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This is only light version of mannul. The bellows 

exersize show that only step by step overview of 

builder. For more detail follow complete mannul of 

MyReport Builder. Or contact on following detail: 

 

¶ Hotline No :- (020) 41 315 338 
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1. LAUNCH OF MYREPORT BUILDER 

 

To open MyReport Builder, click the first button on the MyReport Builder toolbar. 

 

 
 

To open MyReport Builder, click the first button on the MyReport Builder toolbar. 

At the first opening MyReport Builder, the login window appears 
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Enter your login and password to connect to your data. The default path is the directory containing 

the settings match the example demonstration MyReport. 

This path can be changed. To do this, click Options, then setting the "Data Path", click "Open" and 

choose the correct directory 
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2.1  DISCOVERY OF MYREPORT BUILDER INTERFACE 

 

MyReport Builder Interface is divided into 4 parts. 

 

 

1. The left lets you select the file and the model from which you want to make your report. The 

model chosen, you will see the list of fields that compose it. 

2. The central part can have fields of the report as you want (Pivot Table, listing or cell). 

3. The top part can set filters that you want to affect your report data. 

4. The top right is used to assign breaks in your report. 

 

From this same interface, you can build all your reports, from simple to more complicated.    
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2.2 SELECT A DIRECTORY AND A MODEL 

In the top left of the interface in the ñDirectoryò section, select directory (e.g. Sale). You will use 

this case throughout this training. Of course, depending on your rights, you will have access to 

more or less records and models. 

 

Select model (e.g.Invoice) from model section interface. 
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2.3 POSITION OF INDICATOR FIELDS 

Drag and drop the field "Turnover" in the space of indicators. 

To do this, click the left mouse button on "Turnover", hold the button down and drag the 

mouse over the area of "Indicator". Release the mouse button, the field "Turnover" has 

been moved and characteristics of aggregation and Format appear... 

By default, the aggregation of a numeric field is the "sum", that of a text field or date is the 

"Number". The default format is a thousand separator and two decimal places. 

 

Double click on the field "Unit." It is an indicator as its icon is a bubble. Double click on then 

automatically positioned in the "Indicator". 
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2.4 DELETE A FIELD FROM A REPORT 

The field "Unit" is deleted from space "Indicator". At any time, you can delete a field from 

your report by dragging field in the trash. 

  

2.5 POSITION FIELD IN ROW  

Drag and drop the field "Country" in the space of Row. 
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2.6  PLACE FIELDS IN COLUMN  

Drag and drop the field "Category" in the space of columns. 

It is also possible to add a field in a column by clicking the middle. 

Click the middle mouse button to add the field "Product" in the space of column. 
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2.7 RUN A REPORT IN EXCEL 

 

The elements of your report are all positioned. Click "Run" at the bottom right of the screen. 

Your picture will appear in Excel. 

 

 

 

Reactivate MyReport Builder from the taskbar of Windows at the bottom of the screen. 

By default, MyReport Builder keeps the settings on your report even after the execution thereof. 

Close MyReport Builder by clicking the Close button in the bottom right of the window. 
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3 ADDING ELEMENTS OF CONSOLE TO A PIVOT TABLE 

3.1 ASSIGN SUBTOTALS TO A TABLE  

Check the "Subtotals" for the analysis dimension in row "Country". You ask and the display of 

subtotal default indicators, which is calculated by aggregating them. In this case, the sub total of 

Country will display the amount of turnover by Country.  

 

 

Run the report. The result is the following: 
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3.2 USING THE DRILL UP/DRILL DOWN VIEW  

The Drill up/down Excel mode can be used when creating a report in table mode in order to hide 

the detail rows. It can be set independently for the fields in the row and column. 

Select the Drill up/down for the row and column fields in your report. 

 

 

Run the report. You get the following result: 

 



   
         D a t e 2 0 / 0 6 / 2 0 1 1  
MyReport ð The reporting Solution for Excel users ®     
       V e r s i o n 6 . 0 . 2 . 3  

 

P a g e  | 14  

 

Office 16, CEREBRUM IT Park, Kalyaninagar, Pune   
Pin-411014, Tel+020 41315337/38  E-mail-consultant@quickreport.in 

  More info: - http://www.quickreport.in  

 

3.3 DISPLAY THE INDICATOR LABELS 

Delete the field "Product" from the column, and add the unit into indicator. 

