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You can change most of the reports created by RJM Systems, Inc. to meet your spe-
cial needs.  You can add new and additional reports and include them in the standard 
report list. 

This guide shows the replacement and the addition processes.  It provides some sug-
gestions on building and modifying reports and testing them.  

The Report Builder from ColdFusion™ is the base for reports in SONISWEB® 
version 2.  New reports and enhancements to existing reports will be offered only 
with Report Builder. 

Existing reports built with Crystal Reports™ still work and the information for cus-
tomizing them is included in this manual. 

This text starts with navigating the functions on page 4 then provides an introduc-
tion on page 6.  To see the changes in this edition look on page 3. 
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NEW IN THIS EDITION 
� This edition is for SONISWEB® version 2.0.  

� Most of the reports have been rewritten in the ColdFusion™ Report Builder.  Those 
have “(RB)” following their names as seen in Figure 2.  The older Crystal Reports™-
Enterprise reports (without the “RB”) are still available in most cases. 

�  “Copy Where You Use a Remote Server”, page 8.  

� “Report Builder”, page 9. 

� “Report Files Upload for a Remote Server”, page 10. 

� “Placing the Report on the SONISWEB® Server”, page 10. 

� “Report Files Upload for a Remote Server”, page 10. 

� “Report Builder: Suggestions for Modifying an Existing Report”, page 20. 

� “Report Builder: Installation and Set Up”, page 29. 

� “Viewing Column Parameters Using the Data Dictionary”, page 31. 
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NAVIGATING THE FUNCTIONS 

 

• Figure 1 Toolbar1 for those with User-ID access 

Administrative users have User-IDs and Passwords and see an initial display like Figure 1. 
Administrative users can be anyone in your system with an ID but typically they’re paid Staff 
and those few Faculty with additional administrative duties. 

The access rights of an administrative 
user is defined by: 

1. The Profile selected when 
you were issued a User-ID 
and Password. Typical Profile 
categories are the Registrar, 
the Registrar’s staff, the Fi-
nancial Officer, Admissions 
staff, Deans, etc. One profile covers all the people in each staff category. 

 

• Figure 2 Function Lists1 - Partial 

2. The individual limits specified for you when you were issued a User-ID and Pass-
word.  Typical limits are preventing access to faculty and staff personal records. 

3. The privileges added for you when you were issued a User-ID and Password.  The 
right to “Make Grades Official” or “View and Change PINs” are examples. 

After clicking Systems in Figure 1 you get the selections shown on the right in Figure 2. 
Clicking Reports in Figure 1 gets you the selections shown on the left in Figure 2 

WHAT DO YOU WANT TO DO? 
� Adding a New Report, page 13. 

� Designing or modifying a Crystal Reports™ report, page 24. 

� Designing or modifying a Report Builder report, page 20. 

� Introduction to Report Customization, page 6. 

� Link Report Page to the Report, page 15. 

� Replace Original Report, page 11. 

� Replacement versus Addition, page 6. 

� Replacing an Existing Report, page 8. 

� Report Modifications and Modification Limits, page 25. 

� Report Selection Structure, page 26. 

                                                 
1 You only see what you’re authorized to see by your Profile and individual Limits and Privileges.  So your choices may be fewer than these. 
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� Report Structure, page 27. 

� Reverting to the Original Report, page 12. 

� Selection Options for a New Report, page 23. 

� Viewing Column Parameters Using the Data Dictionary, page 31. 

� If you don’t see what you need above, check 
the table of contents on page 2.  You can 
also use the Adobe® find or search func-
tions illustrated in Figure 3. It allows a Goo-
gle®-like search2 by word or phase. 

 

• Figure 3 Adobe® Find and Search 
Diagnosing and Fixing Problems 

See the text “Messages, Errors, and Diagnosis”. 

Setting Your Browser for Proper Function and Security 
Internet Explorer3 (IE), Firefox™, Netscape®, and Opera Web browsers have an “auto-
complete” or password-form save feature that is handy for individual computers but defeats 
privacy on shared computers like those in computer labs and libraries. See the text “Browser 
Settings” to set your browser for security, good performance, and to prevent your getting old 
data. 

                                                 
2 If you’re unfamiliar with this searching, click Adobe® reader Help or see the SONISWEB® text “Index to Texts”. 

3 Only Internet Explorer (IE) version 5.5 or later is supported for administrative use. 



S  NISWEB®

 

Report Customization  6 March 2006
 

BACKGROUND 
Most of the reports in SONISWEB® are developed using the Report Builder in ColdFu-
sion™.  Reports before version 2 where built with a report generator named Crystal Re-
ports™.  SONISWEB® has a process for replacing the reports created by RJM Systems, 
Inc. with ones you have customized or written. 

