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2: Contents

Topic Page Example

Basic Setup 3 - 4 Basic navigation and setup

Colour Formatting 5 - 8 Negative P8 scores show in red

Filter Pupils 9 - 10 Only include pupils with a grade 5 or above in English and Maths

Custom Pupil Sort 11ς12 Sort pupils by English points/grade from lowest to highest

Set Column Count 13 Overwrite the default column count

Set Row Count 14 - 20 Overwrite the default row count to 2 rows per page

Adding Target Grades for Specific Subjects22 - 27 Adding English and Maths Targets to a report

This guide focuses on the Advanced Report Builder tool and apart from basic setup, 
all topics use an example report from www.4matrix.com/customreports

http://www.4matrix.com/customreports
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3: Basic Setup

Options to drag and drop 
report components such 
as labels/free text boxes, 
etc

Open/New/Save/Print 
options

Text formatting Zoom controls

Field list (click to expand)

Click and drag fields from 
here to place fields into 
the report body

Other formatting options

Click Detail to change 
column count and 
sections

Click and drag to make 
each section bigger

Header

Body

Footer

Tabsfor
Design/Preview/Scripts 
views
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4: Basic Setup Cont./

In this example we have:

1) Selected Details and used the small 
arrow to access column count and set 
this to 2 (you can now see a grey area to 
the right of the main body, but we only 
need to work with 1st record/column)

2) Dragged themainBodysectiondownto
makeit bigger

3) Dragged Forename, Surname and Photo 
from the Fields list into the Body

4) Centred thetext in the Fornameand 
Surname fields

Header

Body

Footer
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5: Colour Formatting

1) On opening the report (or creating a new one), 
switch to Report Explorer tab

2) Right-click Styles and select Add Style

3) Style1 will appear in the list, right click it and 
select Edit Styles
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6: Colour Formatting Cont./

4) A pop-up will appear.

5) Set the foreground colour accordingly

6) /ƘŀƴƎŜ ǘƘŜ ƴŀƳŜ ŀŎŎƻǊŘƛƴƎƭȅ ƛΦŜΦ ΨbŜƎtу{ŎƻǊŜΩ

7) Click close when finished
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7: Colour Formatting Cont./

8) Select the field in the report to apply the 
formatting to

9) aŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ Ψtŀƛƴǘ .ǊǳǎƘΩ ƛŎƻƴ ƛǎ ǎŜƭŜŎǘŜŘ

10) Scroll down the properties list until you find Styles 
ςexpand this

11) In the Style row, click the small box to the right of 
the field and select Style Expression
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8: Colour Formatting Cont./

1) In the pop-up that appears you can define your expression.

2) The example to the left is:

Iif(ToDoubleόώtǳǇƛƭǎϐΦώtǊƻƎǊŜǎǎуψ{ŎƻǊŜϐύҔҐлΣϥϥΣϥbŜƎtу{ŎƻǊŜΩύ

This code applies the following logic:

If the pupils Progress 8 score is greater than or equal to 0, do nothing, otherwise 
use the NegP8Score style (which applies a red font)

3. Click OK to apply the style/expression

If you wanted Progress 8 scores that are 0 or above to show in green, 
repeat the process on pages 3 - 5, creating another Style called 
Ψtƻǎtу{ŎƻǊŜΩΣ ǿƛǘƘ ƎǊŜŜƴ ŦƻǊŜƎǊƻǳƴŘΦ

In the Expression Editor, use the following code:

Iif(ToDoubleόώtǳǇƛƭǎϐΦώtǊƻƎǊŜǎǎуψ{ŎƻǊŜϐύҔҐлΣϥtƻǎtу{ŎƻǊŜϥΣϥbŜƎtу{ŎƻǊŜΩύ
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9: Filter Pupils

1) On opening the report, click the database icon 
(it looks like a stack of gold coins!) and make sure 
that the Data Member field is set to Pupils
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10: Filter Pupils Cont./

2) Click the small 3 lines in top left of report to open a 
sub-menu, then click the ellipses on Filter String

3) In the pop-up, use the (+) button to add the first 
filter string, as per the example here, and repeat to 
add additional filters

4) Click OK, save the report, and generate it ςthe 
filters should be applied

Notes: 
Text example to filter to pupils with a grade 5 or above 
in Maths:
[Pupil Results][[Subject Name] = 'Mathematics (9-1)' 
And [Points19] >= 5]
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11: Custom Pupil Sort

1) Without any fields in the report 
selected, go to the Database 
(coins) icon and in the Data 
Member field, select Pupils

2) Open the Groups and Sort tab 
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12: Custom Pupil Sort Cont./

3) Select Add Sort and choose a field to 
sort the report by e.g. English points

4) You can change the order by selecting 
the Sort Order cell 

Pleasenote that this appliesa 'string' sort, so it will
work for valuesa-z and 1-9. If you havevaluesof 10
or above,it will sort as 1, 10, 11, 12, ... 2, 21, 22...
andsoon.
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13: Set Column Count

1) To set a column count, click the Detail label 
and select the small arrow that appears

2) In the pop-up, set the column count
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14: Set Row Count

1) Go to the Field list tab

2) Right-click Parameters and select 
Add Parameter
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15: Set Row Count Cont./

3) In the pop-up, provide a 
description

4) Set the Type to Number (32 bit 
integer)

5) Click OK
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16: Set Row Count Cont./

6) Back in the main report editor view, find 
the following icon in the left-hand 
menu:

7) LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ƛǘΣ ŎƭƛŎƪ ǘƘŜ ƭƛǘǘƭŜ ŀǊǊƻǿ 
at the bottom to access it:
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17: Set Row Count Cont./

8) Click and drag the icon into the details panel at the 
top of the report, release the mouse button

9) You should now see a black dotted line across the top 
of the record


