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Creating a Report Using the Wizard

Reports are created from queries or tables.

Click: “Reports”
Click: “Create report by using wizard”

Select: Report Wizard
Select your table/query.

This example shows ES_Courses

Click the >>

This moves all fields from the
“Available Fields” to “Selected
Fields”.
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Creating a Report Using the Wizard

Click a field name

Click 2

This will add a grouping level
Click: Next

This adds sorting options.

By default, if you have grouped fields on the
previous screen, those fields will be sorted in
ascending order.

In this case, the schools are sorted in ascend-
ing order, then the course numbers will be
sorted within the schools.

Use this screen if you need additional sorts

Click: Next

Take the default here.
We’re going to do our own design.

Click: Next

Report Wizard
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Creating a Report Using the Wizard

Take the default here. What style would you like?
We will make our own changes. Bod |
WRAERE | Compact
Click: Next g Formal
Soft Gray
Title
Lehel above Detil
Contraol from Dretail
Cancel | = Back | MNext = | Einish

Report Wizard

wirhat title do wou want for vour report?

[E5_Courses

By default your query or table name
will appear as the report name.

Click: Finish

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

Do you wank ko preview the report oF modify the report's
design?

lC Preview the report,

£ Modify the report's desian,

[ Display Help on working with the repart?

Cancel | < Back. | fexk = | Finish |
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Reports - Design View Elements

| Microsoft Access - [ES_Courses : Report]

B Fle Edit view Insert Format Took ‘Window Help
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|ES Course:

# COURSE Header

& Detail

# COURSE Fooker

# SCH_MER Fooker

¥ Page Footer

¥ Report Footer

C L L [ [ [ [ [ [

Report Header/Footer: Displays at top/bottom of 1st page of report only

Page Header/Footer: Displays at top/bottom of each page in report

Group Header/Footer: Used for sorting & calculations

Detail: Details of each record within the group are displayed here

Default page margins are 1” all around.

Notice the ruler above your report grid. This edge falls at 6-1/2”. With a left & right margin of 1", the total width of the page =
8-1/2”.

If the grid is extended past the size of the paper’s width, the page preview will show that the text will run over from one page to
the next, although you have margins set for 8-1/2” wide paper.
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Reports — Design View Elements

Bound Control — A control (text box, label, etc.) to which data is attached your undetlying table/query.
Each bound field has a label with it. The label can be changed.
As your data changes, the bound controls reflect that change on the report.

Unbound Control — An control that you create that is not linked back to any field.
Changes must be done manually.

Bound Control
(Textbox and Label) Unbound Control

|# MSHS_STUDENT_LIST : Report !IEI!!!

.fDetall o
W ||[Stirdentin_NBR
S UADDR LNE 1

ome Phone: HomePhaneMumnl|;

)
Bt

[:]ADDR_LNE 2

B

Az ab| [ 2
& [ Ef EH
— [ B @
=B
0

B MSHS_ROSTER

-
SCH_MER

ID_MER

ADDR_LNE_1

ADDR_LNE_2

HomePhonehlumber

END_STAT
SCH_YR

Exprioos /

Toolbox contains the report
controls

Field List Box

Hold the mouse over an con-
trol and a smart tag will give
you the name of the tool.

Report information is based on query/table results.
The query/table provides your field list.
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Formatting Our Report

The wizard puts the labels in the report and page headers. We can change those.

Click in the report header label (ES_Courses), highlight the text and enter a new title.
To change font and size, make sure the label is selected — do not highlight the text — select your font,
font size, color, etc. from your toolbar icons.

:| # Report Header

Elementary School Course List

# Page Foote

|=Now il
# Report Fooker

J # Page Header

i CH _NBR a|COURSE ' Label: SCH_MBR_Label
J # SCH_NER Header Formakt ] Data ] Event ] Other All l
- [[scH wBR e

- T CEPRION e SCH_MER
J ¥ COURSE Header Hyperlink Address . .. .. ...

- Hyvperlink Subsddress . . . ..
J : Wisible . oL es
Werbical ... Mo

HE Left o v 0.0417
||| % coursE Footer T&D o 00 n00000000000000 0.0417"
BIE WiEldm o o 0 cvosoocooo0oo 1.4583
e Height .o oo v oo vieins 0.2083"
J # SCH_MER Footer BackStwle .. ... ... .. Mormal
- Back Color .. ... ... 16777215
J : arecial FFfRck . Flak

L

How do I tell if it’s a textbox or label?

Right-click on the text field/label in question.

A properties box will tell you if the control is a label (as shown above) or a text field that is bound to a field in
your table/query (see below)

:| # Report Header
| || # Page Header '
“|llscE_wBr |[ceurse |[scr_¥r |lcrs_pE||crs 4B||vERSH||rEacH ] l
||| # scH_tER Header

" |iSCH_NBR | 2" Text Bux:@H_NBR
||| # cOURSE Header Ml Event | other Al ]

- 5CH_MER)] [d\

J # Dt Contral Source . ... SCH_MBR. =

° a

| _||# coursE Footer Input Mask . o oo

B Wisible o oo o Yes

. Werbical o Mo

J Hide Duplicates . ... .. .. .. o

- CANGIOW o Mo

- Canshrink . ... Mo

J ‘ IPEER (Aol Runming Surm . oo 0w v Mo

= B8 | (=2 000000000 00000000 0.0417"

i |=N0W0 TAM . "

J # Repork Fooker
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Formatting Our Report

You can also:
Click the control
Name will be displayed on the toolbar

| Microsoft Access [ES_Courses : Report]

Insert  Format  Tools  Window  Help

ENR NN A RS =R N SR AV E Y= R= RN

# SCH_MBR. Header

& COURSE Header

Change the following labels:
SCH_NBR, COURSE, SCH_YR, CRS_DESCRIPTION, CRS_ABBRYV, VERSION, TEACH_MODE

What is the problem with our title?
Delete the following controls: CRS_ABBRYV, VERSION
Move the control COURSE into the Details section of the grid.

