
show the number of records in the filter:

11 When you are ready to return to viewing all records, select Clear Filter from the Filter
menu.

Saving and Recalling Filters
Once you have set up a filter, you can save it for quick access in the future. This is especially useful
in Professional Edition if you have filters with multiple criteria.

In addition to being able to quickly set a previously saved filter, you can access any saved filter in
the Filter screen where you can modify it if necessary, or quickly create a new filter based on an
existing one.

SAVING FILTERS

I Set up your filter following the instructions under Setting a Filter in Basic Edition or
Setting a Filter in Professional Edition, above.

2 Click Save.

3 The Save Filter screen opens:

Save Filter

4 Enter a name for your new filter in the Name field.
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5 Click OK.

6 You will return to the Filter screen with the name of your new filter in the Use Saved
Filter list:

Iz Saved Filter | Qverdue W

Sl Barards Wikara

7 To set the selected filter, click Run.
USING A SAVED FILTER

I If you would like to set a saved filter without going back into the Filter screen, select
Saved Filters from the Filter menu.

2 The Saved Filters screen will open:

Saved Filters rz|

Qverdue
Active
Inactive

Cance

3 Select the desired filter from the list and click Run. When you scroll through your
records, only records matching the selected filter will appear.

MODIFYING A SAVED FILTER

I Select Set Filter from the Filter menu to open the Filter screen.
2 Select the filter you would like to modify from the Use Saved Filter list.

3 The filter criteria fields will update with the settings from the selected filter.
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4 Make any desired changes to the filter. At this point, you have the option to
overwrite your existing filter, or save a copy to a new name.

5 To overwrite your existing filter, just click Save.
6 To save a new copy, click Save As. The Save Filter screen will open where you can
name your new filter. When you click OK, both the original filter and the new filter

will be in the Use Saved Filter list, with the new filter selected.

7 Toggle between any of the saved filters by selecting them from the Use Saved Filter
list.

DELETING A SAVED FILTER

I If you no longer need a filter you previously saved and would like to delete it, select
Saved Filters from the Filter menu.

2 The Saved Filters screen will open.

3 Highlight the filter you would like to remove and click Delete.

If you delete the filter that is currently being used in
the display, it will be cleared. You will go back to
viewing all records.

Searching for Records

If you wish to locate a specific record, you can use Find to search your display for a value in a text
or notes field. For example, you may have a display that contains your customers and wish to locate
the XYZ company. If you know that the text “XYZ” will be located in the Company field, you can
use Find to search for the record.

Find at the Professional Edition child level only
searches the current parent.

SEARCHING FOR RECORDS

I Open the display containing the record you would like to locate.
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2 Open the Find screen using one of the following methods:

e From the File menu, select Find:

Display | Data | Sort Filter Repo
Weminfon  Find  CtrlsF |

Descriptic Setup List View

User Saved Lists

Lacation Irnport

Serial Nur Export

Date Pun Copy

Links

CWahe |

e Press CTRL+F on your keyboard.
3 The Find screen will Open:

Find X

Find Recordsz

Find | |

I Field | v |

Cloze

4 Select the field that contains the data you’re searching for from the In Field list.
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5 Enter the text that identifies the record you would like to locate in the Find field. For
example, if you wanted to locate a customer record for the XYZ company, you could
enter XYZ in the field.

3

The search will locate whole words, anywhere in the
field. For example, you may search a field that
contains first and last names for Sam. It would find
“Sam Smith”, and “Mary and Sam Jones”, but it
would not find “Samuel Baker”. Be aware as well that
differences in punctuation could cause a record not to
be found. For example, if you are searching for Inc. in
a company field, a record containing Inc without the
period would not be located in the search.

6 Click Find Next or press ALT+F. The first record that matches your search criterion
will open. If this is not the record for which you are looking, press Find Next again.
The search will continue to bring up matching records until it has gone through all
records in your display.

3

If you have a filter set, Find will only locate records
that are within the filter. If you wish to locate a record
that is outside of the current filter, remove the filter
before searching.

'/ Click Close when you are finished searching.

Viewing Records in a Child Display

P RO Child displays are an advanced feature that is only available in Professional Edition.

Viewing records in a child display is very similar to viewing records in any other display. You may
scroll records and set sorts and filters just like you would at the parent level. The one notable
exception is that when viewing or searching for records at the child level, you will only see the
records for each parent.
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The title bar of the display indicates how many child records are associated with the current parent:

In this example, there are four call log records associated with the B&G Auto parent record. In the
same display, there are only two call logs for the Nancy Winters parent record:
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If you’ve added a child rollup to the parent level, you can also see details of the child records in the
rollup, without opening the child level:

she called bec spilled O on her
waon't hurt her data and helped her orde

Customer needed help setting up her new computer. I walked her
through the setup.

If you set a sort or filter at the child level, it will be reflected in the parent level rollup.

If you have more than one child level associated with your display, you can have multiple child
rollups and view data from each child independently.

Display Data Sort Filter Reporting  Child Displays

Customer Name |B&G.Mto | Support Contract History

jietertime Hitnhes |800-555-4687 | [ [ contractN... [ Purchase ... [ Expiration ...
i » |%318-279

¥318-351 6/24/2007  6/24/2008
¥379-003 8f15/2002  8/15/2010
P3820-293  1/7/2011 1/7f2012

r called reporing printer problems. After -
ion, it was d ined that the computer
g g turned off, They

turned it back on and all was fine.

Hard drive crash on #4 workstation, Had them send

5/10/2010 Trung the hard drive to us to see if we can recover the data.

Mone of the data on the drive was recoverable,
5/20/2010 Trung Informed the customer,

Customer needs to add a new load balancer to their
network, They haven't yet purchased the hardware, I

2{18/2011 Andy B. made the standard recommendation and helped them
come up with an architecture plan. They will purchase
the equipment and call back if they need help.

-[ Add ][ Edit ” Delete: ” Save H Cancel
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Viewing Records in List View

List View provides a tabular list of your records. This is convenient because it allows you to see
more than one record at a time and compare data from multiple records side-by-side.

Lists may be set up for one time viewing, or saved for future access.
SETTING UP LIST VIEW

I Open the display that contains the data you would like to view.

2 From the Data menu, select Setup List View:

Display | Data | Sort  Filter Repoi
 tem Infon Find  Ctr+F |
Descriptiel  Setup List View |

User Saved Lists
Location Import
Serial Nur Export
Date Pun Copy ]
Links ]
Vahe =
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3 The Select Fields screen will open:

Select Fields

X

Select Fields:
Axvailable Fields Selected Fields

Appraizal Yalue
Appraized?
Brand

Cost

D ezcription
E ztimated Value
[tem

Lacation in Hame
Photo of Item
Quantity

Senal Mumber
Year Purchazed

Select

=/ =/

Cancel

4 This screen allows you to control what fields are shown in the list and in what order
they appear. The Available Fields box provides the list of fields in your display. To
include a field in the list view, double click on it or highlight it and click the Select
button. The field will move from the Available Fields list to the Selected Fields list.
To select all fields, click Select All.

5 If you have selected a field and decide you do not want to view it in the list, double
click on it in the Selected Fields list or highlight it and click Remove. It will move
back to the Available Fields list. If you would like to clear the Selected Fields list and
start over, click Remove All.

6 When the list view is displayed, fields will be shown in the order that they appear in
the Selected Fields list. The arrow buttons next to the Selected Fields list allow you to
move fields up or down in the list to change their order in the list view. Highlight a
field in the Selected Fields list and click the appropriate button until the field is in the
desired position.
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7 Click OK to open the list view with the selected fields:

Household Inventory - [List View]

Ilze Saved List | w

Phota, .. | Ikem Location in... | Appraised? Quankity Estimated ... | Descripkion
Anki-theft GPS tracking syste

These are antiques brought E
Living room 2 35,00 by Lowd around 1938,

ey This is the Midnight Blossoms
4 China Dishes  China Cabinet ] 20 450,00 been discontinued and gone

SN with leather package
Murrana Driveway ] 1 0.00

We have one an Charles' des

- Flat screen .., Den ] z 250,00 Mine.

=

(<] i |

[ Sawe List ] [F‘rint Current ] [ Frint Lizt ] [ Cloze ]

8 The grid on the screen shows the records in your display. Each row is a separate
record. Each column is one field in the record. Using the example above, the first row
contains information about the Ford Mustang. The second row contains information
about the sliver candlesticks, and so on.

9 The list view will open at a default size. If you have more columns than can be
displayed, a horizontal scroll bar will appear at the bottom of the screen. If you would
like to make the screen wider to accommodate more fields, hover your mouse along
the right edge of the screen. It will change to a double headed arrow. Click and drag
to size the screen.

10 A solid gray area below the grid, as shown in the example above, indicates that the
default height of the list view is taller than what is necessary to accommodate the
number of records being displayed. If there are more rows of data than can be
displayed, the gray area will not be seen and a vertical scroll bar will appear along the
right edge of the screen. If you would like to make the screen taller to accommodate
more records, or you would like to make it smaller to remove the space below
records, hover your mouse along the bottom edge of the screen. When it changes to a
double headed arrow, click and drag to size the screen.

Chapter 7 — Working with Records in Displays « Page 227



Viewing Records in List View

11 If there is more text in the field than can be displayed, it will be followed by an
ellipsis (...). If you hover your mouse over the field, the full contents of the field will
be visible in a tooltip.

12 You can change the size of the columns or the height of the rows by clicking and
dragging. Simply hover your mouse over the bar between the field names:

| Photo, .‘.'T!tem |

13 Or the bar between the rows in the first column:

14 The mouse will change to a double headed arrow. Click and drag to change the size
of the column or the height of the row:

Household Inventory - [List View]

Ilze Saved List | w

Phokao af Tkem Location in... | Appraiseds Quankity Eskimated ... | Descripkion |i|
Anti-theft GF

- | Mustang Garage 27,210.00

| Silver Candl... Living room

This is the Mi
been discont

China Dishes  China Cabinet ] 20 450,00

.
I |

Sawve List ] [F‘rint Current ] [ Frint List ] [ Cloze ]
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? If you double click on the bar between the field
names, the column will automatically size to
accommodate the field with the most data.

15 If you change the height of a row, all of the rows will adjust to the new size. The only
exception to this is notes fields. The height of records with notes fields will be
automatically adjusted to display all of the text in the note and cannot be sized
smaller.

16 If you have picture fields in your display, the picture will shrink to fit the field in the
list, but will maintain its relative proportions. For example, if your picture is 4 inches
tall by 2 inches wide, and you size the field in the list to be 1 inch square, the picture
will appear 1 inch tall by 0.5 inches wide. If a picture is smaller than the field in the
list, it will appear centered in the field at its actual size. Rows with picture fields have
a default minimum height of 50 pixels and cannot be sized smaller.

17 The list view can be left open while you work in your display, allowing you to work
with the list and individual records at the same time. This list will be synchronized
with the records you are viewing in your display. If you have a filter in place, only
records that match the filter will be shown here. If you have a sort in place, records
will appear in the order of the sort.

18 The record that is showing in your display will also be selected in the grid. The gray
arrow in the first column indicates the current record:

Household Inventory - [List View]

Ilze Saved List |

Phioko of Ikem Location in...

Current
Record

- |Mustan g Garage

Sitver Candl... Living room
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19 In the above example, the Ford Mustang is selected, and therefore the record
currently open in your display:

Household Inventory (1 of ) =23
Display Data Sort  Filker  Reporting

tem | Mustang

Band  Ford
Serial Mumber | 4F02F23551

Cost § 28.523.00 Estimated Value § 17.210.00
[] Appraised?  Appraisal Value $ 0.00) S
‘Year Purchased | 2004 Quantity 1

Location in Home | Garage

Fhofograph in nomal location in home

Description  This has antitheft GPS tracking | -

-

([ e ][ e

20 If you change records in your display view, the arrow will move to the appropriate
line in the list. If you click on a different record in your list view, the arrow will move
and your display view will update to show that record.

21 If you would like to save your list view so it may be quickly accessed again later,
refer to Saving List Views, below.

22 When you are done working with the list view, click Close to exit the screen.

Saving and Recalling List Views

Once you have set up your list view, you can save it for quick access in the future. This is especially
useful if you have a particular view that you will need to access and/or print regularly.

SAVING LIST VIEWS
I Set up your list view following the instructions under Setting up List View, above.

2 Once you have the list how you want it, including the size of the window and
columns, click Save List.
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3 The Save List View screen opens:

Save List YView

4 Enter a name for your new list view in the Name field.
5 Click OK.
6 You will return to list view with the name of your new list in the Use Saved List field.

VIEWING SAVED LIST VIEWS

I Select Saved Lists from the Data menu to open the Saved Lists screen.

Saved Lists r>_<|

Address Info.
[Fventony Check,
Ligt far Monthly Report

Cloze

2 Highlight the list you would like to view and click Run.

3 List View will open to the selected list.
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4 If you would like to modify the size of the size of the window or columns in the saved
list, make any necessary changes following the guidelines under Setting up List View,
earlier in this section. When you are satisfied with your selections, click Save List.
The next time you open the list view, the changes will be reflected.

If you don’t save the changes, the list view will revert
to the last saved size the next time it is opened.

If you save changes to the size of the window and
columns, the changes will be in effect for all users in
Professional Edition.

5 If you would like to view a different list, select it from the Use Saved List field. You
may toggle between any of your saved list views.

DELETING A SAVED LIST VIEW

I If you no longer need a list view you previously saved and would like to delete it,
select Saved Lists from the Data menu.

2 The Saved Lists screen will open.

3 Highlight the list view you would like to remove and click Delete.

Editing Data in List View
You can edit and add data directly in the list view. This can be particularly useful if you need to
make quick changes to multiple records.

EDITING DATA IN LIST VIEW

I Open the list view and size the screen, rows, and columns as desired.
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2 Click in the field you would like to edit. When you click in a field, a cursor will
appear in the field and a pencil will appear in the first column:

Household Inventory - [List View]

Ilze Saved List | w |

Photo of Ikem | Item | Location in. .. | Appraised? | Qua

Sikver Candl... Living room z

Pencil

Flat screen ... Den [] 2

3 In the above example, the Location in... field for the Nissan Murrano is selected.
Type at the cursor point to make edits as you would in display view.

4 Use the following guidelines for editing different field types:

Text Fields — There are no differences when editing text fields in list view versus
display view.

Numeric Fields — There are no differences when editing numeric fields in list view
versus display view.

Date Fields — The calendar icon will only appear in the date field when you click in
the field. Also, the up and down arrow keys will move you to the next and previous
records, rather than incrementing the date.

Chapter 7 — Working with Records in Displays « Page 233



Viewing Records in List View

Check Boxes — Check boxes appear as a box in the column:

O]

You can edit check boxes by either clicking on them, or clicking in the column and
pressing the spacebar on your keyboard.

List Fields — The arrow will only appear in the list when the field is selected. Other
than that, there are no differences when editing a list field in list view versus display
view.

Picture Fields — You cannot edit picture fields in list view.

Notes Fields — Edit data in a notes field by simply typing in the field. If the field is
sized smaller than necessary to accommodate the text you enter, scroll bars will
appear to the right of the field:

| skarking next tuesday.| E

Click the buttons to scroll up or down to view additional data.

Sally is going out of town for a week, E

As soon as you click out of the notes field, it will expand to accommodate the data:

Sally is going out of town For a week starking
next tuesday,

5 As soon as you make a change to the data, the pencil will be replaced with an
insertion cursor, indicating you are editing a record:

6 Changes will be saved as soon as you leave the field.
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Linking to Records

Links let you associate files on your computer, websites, and e-mail addresses with a Database Oasis
record. When you have the record open, you can access the link screen and quickly launch the
associated item. For example, you may want to be able to view the .pdf file of an unpaid invoice from a
vendor record, open a software program from the Software Inventory display, or launch your music
player to listen to a song in the Music Catalog display.

Links work using your Windows file associations. These associations tell Windows what software to use
for various types of files. If you can double click on a file in Windows File Explorer and have it launch,
you can launch it directly from within Database Oasis. Refer to your Microsoft Windows documentation
for help with Windows file associations.

Linked items remain stored on your hard drive in their
original location. They are not copied to the database.

LINKING ITEMS TO A RECORD

I Open the display that contains the record to which you would like to link a file.

2 Locate the desired record and select Links from the Data menu:

Sort  Filter Reporting
Find Ctrl+F

Setup List View

Saved Lists

Irmport

Export
Copy

Links
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3 The Manage Linked Items screen will open:

Manage Linked Items

Launch
Add

Delete

Change

Cloze

IIIIIm

4 Click Add.

5 The Add Link Item screen will open:

X

Add Link Item

Type of Link
() File Lirk
) Internet ‘Website
) E-Mail &ddress

Enter the name and path of the file vou would
like ta link to this recard,

File Marne | _I

6 Select the Type of Link you would like to create.

® File Link lets you link to a file on your computer. This enables you to launch the
file in the associated application.
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® Internet Website lets you enter a website URL. This enables you to launch your
web browser at the specified website.

® [E-Mail Address lets you enter an e-mail address. This enables you to launch a
new piece of mail in your e-mail software with the specified address already
entered.

7 Enter the file or address to which you would like to link in the field.

® If you are linking to a file, enter the full path and file name, or click the ellipse
button to locate the file using the Windows Open dialog box.

3

When a user launches the file, it will use the path that
is entered. If the path from your computer is different
than the path on the other user’s computer, the file
will not launch. Make sure that files are stored on a
shared network drive and that all users are mapped
with the same drive letter.

® If you are linking to a website, type the URL in the field.
® [f you are linking to an e-mail address, type the full address.

8 When you are satisfied with your link, click OK. You will return to the Manage
Linked Items screen with the new link in the list.

LAUNCHING LINKED ITEMS
I Open the record with the linked item you would like to launch.

2 Select Links from the Data menu.
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3 The Manage Linked Items list will open with the links that have previously been set
up:

Manage Linked ltems

F\\Accountingl nvoices B C Corparation rvoiced] 23, pdf
F:\\CustomerContractz\aBC Corpaoration’Signed Contract. pdf
v, abocomparnyhome. com
george@abocomparyhome. com

Launch

I X

Add
Delete

Change

Cloze

4 Highlight the link you would like to open and click Launch.
5 If you have selected a file link, the file will open in the associated application. If you
have selected a website, your browser will open to that page. If you have selected an

e-mail address, a new e-mail will open in your mail software with the address in the
To field.

Managing Links

Once you have created your links, you can maintain them in the Manage Linked Items screen.
EDITING LINKS

I To change link information, open the record with the linked item you would like to
launch and select Links from the Data menu.

2 The Manage Linked Items list will open with the links that have previously been set
up.

3 Highlight the link you would like to change and click Change.
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4 The Edit Link Item screen will open:

X

Edit Link Item

Type af Link
{*) File Lirk
) Internet ‘Website
) E-Mail Address

Enter the name and path of the file pau would
like o link to this record.

SR - . Corparation® nvaicel 29.pd |

[ OF. H Cancel ]

5 Make any necessary changes to the linked item and click OK.
DELETING LINKS

I From the Manage Linked Items list, highlight the link you would like to remove and
click Delete.

This only deletes the association between the item
and the record. If you are deleing a file link, it does
not delete the file itself.
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Printing Records

The print feature allows you to create a printout of the records in your display. In addition to being able
to send the printout to your printer, you can also print to one of several supported file types, and have the
file automatically attached to an e-mail to facilitate sharing data.

? If you need to create mailing labels or apply
additional formatting to your printouts, use the export
feature, detailed later in this chapter, to create a file
that can be opened in a word processor.

There are two types of printout available:

You can create a quick printout that lets you print for either the current record, or all

records in the current filter.

You can print records in tabular format using list view.

Printing Individual Records

This option allows you to create a quick printout of one or more fields in your data with one field per
line. You have the option of printing a single record or all records in the current filter. If you select
to print all records, records will print using the current sort order.

PRINTING RECORDS

]
2

Open the display whose data you would like to print.

If you would like to limit the records that are printed, set a filter using the instructions
under Filtering Records, earlier in this chapter.

If you would like your records to print in a particular order, set a sort using the
instructions under Sorting Records, earlier in this chapter.

From the Display menu on the display, select Print.
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A menu will appear giving you the option to print all fields, or select the fields to
print:

Tplay' Data Sort  Filter  Reporting
. Print b All Fields
Refresh  F& Select Fields
Close - : =
t

If you would like to print all fields, skip to step 12, otherwise, select Select Fields.

