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Objectives

« Use the Report Wizard

« Use Report Layout View

« Review report sections

* Apply group and sort orders
(continued)
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' Objectives (continued)

« Add subtotals and counts
« Resize and align controls
 Format a report

* Create mailing labels
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Use the Report Wizard

 Areport is the primary object you
use to print database content

* Report Wizard is one way to create a
report

* |tis atool that asks you questions to
guide development of the report

* Your responses determine record
source, style and layout
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Use the Report Wizard

 The record source Is the table or
guery that defines the fields and
records displayed on the report
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Selecting Fields for a Report Using

the Report Wizard

- Which fields do you want on your report?

You can choase from more than one table or query.

Tables/Queries
list arrow
ot todd Fkdn:
Select All
Fields button
Remove Field
button
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' Use Report Layout View

« Reports have multiple views that you
use for various report-building and

Report Layout View applies a grid to
the report that helps you resize,
move, and position controls

report-viewing activities
i
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Modifying Column Width in Report
Layout View

/

B Touns by State

Tours by State

wtion City Calegory Pnce

Califormia

0N/ 27/ 2004 22 Parfoct Waves S{Huntington Beach  +b l Adventure $500
07/13/2014 29 Siiver Country 14 [Sacramento % Educational $1,200
/1y 2014 48 ings Carvyon Bridge 10 [Three Rivers Service S950
07/13/2014 & Mugfoot Rafting Club 4 |Placervilie Adventure S5455
07/14/2014 30 Monterey Mysteries 7 |Monterey Educational $800
07/ 2/2014 47 Yosemite National Pi 1 |Sacramento Service $1,100

Resizing the City

field to make room

for other information
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Report Views

view primary purpose
Report View To quickly review the report without page breaks
Print Preview To review each page of an entire report as it will appear if printed

Layout View To modify the size, position, or formatting of controls; shows live data as you modify the report, making it the tool of
choice when you want to change the appearance and positioning of controls on a report while also reviewing live data

Design View To work with report sections or to access the complete range of controls and report properties; Design View does not
display data
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Review Report Sections

 Report sections determine where
and how often controls in that section
print in the final report
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section
Report Header
Page Header
Group Header
Detail

Group Footer
Page Footer
Report Footer

Review Report Sections

where does this section print?

At the top of the first page

At the top of every page (but below the Report Header on the first page)
Before every group of records

Once for every record

After every group of records

At the bottom of every page

At the end of the report
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Apply Group and Sort Orders

« Grouping means to sort records by a
particular field plus provide a header
‘ and/or footer section before or after
each group of sorted records
. « To change sorting or grouping
' options for a report, you must work in
‘ Report Design View
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" Group, Sort, and Total Pane

I Toun by Sute
comrnn - New Category * Categorycomboboxmoved o ® —

Tt l-leader sectmn from Detail to Category
[fours b ;;tate ' Header sectmn

€ Fage Header

= —— =
State Mamg | Tour Stpef St r.ri:::,vg ity I
€ SateAbrevation Mew:

SlateName { i ]

€ Category Header

| Yategory = |
& Detad
| [TourstanDate :;You;‘ov [Tourkame jouratd ~ [City [Price
& Page Footer
Nowl) : 1 : ' vI &1 }lio! A |l
. | “Page " & {Page] & " of " & [Pages
€ Report Youter Gmllp, %’t'

and Total pane

: / Move up
) button

Group, Sort, and T ot

B et L T

0% Add & group 1 Add a son

—

Add a group
button
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' Add Subtotals and Counts

« Calculations are used to add
subtotals and counts to a report

 EXxpressions are needed to create a
calculation

* Functions are built-in Access
formulas

« Arguments are information needed
by a function
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' Adding subtotals to group footer

€ Stateibbrevistion Header

Seate .\aqu | Towr Start i..i‘ts § Tour N&: iToue Name T 1 I Our;t:orl: ity T i i i Pll(q

StateName {
& Category Meader

} Category v

5
_ H
l l | | é

|| @ Detast -
[ iTourStartDate | [TourNo| [TourName Duratf [city | |price
& Category Footer —
I : ] ' EW ~Sum{[Duration]) New text boxes with
# Statesbbrenstion Footer New labels expression to subtotal
T i 7 e : ikl
_ | ! l = "{Tcxatfays:|. - fsumi(ourationl) FFT: - o Duration field
€ Page Footer

" | [=Now()

i ':"Dage "8 [pqeel & :of " & [Pasgsl
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Resize and Align Controls
l

|

!

