
GETTING TO KNOW CRYSTAL REPORTS

It’s as easy as 1 - 2 - 3

1.  Perform a search in halFILE.
2. Click the REPORT button to define the
name and build the  output file.
3. halFILE links to Crystal Reports to design
and save!

Why use Crystal Reports?

• Edit Keyed Data for Accuracy
• Print Indexes by Database Fields like

Grantor/Grantee or Legal Description
• Run Reports to Accumulate Totals by

Database Fields like
Department/Document
Type/Lender/Indexer

• Print Logs of Images by Storage
Location

• Sort and Group Database Information
into Print Form



What your PC Needs First:

• Full Installation of Crystal Reports (The
installation of halFILE only publishes the
programs necessary to print reports)

• Set the Crystal Reports program directory
location in halFILE’s Administrator through
File/Reports

• (Usually c:\program files\seagate
software\crystal reports\crw32.exe)

Reports are built by first executing a search
to build a hit list that will be used to design your report.

Perform a search then click the Report button
to get started.

This is the REPORT panel. It contains the following options:
• PRINT - print a selected report
• PRINT CRITERIA - print a search criteria page
• EDIT - edit a selected report
• INSERT REPORT - build a new report
• REMOVE REPORT - delete the selected report
• EXIT - exit the report panel



After clicking Insert Report, we were asked if the
report would use a Card Format (like a 3x5 index card).

This determines the format of multi-entry records
AND the name of the file that is used to design the report:

YES - Card Format uses HALCARD.TXT
NO - Standard Format uses HALREPORT.TXT

An entry appears in our report box called New Report 1.

After highlighting ‘New Report 1’ and selecting the
EDIT button, we are presented with this screen where

we tell  halFILE the REPORT DESCRIPTION and
the path and filename of the Crystal .RPT file we
are going to create. It is a good idea to store all
your .RPT files in a REPORTS folder off your

halFILE program folder for consistency.

When we click DESIGN, halFILE will run the
Crystal Reports Designer.

We have described our report as
‘Chain Report’ and given halFILE 

the path and filename of the
Crystal Report CHAIN.RPT which

we are about to design.

FIRST THINGS FIRST

Tell Crystal whether you are using:
REPORT EXPERT - which helps you
get a quick start with a wizard
BLANK REPORT  - without wizard
EXISTING REPORT - choose from
the list of recently created or modified 
reports



Here’s where we tell Crystal what type of
data file we are working with.

halFILE 2.1 uses a File Data Source
named HALREPORTS.DSN which was

built for you when you clicked the REPORT
button in halFILE. We highlight this file

source and click ADD.

We point to the TEMP folder on our workstation
to locate the HALREPORTS.DSN file (normally

c:\windows\temp or c:\temp).

Select the HALREPORTS.DSN file and click
OPEN to see the .TXT files that it points to which

will be used to design and run our report.

Select the HALREPORT.TXT because this
is not a card format. Then click ADD which marks

the file with a green check mark to indicate
the file is to be included in the report.



Notice Crystal creates the report with the default
name of REPORT1. The first thing we want to do
is name our report in Crystal with the same name

name we pointed to in the halFILE Reports
panel. Also, uncheck the box that says SAVE

DATA WITH REPORT.

REPORT HEADER
anything appearing in this area will
print at the top of the FIRST PAGE ONLY

PAGE HEADER
anything appearing in this area will
print at the top of EACH PAGE

DETAILS
where database fields are dropped so detail
records will print

REPORT FOOTER
anything appearing in this area will
print at the bottom of the LAST PAGE ONLY

PAGE FOOTER
anything appearing in this area will
print at the bottom of the EACH PAGE

FIELD EXPLORER

DATABASE FIELDS
where you will select the data
fields to be included in your report

FORMULA FIELDS
opens a formula editor for
including/excluding or formatting
records based on formulas
written against database fields

SPECIAL FIELDS
where you select fields to add
dates, page numbers, and other
fields used in formatting your
report



DETAILS
Drag and drop you data elements from the
Field Explorer into the Details area of your report.

Crystal Reports automatically creates a column
header with the same name as your data field.
You can right click on the header to change the
font or edit the text.

Select the field(s) and use your arrows keys
or mouse to move them around or resize them.

Using Arrow keys along moves the field.
Using Shift key with Arrows resizes the field.

FORMAT EDITOR

Accessed by right-click on
the data field then select
FORMAT FIELD.

• Allow unlimited growth of field
• Suppress if duplicate of prior record
• Format dates
• Change font

SORTING RECORDS

Accessed through Reports -
Sort Records menu or through
the Sort Order tool bar icon.

Multi-level sorts are accomplished
with Groups (Insert-Group menu).



Insert-Group menu

Allows to group records to do
multi-tiered sorting.

Crystal will insert a group 
header and footer. Sometimes
we hide the header and insert
a line (Insert-Line menu) to
separate records.

File-Print Preview menu

This menu lets you preview the
report on the screen to see
how it is shaping up.

You can then return to the
Design tab to make report
Changes until it is PERFECT!

After FILE-SAVE and then FILE-EXIT
in Crystal Reports, we are returned
to the halFILE Edit Report Panel.

We click DONE and our new report
is set up and ready to go!

Was it really that easy? SURE!!!



The End


