4. Getting the Output Reports
You have your data in the database, and you’ve chosen which fields and which records you want to show.  Now how do you present it to others so it looks good?  You build a report.
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Start by going to your main screen and bringing the Reports tab to the front.
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The last important choice you will make with the Report Wizard will be the style of your report.  Click on each one to see what it looks like, and then pick one before going to the next screen.
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In this final Report Wizard screen you can rename your report, but let's just click on Finish and see what the report looks like.[image: image23.png]Hlo Edt Yow Insert Fomat Took Window telp
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This is the Layout View of the report you have produced.  It could use some improvement:

· A better title than "CatsQuery"

· The Description column is too narrow--one cat's name is cut off

· Column widths are not consistent

· Price numbers don't quite line up under the word "Price" 

Let's switch to the Design View where you can make some changes.  

There's an easy way to go back and forth between views: Notice the icon in the upper left hand corner of your screen--click one or the other to move back and forth between the Layout View and the Design View.

Tips for working with the Design View:

Working effectively in the Design View will take some practice, and you might make mistakes.  

· If you don't like the last move you made, you can use the Undo icon ( (or Edit ( Undo).

· Unfortunately you can undo only one previous step in Access. 

· A way to go back to your original version is to close without saving changes.  Simply click the inside ( in the upper right corner and click No when the box asks you about saving changes. You can reopen your document and start back where you were.  

· Make a habit of saving often when you are getting the results you want.  Returning to the last saved version can be an advantage.

Understanding the Design View for Reports:



Change the Report title by following these steps:

1. Click in the title box to select it. 

2. Click again and a cursor appears so you can retype the title.

3. Click Enter and use these features:

· Place your pointer over a small side or corner block to use a ( to resize the box: make it wide enough for your complete title to fit.
· Move the pointer so it becomes a hand, then hold down the mouse button and move the title box to the center of your report.

Adjust column widths in your report:

Place your pointer in the box of a field label and pull the hand in the box to move the label.

Don't worry if boxes overlap.  Just position the words where you want them on the Report.



Adding a total to the Report:

Follow these directions carefully--they're tricky.




Click New





Select Report Wizard.


Choose CatsQuery and click OK.





To select all of the fields, click the >> button.





To continue, click Next.





This screen allows you to add grouping.  You can bypass this step for now. 


Just go on to the next screen.








This screen allows you to sort one or more of your fields. 


 Select Description by clicking on the drop down menu.  


[Note: When you designed CatsQuery in Lesson 3, you chose "Ascending" order for the Description field.  You could ignore sort order here, but by selecting Description now this field will appear in the 1st column of your report.] 





Select Tabular for the layout of your report and click Next.





Click.





Design view icon.





Layout view icon





A background grid helps you align objects with others as you move them.








Field labels appear in boxes in the position and with the text features you'll see in the report.  








An outline box shows where the list of field details starts. You cannot see the actual list in this view.





Switch to the Layout view to see if you like the label placement.





Now you can see that you need to move the boxes for the field details so that they line up under their labels.





Move the field detail boxes. Notice that the box doesn't always indicate where the details will be seen on the report, so you must check the layout view often.





In Layout view we can see that the columns now line up under their labels, but we still can't read the whole description for "Maine Coon Cat," so we need to widen the detail box for that field.





The report format now looks good in the Layout view. 


But....


There's something missing.  How about a total for the Price column? 





Click on the Text Box icon in the Toolbox toolbar.





As you move your pointer it will look like the Text Box icon with a + accompanying it.  Click in the gray area below the Report Footer bar.








The grid area has expanded below the Report Footer bar, and 2 boxes appear.





Right click. Choose Properties.





Notice that when you move the formula box the box with the word "Total" moves in relation to it. 





LESSON 4 ASSIGNMENT: Produce TWO printed reports


Use a different Category field (critter) for each--use the queries you made in Lesson 2


Use a different style for each report


Distribute columns appropriately


Line up field detail columns under field titles


Place a total at the bottom of one of the reports


Give each report a unique title





This is a text box.  Click on it once and once again to make the box white.  Type the word


Total and it will appear in the font used in your report.





In the box with the word "Unbound," type this formula exactly:


=sum([price]) 


Enter and look at the Report in the Layout view.





In the Layout view we now see a total, but it doesn't line up under the price column, and it needs a $ sign.  Go back to Design view and move the formula box so it lines up under the price column.  Right click in the formula box to pop up a menu and choose Properties.





In the Properties box under the Format tab, choose Currency in the dropdown arrow box on the Format line.  Click ( to close.





Right click and choose Properties menu.
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