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About this document

These materials are part of the Multimedia Training Kit (MMTK). The MMTK provides an integrated set of multimedia training materials and resources to support community media, community multimedia centres, telecentres, and other initiatives using information and communications technologies (ICTs) to empower communities and support development work.
Copyright information

This unit is made available under the Creative Commons Attribution-NonCommercial-ShareAlike License. To find out how you may use these materials please read the copyright statement included with this unit or see 

http://creativecommons.org/licenses/by-nc-sa/1.0/legalcode
Introduction

A report is an effective way to present your data in a printed format. Because you have control over the size and appearance of everything on a report, you can display the information the way you want to see it. By the end of this unit you should be able to

· Create reports using Design view and with a wizard

· Modify reports 

· Print reports

Create a report using a wizard

To create a report with a wizard, follow steps below:

1. In the database window, click the reports tab.

2. Click New.

3. In the New Report dialog box, click the wizard that you wish to use. A description of the wizard appears in the left side of the dialog box.

4. Click the table or query that contains the data you want to base your report on.

5. Note that MS Access uses this table or query as the default record source for this report. However you can change the record source in the wizard and select fields from other tables and queries.

6. Click OK.

7. Follow the directions in the wizard dialog boxes.

Create a report using design view

To create a report with design view, follow the steps below:

1. In the Database window, click the Reports tab.

2. Click New.

3. In the Report dialog box, click Design view.

4. Click the name of the table or query that contains the data you want to base your report on. (If you want an unbound report, do not select anything from this list.)

5. Click OK.

MS Access displays a report window in Design view. Now you are set to add and customize controls the way you wish.

Below is a sample report window in Design view:
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Ways of customizing a report

You can customize a report in several ways:

Changing the appearance of a report

1. Open a report in Design view.

2. If you want to format the entire report, click the report selector.

3. If you want to format an individual section, click the section selector.

4. If you want to format one or more controls, select the controls. 

5. Click AutoFormat on the toolbar.

6. Click one of the formats in the list.

7. If you want to specify which attributes to apply (font, colour, or border), click Options. 

	You must select the entire report to apply a background picture.




Moving a text box or other control and its label

1. Open a report in Design view.

2. Click the control or its label. 

3. Move the pointer over the border (not the move handle) of either the control or its label. The pointer turns into an open hand. After the pointer changes, drag the controls to a new position. 

Sizing a text box or other control

1. Open a report in Design view, or a data access page in Design view.

2. Click the control or controls that you want to resize.

3. Drag the sizing handles until the control is the size you want. 

	In a form or report, if you select more than one control, all the controls change size as you drag the sizing handle of one control.




Aligning controls to each other in a report

1. Open a report in Design view.

2. Select the control that you want to align. Select only controls that are in the same row or in the same column.

3. On the Format menu, point to Align, and then click one of the following commands: 

· Left.  Aligns the left edges of the controls with the left edge of the leftmost control.

· Right.  Aligns the right edges of the controls with the right edge of the rightmost control.

· Top.  Aligns the top edges of the controls with the top edge of the highest control.

· Bottom.  Aligns the bottom edges of the controls with the bottom edge of the lowest control. 

Changing the label text 

1. Open a report in Design view.

2. Click the label or button, and then select the label text. 

3. Type the new text. 

Changing a control to another type 

1. Open a report in Design view.

2. Click the control that you want to change.

3. On the Format menu, point to Change To. 

4. Click the type of control that you want to change to. 

	MS Access displays a list of controls that the selected control can be changed to. If a type of control appears dimmed on the menu, you can't change the selected control to that type of control.




Reports (like forms, queries and tables) are customised in the design view. Labels and 

fields in the report design view windows are the same as the one used for 

form design. 
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A text box control can be added on to the report. Double clicking on the control will bring 

up a properties window below. The control source is used to link the control to a field in 

the tables or queries.



[image: image3.png]&5 Text Box: Remote_computer_name x|
Fomat Date | event | Other |1 |

e o

ot sk
Running sum o





The design view is divided in to several areas:

· Report Header: The title can be typed in on this section. Every time the report is printed the information from this section is printed at the beginning of the report

· Page Header: This is where you insert information that must appear on every page when the report is printed

· Group Header: If your report contains groups, you can place the field on which the report is grouped in this section

· Detail: The most important area on your form in that it contains all the fields that must appear on the report for every record

· Group Footer: Works the same as the Group Header. Here you can place all summary calculations relating to your group

· Page Footer: You can add page numbers on this section. An expression (“=Now”) put in an unbound control in this section will insert a date on every page of the report

· Report Footer: All the information put in this section will be printed at the end of the report

Printing reports

Reports are the best way to get data outputted to a printer. Although you can print tables, queries, and forms, none of these offer the formatting and printing options that reports do.

To print a report, follow the steps below:

1. If you are in the Database window, right-click the report name and choose print.

2. Make your choices on the print dialog box and click OK.
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