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LESSON 6

Designing a Report

After completing this lesson, you will be able to:

Create a report using AutoReport.
Create a report using the Report Wizard.
Add controls to a report.

Format a report.

Create calculated controls.

Preview and print a report.

Reports are similar to forms in that they are based on data in an underlying
table or query. However, while forms are designed to facilitate viewing and
entering data, the purpose of a report is to print data in an attractive and easy-
to-read format. In fact, you cannot actually enter data into a database using a
report.

For example, say you wanted to create a list of contact information for all the
employees at Adventure Works. You could use the table that contains the data,
but the plain, compact presentation might be hard to read.

B thlEmployees : Table

| EmployeelD FirstMarne Lastiame Address City State -
palio Ml Bensan 744 E. Elm Cou ventura CA,
| |H102 Sandra Martinez 2080 W. 104th | Sandyland Caove CA
__|H103 Gregary Erickson 67 3. Oak Santa Paula CA,
| |H104 Judy Lew 555 Main Street Ojai CA
|| W201 Lisa Jacobsan 90 Lincaln Santa Barbara |CA
|m1202 Stephanie Conroy 123 M. Oak Goleta CA,
| |M203 Stewe Alboucy 8698 Main Strec Santa Barbara | CA
| |MZ04 Kathryn YWilson 243 Syracuse | Goleta CA,
| MW205 Ray Zambroski 241 W, 258h Aw Zanta Barbara | CA
| M208 Sean Chai 956 Pearl Santa Barbara | CA
| |ME207 Donna Niikkonen 99 Walnut, Apt | Ojai CA
| |M208 Wendy Wheeler 352 16th Avenu El Sueno CA,
M209 Jose Lugo 342 Elm Circle | Santa Barbara | CA le
Record: Ll_l 1 M of 28 1 3




You can switch from Design
view to either Layout view or
Print Preview and back
again, but you cannot switch
directly from Layout view to
Print Preview or from Print
Preview to Layout view.
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You can use reports to present data in a manner that looks professional on the
printed page. Compare the format of the table above with the same data
arranged in the report below.

1= thlEmployees

'|
R ==

tblIEmployees
EmployeelD FirstName LasiName  Address City State PostalC HomeP hone
M1 Lisa Jacchsom 90 Lincoln Samta Bathara  C4 2004 (8051 555-0101
M212 Megan Sherman 5 5. Broadway Samta Bahara C4 0z (8051 3550107
R34 Suki Wit 1214 Ebu Circle Samta Bathara  C4 20501 (B05) 5550198
R455 Sue Jacksan 21 Bwnadwray El Suemn C4d ;015 (B05) 5550138
S503 Frank Lee 1243 35th Averue Santa Bahara C4 0014 (8051 5550118
5504 Roger Hamii H0W. 2nd apt B Samta Bathara  C4 20453 (B05) 555-0172
5505 Stephanie Eoume 12100 % 17%h Samta Bathara  C4 20453 (805) 555-012% &
Page: | | l—l 4 | 4] | ﬂ | L,J

Creating a report is very similar to creating a form. Both reports and forms use
controls to organize and display data. As a result, many of the techniques for
producing forms discussed in Lesson 5, “Designing a Form,” also apply to
reports. Once you create a report, you can add controls to the report, modify the
report format, and create calculated controls.

Like other Microsoft Access objects, you can open and modify reports in
Design view. But unlike other objects, you can display the report itself in two
ways. Layout view, which is specific to reports, displays only the first page of
a report. In general, you use Layout view to check the appearance of a report.
Print Preview displays the entire report exactly as it will be printed, including
all of its data and layout.

To complete the procedures in this lesson, you will need to use a file named
Database Fundamentals 06 in the Database Fundamentals Practice folder that is
located on your hard disk.

Creating a Report Using AutoReport

In Access, you can create reports in three ways: using AutoReport, the Report
Wizard, or Design view. Of these three options, the fastest way to create reports
is to use AutoReport. This technique, while quick and simple, does not offer
you much opportunity to customize the report. If you use AutoReport, you
select only the format for the report and the table or query that the report will
be based on; you can’t select the fields, the page orientation, or the font that
you want to use in the report. If you want to customize the report further, you
modify the report in Design view after it is created.

