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Purpose:

This document  conta ins h ints  about  us ing Crysta l Reports  8 at Haml ine Univers i ty .   Many of the

hints  have to do with specif ic  data v iews used at  Haml ine.

Wh at is Cr ystal:

Crysta l is  a Windows-based ad-hoc repor t-wr it ing program.  It  is  used at  Haml ine to supplement

the baseline and Haml ine developed repor ts  that are run from Banner.   A lthough it  ex is ts  outs ide

the Banner system, it  is  used to repor t  on in format ion entered in to the Banner database.  Because

i t  is  a Windows program and fa ir ly easy to use,  it  is  meant  to  be used by the staf f  in  var ious of f ices,

rather than having to request  a s tandard Banner repor t f rom the ITS programming staff .   It  a lso

produces repor ts  of  h igher  quali ty,  s ince var ious fonts,  crosstabs,  graphics, co lor,  and other

addi tional features are availab le.

Wh en to  use C rystal:

Crysta l should be used when you e ither  need a h igh qual ity  repor t  (le tters, co lor,  tables, etc) , when

you need a “quick” answer that you may never  need again, or  when you don’ t  want  to  put  a request

in to the ITS  program ming  staff and  want to d o it yourself.

Views:

A v iew is  a col lect ion of  Banner data of  a cer ta in type (ID/name, address,  consti tuent ,  test  score,

employee, account  deta i l,  e tc .) .   Some v iews may conta in in format ion f rom mul t ip le locat ions in  the

Banner database jo ined together .   V iews are rectangular arrays of  in format ion compr ised of “ f ie lds”

(colum ns) and  “records ” (rows o f data).

Al l  Crysta l repor ts  are made up of  one or more v iews,  depending on what  informat ion is  needed for

d isp lay,  se lect ion,  and sort ing.   When m ore than one v iew is  used,  the v iews must  be “l inked”  in  a

cer tain  wa y in o rde r to in sur e th at in form atio n in o ne v iew  ma tch es t he s am e pe rso n as  dat a in

other  v iews.

W hen selecting a v iew to use in  your  repor t , you should a lways be aware of  what the unique

criteria  is for th at view .  This  inform ation is  gen erally a vailab le in the  “List o f Crys tal Vie ws”  repo rt.

For  example, i f  the descr ipt ion of  the v iew says “One row per  person” ,  then pr in t ing the deta i l or

l ink ing with other  v iews should not be a problem.  I f , however,  the descr ipt ion says “One row per

pers on p er do nor c ateg ory”, the n you  nee d to b e aw are th at:

1. Only those people with a donor category wi ll  be on the v iew, and

2. i f  you l ink th is  v iew wi th a second v iew and d isp lay in format ion f rom the second v iew, the

informat ion wil l repeat for  each of  the donor categor ies in  the f i rs t  v iew.
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In a ll  Haml ine v iews, the fo llowing convent ions are used:

1. Fie ld names ending with “_IND”  are “ind icators”.   These f ie lds should a lways conta in the

values “Y”  or  “N”  and never  be b lank.   These fie lds are used for  d isp lay as wel l as selection

and sor ting.

2. F ie ld names ending with “_CODE” are  “co des ”.  Th ese  field s sh ould  alm ost  alw ays  con tain

a co ded  value  from  Ban ner.  L ook up ta bles  con taining  valid c ode s are  ava ilable in B ann er. 

These f ie lds are used for  d isp lay as wel l as selection and sort ing.

3. F ie ld names ending with “_DESC” are “d esc riptions ”.  W here  there  is a co de in th e view , a

descr ipt ion f ield  conta in ing in format ion about  what that code means should fo l low.   These

f ie lds should be used as d isplay or sor t ing only,  and should not  be used to select records.

4. F ie ld names ending with “_STRING”  conta in l is ts  of  codes.   For  example,  the

DO NO R_ CO DE _S TR ING  field  con tain s a lis t of a ll don or c ate gor y co des  ass igne d to  this

person.  These f ie lds should be used as d isp lay only , and should not  be used to select or

sor t  records.

5. F ie ld names ending with “_KEY”  conta in i tems that  should be e i ther  specif ied in  the select

cond ition or linked (wh en m ore than  one view  is used).

Some hints  about speci fic  v iews/ f ie lds:

1. Th ere  are  sev era l FULL_NAME f ie lds  in the HG_IDENTIF ICATION,  HG_PERSON,

HA_CO NSTITUENT, and other  v iews:

a. Name f ie lds ending with “_LFMI” form at the  nam e in La st, Firs t Midd le Initial for ma t.

b. Name f ie lds ending with “_FL” form at the  nam e in F irst La st form at.

c . Name f ie lds ending with “_FM IL” form at the  nam e in F irst M iddle In itial Las t form at.

d. Name f ie lds ending with “_DECEASED”  format  the name in LFMI fo l lowed by an aster isk

(*)  if  the person is  deceased.

2. Use the DEAD_IND field to include/ex clude pe ople wh o are de ceas ed (=Y ).

3. Use the PERSON_COMPANY_CODE to include/ex clude c om panies  (vs peo ple) (=C ).

4. Add ress  view s co ntain a  row f or ev ery pe rson  for ev ery co mb ination  of ad dres s type s. 

Because of  this , you must  specify  an INTERNAL_CODE or the  repo rt will take  a long  time  to

run and you wi l l d isp lay many rows for each person.  The INTERNAL_CO DE conta ins

combinat ions of  two and three address type codes.

For  example, i f  you want  to d isp lay the “Mai l ing Address”  (MA),  but  if  they don’ t have a

mai l ing address, you wish to d isp lay the “Permanent  Address” (PR),  but i f  they don’t  have a

m ailing  or p erm ane nt a ddr ess , you  wis h to  disp lay th e “B usin ess  Ad dre ss ” (B U) , you  sho uld

speci fy  “MAPRBU” in  the INTERN AL_CODE  f ie ld when you select  records.

