Tracker allows you to work with your data by querythe database. You can select
how you output the results of your queries to ppawer reports, display the results on
screen, or export the data for further analysis.

You produce reports by querying the database aplagiing the results on screen or
on paper.
To generate a report:

Select option 5Reports and Queriefsom the Main menu.

The Reports screen is displayed.

— Choose a Category

Clierts
Financials
Projects
Standard Lists
Surveys

—Motes

B.| §|| w

Hint: Once vou've displayed a report, click with the right-hand button on a column to sort the list

A list of report categories is displayed on the-keind side of the screen.

Click a report category to display the list of dahle reports within that category
on the right-hand side of the screen.
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— Choosze a Category

Clients Projects showing associated Invoices (006)

All invoices (suitable for analysis in Excel) (007)

Projects All invoices for a specific client (suitable for Excel) (008)

Standard Lists

Surveys
— Motes

(& | = | = | w

Hint: Once vou've displayed a report, click with the right-hand button on a column to sort the list

Click the required report name.

Click one of the four buttons in the bottom riglarldl corner of the screen to
specify whether to output the report to:

[&
— screen
=1 .
— printer
=] :
=] — email
— Word document (or Microsd@ ExcelO spreadsheet if appropriate).

Double-clicking on the report name automaticallpde the output to the screen.

For some reports you need to provide further infram to select the
appropriate data for inclusion in the report. Thasethe parameters of the
report. The parameters required depend on thetregmprested. For example, if
you want to produce a printout of a survey, thengarameter you must provide
is the report number:

I

o
Enter Parameter Value E]

Enter Report Mo

oK | Cancel |

Specify any parameters requested, then €ikk

Tracker generates your report.
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To analyse your data further, you can export ttia ttaMicrosoft Word or Excel and
manipulate it as required.

To export the data:

Query the database by selecting a report categalyeport name.

Refer to Section 12.2, Producing reports, for detan how to query the database.

Select the Word or Excel button to display the autp the appropriate
application.

Either the Word or Excel button is displayed depegan the type of output
produced by the query.

Manipulate the data further in the selected apfiiceas required.

" I # $

You can create user-defined queries to analyseardnformation in Tracker. To do
this, you need to work with the system’s raw datdJser Data.mdb’ and create
Acces® queries to extract that data from the databasenieaningful manner. You
can update the report list in Tracker with youreshqueries to make them available
for general use.

Warning: ‘User Data.mdb’ contains live data that you must amend. Only
authorised users should work with the database.

This section provides guidelines to help you crgate own Access queries. For
further details please refer to Access documentatio

% $

A query allows you to present a question to yodallase by specifying specific
criteria. Select queries are the most commonly tigeel of queries in Access; they
allow you to choose which fields and records tldig in a new datasheet. You are
recommended to use queries of this type to extlatet from Tracker’'s database.

Queries have two views: Design view and Datashiegt.\in the Design view, you
specify which tables you want to see, which tabihey come from, and the criteria
that records have to meet in order to appear orethdting database. Criteria are
tests that records have to pass. In the Query be¢asiew, you view the records that
are found to meet your criteria.
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When you run a query, Access pulls data out ok@bhd puts the data in a database
for you to see. The original table and databaseianected, so that if you make
changes to the data on your database, the restlte query also change. When you
save a query, you save the query design, ratherttigaresults, so that you can ask the
same guestions again.

A select query can be used to select certain data & table or tables. It filters and
sorts the data and can perform simple calculatisunsh as summing and averaging.

An easy way to create a select query is to usSitmgle Query Wizard. It allows you
to select the table fields you want to include guary. If, however, you want to set
sorting parameters for records so that you cantlsentesults by particular criteria,
such as less than, greater than, equal to eta. ythe must create a query from
scratch.

% & 1 (

To create a query using the Simple Query Wizard:
Open ‘User Data.mdb’, the Access database in Trablke links to all tables.

The database window is displayed.

Click on theQueriesicon on the left of the window.
Double-click onCreate Queryby using Wizard.
The first dialog box of the Simple Query Wizard aeggs.
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Choose the table that contains the fields you waselect from the
Tables/Queriesdrop-down list.

Click a field name in thévailable Fieldslist; then click theAdd (>) button to
move the field name to tigelected Fielddist.

Add fields as needed, or move them all at once thigthdd All (>>) button.
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)  Click Nextto display the next screen.
The Detail or Summary screen may be displayed.

If it is, ensure Detall is selected and cIMkxt to display the next screen.
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*  Enter a title for the query, then cli€lnish to view the query results.

The following screen shows an example of queryltgsu

Access automatically saves queries, so you doeed to do anything special to save
your query. You can rerun your query at any timasTan give you updated results
whenever data is edited. To rerun a query: openldfebase; select the Queries icon
in the database window; in the Query list, doubiekahe query you want to run, or
click it once and then click the Open button.

