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Designing Reports

In the last chapter you saw how easy it was to create reports using the Report Wizard. In this chapter you will customise the reports you created with the Report Wizard.
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In this chapter you will

· Work in Report Design View

· Format the Text

· Resize a Box

· Adjust Alignment

· Resize Report Sections

· Move Boxes

· Calculate a Line Total on a Report

· Calculate a Grand Total on a Report

· Use Page Breaks

· Enter a Break between each Record

· Enter a break between each Group of Records

· Use Page Setup

· Set the Printer to Use

· Insert Page Numbers

· Open the file Ch 6 Designing Reports
Open the Report Design View 

Standard designs are used when a Wizard is used to create a report. However, subtle changes to the report design can be made in the Design area of the report. While it is possible to create a report from scratch, it is much more efficient to use a Wizard then change the design if necessary.

· Click on the Reports tab if necessary

· Click on the Report Customer Orders

· Click on the Design button

[image: image5.png]Customer ID Company Name OrderiD Product 1D Quantity
Order Date
1 Western landscape
1505199
Rose 22 3
Lavendar 6
Dichonera 2
Grevillea 5

1805199



[image: image6.png]& Text Box: LineValue [x]

Fomat | et | Evert | Other A1 |

o Lnotole k]
e e Cnicos Ficuentty
s Curency

it :

e



[image: image7.png]M-S O o@mE| e - dse





The Design view outlines the areas of the reports. Notice also that the same Tool Box used for designing Forms is also available to design reports.
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The Design of a Report

Each Report contains the following elements as indicated on the facing page.

A Report Header - located at the top of the first page of the report. It includes the title of the report 

A Page Header - located at the top of every page of the report that displays the heading for each column of data.

A Group Header – is located directly beneath a Page Header – is only used if grouping is used.

The Detail Area - appears between the page header and the page footer, displays the records 

A Page Footer- appears at the bottom of every page of the report - in this instance the date and page number.

A Report Footer - at the end of every report 

Formatting the Report

The Formatting toolbar can be used to easily customise the look of the report.
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· Click on the Report Heading text box to select it and activate the Formatting toolbar

When a box is selected resize handles appear. These handles are used to resize the box and to indicate that it is selected.



Formatting the Text

With the box selected….

· Click on the Font box and select another font


· Click on the Font Size box and increase the size slightly

The Fill, Font and Border colour can all be selected quickly using the droplist buttons on the toolbar.


· Click on the Fill Colour droplist button and select a colour for the fill of the box

· Click on the Font Colour droplist button and select a colour for the text

· Click on the Border Colour droplist button and select a colour

· Click on the Border Width droplist button and select another border


Resizing a Box

Boxes can be resized to allow for larger fonts, larger borders etc.

· Move the mouse over the top of a resize handle until it changes to a double headed arrow

· Click, hold and drag the border to the right, an outline will appear to indicate the new border when the mouse is released

· Release the mouse

· Click outside the box to unselect it

Alignment

Text or other values can be aligned as required.

· Click on the Title box so the resize handles are displayed

· Click on the Centre button on the Formatting toolbar




The text will be centered within the box.


Resizing the Sections

· Move the mouse over the Customer ID Header border until the mouse changes to 

· Click, hold and drag the mouse down to the required depth for the Page Header (we are going to move some of the headings so extra space is required)

A line indicates where the new border will be.


· The cosmetic border line will also have to be moved – click on it and drag down to be close to the CustomerID Header section

· For practice increase the size of each of the sections

NOTE: Increasing any of the Detail section size increases the space given to each record in the report.

Moving Boxes

· Click on the box for Order Date in the Page Header area

· Move the mouse over the top left corner of the box until it changes to a small black hand 


· Click, hold and drag to the right, an outline will indicate where the boxes will appear when the mouse is released

· Release the mouse to relocate the boxes

· The boxes may also need to be resized so the whole heading is dispalayed

· Repeat for Order Date in the Order Id Header area

· Click on the Preview button to check how the actual report looks


The Preview shows the design of the report. 


