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Topics in this Document: 
 

- Opening the Consolidated Project Report Database 
- Viewing the Project Data 
- Navigating Through the Projects in the Data Entry Form 
- Printing a Project or Process Description 
- Closing the Data Entry Form 
- Printing Reports 
- Printing an Existing Report 
- Filtering Projects by Selected Criteria  
- List of Fields for Data Entry Statistics Reports 

 
Opening the Consolidated Project Report Database: 
 
Note: Microsoft Access 2002, or newer, is required to open the file. 
 
There are two methods for opening the Consolidated Project Report Database: 
 
Option 1. Once the CD is inserted into the CD-Drive, a window containing a link 
labeled “Appendix 1-3 Consolidated Project Report Database” will 
automatically appear. Click this link to view the database. 
 
Option 2. Using Windows Explorer, browse the contents of the CD. Double-click 
the file named “cpr_database.mdb” to view the database. 
 
 
Viewing the Project Data: 
 
Step 1. Upon opening the database, the following main screen will appear:  
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Step 2. Click “View Data” on the main page to open the following data entry form.   
 
Note: The data entry form is locked on the disc, but may be viewed and used for 
data sorting procedures. 
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Navigating through the Projects in the Data Entry Form: 
 
Users can navigate through each of the projects and processes in the database 
by one of the following methods: 
 
 
Method 1: By Project/Process Name. 
 
You can search by the name (full or partial) of the project or process. 
 

a. Click on the project title that appears at the top, so that your cursor  
is on that field. 

b. Click “Edit,” “Find” in the main toolbar at the top of the window. 
c. Type the name (full or partial) that you are searching for. 
d. Verify the following: 

i. The drop down menu next to the words “Look In” is set to 
“proj_title.” 

ii. The drop-down menu next to the word “Match” is set to 
“Any Part of Field.” 

iii. The drop-down menu next to the word “Search” is set to “All.” 
iv. The check boxes for “Match Case” and “Search Fields As 

Formatted” are unchecked. 
e. Click the “Find Next” button. This will take you to the first project  

that has an occurrence of the text you typed into the “Find” field. 
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Method 2: By Reference Number. 
 
You can search by the reference number of the project or process. Obtain a list 
of the projects and their respective reference numbers from the reports menu 
(see instructions below for the reports section). 
 

a. Click on the reference number that appears at the top, so that the 
blinking cursor is on that field. 

b. Click “Edit,” “Find” in the main toolbar at the top of the window. 
c. Type the reference number that you are searching for. 
d. Verify the following: 

i. The drop-down menu next to the words “Look In” is set to 
“ref_no.” 

ii. The drop-down menu next to the word “Match” is set to 
“Whole Field.” 

iii. The drop-down menu next to the word “Search” is set to “All.” 
iv. The check boxes for “Match Case” and ‘”Search Fields As 

Formatted” are unchecked. 
e. Click the “Find Next” button. This will take you to the project assigned 

to that reference number. 
 
 
 

Method 3: By scanning through all records. 
 
You can scan through all of the projects and processes by using the navigation 
buttons located at the bottom of the form (see picture, below). 

 
 
 
 
 
 

 
All of the information stored for each project can be viewed from this data entry 
form. Because there is so much of it, it has been spread across four tabs, as 
shown below. Click on each tab to see the information stored. 
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Printing a Project or Process Description: 
 
To create a printout of a project directly from this window, click the “Print” button 
that is located at the bottom of the data entry form (as seen below, in red). You 
may have to scroll down to the bottom of the data entry form to see this button. 
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When you click this button, a report (see example that follows) will appear for the 
project or process that you are currently viewing in the data entry form. At this 
point, you can view, print, or close the print preview. 
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Closing the Data Entry Form: 
 
To close the data entry form and get back to the main menu, click the “Close” 
button located at the bottom of the data entry form (as seen below, in red). You 
may have to scroll down to the bottom of the Data Entry Form to see this button. 
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Printing Reports: 
 
From the main menu, click the “Print Reports” button. The following window will 
appear: 
 

 
 
 
 
Printing an Existing Report: 
 
The top portion of the window displays all of the production reports available for 
use. They are as follows: 
 

1. Project List 
Provides user with a list of all of the projects/processes in the database, 
and reference numbers. 

 
2. Projects by Chapter Reference 

Provides user with a list of all of the Chapter References and for projects 
and processes that have selected that Chapter Reference in the database.   

 
3. Projects by Region, Recommendation Number, Title 

Provides user with a list of all of the Recommendation Numbers/Titles by 
Region, and the Projects that have selected that Recommendation 
Number in the database. 
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4. Data Entry Statistics – Percent Data Entered, Per Project 
Provides user with a list of all projects and their respective percentage of 
data entered. See the List of Fields (at the end of this user guide) upon 
which this percentage is based. 

 
5. Data Entry Statistics – Percent Data Entered, Per Project, by Program 

Provides user with a list of all projects and their respective percentage of 
data entered, grouped by Lead Program. See the List of Fields (at the end 
of this user guide) upon which this percentage is based.  

 
6. Export Query 

Provides user with a list of all of the projects, their Chapter Reference, 
Lead Program, and the percent of data entered, in a format that is easily 
exported into Microsoft Excel®. To export, when the report is displayed, 
select the “Tools,” “Office Links,” “Analyze It with Excel.” 

 
 
Filtering Projects by Selected Criteria: 
 
The bottom portion of the Print Reports window allows you to print a report for 
either all of the projects in the database or for just a subset of projects. By 
selecting values from the drop-down boxes in this portion of the window, you can 
narrow down what projects you will see in the report. For example, if you only 
want to see projects in the Kissimmee Basin Region, then you would select 
“Kissimmee Basin” from the “Region” drop-down list, and click the “Print” button 
(as shown below). The project report will then be displayed for all projects in that 
region.   
 
Any combination of criteria can be selected. For instance, you could run the 
report for all projects in the Kissimmee Basin region, where the SFWMD is the 
Lead Agency, by selecting those two values from the appropriate drop-down 
menus and clicking the “Print” button.   
 
To view the report for all projects in the database, leave the entire criteria fields 
blank, and click the “Print” button. 
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To clear criteria selected, in order to enter new criteria, click the “Clear Form” 
button. 
 

 
 

To exit the “Print Reports” window and return to the main menu, click the “Close” 
button. 
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List of Fields for Data Entry Statistics Reports: 
 
There must be something selected or typed into these fields in order to get credit 
for it: 
 

a. Project Title 
b. Lead Agency 
c. Lead Organization 
d. Lead Program 
e. Activity Type 
f. Project Manager 
g. State Reporting Category 
h. Street Address 
i. Legislative References 
j. Physical Description 
k. Land Requirements 
l. Project Objective 
m. Project Description 
n. Project History 
o. End Products 
p. Completion Month (projects only) 
q. Completion Year (projects only) 
r. Associated Projects 
s. Milestones FY 2005 
t. Milestones FY 2006 
u. Expenditures FY 2005 
v. Total Project Cost (projects only) 
w. Project Performance Measures 
x. Resource Performance Measures 
y. Alternatives 
z. Major Uncertainties 

 
 
There must be at least one selection in the following “one or many” option fields 
to get credit for these: 
 

a. Affected Water Bodies 
b. Areas of Responsibility 
c. Cost Type 
d. Counties 
e. Project Type 
f. Regions 
g. Fund Source 
h. Chapter References 
i. Project Partners 
j. Related Programs  
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