The Select Fields screen will open:

Select Fields X

Select Fields
Aevailable Figlds Selected Figlds

Address
Address 2 -
Cell Phone
City

First Marme
Haome Phone
Last Mame
Motes

R elationship
State

Work, Phone
ZIP

[« =]

Cancel

The Available Fields box provides the list of fields in your display. To include a field
in the printout, double click on it in this list or highlight it and click the Select button.
The field will move from the Available Fields list to the Selected Fields list. To select
all fields, click Select All.

If you have selected a field and decide you do not want to include it in the printout,
double click on it in the Selected Fields list or highlight it and click Remove. It will
move back to the Available Fields list. If you would like to clear the Selected Fields
list and start over, click Remove All.

10 When the records are printed, the data will be listed in the order that the fields appear

in the Selected Fields list. The arrow buttons next to the Selected Fields list allow you
to move fields up or down in the list to change their order in the printout. Highlight a
field in the Selected Fields list and click the appropriate button until the field is in the
desired position.

1 1 When you have the fields you would like in the order you would like them, click OK.
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12 The Print screen will open:

X

Print

Print B ecords

Title |Business Contacts |

{(#) Curent Fecord
() Al Becords

[ Frirt H Cancel ]

13 The Title field allows you to enter a title that will print at the top of the printout. This
defaults to the name of your display. Enter a different name if desired, or delete the

contents of the field if you do not want a title.

14 The Current Record and All Records radio buttons allow you to specify whether you
would like to print the only the record that is currently open in the display, or all
records. Select the desired radio button.

3

If you have a filter set, the All Records prompt will
toggle with All Records in Current Filter. If this is
selected, the printout will include all records in the
currently set filter only.

15 If you are printing from a child level in Professional Edition, the Print screen will
include a Current Parent Only check box:

Print f'5_<|

Frint Records
Title | Calls |
%) Curent Fecord

) Al Becords in Current Filter
[] Curert Parent Only

[ Pririt H Cancel ]

Selecting Current Parent Only allows you to limit your printout to records associated
with the current parent. Leave this unmarked to print all child level records,

regardless of the parent.
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16 Click Print to open a print preview where you can control the settings for your
printout.

O [y 100w |

Phone Book
First Hatme Bally
Last Mame Eeogh P
Relationship Aunt
Home Phone 040-555-8392
Cell Fhote 040-555-2800
Wotk Phone
Address 15 Del Ray Lane
Address 2
ity Mlission Viejo
State CA
ZIF
Motes This iz Phil's aunt Sally. Bhe's eldetly, so if youcall let it ting because
she doesti't always heat the phone.
i |

(_Zurrent Page Mo: 1 Tatal Page Ma: 1 Zoom Fackor: 100%

177 See Print Preview, later in this section for details.

Printing from List View

Printing from list view gives you the option of printing your data in tabular format, or printing the
currently highlighted record.

Printing a Single Record

Printing a single record in list view is similar to printing from the File menu and selecting to print
the current record, described under Printing Individual Records, above. The only difference is that
you may launch the printout directly from the list view screen.
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PRINTING A SINGLE RECORD FROM LIST VIEW

I Open the display whose data you would like to print.

2 Open an existing list view, or set up a new one following the instructions in Viewing
Records in List View, earlier in this chapter. The list view screen will open with your

selections:
Pending Action Items - [List View] [l E |
Use Saved List [ v]
Item Assignedto |DueDate | Started | Date Started | Status 1~]
[ Customer needs analysis 11/4/2008 9/25/2008
Create project scope documentation Mark B, 11/4/2008 10/15/2008  Done
i 3 B Need to schedule meeting with Mark B and
Finalize specifications Mark B. 12/4/2008 10/6/2008 Toby to work through remaining issues,
Risk analysis Toby 12/12/2008 10/13/2008  Dene 3
Trademark search Greg 11/12/2008 1132008 Done
Trademark application Greg 11/7f2008 10/14f2008  Done
Customer sign off of spedfications Mark B, 12/4f2008 O Waiting on final specs
Budget allocation meeting Greg 11/17/2008 11172008  Done B
. . Pushed from the 4th to the 13th because
Project scope approval meeting Ann 11/15/2008 O Toby was out of town,
Marketing approval of new name Mark 5. 11/4/2008 1132008 Sent to markting. Working through red tape
Initial art work for marketing launch Daisy 11/14/2008 O Waiting on final name
p—_— - First pass complete, Need to finalize
Finalize project plan Toby 11/12/2008 10/23/2008 completion dates
[ Save List ] [ Print Curmert ] [ Print List ] [ Close ]

3 Highlight the record you would like to print in the list.

4 Click Print Current to open a print preview where you can control the settings for

your printout.
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(12 Preview oo e |

M| & |2 Ly A 00w [ | |-~ | @]

Pending Action Items

Itam Customer needs analysis

Due Date 11/4/2008

Cm Hold Falze

Assigned to Toby

Status Done

Started True

Date Started 9/25/2008%

Completed True

Date Completed 9/12/2008
< i |
Current Page: 1 Total Pages: 1 Zoom Factor: 100% |

5 See Print Preview, later in this section for details.

Printing the List

The Print List option allows you to print your data in tabular format. You are able to control the list
of fields that are printed and the order in which they appear by setting up your list view with the
desired configuration.

PRINTING RECORDS FROM LIST VIEW IN TABULAR FORMAT
I Open the display whose data you would like to print.

2 If you would like to limit the records that are printed, set a filter using the instructions
under Filtering Records, earlier in this chapter.

3 If you would like your records to print in a particular order, set a sort using the
instructions under Sorting Records, earlier in this chapter.
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4 Open an existing list view, or set up a new one following the instructions in Viewing
Records in List View, earlier in this chapter. The list view screen will open with your

selections:
Pending Action frems - [List View] =n R
Use Saved List ’ v]
Item Assignedto | Due Date Started | Date Started | Status 1~]
[} Customer needs analysis 11,/4/2008
Create project scope documentation Mark B. 11/4/2008 10/15/2008  Done
i s Need to schedule meeting with Mark B and
Finalize specifications Mark B. 12/4/2008 10/5/2008 Toby to work through remaining issues,
Risk analysis Taby 12/12/2008 10/13/2008  Done 5
Trademark search Greg 11/12/2008 11/3/2008 Done
Trademark application Greg 11/7f2008 10142008  Done
Customer sign off of spedfications Mark B. 12/4f2008 O Waiting on final specs
Budget allocation meeting Greg 11/17/2008 11/17f2008  Done B
. ) Pushed from the 4th to the 19th because
Project scope approval meeting Ann 11/19/2008 O Taby was out of town,
Marketing approval of new name Mark 5. 11/4/2008 11/3/2008 Sent to markting. Working through red tape
Initial art work for marketing launch Daisy 11/14f2008 O Waiting on final name
- . First pass complete. Need to finalize
Finalize project plan Toby 11/12/2008 10/25/2008 complation dates
[ Save List ] [ Print Cumrent ] [ Prirt Ligt ] [ Close ]

5 When the records are printed, the width of the columns will match what is displayed
in list view. If the columns are not wide enough to accommodate the text, the data
may be cut off. Adjust the size of the columns following the instructions under
Opening List View, earlier in this chapter.

6 When records are printed, the height of the rows will match the height of the rows in
the list. Adjust the height of the rows following the instructions under Opening List
View, earlier in this chapter. Make sure that your rows are tall enough to
accommodate pictures, if you are including them in the list.

7 Click the Print List button. The Print Preview screen will open where you can control
the settings for your printout.
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[2 Preview

M e & B e ]

| (@ -t~ | @z

s IAsslgna:lbu [ o 5tartai| T
Customer needs analysis Toby 11/4/2008 v/ 9/25/2008 Done
Create project scope documentation Mark B. 11/4/2008 v 10/15/2008 Done
Need to schedule meeting with Mark B and Toby to =
Finalize spedifications Mark B. 12f4/2008 v 10/6/2008 work through remaining issues.
Risk analysis Toby 12/12/2008 v [10/13/2008 Done
Trademark search Greg 11f12/2008 v/ 11/3/2008 Done
Trademark application Greg 11/7/2008 v 10/14/2008 Done
Customer sign off of specifiations Mark B. 12/4/2008 Waiting on final spes
Budget allocation meeting Greg 11/17/2008 v 11/17/2008 Dane
Pushed from the 4th to the 19th because Toby was
Project scope approval meeting Ann 11/18/2008 out oftown.
Marketing approval of newname Mark 5. 11/4/2008 v 11/3/2008 Sentto markting. Working through red tape
Initial art work for marketing launch Daisy 11/14/2008 Waiting on final name
Finalize project plan Toby 11/12/2008 v 10/29/2008 First pass complete. Need to finalize completion dates
GetVPApproval farnew resources Mark B. 11/17/2008 v |11/10/2008 Submitted propasal 11/14, Waiting to hear back
Hire new resources Mary 11f21/2008 Onhold pending approval
schedule consumer focus group Mark 5. 11/21/2008 v 11/3/2008 Hired Swift Reasearch. In sereening process.
Not happy with the availalbe spaces. Working to
Reserve spacein Vegas trade show Daisy 12/12/2008 v 11/26/2008 upgrade
First draftof white paper Ann 12/17/2008 Notyetstarted
[

‘ Current Page: 1

Total Pages: 1 Zoom Factor: 100% ‘

8 See Print Preview, below, for details.

Print Preview

The print preview window opens when you select to print your data. This window allows you to
configure your printout settings, or select to print the data to an alternative file type, such as an Excel
spreadsheet or an HTML page that can be posted to a website.

USING PRINT PREVIEW

1

Access Print Preview by printing from the Display menu or list view, as described
earlier in this chapter.

When Print Preview opens, it displays the contents of your printout as it will appear
on paper when printed. Print preview defaults to 82 x 11 paper in landscape mode
(i.e., the printout will be 11 inches wide and 8%z inches tall). Use the scrollbars to
review the records that will be printed to verify that all of the data appears properly.

If you are printing from list view, the width of the columns will maintain the relative
proportions to each other that were set up in list view, but will expand or contract to
fill the printable area. You may need to adjust the width of the columns in list view,
or reduce the number of fields you are displaying.
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4 1If there is more than one page of data, use the scroll buttons to view additional pages
of data:

Scroll Buttons

e Dy Bl & 11 v V@@

If these buttons are unavailable, it means you only have one page of data.

5 Use the Zoom field on the toolbar to change the size of the preview.

Joom
Tool

HE;"I}E 100% [~ LR pl||ﬁva|ﬂ|ﬂ

6 If the zoom is set to 100%, the preview will appear the same size as it will print.
Increasing the number over 100% allows you to zoom in and magnify your preview.
Decreasing the number allows you to zoom out and view more of your data on the
screen.

Note

A3

Zooming in or out only impacts the preview screen
and will not affect your final printout.

7 Use the Setup tool on the toolbar to change the paper size or orientation.

Setup
Tool

IEEEEE I =N
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8 The Page Setup screen will open:

Page Setup

e

o :

el :

:F,.‘:%:__'_ .

m==
Faper
Size: | Letter .’ |
Source: | Paper Feed Switch w |
Orientation b arginz [inches]
O Partrai Left: Right
{(*) Landscape Top: B ottom:

I (] l [ Cancel ] [ Frinter. .. ]

This screen will automatically detect the

default printer you have set up in Windows

and offer options that are compatible with that printer. If you would like to use a
different printer, click the Printer... button to open a second Page Setup screen with a

list of the accessible printers:

Page Setup
Frinter
M ame: Carnon MPYE0 Senes Prnter W | [ Properties. .. ]
Status: Feady
Type: Canon MP780 Series Printer
“Where:  USBODZ2
Comment;
] [(cmea

10 The Name list will display all of the printers you have set up in Windows. Select the

desired printer from the Name field.
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11 If you would like to control any of the printer settings, click the Properties button.
This will open the printer properties specific to your printer. Refer to the
documentation that came with your printer for help with these options.

3

If you are on a network, the Network button will
allow you to select a printer on the network. Clicking
this button will bring up the Connect to Printer
screen. This is an advanced feature that should be
performed by someone who is familiar with adding a
network printer. If you are unfamiliar with this
process, it is recommended that you configure your
printer using Windows’ Add Printer Wizard instead.

12 When you are satisfied with your printer selection, click OK to return to the first Page
Setup screen.

13 The Paper Size field allows you to specify the type of paper you are using. This will
default to Letter, which is 82 x 11 inch paper. If you are using a different size, such
as A4 or legal sized paper, select your paper from the list. This list will be limited to
paper sizes that are compatible with your printer.

14 Depending on your printer, you may be able to load paper in different places. For
example, some printers have separate trays for different size paper. The Source list
will display the options that are available for your printer. Select the appropriate
paper source from the list.

15 The Portrait/Landscape radio buttons allow you to specify your page orientation. If
you would like your printout to print in the standard portrait mode, select the Portrait
radio button. If this is selected and you are using 8%2 x 11 inch paper, the printout will
be 8 ¥2 inches wide and 11 inches tall. Select the Landscape radio button to have the
printout print in landscape mode. If this is selected and you are using 82 x 11 inch
paper, the printout will be 11 inches wide and 8'2 inches tall.

? If you are printing a quick printout from the Display
menu, consider leaving this set to Portrait. If you are
printing from list view, unless you are only printing a
limited number of fields, it is recommended that you
print in landscape mode to ensure your data will fit on
the page.
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16 The margin settings control how much white space is around your printout. Enter the
margin size, in inches. To enter a size that is less than one inch, use decimal places.

? If you are printing a list and have a large number of
fields, it is recommended that you reduce the left and
right margins to allow for the maximum number of

fields on the page.

17 Click OK to save your changes and return to the print preview screen.

18 If you would like to add header or footer information to your printout, click the
Header And Footer tool on the toolbar:

Header And
Footer

2= & -]

19 The Header and Footer screen will open:

x]

Header and Footer

Header

El_[| oft ﬂ |E|:|nt... | Microsoft Sans Serif, 3.25pk

Footer

El_[| oft ﬂ |E|:|nt... | Microsoft Sans Serif, 3,25pk

W DO -

|f O | | Cancel |

2() Header information will appear in the top margin of your printout. Footer information
will appear in the bottom margin. You can control whether the details appear at the
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top of the margin, centered in the margin, or at the bottom of the margin using the
location buttons:

o) ot ol

e Select the Xl button to put the header/footer at the top of the margin. For
headers, this will be at the top of the page. For footers, this will be below the
data printout.

e Select the |““ button to center the text in the margin.

o Select the 22! button to place the header/footer at the bottom of the margin.
For headers, this will be just above the data printout. For footers, this will be
at the bottom of the page.

21 Type the information you would like to have appear in the header or footer in the
boxes. If you would like the information to align at the left margin, place it in the first
box. If you would like it be centered on the page, place it in the middle box. If you
would like it aligned at the right margin, place it in the third box.

? You can place information in more than one box. For
example, you may place a title for the printout
centered in the header, and have the date it was
printed appear at the right margin.

22 The buttons at the bottom of the screen allow you to include variable information in
the header and footer:

FEDOL I-

e Select the #l button to include the page number on each page.

e Select the ™ button to include the page number and the total number of
pages (for example, Page 1 of 5).

e Select the Z button to include the date of the printout.

e Select the 2 button to include the time of the printout.

n . .
e Select the = button to include your user name that was set up in the
Windows operating system.
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23 If you would like to change the font of your header and/or footer, click the Font
button to select the font from a Font dialog.

24 When you are satisfied with your header and footer, click OK to return to the preview
screen.

25 When you are satisfied with the appearance of your data, click the Print button on the
toolbar:

Print

S Bl G0 =[O

26 The Print screen will open where you can send the document to your printer.

Printing Options
In addition to printing to a printer, you have the option of printing to a file. Database Oasis supports
printing to the following file types:

e PDF

e HTML

¢ Microsoft Excel®

e Rich Text (RTF)

e Graphic File (BMP)

PRINTING TO A FILE

I Set up your printout following the instructions under Printing Records, above.

2 From the print preview toolbar, click on the arrow next to the Export Document tool:

HIETER-E
=

DF Docurent

HTML Dacurnent
Excel Document:
Rich Text Document

Graphic Document

This will display the list of compatible file formats.
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7 Clicking on the button itself will default to the last
selected format.

3 Select the format you would like to use from the list. A Windows Save As dialog will

open.
4 Navigate to the location where you would like to save the file, give the file a unique

name, and click Save.
5 Once you have saved the file, exit print preview.
EMAILING PRINTOUTS

" You must have an e-mail client configured in
Windows to use this feature.
I Set up your printout following the instructions under Printing Records, above.
2 Click on the arrow next to the Send Email tool on the toolbar:
&- -0
DF Diocument
Garaphic Document
This will display the list of file formats that can be sent via e-mail.
7 Clicking on the button itself will default to the last
selected format.

3 Select the format you would like to use. You can e-mail either .pdf files, or graphic

files in the .bmp format.
4 A Windows Save As dialog will open. Navigate to a location where you would like to

save the file, give the file a unique name, and click Save.
5 As soon as you save the file, an e-mail will open with the specified file attached.

Select the recipient, complete the body of the message, and click Send.
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Deleting Records

If you have added a record that you no longer want, it is very easy to remove it from your display.
DELETING A RECORDS
I Open the display with the record you want to delete.
2 Locate the record you will be deleting.

3 Click the Delete button. A message will appear asking you to confirm your decision
to delete the record.

WARNING!

; Deleting a record is permanent. There is no undo for
this action.

Deleting a parent record in Professional Edition will
also delete its children.

4 Click Yes to delete the record. You will be moved to the next record in the display.

Importing Data

The import feature allows you to bring data from another source into one of your displays in Database
Oasis. Before importing, you should do the following:

1. Determine the format of your import file. Database Oasis allows you to import either delimited
files, or Microsoft Excel® spreadsheets.

If you are importing an Excel spreadsheet, make a note of the worksheet name that contains the
data you want to import.
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The second type of file you can import is called a delimited file. This is just a text file where
each field is separated by a character called a delimiter. The delimiter denotes the end of one
field and the start of the next. For example, a comma delimited file with basic contact
information may look like this:

Mary Jones,P.0O. Box 7,Carlsbad,CA,92008,800-555-8986
Joe Smith, 4130 Orange Ave,Oceanside,CA, 92056, 760-555-1362
Thanh Nugyen, 385 Palm,Del Mar,CA,92109,858-555-9811

Linda Guterez, 53 West Lake Way; Unit 23,Vista,CA,92053,760-555-
9932

The above example uses commas as the delimiter. Wherever there is a comma, it indicates that it
is the start of a new field. When importing a delimited file, you should find out in advance what
the delimiter is.

2. Make sure your Database Oasis display has fields to contain your import data. If there’s a field in
your import file that is not in your display, you can add the field to your display.

A 3

You don’t necessarily have to import all of the fields.
If there is a field in your import file that is not in your
display, and you don’t care about the data in the field,
you can simply ignore it.

3. Make sure the fields in your display can contain the data you are importing. You should check
the following for each of the fields you will be importing into:

If you are importing into a text field, make sure the data you’re importing isn't too long to
be contained in the field. When a field is added, you specify how many characters of data
it can contain. If you have a field that can only contain 30 characters of data and try to
import 50 characters, you will receive a warning message that data will be lost if you
continue with the import. To avoid having data cut off, you should edit the display and
increase the amount of data the fields can contain so that they are big enough for the data
you are importing.

If you are importing into a numeric field, make sure there are only numbers in the import
data in all records. Numeric fields can only contain numbers, decimal points, commas,
and the negative number indicator (-). If you are importing into a numeric field and any
of your records contain non-numeric data, the import will stop and you will be required to
fix the data before proceeding.

If you are importing into a numeric field, make sure your data doesn't have more decimal
places than the field allows. For example, if your numeric field is set to contain two
decimal places and you try to import data that has four decimal places, the import will
proceed, but the data will be truncated. It is recommended that you verify the decimal
places prior to import and increase the number of decimal places allowed in your numeric
field if necessary.
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If you are importing into a check box, your data must be in one of the following formats:
True / False
.T./.F.

If the data is in any other format, the import will stop and you will be required to fix the
data before proceeding.

Database Oasis exports check boxes in the format
True/False.

If you are importing into a date field, the date format used for your data must match the
date format that is configured as the Short Date in Windows (e.g., if the data you are
importing is 12/30/2010, the Windows date format must be MM/DD/YYYY). If the date
format does not match, the import will stop and you will be required to fix the data before
proceeding. To verify your Windows date format, refer to the Regional and Language
Options settings in the Windows Control Panel.