If you use AutoReport, you can select one of two layouts for your report:
columnar layout or tabular layout. Columnar reports present data on a
record-by-record basis, similar to a form, with field names displayed for each
record. The illustration on the following page is an example of a columnar
report based on tblVendors.
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columns and are separated

Records appear in two i~ thiVendars |'__||'E|[z|
by lines in a columnar report. -

tblVendors

YendorID EH

VendorName lErafwlfmlClﬁldmﬁs St |

VendorAddress |1m First Averme |

City Esewhon |
st

Zip R 5042

VendorID [EN

VendorName FPartyEtemal |

VendorAddress |1m1 Tlain & treet |

City Borth Hellpwood | -
Page: KN 1 kM| ﬂ r

Most reports are designed Similar to Datasheet view for tables, tabular repor.ts display field names at. the
using a tabular layout. top of each page and the records from the underlying table or query on a line-
by-line basis. The following illustration is an example of a tabular report based

on tblVendors.

Each record appears on its =l thl¥endors IZIIEIEI

own line in a tabular report.

tblVendors

VendorID  VendorName Vendoriddress City State Zip

CH Ewwhon Children's 5t 101 Fist A wme Erevwrhon Ciy )

EN Party Eternal 1601 Main 5 heet Harth Hallperood Ciy /0003

HE The Hoasekeeper Help 14 Elm Sheet Sarta Bathara Ch 20008

EC Cheap Kitchen Gear . 254 Fifteenth 4 wme El Monts Ch 4154

EH Hotel Details 5834 Herth Broadwray T alennia Ciy 12233

ES ProiCook Supply 245 Oak Boalevard Torance Ciy 20003

-
Page: l_l ﬂ i

In this exercise, you open the Database Fundamentals 06 database and use
AutoReport to create a tabular report from tbI[Employees.

1 With Access open, click the Open button on the Database toolbar.
The Open dialog box appears.



Note that there is no Save
button on the Print Preview
toolbar.
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Click the Look in down arrow, click the icon for your hard disk, and
then double-click the Unlimited Potential folder.

Double-click the Database Fundamentals Practice folder.

The Open dialog box displays a list of files stored in the Database
Fundamentals Practice folder.

Click the Database Fundamentals 06 database, and click Open.
The Database window for Database Fundamentals 06 appears.

On the Objects bar, click Reports, and click the New button on the
Database window toolbar.
The New Report dialog box appears.

New Report E| E|
= Repnrt Wizard
M —| AutoReport: Columnar
= AutoReport: Tabular

Chart \Wizard
Create a new repark withouk Label Wizard

using a wizard,

Choose the table or query where | j

the object's data comes From:
(] 4 | Cancel |

In the New Report dialog box, click AutoReport: Tabular.

Click the Choose the table or query where the object’s data comes
from down arrow, click tblIEmployees, and then click OK.

The report appears in Print Preview, with all the fields from
tblIEmployees displayed.

= thlEmployees El@lgl
EmployeeID FirstName LasiName  Address City State PostalC HomeP hone
M1 Lisa Tacchsem S0 Linceln Santa Batbara CA 04 (BOS) 553-0101
M212 Mezan Sherman &8 5. Broadway Santa Batbara CA ;02 (BOS) 555-0107
344 Suki White 1214 Elm Cirdle Santa Batbara CA ;301 (BOS) 555-0198
F435 Sue Tackson 21 Broadvray H Suera Ch LS (BOS) 555-0138
5803 Frank Lee 1243 85th Averue Santa Batbara CA L4 (BOS) 555-0118

=
Page: I« T v ﬂ | >

On the Print Preview toolbar, click the View button.



Unless you make changes,
AutoReport and the Report
Wizard (which you learn
about in the next section) will
give a report the same name
as the table on which the
report is based. To follow the
Leszynski naming convention
discussed in Lesson 1,
“Understanding Databases,”
you need to delete tb/ and
type rpt before saving the
report.
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The report appears in Design view with the toolbox open, as shown
in the following illustration.

1=/ Reporti : Report

# Report Header

- [tbIEmployees |

€ pags Headsr

|| Employectti: | Firsidame: | [Lasilame | Addiess: 50

¥ Detail

|| [Empiepeet: | sttt ] [Lastlame | b
v e

. |iN
& Report Fooker O

8  On the Report Design toolbar, click the Save button.

The Save As dialog box appears with tblIEmployees in the Report
Name box.

9  Type rptEmployees, and click OK.
Access saves the report as rptEmployees.

10 Click the Close button in the top-right corner of rptEmployees.
The report closes.

Creating a Report Using the Report
Wizard

Compared to AutoReport, the Report Wizard provides more flexibility for
creating and customizing a report. The Report Wizard asks questions about the
report that you want to create and designs the report based on your answers.
Using the Report Wizard, you can select the fields that you want in the report,
the layout that best meets your needs, and the style that you want for the report.
Even if you plan to modify the report after it is created, the Report Wizard is a
good way to create a report because it automates many processes—such as
positioning controls—that take time when you create a report in Design view.

