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This chapters focus is on the creation of reports in Access.



Objectives

Plan a report
Use different report views
Create and edit a report

Identify report elements, sections, and
controls

Add grouping levels in Layout View
Add Fields to a report
Use the Report Wizard
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The objectives of this chapter are:

1. Plan a report

. Use different report views

. Create and edit a report

. Identify report elements, sections, and controls
. Add grouping levels in Layout View

. Add Fields to a report

. Use the Report Wizard
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Reports

{2l Employee Phone Book

Employee Phone BOOK Saturday, November 11, 2006

C

Andrew Cencini , (123)456-7890 (123)456-7890

F

Nancy Freehafer , 1123)456-7890 (123)456-7890

G

Laura Giussani , (123)456-7880 (123)456-7890

Printed documents that display information from
the database

Allow the layout of data in a useful and attractive
manner
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Reports are printed documents that display information from the database. They
allow us to layout data in a useful and attractive manner.



Planning a Report

Reports take careful planning in
advance
Consider information to include
Decide overall look

Determine if any grouping levels
will be needed

What kind of calculations will be
needed

Determine how the report will be
distributed

_

Copyright © 2008 Pearson Prentice Hall. All rights reserved.

You should take the tame to plan your report in advance. Just a few of the things
you should take time to consider before you begin creating your report are:

1.Information to include

2.0verall look

3.Grouping levels

4.Calculations that will be needed
5.How the report will be distributed



Identify Data Sources

All Tables v o«
731 Purchase Price Totals -

Determine the
underlying data

source or sources for
your report B Quarterly Sales Report

[@  veary sales Report

51 sales Reports : Table

Strings

Suppliers

A suppliers : Table
=31 Product Purchases

May be based off of one or more tables or
gueries
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Reports may be based off of one or more tables or queries. Before beginning your
report, you should have already determined what the underlying source or your
report will be.



Report Tools — Report Tool

T Pt e Orparizstoona Wokers

fem 3| Labels J=a
[ | Blank Reportt == L_i Part-Time Organizational Waorkers

Report
{3, Repart Wizard pesign
Reports

Report
2 Ginny
3 mmes
4 Emmaruel
5 Suman

& sames

B Greer

Report Tool

Report generated
using the Report Tool

Generates a basic table based on one table/

query
Shows all fields in the data source
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The Report tool creates a very basic report and only allows for the use of one table
or one query. In order to choose the data source for the report, the table or query
you wish to use must be selected in the Navigation pane before choosing the
Report Tool icon. The Report tool icon is located in the Reports Group of the
Create tab. After clicking the Report icon, the report will automatically generate.



Report Tools — Report Wizard

| Par-Times Organirsiionsl Werker

Part-Time Organizational Workers

Allows use of multiple tables and queries
All fields in the table do not have to be used

Capable of summarizing or detailing data
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The Report Wizard allows you to use multiple tables and queries in a report. Unlike
the Report Tool, all fields in the table do not have to be used when creating a report
with the wizard. The Report Wizard also add the capability of summarizing or
detailing data.



Report Views — Changing Views

S catibri

[view™|| (B £ i (=

=

ED- Report View
| ';A\# Print Preview
==]

Layout View

==

LEQZ, Design View
e

[ Y oY

To change views, click the Views
icon, select the View desired
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To change views when working with a report, click the Views icon and select the
View desired.



Report Views — Print Preview

8 Clients
Customer 10 Cust Last Name
1 Bedecs
2 Grataces Sckona
3 Axen
4 Lee
5 ODonrel
& Pérez-Olacta
8 andersen

9 Mortersen

2795550432
229-55546978
$12-355-8432
912-555-8493
229-555-6958
2095553487
27955512658

229-229-555-2432

Displays the report as it will appear when

printed
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Print Preview displays the report as it will appear when printed. Exit Print Preview
by selecting the Close Print Preview icon located in the upper right section of the

ribbon bar.