4. Verify the integrity of your import file.

If you are using a delimited file, make sure the delimiter is not being used in the data. For
example, if you are using a comma as a delimiter and you have “My Company, Inc.” in a
field, “My Company” and “Inc.” will be viewed as two fields. This will throw off all of
the fields following this data for that record.

If you are using an Excel spreadsheet, make sure that the file does not contain any non-
text type data in the fields you will be importing. For example, you are able to include
ActiveX controls such as check boxes and command buttons to an Excel spreadsheet. If
any of the incoming records contain these data elements, an error will be returned and the
import will stop.

Make sure that all records in your import file contain the fields you are importing. If you
are using a delimited file, the system will determine how many fields there are by the
number of delimiters. For example, if you are importing:

First Name,Last Name,Status
Mary,Jones,Active
Pete,Fleming,
Armando,Ruiz,Inactive
May,Chung

The software will expect to find three fields in each record of the data, the First Name
field, the Last Name field, and the Status field. Although Pete Fleming has nothing in the
Status field, there is a comma at the end of the last name indicating the start of the next
field. The software will interpret this as an empty field. May Chung also has nothing in
the Status field, but there is no comma after her last name. The software will not
recognize the field and return an error which will stop the import. This is a rare error that
only occurs if the import file you are using does not follow data standards. If this occurs,
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you can either edit your data to contain the comma or choose not to import the offending
field. In the above example, as long as the Status field is not being imported, the import
will proceed without error.

? This error can also occur if you have blank lines at the
end of our file. Make sure to delete any blank lines
prior to running the import.

If you are not sure if your import data meets these conditions, you can always use the Validate
button in import to see if it passes the data validation. The system will go through a full check of
your file against your display and return a list of any errors it finds with details on exactly which
fields and records had problems. You can use this information to modify your display or
manually clean up your data file before bringing it into Database Oasis.

IMPORTING DATA

I Open the display you would like to import data into.

2 From the Data menu inside the display, select Import.

Business Contacts
Daka

Company Find Ctrl+F —
Compaty List: Wiew Iutiu:uns
Typeof C | Irpart . |

Export
hddeaaa d
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3 The Import Data screen will open:

X

Import Data

Select the Import File

File to Impark | | B

[] First row is & header [do not import)

b atch the Fieldz

Select the field from your impork file that you waould like o import
into each field in your dizplay.

Fieldz In*our Dizplay  Fields In our Impart File
Cormparny Select Field ko Import

Type of Company  Select Field to Import
Yendor Select Field ko Import
Customer Select Field bo Import =
Address 1 Select Field ko Import
Address 2 Select Field bo Import
ity Select Field ko Import ]
Skate Select Field bo Import
ZIP Select Field ko Import

[ Y P | Hpup——" Cmlmmk Cimld ko Trommwk
Scroll Recordz

[ [mport ]I Cancel ]

4 Click the button next to the File to Import field to select your import file. A Windows
Open dialog will open.

5 Use the Files of Type field at the bottom of the screen to choose the file type of your
import file:

File name: W | [ Open ]

Files of type: D elimited [* bxt) Cancel |

Comma Seperated Values [*.oav]
Encel [*.xl)

You can import a standard delimited file with the extension .txt, a comma delimited
text file with the extension .csv, or an Excel spreadsheet with the extension .xls.
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Comma delimited files frequently have the extension
.csv, but you can also have .txt files with a comma as
the delimiter.

Once you have selected the file type, navigate to your import file and click Open.

If you select a delimited file, enter the delimiter used in your import file in the
Delimiter field. The drop-down list contains the comma, tab, and pipe character
delimiters, or you can type the delimiter character in the field.

If you have selected an Excel spreadsheet as your import file, Delimiter will toggle
with Worksheet. Select the worksheet that contains your data.

7 New Excel files default to three worksheets named
Sheetl, Sheet2, and Sheet3. Most of the time, data is
found on Sheetl.

In many import files, the first row of data provides a header with the names of the
fields. If this is the case in your import file, mark the First row is a header (do not
import) check box. The first row will be available to help identify the fields when
you’re matching them to fields in your display, but it will not be imported as a record.
Unmark this check box if your import file does not have a header and the first row
should be imported.

The Match the Fields section allows you to select the field from your import file that
should be placed in each field in your display. The Fields In Your Display list will
show all of the text, numeric, and notes fields you have in your display.

10 Next to each field in your display is a Select Field to Import field. These fields are

used to select the field from your import file that will be imported into the
corresponding field in your display. When you click in the Select Field to Import
field, a drop-down arrow will appear. Click the arrow to open a list of the fields in
your import file.
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b atch the Figlds
Select the field from your import file that pou waould like to import
into each field in your digplay.

Figldz In*our Display  Fields In vour Import File

Wark Phone Select Field ko Impork

Zell Phone Select Field to Import
ESeIect Field ko Irnpart [v]

State Mame |

cit Address —

b Addressz

Address 2 City E

Address Skate

Motes

Home Phone 5]

— off Z|
Scroll Records

I'1 When you open the list, it will display the first record in your import file. Highlight
the field that corresponds to the field in your display and click to select it.

? If you know the first letter of the value you are
selecting in the Select Field to Import list, you can tab
to the field and press that letter on your keyboard. The
list of fields will open and only show options that
start with that letter.

[ T PR S, I

12 In cases where there is no header row in your import file, it is possible that not all of
the fields will be populated in the first record. This may make it difficult to identify
the fields in order to select the appropriate target field from your display. If this is the
case, you can use the Scroll Records buttons to view other records in your import file
to help identify your field. You can scroll any of the first 10 records in your import
file. Click the >> button to view the next record. Click the << button to go back to the
previous record.

13 Continue matching fields until all of the fields in the Fields In Your Import File list
that you want to import have been matched to fields in the Fields In Your Display list.

? You do not necessarily have to import all of the fields
in your import file. You may also import the same
field in your import file into more than one field in
your display, if desired.
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14 If you select a field in error, select the Clear Selection option at the top of the Fields
In Your Import File list to remove the selection.

15 At any time, you may check your field mapping by clicking the Validate button. If
there are any data mismatches, the Import Issues screen will appear providing the
field and record number(s) that don’t conform to the rules:

The fields in your import file cannot be imported into the zelected fields in your
dizplay. The information below indicates the figlds that encountered errorz and the
exact rows in the import file that were invalid.

Prezs F1 to acceszs help on the causes of these emorz and how to resalve them.

Critical: The check box figld “lnzured" iz tving to import an invalid value into row
1.

Warning: There are too many decimalz in row 2, which could result in data being
truncated.

Copy ta Clipboard k.

16 Use the data in this screen to resolve any issues with your import mappings. There are
two classifications of issues that may be displayed: Critical issues must be resolved
before importing; Warnings will allow you to complete the import, but may have
undesirable results. (Refer to the introduction of this section for more information on
the possible errors and their causes.) If you encounter errors with the import, you can
select another field from your display to contain the data, manually edit your import
file so it can be contained in the field, or modify the field in the designer so it can
contain the import data.

17 If you would like to copy the list of import issues to your clipboard for reference
outside of import, select Copy to Clipboard. You may then paste the list into a text

editor or word processor to review the issues.

18 When you are satisfied with your field selections, click the Import button.

Chapter 7 — Working with Records in Displays « Page 262



Importing Data

19 Database Oasis will analyze your import file against the fields in your display. If
there are any remaining issues that weren’t resolved during validation, the Import
Issues screen will appear. If there are critical errors, you will not be able to complete
the import without resolving them. If there are only warnings, you will be given the
option to continue with import or go back and correct the issue:

Import Warnings

Some conditions were encountered in pour import file that could result in data logs if
you chooze to impart. Please review the warnings below for details, or presz F1 to
accezs help with more inforamtion on these igsues.

Do pou want ko import angsway’?

YWarning: There are too many decimalzs in row 2, which could rezult in data being
truncated.
Copy ta Clipboard Cancel ] [ Irnpart

20 To continue with the import, click Import; or to return to the Import screen to correct
the issues, click Cancel.

21 Once the import file has passed validation, the import process will begin. There will
be a pause as new records are created in your display for each of the records in your

import file.
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Importing Data at the Child Level

PRO  cnild level displays is an advanced feature. Because of this, it is only available in
Database Oasis Professional Edition.

If you are importing data at the child level in Professional Edition, you must associate the records
you are adding with an existing parent level record. This is done by matching a field in your import
file to a field at the parent level. For example, you may have a display that is structured like this:

Parent:

Company .
Address Child:
City First Name
State Last Name
7IP Title
Phone Extension

The data you are importing may look similar to this:

Company First Name Last Name Title Extension
A&B Auto Tim Schmidt Owner 201
Bella’s Diner Lien Yao Accountant N/A
Bella’s Diner Bella Rosini Owner N/A
Impact Graphics | Saanjh Patel Graphic Artist 43

A&B Auto Nick McConnel Mechanic 205

In this case, you would map the Company field in your import data to the Company field in your
Parent display, and map the First Name, Last Name, Title, and Extension fields to the Child level.
When you import, two child records will be added to A&B Auto, two child records will be added to
Bella’s Diner, and one child record will be added to Impact Graphics.

? If your import file contains both parent and child level
information, you can import once at the parent level
to create the parent records, then a second time using
the same file at the child level to create the associated
child records.
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IMPORTING DATA AT THE CHILD LEVEL
I Open the child level display into which you would like to import.
2 From the Data menu inside the display, select Import.

3 The Import Data screen will open with the addition of a section to identify the parent:

Import Data r5_(|

Select the Impaort File

File to Impark | | g

[] First row is & header [do not import]

| dentify the Parent

Imported records will be assigned to a parent bazed on
rnatching a field in vavr impart file ta a figld in the parent recard.

Thiz field in the import file:
tatches thiz Farent level figld:

b atch the Fields

Select the field from your impork file that you waould like to import
into each field in your dizplay.

Figlds [n *our Digplay  Fields In our Impart File

s U= | Select Figld to Import
Last Mame  Select Figld ko Import
Title: Select Field ko Import

Extension  Select Figld ko Import

Scroll Records
[ [ rmpart ][ Cancel ]

4 Select the import file and delimiter following the instructions under Importing Data
above.

Chapter 7 — Working with Records in Displays « Page 265



Importing Data

5 In the Identify the Parent section, click on the arrow next to the This field in the
import file field to open a list of the fields in your import file:

|dentify the Parent

Imported records will be assigned to a parent bazed on
matching a field in paur impart file to a figld in the parent recaord.

== play
Thiz field in the irmpart file: [ Moo
Matches this Parent level field: Field Yalue |
i Clear Selection
kd atch the Fields

i ) i Company
Select the field from wour import file t) et pame
inta each field in pour dizplay.

(35

Lask Mame
Fields In our Display  Fields In 'y Title

Select Field ko Irr Extension

Last Mame  Select Figld bo I |—|

Tikl= Salark Fiald Fa Trac e

6 Select the field in the data you are importing that corresponds to a field from your
parent level.

‘7 Click on the arrow next to Matches this Parent level field to open a list of fields at the
parent level:

| dentify the Parent

Imparted records will be azsigned to a parent bazed on

matching a field in wour import file to a field in the parent record. olay
T hiz field in the import file: Comparny [+] r ko

tatches thiz Parent level figld: |?|

bl atch the Fields Field

Select the field fromm your import file th Address
inta each field in pour dizplay. Compary

ik
Fields InYour Display Fields Iy g+

Select Figld ko I ZIP
Skate

lal

Last Mame  Seleck Figld bo Im
Title Select Figld ko I —

lal

Extension  Select Figld ko I e S =t
8  Select the field from the parent that is contained in the data being imported.
9 Finish setting up your import following the instructions under Importing Data above.

10 When the import is run, Database Oasis will look at the value in the field selected
under This field in the import file in your import file. It will search the parent level
for a record that contains that same value in the field selected under Matches this
Parent level field. If a match is found, it will add the child record to that parent. If no
match is found, the child record will not be added.
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Exporting Data

The export feature allows you to copy the data in your displays to another file format that can be opened
by other applications. This can be useful for things like printing mailing labels, viewing data in a
spreadsheet application, or sharing information with someone who does not have Database Oasis.

EXPORTING DATA

I Open the display containing the data you would like to export.

2 If you would like to limit the records being exported, set a filter following the
instructions under Filtering Records, earlier in this chapter.

3 If you would like the records to appear in a particular order in the exported file, set a
sort following the instructions under Sorting Records, earlier in this chapter.

4 From the Data menu inside the display, select Export.

Display | Data | Sort  Filter Reporting
* Company Find Ctrl+F

Type of Co Saved Lists

Import
Address 1 Export Suite 1
Address 2 Copy
T 2 Links
Main Phore T
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5 The Export Data screen will open:

Export Data E'
Select Fieldsz
Avallable Fields Selected Fields
Addresz
B
Phone Murmber
Ctate Select Al
ZIP
Femove Al
Export To

Drelirniter Location: |E]

D ata will be exported using the current filter and sort order.

Cancel

6 The top section of the screen controls what fields should be included in the export.

8

The Available Fields box provides the list of fields in your display. To include a field
in the export, double click on it in this list or highlight it and click the Select button.
The field will move from the Available Fields list to the Selected Fields list. To select
all fields, click Select All.

If you have selected a field and decide you do not want to export it, double click on it
in the Selected Fields list or highlight it and click Remove. It will move back to the
Available Fields list. If you would like to clear the Selected Fields list and start over,
click Remove All.

When the export is run, the data will be listed in the order that the fields appear in the
Selected Fields list. The arrow buttons next to the Selected Fields list allow you to
move fields up or down in the list to change their order in the output file. Highlight a
field in the Selected Fields list and click the appropriate button until the field is in the
desired position.
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9 The export file will have one record per line with the fields separated by a delimiter.
A delimiter is simply a character that you have specified to denote the end of one
field and the start of the next. For example, a comma delimited file with basic contact
information may look like this:

1,Mary Jones,P.0. Box 7,Carlsbad,CA,92008,800-555-8986
2,Joe Smith, 4130 Orange Ave,Oceanside,CA, 92056, 760-555-1362
3, Thanh Nugyen, 385 Palm,Del Mar,CA,92109,858-555-9811

4,Linda Guterez, 53 West Lake Way; Unit 23,Vista,CA, 92053, 760-555-
9932

The above example uses commas as the delimiter. Wherever there is a comma, it
indicates that it is the start of a new field. The most common types of delimiters are
commas, tabs, and the pipe character: |. These delimiters are available in the drop
down list. If you would like to use a different type of delimiter, just type the character
you would like to use in the field. Each field in your output file will be separated with
exactly the characters you specify.

WARNING!

j If you select a delimiter that’s found in your data, the
application that you use to read the output file may
view the data as being in two separate fields. If you
are exporting a notes field, or other fields that contain
punctuation, make sure you use a delimiter that you
know won’t be found in the data.

10 The Location field allows you to set the path and file name of the export file that will
be created. Click the button to open a Windows Save As dialog box. Navigate to the
desired location for the file and enter a new file name in the File Name field on that
screen. When you save at that screen, the path and file name will be displayed in the
Location field.

11 The OK button will become available as soon as you enter an output file name in the
Location field. Click this to proceed with the export. If you have accessed this screen
from a display, the records will be exported using the filter and sort order that is
currently active on the display.

If there are Notes field included in the export,
paragraph breaks will be replaced with two spaces in
the exported file.
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REPORTING

Custom Report Designer

Custom reporting is an advanced feature. Because of this, it is only available in
Database Oasis Professional Edition.

The custom report designer allows you to design reports for your display that can be saved and printed at

STARTING A NEW REPORT

Open the display on which you would like to report.

2 From the Reporting menu, select Create New Report:

Display Data Sort Filter | Reporting

Donator Cortact Information | Create Mew Report | o
Donator Name Ij:ﬁ Manage Reports L
Tipe |—< Run Report [
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)

The Reporting menu will only appear if you are using
Database Oasis - Professional Edition.

3 The Custom Report Designer will open.

Exploring the Screen

Menu Toolbar

e N e S
File Edit View Format

" (' Times Mew Roman 19,75 B I U |A

Tool Box [E”i”i]@i---l------|---1---|---2---|---:3---|---4---|---5---|---6-

Standard Controls

4
B

4
[
1]
1]
1]

——e

B

v H Fieport_Header [one band per report]
Painker i

Label
Standard

.v El Fage_Header [one band per page]
Conftrols

Line

Logao Image

o P 2 4

v Detail

Shape

EBox

Field List [m] || S
(B3E=z| Report Data
{1.2] Cost when Purchased ;
{12 Current Walue
Date Purchased

| ab | Description

-] Insured

Location

-{1.2] Replacement Cost
Serial Number

v El Fieport_Footer [one band per report]

v @ Fage_Footer [one band per page]

Field List

Under Warranty

User
‘Warranty Expires
‘Warranty Mumnber '

1
E Parameters | ﬁl Designier | EPreview | @Scripts |iMyxtraReport{PaperKind:Letter} || Zoom Factor: 100% J

The report designer is broken up into five sections, the report bands, the menu, the toolbar, the standard
controls, and the field list.
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Report Bands
v |:f| Report_Header [one band per report]

v E Page_Header [one band per page]

¥ [E Detail

v @ Report_Footer [one band per repart]

v |§| Page_Foaoter [one band per page]

The report bands represent the areas of the report where the information from your display will
appear. There are five bands that appear by default:

Report Header — The report header band appears at the top of the report. It can be used to contain
a report title or other information such as the name of the person who prepared the report, or the
date.

Page Header — The page header band appears at the top of each page of the report. It can be used
if you would like the page number to appear at the top of the report, or for other information you
would like on each page.

? If you want to print a report in tabular format and
would like the field headings at the top of the page
rather than repeated for each record, put them in the
page header.

Detail — The detail band should contain the fields that you want to report on.

Report Footer — The report footer band appears on the last page of the report. It can be used to
contain summary information such as report totals.

Page Footer — The page footer band appears at the bottom of every page of the report. This can
be used if you want the page number to appear at the bottom of the report, or have other
information that should appear on each page.
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There are also four optional bands that can be added to the report:

Group Header — The group header band allows you to group data in your report based on a
specific field. Anything entered in the band will be repeated each time the group information
changes.

A 3

Having a group header band is necessary to specify
report groupings. The band may be left empty if you
do not need header information at the start of each
new group.

Group Footer — If you are using groups in your report, the group footer band will appear at the
end of each group break. It can be used to contain summary information such as group totals.

Bottom Margin — The bottom margin band allows you to adjust the size of the page footer band.
If selected, it adds an additional band below the page footer that may be dragged up or down,
increasing or decreasing the size of the page footer. The space for the bottom margin band itself
does not print.

DetailReport — This band allows you to create a sub report. For example, you may want to
change the page layout on a section of your report, or if you have a child level, you may want to
print data from each record’s children.

For example, you may wish to print out an address list.
Your report may look something like this:

v El reportHeaderB andl [one band per repart]

Donator List

v d FageHeader [ohe band per page]
Confidentail - for internal use only

¥ [E] Detai
Donator Name [Donator Name] @
Address [Address] g
CitylStatelZIP [City] @ g[zIPl] ©
Phone [Phone] @
E-Mail [E-Mail] @
v El pageFooterBandl [one band per page]
Monday, September 06, 2010 Page 1 of 1

In the above example, the report header band contains the title of the report. The page header
contains a notice that the contents are confidential which will appear on every page. The detail band
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When printed, this report will look like this:

contains the address fields from the display. The footer band contains a page count and the date on
which the report is printed. The report footer and group bands were not used.

When this report is printed, the text “Donator List” text will appear on the first page of the report
only. The text “Confidential — for internal use only” will appear at the top of each page. The page
number and date will appear at the bottom of each page. The items in the detail band will be repeated
for each record in your display.

Donator List

Confidentail - for internal use only

Donator Name
Address
City/StatelZIP
Phone

E-Mail

Donator Name
Address
City/StatelZIP
Phone

E-Mail

Donator Name
Address
CitylStatelZIP
Phone

E-Mail

Monday, September 06, 2010

George Pierce
5237 Oak St.
Sacramento
9165559834
George523@hotmail.com

CA 96093

National Bank of Farmington
P.O. Box 8002-31
Farmington
932-555-2341

MO 20124

Mable Swan

53 Sunny Brook Lane

Plesant CA 92383
503-555-2392

Page 1 of 1
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Tool Box/Standard Controls

f Standard Controls ‘

gl i M S H. >

-
Y

il

Paointer

Label

Line

Logo Image
Shape

Biox

Cross Band Line
Page Info

Page Break

The Tool Box contains standard controls that can be used to work with the report. You add controls
to the report by clicking on them in the list, then dragging them to the report surface.