To keep related records together and make the report easier to read, you can use
the Report Wizard to sort and group the data in the report. You can designate
grouping levels to organize data according to the field that you select. For
example, if you designate VendorName as a grouping level for a report based
on tblVendors, the report places all the records for one vendor name in the first
part in the report, the records for the next vendor name in the next part of the
report, and so on. The Report Wizard has a number of layout options that you
can use to emphasize grouping levels.

Specifying a sort order in addition to grouping levels organizes the report data
even more by changing the order of the records within a group. For example, if
you create a report of orders from every Adventure Works vendor, you can
group the report data by vendor name and sort the orders for each vendor by
date in either ascending or descending order. By default, Access sorts the



Portrait and landscape
orientation are also
discussed in Lesson 2,
“Creating Tables.”

In this example of portrait
orientation, there are too
many fields in each record to
fit them all on one page. The
last two fields for each record
are on the second page.

In this example of landscape
orientation, all the fields in
each record fit on the same
page.
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records in ascending order unless you click the Sort button next to the box
where you specify the field by which to sort. You can change the sort order
back to ascending by clicking the button again. The caption on the button
changes to indicate how the records will be sorted.

The Report Wizard also prompts you to choose whether the pages of the report
will be in portrait or landscape orientation. In portrait orientation, the short side
of the paper is at the top of the page, so more records fit on the page vertically.

rptEmployees

page: 1oL Il 1 > Dn]

In landscape orientation, the long side of the paper is at the top of the page, so
more fields fit on the page horizontally. If the report contains a lot of fields and
it’s important to fit all of them on a single page, consider using landscape
orientation.

poges 1| I © 2Ll



After you create a report, you
can change the paper
orientation by clicking Page
Setup on the File menu,
clicking the Page tab, and
clicking the orientation that
you want.

You can also open the
Report Wizard by displaying
the list of reports in the
Database window, clicking
New on the Database
window toolbar, clicking
Report Wizard in the New
Report dialog box, selecting a
table or query on which to
base the report, and then
clicking OK.
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In this exercise, you use the Report Wizard to create a report based on
tblAllOrders. You group the report data by VendorName (so that all the
information for each vendor is together) and sort the data in descending order
by OrderDate (so that the orders for each vendor appear in order by date with
the most recent order first).

1 Double-click Create report by using wizard.

The first Report Wizard dialog box appears, with Table: tblAllOrders
in the Tables/Queries box, and the VendorName field selected in
the Available Fields list.

Report Wizard

‘“Which Fields do vwou wank on your report?

‘fou can choose from more than one table or query,

TablesfQueries

[Table: thlalcrders |

g ailable Fields: Selected Fields:

Description
MoOfUnits
Price

Shipping j
Cancel | | Mext = | Einish

' =

OrderDat

Per;urct?CSde ﬂ
=
=]

2  Click the > (Add) button.
The VendorName field moves to the Selected Fields list.

3  Repeat step 2 for the rest of the fields in tblAllOrders except
EmployeelD and VendorID.



You can click Cancel at any
time to close the Report
Wizard without creating the
report.

If you select more than one
grouping level, you can
change the priority of each
level using the Priority arrow
buttons.
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The OrderNo, OrderDate, ProductCode, Description, NoOfUnits,
Price, and Shipping fields move to the Selected Fields list.

Report Wizand

‘“Which Fields do vwou want on your report?

‘fou can choose From more than one table or query,

TablesiCQueries

|Tab|e: tblallCorders j

Available Fields: Selected Fields:

endorame
WendorID COrderio
=~ | |OrderDate
ProductCode
Description
—< | | naoftnits
o | |Price
Cancel | | Mext = | Einish
Click Next.

The next Report Wizard dialog box appears, with VendorName
already selected in the field list on the left side of the dialog box.

Report Wizard

Do wou want ko add any grouping
lewels? WendorMame, Orderto, OrderDate,
ProductCade, Descripkion, MoCFnits,
Price, Shipping

Crderio
OrderDate
ProductCode
Descripkion
MoOfUniks
Price
Shipping

L 1%

Priaricy

N

Cancel < Back | Mext = | Finish




When you select an option,
the box to the left of the list of
options shows an example of
what the option looks like.
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Click the > (Add) button, and click Next.

VendorName is selected as the grouping level. The next Report
Wizard dialog box appears.

Report Wizand
what sort order and summary information do you want For detail records?