We will work with these pairs of labels and textboxes:
COURSE

CRS_DESCRIPTION

TEACH_MODE

For each pair:
Hold shift key and select the label and textbox
Go to: Format —» Align — Left

Click |[E]:
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Formatting Our Report

We want each school’s course to begin printing on a new page.

Move the control SCH_NBR into the Page Header section of the grid.

Right-click the gray square to the left of the
Click: Properties

Go to “Force New Page”
Select “After Section” from the drop-down

We’ll add a total to indicate the number of
courses per school.

Click the Toolbox
Click and Drag the textbox icon onto the grid
under the SCH_NBR Footer

In the textbox entet:
=COUNT([COURSE))

For the label enter:
Number of Courses

/

!
# Report Header /

. | / i E Tementary Sctiool Conrse List

& SCH_MER Header

-|||SCH_NEBR

Section: GroupHeader0 header.
Format] Diata ] Ewert ] Other Al l
T S —— ~
< Force New Page . . ... ... . After Section > |
W RO oS T
Keep Together . . ........ Yes
Wisible oo Yes
CANGIOW o v Mo
CanShrink . .o Mo bOX
...... - | Ao TN T E M= = = W T EA T v - e
| | 1 [ B [ 3 [ 4 [ 3 [ [ |

:| ¥ Report Header

# Page Header
|Sckaal Ninniber
& SCH_MNER Header
SCH_NER

# COURSE Header
# Detail

) RN N
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Formatting Our Report

Click the COURSE textbox, change font, size and color.

Click /|

Format Painter is activated.
Click the following textboxes: CRS_DESCRIPTION, TEACH_MODE

||_r§l Microsoft Access - [ES_Courses : Report]

(49 Fle Edt  Wew Insert  Format  Tools  Window  Help

HERAN" BeNI= NEY RN - WA R AR - Y= AR AR A S = R=RAN Y |
.EReport v|| v||| v||B I U= == c | AL - |

I O O O O OO
:l # Repork Header

J # Page Header

N R AR SCRE AR

Resize your textboxes for the course description so that the title won’t be cut off
Click on the top edge of the group level headers.
Drag the gray bar up to close the gap.

Click the Preview icon.
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Final Results

Elementary Courses SY2004

School # Course Description Feach Mode
0102 1st Page of Report

0100 Pre-K o

0200 Crade K o

0210 Hedth - K A

0zzo Writing/CGrarmrmar r

0221 Reading A

0222 Spelling A

0230 Math - K A

0240 PE-K A

0250 SoiencelHeath r

D260 Soctd Studies-K A

0270 EIPSC-K E

0277 Art-K A

0238 Iusic - K A

1000 Grade 1 0]

1020 Cifted-1st I

1070 Grade 1 EIF F

1080 SpEd 5C-1st

11aa Hedlth-1st B

1200 Writing/Grarmtnar B

1201 Reading B

Totals displayed at the end
of school #0102
School # Conrse Description Teach Madz

4800 Music - 4th o
5000 Grade 5 o]
5020 Cifted-5th [
5070 EIP 5C-5th G
5080 SpEd 8C-5th
100 Health - 5th (&
5200 Writtng/Cratmar (s
5201 Reading s
5202 Spelling (&
5300 Math - 5th &
5400 FE - 5th (&
5500 Soience/Heath (s
5600 Soc Btudies - 5 &
5700 Art - 5th &
5800 Music - Sth o

Number of Courses: 83
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Reminders

Resize controls (labels, textboxes, etc.) just like any other Windows application.
Select Multiple Controls: Hold Shift key and click the controls

Format Painter:
Click on a control that is formatted the way you want it.

Click <

Click on the new control

The formatting is copied onto the new control

Format multiple controls: Double-click the icon to activate it. Click on each control. Click the icon again to turn
it off.

Separate label from text box: Click the label. Click the big square in the upper left hand corner (you’ll see a
pointing finger). Drag label away from the text box.

Alignment: Select your controls. From the menu, go to Format —> Align —> Left

Control your vertical spacing between lines: Drag the footer closer or further from the controls.
Calculations: Remember your Excel formulas?

Drag a text box from the toolbox onto your footer

Name your label (Number of Courses).

Enter your formula — beginning with “=“ — into the text box.

We used: =COUNT([COURSE]).
Use your parentheses for your order of operations. The square brackets - [ ] - go around field names.
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Create a Report From Scratch

Wizards are great, but wizards fail.

From the Database Window, go to “Reports”

“Create

Microsoft Access - [Reportl : Report]

g9 File Edit Wew Inserk  Format  Tools  Window  Help

Q M IH LL-:} 'j _:;;» - | |j£"| TA T % =

Report - - | B I U0
)- e l 2 3 '

a]|

# Page Header

et il

Right-click this button to get Properties window.

Use the drop-down box at “Control Source”

IRepDrt

Format I Data I Event I Other Al |
Record Source . ...y
=T CounkStudents
FilbEr Oy v e v v et ES_Courses
OFErBY v e H5_Courses
Order By OM . oo e e LIMNC_DETSIS_CEQOS
coton, L1111 e
Record Locks . oo u = S

Sore os LINC_DETSIS_CE0S0
AutoResize . ..o

Aubo Cenker L.
Page Header
Page Foaker . . ... .. ... ..

LINC_DBTSIS_CES1O0
KL=l

all Pages
all Pages

Select your query/table that will provide data for your

report.

Your field list will be displayed.

You’re ready to click and drag your fields onto the

design grid.
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