Depending on how you have the report designer sized, the standard controls may not all fit in the
box. In this case, a small scroll band will appear at the bottom of the control list.

Standard Controls

‘

Pointer
Label

Line

Logo Image

Shape

Mé&Em /e

Biox

w

‘ Scroll Band

Click on the arrow to scroll the list. When you scroll down, an arrow will appear at the top of the list,
allowing you to scroll back up. Alternatively, you can click and drag on the bottom edge of the list to

make the box bigger.
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At the top of the box, there are options that allow you to hide or close the tool box. Options include:

=1} This option maximizes the tool box. As long as this is depressed, the Field List box will be
hidden so the tool box is the only list appearing in the left hand pane. When this is selected, the

button will toggle to appear like this: ], To restore the field list, click the button again.

(%] _ This option allows you to auto-hide the tool box. It “tacks” the tool box to the side,
optimizing the space available in the report bands:

File Edit Wew For

.

Times Mer

] |

|~ 357 plaid ﬁD”J |~ x0g 00 ﬂij

The tool box appears as an icon on the side of the report designer window:

o

Tool Box
lcon

x0g joo) ==

=)
When you hover your mouse over the icon, the tool box will reappear until you move your
mouse off of it. If you select an option on the tool box, the box will stay visible until you click

off of it. When the tool box is open, the icon will toggle to appear like this: [=]. Clicking this
will restore the tool box so it is always visible.

%] _ This option closes the tool box. The tool box will remain closed until the next time you go
into the report designer.

Tool box options include:

Pointer — If you have clicked on another tool box option and decide you do not wish to add it to
the report, you can select this option to clear your previous selection.

Label — This option allows you to add text to the report, such as report titles or field names. It
can also be used to add summary information such as report totals.

Line — This option allows you to add a line to your report.
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Logo Image — This option allows you to add a picture to your report. This is similar to the logo
control in the display designer.

Shape — This option allows you to draw a shape, such as a circle or arrow, on your report.

Box — This option allows you to add a box around items in your report that encompasses
multiple bands. For example, you may want a box around the entire report, including header and
footer information.

Cross Band Line — This option allows you to draw a vertical line that extends across multiple
bands.

Page Info — This option allows you to include report information such as the date or the page
count in your report.

Page Break — This option allows you to place a page break in your report. For example, you may
want each record to start on a new page.

Field List

Field List [B][][x]
[BiE=z| Rieport Data
{2002

-{1a] 2002 Amount

~{~] 2003

1,2 | 2003 Arnounk

[ 2004

-{1a] 2004 Amount

-{37] 2005

1,2 | 2005 Arnounk

{7 2008

1,2 2006 Armounk

-{37] 2007

1,2 | 2007 Arnounk

{7 2008

-{1,2| 2008 Arnounk

-{7] 2009
-[32] 2009 Amount

The field list includes all of the fields in your display that can be included in a report. Fields can be
dragged from this list to the report bands.
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If your display contains a child level, the field list may open collapsed:

Field List [B)[=][x]

BIIF] | Report Data
[F}5E Business Contacks
+.[ 5] Parameters

Click the [+] next to the display name to expand the field list:

e e
| [+3H Busingss Conkacts

L5 parametars

Items in the list with a plus mark [+] next to them indicate a child display:

Fedist  [BE][#][x]

[EHO] Report Data

[B¥Esz| Business Contacts
~{3h] Address 1
-[3b] Addrass 2
-5 Billing

E ity

-{3b] Comparty
[£H51 Contact Information
E Cuskormer

E Fh

{3k Main Phone

-[3b] State

E Type of Company
E LIEL

{7 Wendaor

-f3b] ZIP

E Parameters

Click the [+] to expand the list and show child fields.
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[EH O] Repart Data Z
£} Business Cantacts B
-f36] Address 1
Address 2
--£E Billing
-[3h] City
-f36] Company
Izl-ﬁ Conktact Infarmati. ..
. ab | Contack Makes
f.?hlld — hame
Fields @ Phone

£.[35] Title

-] Customer
-[ah] FAX
-f26] Main Phane
-[ah] State
-{36] Type of Company [
-fah] URL
- | Wendar

= g

B 2|

At the top of the box, there are options that allow you to hide or close the field list. Options include:

[=I}8 This option maximizes the field list. As long as this is depressed, the Tool Box will be
hidden so the field list is the only list appearing in the left hand pane. When this is selected, the

button will toggle to appear like this: 1%}, To restore the tool box, click the button again.

(%] _ This option allows you to auto-hide the field list. It “tacks” the field list to the side,
optimizing the space available in the report bands. The field list appears as an icon on the side of
the report designer window.

When you hover your mouse over the icon, the field list will reappear until you move your
mouse off of it. If you select a field, the box will stay visible until you click off of it. When the

field list is open, the icon will toggle to appear like this: E1} Clicking this will restore the field
list so it is always visible.

[x] This option closes the field list. The field list will remain closed until the next time you go

into the report designer.

Menu and Toolbar
At the top of the Report Designer screen, you will find the default menu and toolbar.

Fle Edt Format |-

O & | |

.

Times MNew Roman IEl 9,75 IEI B I U |i - 3 -| = = = —|v|

The menu and toolbar provides access to commands for working with the designer.
The File menu items include:

Label / Report Wizard — This option opens the Report Wizard. The wizard gives you the option
of setting up a label format or creating a quick report layout.
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Save — This option allows you to save your report as you work. The first time you save, you will
be asked to name the report. After the first time, the previously saved report will be updated
when you select this option and you will not be prompted for a name.

Save As — This option allows you to save your report under a different file name. When you
select this option, you will be prompted to enter a new name for the report. Your original report
will remain unchanged under the old file name and a new report will be created with the current
changes.

Exit — This option will exit the Report Designer. If you have any unsaved changes, you will be
prompted to save. If you select not to save, your changes will be discarded.

The Edit menu items include:

Undo — This option will reverse the most recent change to the report. If you select this option
more than once, it will undo the previous change.

Redo — This option will become available if you have selected Undo. It allows you to remake a
change that you have undone.

Delete — This option will delete the selected item. You can also delete an item by pressing the
Delete key on your keyboard.

The View menu items include:
Designer — This option shows the design surface where you build your report.

Preview — This option shows a preview where you can see how the report will look when
printed. It also gives access to the page setup option.

Toolbars — This option allows you to set what toolbars display. When you click on the arrow,
you have access to a sub-menu that includes:

Main Toolbar — this toolbar provides undo and redo tools.

Formatting Toolbar — This toolbar provides formatting options, such as color and font, for
objects on the report.

Layout Toolbar — This toolbar provides alignment options for objects on the report.

Status Bar — This option allows you to toggle the status bar at the bottom of the report
designer on or off.

Standard Controls — This option lets you view a toolbar with the options that are available in
the Standard Controls window in the Toolbox. This is useful if you want to close the
Standard Controls section of the Toolbox to make more room for your field list. By default,
this toolbar opens to the left of the Toolbox, but in may be dragged to the top of the page if
desired.

Customize — This option opens a toolbar Customization screen that provides options to view
the available toolbars and commands, and an Options tab that lets you personalize your
menus and toolbars.

Window — This option opens a sub-menu that allows you to control what windows display. You
can toggle the toolbox on or off, the field list on or off, or open up an advanced properties grid.
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A 3

The Properties grid provides access to hidden
properties of the report and objects on the report.
Unless you are an advanced user or working with
Database Oasis support, you should not modify these
properties.

The Format menu items include:

Foreground Color — This option allows you to set the text or line color of a selected object. When
you click on the arrow a color picker opens where you can select a color.

Custom Report Designer - Mew Report
E File Edit

- 24 Foreground Color %I Lstom l_'-.-'-.-'eh ~||J—S':.r'stem~

Format

IE D ssckgroundcolor >
w Font i
m Justify ' . . .

A Label Align CIMEET RN

B Line Make Same Size  » = = = = = = = =

= B Horizontal Spacing  »

% Cross Yertical Spacing b

W Pagel Center in Form b

b=¢ Pagek Order , § TTTTT————————
e e

For example, if you set the foreground color of a field to red, it would look like this:

Background Color — This option allows you to set the background color for the selected object.
When you click the arrow, the color picker described under Foreground Color opens. The
selected color will fill in the frame of the object. For example, if you set the background color of
a field to light gray, it would look like this:

Font — This option allows you to make changes to the text of the selected item. When you click
on the arrow, you have access to a sub-menu with options to set the font to Bold, Italic, or
Underline.

Justify — This option allows you to control the alignment of the text for the selected object.
Clicking on the arrow opens a sub-menu with the following options:

. . fLABEY 3
Left — The text will be aligned to the left edge of the frame: ©......._._ ... :

‘ - s O B -
Center — The text will be centered within the frame: ... ... ... :
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.........................................

Right — The text will be aligned to the right edge of the frame: e
Justify — Text will generally be left aligned. If there is more than one line of text, for example
in a notes field, it will be spaced evenly within the frame so that it aligns to both the right and
left edges.

Align — This menu item provides a sub-menu with options for aligning multiple objects to each
other. Select the objects you wish to align, then select the appropriate menu option. The top three
items are used for aligning objects in a column. Options include:

Lefts — This will allow you to align the left edges of the items.
Centers — This will center objects in the column.
Rights — This will align the right edges of the items.

The bottom three items are used for aligning objects in a row. Options include:

Tops — This will align the top edges of the items
Middles — This will center the objects in the row.
Bottom — This will align the bottom edges of the items.

Make Same Size — This option allows you to adjust one or more selected objects so they are the
same size. Options include:

Width — This will match the width of the objects to whichever object was selected last.
Height — This will match the width of the objects to whichever object was selected last.
Both — This will match both the height and width of the objects to whichever object was
selected last.

Horizontal Spacing — This menu provides options to allow you to control the spacing between
objects in a row. Options include:

Make Equal — This will arrange the objects so that there is equal space between each item.
Increase — This will pad the space between each of the objects, moving them further apart.
Decrease — This will remove space between each of the objects, bringing them closer
together.

Remove — This will remove all space between the selected objects so that they are right next
to each other.

Vertical Spacing — This menu provides options to allow you to control the spacing above and
below objects in a column. Options include:

Make Equal — This will arrange the objects so that there is equal space above and below each

item.

Increase — This will pad the space above and below each of the objects, moving them further
apart.

Decrease — This will remove space above and below each of the objects, bringing them closer
together.

Remove — This will remove all space above and below the selected objects so that they are
right on top of each other.
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Center in Form — This menu provides options for centering objects in the report. Options include:

Horizontally — This will center the object horizontally within the report margins.
Vertically — This will center the object vertically within the current band.

Order — This option allows you to layer objects by moving the selected item either in front of or
behind other items in the report.

Bring to Front — This will move the selected object in front of all other objects in the report.
Send to Back — This will move the selected object behind all other objects in the report.

The toolbars provide quick access to many of the options that are available on the menu. Options
include:

Main Toolbar:

Undo — This option will reverse the most recent change to the report. If you select this option
more than once, it will undo the previous change.

Redo — This option will become available if you have selected Undo. It allows you to remake a
change that you have undone.

Formatting Toolbar:

Font — This option allows you to select the font that you would like to use for the text of the
selected item.

Font Size — This option allows you to select the point size of the font that is being used for the
text of the selected item. A higher number will appear larger; a lower number will appear
smaller.

Bold — This option will apply a bold face font to the text in the selected object.
Italic — This option will italicize the text in the selected object.
Underline — This option will underline the text in the selected object.

Foreground Color — This option allows you to set the text or line color of a selected object. When
you click on the arrow a color picker opens where you can select a color.

Background Color — This option allows you to set the background color for the selected object.
When you click the arrow, the color picker described under Foreground Color opens. The
selected color will fill in the frame of the object.

Left — The text will be aligned to the left edge of the frame.
Center — The text will be centered within the frame.
Right — The text will be aligned to the right edge of the frame.

Justify — Text will generally be left aligned. If there is more than one line of text, for example in
a notes field, it will be spaced evenly within the frame so that it aligns to both the right and left
edges.
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Format Toolbar:

This toolbar is turned off by default. Most of the
options are available from the Format menu.

To Grid — This allows you to align objects by snapping them to the gridlines. When you press
this tool, any selected objects will snap to the closest top/left gridline.

The next three tools provide options for aligning multiple objects to each other. They are only
available if more than one object is selected. Select the objects you wish to align, then select the
appropriate tool.

Lefts — This will allow you to align the left edges of the items.
Centers — This will center objects in the column.
Rights — This will align the right edges of the items.

The next three tools provide options for aligning objects in a row. They are only available if
more than one object is selected.

Tops — This will align the top edges of the items
Middles — This will center the objects in the row.
Bottom — This will align the bottom edges of the items.

The next four tools provide options for controlling the width and height of objects.

Width — This will match the width of the objects to whichever object was selected last.
Size to Grid — This option will increase or decrease the height and width of the selected
object(s) to align with the grid.

Height — This will match the width of the objects to whichever object was selected last.
Both — This will match both the height and width of the objects to whichever object was
selected last.

The next four tools provide options for controlling the spacing between objects in a row. They
are only available if multiple objects are selected.

Make Equal — This will arrange the objects so that there is equal space between each item.
Increase — This will pad the space between each of the objects, moving them further apart.
Decrease — This will remove space between each of the objects, bringing them closer
together.

Remove — This will remove all space between the selected objects so that they are right next
to each other.

The next four tools allow you to control the spacing above and below objects in a column. They
are only available if multiple objects are selected.

Make Equal — This will arrange the objects so that there is equal space above and below each
item.
Increase — This will pad the space above and below each of the objects, moving them further
apart.
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Decrease — This will remove space above and below each of the objects, bringing them closer
together.

Remove — This will remove all space above and below the selected objects so that they are
right on top of each other.

The next two options allow you to center objects in the report.

Horizontally — This will center the object horizontally within the report margins.
Vertically — This will center the object vertically within the current band.

The final two tools allow you to layer objects by moving the selected item either in front of or
behind other items in the report.

Bring to Front — This will move the selected object in front of all other objects in the report.
Send to Back — This will move the selected object behind all other objects in the report.

Standard Controls Toolbar:

This toolbar is turned off by default. The options are
available from the Standard Controls section of the
toolbox.

Pointer — If you have clicked on another tool box option and decide you do not wish to add it to
the report, you can select this option to clear your previous selection.

Label — This option allows you to add text to the report, such as report titles or field names. It
can also be used to add summary information such as report totals.

Logo Image — This option allows you to add a picture to your report. This is similar to the logo
control in the display designer.

Line — This option allows you to add a line to your report.
Shape — This option allows you to draw a shape, such as a circle or arrow, on your report.

Box — This option allows you to add a box around items in your report that encompasses
multiple bands. For example, you may want a box around the entire report, including header and
footer information.

Cross Band Line — This option allows you to draw a vertical line that extends across multiple
bands.

Page Info — This option allows you to include report information such as the date or the page
count in your report.

Page Break — This option allows you to place a page break in your report. For example, you may
want each record to start on a new page.
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Using the Report Wizard

The easiest way to start a new report is using the Report Wizard. The wizard gives you two options:

Label Report - This option allows you to select the type of label from a list of standard label formats
and sets the report area to print the labels.

Standard Report — This option allows you to quickly configure a report by specifying the list of fields
you would like included and lets you choose from a selection of standard report layouts.

LAUNCHING THE REPORT WIZARD

I Inside the Report Designer, select Label / Report Wizard from the File menu.

File | Edit Wiew Format
Label [ Report Wizard
[&  save
Save As

Exit

2 The Report Wizard will open:

Report Wizard

Welcome to the Report Wizard

This wizard helps you automatically create a report according
ko the selected wizard options,

Choose a report bype and click, Mext,

Report Tvpe

(*) Standard Feport

() Label Report

| cancel | [ Hext> |

3 Select the desired report type from the Report Type radio buttons. Refer to the
appropriate section below for instructions.
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Setting up Labels
The Report Wizard allows you to configure your report area for one of a selection of standard label
types.

CREATING A LABEL REPORT

I Launch the report wizard following the steps under Launching the Report Wizard,
above.

2 On the first page, select the Label Report radio button. The Label Information page
will open:

Report Wizard

Label Information
Select one of the predefined labels by specifying the Product and its 1D, The
kvpe selecked defines the label's size and the bype of paper used.

Label Products;

] ] &0ne |E|
Top Side marging
matrgin r——Horizontal pitch —— Praduct Mumber:
L 28171 - Address [v]
i Nd
: Wicth Fumber Label Information
‘-.fgrtu:al Heicht N
pitch i o width: 355
l n, \
(’ “1 ( Height: 167

Mumbetr Across ————
Page tvpe: a4

Page size: (827 x 1169)

| Zancel | | < Back. I Mexk = | | Eirish |

3 Select the brand of your labels from the Label Products list. The Product Number
field will update with labels by the selected manufacturer.

4 Select your labels from the Product Number field and click Next.

? In addition to labels, you can select options such as
business cards, greeting cards, ID badges, and more.
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5 The Customize the Label page will open:

Report Wizard

Customize the Label's Options
You can adjust the label's parameters here if required,
Label Width: o
Top Side margins Label Height: 100 £
margin |*f—— Horizontal pitch —— _
| Wertical Pitch: 100 =+
wertical| o yaidth —H 1 Plurnbaer
. eight =
pitch || ? | pawn Horizontal Pitch: 419
s 0 l —
Mumbetr Across Top Margin: S0 |i|
Side Margin: 16 @
Page Size: Letter (350 x 1100) |E|
| Zancel | | < Back. | | Eirish |

6 The label size automatically adjusts to the product you selected, and for the most part,
you should not need to adjust the label options. If for some reason you would like to

make an adjustment to the size or paper type, you may do so on this screen.

7 When you are satisfied with your labels, press Finish.

8 You will be returned to the report designer with the design area adjusted to the label
settings:

v @ Detail &I

Bpace forrepeating columns.
Pheseanteple heretrkeepithenriogeter Controls placed here will be printed incorrectly.

9 The white area provides the space where you should place your fields. The gray area
is reserved for printing in columns.
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10 Drag the desired fields into the white area to set up your labels:

v [E Detai
L D] o
[&ddress] @ Space for rep eating coluns.
[City] G|[Etdd| 217 B] Controls placedhere will be printedincorrectly.

The final labels will look like this:

M aty Jones Toe Bmith

PO Box7 4130 Orange Ave

Catlshad Ca 92008 Oceanside  CaA 92056
Thanh Nugyen Linda Guterez

323 Palim 53 West Lake Way, Unit 23
Diel har Ca 92109 Vista Ca 92053

Setting up a Standard Report

The Standard Report option in the report wizard lets you quickly lay out your report by selecting the
fields and choosing from a selection of layout options. The fields will be automatically added to the
report, where you can make any desired adjustments.

CREATING A STANDARD REPORT

I Launch the report wizard following the steps under Launching the Report Wizard,
above.
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2 On the first page, select the Standard Report radio button. The Choose Columns page
will open:

Report Wizard
Choosze columns to dizplay in your report
' ) ) I
Your report can display any of the columns available in the dataset.,
L1
Which columns do wou want ta display in your report?

Avvailable figlds: Fields to display in a report:
O
(=] album Title |
(=] vear | 5 |
(=] Track —
(=] Length in Minutes
[Z] Tvpe of Music <
[Z] Media

(= Top 10 Hit?

[Z] Personal Rating
(=] Mokes

=1 crma TiHa

%3

1154

| Cancel | | < Back | | Einish |

3 The Available Fields box provides the list of fields in your display. To include a field
in the report, double click on it in this list or highlight it and click the > button. The
field will move from the Available Fields list to the Fields to display in a report list.
To select all fields, click the >> button.
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4 When you are satisfied with your fields, click Next. The grouping page will open:

Report Wizard

Do you want to add any grouping levels? l I
! ) ' ) —
Wou can have several groups, each with a single field value, or specify several L
Fields in the same group. i
[B|30ng Title |T|
(5] Artist S Song Title, Arist, Album Title,
(] Album Title o Type of Music, Personal Rating
(=] Type of Music
[Z] Personal Rating <
M
Pricrity
W
| Zancel | | < Back. I Mexk = | | Eirish |

5 Database Oasis allows you to using groupings in reports to automatically group
related information and generate summary information for the group. (For more
information on grouping, see the heading Groups in Custom Reports, later in this
chapter.)
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6 If you would like to create a group for the report, select the field on which you would
like to group from the list on the left and press the > button. To include more than one
field in the grouping, highlight the second field and press the +> button. For example,
you may want to group on both city and state. This would allow you to have Paris, IL
and Paris, TX in different groups. The selected field(s) will move to the list on the

right:

fields in the same group.

