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Objectives

• Understand Report Writer in Caselle
• Learn to build, customize, and share 

reports
• Use Report Writer effectively



What Is the Report Writer

• A tool for building 
custom reports in 
Caselle

• Allows pulling data from 
multiple tables

• Provides filtering, 
grouping, and 
formatting options

• Flexible export formats 
(Excel, CSV, PDF)



When to Use Report Writer

 When "canned" reports don't meet your 
needs

 When you need a listing of data from the 
system 

 For exporting to Excel/CSV for further 
analysis



Table Lists vs Report Writer

• Table Lists:
– Select tables then fields
– More complex to use
– Only Table Lists currently 

support labels/forms

• Report Writer:
– Easier to create with Wizard
– Cleaner joins & criteria
– "New” report preview



Table Lists vs Report Writer

• Converting to Report Writer
– System Management | 

System Tools| 
Convert Table Lists

– Convert by module
– Individual reports or 

batches
– Review last processed

date for when the report
was last run
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Starting a New Report

• Identify the data that you want on the 
report



Starting a New Report

• Choose tables and fields manually
 
 – Or (better yet!) –

• Use the Report Wizard



Report Wizard

• Simplifies building reports
– Focus on the fields needed
– Auto-joins tables from fields 

selected
– Reduces need to understand 

DB structure
– Advanced users can modify 

joins



Overview of the Report Designer Screen

• Report Design
– Columns = what 

fields display & how
– Selection Criteria = 

which records 
appear

– Report Order = how 
records are 
sorted/grouped

 Roadmap: We'll explore Columns → Selection Criteria → 
Report Order
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Columns Setup

• Add/remove fields
• Reorder with Move Up/Down
• Add Multiple Report Lines



Columns Setup

• Options
– Customize report headings
– Fonts
– Justification/alignment
– Column Format & Width
– Totals/counts
– Drill down



Special Fields

• What are Special Fields?
– Extra fields Caselle provides
– Usually for calculated/summary values
– Available in Criteria, Order, Columns grids

• Identifying special fields
• Examples:

– Totals vendor payments
– Utility customer balance or aging buckets

• Pros: Summary data related to a record
• Cons: Limited to only what Caselle provides
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Selection Criteria

• Filters which records are included
• Standard fields provided
• Can add custom fields



Operators in Criteria

• = Equal to
• <> Not equal to
• > , < Greater/Less than
• - Between (range)
• %Like% (pattern match)
• Is (not) Blank
• Is (not) Null



Value Types

• Ranges
– Separate with a dash

• Prompt user at runtime

• Single values
• Multiple values

– Separate with commas



Boolean Logic – AND/OR

• OR
– Can meet any condition
– Example: Vendor Type = 

‘Normal' OR 'Professional 
Services'

• AND
– Must meet every condition
– Example: Vendor Type = 

‘Normal' AND State = 'UT'

Combine “and” and “or” criteria as needed



Best Practices for Criteria

 Start simple, test step by step
 Use prompts for reusable reports
 Be careful with using criteria on special 

fields
 Remember the difference between “And” 

and “Or”
 Validate your results!!
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Report Order

• Controls sorting (asc/desc)
• Add/remove fields to set hierarchy
• Grouping → Headers & subtotals
• Example: Sort by Vendor Type, then 

Vendor Name



Sections

• Defines layout sections
• Control headers, details, totals
• Page breaks & lines between groups
• Note: Sections are in a separate tab in 

"old" style reports



Report Order in Action

Before:
– Flat vendor list
– No particular order to 

the records



Report Order in Action

After:
– Grouped by Vendor 

Type with headers
– Subtotals
– Sorted by vendor name 

within each group
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Dril l-Down Reports

• Click to open related 
details
– Totals link to 

breakdowns
– Name/ID fields link to 

Inquiry screens

• Behavior is controlled 
by Caselle



Database Joins

• Data stored in related tables
• Wizard auto-joins
• Modify Joins

– Advanced control over how 
tables join

– Use with care when needed!



Exporting Reports

• Save As
– PDF = Archive/publish
– RTF (Word)/Excel - 

• Export
– CSV format preferred for 

analysis
– Data only to Excel

• Email directly from preview



Using the Report Writer in Caselle

Wrap-Up
  



Best Practices

• Start with Wizard
• Keep formatting simple
• Limit fields with selection criteria
• Sort, group, total as needed
• Save your report to reuse
• Validate your results!!



Resources & Help

• Caselle help screens & knowledge base
• Internal documentation
• Practice, practice, practice!!



Thank you

Michael Mandler
Caselle

mmandler@caselle.com

www.caselle.com  
800.228.9851

mailto:ccamren@caselle.com
http://www.caselle.com/
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