The ColdFusion™ Report Builder is a no-cost addition to the ColdFusion™ run-time soft-
ware used for SONISWEB®.  Like Cold Fusion™, Macromedia4 has tested it on most op-
erating systems and nearly all browsers.  See: 

www.macromedia.com/software/coldfusion/reporting/ 

If you use the “RB” (Report Builder) reports, you don’t need Crystal Reports™. 

Crystal Reports™ and Crystal Enterprise5 (required for reports via the Web) must be pur-
chased from Business Objects SA.  See: 

www.businessobjects.com/products/reporting/ 

This guide covers both the replacement process and the addition of new reports of your de-
sign.  It provides suggestions on making the modifications and testing replacement reports. 

REPLACEMENT VERSUS ADDITION 
As Figure 4 shows, you have three options in replacing and adding reports. 

� Replacement is easiest.  You copy the “source” of an existing SONISWEB® report, 
make modifications to it, test it, then replace the old report as described on pages 8 
to 12.  Most of the SQL selection logic and formatting is in the existing report, so 
you don’t have to figure it out. However, you are limited to the same report selection 
choices as the report you are replacing. 

� Adding a new report gives you more choices.  You can design a report that is com-
pletely different from any report shipped with SONISWEB®.  You can use different 
selection choices from an existing report.  Adding a new report requires more skill 
and the development process is longer. Once you have the new report tested, you 
add it to the list of standard reports as described on pages 13 to 16. 

� A compromise is to keep the existing report while adding a modified version of that 
existing report.  As with a replacement report, you copy and modify the existing re-
port.  Instead of replacing the existing report, though, you add it as a new report. 

                                                 
4 In 2005 Macromedia was purchased by Adobe, so Web site names and product names are likely to change in the coming months. 

5 Check the requirements at the Web site.  Some of the product names have changed and products after release 9 have unique software re-
quirements that may make them incompatible with SONISWEB®.  Current SONISWEB® testing is with release 8.5 and 9. 
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Design Report

Replacement or 
Additional?

Copy existing report from Reports 
folder

Modify report logic

Use Systems > Reports: User 
Replacement to replace report

Test modified report

Store with a new and unique name in 
the Reports folder

Test the  replaced report from the 
Reports list

Notify users

Write new report logic

Test new report

Use Systems > Reports: Add/Edit 
to add the new report name and pick 

the new selection options

Use Systems > Page: Add/Edit to 
add a new report page

Store new Report with a new unique 
name in the Reports folder

Update the Master and user profiles 
as needed so the new report in 

enabled

Check Reports to see that new report 
is in the list then test the report

Copy and rename 
A_RptTemplate1.cfm as a 

"placeholder" for a new report

Replace 
Existing

Build 
Additional

Keep old report?

No, add as 
a new report

Use Report File Upload to upload the 
report files if using a remote server

Use Report File Upload to upload the 
report files if using a remote server

 

• Figure 4 Process for Replacing or Adding Reports 

Figure 4 is the process flow for replacing and adding reports.  
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REPLACING AN EXISTING REPORT 
This section follows the “Replace…” flow in Figure 4. 

Copy the Existing Report 
Depending on where your SONISWEB® system is located, you choose either “Copy From 
Your Local Server” or “Copy Where You Use a Remote Server”. 

Copy From Your Local Server 
You must have the proper systems-security to access the 
directories6.  The original reports are in a Reports direc-
tory.  It is wherever your support staff put the 
SONISWEB® programs. Typically it is in  

 

• Figure 5 Reports Directory 
x:\inetpub\wwwroot\SONISWEB200 

where x is your root drive.  Figure 5 is an example that shows the Reports directory. 

The names of the files are in the pulldown list shown in Figure 9.  (The report name is usu-
ally different from the file name.)  The file names: 

� Report Builder file names end in .cfr; Parking_Incidents.cfr for example. 

� Crystal Reports™ file names end in .rpt; Parking_Incidents.rpt for example. 

Copy the report to a convenient working directory from which you will change it. 

Change the name of your report copy to a unique name that does not duplicate any file in 
the Reports directory. If you use the same name as the SONISWEB® original, you will not 
be able to restore the original as described in “Reverting to the Original Report”, page 12. 

Copy Where You Use a Remote Server 
If you use a remote server – such as SONISWEB® Hosted Services – you don’t have a con-
venient copy of the Report files nor of the Report Page template (see page 13).  To get those 
copies, contact support@sonis.com and ask for the report and, if needed, the template to be 
sent to you. 