5. Telephone v iews conta in a row for every person for  every te lephone type.   Because of  th is ,

you must  specify  a PHONE_TYPE_CODE or  the repor t wi l l take a long t ime to run and you

wi l l d isp lay many rows for each person.  For  example, i f  you want  to d isp lay the “Current

Phone” (MA), you should speci fy  “MA” in  the PHONE_TYPE_C ODE f ie ld when you select

records.

6. The “GENDER ” field is always F  (fema le), M (m ale), or N (un know n).
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7. Each person in  Banner is  uniquely identi f ied by a h idden f ie ld ca lled the “PIDM” field .  All

data tables perta in ing to speci fic  people have a PIDM f ie ld that f lags the f ie ld  as perta in ing

to “tha t” pers on.  

For  example, a person may be known in Banner as PIDM=2090.   The ID,  address, general

per son , co nst itue nt, a dm iss ion a pplic atio n, e m ploy ee,  etc  tab les w ill all co nta in a P IDM  field

that  conta ins the value 2090 for that person.  Note that us ing the PIDM f ie ld instead of  the

SSN  as the p rimary iden tifier for people allow s for m ultiple IDs (und er the sa me  PIDM ) for a

single person  - or com pany.

In Crysta l views, the “P IDM _KE Y” field con tains this Pe rsonal ID  Mas ter num ber.
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Linking:

W hen eve r m ore  tha n on e vie w is  use d in a  sing le re por t, the  view s m ust  be “ linke d” to get her .  Th is

is  a way of insuring that  records of  data f rom one v iew match the same person as the records of

other  v iews.

Crysta l wi l l automat ica l ly  l ink a l l f ie lds that have the same name between v iews.   For  example,  the

PIDM_KEY f ie ld from one v iew wil l automat ica l ly  l ink wi th the PIDM_KEY f ie ld in  a second (or  th i rd)

view .  It is imp ortan t, for op tima l perfo rma nce  and  data  acc urac y, to on ly link field s en ding w ith

“_KEY”, for  example: PIDM_KEY,  TERM_CODE_KEY,  FSYR_CO DE_KEY,  AID_YEAR_KEY.

W hen l ink ing two or  more v iews, the resul t is  a cross-product  of  the in format ion in  each of the

views.   For  example, suppose we wanted to l ink the HG_IDENTIFICATION, HG_ADDR ESS, and

HA_DO NOR_C ODES v iews:

V iew 

H G _ ID E N T IF IC A T IO N HG_ADDRESS HA_DONOR_CODES

One row per  person
One row per  person per

address h ierarchy

One row per  person per

donor c ategory

Data Ro n Lu tz

M A Mai l ing Address

MAPR Mai l ing Address

P R M A Permanent  Address

B U M A Mai l ing Address

BU -  empty  row -

USTF Staff

CLA CLA Alum

In this  example, i f  no “ INTERNAL_COD E” or  “DONOR_CO DE” f ie lds were specif ied, the person

“Ron Lutz”  would d isp lay 10 t imes;  one for  each combinat ion of  1 name, 5 addresses,  and 2 donor

catego ries (1 X 5  X 2).
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Hints Specific to University Relations:

LOST  ( in  the HA_CON STITUENT v iew) means that no act ive address ex is ts  for th is  person.

Exclusion  indicators  (EX CL UD E_M AIL_ IND , EX CL UD E_P HO NE _IN D, 

EXCLUD E_SOLICITATION_IND, EXCLUD E_EMAIL_IND in the HA_CONSTITUENT v iew) are Y

when the person does not  want ANY contact  of that type.  Ind iv idual exc lus ions for  other  mai lings

should be der ived f rom the HA_EXCLUSIONS v iew.

The P referred Do nor Categ ory (PREF_DONOR_CODE in  HA_CONSTITUEN T) is  determined by

finding the d onor co de with the  sm allest Rep ort Sequ ence  Num ber (on A TVD ON R).  W here the re

is  a tie  for the smal lest  sequence number,  the code that sor ts  fi rs t in  the a lphabet is  used.  For

example,  s ince CLA (CLA Alum) and MAED (MAED  Alum) both have a sequence number of “8"

def ined,  someone coded with both CLA and MAED  would show as a “CLA Alum” as their  preferred

donor category.  (NOTE: do not  get th is  confused with the Class and Year f ie lds) .   To obta in l is ts  of

people with cer ta in donor codes ( that  may not  be mutual ly  exc lus ive) , use the

HA_DONOR_CODES v iew.

In general , the GIFT _DE TAIL  v iews lis t ind iv idual g i f t records broken down by designat ion,

campaign,  so lic ita t ion,  or  ind iv idual  g if t .  The GIVING_BY v iews lis t data combined over  severa l

fiscal years  and allow  you to co mp are one  year with an other.

W hen you want  to  se lect  a specif ic  mail  code, donor  code, exc lus ion code,  or act iv i ty  code for

peop le ,  use  the  HA_MAIL_CODES,  HA_DONOR_CODES,  HA_EXCLUSIONS, o r  HA_ACTIV IT IES

view.  W hen yo u sim ply wish to d isplay wha t mail, dono r, exclusion , or activity code s exist for a

pers on, yo u ne ed o nly dis play th e M AIL_ CO DE _ST RIN G, D ON OR _C AT EG OR Y_S TR ING ,

EXCLUS ION_STRING, or  ACTIVITY_STRING f ie lds,  which are each a s ingle s tr ing conta in ing the

corresponding codes with a s ingle space between them.
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