Report Wizard

Do you want to add any grouping levels? '
You can have several groups, each with a single field walue, or specify sesveral L
T

[Z] song Title

& album Title

(=] Type of Music
[E] Personal Rating

-

|Artist

=ang Title, Album Title, Type
of Music, Persanal Rating

Cancel | | < Back I hext = | | Einish |

7 You may continue to add fields to create sub groupings, if desired. Adjust the priority
of the groupings by highlighting them and clicking the A and V arrow buttons.

8 To remove a grouping, highlight it in the list on the right, and click the < button.

9  When you are done setting up your groups, click Next >.
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10 The layout page will open, providing options to control how fields are arranged on
the page:

Report Wizard

How would you like to lay out your report?

The report's layout specifies the way in which the selected data fields are
arranged on report's pages,

L
Tials

Layouk Orientation

[?'Stepped [E:' Partr ait

EEXYE NEEEX NYEXE XNXX

() Landscape

HAAN () outline 1
HEXX
() Outline 2
() align Left 1
() align Left 2

Adjust the field width so all fields Fit on page

| Cancel | | < Back I Mext = | | Finish |

11 Select from the Layout radio buttons. The report example on the left will update to
show an example of the selected layout. The available options will vary, depending
on whether you’ve included groupings in your report. If you have not included a
grouping, options are:

e (Columnar — Select this option to have data appear with one field per line, with the
field label in the first column, followed by the field data.

e Tabular — Select this option to arrange data in tabular format (similar to list view),
with the field labels appearing once for all records across the top of the page and
corresponding data aligned below the labels with one record per row.

Consider changing to landscape orientation when
using this option.

e Justified — Select this option to arrange the fields with field labels appearing
above the data. Fields will be side-by-side so they fill the width of the page. If not
all fields fit, remaining fields will be placed on the next line, until all of the fields
have been added.
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If you have included a grouping, options are:

Stepped — This option is similar to the Tabular option with the field labels
appearing once for all records across the top of the page. The field on which you
are grouping will appear left aligned below the labels once for all records in the
group. The remaining fields will appear indented in the detail band below group
field.

Outline 1 — This option will place the field on which you are grouping in the
group band with the label to the left of the field data. If you have a sub-grouping,
the label and field will appear indented on the following line. The field labels for
the remaining fields will appear indented on the following line, with the field data
in tabular alignment beneath them.

Outline 2 — This option is similar to Outline 1, with the exception of the
arrangement of the separator lines.

Align Left 1 — This option is similar to the outline options, with the exception that
sub-group headings and group details are left aligned rather than indented.

Align Left 2 — This option is similar to Align Left 1, with the exception of the
arrangement of the separator lines.

12 Select the Adjust the field width so all fields fit on the page option to have the report
designer automatically size the fields so they all fit. If this option is not selected, the
fields may run off the edge of the page. You are able to manually adjust the field sizes
once the wizard is complete.

This option is particularly important with any of the
tabular layouts.

13 Select whether you would like to have the report print in Portrait (taller than it is
wide) or Landscape (wider than it is tall) page orientation.

Chapter 8 — Reporting + Page 294



Using the Report Wizard

14 When you are satisfied with your layout options, click Next > to open the style page:

Report Wizard

1A

Biold
Casial
: ot Compack
: XX IIIIEIIII I\i‘l{ I:I

1 J 1
| EREE HEEE

Carporate
3 _Tt, ______ \ Forral
i | Title

| Caption
'il data

Wwhat style would you like?

The report's style specifies the appearance of ywour report,

__________

i |
1

| Zancel | | < Back. I Mexk = | | Fimish |

15 This page allows you to specify the default font style for the report. The sample on
the left will update to reflect your selections. Options include:

Bold — This option places the report title in Times New Roman, 20 pt. bold font.

Field labels are in Arial, 10 pt. bold font. Field data is in Times New Roman, 10
pt. font. The report title and field labels are red.

Casual — This option places the report title in Tahoma, 24 pt. bold font. Field
labels and data are in Arial, 10 pt. font, with the labels bolded. The report title is
green.

Compact — This option places the report title in Times New Roman, 21 pt bold
font. Field labels and data are in Times New Roman, 10 pt font.

Corporate — This option places the report title in Times New Roman, 20 pt. bold

italic font. Field labels are in Times New Roman, 20 pt. bold italic font. Field data
is in Arial 8 pt. font. The report title and field labels are blue.

¢ Formal — This option places the repot title in Times New Roman, 24 pt. bold font.
Field labels are in Times New Roman 10 pt. bold font. Field data is in Times New
Roman 8 pt. font.
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Fonts may be adjusted in the report designer once the
wizard is complete.

16 Once you have made a style selection, click Next > to open the report title page:

Report Wizard

wWhat title do you want for your
report?

MyxtraRepDrt

That's all the infarmation the wizard needs ko creake wour
repark,

| Cancel | | < Back | | Finish |

17 Enter the title you would like to appear at the top of the report.
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18 Click Finish to exit the wizard. The report design surface will populate with the
fields and layout you have selected:

v El reportHeaderB and [one band per report]

Music By Artist

¥ = goupHeaderBand]
AptisilArtEd

¥ = groupHeaderBand2

Song Title Albur Title Type of Music Persaoncl Reting
¥ [5 Detai B
[Song Title] [ [Album Title] [ [Type of Music] (3 [Per=onal Ratino] ]
v |=E.| pageFaaterBandl [one band per page]
Sunday, September 12, 2010 Page Iof 1

19 Use the guidelines in the remainder of this chapter to add additional objects to the
report, make any desired changes to the visual elements, and save your report.
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Setting up Your Report

Before adding fields and other objects to your report, you may wish to set up the report area and
configure the band properties. This includes setting up any data groupings you want to include, and
configuring the report to include data from any child level displays you may have.

%

Margin size and page orientation (portrait or
landscape) are configured in preview mode.

Sizing Report Bands

When a report is printed, each record in the report will be the height of the detail band. The amount
of space that’s reserved for the headers and footers will also be based on the size of the respective
bands.

For example, if you create a report with a detail band that looks like this:

J|§| o IO R R S T R S - S TN T T T

EI v @ reportHeaderBandl [one band per report] e
Donator List
= | [B] PageHeader [one band per page] P
Confidentail - for internal use only

= | v [E] Detail
; Donator Name [Donator Mame] @ p
: Address [Address] @
; City/StatelZIP [City] £ BZIP] G
: Phone [Phone] @
; E-Mail [E-Malil] @
=|v ié| RepartFoater [one band per report] B
= | E| pageFooterBand] [one band per page]
7 Saturday, Octoher 02,2010 Page 1 of 1
z LY
| - |
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Your report will print like this:

Donator List
Confidentail - for internal use only

Donator Name George Pierce
Address 5237 Oak St.
City/StatelZIP Sacramento CA 96093
Phone 9165559834
E-Mail George523@hotmail.com
Donator Name National Bank of Farmington
Address P.0. Box 8002-31
City/StatelZIP Farmington MO 20124
Phone 932555-2341
E-Mail
Donator Name Mable Swan
Address 53 Sunny Brook Lane
CitylStatelZIP Plesant CA 92393
Phone 503-555-2392
E-Mail
Saturday, October 02,2010 Page 1 of 1

You should size each band so that it is tall enough to contain the objects you wish to add to it, but
does not have a lot of empty space. You can adjust the size of the bands using drag and drop.
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CHANGING THE SIZE OF A BAND

| Hover your mouse over the top of the band. It will change to a double headed arrow:

¥ [5] Detai +

2 Click and drag the band up or down until it is the appropriate size.

Band Properties

Band Properties allow you to select how the report should handle individual records spanning
multiple pages when printed.

SETTING BAND PROPERTIES

| Click on the band you would like to select. The selected band will be blue and a small
arrow will appear next to the band name:

v &5 Dot =

2 Click on the arrow. A band properties box appears next to the band name:

¥ [5] Detai <) Detail Tasks

3 Mark the Keep Together check box if you would like to keep individual records
together when printed, if possible. If this is selected, the report generator will
determine if a record will fit in the space left on the page. If not, it will push that
entire record to the next page. If this is left unmarked, it will print as much of the
record as will fit on the first page, and complete the record on the second page.

4 Click off the band properties box to close it and save your changes.
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Removing Bands from a Report

If you are not using a particular band, you may remove it from the report designer.

REMOVING A BAND

| Right click anywhere within the band you would like to remove and select Delete.
The band will be removed from the report.

You cannot delete the detail band.

Groups in Custom Reports

In some reports, it may be desirable to group information based on a particular field. For example,

you may want to count how many customers you have in each state, or get the total dollar value of
all inventory you have in each product category.

Group bands allow you to automatically group related information in your report and generate
summary information for the group. You can also use the group header to enter a title that will
appear each time the group value changes. For example, if you group on the city in which your

customers live, you may place the City field in the group header band to appear as a title for each
city.

In order to group data in your report, you must first add the group header band, then specify what
field should be used for the grouping.

ADDING A GROUP HEADER BAND TO A REPORT

I Right click anywhere on the report surface and select Insert Band. A menu opens with
the band options:

Dielete |
Insert Band 3 PageHeader
Insert Detail Report v | = GroupHeader
| Zoom * | = GroupFooter
FeportFooter
PageFoater
& band per page] h:] BottarmMargin

2 Select GroupHeader. A group header band will be added above the detail band.

3 Click on the group header band to select it. A small arrow will appear next to the
band name.
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4 Click the arrow. A band properties box will appear:

- £
¥ = GroupHeader] — | Group Header Tasks

iroup Fields ¥ Calleckion)
Group Union MNone
Level 0

& | @EIE

Formatting Rules  |{Colleckion)

¥ [E] Detai

[ ] keep Together
|:| Repeat Every Page

5 Click the ellipsis next to the Group Fields field. The Group Fields Collection Editor
will open:

GroupField Collection Edito

Properties:

==
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6 Click the Add button. A new group field will appear in the Members section of the
screen and properties for the group field will appear in the Group Field Properties

section:
| Members: GroupField properties:
M GroupField + T
+
FieldMame
SortOrder Ascending '

| ok || Cancel |

'/ Click in the FieldName field to access a drop down list of the fields in your display.

8 Select the field on which you would like to group the report from the list. For
example, if you are creating a productivity report for your sales force that you want
grouped by sales associate, you would select the field that contains the sales
associates’ names.

9 In the SortOrder field, select whether you would like the group to appear on the report
in Ascending (A to Z, smallest to largest, oldest to newest) or Descending (Z to A,
largest to smallest, newest to oldest) order.

This selection overrides any sort order set on the
display; however, data within the group will respect
the sort order. For example, if you have a display that
tracks sales, you might group on sales region and sort
on sale date. In this case, the data will appear on the
report in order by region with all sales within a region
sorted by date.
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10 If you would like to further refine your group using a second field, click Add again
and repeat steps 7 through 9. For example, if you have first and last name stored in
separate fields, you would need to select both fields to group on the full name.

1 1 If you have added more than one group field, you can adjust the order in which they
appear in the report using the arrow buttons next to the Members list. Data will
appear in the report in ascending or descending order by the first value, then sub-
sorted by subsequent values. (Using the above example, if you select last name as the
first field, groups will appear in alphabetical order by last name, then first name.)

12 When you are satisfied with your selections, click OK.

You have the option of including a group footer band in the report. This allows you to include
summary information such as group totals for each group.

ADDING A GROUP FOOTER TO A REPORT

| Right click anywhere on the report surface and select Insert Band. A menu opens with
the band options.

2 Select GroupFooter. A group footer band will be added below the detail band. Refer
to the Adding Summary Information to Custom Reports heading later in this chapter
for details on including repot totals.

3 If you are using multiple group headers, you may repeat steps 1 and 2 to include
additional group footers. A GroupFooter2 band will be added to the report.

Sub-Groupings
In some cases, you may want to use sub groupings in your report. For example, you may want
records grouped by state, then sub-grouped by the cities in each state. This will allow you to create
summary totals for all records in the state, plus a separate set of totals for each city to further refine
your data analysis.

ADDING A SUB-GROUP TO A REPORT

| Right click anywhere on the report surface and select Insert Band. A menu opens with
the band options.
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2 Add the group header and footer bands following the instructions under Adding a
Group Header to a Report and Adding a Group Footer to a Report, above. The
second group bands will be named GroupHeader2 and GroupFooter2.

3

GroupFooter] does not necessarily correspond to
GroupHeader1. The group header band closest to the
page header will correspond to the group footer band
closest to the page footer.

3 Repeat these steps for each sub level you would like to include in your report.

When you have finished adding your group header and footer bands, your report may look similar to
this:

v E| Fiepart_Header [one band per repart]
Eillable Hours

v ﬂ Fage Header [one band per page]

¥ = GroupHeadsr?
Client: | [Client] )
¥ = GroupHeader]

Project: | |[Project] @

¥ [E] Detail
Date: | [Date Worked]d Hours: [Mumber ofd

¥ = GroupFooter]

Total for Project: Sum( [Nu@

¥ = GroupFooter?

Total for Client: Sum( [N2

v d Fiepart_Footer [one band per repart]

Report Total: Sum( [N®

v E| Fage_Footer [one band per page]
111

In the above example, there is a major grouping on Client with a secondary grouping on Project. The
group footer bands also provide the total hours worked on each project and a grand total for each
client.
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When run, the report will look something like this:

Client:

Taylor Property Management

Project: 6th Ave. Apartments

Date:
Date:
Date:
Date:

Date:

3/11/2009
g/13/2009
8/14/2009
8/24/2009

8/24/2009

Project: Baker Building

Hours:
Hours:
Hours:
Hours:

Hours:

Total for Project:

5.00
1.00
4.00
4.00

1.00

15

Date:  8/11/2009 Hours: 2.25
Date: 81972009 Hours: 4.00
Date:  8/20/2009 Hours: 6.00
Date: 82952003 Hours: 4246
Total for Project: 16.50
Total for Client: 31.50
Client: W&R Construction
Project: Browning Condos
Date: 81052009 Hours: 1.00
Date: 872052009 Hours: 2.00
Date:  8/21/2009 Hours: 8.00
Fiata- 204 nng HAanw~- 00O
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Child Data in Reports

If you are working in a display with one or more child levels, you can use Detail Reports to include
information from other levels in your report. This adds a sub-report tied to the child level.

Detail reports are similar to group bands, except that they are tied to a child display and allow you to
include data from more than one level in your report.

ADDING A DETAIL REPORT

I Add or edit a report at the parent level.

2 Right click on the report and select Insert Detail Report. This will bring up a sub-
menu with the child displays for this parent:

Delete

Insert Band »

Insert Detail Report v | 5]  Unbound

Zoom ¥ | 5] Food orders”
[E]  "Guest List"

3 Select the appropriate child display from the list. A second detail band will be added
to your report:

v [E] Detail

Party For: [Customer]
Type of Party: | [Party Description]

v @ DetailR epart - “Farty Planning. Guest List"
¥ [5 Detailt

v H Repart_Faoter [one band per repart]

4 Click on the Detaill band to select it. A small arrow will appear next to the band
name.
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5 Click the arrow. A band properties box will appear:

L= ] L i

L I L T )

v [E Detail =

Detail Tasks

|E-| Fepaort_Footen

|§| Fage_Footer [

| [3Preview |

Edit and Reorder Bands. ..

Sort Fields {Collection) )
Multi-Column Mode Mone |E|
Mulki-Colurmn Direction | First Down, then &cross |E|
Column Count 1 %
Column Width ] =)
Colurmn Spacing 1] @

Formatting Rules

[ | keep Together

Print when Data Source is Emply

(Collection)

6 Repeat these steps for any additional child displays you would like to include in the

report.

7 Any child displays you have created will appear in the field list with a plus mark (+)

next to them:

L‘:_]"I:EE UL T LET S
[+H Ed Guest List
fﬂ Parky Nakr
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8  Click on the plus mark to expand the list of fields:

[=]EYE3

Field Lisk

[=H O] Report Daka
Ehﬁ Party Planning
ab | Customer
E Food Crders

-] Ravp
@ Type
-[@] Party Date
- ab | Wenue

1' 7 | Parameters

Create your report following the instructions in the Adding Items to Your Report

sections below. Fields from the parent level should be added to the main Detail band.
To add fields from the child level, select them from the display you chose in step 3
and place them in the Detaill section under the DetailReport band heading:

Fields

Parent Level

¥ [E] Detaill

Child Level
Fields

k4 |E| Feport_Header [one band per report]

Party Planning

v |E| Page Header [one band per page]
v [E Detai

[Customer]

. |Party For:
Type of Party: [Party Description]

v E If)etaiIFEeport - "Party Planning. Guest List"

%Guest Mame: | [Name]
[Phone] G [Typel
[Number Attend [ |RSVP

Phone:
# Attending:

]
@

&

U Date : [[Party Datef
E]

Zpace forrepeating columns.
Controls placed here will be printed incorrectly.
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10 When you preview your report, child records will be grouped under their parents:

Party Planning

Party For: Joe Baxter
Type of Party: Baxter 50th Anniversary

Date : 9/20/2011 1

'}:} Guest Marme: Oy Baster 'E} Guest Mame:  Chris and Rere Winslow
Fhane: BEE-555-1362 Harne Fhone: 829-555-1473 Harne
#itending: 2 « RSP #Mending: 3 « RSP

{:} Guest Marne: Luis Flores {:} Guest Mame:  Yin Chun
Fhane: 777-555-57a7  WWork Fhone: 525-555-TE57 Mabile
Hitending: 0 CIREWP Hitending: 4 w RSP

'3:} Guest Mame:  Angela Goodkin
Phone: 7ae-555-20171  Mobile
#itending: 3 « RSP

Party For: Todd Keogh Date : 972472011 1

Type of Party: Engagement Party

{:} Guest Marme:  Martyand Kimn Keogh {.:} Guest Mame:  Jessica Keogh
Phione: S22-555-4367 Home Phone:

#itending: 2 ¥ [ S HMtending: A ¥ RSP

'I:I' Guest Name:  Linda Farnsworh 'I:I' Guest Nare:  Ted Hguyen
Phome: B75-555-46T8 Harne Fhaone: £2-555-65T1 Haorne
#itending: 4 | RSP #oftending: 3 w|REVP

{:} Guest Marme: Chriz and Jen Carter {:} Guest Mame: Lisa Gorez
Phone; 878-555-7871 Harne Phone: 5785551134 WWork
#itending: 0 R5WP HMtending: 0 R5WF
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Adding Items to Your Report

You build your report by adding fields and standard controls to the report bands.

Adding Fields to Custom Reporis

Fields are added to the detail band of the report. When the report is printed, the fields in the detail
band will be populated with the data from your display and repeated for each included record.

ADDING FIELDS TO A REPORT

I Open the report designer. The Field List box on the left side of the screen will contain
the fields in your display.

A 3

Prior to version 3.0, when a picture was selected in a
picture field, Database Oasis created a link to the
graphic file on your computer rather than storing the
picture in the database. Picture fields added to
displays after version 3.0 embed the graphic file in
the database. Only embedded picture fields are
available in reports.
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2 Click on the field you would like to add:

Field List [=EEY
i3] 2007 Amount
Address

Lok | City

-{3h] Contact Lag

Donator Mare

- 3h] E-Mail

-] On E-Mail List

{7 On Mailing List

-] On Phone List

Phione

~{ah ] State

~{3b] Type

~{2h] ZIP

3 Hold down the left mouse button and drag the field into the detail band on the report.
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4 Release the left mouse button. The field will appear on the report:

¥ [E Detai =

[Donator Mame]d

5 Click on the field to select it. A small arrow will appear in the upper right corner of
the field:

| ] u E u
u [Donator Hame]d |,

6 Click on the arrow. A properties box will appear:

= D .N ]% Label Tasks
otwator M atne
- Edit Text
[ | [ ]
[ ] Auto width

Can Grow
ne band per report] [ can shrink

Multiline
Word Wrap
2 band per page] SUmMmary Mone E|
Foreground Color | Il ControlText
_ Background Caolor | ] Transparent I
i Fonk Times Mew Roman, 9,75pk E| I

L TR S R O - - W]

7 The Auto Width check box determines whether the field should size horizontally to
fit the data in the field. If Auto Width is selected, the field will increase or decrease to
fit the text.