Change the name of your report copy to a unique name that does not duplicate the name of 
the file you received from support@sonis.com. If you use the same name as the 
SONISWEB® original, you will not be able to restore the original as described in “Reverting 
to the Original Report”, page 12. 

                                                 
6 The terms directory and folder are synonymous. 
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Modify the Report Logic 

Report Builder 

 

• Figure 6 Finding Report Builder Articles 

The Report Builder from 
ColdFusion™ uses a blend 
of an IDE7 process and an 
ad-hoc report generator.  
Macromedia4 offers several 
articles on using it.  A Web 
search like that in Figure 6 
will reveal the articles.  

As of this writing, an intro-
ductory article is available at: 

 

 

 

www.macromedia.com/devnet/coldfusion/articles/reporting_print.html 

See “Report Builder: Suggestions for Modifying an Existing Report” on page 20 for guid-
ance in modifying a report. 

Crystal Reports™ 
You need training and a good reference text to modify Crystal Reports™.  See “Crystal Re-
ports™: Suggestions for Modifying an Existing Report” on page 24 for guidelines on mak-
ing modifications. 

Test the Modified Report on Your Local Computer 

Initial testing of the report should be done on your local computer to make sure it works, 
before you do the final test on the SONISWEB® server. 

You should test the report before replacing the original.  With your modified report in the 
your test directory, double-click its name with your mouse.  The report should start and run 
correctly.  Use the guides in the Report Builder articles or your Crystal Reports™ reference 
text to diagnose and fix any problems before replacing the original. 

Replacing or Adding 
If you wish to keep the original report in the reports list, you can add your modified version 
as a new report.  To do that, go to “Copy and Rename Report Page Template” on page 13. 

                                                 
7 IDE = Integrated Development Environment, familiar to those trained in programming. 
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Placing the Report on the SONISWEB® Server 
There are two options depending where your server is: 

� Where your server is “local” for you and you have full access to the SONISWEB® 
software files, you simply copy the tested report from your local computer to the re-
port files in the “Reports” directory-folder like that shown in Figure 5. 

� Where your server is “remote” and you don’t have access to the SONISWEB® 
software files, you use Report File Upload as described below. 

Report Files Upload for a Remote Server 
In Figure 2 click Report File Upload.  You get Figure 7. 

 

• Figure 7 Report File Update 

1. To replace, not add, a report, you need only upload the report file, the top of Figure 
7.  

To add a new report or a new version of an existing report with a different report 
name, you upload both the report file (top) and the report page (bottom). 

2. Upload the files one at a time. 

3. Since you need the full file name, it’s best to use the Browse button in Figure 7 to 
find it.  Typically it’s in the your test directory-folder on the computer you used for 
testing. 

4. With the full name in Figure 7, click the Upload button.  You get confirmation that 
the file has arrived.  It’s place in the Reports directory on the SONISWEB® server. 

5. Go to “Replacing an Existing Report” on page 8 or “Add New Report Page” on 
page 14. 

If you try to upload a file other than the types shown in Figure 7, you get an error message. 
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Replace Original Report 

Make sure your report is in the “Reports” directory-folder of the SONISWEB® server be-
fore using this process.  See “Placing the Report on the SONISWEB® Server” on page 10. 

 

• Figure 8 Report Replacement Display 18 

In Figure 2 click Reports: User Replacements.  You get Figure 88. 

Click the pulldown list arrow.  You see a list similar to Figure 9. 

Scroll down the list until you find the report 
you are replacing; click that report then click 
the Submit button (Figure 8).  You get 
Figure 10.  

• Figure 9 Report Replacement Pulldown List  

 

• Figure 10 Report Replacement Display 28 

At the bottom of Figure 10, enter the full file name of your replacement report then click the 
Submit button. 

Report Page: is the name of the report delivered with SONISWEB®. 

Crystal Report: is the name of the report file which can be from Crystal Reports™ (ends in 
.rpt) or Report Builder (ends in .cfm). 

User Defined: is the name of your replacement report file, either Report Builder or Crystal 
Reports™. 

Your replacement report file must reside in the same reports directory6 as the original 
SONISWEB® reports.  You must enter the full and exact file name such as park-

                                                 
8 These include reports created with both Report Builder and Crystal Reports™ . 
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ing_incidetnRB2.cfr.  If the file name is in error or it is not in the normal reports directory, 
running the report will result in a “Page not found” browser error. 

Test Replaced Report 
To test the report, select Reports on the toolbar at the top of the display as shown in Figure 
1.  You get a list of reports in a function list on the left of your display. 

Click the name9 of the report you replaced and – barring any errors in your modifications – 
it will appear in place of the original report. 

REVERTING TO THE ORIGINAL REPORT 
You can return to the SONISWEB® original report with the same process used in “Modify 
the Report Logic” above. 