 Two alignment commands:
* Within its own border
* With respect to each other

* You can resize a control by using the
< pointer

{
!
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Precise Resizing and Aligning

« [Ctrl] + arrow key(s) move a control
one pixel at a time

« [Shift] + arrow key(s) resize a control
one pixel at a time
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" Resizing Controls in Layout View

REPORT LAYOUT TOOLS CuestTravel-D ; Databese- CAocess Unit DNQuest Travel-D.accd
TE EXTERMAL DATA DATABASE TOOLS DESIGN ARFAMNGE FORMAT PAGE SETUP
T 4| Ascending T Selection IE- == Hlew 2 Totals ~ic Replace | [ s {Deetail] - ]n - EE 0w
_— | Detcending o Advanced = t .h M Save ¥ Spelling Find » GoTa~ ;  —mm
minter i.p Rermove Sort T Toggle Filter A;;H.. 2 Delete - Mare " :’ Select - B Iy A-¥ 2 == —
fa Sart & Filter Fecards Find Test Formatting \
B Tours by State Align Right
buttan
Tours by State
State Name TouwrStart Date  TourNo  Tour Name Duration  City Price
California
Adventure Total days text box
06/27/2014 2 Parfact Waves 5  Huntington Beach 5500
07/13/2014 46  Bigfoot Rafting Club 4 Placerville 4455
08/19/2014 A1 Bear Valley Adventures 3 Sacramento 5725
08/ 26/2014 45 Black sheep Hiking Club 14 El Dorado Hills 5525
Total days: E{f - Resize pointer
Educational
07/13/2004 . | Silver Country 14  Sacramento 51,200
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Selecting More Than One Control at
a Time in Report Design View

technique
Click, [Shift]+click
Drag a selection box

Click in the ruler
Drag in the ruler

description

Click a control, then press and hold [Shift] while clicking other controls; each one is selected

Drag a selection box (an outline box you create by dragging the pointer in Report Design View); every
control that is in or is touched by the edqges of the box is selected

Click in either the horizontal or vertical ruler to select all controls that intersect the selection line

Drag through either the horizontal or vertical ruler to select all controls that intersect the selection line as it
is dragged through the ruler
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' Format a Report

 Formatting refers to enhancing the
appearance of the information

* Font style, size and color
* Background colors

* Line thickness and color
* Alignment

« Formatting includes:
!
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button button name
Bold

Italic

Underline

Align Left

Center

Align Right

Background Color or Shape Fill
Alternate Row Color

Font Color

SN HE TN TRE SR

Shape Outline
Line Thickness option
Line Type option
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' Useful Formatting Commands

description

Toggles bold on or off for the selected control(s)

Toggles italic on or off for the selected control(s)

Toggles underline on or off for the selected control(s)

Left-aligns the selected control(s) within its own border

Centers the selected control(s) within its own border

Right-aligns the selected control(s) within its own border

Changes the background color of the selected control(s)

Changes the background color of alternate records in the selected section

Changes the text color of the selected control(s)

Changes the border color of the selected control(s)
Changes the border style of the selected control(s)
Changes the special visual effect of the selected control(s)
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' Create Mailing Labels

* Any data in your Access database
can be converted into labels using
the Label Wizard, a special report
wizard that precisely positions and
sizes information for hundreds of
standard business labels
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‘}' Label Wizard Dialog Box

O 3| This wizard creates standard labels or custom labels.
VWhat label size would you B=?
Product number: Dmensions: Number across:

| 5095 213 x33%8" 2
]soes 234 x 234 3
| 117 xs 2
LY x s 2

I

i

~ Ay .‘0.00000Q‘.OOOOOO

I

L' o - .‘_\'_ )
Product number 5160, /"

dimensions, and ¢ Fiter by . :

number of columns R
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Using the Report Wizard
Using Report Layout View
Reviewing report sections
Applying group and sort orders
Adding subtotals and counts
Resizing and aligning controls
Formatting a report

Creating mailing labels
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