Right click on the text "Indicator". Click onòDisplay the indicator Labelsò 

 

Run the report. You get the following result: 
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4 RUN A REPORT WITH CHART 

 

4.1 RUN A REPORT WITH A CHART 

The goal is to create a report showing the sales by year and by product, with its associated Chart. 

In MyReport Builder Interface, click the "Run with Chartò. 
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Put in your report: 

- The product in Row 

- Turnover in the indicator. 

 

In the Tools menu, go to "Report Options", tab "Charts", and check ñRun with chartò, then you will 

see following figure: 

  

 

Run the report. The result is the following: 
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5 CHANGE AGGREGATION AND THE FORMAT OF AN INDICATOR 

5.1 CHANGE THE AGGREGATION OF AN INDICATOR 

When a field is added as indicator, its aggregation (operation) is the default as ñSumò. This can be 

changed. 

Select the aggregation as "Average" instead of "Sum". 

 

 

Run the report. The result is the following: 
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6 ZOOM: GET THE DETAILS OF THE CONTENT OF CALCULATED FIELDS 

6.1 ZOOM ON A CALCULATED CELL 

Put yourself in the table in the cell at the intersection of the product "Decoration" and the Country 

"France" then click the "Zoom" bar MyReport Builder. 
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6.3 EXPORT DETAILS TO AN EXCEL 

In the interface of "Zoom", click "Option", "Export" button in the lower left. The following window 

appears: 

 

Enter the name of the sheet and click OK. Run the report. The result is the following: 
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7 UPDATE REPORTS 

7.1 UPDATING A REPORT  

I. To update a report, put yourself in the report, and then click on the icon "Update". Only the 

current report will be updated. 

II. Place your cursor in an Excel cell located outside a report. 

Click on the icon "Update" from MyReport Builder Toolbar. The window "Reports update 

appearsò: 
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8 CREATE A SIMPLE CALCULATED FIELD  

8.1 CREATE A CALCULATED FIELD 

 

In the space of indicators below Indicator Turnover, right click and choose ñAdd a calculated fieldò. 

 

 

Enter the lagel "Unit Price" tab and apply Formula and create the phrase "Turnover/Unitò. 

For this double-click the field "Turnover" button and add the "Division" symbol and then double 

click on the field "Unit". 
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Run the report. The result is the following: 
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8.2 CHOOSE THE TYPE OF CALCULATED FIELD 

 

When you create a calculated field, you can specify the type of data returned. The default type is 

"Numeric". 

 

 

9 CREATING FILTER VALUE 

9.1 CREATE A VALUE FILTER  

The goal is to create a table showing the sales by Country and quarter for quarters 3 and 4. 

Place your cursor in cell B6 and then call MyReport Builder. Drag the field "Quarter to space filters: 
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You can select and deselect all hits the buttons ñCheck all' and 'Uncheck All' on the right of the list 

of values. 

Select the values 3 and 4. 

 

 

Confirm the filter by clicking "OK" and then run the Report. The result is the following: 
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9.2 DELETE SELECTED VALUES 

When creating a value filter, it is possible to choose the values of the field, or enter a value 

manually. Both selections can be reset independently. 

 

In the case of the following filter: "Country = Germany, CENTERò. 

 

 

 

To delete the value "Germany", click the button (ñDelete Selection"). 

To delete the value "CENTER", click the button  (ñDelete value"). 
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10 BUILDING AND USE OF LIST FILTERS  

10.1 CREATE A LIST FILTER  

The goal is to create a table showing the sales by Country and Category with the three chosen 

from a list. 

Drag the field "Quarter" to the window "Filter" and select the operator "equal to". Then click the 

button "List". 

 

Run the report. The result is the following: 

 

 

The report containing only one menu, the table will be updated automatically when changing the 

value of the menu. 
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11  CREATING AN AREA FILTER 

11.1 CREATE AN AREA IN EXCEL 

 

Create a cell named "quarter" in the Excel sheet and put the number 1 in this cell (it is just e.g.). 

To create a cell named in the Excel workbook, position yourself in the Excel cell B2 and type the 

new name "QUARTER" instead of the reference "B2" (top left of the workbook), and press the 

Enter key for Microsoft Office Excel. 