‘fou can sork records by up ko Four fields, in either
ascending or descending order.

o e e :b
1 || - Ascending
P 2
N | | |
b ommEd AHEK KRN KEHE
B MM MMEE MEaE HawE
HHHH HHEN HHHH HERHR 3 |

B e s ) s
[ ———

B nine jmnnese| ensen | sesen
+ | [ tscendng |
£ o e e
B mmn smmm wmsn sman
Sumrmary Opkions ... |
Cancel < Back | ek = | Finish

In the first box, click the down arrow, click OrderDate, click the Sort
Ascending button, and then click Next.

OrderDate is selected as the field by which Access will sort the data
in each group, and the data will be sorted in descending order. The
next Report Wizard dialog box appears.

Report Wizand

Hows woould wou like bo lay out vour report?

Crrigntakion
: (+ Portrait
HRRH KXIA XKKR RARK RARA " Block " Landscape
RELL © outline 1
e NN MMM RN £ flign Left 1
HRHHH HAMRR A O flign Left 2

R
AR MR R
AL S S
AR MR R

v adjust the field width so all figlds fit on
a page.

< Back | Mext = | Finish

Cancel
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You can use these styles with
any report, even if the report
was not created using the
wizard. To format a report
with one of these styles, open
the report in Design view,
and click the AutoFormat
button on the Report Design
toolbar.

Remember that by default,
Access will name the report
after the table on which the
report is based.

If you click the Modify the
report’s design option, the
report opens in Design view.
If you select the Display Help
on working with the report?
check box, Access Help will
start after you click Finish.
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7  Verify that the Stepped layout is selected, click the Landscape
option in the Orientation section, verify that the Adjust the field
width so all fields fit on a page check box is selected, and then click

Next.

The report will appear in Stepped layout, meaning that data appear
in columns corresponding to the grouping levels. The next Report
Wizard dialog box appears.

HHXX XXX
i

Wwhat style would vau like?

Report Wizand

Bold
Casual

Compack
Carporate

Saoft Gray

Title

Lahel ahove Detail
Control from Detail

Cancel < Back | Mext = | Finish

8  Click Formal, if necessary, and click Next.
The report will use the Formal style. The next Report Wizard dialog
box appears.

Report Wizard

what title do vou wank For vour report?

fblalorders

That's all the inFormation the wizard needs to create your
repark,

Dyl want ko preview the report or modify the report's
design?

% Preview the repart,

" Modify the repart's design.

[ Display Help on working with the report?

Cancel « Back

| Finish |




When you use the Report
Wizard, Access saves the
report after you click Finish.

On your computer, the years
in the report might appear as
four-digit years (2004)
instead of the two-digit years
(04) seen here.

Calculated controls are
discussed later in this lesson.
Controls are discussed in
Lesson 5, “Designing a
Form.”
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9 In the What title do you want for your report? box, type
rptAllOrders, verify that the Preview the report option is selected,
and then click Finish.

The Report Wizard closes, and rptAllOrders appears in Print
Preview, with the fields from tblAllOrders grouped by vendor name
and sorted by order date.

Bl frmHumanResourcesData : Form

T e s e~

] # Form Header

i BIFE i S ORldEREEL: S
d araly |bis sctbwtizad person

10 Click the Close button in the top-right corner of rptAllOrders.
The report closes.

Adding a Control to a Report

After you create a report using AutoReport or the Report Wizard, you can
customize the report in Design view by adding, modifying, and removing
controls.

As with forms, reports are made up of bound, unbound, and calculated controls.
When you add fields from a table or query to a report as a control, Access
designates the control as a bound control. Bound controls have a connection to
an underlying table or query, while unbound controls do not. For example, if
you add the EmployeelD field from tbIEmployees to a report as a control,

6.11



The words in bold font are
labels, and all the information
below the line is in text
boxes. The title for
rptEmployees is also a label.

Form sections are discussed
in Lesson 5, “Designing a
Form.”

Creating a group does not
create a group header or
footer for the group. You
create these sections using
the Sorting And Grouping
dialog box.

6.12 Database Fundamentals

Access will display data from the EmployeelD field in tbIEmployees in the
report.

The reports that you created earlier in this lesson used two types of bound
controls: labels and text boxes, which Access usually adds to reports as a pair.
Labels describe the data in the text boxes, while text boxes display data from
the table or query that the report is based on.

I=" thlEmployees

|
:“

rptEmployees J

EmployeelD FirsiName LastName  Address City State PostalC HomePhone T

Mz01 Lisa Jacchson 50 Lircoln Sata Babara CA4 20204 (805) 5550101

M22 Mezan Sherman 82 5. Broadway Sata Bahara Ch 0202 (B05) 5550107

F544 Suki White 1214 Elm Circle Sarta Bahara CA 30l (B05) 3550158 3

F455 Sue Jackson 21 Bioadway H Suewo Ch 20015 (B05) 5550138 -
Page: 1 »nl| o | L’J

—

You can customize a report by dividing it into sections, which display
information at different places in the report. Reports have three sections by
default: the Detail section, which shows information from the table or query
providing data for the report; the page header, which contains text and other
controls that appear at the top of every printed report page; and the page footer,
which contains text and other controls that appear at the bottom of every
printed report page.

