Lesson 5�Generating Reports


Introduction


HCAS offers a variety of reports that can be previewed and printed to provide a different way of viewing project data. These reports are available from the Reports menu selection, which can be found on the Project Selection screen and the Project Detail screen. In this lesson, you will learn how to work with the HCAS reporting feature.


Working with Reports


The following eight reports are available within HCAS from the Project Selection and Project Detail screens:


Project Entry Form contains all of the data fields that an HCAS user enters for a given project. This worksheet facilitates project data preparation and HCAS data entry.


Single Project Detail Report gives all details for the current project selected in the project list, grouped by project information, contract information, site information, total estimate costs, total award costs, and total actual costs. The WBS is not included.


Single Project WBS Report With Notes (Estimate) shows all WBS entries, with notes, included in the estimate phase of the selected project, along with each WBS entry’s unit of measure, unit cost, and total cost. The project is identified in the report by the project name, project number, site name, and site number.


Single Project WBS Report - No Notes (Estimate) shows all WBS entries, without notes, included in the estimate phase of the selected project, along with each WBS entry’s unit of measure, unit cost, and total cost.


Single Project WBS Report With Notes (Award) shows all WBS entries, with notes, at time of award of the selected project, along with each WBS entry’s unit of measure, unit cost, and total cost. The project is identified in the report by the project name, project number, site name, and site number.


Single Project WBS Report - No Notes (Award) shows all WBS entries, without notes, at the time of award of the selected project, along with each WBS entry’s unit of measure, unit cost, and total cost.


Single Project WBS Report With Notes (Actual) shows all WBS entries, with notes, for the selected completed project, along with each WBS entry’s unit of measure, unit cost, and total cost. The project is identified in the report by the project name, project number, site name, and site number.


Single Project WBS Report - No Notes (Actual) shows all WBS entries, without notes, for the selected completed project, along with each WBS entry’s unit of measure, unit cost, and total cost.


Copies of these reports can be found at the end of this lesson.


A ninth report—Query Results—is accessible from the Query Results screen. This report, which provides summary information about queried projects, is described in detail in Lesson 7, Querying the Database.


You can send the reports to your printer or save them as an electronic file in one of numerous standard file formats. HCAS prints the following electronic file types: character-separated values; comma-separated values (CVS); crystal reports (RPT); data interchange format (DIF); Excel 2.1, 3.0, 4.0, and 5.0 (XLS); Lotus 123 (WK1, WK3, WKS); record style (columns of values); rich text format; tab-separated text; tab-separated values; text; Word for DOS document; Word for Windows document; and WordPerfect document. The electronic files can then be opened by software that reads standard file formats such as Word, Excel, and Access. This facilitates using HCAS data to meet your requirements.


Selecting one of the nine reports from within HCAS will bring up the HCAS report window, which displays the report as it will appear when printed.


� EMBED PBrush  ���


� EMBED PBrush  ��� � EMBED PBrush  ��� � EMBED PBrush  ��� � EMBED PBrush  ���


The report screen contains a number of navigation buttons that allow the user to move to the beginning or end of the report immediately or page through the report one page at a time. The page number is displayed at the top of the screen along with the total number of pages of the report. Because Crystal Reports calculates each page of the report dynamically, the total number of pages of the report will be shown as 1+ until you go to the end of the report.


TEACHERS NOTE: Explain the discrepancy of 1 of 1+ as you page throught the report. Crystal Reports only updates the page numbers of a multipage report as you navigate forward. You can determine the total number of pages of a report by going to the last page of the report using the navigation buttons.� EMBED PBrush  ��� The print button sends the report to the default printer.


� The electronic file button allows you to select the standard file format you want to create and saves the file to the location you specify.


� The button changes the scale of the on-screen print preview in the window.


�
Hands-On Exercise—Print a Report


In this hands-on exercise you will print out the Single Project Detail report for the Arsenic Trioxide Site project. This report is a comprehensive report that contains most of the project information with the exception of the WBS cost data. This information will be printed out in the Single Project WBS report.


Students should complete this exercise along with the instructor.


Make sure the training database is open.


From the Project Selection screen, click once on the Arsenic Trioxide Site RA project to highlight it.


�


Pull down the Reports menu and click on the Single Project Detail Report selection. This action will activate Crystal Reports and generate the report.


If you are connected to a printer, click on the Print button to send the report to the printer.


Return to the Project Selection screen.


While the ARSENIC TRIOXIDE SITE RA project is highlighted, pull down the Reports menu again and select the Single Project WBS Report With Notes (Actual).


Scroll through the report and notice how the “Page 1 of 1+” page counter changes.


Return to the Project Selection screen when done.





�
Sample Reports


Included in training package.





�
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