MICROSOFT ACCESS

AS

Advanced Report
Options




Contents

» |nfroduction

» The Report Wizard
» Step 1: Select the fields to include in your report
» Step 2: Organize the report
» Step 3: Sort your report data
» Step 4: Select a layout and title

Formaftting Reports
» Modifying the page header and footer
» To add text to a header or footer
» To add the date and time to a header or footer
» To add page numbers to a header or footer

» Modifying Your Report's Appearance

» 1o add a logo
» Themes and fonfts
» 1o change the theme
» To change the theme fonts

» Pracftice



Intfroduction

Access offers several advanced options for creating
and modifying reports.

The Report Wizard is a tool that guides you through
the/ process of creating complex reports. Once
you've created a report—whether through the
Report/Wizard or the Report command—you can
then format it to make it look exactly how you want.




The Report Wizard

While using the Report command is a quick way o
create reports from the cumrrent object, it's not as
helpful if you want to create a report with data from
mulfiple objects. The Report Wizard makes it easy to
create reports using fields from multiple tables and
queries/It even lets you choose how your data will be
organized.



Creating a report with Report Wizard

1. Select the Create tab and locate the Reports group. Click the
Report Wizard command.

External Data Database Tools Q Tell me what you want to do...
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2. The Report Wizard will appear. In the procedures below, wel'l
discuss/fhe different pages in the Report Wizard.

Report Wizard

Which fields do you want on your repart?

You can choose from more than one table or query.

Tables/Queries

W

Available Fields: Selected Fields:

Product Types




Creating a report with Report Wizard

tep 1: Select the fields to include in your report

. Click the drop-down arrow fo select the table or query
that contains the desired field(s).

Report Wizard
Which fields do you want on your report?
You can choose from more than one table or query.
Tables/Queries
able: Categories

Table: Categories
Table: Customers Fields:
Table: Menu Items

Table: Order Items

Table: Orders Table

Table: Orders: December

Table: Products Table

Table: Sales Unit

Query: Cakes & Pies Sold

Query: Cookies Sold b

Cancel Mext = Einish




Creating a report with Report Wizard

tep 1: Select the fields to include in your report

Select a field from the list on the left, and click the right
arrow to add it to the report.

Report Wizard
i
Which fields do you want on your report? :
You can choose from more than one table or query. i
g
Tables/Queries E'
Table: Categories e ':i
Available Fields: Selected Fields: ;
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Cancel Mext = Einish ;




Creating a report with Report Wizard

tep 1: Select the fields to include in your report

You can add fields from more than one table or query by

repeating the above steps. Once you've added the
desired fields, click Next.

Report Wizard
Which fields do you want on your report?
You can choose from more than one table or query.
Tables/Queries
Table: Menu Items e
Available Fields: Selected Fields:
D F Product Types
Product ID

Products Table, Product Mame
== | |Description

Sales Unit. Product Mame
Price

Sales Unit ID

Cancel Mext = & | Einish




Creating a report with Report Wizard

tep 2: Organize the report

The Report Wizard will provide you with opfions that let you
choose how 1o view and organize your data. These
options group similar data within your fields and organize
these fields into multiple levels, like in an outline or bulleted
list.

» |f you/AQre building a report from only one table or query,
you g£an skip to Step 3.




Creating a report with Report Wizard

tep 2: Organize the report

Access will offer a list of several organization opftions.
Select an option from the list to preview it.

Report Wizard
How do you want to view your *.
data? Product Types |
Dy Catemores i, Products Table_Product Name. .;
by Products Table Description §
]
by Menu Itgms Sales Unit_Product Name, Price !
by Sales Unit |
]

| Shaw me more information

Cancel < Back Mext =




Creating a report with Report Wizard

tep 2: Organize the report

. Click Next when you are satfisfied with the basic organization of
your data.

3. If you're not satisfied with the way your data is organized, you
can now modify the grouping levels. Select a field from the list,
and click the right arrow to add it as a new level.

Report Wizard

Do you want to add any grouping
levels? Product Types

Products Table_Product Mame,
Description

Sales Unit_Product Mame, Price

Products Table.Product M
roducts Table.Product Nar

riori




Creating a report with Report Wizard

tep 2: Organize the report

. If necessary, modify the order of your grouped fields by
selecting a field and clicking the up or down Priority arrow to
move it up or down a level.