The Word Wrap option takes precedence if it is also
selected so text will wrap rather than expand
horizontally.
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This option does not change the position of any
objects placed to the right of the field.

8 The Can Grow check box works in conjunction with the Word Wrap option to
determine whether to print the entire contents of the field or limit what prints to a
specific amount of space. If this is selected, data in the field will wrap to multiple
lines and the band will expand to accommodate the entire field. Items below the field
in the report will be shifted down.

Selecting Can Grow is especially useful with notes
fields.

If you wish to limit the size the field can expand, but still want the text to wrap to
multiple lines, leave Word Wrap marked, but unmark Can Grow. The text will wrap
to multiple lines and fill the frame, but will not expand beyond the space allotted. If
text exceeds what can fit in the box, it will be truncated. This is useful if you are
printing on a form with a fixed amount of available space, or want to limit your report
to a single page.

If neither Can Grow nor Word Wrap is marked, the text will fill a single line.

9 The Can Shrink option controls whether the field’s height can shrink if there is less
data than the space allotted. For example, if you have a notes field on your report, and
size the field to accommodate multiple lines, the detail band will move up for any
records where the notes field is empty. Leave this check box unmarked if you would
like the same amount of space to be allotted to the field, even if the data doesn’t fill it.

10 Click on the arrow next to the Fore Color field to open a color picker where you can
select a color for the text.

11 Click on the arrow next to the Back Color field to open a color picker where you can
select a color for the background of the field.

12 Click on the ellipsis next to the Font field to open the Windows Font dialog where
you can select a font for the field.

13 Click off the properties to save your changes.
14 See Working with Objects on the Report, later in this section, for instructions on

sizing, positioning, and configuring the field.
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v Fields are added to the report without the field name.

It is recommended that you add a label and enter the
field name to help identify this data on the report.

Adding Text to Custom Reports

In addition to fields, you can add other elements to your report using the Standard Controls list. The
Text option allows you to add field labels and other information to your report.

ADDING TEXT TO A REPORT

1 From the Standard Controls list, click on Label:

2 Hold down the left mouse button and drag the label into the desired band on the

report:
L4 E Cretail
[ ] ] B =
o Doble Click to Edit ".
L]

3 The label will be added with the text Double Click to Edit. Double click on the label.
The label text will be highlighted:
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4 Start typing to enter your label text. Click off the field to save.

5 To set properties for the text, click on it to select it. An arrow appears in the upper
right corner of the field.

6 Click on the arrow to open a properties box:

n u g
o Double Click to Edit

Label Tasks

Edit Text

[ ] auto width
Can Grow
he band per repart] [ can Shrink
Multiline

Word Wrap
= hand per page]

(]

Surnrnary Mone

Foreground Caolor | I ControlText
Background Color | ] Transparent

Gl &

Fonk Times Mew Roman, 9.75pk

Labels use the same properties box as fields. Not all
options are applicable to text items.

"/ Click on the arrow next to the Fore Color field to open a color picker where you can
select a color for the text.

8 Click on the arrow next to the Back Color field to open a color picker where you can
select a color for the background of the field.

9 Click on the ellipsis next to the Font field to open the Windows Font dialog where
you can select a font for the field.

10 Click off the properties to save your changes.

11 See Working with Objects on the Report, later in this section, for instructions on
positioning and configuring the label.
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Lines in Custom Reports

You will often find that reports are much easier to read if you include lines between the sections.
You may even want to include a line between each record to help clarify where one ends and the
next begins. Consider adding a line to the bottom of the header band to separate the header from the
main body of the report, or to the bottom of the detail band to include a line between each record.

ADDING A LINE TO A REPORT

1 From the Standard Controls list, click on Line.

2 Hold down the left mouse button and drag the line into the desired band on the report.
A horizontal line will be added in the default size:

. Dbl
—

3 When the line is selected, it will have a small arrow in the upper right corner:
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4 Click on the arrow. Line properties will open next to the field:

- = =) Line Tasks

| |

- 5 Fareground Calor | I ControlTexk
Line Direckion Horizontal
Line Style Solid

&l [one band per repor Line Width 1 EI
anchor Mertically  |Mone

r [one band per page] Formatting Rules  |{Collection) E'

5 The Foreground Color option allows you to set the color of the line. Click the drop
down list to open a color picker:

" = =) Line Tasks
| |
- = Foreground Color | I ConkrolText
Line Dir&ction | Custom || Web || System
Line Skyle 1 ActiveBorder
ter [ome band per repor | ' B ActivveCaption
3 e 4 [ ActiveCaptionText
B Appitorkspace =
Anchar Yertically | — ~onkeal
! band 1 ContralDark,
# [one band per page] Formatting Rules | pmmm ControlDarkDark
1 ControlLight
1 ControllightLight
Conkral Text
B Ceskiop
[ GrayText

6 Select the color you would like to use for the line from the options on any of the three
tabs.

7 The Line Direction field controls whether it is a horizontal, vertical, or diagonal line.
Select:

e Slant to have the line go at a diagonal from the bottom left of the frame to the top
right of the frame;

e Back Slant to have it go from the top left to the bottom right;
¢ Horizontal to have the line go from the left to the right; or

¢ Vertical to have the line go from the top to the bottom of the frame.
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8 The Line Style setting allows you to control the type of line to use. Options include
Solid, Dash, Dot, DashDot, DashDotDot, or Custom.

9 The Line Width allows you to set how thick you would like the line. The higher the
number, the heaver the line. Type a number in the field or use the spinner arrows to
increment the number up or down.

10 The Anchor Vertical controls how the line is anchored if the band is resized. Select:
® None if you do not want to anchor the line.

e Top if you want the line to keep its position relative to the top of the band. If you
resize the band, the space between the line and the bottom of the band will
increase or decrease.

e Bottom if you want the line to keep its position relative to the bottom of the band.
If you resize the band, the space between the line and the top of the band will
increase or decrease.

e Both if you want the line to grow or shrink with the band. This is used with
vertical lines.

11 When you are satisfied with your settings, click off the properties box to save.

12 See Working with Objects on the Report, later in this section, for instructions on
positioning the line.

Cross Band Lines in Custom Reports

Cross band lines are vertical lines that can extend over more than one band. For example, you may
want to display data in tabular format with the field labels in the page header. In this case, you may
want a line that extends from the header into the detail band:

e

Cross
Band Line

2000 2001 2002 2003 2004 2005 2006

[Donator Name|| (2000 AG [[2001 A |[2002 AG |[2003 AG [2004 A |[2005 A [[2006 A
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The printed report will look like this:

2000 2001 2002 2003 2004 2005 2006 2007

George Pierce $10000 $000  $10000 $30000 4000 $5000  $000  $15000
Mable Swan $000 43000 $000  $5000  $2000 4000 47500 $0000

National Bank of  $100000 $200000 $100000 $150000 $100000 $100000 $2000.00 $1000.00

Farmingtom

? Standard lines default to horizontal. Rather than going
into line properties to make a line vertical, you can
use a cross band line.

ADDING A CROSS BAND LINE TO A REPORT

1 From the Standard Controls list, click on Cross Band Line.
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2 Hold down the left mouse button and drag the line vertically across the desired bands
on the report. As you drag, adjust the thickness of the box you draw. A vertical line
will be added in the height and width of your box:

s

HEE
‘one bar

? To avoid having a break in the line after each record
in the detail band, extend the line into the divider for
the footer band.

3 When the line is selected, it will have a small arrow in the upper right corner. If
necessary, adjust the line properties using the guidelines under Adding a Line to a
Report, above.

Adding Logo Images to Custom Reports

Logo Images let you include your logo, a background image, or other static graphics to your repots.

ADDING A LOGO TO A REPORT

I From the Standard Controls list, click on Logo Image.
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[ Standard Controls

Pointer

Label

Line

Logo Image
Shape

Biocx

Cross Band Line

Page Info

g fme /e x

Page Ereak

2 Hold down the left mouse button and drag boundary of the picture. The picture frame
will be added, and automatically selected. When the picture frame is selected, a small
arrow will appear in the upper right corner.

3 Click the arrow to open picture box properties:

£

=

Pickure Box Tasks

Irnage inone)

Sizing Zoam Image

b
b

anchor vertically  Mone

4 Click on the ellipsis button next to the Image field to open a Windows Open dialog.
5 Navigate to the picture field you would like to add to the report and click Open.
6 In the Sizing field, select from the following options:

e The Normal option places the graphic in the frame without modifying it in any
way. If the graphic is larger than the frame, it will be trimmed along the
bottom and right edges. You can resize the frame to fit the graphic.

e The Stretch Image option will fit the picture to the frame. If the picture is
larger than the frame, it will be shrunk to fit. If the picture is smaller than the
frame, it will be stretched to fit. If the dimensions of the picture are not
proportional to the frame, the picture could be distorted when resized.

e The Auto-Size option will adjust the size of the frame to fit the graphic file.
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The Center Image option is similar to Normal, except that the picture will be
centered within the frame and trimmed on all four edges.

The Zoom option will resize the picture to fit the frame, while using padding
to maintain the height to width ratio of the image so it does not distort the
picture. The edge (horizontal or vertical) of the picture that is proportionally
the largest in comparison to the frame will be stretched or shrunk to fit within
the frame. The proportionally smaller edge will be padded.

7 Anchor Vertically allows you to anchor your picture to the top or bottom of the band
to prevent it from moving when the band height changes.

Select Top to anchor the picture to the top of the band. If the height of the
band changes, the picture will not move. This is the default position.

Select Bottom to anchor the picture to the bottom of the band. If the height of
the band changes, the picture will shift down to maintain its distance from the
bottom of the band while padding at the top.

Select Both to anchor the picture to the top and bottom of the band. If the
height of the band changes, the height of the picture frame will also be
increased.

8 See Working with Objects on the Report, later in this section, for instructions on
positioning the logo.

Adding Shapes to Custom Reports

The shape tool lets you draw a variety of shapes on your report, such as circles, arrows, stars, and

more.

ADDING A SHAPE TO A REPORT

| From the Standard Controls list, click on Shape.
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2 Hold down the left mouse button and drag the shape into the desired band on the
report. A circle will be added in the default size:

. = (2]

=
— il

3 Click on the arrow to open shape properties:

 SSHEENR>

. = [ ] stretch
Foreground Calar | I ConkrolText |
Fill Color | [ Transparent |
Line Width 1 E
Angle |EI @|
Anchaor Yertically |r'-.ln:|ne |
Formatting Rules |{Cu:|||ecti|:|n]l E]|
Shape |EIIi|:|se |

7 [one band per repart]

4 Set the Foreground Color, Line Width, and Anchor Vertically settings following the
guidelines under Adding a Line to a Report, above.

5 If your shape will have a center area (i.e., anything other than a line, bracket, or
brace), set the color you would like for the center fill from the Fill Color field.
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6 If you would like your shape to appear at an angle, enter an angle between 0 and 359
in the Angle field. For example, an oval set to a 45° angle would appear like this:

'/ Select the shape you would like to use from the Shape list.

8 A Fillet option will appear if you select Rectangle, any of the Arrow options, any of
the Polygon options, any of the Star options, Brace, or Cross. This allows you to
round the corners on your shape. (If you select Brace, this applies to the curve of the
horizontal line.) Enter how much rounding you would like on a scale from 1 to 100.

9 Arrow Height and Arrow Width fields will appear if you select Arrow. Arrow Height
controls the height of the arrow head in relation to the base. A higher number will
result in a taller arrow head; a lower number will result in a longer base. Arrow Width
controls how wide the base of the arrow is. A higher number results in a fatter base; a
lower number results in a narrower base.

10 If you select Triangle, Square, Pentagon, Hexagon, or Octagon, the selection will be
replaced in the list with Polygon (i.e., many sided). A Number of Sides field appears
where you can change the number of sides on your shape. Enter a number of three or
more in the field.

11T A Count of Star Points field appears if you select any of the Star options. Enter a
number of three or more in the field.

12 A Concavity field appears if you select any of the Star options. This controls the
angle between the center of the star and the tip of the points. A higher number will
result in a sharper angle; a lower number will result in a softer angle with a larger
center area.

13 Horizontal Line Width and Vertical Line Width options appear if you select Cross.
These control the width of the horizontal and vertical lines. Enter a number between O
and 100 in each field.

14 A Tips Length field appears if you select the Bracket or Brace options. This controls
the length of the horizontal tip at the top and bottom of the shape. Enter a number
between 1 and 100. The higher the number, the longer the tip.

15 A Tail Length field appears if you select Brace. This controls the length of the

horizontal line in the center of the brace. Enter a number between 1 and 100. A higher
number will result in a longer tail.
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16 See Working with Objects on the Report, later in this section, for instructions on
positioning the shape.

Adding Boxes to Custom Reports

Boxes let you draw a frame around objects in the report. The box tool can extend across multiple
bands, if desired.

ADDING A BOX TO A REPORT

1 From the Standard Controls list, click on Box.

2 Hold down the left mouse button and drag boundary of the box. The box will be
added, and automatically selected. When the box is selected, a small arrow will
appear in the upper right corner.

3 Click the arrow to open box properties:

sgler [one band per page]

U Cross-band Box Tasks L
‘ 2000 | [2001| (2002 |eodes g ]
Barder Colar | Il ConkrolText |

I I Border Width |3 =l
| [Donator Name] |[2|:||:||:| ArEi| |[2|:||:|1 .-"J'J‘Ei| |[2|:||:|2 ArEi| J|.
Anchor Vertically |Eh:uth |

Joter [one band per report] -

Formatting Rules ||{C|:ullecti|:|n]| E]|
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4 Click on the Borders list to control which edges of the box display:

| Cross-band Box Tasks L

Borders Al IEI | u
| Border Colar [ j
Border Width ‘ all

Maone

{ anchor Yertically ‘

Formatting Rules [ ]

5 A window will open with four thin boxes around the edges, depicting the borders of
the box, and larger boxes in the center for All or None.

6 By default, All is selected, which displays all four borders. If you would like to limit
the borders, click on the box(es) on the edges corresponding to the lines you would
like to turn off.

'/ Set the Border Color, Border Width, and Anchor Vertically settings following the
guidelines under Foreground Color, Line Width, and Anchor Vertically, respectively,
in Adding a Line to a Report, above.

Adding Page Information to a Custom Report

The Page Info option allows you to include information that will be gathered at the time the report is
printed. For example, you can put a page number on each page of the report, or include the date and

time that the report is printed. Page information is generally placed in the page header or page footer
band.

ADDING PAGE INFO TO A REPORT

I From the Standard Controls list, click on Page Info.
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% Page Info

2 Hold down the left mouse button and drag the line into the desired band on the report.

v Unless you want the page information to print with
every record, it is recommended that you put it in the
header or footer of the report.

3 The Number of Total value will be added to the report:

‘nater [one band per pagell_l_l
1 u u

'm
o
im

4 When the page info is selected, it will have a small arrow in the upper right corner:
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5 Click on the arrow. Page Info properties will open next to the field:

7 [one band per page]
= £ Page Info Tasks

. ]
uf 141

Page Informaton  ¥Currert of Total' Page Numb i+

Skart Page Mumber |1

Format

E3|jae

Running Band (none)

(<]

anchar Yertically rone

Formatting Rules (Caolleckion)

6 The Page Info list provides the available information that can be included in the
report. Options include:

Number — The page number.

Number of Total — The current page number next to the total pages in the report
(e.g., page 2 of five would appear as 1/5.)

RomLowNum — The current page number in lowercase Roman numerals.
RomHiNum — The current page number in uppercase Roman numerals.
DateTime — The date and time the report is printed.

UserName — The name of the user printing the report. The user name is taken
from the user’s Windows login.

'/ Enter the page number where you would like the information to start in the Start Page
Number field. For example, if you do not want to print the page number on the first
page of the report, enter 2 in the field.

8 Click on the ellipsis next to the Format field to open the FormatString Editor.
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FormatString Editor

Cakeqgory Sample
DakeTime rEE
MNurmber
Percent T e
Currency J Standard Types [Custum |
Special i i

Prefix Suffis

| ............ e | | p—— |

9 This screen lets you control how your data will be formatted. If you have selected to
print the date and time when the report is run, select the DateTime option and select
the date format from the options that appear in the Standard Types list.

10 Click OK to save your changes. You will be returned to the properties box.

1 1 If you would like to anchor the page information so that it keeps is position relative to
the top or bottom of the band if the band is resized, select Top or Bottom from the
Anchor Vertical list.

12 When you are satisfied with your settings, click off the properties box to save.

13 See Working with Objects on the Report, later in this section, for instructions on
positioning the page info.
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Adding Summary Information to Custom Reports

Summary information allows you to include totals in your report. They are generally added to the
report footer band so that they will provide a summary of a selected field for all records in the report.
Optionally, they may be added to the page footer to provide subtotals on each page.

ADDING A SUMMARY TO YOUR REPORT

I Add a label to your report following the instructions under Adding Text to Your

Report.
2 Click once on the label. A small arrow will appear in the upper right corner of the
label:
¥ [5 Detai
[ | | | E u
= Dioghle Click to Edit |5
u [ ] ]
3 Click on the arrow. A properties box will open:
" - - %) Label Tasks
= Diouhle Click to Edit
Edit Text
u [ ]
[ ] auta width
Can Grow
ne band per repart] [ can Shrink
Mulkiline
word Wrap
= band per page]
Surnrnary Mone E'
Foreground Color | I ControlText

Background Color | ] Transparent

ClEE

Fonk Times Mew Roman, 9.75pk
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4 Click the ellipsis next to the Summary field. The Summary Editor will open:

Summary Editor,

B ound field: Previgw
Sumrmary function:

Surn

Format string:

[ ] 1gnore MULL walues

Surmary Running

(*) None ) Group

[:Z' Page I Report

| (a4 | | Cancel |

5 Click on the arrow next to the Bound field field. A list of the fields in your display
will open. For example, if you are creating a report on the Donations display, you
may want to sum the Total fields for all records.

6 Click on the arrow next to the Summary function field. A list of available
mathematical functions that can be performed on the selected field from your display

will open.

7 Select the desired mathematical function. For example, to sum the Total fields for all
records, select Sum.
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8 If desired, click the ellipsis next to Format string to open the FormatString Editor:

FormatString Editor

Category Sample

DakeTime Fa

Murmber

Percent A e
Currency J Standard Types [Custnm |
Special

Prefis Suffis
| oK, | | Cancel |

9 The FormatString Editor allows you to control how your data is printed. Select the
type of data from the Category list. For example, if you are summing total donations,
you would select Currency. The Standard Types section will update with formatting
options that applicable to the selected category. Select the desired option from the list.

10 Click OK to return to the Summary Editor. The Preview will update to display your
selections.

I'1 If you are performing a calculation on a numeric field, mark the Ignore Null Values
check box.

12 From the Summary Running radio buttons, select from the following options:

e Select Page to have a running summary for each page of the report. When
selected, the total will include all records on the current page. For best results,
when selecting this option, the summary field should be in the page header or
page footer band of the report.

e If you are using a group band in your report, select Group to calculate the
summary each time the group changes. For best results, when selecting this
option, the summary field should be in the group header or group footer band of
the report.

Chapter 8 — Reporting + Page 333



Working with Objects on the Report

e Select Report to include all records in the report in the summary. For best results,
when selecting this option, the summary field should be in the report header or
report footer band of the report.

13 Click OK to return to the properties box.

14 Click off the properties box to save your changes.

Working with Objects on the Report

Once you have added your fields and standard controls to the report, you can adjust their properties and
fine tune the size and placement of the objects.

Sizing and Moving Objects in the Report Designer

Sizing and moving objects in the custom report designer is very similar to sizing and moving objects
in the display designer. You select the objects by clicking on them with your mouse, then drag to
resize or move the object.

There are also options on the Format menu to move and size objects in relation to each other.

SIZING AND MOVING OBJECTS WITH THE MOUSE

| If you would like to change the size of an object, click on it to select it. Bounding
boxes will appear around the edges of the field:

. . ] '
o [Dotator Mame]d ._+ B D;r;il ng

2 Hover your mouse over the box. It will change to a two headed arrow.
3 Click and drag to resize the object.
4 If you would like to move the object, click on the object to select it.