Refer to Section 12.4.4, Updating the reportstistracker, for details on how to make your
saved user-defined queries available for genegafrasn within Tracker.

n $ +

This process is divided into five main steps:
starting a new query
adding fields to a query
adding criteria
adding simple calculations
viewing query results.

) #$ !

When you create a query from scratch, you can st#lledables and fields that you
use to build a query and set parameters for thesfie

To start a new query:

Open Access, then open ‘User Data.mdb’ — the datatteat contains the tables
you want to use to build the query.
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The database window is displayed.

Click theQueriesicon on the left-hand side of the window.
Double-click onCreate Query in Design View
The Show Table dialog box then appears, listinghaltables in the database.

Click the name of the table that contains the fgldu want to use in the query,
then click theAdd button. Repeat for each table you want to add.

Click Closewhen you have finished adding tables.

The Query Design View window opens. The tables sglected appear in the
top pane of the Query Design View. Field namesatcappear until you add
them.
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The Query Design View allows you to add the tai@&l§ you want in your query.
Make sure the tables that contain the fields yontw@use are present in the design
window.

To add fields to the query:
In the first field column of the query grid, cliok theField box.
Click the arrow to display a drop-down list andesgla field.

You may need to scroll through the list to find fleéd you want to use.

Click in the next field column and repeat the phae. Repeat to add all the
desired fields.

The order that you add fields will be the ordemihich they appear in the query. If
you need to change a field that you have placedparticular column, use thigield
drop-down list in the column to select a differalkd. You can delete any field you
have added to a query — click anywhere in the coland selecEdit, thenDelete
Columns
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You can set criteria for a query that can contowliield information in selected
fields appears in a completed query.

To add criteria:
In the Query Design View, click theriteria row in the desired field's column.
Type the criteria you want to use.

The criteria might include the following:

< (less than)} matching values must be less than (or befooase of
dates) the specified numerical string

> (greater than)— matching values must be greater than (or aftére
case of dates) the specified numerical string

<= (less than or equal to}- matching values must be equal to or less than
the value used in the criteria

>= (greater than or equal to)— matching values must be equal to or
greater than the value used in the criteria

= (equal to)— matching values must be equal to the criteriagtThis
symbol can be used both with text and numeric estri

Not — values matching the criteria string will notibeluded in the results.

For example, the query in the example above miyat thhe following results:

Setting criteria for the query can change the tesbkbr example, entering True
in theCriteria row for theCan Project Managefield filters the results to
display only those entries where fian Project Managefield is ticked:

As queries can contain multiple criteria, repeapstl and 2 as needed to add
additional criteria to the field columns in the que
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You can set up a query to do simple calculationsh&s totalling information in a
specific field or averaging information. To addatdations to a query, a Total row
has to be added to the Query Design grid. AftefMibial row is available, different
calculations can be chosen from a drop-down lisafty of the fields that have been
selected for the query.

To add simple calculations:
In the Query Design View, click thEotals button on the Query Design toolbar.
A Total row is added to the Query Design grid (joslow the Table row).

Click theTotal row for a field in the Query Design grid that contaimsnerical
data.

A drop-down arrow appears.

Click the drop-down arrow to select the type ohfata you want to place in the
field's Total box.

The following list includes some commonly used typéformula:
Sum — totals all values in the field
Avg — calculates the average for all values in thiel fie
Min — displays the lowest value (the minimum) foundhie field
Max — displays the highest value (the maximum) founthe field

Count — calculates the number of entries in the fidhis(basically counts
the entries)

StDev— calculates the standard deviation for the vailugise field. (This
basically measures how widely the values in thig figffer from the field's
average value.)
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For example, usinGount in theStaff ID field might give the following results:

Repeat steps 2 and 3 to place formulas into otk dolumns.

-# 0% !
After you have set up your query, you are readytoit.

To run a query:
Click theSaveicon in the Query Design toolbar.
Type in a name for the query and then cliK.
Click theRun icon on the Query Design toolbar, or cho@aeery, thenRun.
The query results appear in a datasheet that ldakan Access table.

Review the results and then click thesign Viewbutton on the toolbar to
return to theQuery Designview.
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If you log in to Tracker as the System Administraimu can update the report list in
Tracker with saved user-defined queries to maken taxeailable for general use from

within Tracker. For queries to be added in this Wasir name must end with a space
followed by an asterisk ( *), for example “MonthDrder Report *”.

To update the reports list:
Log in to Tracker as the System Administrator.

A message is displayed if there are user-definedigsithat may be added.

Click OK to update the reports list.

Any queries in ‘User Data.mdb’ with names that eiiith a space and an asterisk
are added to the reports list. They are then aMailr use from the User
Defined category on the Reports screen.
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