The Detail, Page Header, and Page Footer sections for reports are almost
identical to these sections for forms. When you work with a report, however,
you also have the option of including a report header, a report footer, a
group header, and a group footer in your report.

Section Displays Information

Report header At the top of the first printed page of a report.

At the bottom of the last printed page of a report (below
the page footer).

Report footer

Group header At the beginning of each group of records. The header is

named after the grouping level for the records.

At the end of each group of records. The footer is named
after the grouping level for the records.

Group footer

If you remove a section, you
delete all the controls in that
section.

You must add report headers and footers to a report as a pair, but you can add
group headers and footers separately. As with forms, each section of a report
has a bar above it that displays the name of the section.



The VendorName Header is
the group header for the
group of records with
VendorName as the grouping
level.
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I= rptallOrders : Report

| T D
:| # Report Header

rptAllOrders

# Page Header

T [ [ [

# Report Fooker

F

Using several sections in a report can result in some complications. For
example, when you add a field to the Detail section, Access puts both the text
box and the related label in the Detail section—although labels are often placed
in the Page Header section—which means you have to move the label
manually.

In this exercise, you open rptPhoneBook in Design view and add a label in the
page footer.

1 Click rptPhoneBook, and click Design on the Database window
toolbar.
The report appears in Design view with the toolbox open.

= rptPhoneBook : Report E”E‘El

T 7

B[ s B I R T

:| # Report Header To = %

o — T k o
|rptEmployees A b

o 1 2
J # Page Header ; ® [

[Eployeetd| [FyrsiName | Lasthame = : i |Gy |8
& Detail = [
=
= —
AN
=i

# Report Footer - |
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2 In the toolbox, click the Label tool, and click any blank area in the
Page Footer section below the existing controls, about a half-inch
from the left edge of the section.

A blank label with a flashing insertion point appears.
After you click the Label tool,
the mouse pointer turns into 3  Type For corporate use only, and click any blank area in the
an “A” with a plus sign (+). report.

The plus sign indicates where
the label will begin after you | rptPhoneBook : Report (=113
click the mouse. 1 R R B BRI SRR S B B B B B B B B B S B S R AR R RTar I PN |
—l # Report Header

‘rptEmpioyees ‘

The For Corporate Use Only
label is an unbound control

because it does not get its : i lae: | LasiNam resy::
data from a table or query.

4  On the Report Design toolbar, click the Save button.
Access saves the report.

<

Creating a Report in Design View

It is easiest to create reports using AutoReport or the Report Wizard, but you
can also create more customized reports by displaying a blank report in Design
view and adding the report elements manually. Creating a report in Design
view offers more flexibility and design options.

To create a report in Design view:

1 On the Objects bar, click Reports.

2  On the Database window toolbar, click New.

3 Inthe New Report dialog box, click Design View, if necessary.
4

Click the Choose the table or query where the object’s data comes
from down arrow, click the table or query that contains the data that
you want to use in your report, and then click OK.

After you follow these steps, a blank report, the toolbox, and a field list for the
table or query that you selected appear. You can then add bound controls to the
report by dragging field names from the field list to the blank report. To create
unbound controls, you use the tools in the toolbox, which can be opened and
closed by clicking the Toolbox button on the Report Design toolbar.

Another way to create a report in Design view is to double-click Create report
in Design view in the Database window. However, this method does not give



Property sheets are
discussed in Lesson 5,
“Designing a Form.”

When the report is selected,
the report selector contains a
black box, like the example
shown here.

If you display a property
sheet for several selected
controls, the property sheet
will show only the properties
that the controls have in
common.
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you a chance to select a table or query from which to pull values and, as a
result, does not open a field list for the table or query that you want to use. To
open a field list, you must open the property sheet for the report, click the Data
tab, click in the Record Source box, click the down arrow that appears, and
then click the table that you want to use.

Formatting a Report

The strength of a report depends on its appearance. Access offers many options
for enhancing the appearance and effectiveness of a report by changing its
format.

Each part of a report—controls, report sections, and even the report itself—has
its own set of properties, which can be changed using the property sheet for that
part of the report. Using property sheets, you can change the format of text to
include, for example, dollar signs or decimals. You can also adjust the size,
font, and color of the report text or the report itself, and you can add lines,
graphics, and other controls to the report.