Click Reports: User 
Replacements in 
Figure 2.  You get 
Figure 8. 

Click the pulldown 
list arrow.  You see 
a list similar to 
Figure 9 except 
that both the old 
and new names will be present as shown in Figure 11. 

 

• Figure 11 Original / Replacement Report File Names 

At the bottom of Figure 10, delete the text for the original report then click the Submit but-
ton.  When you review the pulldown again, you will see only the name of the SONISWEB® 
original. 

Test your change as defined in “Test” above. 

 

                                                 
9 The name of the report in the list does not change, only the actual report file you provided. 
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ADDING A NEW REPORT 
This process follows the “Additional…” flow in Figure 4.  If an existing SONISWEB® re-
port has many of the features you want for your new report, use it as a model.  Copy it as 
described on page 8 and use its logic as an example from which to build your new report. 

This is a multi-step process: 

� “Copy and Rename Report Page Template”, below. 

� “Add New Report Page”, page 14. 

� “Link Report Page to the Report”, page 15. 

� “Update Profiles”, page 16. 

� “Check New Report and Test”, page 16. 

Copy and Rename Report Page Template 
The template is a ColdFusion™ object that provides a place for the report invocation logic.  
You copy the template, give it your name, then use it in Figure 12. 

Find the file  

A_RptTemplate1.cfm 

Typically it is in  

x:\inetpub\wwwroot\SONISWEB200 

where x is your root drive. 

Copy and rename A_RptTemplate1.cfm, for example Flat_Fee_List_1.cfm.  

The name must end with 1.cfm.  The “1” is tied to SONISWEB® security.  The “.cfm” lets 
ColdFusion™ see it as one of its objects. 
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Add New Report Page 

Make sure your report is in the “Reports” directory-folder of the SONISWEB® server be-
fore using this process.  See “Placing the Report on the SONISWEB® Server” on page 10. 

 

• Figure 12 Page Add/Edit 

Click Page: Add/Edit in Figure 2.  You get Figure 12. 

Figure 12 is used for all sorts of pages (Web displays) in SONISWEB®, not just for reports.  
For reports you use only a part of the “Add a New Page” section at the bottom of Figure 12.  
The fields you use for reports are outlined in Figure 12. 

� The “Text” field should be filled in with the name of the report as you want it to ap-
pear in the list of reports. The left side of Figure 2 shows part of the Reports func-
tion list with the report names you click to start a report. 

� The “File” must be the name you used when you saved the template in “Copy and 
Rename Report Page Template” on page 13. 

� The “Tool Bar List” must be Reports.  That causes the report to go into the reports 
list. 

� Checkmark the “Add to All Profiles” checkbox if you want all users to have the po-
tential of running your new report. 

� Typically you do not check “Enable In All Profiles”.  That means that each security 
profile must be explicitly set to enable access to your new report.  If you check it, all 
users with all profiles can used the report. 

To learn more about security profiles and enabling SONISWEB® reports, see the text “User 
Authorization & Profiles”. 

Click the Reset button to clear all your entries so you can start over. 
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Click the Add button to save your entries.  You get Figure 14 with Figure 13 beneath it. 

Scroll to the bottom 
of the display.  You 
should get an affirm-
ing message like 
Figure 13.   If you get an error message, it usually guides you to the error.  The most com-
mon is not using the same name in Figure 12 as you used in “Copy and Rename Report Page 
Template” on page 13. 

 

• Figure 13 Confirmation of Page Addition 

Link Report Page to the Report 
Now you specify the Report Builder or Crystal Reports™ filename and the selection options 
for the report parameters that you use in your report options.  If you are unfamiliar with 
these options and their use, see “Selection Options for a New Report” on page 23.  

When you click the Add button in Figure 12 you get Figure 14. 

 

• Figure 14 Reports: Add/Edit10 

In Figure 14 you link the Page you established in Figure 12 to the report name you used in 
“Copy and Rename Report Page Template” on page 13. 

Use the “Report Page” pulldown arrow in Figure 14 to pick the page name you used in 
“Copy and Rename Report Page Template” on page 13 and Figure 12. 

In the “Crystal Report” field enter the name of the report file.  Report Builder files always 
end with “.cfr”.  Crystal Reports™ files always end with “.rpt”. 

In writing the logic of your report, typically you use selections as described in “Selection Op-
tions for a New Report” on page 23.  Use the checkboxes10 in Figure 14 to select those you 
used in creating the report. 

                                                 
10 The “Check Selection Options for Report” choices change as new report capabilities are added to SONISWEB®.  The list you see in 
Figure 14 may be different. 
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Click the Reset button to clear all your entries so you can start over. 