5 Hover your mouse anywhere over the object other than the bounding box. The mouse
will change to a four headed arrow:

KR

6 Click and drag the object to the desired position.
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SIZING AND MOVING OBJECTS FROM THE MENU

| If you would like to align the edges of multiple objects in the report, select the objects
and select Align from the Format menu. Select the desired option following the
guidelines under Menu in the Exploring the Screen, earlier in this chapter.

2 If you would like to resize objects in relation to other objects (for example, make all
of your fields the same width), select the objects and select Make Same Size from the
Format menu. Select the desired option following the guidelines under Menu in the
Exploring the Screen, earlier in this chapter.

3 If you would like to adjust the spacing of objects so they are either closer together or
further apart, select the objects and select either Adjust Horizontal Spacing or Adjust
Vertical Spacing from the Format menu. Select the desired option following the
guidelines under Menu in the Exploring the Screen, earlier in this chapter.

4 If you would like to center an object in the report, select the object and select Center
in Form from the Format menu. Select the desired option following the guidelines
under Menu in the Exploring the Screen, earlier in this chapter.

Changing the Appearance of Objects in the Report

The menu and toolbar give you options for changing the appearance of objects on your report. You
can select the font, fore ground and background color, and alignment of text from the menu or
toolbar. Refer to the Exploring the Screen section, earlier in this chapter, for details on the available
options.
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Previewing Reports in the Designer

As you work with the objects in your report, you can preview the report to verify that the report is
easy to read and that the settings are having the desired effect.

PREVIEWING A REPORT

I In the report designer, click on the Preview button below the bands:
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2 The preview page will open:

Ao A EETIFEEEE

N eE eyl

Donator List
Confidentail - for internal use only =
Donator Name George Pierce Donations in Year
Address 5237 Oak St.
¢ V2005 50.00
City/StatelZIP Sacramento CA 96093
Phone 916-555-9834 12006 0 1
E-Mail George523@hotmail.com V2007 15000
Donator Name National Bank of Donations in Year
Farmington
Add P.O. Box 8002-31
o - 912005 1000.00
City/StatelZIP Farmington MO 20124
Phone 932555-2341 w2006 200000
E-Mail 2007 1000.00
Donator Name Mable Swan Donations in Year
¢ | Aoaladewa o- ED Dy snmmn s Mua ol | .-".I.- |
g@J Designer ||Eprevﬂ | @ Scripks | Page 1 of 1 | | Zoorn Fackor: 100%:

3 This will display the report exactly as it would print.

4 To return to design mode, click the Designer button next to the Preview button.
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Saving and Exiting Your Report

You should periodically save your report while working in it. You also have the option to save or
cancel the report when you exit.

SAVING A REPORT WHILE YOU WORK

1

From the File menu within the report designer, click Save. The first time you save the
report, a Save Report screen will open:

Save Report

Enter a descriptive name far paur report

| |

Enter a unique name for the report and click OK. You will be returned to the designer
where you can continue working on the report.

SAVING AND EXITING A REPORT

From the File menu within the report designer, click Exit.

You will be asked if you would like to save your report. Click Yes to save the
changes or No to exit and cancel all changes.

If you have clicked Yes to save the report and you have not yet named your report,
the Save Report screen will open.

Enter a unique name for the report and click OK. You will be returned to your
display.

Working with Existing Reports

Once you have created your report, you can edit, delete, or print the report from the Reporting menu.

Editing and Deleting Reports

You can use the Manage Reports option on the Reporting menu to edit or delete an existing report.
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EDITING REPORTS
I Open the display that contains the report you would like to manage.
2 From the Reporting menu, select Manage Reports.

3 The Manage Reports screen will open with a list of all existing reports:

Manage Reports [‘5_(|

| Dekte || Edt || Cose |

4 Highlight the report you would like to modify and click Edit. The report designer will
open to the selected report.

SAVING A COPY OF A REPORT

I Open the report you would like to copy.

2 From the File menu, select Save As. The Save Report screen will open with the
current report name.

3 Enter a unique name for the copied report.

DELETING A REPORT

I Open the display that contains the report you would like to manage.

2 From the Reporting menu, select Manage Reports. The Manage Reports screen will
open.

3 Highlight the report you would like to delete and click Delete.
4 You will be asked to confirm your decision to delete the report.

5 Click Yes. The report will be deleted.
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6 Click Close to exit the Manage Reports list.

Printing Reports

Once you have created your custom report, it can be printed from the Reporting menu.

PRINTING A REPORT
I Open the display containing the report you would like to print.
2 From the Reporting menu, select Run Report.

3 The Run Report screen will open with a list of reports for this display:

Run Report ['5_(|

Dlonatar List

[ Fur ] [ Close ]

4 Select the report you would like to print and click Run.

5 Print Preview will open for the selected report. Follow the guidelines under Printing
Records in the previous chapter for help with printing from print preview.
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SYSTEM MAINTENANCE

Backing up Your Data

It is very important that you schedule and perform regular backups of your data. This will allow you to
restore your installation of Database Oasis in the event something happens to your computer or your
software. Backups can be thought of a little bit like accident insurance. Chances are you will never have
to use it, but in the event of a problem, you’ll be very happy you have it. The backup process is
extremely easy and takes only a few seconds.

Following are some suggestions on when to make backups:

® You should make a backup if you are having any problems with your computer. The most
common cause of data loss is a hard drive crash. If your computer begins to respond
differently than usual or is making any unusual noises, you should immediately make a
backup and copy it to an external medium, such as a CD or another computer.

e Make a backup as you add data to your system. As you work in Database Oasis, think
about the last time a backup was made and then think about the impact if something were
to happen and you lost the work you’ve done since then. Many people choose to make
daily backups. If you don’t make changes to your data every day, you may want to perform
a backup weekly, or even less frequently. On occasions where you are adding a large
volume of records or making a lot of changes, you may even want to make more than one
backup in a single day.
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You should make a backup prior to making major design changes to a display. In the event
that you do not like the changes you have made, you can simply restore from backup to
return to the previous version.

PRO If you are using Database Oasis - Professional
Edition, make sure that all other users are logged out
of Database Oasis before proceeding.

BACKING UP YOUR DATA
I Close out of the designer and any open displays in Database Oasis.

2 From the Tools menu, select Backup. The Backup Database Oasis screen will open:

Backup Database Oasis

Select Location for backup files:

Backup File: | | D

Click. OF. when you are ready to proceed with the backup.

To restore your backup, select Bestare from the Tools
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3 Click the button next to the Backup File: field to open a Windows Save dialog:

Backup Database Dasis @

Save in; |GM_I,I Documets v| (€ T = -

Y IC2IMy Alburms
L‘\ﬁ [CS)My eBooks
MyFRecent )My Music
Documents |75 My PageManager
: E}My Pictures
L£ IZS)My Received Files
Desktop (Donty wwebs

)

-

by Diocuments

by Cormputer

File name: | s |
by M etwork, Save az hype: | Backup File [*.dat] w |

@

4 Navigate to the location where you would like to store the backup.

5 In the File name: field, enter a name for your backup. This should be something that
will enable you to identify the backup file in the event you need to locate it again. For
example, if you would like to keep archives of past backups, you may include the
date in the name. If you prefer to only keep the latest backup, you may simply name it
Backup and overwrite it each time.

6 Click Save. You will return to the Backup Database Oasis screen with your file name
and path in the Backup File field.

7 Click okay to run the backup. A file with the name you specified and the extension
.dat will be created in the selected location.

? Consider keeping a copy of the backup file in an
external location. This will protect you in the event of
a hard drive crash.
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Restoring from Backup

Once you have created a backup, you can restore that backup file to return your installation of Database

Oasis to the state it was in when the backup was made.

Warning!

j Restoring from backup will overwrite the entire
installation. If you have made any changes to displays
or data since the backup was made, they will be lost.

PRO If you are using Database Oasis - Professional
Edition, all other users must be logged out of
Database Oasis before proceeding.

RESTORING A BACKUP

I Close out of the designer and any open displays in Database Oasis.

2 From the Tools menu, select Restore. The Restore Database Oasis screen will open:

Restore Database Oasis

Select backup file to restare:

Backup File: |

(-]

Click. OF. when you are ready to restare from backup.

WARMIMG: This will completely ovenwrite pour current installation and
any data that has been added since the selected backup.

Cancel
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3 Click the button next to the Backup File: field to open a Windows Open dialog:

Restore Backup

Look ir: |[',‘D Backups v| 3 ¥ £ M-
Y dl:ucuasis.dat
by Recent
Diocurnents
=
K
Desklop

\$

by Documents

ky Cornputer

‘g File name: || b |
My Mebwork Files of type: | Eackup File [*.dat] " |

This will default to the location where you stored the last backup file you created.

4 If you have moved the backup file, or you wish to select a different backup, navigate
to the location of the backup file.

5 Double-click on the backup file in the box. The file name will appear in the File
name: field.

6 Click Open. You will return to the Restore Database Oasis screen with your file name
and path in the Backup File field.

7 Click okay to restore the backup. Depending on how many displays and how much
data you have, this may take several minutes.

8 When it is done restoring from your backup, a message will appear informing you

that the restore from backup was completed successfully. Click OK to close the
message.
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Moving a Data File

In some circumstances, you may need to change the location of your Database Oasis data file. For
example, you may run out of space on a particular drive and need to move data to a secondary drive.

When relocating data files, you must first move the data, then update Database Oasis’ internal reference
to the data location.

MOVING A DATA FILE

| Locate the Database Oasis data file. Database Oasis data is stored in the file
dbmkSystem.vdb4. When Database Oasis is installed, a default data path is created.
For operating systems prior to Windows Vista, the data is located in the path
C:\Documents and Settings\All Users\Application Data\ADBOData. In Windows Vista
and Windows 7, the data is located in the path C:\ProgramData\DBOData\.

A 3

If you don't see this folder, it is usually because it is
hidden in Windows. To unhide the folder, right click
on your Windows Start button and select Explore
from the menu to open Windows File Explorer. Select
Folder Options from the Tools menu, then select the
View tab. Make sure that the "Show hidden files and
folders" option is selected.

Database Oasis data is stored in the file dbmkSystem.vdb4.
I To move the data, simply copy the data file to the new location in Windows.

2 The first time users log into Database Oasis after the file has been moved, the Locate
Database Oasis Data Path screen will appear:
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Locate Database Dasis Data Path

Wie'te zomy, we are unable to connect to the

D atabaze Daziz data file located in the path
C:\Program FileshD atabase

D azizhD atahdbmkSystern wdbd. This may be
because the file haz been moved or the complter
where the data file iz located has been turned off.
Please talk to pour netwaork, administrator far help, or
contact D atabaze 0azis suppart.

[f you would like to connect to a database on a
different computer, enter the path to the data file
here, or presz F1 for help.

[rata Path

=

Click OK.

If you are using Database Oasis Professional Edition,
make sure that the client computers are able to access

the new path.

Click the button next to the Data Path field to open the Windows Open dialog box
where you can navigate to the folder where the data is now stored.

Database Oasis will check to make sure there is a valid data file in the specified path.
If there is, you will receive a message that the connection is successful. You must
close and reopen the software to complete the connection.
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Rebuild

The rebuild process automatically corrects any problems that may be found in your database. You do not
need to manually launch a rebuild. When Database Oasis opens, it scans the database for issues and
automatically launches a rebuild in the following circumstances:

e [f the version of the software you are using is newer than the database version. In this case,
rebuild will automatically upgrade the database.

e [f the system was not shut down properly.
e [f Database Oasis detects any other problem with your data file.

If a rebuild is necessary, you will receive the following prompt:

Database Repair Needed ==

Database Oasis needs to repair the data files.
If the problem persists, contact Support
at Support@DatabaseOasis.com.

Click QK to continue,

When you click OK, the rebuild commences. A progress bar displays as the system rebuilds each of the
tables in the database.

P o

Status

Packing Database

Processing Table: Control Property

Once the rebuild is complete, you should be able to resume work with your installation.

If you encounter an error that the rebuild was not able to repair, the Database Repair Needed screen will
appear again the next time you launch the software. In this case, locate your dbmkSystem.vdb4 file as
described under Moving a Data File, above, and attach it to an e-mail to Support@DatabaseOasis.com
so the Database Oasis support technicians may troubleshoot the issue.
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Active Widow: In Windows, the screen that currently has focus. Any work that you perform will
impact the active window.

Align: To line up two or more objects. In Database Oasis, the alignment options are used to line up
objects in the designer.

Application: A term used to refer to a software product.

Backup: (noun) A copy of all information in your software that allows you to restore the application to
the state it was in at the time the backup was made. (verb) The act of creating a backup file. (See also
Restore)

Box: In Database Oasis, an object type that allows you to draw a square around other objects for the
purpose of grouping and organizing your display.

Buttons: Windows form elements that perform an action when clicked.

Calculated Field: An advanced type of field that displays the results of a preconfigured calculation.
For example, a calculated field may be configured to show the sum of a selection of other fields. You
cannot type directly in a calculated field.

Check Box: A field used to provide a simple true/false flag. It appears as a small square on the form. A
mark in the box indicates a true condition. No mark indicates a false condition.

Child Level: A sub-display that may be added in Professional Edition. The child level allows you to
have multiple child records linked to a single parent record. Common data may be entered once at the
parent level instead of on each child record.

Client Server: A software term describing a system where multiple installations (clients) daccess data
stored in a central location (the server).

Database: A file that stores related information. (See also Field and Record)

Delimiter: A character that you have specified to denote the end of one field and the start of the next in
an export.

Design Element: In Database Oasis, the objects that can be added to a display that do not contain data.
These include boxes, labels, and logos.
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Design Mode: In Database Oasis, the mode of the software when you are in the designer, creating and
modifying your displays. (See also Designer and Working Mode)

Design Template: A file that contains a description of the design of a display. This can be used to
create a new display with the same design.

Designer: In Database Oasis, the area of the software where you can create and modify your displays.
Displays: A screen that has been created in Database Oasis to contain and display data.

Double Click: In Windows, the act of clicking your mouse button twice in rapid succession to perform
an action. (See also Mouse)

Drag and Drop: A method of selecting something with your mouse and moving it to another location.

Drop-Down Lists: A type of field that offers a preconfigured list of options. You can populate the field
by selecting from the list.

Export: The process of copying data out of one software application into a file that can be read by
another software application.

Field: A container for a piece of data. For example, in an address, the city, state, and ZIP code
information would each be stored in a separate field. (See also Record.)

Filter: A method defining a criterion records must meet in order to be viewable. This is used to limit
the data you are working with to a defined subset.

Focus: In Windows, the currently active object or form. Interaction with the software with affect the
item that has focus.

Form: In windows, a page that contains options that you interact with. For example, Properties screens
are forms, as are each of your displays. Forms are also sometimes referred to as screens or windows.

Horizontal Center: The center of an object that is the midpoint between the top and bottom edges.
This can be visualized as a horizontal line drawn through the middle of the object.

Hot Key: On a menu or object, the underlined letter in the name that is used to perform the action using
the keyboard. Pressing the hot key while holding down the ALT key on your keyboard will activate the
option.

Hover: The act of placing your mouse over an object and leaving it there until something occurs. For
example, hovering over the edge of many objects in the designer will cause the mouse to change to a
double headed arrow, allowing you to change the size of the object.

Label: A piece of text that can be added to a display to provide instructions or additional information.

Landscape: A page orientation that prints with the longer edge of the paper at the top. For example,
with standard paper that is 8%2 by 11 inches, landscape mode would print a page that is 11 inches wide
by 8%z inches tall. (See also Portrait)

Layering: A method of controlling which object appears in front when two or more objects overlap.

List View: In Database Oasis, a view of your data that presents all of the records in a grid. Each column
in the grid is a field, each row is a record.

Logo: In Database Oasis, a design element that allows you to add pictures to the background of your
displays.

Login: The process of entering a user name and (typically) a password to access software.
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Maximize Button: On the title bar, the button that looks like this: E Clicking this will return the
application to a maximized state. (See also Maximized, Restore Button, and Title Bar)

Maximized: In Windows, when a window is at the maximum size, usually filling your monitor. The
Database Oasis window cannot be moved or sized when maximized.

Menu: A list of options that can be performed by clicking on them. For example, the Tools menu
provides access to the Backup and Restore features.

Minimize Button: The button on the title bar that looks like this: B In Database Oasis, this button
can be found on the main window’s title bar. Clicking this will remove Database Oasis from view. It can
be accessed again from your Window taskbar. (See also Title Bar)

Mouse: In Windows a tool that allows you to manipulate a pointer: % on the screen in order to interact
with visual elements on the screen.

Navigation Pane: In Database Oasis, a bar that appears on the left side of your screen in working
mode. It is used to provide quick access to commonly used features.

Numeric Field: A type of field that can only contain numbers.

Parent Level: A display that may be added in Professional Edition that has one or more child levels.
Data from records at the parent level is shared with any linked child records.

Picture Field: A type of field that allows you to have record-specific pictures.
Pointer: In Windows, a visual representation of the mouse that is used to interact with software.

Portrait: When printing, the standard page orientation that prints with the shorter edge of the paper at
the top. For example, with standard paper that is 82 by 11 inches, portrait mode would print a page that
is 8¥2 inches wide by 11 inches tall. (See also Landscape)

Properties: Settings that allow you to control the look or behavior of an object or area of the software.

Radio Buttons: A set of options represented by small circles. A mark in a circle indicates it is selected.
Only one radio button can be selected at a time.

Record: A collection of related fields. In Database Oasis, each page of a display represents one record.
(See also Fields)

Relational Databases: A database that links tables together by a common value. This is used when
multiple records share common information. The common data is stored in what is known as a ‘“Parent”
record and shared across one or more related “Child” records.

Restore Button: This button will appear on the title bar when a window is maximized: . Clicking it
will enable you to move and size the window. (See also Title Bar, Maximize Button, and Maximize)

Restore: The act of overwriting an installation with a previously backed up copy of the data. (See also
Backup)

Screen: See Form
Server: The installation of Database Oasis where the data is installed.

Size: (noun) The dimensions of an object. (verb) The act of changing the size of an object by clicking
and dragging.

Sort: An option to define the order in which records should be presented.
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Tab Order: The order in which your cursor will move through objects when you press the Tab button
on your keyboard. In displays, the default tab order is left to right, top to bottom unless otherwise
specified in the designer.

Taskbar: In Windows, the bar at the bottom of the screen that contains the Start button and buttons for
any software applications that are currently open.

Template: See Design Template
Text Field: The most common type of field. Text fields can contain any type of data. (See also Field)

Tiled: An object that is repeated within a particular space. For example, a graphic used as wallpaper in
Database Oasis will repeat to fill the display.

Title Bar: The band at the very top of a form. This contains the name of the form and gives you options
for sizing, moving, and closing the form. (See also Maximize Button, Minimize Button, and Restore
Button)

Tools Pane: In the Designer, the pane at the left side of the screen that gives you quick access to the
most commonly used functionality.

Tooltips: In Windows, text that appears when you hover your mouse over an object providing
additional information about the option. (See also Hover and Mouse)

Vertical Center: The center of an object that is the midpoint between the left and right edges. This can
be visualized as a vertical line drawn through the middle of the object.

Wallpaper: In Database Oasis, a tiled picture that appears as the background of a display. (See also
Tiled)

Window: See Form

Windows®: The Microsoft operating system that provides a graphical interface for working with your
software.