To open a property sheet for a report or part of a report, you double-click the
part of the report that you want to format. To open the property sheet for the
whole report, you double-click the report selector, which is the box in the top-
left corner of the report, next to the horizontal ruler.

# Report

—

Many sections of the report also can be modified using the Formatting
(Form/Report) toolbar, which can be opened or closed by pointing to Toolbars
on the View menu and clicking Formatting (Form/Report). To format a control
using the buttons on the Formatting toolbar, you click the control so that
handles appear on the edges of the control, indicating that the control is
selected. If you want to select more than one control, hold down the Shift key
and click all the controls that you want to select. To select all the controls on
the report, press Ctrl+A or click Select All on the Edit menu. To deselect a
control, hold down the Shift key and click the selected control. You can
deselect all the report controls by clicking any blank area in the report.

In this exercise, you modify rptPhoneBook. You use the Formatting toolbar to
modify the font size, style, and color of the For Corporate Use Only label in the
Page Footer section. You use the property sheet to modify the text, style, and
color of the rptEmployees label in the Report Header section.

1 In the Page Footer section of rptPhoneBook, click the For
Corporate Use Only label.
Handles appear on the label, indicating that it is selected.



Notice that although the font

is now too large for the label,

the label is not automatically
resized. You will resize the
label in the next exercise.
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On the Formatting toolbar, click the Font down arrow, and locate
and click on Arial.
The label text changes to Arial font.

On the Formatting toolbar, click the Font Size down arrow, and
click 14.
The label text changes to 14 points in size.

On the Formatting toolbar, click the Font/Fore Color down arrow,
and click the red square.
The label text changes to red.

= rptPhoneBook : Report

# Report Header

|rptEmployees

* Répnrt Foater
4| | |

In the Report Header section, double-click the edge of the
rptEmployees label.
The Label property sheet appears.

Click the Format tab, if necessary.

Click in the Caption box, delete the existing text, and then type
Employee Phone Book.
The label text will read Employee Phone Book.

Scroll down, click in the Fore Color box, and then click the Build
button that appears.
The Color dialog box opens.

Click a blue square, and click OK.
The label text will be blue.

Scroll down, click in the Font Weight box, click the down arrow that
appears, and then click Bold.
The label text will be bold.

Click the Close button in the top-right corner of the Label property
sheet.

The Label property sheet closes. Note that the label text now reads
Employee Phone Book in a blue, bold font.



You can resize the Employee
Phone Book label in the next
exercise.

Expressions are discussed in
Lesson 4, “Creating and
Using Queries.”
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15} rptPhoneBook : Report

1 # Report Header

tEmployee Pl

‘ # Page Header ® v

" || Employeetd | Firsttame |
|| # petai =
N e T e £

] ‘ # Report Foater - |

d| | g

12 On the Report Design toolbar, click the Save button.
Access saves rptPhoneBook.

Creating Calculated Controls

Reports are a convenient way to display the results of calculations performed
on data in the database. You can create calculated controls in a report to present
the results of mathematical expressions, such as one field multiplied by
another, one field multiplied by a number, one field subtracted from another, or
two fields added together.

For example, the Vice President of Finance at Adventure Works requests a
report that shows the total cost of each order placed by the resort and includes
the cost of the items ordered, the number of units in each order, and the
shipping cost. You could create a query based on tblAllOrders that contained
the requested data, but to present the data in a more attractive format, you
would still need to create a report based on the query. With a calculated control,
you can do the calculation for the total cost of each order in the report itself.

You enter the expressions for calculated controls into unbound text boxes. You
can enter the expression for the calculated control directly into the unbound text
box or by typing the expression in the Control Source box in the Data tab of the
property sheet for the text box. Expressions begin with an equal sign (=),
followed by the name of a field (surrounded by brackets), followed by the
appropriate operator, followed by the next term in the expression. For example,
to multiply Price by NoOfUnits, you would type =/ Price]*[ NoOfUnits].

6.17



6.18 Database Fundamentals

In this exercise, you create a calculated control that will show the total for each
order in rptAllOrders.

1 Click rptAllOrders, and click Design on the Database window
toolbar.

The report appears in Design view with the toolbox open.

1# rptAllOrders : Report

# Report Header

# Wendorhlame Headsr

|Tenduiae: o

2  Move the mouse pointer over the bottom edge of the Detail section
until the pointer turns into a resizing double-headed arrow, and
drag the edge down about one-half inch.

The Detail section increases in size by one-half inch.

3  Inthe toolbox, click the Text Box tool, align the plus sign (+) on
the mouse pointer below the left edge of the Description text box in
the Detail section, and then click the mouse.
An unbound text box and label appear in the report.