 

 

11.2 CREATE A AREA FILTER  

 

The goal is to create a table showing the Turnover by Country and Category for a quarter to be 

entered by the user in Excel. 

 

In the window "filter" select operator "Equal to" and click "Area". Choose Area Excel "QUARTER" 

then enter. 
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Run the report. The result is the following: 
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Enter the value "2" in Excel cell "QUARTER" then ask to update the table by the second icon bar 

MyReport Builder. Click on "Update" button. 

 

 

 

The result is this: 
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12 CREATING A FIELD FILTER  

12.1 CREATE A FIELD FILTER  

 

The goal is to build on accounting data; a table displaying only accounts with BALANCE AND 

BALANCE_1 is equal. 

 

Drag the field "Balance" space to "filter" and enter in the operator "equal to", then click the "Field". 

In the field list select "Balance_1ò. 
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Click "OK" and then run your report. 

 

The result is the following: 
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13 CREATING A BREAK 

13.1 CREATE A ROW BREAK 

 

Drag the Country into the "Break" and set Row as layout. 

 

 

 

 

 

 

 

 

 

 



   
         D a t e 2 0 / 0 6 / 2 0 1 1  
MyReport ð The reporting Solution for Excel users ®     
       V e r s i o n 6 . 0 . 2 . 3  

 

P a g e  | 33  

 

Office 16, CEREBRUM IT Park, Kalyaninagar, Pune   
Pin-411014, Tel+020 41315337/38  E-mail-consultant@quickreport.in 

  More info: - http://www.quickreport.in  

 

Run the report. The result is the following:  

 

 

 

Breaks generate a table for each value of a field. 

The provision "Row" enables the display of tables one below the other. 



   
         D a t e 2 0 / 0 6 / 2 0 1 1  
MyReport ð The reporting Solution for Excel users ®     
       V e r s i o n 6 . 0 . 2 . 3  

 

P a g e  | 34  

 

Office 16, CEREBRUM IT Park, Kalyaninagar, Pune   
Pin-411014, Tel+020 41315337/38  E-mail-consultant@quickreport.in 

  More info: - http://www.quickreport.in  

 

13.2  CREATE A BREAK IN COLUMN  

Change the layout of the Break on the field "Country" in a provision in column. 

  

Run the report. The result is the following: 

 

With the discarding "columnò, the tables are displayed to right each other. 
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13.3 CREATE A BREAK PER SHEET 

 

Enter a disposition sheet for the breach on the field "Country".  
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Run the report. The result is the following: 

 

 

 

The provision "Leaf" created a tab for each field values. 
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14 CREATING A LISTING REPORT  

14.1 CREATE A LISTING REPORT 

 

A listing can release a report with a listing presentation. The listings, unlike paintings, do not 

contain analysis dimensional in Row or columns, but a set of fields displayed on different columns. 

The listings can be aggregated or not in the latter case, each line of data storage equal to one line 

in the report.Unlike Pivot tables, listings do not display subtotals. 

 

 

 

 



   
         D a t e 2 0 / 0 6 / 2 0 1 1  
MyReport ð The reporting Solution for Excel users ®     
       V e r s i o n 6 . 0 . 2 . 3  

 

P a g e  | 38  

 

Office 16, CEREBRUM IT Park, Kalyaninagar, Pune   
Pin-411014, Tel+020 41315337/38  E-mail-consultant@quickreport.in 

  More info: - http://www.quickreport.in  

 

 

By default, fields such as "Analysis Dimension" will be positioned without aggregations and 

standard format. Fields "Indicators" will be Sum and aggregation in Numeric format to two decimal 

places. 

When no sort order is specified, the data are sorted alphabetically for different fields unaggregated. 

 

Run the report. The result is the following: 
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15 CREATING A CELL REPORT  

 

15.1 SELECT A FIELD FOR A REPORT CELL 

 

Select the directory "demo" model "Balance". Put in your report: 

- The BALANCE 

- The BALANCE_1 

Then create: 

- A filter value: "COUNT" between 6 and 699,999. 

  

 

Run and type "Expenses" cell Excel cell preceding the report. 
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16 CREATING ZOOM MASTER/DETAIL  

 

Click on master report menu 

 


