COURSE:

UNIT:

SUGGESTED TIME:
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OBJECTIVES:

DETAILED LESSON OUTLINE
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2.5 —IRSS: Working with the Reports menu.

90 minutes

Computer projector, screen, PowerPoint presentation, computer
(one for instructor and one per trainee).

Upon completion of this unit, the trainee will be able to:

1. Run and print standard reports.

2. Understand the importance of Daily Incident
Reports.

3. Design, save, and print reports.

4. Design advanced reports.
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INTRODUCE THE UNIT.

PRESENT UNIT OBJECTIVES.

THE REPORTS MENU ALLOWS YOU TO QUICKLY
PRODUCE STANDARD REPORTS AND TO DESIGN
CUSTOM REPORTS.

L. INTRODUCTION:

A. Run and print standard reports.

B. Understand the importance of Daily Incident

Reports.
C. Design, save, and print reports.
D. Design advanced reports.

II. EXERCISES

A. To run and print standard reports.
IRSS HAS A NUMBER OF FEATURES THAT ALLOWS
YOU TO PRODUCE STANDARD REPORTS AND TO
EASILY DESIGN CUSTOM REPORTS.

1. On the Reports menu, click Run Reports, or
click the Run Reports icon.

2. On the Run Reports dialog box under
Incident Reports, click to select one of the
following.

a. Aircraft Report.

b. Crew Report.

C. Equipment Report.
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d. Overhead Report.
e. 209 Resource List.
f. Checkout Form.
g. Daily Cost Estimate.
h. Demob Planning Report.
1. R&R Report.
] Qualifications Report.
k. Section Report.
1. Unfilled Orders Report.
3. For the Incident Report you selected in step
2, comp}ete the Report Parameters as
appropriate.

4. To preview the report, click the Preview

button, and then click the Print Report icon.

5. To print the report without previewing, click
the Print button, and then click OK on the
Print dialog box.
B. To understand wildcard and date formats.

A WILDCARD ALLOWS YOU TO RETRIEVE RECORDS
THAT INCLUDE THE STRING OF CHARACTERS YOU
SPECIFY.

IN IRSS, THIS WILDCARD IS THE “%” (THE PERCENT
SIGN).

TO RETRIEVE RECORDS FOR A RANGE OF DATES,

ENCLOSE THE DATES YOU SPECIFY WITH ¢ (THE
SINGLE QUOTE SIGN).
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SHOW EXAMPLES OF WILDCARD USE AND RANGE OF
DATE USE.

C. To display all overhead resources not demobed from
Nevada — an example

1. Click the Overhead button.
2. Under Demobs, click to select Exclude.

3. On the filter bar, click in the HomeUnitCode
box, type NV %, and then click the Filter
button.

D. To design, save, and print reports.

EXPLAIN THAT YOU CAN DESIGN CUSTOM REPORTS
BY SELECTING FIELDS TO SORT THE DATA.

THE ORDER OF FIELDS THAT YOU SELECT TO SORT
BY DETERMINES THE ORDER IN WHICH THEY WILL
BE APPLIED.

1. On the Reports menu, click Design Reports.

2. On the Design Reports dialog box, type the
report name in the Title box.

3. Under Fields, click to select the Fields of
your choice, in the order you want them to
appear.

USE THE “ADD” AND “DELETE” BUTTONS TO
REARRANGE THE ORDER OR MODIFY THE LIST OF
THE FIELDS.

4. Under Sort, click to select the Fields of your
choice, in order in which you want to sort.
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AGAIN, USE THE “ADD” AND “DELETE” BUTTONS TO
REARRANGE THE ORDER OR MODIFY THE LIST OF

THE FIELDS.

5. If appropriate, type a valid select....where
statement in the Select box.

6. Under Line Spacing, click to select one of
the following.
a. Single.
b. 1.5.
C. Double.

7. To save your report, click the Save button.

8. To preview the report, click the Preview
button, and then click the Print Report icon.

9. To print the report without previewing, click
the Print button, and then click OK on the
Print dialog box.

E. To create a custom “where” clause for an SQL query

— an example.

1. On the Reports menu, click Design Reports.

2. On the Design Reports dialog box, click the
Design Advanced tab.

3. In the Title box, type the name of the

report.
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4. In the Select box, type the following
SELECT requestnumber, name, kinddesc
homeunitcode
FROM q basic_rpts
WHERE status <> 'D'

and CheckinDate between '07/01/2004' and
'07/14/2004"

and homeunitcode like NV%'

and reqcat ='0'

5. To preview the report, click the Preview
button.
6. To save the report, click the Save button.
F. To use an SQL select statement to design reports.

HANDOUT A LIST OF SAMPLE SQL STATEMENTS AND
EXAMPLES OF REPORTS THAT STUDENTS CAN DESIGN
USING THESE SQL STATEMENTS.

1. On the Reports menu, click Design Report,
and then click the Design Advanced tab.

2. In the Title box, type the report name.

3. Under Enter a complete sql statement, type
a complete sql select statement.

CLICK TO SELECT THE FIELDS OF YOUR CHOICE
FROM THE FIELD NAMES LISTING.

4. To save your entries, click the Save button.
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To preview your report, click the Preview
button.

Make changes as appropriate, and then click
the Save button.

THE PREVIEW BUTTON ALLOWS YOU TO DETERMINE
WHETHER YOU SELECT STATEMENT(S) PRODUCE THE
REPORT YOU WANT.

IF NOT, MODIFY YOUR SQL SELECT STATEMENTS AND

TRY AGAIN.

7.

To print your report, click the Print button,
and then click OK on the Print dialog box.

G. To change report titles using as SQL “AS” statement
— an example.

1.

2.

On the Reports menu, click Design Reports.

On the Design Reports dialog box, click the
Design Advanced tab.

In the Title box, type the name of the report.

In the Enter a complete sql statement box,
type the following

SELECT
Otherl AS 'Spike Camp',
Other2 AS 'Crew Reps'

from Resources
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