When you add a text box to
your report, Access gives the I
new text box a label with a [ 1 Report Header —

number in it. The name of the
text box (Text22in the
illustration) will vary from use
to use, so your number will
probably not match the
number of the text box in the
illustration.

J # Page Footer
u

¥ Ré;:wt Footer = |
< | o

4  Click the new label, move the mouse pointer over the top-left
handle of the label until the pointer turns into a pointing hand, and
then drag the label to the right until it touches the unbound text box.




Remember that Access
aligns text data to the left and
numbers to the right by
default.
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14

Move the mouse pointer over the center of the label until the pointer
turns into an insertion point, click the mouse, delete the existing
text, and then type TOTAL.

Click any blank area in the report.

Double-click the edge of the new text box.
The Text Box property sheet appears.

In the Text Box property sheet, click the Data tab.

= Text Box: Text??2

Textz? j

Formak  Data lEvent ] Other ] all ]

Contral Source . ... | .|

Imput Mask.. . ...........
Running Sum . .00

In the Control Source box, type =[Price]*[NoOfUnits]+[Shipping].
This expression multiplies the price of the items ordered by the
number of units ordered and adds the shipping cost.

Click the Format tab.

Scroll up, if necessary, click in the Format box, click the down arrow
that appears, scroll down, and then click Currency.

The data in the calculated control text box will be formatted as
currency.

Scroll down, click in the Text Align box, click the down arrow that
appears, and then click Left.
The data in the calculated control text box will be aligned to the left.

Click the Close button in the top-right corner of the Text Box
property sheet.
The Text Box property sheet closes.

On the Report Design toolbar, click the Save button.
Access saves the report.



Reports are often quite
lengthy, depending on how
much data is included in the
report. In step 15 of the
previous exercise, you
displayed rptAllOrders in
Print Preview.
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15 On the Report Design toolbar, click the View button.
The report appears in Print Preview, with the totals for each order
displayed.

B frmHumanResourcesData

Employee Information

[Thiz information iz confidential and should be
viewed only by authorized persannel.)

EmployeelD “ml
DateHired 02/25/98

Title |General M anager
Howrs 40
S alary [$42,000.00

Fecord: I 1 W [ Ml |M#|of 27

Previewing and Printing a Report

Now you’re ready to perform the function that makes reports most worthwhile:
printing them. As with most other database objects in Access, there are two
ways to print a report. You can click the Print button on the Report Design or
Print Preview toolbar or click Print on the File menu. If you click Print on the
File menu, the Print dialog box appears, which offers several options for
printing a report. For example, if you wanted to print only one page of a
10-page report, you could do that by using the Print dialog box.

Before you print, you can look at the report in either Layout view or Print
Preview. Layout view and Print Preview share the same toolbar, the Print
Preview toolbar, because both views are ways to view what the report will look
like when it is printed. Remember, Layout view shows only the first page of the
report; if you click the Print button while viewing the report in Layout view,
Access prints only the first page of the report. In Print Preview, clicking the
Print button on the Print Preview toolbar prints the entire report.



To print more than one copy
of the report, change the
number in the Number of
Copies box.
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In this exercise, you print the first two pages of rptAllOrders.

1 On the File menu, click Print.
The Print dialog box appears.

Prinker
| Mame: TI microLaser Pro 600 2014 PS6S Properties
Status:  Ready
1 Type: TI microLaser Pro 600 2014 PS55
Where:  LPTL:
¥ | Comment: [~ Print ko File
d _ .
Prinkt R.ange Copies
fe all Kurber of Copies: 1 El:

(" Pages From: =
~

Setup... ok |

2 In the Print Range section, click the Pages option, type 1 in the
From box, press Tab, and then type 2 in the To box.
3 Click OK.

The Print dialog box closes, and Access prints pages 1 and 2 of the
report.

Cancel

4  Click the Close button in the top-right corner of rptAllOrders.
The report closes.

Compacting and Repairing a Database

In Access 2002, the processes to compact and repair a database have been
combined. Compacting a database reduces the size of the database by
thousands of kilobytes (KB) and stores the data in the database more
efficiently. You can compact a database once, or you can instruct Access to
compact the database every time you close it.

Occasionally, a database might become damaged and begin to act in strange
ways. For example, if the power goes out while you are working with a
database, some data in the database might be affected. Every time you compact
a database, Access also checks to see if repairs need to be made.

Access detects errors by maintaining an abbreviated list of each record’s
contents. If Access detects an error during compacting, it tries to repair the data
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errors by changing them to fit the internal record. If the data can’t be reconciled
with the internal record, Access displays an alert box indicating that an error
occurred. If you ever start to have problems with your database and suspect that
it might be damaged, you should compact the database to see if the problems
can be fixed.