. Once you are satisfied with the organization of your report, click

E Report Wizard
Do you want to add any grouping
levelz? Product Types
Products Table_Product Mame,
Broducts Table.Product N Descripton
roducts Table.Product Mar -
Description = Sales Unit_Product Name
= Price

Priari

L=y

Grouping Qptions ... Cancel < Back Mext = Einish




Creating a report with Report Wizard

tep 3: Sort your report data

. Click the top drop-down arrow, and select the name of
the first field you want to sort.

2. Click the button on the rnight to change the sort to
ascending or descending.

Report Wizard

What sort order and summary information do you want for detail records?

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

1 Descending

Ascending

Summary Options ...

Cancel < Back Finish
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Creating a report with Report Wizard

tep 3: Sort your report data

. Add any additional sorts. You can sort up to four fields. The
sort will be applied from top to bottom, meaning the sort
at the top of the list will be the main sort.

4. When you are satisfied with the way your data is sorted,
click Next.




Creating a report with Report Wizard

tep 4: Select a layout and title

. Click the various layout options to see how they look, then
select one to use in your report.

Report Wizard

How would you like to lay out your report?

Layout Orientation
(O Stepped (@)Bortrait 5

%ﬂncﬁ (_JLandscape i
........ .- E'
Dutline |

A !

|
Adjust the field width so all fields fit on !
a page.

Cancel < Back Mext = Einish |




Creating a report with Report Wizard

tep 4: Select a layout and title

Select either a portrait (talll or landscape (wide)
orientation for your report.

Report Wizard

How would you like to lay out your report?

Layout Orientation

I:::I S Emtralt ............... .\, g

(@) Block %andsmpe :
o

() Outline ) ’1_5: '!i

|
Adjust the field width so all fields fit on é
a page.

Cancel < Back Mext = Einish |




Creating a report with Report Wizard

tep 4: Select a layout and title
. Once you are satisfied with your report layout, click Next.

. Select the text box, and type the title you want for your report.

5. Select whether you want to preview the report or modify its
design, then click Finish.

6. Your report will be Report Wizard _‘

CreO.I- d Ond nged. kﬁ;hatﬁ:Edn;'num'antfor your report? '

enu Repar R

You may have to adjust your field

and Ow size and Iocatlon to That's all the information the wizard needs to create your 1'

malde sure your data looks the :p"“- o e e vt o oy e res

waly you want it to. To do this, desgr i i ’-

(@) Preview the report.

oyI'll need to switch to Design _ |
() Modify the report's design.

. When you're done, switch
badk to Report view to see your i
changes. i

Cancel < Back Einish i I
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Formatfing reports

One of the strengths of reports is that you can modify
their appearance to make them look how you want.
You can add headers and footers, apply new colors,
and even add a logo. All of these things can help
you create visually appealing reports.




Modifying report text

The bulk of the information in your report comes straight from
the query or table you built it from, which means you can't edit it
within the report. However, you can change, add, or delete
label text, headers, and footers to make your report clearer and
easier fo read. For example, in our report we decided we didn't
need the field headings to understand our data, so we simply
deleted them.

Just likg other Office programs, Access allows you to modify the
text golor and font, add shapes, and more.

Cakes  Strawberry Swirl A dizzying swirl of sirawberries and créme. Hold on $22.00
tight!

Cakes Cookiesn' Cream  Like dipping creos and milk, but a cake, and not at $22.00
all soggy.

Cakes Lemon A simple classic-- sweet and sour. $22.00

Cakes German Chocolate "Chocolate” in German is "schokolade.” You don't $22.00

hawve to be able to say that to enjoy this cake.



Moditying the page header and footer

To view and modify the header and footer that appear on
each page of your report, select the View command on
the Ribbon and switch to Design view. The header and
footer are located in the white space beneath the Page
Header and Page Footer bars.

| Eﬂ Bakery Menu Rep-:uré

# Report Header

 Categories_|ID Header
# Products Table_|D Header
# Sales Unit_Product Mame Header

- 2 product 1 Products Table_ProductDescription

# Page Footer
# Report Footer




Moditying the page header and footer

Depending on your report's design, somefimes you may
find that there is no white space in the page header and
footer, as in the image above. If this is the case, you must
resize the header and footer before you can add
anything to them. Simply click and drag the bottom
border of the header or footer to make it larger.

# Products Table_ID Header
# Sales Unit_Product Mame Header

- Product 1 §§|Fmduct5 Table_ProduciDescription

# Report Footer




Add text to a header or footer

Select the Design tab, locate the Controls group, and
click the Label command.