Report Views — Design View

N e R e T e L s
| # Detail

|

|i Customer ID Cust Last Name

Shows only the structure of the report
Allows you to customize report elements
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Design View shows only the structure of the report while allowing you to customize
individual elements of the report. Keep in mind that you do not see any report data
when using this view.
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Report Views — Layout View

3 Saturday, November 25, 2006
Clients 1:33:40 PM

1iBededs Anna 1295550431 43433D0e Street

2 | Gratacos Solsona Antonio 229-555-6978 7865 Cherry Creek
912-555-8432 12 Park Lane
912-555-8493 456 Stoffer Dr. Apt 8

5 :0'Donnell 229-555-6958 1265 Sussex Drive

6 Péres-Olacta 229-555.3487 8 Landon Circle

8 ‘Andersen Elizabeth 2295501105 3241 jone Street

9 ‘Mortensen Swen 229-229-555-2432 89 Winchester Hill

Allows alteration of the report while viewing
the data

Spacing adjusts automatically
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Reports can be altered in Layout View. This view differs from Design View in that
the data can be seen while report elements are adjusted. Even though this view
presents the data to the user, Print Preview should still be used to judge the final
look of the report before printing.



Create a Filter in a Report

Clients saturday, Novemt]
5

stomer ID Cust Last Name
1 Bedecs n 555.0412
2 Gratacos Solsona Atod 2 ¥ h55-G978
1 Axen 2 555-8432
555-8493
b fass-mess
6 Pérer-Olasta cand 2 e b55- 3487
8 Andersen 5 o i 5551265
, 295552032

Filter Criteria

Select the criteria desired from the shortcut menu

Clear the filter by choosing Clear filter from “Field
Name”
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To create a filter in a report, right click a field name in layout view and select the
criteria desired from the shortcut mean. You can clear the filter by choosing Clear
filter from “Field Name” from the shortcut menu. Note that this option is only
available once a filter has been applied.
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Format Report Elements -
Property Sheet

Balance [=]

Accessed by right- ~ el

Name Balance
Cantral Source Balance

clicking on the report e

Visible Yes

or an individual e ——

Width i g

element in a report . =

Left 17.5021"

Back Color #FFFFFF
Border Style Transparent
Allows you to change
Border Color #000000
- - Back Style Normal
all available properties
Scroll Bars None
Font Mame Calibri
of an element or report [ n
Text Align General
Font Weight MNormal
Font Underline No
Font Ralic No
Fore Color #000000
Line Spacing 0"
Is Hyperlink MNo
Display As Hyperlink If Hyperlink
Gridline Style Top Transparent
Gridline Style Bottom Transparent
Gridline Style Left Transparent
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The property sheet can be accessed by right-clicking the report or an individual
element in a report.

It allows you to change all available properties of an element or report.



Insert Graphical Elements

Select Logo to insert a
mange new graphical element

= |#}] X Totals~

“E 1 Hide Details
8. .80 || Group Gr
—|| &sort
Grouping & Totals

Default graphical element on a basic report is a
report binder logo
This element can be changed by:

Selecting the Formatting tab, choose the Logo icon

Selecting an image from the Insert Picture dialog
(0]0)¢
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By default, the graphical element on a basic report is a report binder logo. This
element can be changed by selecting the Formatting tab, choosing the Logo icon
and selecting the desired image from the Insert Picture dialog box.



Divisions of a Report — Detall
Section

Detail Section
Saturday. November 25, 2006

Clients
50,00

$315.00

550,00

50.00

$0.00

50.00

$52.00

50,00

$177.00

Data repeats once for each record in the
source
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In the Detail section of a report, data repeats once for each record that exists in the
source data for the report.



Divisions of a Report — Page and
Report Headers

Page Header

Report _
Header = Clients Saturday. Nc\-emb;;ii:::

50,00
$35.00
550,00

0.00

$0.00

50.00
$92.00

50,00

5177.00

Report headers: printed only once
Page headers: print at the top of every page
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Report headers are printed only once - at the beginning of the report. Page headers
print at the top of every page.