Click the Add button to save your entries. 

Scroll to the bottom of the display.  You should get an affirming message like Figure 13.   If 
you get an error message, it usually guides you to the error.  The most common is not using 
the same name in Figure 14 as you used in “Copy and Rename Report Page Template” on 
page 13 or entering the report name incorrectly. 

Update Profiles 
New SONISWEB® functions and reports are not available to users until their role-based se-
curity profiles are updated.  To test your new report as a standard report, you need to update 
the profiles of all those who will use it. 

In a profile update, a new 
report often looks like the 
circled example in Figure 15. 

To activate the report for 
the profile, click the Dis-
abled checkbox until the 
checkmark disappears. 

If you do not know how to 
use the security profile func-
tions, get assistance from 
your SONISWEB® administrator.  The text to use is “User Authorization & Profiles”. 

 

• Figure 15 Typical New Report in a Profile 

Check New Report and Test 
Log in as an administrator, see Figure 38. 

Click Reports on the toolbar at the top of the display as shown in Figure 1.  You get a list of 
functions like that on the left of Figure 2. 

You should see your new report name in the alphabetical list of reports in the right list in 
Figure 2.  If you do not, retrace your steps.  Look for misspelled names or the failure to up-
date the profiles (Figure 15) are the likely culprits. 

Click the name of your report.  You get Figure 16. 
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• Figure 16 Example of a Report Prompt 

You get a prompting display like Figure 16.  Of course, your selection options will be differ-
ent.  They will be whatever you chose at the bottom of Figure 1410. 

 

• Figure 17 Partial Report Operation 

If you see the a display like Figure 17, you know that “Add New Report Page” (page 14) 
worked but “Link Report Page to the Report” (page 15) did not.  Check the spellings of your 
entries in Figure 14 to see why the linking did not take place. 
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EDITING THE REPORT AND PARAMETERS 
Once you have added the report, you can change the options set in Figure 14.  Click Sys-
tems (Figure 1) then Report Add/Edit (Figure 2) and use the top of Figure 14 to select the 
report then click the Edit button.  You get Figure 18. 

 

• Figure 18 Reports Edit 

You change the name of the report file and the selection parameters in Figure 18.  You 
change the name of the Report Page – if that’s needed – using Page: Add/Edit (Figure 2). 

Click the Reset button to clear all your entries so you can start over. 

Click the Add button to save your entries. 

Scroll to the bottom of the display.  You should get an affirming message like Figure 13.   If 
you get an error message, it usually guides you to the error.  The most common is not using 
the same name in Figure 14 as you used in “Copy and Rename Report Page Template” on 
page 13 or entering the report name incorrectly. 

Go to “Check New Report and Test” (page 16) to make sure your changes worked. 

PARAMETERS USED IN A REPORT QUERY 
Figure 18 shows all the supported prompt options that you may select from.  The ones you 
pick by checking them appear in a prompt like Figure 23 (Report Builder) or Figure 27 
(Crystal Reports™).   

Each selection from Figure 23 or Figure 27 is put in a SONISWEB® table whose names be-
gin with  

rpt_ 

These are the parameters and their table names: 

Activity in table rpt_actv. 

Adviser does not use a “rpt_”, it uses the ID number. 

Agency uses the table rpt_agency 
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Campus that uses the table rpt_camp. 

Date Range uses the table rpt_dts. 

Department, table rpt_dept. 

Disposition in table rpt_disp. 

Division that uses the table rpt_div 

Entry Date in the table rpt_appentrydt. 

Level (class-year) that uses the table rpt_lvl. 

Program that uses the table rpt_prog. 

School year that uses the table rpt_schy. 

Semester that uses the table rpt_sem. 

Status that uses the table rpt_mdst. 

Student does not use a “rpt_”, it uses the ID number. 

Term of Interest uses the table rpt_term. 

Year in the table rpt_year. 

You cannot select both Student and Advisor in Figure 14 since only one ID can be handled 
in the query. 

The use of these is describe on page 23 for Report Builder and page 28 for Crystal Re-
ports™. 
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REPORT BUILDER: SUGGESTIONS FOR MODIFYING AN EXISTING 
REPORT 

If the Report Builder has not been set up on your system, see “Report Builder: Installation 
and Set Up” on page 29.  As noted on page 9, you need to review the Macromedia4 articles 
and practice exercises for Report Builder as your training. 

Test the Original Report 
We suggest you test the original report to see what it does and to gather parameters so that 
during testing you see if your new report includes the same information. 

