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                  Running Crystal Reports 

                       User’s Guide

October 31, 2012

Running Crystal Reports

Step 1.
Invoke Microsoft Internet Explorer from your computer. The Portal address is: http://www.lawson.bmc.org
Step 2.
Please login to the new Lawson Portal by entering your portal User ID and Password.

NOTE: FIS will provide you with the following information via email: 

· Portal User ID & Password

· Crystal Reports User ID & Password

· Oracle Database User ID & Password**

** - If you are a current ReportSmith user, this is same as ReportSmith ID and Password
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 Need to Know: Lawson Portal Screen Layout
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Step 3.
From the Lawson Portal Home page, click on Crystal Reports  iiiiiiiiiiiiiiiiiiiiiiiiiiunder the  Enterprise Reporting Bookmark from the Navigational iiiiiiiiiiiiiiiiiiiiiiiiiiBar area. This will take you iiiiiiiiiiiiiiiiiiiiiiiiiito Crystal Reports Server.
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 Need to Know
If you have selected “Crystal Reporting” bookmark as a main content, your screen would display the Crystal Logon screen.
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If you have questions about customizing your portal layout, please contact the Help Desk.

Step 4.
System will prompt you for your User ID and Password again. Enter your User ID and your password. 
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Step 5.
System will take you to your designated folder area. From your assigned folder, you will able to see both subfolder and/or reports. Folders are listed on the left side of screen; and reports on the right.

Step 6.
Select the report you want to run by moving the mouse over to the report and left clicking once. 
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Step 7.
Available options appear. Select View by left clicking the mouse over the word “View”.
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Step 8.
The ActiveX viewer will then begin to load.  The following security message will appear. 


Be sure to check the check box that says


“Always trust content from Crystal Decisions, Inc”
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Click                      to continue loading the ActiveX viewer.


NOTE:  This message will only appear the first time you run a Crystal Report.

Step 9.
System will prompt you to enter your User ID and Password again for your [image: image32.png]Yes



Oracle Database authentication.

NOTE: If you are a current Report Smith User, your Database UserID and Password are the same as before.
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Step 10.
You will be prompted to enter values through a succession of the parameter windows to run the report. For every entry, make sure you to click on [image: image4.png]Select



 (Select) button. Values information box will be populated with each value you enter.

Step 11.
Click on [image: image5.png]Next »



 (Next) button to proceed to the next screen.

NOTE: 
You may go back to the previous screen by clicking on [image: image6.png]<Back



 (Back) button, and next screen by clicking on [image: image7.png]Next »



 (Next) button.
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 Need to Know:
· From the Crystal Reports paremeter input screen, numeric values are displayed with two digit precision place. You will see year 2000.00 instead of value 2000.

· Crystal Report provides the calendar feature. Any input parameter expecting dates will pop up a calendar when you click on the down arrow on the right side of input box. 
Step 12. 
Once you provide all the input parameter to run the report, system will execute the report and display the result on the screen.

* You may want to change “Zoom” rate to the lower percent, so that you may view more of the report result.

Step 13. The following Icons on the screen will perform the task as follows:
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 (Go to next page) 
[image: image14.bmp] (Refresh Data) Reruns the report
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Section B:


Navigational Bar area








Section C: Main Content





Section A: Header





Folder List





Report List








� Please refer to the instruction on “How to Download in Crystal” for detail steps.
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