To compact a database:

To stop the compacting . .
process, press Cirl+Break or 1 If the database is a multi-user database located on a server or

Esc. shared folder, verify that the database is not open.

2  Open the database that you want to compact.

3  Onthe Tools menu, point to Database Utilities, and click Compact
and Repair Database.

To instruct Access to compact a database every time you close it (unless
another user is using the database):

1 Open the database that you want to compact automatically.
2  Onthe Tools menu, click Options.

3 In the Options dialog box, click the General tab, select the Compact
on Close check box, and then click OK.

Lesson Wrap-Up

This lesson covered how to create reports using AutoReport and the Report
Wizard, format reports, add report sections, add controls to reports, create
calculated controls, preview and print a report, and compact and repair a
database.

If you are continuing to another lesson:

Click the Close button in the top-right corner of the Database
window.

The Database Fundamentals 06 database closes.
If you are not continuing to another lesson:

To quit Access for now, click the Close button in the top-right corner
of the Access window.

Access and the Database Fundamentals 06 database close.

Quick Quiz

What is the difference between Layout view and Print Preview?
What are the benefits of compacting a database?
How do you specify the pages of a report that you want to print?

What are grouping levels?

a & WO N =

What is the quickest method for creating a report?
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6  What three sections does a report have by default?

7 How do you create a report quickly but with more style and layout
options than are available with AutoReport?

8 What is a label control?

Putting It All Together

Exercise 1: Using AutoReport, create a tabular report based on
tblHumanResourcesData called rptHumanResourcesData. Change the label in
the Report Header section so that it reads Human Resources Data, and change
the font to be 20 points, red, and italicized. In the Detail section, create a
calculated field named Hourly Wage that shows the hourly wage for each
employee at Adventure Works, assuming each employee works 2000 hours a
year. View the report in Print Preview before you close it.

Exercise 2: Using the Report Wizard, create a report called rptProducts that
includes all the fields in tbIProducts. Use VendorID as a grouping level, and
sort the report in ascending order by Description. Use the Outline 1 layout and
the Soft Gray style for the report. Change the label in the Report Header section
of the report to read Product List by Vendor, and resize the label to fit the new
title, if necessary. In the VendorID Header section, resize the VendorID label
so that it is just large enough for the label text, and move the VendorID text
box to the left until it touches the VendorID label. Change the text in the
VendorID text box to red. View the report in Print Preview, and print it. Save
and close the report.

Exercise 3: Create a relationship between the tblHumanResourcesData table
and the thIEmployee table, using the EmployeelD field as the join field. Using
the Report Wizard, create a report called rptEmplByTitle that includes The
Title, EmployeelD, and Salary fields from the tblHumanResourcesData table.
Include the LastName and the FirstName fields from the tbIEmployees table.
Use Title as a grouping level, and sort the report in ascending order by
EmployeelD. Use the Stepped layout and choose any report format you like.
When previewed, the report should show each job title, followed by all of the
employees who are assigned that job title. Using employee ID sequence within
each title, the report will show the salary and first and last names for each
employee. After previewing the table, switch to Design view and format the
table so that each Title appears in a larger font, using a color of your choice, to
make it stand out more from the detail data.

Exercise 4: Open the rptEmplByTitle report in Design view. Click the
Sorting and Grouping button on the toolbar. In the dialog box that opens, Make
sure the Title field is selected, then click in the Group Footer property box.
Click the arrow at the right end of the box, and select Yes. A Title footer will
be added to the report. Click the Text box tool in the Toolbox, and click in the
Title footer section below the Salary field in the Detail section. Click in the
label for the text box and enter Total Salary. Click in the text box itself and
enter =Sum([Salary]). This will sum all salaries in the Detail section for each
title in the report. Double-click the edge of the text box, and when the Property
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sheet opens, set the field’s Format to Currency. Save and run the report. If you
do not like the report’s appearance, switch back to Design view and make any
changes you want to enhance the report.

Exercise 5: Open the MyMusic_XXX (where XXX is your initials) database
created in Lesson 2 and used again in Lesson 4. Create a report using any
Access report creation method of your choice. The report should list your
music collection grouped by category or genre (rock, pop, classical, etc.). Add
a second grouping level using the database field that describes the format of the
item (CD, mini-CD, MP3, vinyl, etc.). Include the name of the artist or group,
the year the music was released, the recording company, and your rating for
each item in the table. Format the report so it looks attractive and easy to read.
When you preview your report, you should see all music in the first category,
subgrouped by item format, and then the detail information for each item in the
main and sub- groups. That should be followed by each remaining category and
its subgroup information.