Click and drag the mouse inside the white area to create
your label. Release the mouse when it is the desired size.

Create External Data Database Tools Design

ile lome rrange orma age Setu .
) [ e B EELLEEE

View  Themes [A] Fonts Group i3] Hide Details ~ Insert |
- - & Sort h

Views Themes Grouping & Totals Contrals

# Categories_|D Header A
# Products Table_ID Header

# Sales Unit_Product Mame Header

# Detail




Add text to a header or footer

Click the text box, and type the desired text.

| IE Bakery Menu Report

# Page Header 5

. §§§§EEEEEEEEEEEEEEEE55E|EEEEEEEEEEEEEEEEEEEE555|EEEEEEEEEEEEEEEEEEEEEE5|EEEEEEEEEEEEEEEEEEEE555|EEEEEEEEEEEEEEEEEEEE555|EEEEEEEEEEEEEEEEEEEE555|EEEEEEEEEEEEEEEEEEEEEEE|E

| B 320 Glenwood Place, Raleigh, NC 27601 | songbirdbakery@email.com ?I?-555-Iﬁ24|]: L
# Categories_|D Header i

# Products Table_ID Header

# Sales Unit_Product Mame Header

# Detail




Add the date and time to a header or footer

. Select the Design tab, locate the Header/Footer group,
and click the Date and Time command.

. A diadlog box will appear. Select the desired formatting
options. A preview of the text that will be included in your
report will appear.

3. When you are safisfied with the appearance of the date
and tirme, click OK.

Date and Time 7 X

Design Arrange Format Page Setup Q' Tell me what you want to do...

[«]Indude Date
- el | pgo
= Log | (®) March 31, 2016
s KYZ k
:I Aﬂ Ijl {-_\' '% - DTitIe ‘ () 31-Mar-16
e —| Insert Page |
“llmage - Numbers [53 Date and Time | Osi31/16
_ Contros Header/Footer g [ Include Time
S — . 1 (®) 2:30:13PM
: () 2:30 PM
By default, the date and time appear O 103

in the header. If you would like to _—

move them to the footer instead, March 31, 2016
simply click the date and time boxes s
and drag them to the desired location.

e | |



Add page numbers to a header or footer

I. Select the Design tab, then locate the Header/Footer
group.
Click the Page Numbers command.




Add page numbers to a header or footer

. The Page Numbers dialog box Will [renumbe r X
appear. Under Format, choose Page N | rom: o |
to display the number of only the | Sren Cancel
current page, or Page N of M to display | Pt

(®) Top of Page [Header]

the number of the current page and | Ostemorese oot
the number of total pages. o

Center t

Show Mumber on First Page

4. Undey Position, choose Top of Page or
Bottom of Page to conirol where the
page numbers appear.

ick the drop-down arrow to select
ihe alignment of the page numbers.

6 hen you are satisfied with the settings,
click OK.




Add a logo

. From the Design tab, click the View command, then
select Layout View from the drop-down list.

. Locate the Header/Footer group, then click the Logo
command.

: Design Arrange Farmat Page Setup ¢ Tell me what you want to do...
by el
= Logo
I:| Colors - ARy XYZ
j . 1 Aa =] [T [ 9= - O} Titte
View  Themes Era —| Insert Page
"Image - Numbers % Date and Time

Controls Header / Footer

. - Beport View

[ Iy,
q Print Preview

aLunc

——! Layout View h

h__/ Design View




Add a logo

A dialog box will appear. Locate and select the desired
file, then click OK to add it fo your report.

[E Insert Picture *

A <« Documents » bakery v | @ Search bakery p

Organize + Mew folder il O @

™ = .
7 Quick access | songbird_loge
I Desktop P

Documents o
* Downloads o
&= | Pictures -

* SongBirD

PowerPoint 201€

PP2016 -B aKerg

Presentations

@ Microsoft Access

@ OneDrive
W

File name: | songhird_logo ~ | | Graphics Files w

Tools - QK Cancel




Add a logo

4. A small version of the image will appear in the header.
Click and drag the image border to resize it.

| Eﬂ Bakery Menu Repori

e, Menu

320 Glenwood Place, Raleigh, NC 27601 | songbird

If necessary, move your logo to the desired location by
clicking and dragging it.

| Eﬂ Bakery Menu Repu:nri

. SongBirp”
s BAKET)

Menu

320 Glenwood Place, Raleigh, NC 27601 | songbirdbakery(@email.com




Themes and fonts

A theme is a set of colors and fonts that applies to the
entire database to give it a consistent, professional look.
By default, databases use the Office theme. When you
change the theme, all of the theme fonts and colors in
your database change to match the new theme.

