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Report

-Take data from tables/queries and
output them in user-defined format
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1. Report

o Create a report quickly
2. Report Wizard
o Step-by-step
3. Report Design
o User add item/make change manually



Create a Report with one CI

Database Tools

Microsoft Access
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@ Security Warning Certain content in the database has been disabled
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 Under Create tab

— Click Report

— The report will

appear

Options...
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| Report

Create a basic report of the data in
the current query or table, to
which you can add features such
as groups or totals.

@ Press F1 for more help.
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We can now see how the report will be & e
printed |

1. Under Home tab, Click View to see the
list of available views

2. Click Print Preview

3. The print preview will appear, like
shown below
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Commands available under Print - Change Report Orientation

Preview - Click Close Print Preview to
* Print the report exit
« Choose paper (Size)
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= Print Preview
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When you want to exit the repot
click - = x | to close. Save confirmation dialog will appear

Microsoft Office Access

! "_-.' Do wou want o save changes to the design of report 'Studentl'?

[ Yes l [ Mo ] [ Cancel ]

Click Yesto save, No to discard the report, and Cance/to
return to the report



Report Wizard

Use help to create the report with step-by-step
process

First, you select the table/query
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1. Under Create tab
1.1 Click Report Wizard to start



Report Wizard

Tables/Queries

2 Table: Student

Available Fields:

Title
firsthlame
LastMame
3 address
telHome
mahile

gpa

Cancel

Which fields do you want on your report?

You can choose from more than one table or query.

L

Selected Fields:

Selected Fields:

D

Title
firsthame
LasthMame
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4.

2. Then, select table or query you want to create report form.
3. Select Field you want to include into your report

4. Click Next



5. If the query you select works with multiple tables, you can
choose to view data by one table or another.

Report Wizard

How do you want to view your
data? daa1315d, Wanin

RS ID, Title, frstame, Lastame, address

by Student

(2) Show me more information

Cancel <Back || mext> Finish




6. [Optional] Decide how to group data together
6.1 Select field you want to group records by
6.2 Click

6.2

Report Wizard
Do you want to add any grouping = '
levelz? 1D, Title, firsthame, Lastiame, address
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You will then see how the records will be organized

Report Wizard

Do you want to add any grouping
levels? Title

w.

astMame
|:I|:|| £33

10, firsthlame, LastMame, address
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7. [Optional] Select how records will be sorted,
within the group

7.1 Click - and select available field, then select sort
option (ascending or descending)
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Report Wizard
What sort order do you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order.

| 7.4
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8. Select Report Layout, and page orientation

Report Wizard

How would you like to lay out your report?

Layout Crientation
® §tepped &) Bortrait
) Block ) Landscape
) Cutline &

A

Adjust the field width so all fields fit on
& page.
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O. Select report style

Report Wizard

What style would you like?

Title
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| Control from Detail

Access 2007
Apex
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Flow
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10. Finishing Steps
10.1 Name the report

10.2 Select what you want to do with the report
— View the finished report
— Go to design view to make adjustment

10.3 click Finish

1 0 2 % 'iE?' Preview the report.
[ ] — : ' :
() Modify the report's design.

ar

What title do you want for your report?

ShudentRepar ‘<_ 10.1

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?

Cancel ] [ < Back Firish
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The Result
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Report Design

Start from blank report, and you can add in details yourself
Follow these steps

After you select table/query:

1. Click Create tab

2. Click Report Design

1.
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Create a new blank report in
Design view,

In Design view, you can make
advanced design changes to
reports, such as adding custom
control types and writing code,
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Blank report will appear, under Design view
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3. Click Add Existing Fields to bring up the field list

4. Click + in front of a table name to expand that table,
showing the fields
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The report consists for 3 parts: Header,
Detail, and Footer

J # Page Header

J F Detail

J # Page Foater
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5. Double click or click-and-drag the field to the detail
area to add it to the report
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The report, after we added the fields
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H 9 - : Microsoft Access Report Design Taols
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Under Design tab, you can:

— Adjust the fonts (color, typeface, effects)
— Add labels, titles, etc.
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Under Home tab, click View — Report View to
view the finished report
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Home Create

— =3 Copy

E - Report View

[ ',_.AE Print Preview

=1 Layout View

Other views:
- Print Preview shows you the report as it will be printed

E“a = g Microsoft Access
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h Text File
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Print Page Layout Isi Zoom Data Close Preview

- Design View brings you back to make further adjustments
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If you're done, click ﬂ

Confirmation window will appear

Microsoft Office Access

! E [0 wou want to save changes to the design of report 'Reportlsumsa’?

[ Yes ] [ Mo ] [Cancel ]

« Click Yesto save the report
* You will be asked to name the report
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