 

• Figure 19 Report Display - Report Builder 

 

• Figure 20 Report Builder - Drill-Down Report 

Note the information provided. With Figure 19 as an example, use the arrows to find out 
how many pages are in the original.  For financial reports you can note page and report to-
tals.  For reports that provide counts, subtotals or report totals you can note them.  Then 
when you run your modified report, you can see that all of the information was included in 
your modification.  



S  NISWEB®

 

Report Customization  21 March 2006
 

 

• Figure 21 Report Builder IDE7 for Figure 19 

 

• Figure 22 Report Builder IDE7 for Figure 20 

Figure 21 shows what Figure 19 looks like while being edited. 

Figure 19 is a “drill-down” type of report.  Click an incident and you see Figure 20, a second 
report that give the details of each incident.  With Report Builder you create two reports, the 
summary (Figure 19 and Figure 21) and the detail (Figure 20 and Figure 22).  This contrasts 
with Crystal Reports™ where you define the drill-down while building the summary report. 
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Report Modifications and Modification Limits 
You can modify a copy of an existing SONISWEB® report or create a totally new one.  If 
you want your version of the report to work over the Web as the original reports do, you 
must work within these constraints: 

� You must use the same report selection criteria – campus, status, etc. – as the report 
you are replacing. 

� You must have Report Builder software that supports development installed on the 
computer that contains your copy. 

� You must place your replacement report in the same reports directory6 as the origi-
nal. 

Orientation 
Run the original report directly from SONISWEB®. Note the selection criteria that 
SONISWEB® requests.  

 

• Figure 23 Report Selection Criteria - Report Builder 

In Figure 23 you see the selections that SONISWEB® requires the user to make and that is 
used by the report you selected. 

Start your copy outside SONISWEB®.  Usually you can simply double-click the name of the 
file. The report must use the same selection criteria as the original.  You get Figure 21 or 
Figure 22. 

Report Structure 
Figure 21 and Figure 22 show the designer’s view of the report.   

You can move fields around so they are displayed in different places on the report.  You can 
replace headings or add counts and totals. 

To become more familiar with this process, add a comment near the heading in an existing 
report, give it a new name and use it to replace the original (see “Replacing an Existing Re-
port”, page 8).  That helps you understand the process.  When you make greater changes you 
can diagnose what problems occurred because of your report changes and what emanated 
from the replacement process. 
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If you plan to get data from additional database tables11, check the data dictionary.  See page 
31 for guidance.   

You add and remove data-
base table11 connections us-
ing the Query Builder func-
tion as illustrated in  Figure 
31.  

You will recognize this fea-
ture from ColdFusion™ Re-
port Builder articles (page 9). 

Selection Options for a 
New Report 

For a new report – not a 
copy of an existing 
report – you have 
more selection op-
tions10 for the 
prompt in Figure 23.  
The supported op-
tions are shown in Figure 18 and are saved in a set of database tables described in 
“Parameters Used in a Report Query” on page 18.  They’re outlined in the SQL 
shown in Figure 24. 

 

• Figure 24 Report Builder - Query Builder 

 

 

 
11 A database consists of several tables that contain the data.  For example SONISWEBP contains tables like “name” (the basic biographic 
information), campus (a list of all the campuses you defined), etc. 
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CRYSTAL REPORTS™: SUGGESTIONS FOR MODIFYING AN EXISTING 
REPORT 

The person replacing or modifying the report needs to be trained in the use of Crystal Re-
ports™.  Check with your local community college, university, or computer technical school 
for course offerings in Crystal Reports™. An Internet search with the key phrase “crystal re-
ports” will likely yield some other training opportunities if no local courses are offered.  You 
can also check the Web site: 

http://www.crystaldecisions.com/ 

The developers used the text “Seagate Crystal Reports™ 8: The Complete Reference”, ISBN 
0-07-212565-9.  You may find other texts that you prefer. 

Test the Original Report 
We suggest you test the original report to see what it does and to gather parameters so that 
during testing you see if your new report includes the same information. 

 

• Figure 25 Report Display - Crystal Reports  

Note the information provided. With Figure 25 as an example, use the arrows to find out 
how many pages are in the original.  You can count the number of entries in the Preview 
panel on the left.  For financial reports you can note page and report totals.  For reports that 
provide counts, subtotals or report totals you can note them.  Then when you run your 
modified report, you can see that all of the information was included in your modification. 
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• Figure 26 Crystal Reports Edit Session Display 

Figure 26 shows what Figure 25 looks like while being edited. 

Report Modifications and Modification Limits 
You can modify a copy of an existing SONISWEB® report or create a totally new one.  If 
you want your version of the report to work over the Web as the original reports do, you 
must work within these constraints: 

� You must use the same report selection criteria – campus, status, etc. – as the report 
you are replacing. 

