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7.4 Report

204100  IT AND MODERN LIFE 3



7.4 Report
1) Working with Report

2) Creating a Report
• Report 

• Report Wizard

• Blank Report 

• Report Design
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(1) Working with Report
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This chapter will cover displaying data in a table or a query on a 
report, where it can also be printed

Student

Query ReportForm

MYStudent.accdb



(2) Many Ways to create a Report
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Create tab  Reports group
(2.1) Report  creates a basic report with all records and fields in that 
table/query included

(2.2) Report Wizard  creates a report following a step-by-step guide
(2.3) Blank Report  creates an empty report. Users can choose what will 
be on the report by themselves
(2.4) Report Design  also creates an empty report, but starting at Design 

view



(2.1) Creating a Basic Report
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• Using MyStudent database ( https://goo.gl/kRccNK )   Student table
• Go to Create tab click Report button

• The basic report 
will then be 
automatically 
created

• Currently, we are in 
Layout view, where 
we can managed 
what will be on the 
report

Dash line indicating paper 
edge 
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(2.1) Creating a Basic Report (cont.)
To see what the report actually looks like before 
printing
1. Click View to expand the views list box
2. Click Print Preview

The following screen will appear

2.

1.
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(2.1) Creating a Basic Report (cont.)
Under the Print Preview tab are some commands related to printing this 
report

When you click to close this report and you haven not saved the report, you will be 
prompted whether to save it or not



(2.2) Report Wizard
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 Following the wizard: a step-by-step guide, to create a report
• Still working with MyStudent database  Student table 

1. Go to Create tab 
1.1  Click Report Wizard

1.
1.1
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(2.2) Report Wizard (cont.)
2. Select data source, it can be a table or a query. For this example, select 
Table: Student

2.
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(2.2) Report Wizard (cont.)
3. At Available Fields: select the field you want to show on the report

• Click field  click or double click the field 

• Or, to select all fields, click

• In this example, select idStudent, title, firstName, lastName, and address

• If you want to remove a field click or click      to remove all of them

4. Click Next 

3.

4.



5. You will be prompted for how (by which field) you want to 
group the data 

In this example, we will group data by title 

5.1 Select title field

5.2 Click
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(2.2) Report Wizard (cont.)

5.1

5.2
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(2.2) Report Wizard (cont.)

5.3 Click Next

The following screen will appear:

5.3
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(2.2) Report Wizard (cont.)
6. Then you will be asked how (by which field) you want to sort the data

6.1 For this example, click     and select idStudent field and Ascending 
to sort the record with increasing order of Student ID   
6.2 Click Next

6.2

6.1
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(2.2) Report Wizard (cont.)
7. You will be asked to select the layout type of the report

7.1 When you select a layout the preview will appear on the left. For this 
example, select Stepped

7.2 Select page orientation of the report. For this example, select Portrait
7.3 Click Next 

7.3

7.1 7.2
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(2.2) Report Wizard (cont.)
8. The final step will appear:

8.1 Choose a report name, which will appear at the header of the 
report. For this example, type StudentReport

8.2 Select Preview the report to see the report when we finish the 
wizard

8.3 Click Finish

8.2

8.1

8.3
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The following report will appear:

(2.2) Report Wizard (cont.)



(2.3) Blank Report
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 A blank, do-it-yourself Report
Still working with MyStudent database  Student

1. Click Create tab
2. Click Blank Report

1. 
2. 
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(2.3) Blank Report (cont.)

• An empty report will appear. We are currently in Layout
view

• You can drag (or double-click) fields from the list in the 
right and place them in the report

If the field list does not appear, Click Add Existing Fields
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(2.3) Blank Report (cont.)

For this example, we drag idStudent, title, firstName, lastName, and 
GPA and put them on the report
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(2.3) Blank Report (cont.)

Go to Home or Design tab  Click View and select Report View to 
see the report:



(2.4) Report Design
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 Similar to Blank Report, but you will be taken to Design view, 
where you can add details and format how the report will look
• Still working with MyStudent database  Student

1. Click Create tab
2. Click Report Design

1. 2. 
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(2.4) Report Design (cont.)
An empty report will appear
Under Design tab:
3. Click Add Existing Fields to show the 

field list
4. Click + Student to show fields in the 

Student table

3. 

4. 
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The report is divided into 3 parts: the 
headers, the detail, and the footers. To 
make sure they appear/disappear:
1.Select Detail and right click

1.1 Click Page Header/Footer
      Click Report Header/Footer

(2.4) Report Design (cont.)

1. 

1.1 
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(2.4) Report Design (cont.)
The report work areas will appear:

Report Header

Report Footer

Page Footer

Page Header

Detail
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(2.4) Report Design (cont.)
5. Drag or double-click fields you want to show. They will appear on Detail 
 In this example, we choose idStudent, title, firstName, lastName, 

address, and allowance

5. 
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(2.4) Report Design (cont.)

Now we have:
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(2.4) Report Design (cont.)

Under Design tab: 
        We have commands that insert objects into the report, like title, logo, etc.

Under Format tab: 
You can, well, format the report and objects in it
Changing field location, formatting, managing colors, etc.
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(2.4) Report Design (cont.)
Example of formatted report
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(2.4) Report Design (cont.)
And switch to Report View to see what the report looks like (and back to Design 
view to fix something): 

1.1

1.2
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(2.4) Report Design (cont.)
Furthermore:
- Click Print Preview to see how the report will look like 

before printing.
- One big question: does it fit the paper?

- Click Design View to adjust the report design further

You can switch between the view and work on the report 
until you get what you want
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(2.4) Report Design (cont.)

When you want to exit this report, click Close (x)
• You will be prompted whether you want to save this report or not

If you click Yes:
• You will be asked to name the report


