Report Generator Manual
Copyright ©1999-2008, Chris Farmer, All Rights Reserved

Contents:
What is it?
What does it do?
How to Edit the template to create a personalised Report form
What do you need to be able to use the Report Generator?
How do I use the Reports Generator?
The Report Generator Toolbar:
How to add your own Targets file.
Troubleshooting
Disclaimer
Licensing – Terms of Agreement

What is it?
The annual reports generator is an MS Word template with considerable VBA coding
to enhance and ease the creation of a class set of reports.
When you double click (or right click and select NEW) on the template MS word will
may be faced with the message below. If this message isn’t automatically removed
within a few seconds then MS Word doesn’t currently have it’s Macro settings turned
on.

Macro’s are short pieces of programming code that increase the functionality of the
application. In order to use the Report Generator, Macro’s MUST be turned on hence
you will need to follow the instructions on this message. If your desktop setting are
being saved by the network then the next time you use Word, Macro’s will continue
to be turned on.

What does it do?
Firstly and most importantly it creates a whole document in Word with a
report page for every pupil in the class. It does this by importing the pupil names and
whatever other data you want entered from an excel sheet. After this creation this
enables you to write comments and select targets fro each pupil in turn without having
to scroll from page to page. It has auto inclusion of the pupils name when using the
Reports Wizard and the option to create your own set of Targets for selection. For
those of you that use my report writer – comment bank there is a button in the Wizard
to activate it.
Other aspects include

• a utility for scrolling automatically to any selected pupils report from a drop
•
•
•

down list.
provides a utility to add and remove reports if the imported data is not up to
date.
Provides a facility to copy reports from another pupils and changes the name.
Provides a facility to enter a statement either before or after all ‘Teachers
comments’. (ie a course description)

How to Edit the template to create a personalised Report form
To edit the template to create a report form you can open the template
(Right click on the template file in My Computer and select “Open”)
You will then be able to make changes to the template report from on Page 2
Please do not alter Page 1 of the template (“Security Warning”) this page gets
automatically deleted when a user runs the Report Generator.
Important – limitations
•
•

Each pupil must have a separate page for their report
Only one TABLE per page can be used since each table is each pupils report.

Make whatever changes you want to the visual aspect of the Report Page 2.
Make sure that when you place your cursor at the end of page 2 and press enter
it will produce the next page.

In order to setup the report so that it knows
where to place the imported Excel data select
the Document Properties from the File menu
and then select the Custom Tab as shown.
The Properties can be added and removed
according to what you want to refer to them as.
The value of a property is the Cell in the table
where it should be placed
ie Tutor group should be placed in the 3rd
Row 4th Column of the Report table.
As can be seen when you look at the Table in
the Report.
DO NOT REMOVE THE PROPERTIES
COMMENT, TARGET or NAME
Although you can change the cell which
corresponds to these report properties.

Here is a picture of the Included Report

Row 3 Column 4

What do you need to be able to use the Report Generator?
To use the report generator template you only need MS Word 2000 + however to use
all the facilities of this program you also need an MS Excel file of your class names.
The format of this file must contain the Surname in Column A and the
Forename in Column B.
Other than that you can have whatever you want in the excel file. The picture below
shows the Test Data.xls shipped with the template.

It is best to note down which data belongs in which column as when you generate
the reports the report generator will ask you what column of the excel sheet to look
for the specific data in.

How do I use the Reports Generator?
Once the security settings have been turned on when you double click (or right click
and select NEW) you will be prompted with the report page and the Import Dialog.

This is where you select the excel file to import the data from and tell the report
generator which column in the excel sheet this data can be found in. The list of items
is the document properties that you enter to be included in the report see
How to Edit the template to create a personalised Report form
Clicking on the Create Now button will create a full set of reports with the excel data.
You can then use the Report Generator Toolbar to further edit your reports.

Using the Report Generator Toolbar:

Add a statement to all
teacher comments

Shows or Hides the
toolbars normally used.

Fully justifies all
Teacher Comments
Program Settings
(Not used)

A link to this
Manual File

Adds a
Spell checks teacher
New Pupil
comments
Report
Deletes the
A drop down
current
Pupil selector
pupils Report
list.

Move to next
report

Reports Wizard
When writing reports you can use the Reports Detail Form by selecting the little
Wizard Hat on the toolbar. This will display the form as shown below.
Pupil Name
Selector

Save the Reports
as you go

Move to the next or
previous report.

Copy a
report
from
another
pupil
This is where you
type in your
Teachers comments
Start Comment Bank
Add Targets
from a list

Import Targets

How to add your own Targets file.
You must create a normal text file using notepad or another text editor. This text file
must contain each target in one line. Each target must be enclosed with quotes E.G:
"To concentrate more and not be distracted by others in the class."
"To concentrate in class and avoid distracting other pupils."
"To ensure that all homework is completed to a high standard and handed in on time."
Save this file as anything you like and use the button next to the [Add Targets] button
to locate and instruct the program to load your targets. The program will
automatically remember this file the next time you write reports so that you don’t
have to keep loading the file.

Troubleshooting
In the past the main problem using this template has been when users have created
their reports on one workstation and then saved the file on another drive (USB pen
drive), then tried to edit or print on another system to the one that the reports were
created on. The Reports document created is linked to the template that helped you
create the reports. When you open the document it expects to find the template in the
same place it was when you created the document. Unfortunately this is very unlikely
if you are transferring the document from home to work or visa versa. This caused a
link error and on some systems made it impossible to save any changes.
I have now added code to check if there are any bad links in the document and if there
are delete them. If this is the case the program will inform you that the template is no
longer available and as such the document will have to be edited manually from this
point. If you know that the template exists on the system you are using then you can
reattach is again in WORD by going to Tools – Templates and Addins and selecting
the attach button to browse to were the template is located. When you reattach the
template all the toolbar functions will become available again.
I have also found that there is a slight problem when using a system that has Adobe
PDFMaker addin for WORD installed. This has been documented as a fault with the
Adobe template :
http://www.mv.com/ipusers/standards/OhMyWord/VBABugsFeatures.html
The problem involves an error message when exiting word without first closing the
document. The Error doesn’t cause a problem although is annoying and requires that
you press the END button to exit WORD

Disclaimer
I originally deigned this template to save me time and effort when writing reports.
The software was never designed to be used by more than one person at once on a
network system although it does seem to have worked with varying degrees of
success. If you choose to use this software you do so at your own risk! I do not
guarantee that this software is free from bugs and cannot be held responsible for any
problems you have in using it. Having said this I would like to know of any problems
you have and I am willing to help you try to solve these problems to the best of my
ability. Please remember as with all ICT you should save your work on a regular basis
and always make a backup.

Licensing – Terms of agreement
Copyright ©1999-2008, Chris Farmer, All Rights Reserved
You are free to use this project within your own applications, add-ins, documents etc
but you are expressly forbidden from selling or otherwise distributing this source
code without prior consent. This includes both posting free demo projects made from
this project as well as reproducing the code in text or html format.