· Click on the Design button to return to the Design view of the report

· Make any changes you want to the layout

· Click on the Preview button again to check what the Report looks like

· Close the Report
· Try changing the Design on any other reports you have created

Calculating a Line Total on a Report

There are various locations on a report where a calculation can be inserted. You can add a calculation in each line of a report or as a summary of several records.

· Open the Design view of the Reorders report

You enter calculations in the same format as they are entered on queries. For example if you wanted the value of stock, that is unit cost by quantity, you would use the following formula – given these are the names for the relevant fields

=[UnitCost]*[Quantity]
· Click on the Text box tool and click in the Detail section

· Click on the Text box, Cut and then Paste into the Page Header section – then reenter the text Line Value
· The Label box will pasted to the far left – drag it over to the right edge of the Page Header section

· Click in the Unbound box and type the expression shown above


· Click on the Print Preview to view the result – scroll down to those items to be reordered

Calculate a Total for the Report

· Click on the Text box button on the Toolbox 

· Click on the Report Footer 

· Click on the Label box and enter the label Grand Total

· Click on the unbound box, delete text then type

 =Sum([UnitCost]*[Quantity])

· Click on the Print Preview to view the result
Formatting Text Boxes

· Click on the Design button

· Click on the box calculating the Line Value to select it

· Click on the Properties button on the toolbar

· Click on the All tab of the Properties dialogue box

· Click in the Name box and delete any text there

· Type LineValue

· Click on Format and scroll down and click on Currency
· Click on the Decimal Places box and type 2
· Click on any other box to set the change


· Close the Properties dialogue box
· Repeat the process to Format the Grand Total in the Report Footer

Using Page Breaks

Page Breaks can be inserted in a report so it prints out in an appropriate format. For example you may want each record on a separate page, or each group of records, or simply the Report Header. 

Entering a Break Between each Record

· Open the Report Employees 
It currently lists details of each employee. It would be preferable to print each record for each employee on a separate page. 

· Click on the Design View button

· Scroll down the page to the end of the Detail section

· Click on the Toolbox tool Page Break
· Click on the Detail area 


· Click on the Print Preview button again to check the effect

· Close the report
Entering a Break between each Group of Records

· Open the Design view of Employees by Department
· Double click on the DepartmentName Header bar

The Properties box appears as shown below

· Click on the box for Force New Page
· Click on the droplist button at the end of the box

You have several choices

None: 
Prints the section on the current page – this is the default setting

Before Section: 
Prints the section at the top of a new page

After Section: 
Prints the next section at the top of a new page

Before & After: 
Prints the section at the top of a new page and then prints the next section at the top of a new page

The requirement her is for each group to print on a separate page so the best one to use is Before Section
· Close the Properties box

· Click on the Print Preview button to view the results

You should have each department on a separate page.



Page Setup

Not all reports will be on the standard A4 page. For example you may use the reports function to print labels or sales receipts.

In this example assume that the Department lists are being printed on cards that are much smaller than A4.

· With the Design of the Report open click on File ( Page Setup
· Click on the Page tab



Setting the Printer to Use

· Click on the Printer button of the Page tab of the Page Setup dialog box

The Printer dialogue box appears as shown on the following page.

· Click on the droplist button for the Printer Name to display a list of possible printers


Note: Further specific settings can be made using the Properties button – the settings you can make will depend on the printer you are using.

· Click on OK
· Click on OK to close the Page Setup dialog box

Inserting Page Numbers

Access does all the work for you in setting page numbers.

· Click on Insert (Page Numbers in the Menu bar 

· Click on Page N of M
· Click on the Bottom of Page [Footer] option

· Click on the droplist button for Alignment and click on Outside
· Check that a tick appears on Show Number on First Page
· Click on OK
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