®» Designing and modifying reports using theme elements
can lo you keep the appearance of your reports
consjstent.




File

Views

Home

Themes

Create

External Data Database Tools Design

j I:|C|:|I|:|rs* '._ ETDtaIs* L\\S Aa

View  Themes Fonts «

Group 75 Hide Details
& Sort

Grouping & Totals

Change the theme

File Home Create External Data

j B colars - .__ > Totals -

View  Themes [A] Fonts - gﬂgup TE=] Hide Details
- - ort

Wiews _ In this Database

Select the Design tab, locate the Themes group, and
click the Themes command.

A drop-down menu will appear. Select the desired
theme.

Database Too

|

All Al Aa ]
S2arch ErErEE
% :1': Office
ﬁjh-1nAai|Aa Aa E Aa’]
@ Or [ [ | | || EENEEE 1 EEEEEE IA EENEEE
= ol Ac] Aa} Aa 1 Acﬁj
@ Fla EEEEEE EEEEN EEEENE EEEEEE
& b
Fun'nps A{] 1

|CI_ EEEEEE

Cu |'|f| Erowse for Themes...
En |!_'E Save Current Theme...



Change the theme

. The theme will be applied to your entire database.

| il Bakery Menu Report ',

Cakes

Cakes

Cakes

Cakes

» SongBirD
e BAKET]

Menu

320 Glenwood Place, Raleigh, NC 27601 | songbirdbakery@email.com | 919-555-1624 §

Fudge Marble The cake that dares ask the question: what if marble were
made of three types of chocolate? The answer... delicious.

French Vanilla Do la lal Some people might say this cake has a certain je ne
sais guoi... but we "sais quoi"”-- lots of vanilla.

Strawberry Swirl A dizzying swirl of strawberries and créme. Hold on tight!

Cookies n' Cream Like dipping oreos and milk, but a cake, and not at all soggy.




Change the theme fonts

I. Select the Design tab, locate the Themes group, and
click the Fonts command.

. A drop-down menu will appear. Select a set of theme
fonts.

File Home Create External Data Database!

File Home Create External Data Database Tools Design Arrange

View  Themes [\ Egnte~ Ergup 162 Hide Details

-

...... [s Aﬂ I—jl Views T Century Schoolbook
View  Themes IEF‘G‘”ET Group TE Liide Details Aa Century bchoolb.
. . % & Sort AH ACCESS Century Schoolbook
Wiews Themes Grouping & Totals E‘E‘T’m"w — Calibri-Cambria
T " — o = . A Calibri
@ Menu tems a Carnbria
ER Menu items Arial-Times New Roman
@ Crder [tems Arial
Aa Tines Mew Roman
'@ Orders Que
Calibri Light-Constantia
'@ Parameter T
A Calibri Light
'@ Products Ou 2 Constanta
Forms Century Gothic-Palatino ...
B8l customers Aa Century Gothic
B3 customers | Palating Linotype
B8 Employee D Tw Cen MT-Rockwell
- Ty Cen MT
E Menu Items Aa Roclell l}
@ Order [tems
Times Mew Roman-Arial
=s| Order [tems Times Mew Foman
_ Aa

Orders Arial



Change the theme fonts

. The fonts will be applied to your entire database.

| il Bakery Menu Report ',

» SongBirD
e BAKET]

Menu

320 Glenwood Place, Raleigh, NC 27601 | songbirdbakery@email.com | 919-5

Cakes Fudge Marble The cake that dares ask the question: what if marble :'
were made of three types of chocolate? The
answer... delicious.

Cakes French Vanilla Oo la 1a! Bome people might say this cake has a
certain je ne sais quoi... but we "sais quoi”-- lots of
vanilla.

Cakes strawberry Swirl A dizzying swirl of strawberries and créme. Hold on
tight!

Cakes Cookiesn' Cream  Lijke dipping oreos and milk, but a cake, and not at
all soggy.




Practice

Open practice database.

Open the Cookies Sold report.

Add the date and time o the header.
» Add page numbers to the footer.

» Choosg a new theme and theme fonts.
Add/he Songbird Bakery logo.
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