Divisions of a Report — Group
Headers and Footers

1 Pt iem Eiganisatsesst Weskons

Part-Time Organizational Workers
e O Arsiicion /1o e faval i)

Group Header

Group Footer
Group Headers appear at the start of a new

grouping
Group Footers appear at the end of a grouping
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Group Headers appear once at the start of a new grouping. Group Footers appear
once at the end of a grouping.
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Divisions of a Report — Page and
Report Footers

Clients

Customer 1D Cust Lirst Name Cust First Narme Home Phone

saturday, November 25, 200

1 Bedecs nna 229-555-0432
279.555-6978
912-555-8432
912-555-8493
L29-555-6958
279-355.2457
229-555-1265

129-329-355-2432

Page Footer

Page footers: at the end of each page
Report footers: at the end of the report
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Page footers print once at the end of each page. Report footers print only once - at
the end of the report.
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Working with Controls

Controls allow you to position, display, format
and calculate report date

Controls are manipulated in Design View

Two types of controls
Bound - tied to an underlying source
Unbound — not tied to an underlying source
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Controls allow you to position, display, format and calculate report date. They are
manipulated in Design View. There are two types of controls: bound — tied to an
underlying source and unbound — not tied to an underlying source.
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Bound vs. Unbound Controls

{2 Part-Time Organizational Workers '

Unbound Control

Bound control

L ER Hiirs;

Unbound Controls: report titles or explanatory
text added to the report

Bound controls: calculations made from
underlying table or query, records in the
detail section
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Examples of Unbound Controls include report titles or explanatory text added to the
report.

Examples of bound controls include calculations made form the data in the
underlying table or query and records in the detail section.
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Calculated Controls

{2 Part-Time Organizational Workers '

Calculated control
referencing the

Hours Worked field

Calculated
Instead of a record value

Expression usually consists of values in
fields, tables or queries
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Calculated controls are created by using an expression instead of a record value.

The expression usually consists of values in referenced fields in underlying tables or
gueries.
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Group and Sort Tool

Part-Time Organizational Workers

Group and Sort Tool

Summary Information

Allows summarization of data by displaying
the Group/Sort/Total pane in the bottom of
the report
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The Group and Sort tool allows you to summarize data by displaying the Group,
Sort and Total pane in the bottom of the report.
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Group, Sort, and Total Pane

& James Blalock { 5.
12 Eric Mitchell { 25

14 Terry Smyth ui
Summary for 'Student Organization Affiliation' = National Honor Society (4 detail records) ; '

Group, Sort and
5 Susan . Futch otals Pane
Group, Sort, and Total
= ¢ Group on Student Organization Affiliation ~ wuﬁy/
1| ‘ Sort by ID

e !“[EE .-1\:1\:1 a group ”?l Addasort |

Allows selection of primary/secondary/group
and sort fields

Adds levels beyond primary groupings
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The Group, Sort and Totals Pane allows you to select primary as well as secondary
grouping fields.

Adding additional grouping levels beyond a primary grouping level results in nested
groups.
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Expanding Options in the Group,
Sort, and Total Pane

| n Student Organization Affiliation ™ with Aontop ™ ; More b
|¢|sortby
[l Addagroup |4 Adda sort | More option

Group, Sort, and Total

"1 with a footer section ¥ + do not keep group together on one page ¥ & Less 4

.| Group on Student Organization Affiliation ™ with A on top ™ + by entire value |¥ 1+ with mbﬁb ¥, with tite Student Crganization Affiliati... , with a header section ¥

“—-;éésmhy ™ —
i e Sy Expanded criteria for
' ; group section

Select More to expand options
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Selecting the More option in the Groups, Sort and Total pane expands the options

for the group.
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Add a Sort

1 I
Group, Sort, and Total

[' Group on Student Organization Affiliation ¥ with Aontop ™  More &
— | Sort by TD

R ALY Click to add a sort

D
Last Name
First Name

Group, Sort, and Total Student Organizatiol

Hours Worked

[;EGrnup on Student Organizatio

T [i]Sortby select field ¥ 'Choose the field to sort b

After selecting, choose the desired field from
the field list
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After selecting the Add a sort option, choose the desired field from the displayed
field list.
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Removing Groups, Sorts, and
Totals

To remove groups, sorts or totals

Display the groups, sort and total pane and strike
delete

Click Yes if a warning box appears

Notification that all controls in group will be
deleted

Copyright © 2008 Pearson Prentice Hall. All rights reserved.