Working Mode: In Database Oasis, the mode of the software where you interact with the data in your
displays. This includes all areas of the application with the exception of the designer. (See also Design
Mode)
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About Screen - 75
Add
Adding a Display
By Copying - 97
From a Blank Page - 93
From a Design Template - 95
Adding Objects to a Display - 115
Auto Incrementing Fields - 154
Boxes - 123
Calculated Fields - 139
Check Boxes - 133
Date Fields - 132
Labels - 124
List Fields - 134
Logos - 118
Notes Fields - 130
Numeric Fields - 128
Picture Fields - 135
Text Fields - 125
Adding Records
By Importing - 255
In a Child Display - 193
In a Display - 190
Copying Records - 194
Reports - 270
Users - 77
Aligning Objects in the Designer - 161
Auto Incrementing Fields
Adding to a Display - 154
Defined - 154
Inputting Data - 197
Properties - 154

INDEX

Defined - 123
Properties - 123
Bring to Front - 164
Browse - See List View
Business Cards - 287
Buttons
Customizing - 110
Defined - 13
Focus - 13
Properties - 110
Scrolling - 205
Using - 189

B

Backup - 341
Badges - 287
Bands in Custom Reports - 272, 298, 301
Boxes
Adding to a Display - 123

C

Calculated Fields
Adding to a Display - 139
Calculations
Combine a Field and Another Value - 148
Combine Two Fields - 146
Date Before or After - 151
Math Calculation Using a Field and Another Number -
144
Math Calculation Using Two Numeric Fields - 142
Number of Days Since a Date - 153
Sum or Average Numeric Fields - 150
Defined - 139
Examples - 143, 145, 147, 149, 150, 152, 153
Inputting Data - 202
Properties - 140
Centering Objects
On the Display - 160
With Other Objects - 162
Check Boxes
Adding to a Display - 133
Defined - 11, 133, 134
Focus - 11
In List View - 234
Inputting Data - 199
Properties - 133
Child Displays - 169
Adding - 169
Adding Records - 193
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Child Rollups - 172
Deleting - 175
Edit - 174
Opening - 185
Parent Fields - 171
Viewing Records - 222
Child Displays Menu - 108
Child Rollups
Inputting Data - 202
Client
Access Configuration - 37
Defined - 2
Installing - 44, 51
Launching - 87
Select Server - 87
Client Server - 2
Network Access - 76
Closing
Designer Welcome Screen - 101
Navigation Pane - 66
The Display Designer - 176
The Tools Pane - 104
Welcome Page - 64
Color
Buttons - 111
Date Fields - 132
Display Background - 112
Notes Fields - 131
Numeric Fields - 129
Text Fields - 127
Color Picker - 22
Count of Records - 204
Child Level - 223
Custom Reports - 270
Adding Boxes - 326
Adding Cross Band Lines - 319
Adding Fields - 311
Adding Lines - 317
Adding Logos - 321
Adding Page Info - 327
Adding Pictures - 321
Adding Shapes - 323
Adding Sums - 331
Adding Text - 315
Bands - 272, 298
Removing - 301
Copying - 339
Deleting - 339
Editing - 339
Field List - 277
Groups - 301
Menu - 279
Moving Objects - 334
New - 270
Printing - 340
Relational Displays - 307
RelChild Data - 307
Saving - 338
Sizing Objects - 334

Standard Controls - 275
Toolbar - 283
Wizard - 286
Labels - 287
Standard Report - 289

D

Data File
Moving - 346
Database
Defined - 3
Database Oasis
Opening - 59
Date Fields
Adding to a Display - 132
Color - 132
Defined - 11, 132
In List View - 233
Inputting Data - 197
Properties - 132
Deleting
Displays - 180
Records - 255
Deleting Users - 83
Delimiters - 256, 269
Design Template
Defined - 92
Exporting - 178
Importing - 95
Designer - See Display Designer
Designer Welcome Screen - 101
Dimmed Objects - 9, 10
Display Designer
Adding Objects - 115
Auto Incrementing Fields - 154
Boxes - 123
Calculated Fields - 139
Check Boxes - 133
Date Fields - 132
Labels - 124
List Fields - 134
Logos - 118
Notes Fields - 130
Numeric Fields - 128
Picture Fields - 135
Text Fields - 125
Aligning Edges - 161
Alignment Tools - 159
Bring to Front - 164
Centering Objects - 160, 162
Child Displays
Adding - 169
Child Rollups - 172
Delete - 175
Edit - 174
Parent Fields - 171
Closing - 176
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Delete Child Displays - 175
Display - 102
Display Properties
Editing - 111
When Adding Displays - 94
Edit Child Displays - 174
Exploring the Screen - 100
Layering Objects - 163
Menu
Alignment Tools - 159
Child Displays - 108
Layout - 107
Work with Designer - 107
Menus - 106
Moving Objects
By Dragging - 158
Keyboard - 159
Using Alignment Tools - 159
Opening - 177
Properties
Auto Incrementing Fields - 154
Boxes - 123
Buttons - 110
Calculated Fields - 140
Combine a Field and Another Value - 148
Combine Two Fields - 146
Date Before or After - 151
Math Calculation Using a Field and Another Number -
144
Math Calculation Using Two Numeric Fields - 142
Number of Days Since a Date - 153
Sum or Average Numeric Fields - 150
Check Boxes - 133
Date Fields - 132
Display - 111
Labels - 125
List Fields - 134
Logos - 121
Notes Fields - 131
Numeric Fields - 128
Picture Fields - 136
Text Fields - 126
Saving - 176
Selecting Objects - 157
Send to Back - 164
Sizing a Display - 110
Sizing Objects - 163
Tab Order - 167
Toolbox
Auto Incrementing Fields - 154
Boxes - 123
Calculated Fields - 139
Check Boxes - 133
Date Fields - 132
Labels - 124
List Fields - 134
Logos - 118
Notes Fields - 130
Numeric Fields - 128

Picture Fields - 135
Text Fields - 125
Tools Pane - 102
Tips - 106
Toolbox - 104, 116
Work with Child Displays - 106
Work with Designer - 106
Work with Selected Object - 105
Welcome Screen - 101
Work Area - 102

Displays

Adding
Add a New Display - 93
Child Displays - 169
Child Rollups - 172
Copying a Display - 97
From a Design Template - 95
Objects to a Display - 118
Adding Child Records - 193
Adding Records - 190
Adding Records by Importing - 255
Auto Incrementing Fields
Adding - 154
Inputting Data - 197
Background Color - 112
Boxes
Adding - 123
Buttons - 110
Using - 189
Calculated Fields
Adding - 139
Combine a Field and Another Value - 148
Combine Two Fields - 146
Date Before or After - 151
Inputting Data - 202
Math Calculation Using a Field and Another Number -
144
Math Calculation Using Two Numeric Fields - 142
Number of Days Since a Date - 153
Sum or Average Numeric Fields - 150
Changing the Size - 110
Check Boxes
Adding - 133
In List View - 234
Inputting Data - 199
Child - 169
Child Rollups
Inputting Data - 202
Copying Records - 194
Date Fields
Adding - 132
In List View - 233
Inputting Data - 197
Deleting
Displays - 180
Records - 255
Design Templates
Defined - 92
Exporting - 178
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Importing - 95
Designer - 100
Editing in the Designer - 177
Editing Objects in the Designer - 165
Editing Records - 194
In List View - 232
Exploring - 185
Exporting Records - 267
Delimiters - 269
Filtered - 267
Sorted - 267
Filtering Records - 212
Graphics - 118
Importing Child Records - 264
Importing Records - 255
Delimited Files - 256
Excel Spreadsheets - 255
Labels
Adding - 124
Linked - 169
Linking Files - 235
List Fields
Adding - 134
Inputting Data - 199
List View - 225
Current Record - 229
Editing Data - 232
Sizing - 227
Logos
Adding - 118
Menu - 187
Notes Fields
Adding - 130
In List View - 234
Inputting Data - 197
Numeric Fields
Adding - 128
In List View - 233
Inputting Data - 196
Opening - 68, 182
Opening Child Displays - 185
Parent Fields
Inputting Data - 203
Parent Fields on a Child - 171
Picture Fields
Adding - 135
In List View - 234
Inputting Data - 200
Printing Records - 240
Printing to E-mail - 254
Printing to File - 253
Properties
Adding - 94
Editing - 111
Searcing for Records - 220
Sorting Records - 207
Templates
Defined - 92
Exporting - 178

Importing - 95
Text Fields
Adding - 125
In List View - 233
Inputting Data - 196
Viewing Child Records - 222
Viewing Records - 204
Wallpaper - 112, 113
Work Area - 65
Documentation Standards - 6
Drag and Drop - 16
To Add Objects to a Display - 117
Drop Down Lists
Defined - 10
Focus - 10
Keyboard Selection - 17
Mouse Selection - 15

E

Editing
Auto Incrementing Fields - 197
Calculated Fields - 202
Check Boxes Fields - 199
Child Rollups - 202
Date Fields - 197
Display Properties - 111
Displays in the Designer - 177
List Fields - 199
Notes Fields - 197
Numeric Fields - 196
Object Properties - 165
Parent Fields - 203
Picture Fields - 200
Records - 194
In List View - 232
Text Fields - 196
Editing Users - 81
E-Mail Links - 235
Entering Data
Field Length - 127
In Displays - 195
In List View - 232
Examples
Calculated Fields
Combine a Field and Another Value - 149
Combine Two Fields - 147
Date Calculation - 152, 153
Math Calculation Using a Field and Another Number -
145
Math Calculation Using Two Numeric Fields - 143
Sum Numeric Fields - 150
Using Logos - 118
Using Wallpaper - 114
Excel Spreadsheet Import - 255
Exploring
Custom Report Designer - 271
Displays - 185
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The Designer - 101
The Main Screen - 64
Export - 267, 269
Filtered - 267
Sorted - 267
Exporting Templates - 178

F

Field Names
Defined - 10
Fields
Adding to a Display - 115
Auto Incrementing Fields
Adding to a Display - 154
Inputting Data - 197
Calculated Fields - 140
Adding to a Display - 139

Combine a Field and Another Value - 148

Combine Two Fields - 146
Date Before or After - 151
Inputting Data - 202

Math Calculation Using a Field and Another Number -

144
Math Calculation Using Two Numeric Fields - 142
Number of Days Since a Date - 153
Sum or Average Numeric Fields - 150

Adding to a Display - 135
In List View - 234
Inputting Data - 200
Text Fields
Adding to a Display - 125
In List View - 233
Inputting Data - 196
File Links - 235
Filtering - 212
Basic Edition - 212
Comparisons - 213
Deleting - 220
Exporting Filtered Records - 267
Modifying Saved Filters - 219
Professional Edition - 215
Recalling - 219
Saving - 218
Using Saved - 219
Find - 220
Focus - 9
Form - 9
Fonts
Selecting - 24
Forms
Active Form - 9
Defined - 8

Check Boxes
Adding to a Display - 133
Defined - 11
Focus - 11
In List View - 234
Inputting Data - 199
Child Rollups
Inputting Data - 202
Date Fields
Adding to a Display - 132
In List View - 233
Inputting Data - 197
Defined - 3, 10
Editing in List View - 233
Focus - 10
List Fields
Adding to a Display - 134
Inputting Data - 199
Notes Fields
Adding to a Display - 130
Defined - 13
Focus - 13
In List View - 234
Inputting Data - 197
Numeric Fields
Adding to a Display - 128
In List View - 233
Inputting Data - 196
Parent Fields
Inputting Data - 203
Picture Fields

G

Glossary - 349
Graphics

Logos - 118

Picture Fields - 200

Wallpaper - 112, 113
Greeting Cards - 287
Groups in Reports - 301

H

Highlighting Text - 16
Hot Keys - 17

1

Icon - 59
Import - 255
At the Child Level - 264
Data Validation - 255
Delimited Files - 256
Display Preparation - 256
Excel Spreadsheets - 255
Importing Templates - 95
Incrementing Fields
Adding to a Display - 154
Defined - 154
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Inputting Data - 197

Properties - 154
Installation - 27

Client - 44, 51

Prerequisites - 28

Registration - 52

Server - 27

System Requirements - 26

Uninstall - 57

Upgrade - 27, 46

Examples - 118
Properties - 121

K

Keyboard
Hot Keys - 17

Selecting from Drop Down Lists - 17

Tab - 16
Using - 16

L

Labels
Adding to a Display - 124
Defined - 124
Properties - 125
Labels in Reports - 287
Landscape - 250
Launching the Software - 59
Layering Objects - 163
Layout Menu - 107
Length of Text Fields - 127
Linked Displays - 169
Linking Files to Records - 235
List Fields
Adding to a Display - 134
Inputting Data - 199
Properties - 134
List View - 225
Current Record - 229
Defined - 11
Deleting - 232
Editing Data - 232
Opening Saved - 231
Printing a Record - 243
Printing the List - 245
Printing to E-mail - 254
Printing to File - 253
Saving - 230
Selecting Fields - 226
Sizing
Columns - 228
Rows - 228
The Form - 227
Logos
Adding to a Display - 118
Defined - 118

M

Mailing Labels - 287
Maintenance
Backup - 341
Deleting Records - 255
Moving the Data File - 346
Rebuild - 348
Restore from Backup - 344
Menu - 68
Defined - 8
Designer Menu
Child Displays - 108
Layout - 107
Work with Designer - 107
Designer Menus - 106
Display Menu - 187
Hot Keys - 17
Main Menu
Displays - 69
File - 68
Help - 74
Tools - 69
Windows - 70
Cascade - 71
Tile Horizontal - 72
Tile Vertical - 73

Menu Pad - 8
Tools
Backup - 341

Restore - 344
Microsoft Windows - See Windows
Mouse
Double Click - 16
Drag and Drop - 16
Highlighting - 16
Selecting Buttons - 15
Selecting Fields - 15
Selecting from Drop-Down Lists - 15
Using - 14
Move the Data File - 346
Moving Objects in the Designer
Aligning Edges - 161
By Dragging - 158
Centering on the Display - 160
Centering with Other Objects - 162
Keyboard - 159
Using Alignment Tools - 159
Moving Windows - 7
Multi User - 2
Multi-users
Network Access - 76
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N

Navigation Pane - 65
Add a New Display - 67
Open a Display - 68
Work with Existing Displays - 68
Network Access - 76
Network Access for Clients - 37
New
Child Records - 193
Displays - 93
Importing Records - 255
Records - 190
Notes Fields
Adding to a Display - 130
Color - 131
Defined - 13, 130
Focus - 13
In List View - 234
Inputting Data - 197
Properties - 131
Numeric Fields
Adding to a Display - 128
Color - 129
Defined - 128
In List View - 233
Inputting Data - 196
Properties - 128
Sorting - 208
vs. Text Fields - 128

0

Object Focus - 9
Object Properties
Auto Incrementing Fields - 154
Boxes - 123
Buttons - 110
Calculated Fields - 140
Combine a Field and Another Value - 148
Combine Two Fields - 146
Date Before or After - 151

Math Calculation Using a Field and Another Number -

144

Math Calculation Using Two Numeric Fields - 142
Number of Days Since a Date - 153
Sum or Average Numeric Fields - 150

Check Boxes - 133

Date Fields - 132

Labels - 125

List Fields - 134

Logos - 121

Notes Fields - 131

Numeric Fields - 128

Picture Fields - 136

Text Fields - 126

Objects

Adding to a Display - 115
Auto Incrementing Fields - 154
Boxes - 123
Calculated Fields - 139
Check Boxes - 133
Date Fields - 132
Labels - 124
List Fields - 134
Logos - 118
Notes Fields - 130
Numeric Fields - 128
Picture Fields - 135
Text Fields - 125

Aligning Edges - 161

Centering on the Display - 160

Centering with Other Objects - 162

Dimmed - 9, 10

Focus - 9

Layering - 163

Moving
By Dragging - 158
Keyboard - 159
Using Alignment Tools - 159

Properties
Modifying - 165

Selecting - 157

Sizing - 163

Unavailable - 9, 10

Open

Child Displays - 185

Database Oasis - 59

Displays - 68, 182

Order of Records - 207

P

Passwords - 82
Picture Fields
Adding to a Display - 135
Changing the Picture - 201
Defined - 135
In List View - 234
Inputting Data - 200
Properties - 136
Prerequisites for Installation - 28
Printers - 249
Printing - 240
Landscape - 250
Print to E-mail - 254
Print to File - 253
Setup - 249
Printing Lists - 245
Printing Reports - 340
Professional Edition - 2
Properties
Auto Incrementing Fields - 154
Boxes - 123
Buttons - 110
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Calculated Fields - 140
Combine a Field and Another Value - 148
Combine Two Fields - 146
Date Before or After - 151

Math Calculation Using a Field and Another Number -

144
Math Calculation Using Two Numeric Fields - 142
Number of Days Since a Date - 153
Sum or Average Numeric Fields - 150
Check Boxes - 133
Date Fields - 132
Display Properties
Editing - 111
When Adding Displays - 94
Labels - 125
List Fields - 134
Logos - 121
Notes Fields - 131
Numeric Fields - 128
Objects
Modifying - 165
Picture Fields - 136
Text Fields - 126

Y

Queries - See Filtering

R

Radio Buttons
Defined - 13
Focus - 13
Rebuild - 348
Records
Adding - 190
Adding by Importing - 255
Adding to a Child Display - 193
Copying - 194
Defined - 3
Deleting - 255
Editing - 194
In List View - 232
Exporting - 267
Delimiters - 269
Filtered - 267
Sorted - 267
Filtering - 212
Find - 220
Importing - 255
Delimited Files - 256
Excel Spreadsheets - 255
Importing at the Child Level - 264
Inputting Data - 195
In Auto Incrementing Fields - 197
In Calculated Fields - 202

In Check Boxes - 199
In Child Rollups - 202
In Date Fields - 197
In List Fields - 199
In Notes Fields - 197
In Numeric Fields - 196
In Parent Fields - 203
In Picture Fields - 200
In Text Fields - 196
Linking Files - 235
Printing - 240
Printing to E-Mail - 254
Printing to File - 253
Record Count - 204
Record Count at Child - 223
Scrolling - 205
Sorting - 207
Viewing
In Child Displays - 222
In Displays - 204
In List View - 225
Registering Additional Users - 79
Registration - 52
Relational Database - 169
Defined - 5
Designer
Child Displays Menu - 108
Reports - 307
Relational Databases
Importing at the Child Level - 264
Reports - 270
Adding Boxes - 326
Adding Cross Band Lines - 319
Adding Fields - 311
Adding Lines - 317
Adding Logos - 321
Adding Page Info - 327
Adding Pictures - 321
Adding Shapes - 323
Adding Sums - 331
Adding Text - 315
Bands - 272, 298
Removing - 301
Child Data - 307
Copying - 339
Deleting - 339
Editing - 339
Field List - 277
Groups - 301
Menu - 279
Moving Objects - 334
New - 270
Printing - 340
Relational Database - 307
Saving - 338
Sizing Objects - 334
Standard Controls - 275
Toolbar - 283
Wizard - 286
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Labels - 287
Standard Report - 289
Restore from Backup - 344

S

Saving
Changes in the Designer - 176
Edits
In Displays - 195
In List View - 234
New Records
In Child Displays - 193
In Displays - 193
Screens - See Forms
Scroll Bars - 12
Scrolling - 205
Search - 220
Select Server - 87
Selecting Objects in the Designer - 157
Selecting Text - 16
Send to Back - 164
Server
Defined - 2
Installing - 27
Machine Name - 87
Sizing
Displays - 110
List View
Columns - 228
Rows - 228
The Form - 227
Objects - 163
Sorting - 207
Clearing - 209
Deleting - 211
Exporting Sorted Records - 267
Modifying Saved Sorts - 211
Numeric vs. Text Fields - 208
Recalling - 210
Saving - 209
Sub-Sort - 208
Using Saved - 210
Starting the Software - 59, 87
System Requirements - 26

Defined - 125
In List View - 233
Inputting Data - 196
Length - 127
Properties - 126
vs. Numeric Fields - 125
Tips Window - 106
Title Bar
Close Button - 7
Defined - 7
Minimize Button - 7
Moving Windows - 7
Restore Button - 7
Toolbox - 104, 116
Auto Incrementing Fields - 154
Boxes - 123
Calculated Fields - 139
Check Boxes - 133
Date Fields - 132
Labels - 124
List Fields - 134
Logos - 118
Notes Fields - 130
Numeric Fields - 128
Picture Fields - 135
Text Fields - 125
Tools Menu
Backup - 341
Restore - 344
Tools Pane - 102
Tips - 106
Toolbox - 104, 116, See also Toolbox
Work with Child Displays - 106
Work with Designer - 106
Work with Selected Object - 105

T

Tab Order - 167

Template
Defined - 92

Exporting - 178
Importing - 95

Text Fields
Adding to a Display - 125
Color - 127

U

Unavailable Objects - 9, 10
Uninstall - 57
Upgrade - 46
Users
Adding - 77
Deleting - 83
Editing - 81
Network Access - 76
Registering - 79

|4

Viewing
Records in Child Displays - 222
Records in Displays - 204
Records in List View - 225
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Wallpaper - 112, 113
Website Links - 235
Welcome Page - 64

Display Designer - 101
Windows - See also Forms

Color Picker - 22

Font Selector - 24

Help with Using - 7

Moving - 7

Open/Save Screen - 18
Work Area

Designer - 102

Main Program - 65
Work with Designer Menu - 107
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