� You must have Crystal Reports™ software that supports development installed on 
the computer that contains your copy. 

� You must place your replacement report in the same reports directory6 as the origi-
nal. 

Orientation 
Run the original report directly from SONISWEB. Note the selection criteria that 
SONISWEB® requests.  
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• Figure 27 Report Selection Criteria 

In Figure 27 you see the selections that SONISWEB® requires the user to make and that is 
used by the report you selected. 

Start your copy outside SONISWEB®.  Usually 
you can simply double-click the name of the file.  
Select the Field Explorer icon to examine what se-
lection criteria are used.  Figure 28 shows a field 
explorer list. 

 

• Figure 28 Crystal Reports Field Explorer 

Selection Structure 
� token: this is the User ID logged in to 

SONISWEB®.  The options offered the 
user in Figure 27 are limited by the role-
based profile for that user.  For example, a 
user with access to records for just one 
campus will see only that campus in Figure 
27 and will be able to select no others. 

� rpt_ tables: there is an “rpt_” table (see 
Figure 28) for every selection criterion in 
Figure 27.  Currently10 the tables run from 
rpt_adv (advisor) to rpt_term (prospect 
term-of-interest).  Of course each report 
uses only the “rpt_” tables that are relevant 
to it. 
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Figure 29 is an example.  Note the 
campuses this user (token) has 
chosen for this report. 

SONISWEB® compares the token (User 
ID) to the profile for the user, then offers 
the selections seen in Figure 27. 

The user picks the selection criteria then 
clicks the Preview button in Figure 27.  
SONISWEB® uses the lists in the rpt_ ta-
bles like Figure 29 to find appropriate records with which to build the report. 

 

• Figure 29 Typical Contents of a rpt_ Table Required for 
Crystal Reports 

Your replacement report must use the same selection criteria as the original. 

Report Structure 

 

• Figure 30 Designer View of Crystal Reports 

Figure 30 shows the designer view of the report.  Used in conjunction with Figure 28 you 
can see how the report is structured. 

You can move fields around so they are displayed in different places on the report.  You can 
replace headings or add counts and totals. 

To become more familiar with this process, add a comment near the heading in an existing 
report, give it a new name and use it to replace the original (see “Replacing an Existing Re-
port”, page 8).  That helps you understand the process.  When you make greater changes you 
can diagnose what problems occurred because of your report changes and what emanated 
from the replacement process. 
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If you plan to get data from additional database tables11, check the data dictionary.  See page 
31 for guidance. 

You add and remove database table11 connections using the 
Database function of Crystal Reports.  Figure 31 is typical. 

You will recognize these features from your Crystal Re-
ports™ training class.  

Selection Options for a New Report 
For a new report – not a copy of an existing report – you 
have more selection options10 for the prompt in Figure 27.  
The supported options are shown in Figure 18 and are saved 
in a set of database tables described in “Parameters Used in a 
Report Query” on page 18.  They’re outlined in the SQL 
shown in Figure 28. 

Two parameters are passed from SONISWEB® to Crystal 
Reports™, “prompt0” and “prompt 1”. Prompt0 is the “to-
ken”, the ID of the user logged in. Prompt1 is the ID number 
of either the student-alumn-faculty-etc or the advisor.  The 
“token” parameter is used for all the “rpt_” tables. This is easier seen than described. Look 
at an existing SONISWEB®  source file to see similar selection options. Use it as a model 
for your report. 

 

• Figure 31 Crystal Reports - Adding, 
Removing and Visualizing Data-

bases 

 



 

• Figure 32 Server Setup Wizard Step 1 

 

• Figure 33 Server Setup Wizard Step 2 

 

• Figure 34 Server Setup Wizard Step 3 
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REPORT BUILDER: INSTAL-
LATION AND SET UP 

Full installation information comes with 
the download of Report Builder from 
the Macromedia4 Web site. 

The link between Report Builder and 
your database server needs to be set.  

Click the Server Setup Wizard.  You see 
Figure 32 where you click the high-
lighted plus icon to add a new “RDS 
Server” connection.  Click the Next 
button for Figure 33. 

In Figure 33 enter a description and the 
Host Name as defined for your sys-
tem12. 

“RDS Security” should follow your se-
curity rules. “Prompt for Password” is 
usually left blank since your login to 
SONISWEB® covers your security.  
However your security rules may not 
permit that.  If it is checked, every time 
you click a report, you’ll be asked to en-
ter the password. 

Click the “Test Connection” button to 
verify that the Report Builder is con-
nected to the server.  You see Figure 
34. 

In Figure 33 you connected to the 
server but you’re not yet connected to 
ColdFusion™ and the database man-
aged by that server. 