To remove groups, sorts or totals, display the groups, sort and total pane and strike
delete.

Click Yes if a warning box appears that tells you the group has a header or footer
section and the controls there will be deleted as well.
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Using the Report Wizard

The Report Wizard creates

a report based on answers f o) Binbe £ |

that you provide g o s
y p . E&Repor’cWizard D:Eign

Allows application of

predeflned styles Click to use the Report Wizard
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The Report Wizard creates a report based on answers that you provide to a series
of questions given in the form of dialog boxes. .It also allows you to apply a
predefined style to your report.
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Using the Report Wizard —
Choosing Fields

Report Wizard

| Which fields do you want on your report?
= | You can choose from mare than one table o query.
Choose afield and  [JEEE=RSSS |

CI|Ck to a.dd Tables/Queries
individual fields to
the report

Table: Part-Time Organizational Workers [=] CI|Ck to add a" flelds to
-~ Selectad Fields: he report

Student Organization Affiiation
Hours Worked

Choose or more tables and/or queries for your
report
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The first dialog box allows you to choose one or more tables and/or queries that
your report will be based on as well as the individual fields for your report.
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Using the Report Wizard —
Grouping Levels

Report Wizard

0 you want to add any grouping -
vels? ID, Last Name, First Name, Student
Organization Affiiation, Hours Worked

Choose a field to
group by

[ Cancel II < Back ][ Mext > H Einish ]

Specify primary and secondary grouping
Change grouping order of precedence
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In the second dialog box of the Report Wizard, you can specify primary and

secondary grouping levels and change their order of precedence in the report.
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Report Wizard
eport Wizar

What sart arder and summary information do you want for detail records?

You can sort records by up to four fields, in either Summary Options o
ascending or descending order.
00Se one o What summary values would you like calculated? I]
—_——— E Ascending =
ore eld 0 Field Sum Avg Mn  Max
2 i Hours Worked o [ T s |
Show
O D
3 (@ Detail and Summary
) summary Only
4
[7] Calculate percent of
total for sums
Symmary Options , =
00Se e a a e
e e0
[ concel [ <mesk ][ mext> ][ Enin
g the ary Optio putto pring P the

a Optio dialog bo
AllO OU 1o spe 0 0 and s

The Report Wizards third dialog box allows you to specify sorting and summary
options.



Using the Report Wizard - Layout

Report Wizard

How would you like to lay out your report?

| Layout

@ Stepped |
I =

7) Outline
Choose a layout | 1

[7] Adjust the field width so all fields fit on
apage,

[ Cancel ][ < Back H Mext > H Finish

Pick a layout
Choose landscape or portrait
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The next Report Wizard dialog box asks you to pick a layout. You can also chose
whether your report orientation will be landscape or portrait.



Using the Report Wizard —
Choosing a Style

Report Wizard

What style would you like?

Title el

Label above Detail

Control from Detail

I Cancel H < Back ][ ext > H Einish 1

Choose from several predetermined styles in
this Report Wizard dialog box
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Choose from several predetermined styles in the next Report Wizard dialog box.
The Office style is selected by default.
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Using the Report Wizard —
Naming your Report

What title do you want for your report?

Part-Time Organizational Workers1

Enter a title fro your
report

| That's all the information the wizard needs to create your
report,

| Do you want to preview the report or modify the report's
| design?

@ review the report,

| ) Modify the report’s design.

|

Enter a title for your report

Choose whether to preview the report or
proceed to modify the design
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The last dialog box allows to name your report. You can also choose whether to
preview the report or proceed to modify the design.

33



Copyright © 2008 Pearson Prentice Hall. All rights reserved.

34