Figure 34 is where you connect to the 
Cold Fusion™.  Use either the browse 
button (highlighted in Figure 34) or 
type in the “LocalWebroot” name. 

If not already present, enter the URL12 
for the Website you’ll be connecting to.  
For editing, adding, and testing reports, 
this is often  

                                                 
12 This is defined by the Information Technology staff.  See them if you don’t know what to enter here. 
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http://localhost:8500/. 

You can change this connection by clicking Edit and then Preferences while using Report 
Builder, see Figure 21. 
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VIEWING COLUMN PARAMETERS USING THE DATA DICTIONARY 
The data dictionary has been available as a text or Web page document in the past.  It is also 
available as a system function.  This dictionary is key to making changes and/or adding new 
columns and tables to the SQL database. 

Click Systems in Figure 1 and then Data Dictionary in Figure 2.  That yields Figure 35. 

 

• Figure 35 Data Dictionary - Top Portion 

Figure 35 shows the beginning of the dictionary. It is alphabetical by table name. It is a two 
column table. 
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• Figure 36 Data Dictionary - Index Table 

Scrolling down Figure 35 shows Figure 36, the list of indices designed to improve the per-
formance of SONISWEB®. 
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• Figure 37 Data Dictionary - Column Headings 

Nearer the bottom of Figure 35 you see Figure 37, the column headings that are changed or 
add as described on page 14. 
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GETTING STARTED - LOG IN AND THE USE OF TABS, BUTTON AND 
FIELDS 

        

 Figure 38 Login Displays 

To log in as an administrator, select that option from your Web page.  The standard 
SONISWEB® login pages look like Figure 38.  

• Figure 39 Typical SONISWEB® Page 

Figure 39 is a typical SONISWEB® page.  The actions authorized in your profile appear at 
the top, called the Toolbar. 

When you make a selection from the Toolbar, the applicable Function List appears on the 
left.  Only the functions authorized in your assigned profile and your individual limits and 
privileges appear. Some might have only Courses in the toolbar and only Course: Add/Edit 
for functions. 

Not apparent on the display is whether or not the profile permits editing or changing the in-
formation.  Once the you select a function from the list on the left, you will see a Submit or 
similar button at the bottom of the display if you have the permissions to add, edit, or delete 
the data.  

By clicking a Status Bar you quickly return to the “person” or the “course” you were proc-
essing even if you left it temporarily to look at a financial display or a report. Of course, if 
you have not selected a person with Names or a course with Courses, there will be no 
Status Bars at the top. 

In Figure 39 click an underlined Selectable Link and you go to that record.   
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S e a r c h  b y        N a m e        ID

Click your choice;
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Single Choice Radio Buttons

J o h n

Type the data

N e e d  in fo  o n  s c h o la r s h ip s
fo r  h a n d ic a p p e d  s tu d e n t s .
A ls o  n e e d  t o  k n o w  a b o u t
w h e e lc h a i r  a c c e s s .   C a n  I
p a r k  a  v a n  n e a r  th e  d o r m ?

Use arrows to bring text into view

Entry Field

S p r in g

S p r in g

In te r s e s s
F a ll

S u m m e r

S p r in g

Click the arrow

Click your choice

Arrow-Pulldown

Click your choices;
check mark means selected

Multiple Choice Checkboxes

P le a s e  S e n d  B r o c h u r e

P le a s e  S e n d  C a ta lo g

P le a s e  S e n d  A p p l ic a t io n

 

Figure 40 Arrows, Fields, Checkboxes and Buttons 

SONISWEB® prompts you for information with windows like those in Figure 40.  Use your 
mouse to click your selection.  

� Once you have made your selection(s), you must click an action button; usually it is 
Submit, Delete, Reset, etc.  

� For Entry Fields, click the beginning of the field so you don't get any blanks inserted 
in front of your entry. 

� With Multiple Choice Checkboxes, each time you click a box it goes from selected 
(check mark) to unselected (no check mark). Click it again and it is selected, etc. 

� Radio Buttons allow only one to be selected; when you click one, all the others are 
turned off. 

Some SONISWEB® lists permit you to make multiple choices.  It works just like most PC 
spread sheet software. 

� To pick two or more in a series, 
click the top selection, hold down 
the Shift key on the keyboard 
and click the bottom item in the 
series.  Release the shift key and 
they are selected as shown on the 
left and middle of Figure 41.  

 

• Figure 41 Selecting Multiple Choices 

To pick two or more that are not adjacent, click the first item, hold the Ctrl key on the key-
board, select the next item and the next, etc.  When you have picked the last item you want, 
release the Ctrl key and you see the selections like those on the right of Figure 41. 
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