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MICROSOFT ACCESS — Lesson #4

Objectives:

When you have completed this sheet you will be able to:
Create a report
Attach a query to a report

Notes:

The activities in this lesson build on the database are building from working through Lessons #1, 2 and #3.
If you have not done these you must download them from the web site www.ictgcse.net and complete them

first.

Activity:

Open Microsoft Access on your computer, and open the database: VideoStore
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You see this panel. Remember it is called the database
Your data is held in the table -called
tblIFilmDetails.

You are going to create a report so click on this button in
the objects list.

B3 Forms

Reports '

table.

A REPORT is used to print a the records in a
The report can take records directly
from a table or take a selection by applying a
query to the records.
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report. We will choose to use the Wizard. Double
click on this now.

Objects

Create report in Design vigw

Create report by using wizard

Report Wizard

‘which Fields do you want on your report?

‘You can choose From more than one table or query.
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This looks horribly complicated. It isn't at
all.

—® Clicking on the small arrow here will
list the places that we can take information
from. As a start we will create a report that
contains all the fields from all the records.
We don’t want to use a query. Remember
that a query will select only certain records
for us. If necessary go back to what you
did in lesson #3 to remind yourself about
how queries work. Click on tbIFilmDetails
now. In the lower left-hand panel you will
see all the fields in the table listed. This list
tells us what fields can be used in the

© 2004 ICTGCSE.NET

report.

Colin Stobart



ICTGCSE.NET —your one stop guide to exam success

These buttons are in the grey column that separates the two large white boxes. The left-hand box
displays the fields available. The right-hand box is going to display the fields that we want in the
report. We move the field names from one side to the other using these 4 buttons. The single
arrows (< and >) move the single selected field from one side to the other. The double arrows (<<
and >>) move all the fields from one side to the other. Practise using these buttons to move the
fields backwards and forwards. Now get all the fields into the right-hand white box and click on the
“Next >" button.

This next step in the Wizard concerns grouping. We’'ll look at this in more detail in a little while. For the
moment just click straight away on the “Next >”.

At this point we can ask that the records are sorted in
some way. It would be a good idea from your point of
view, as the shop owner, that the records are reported
in order of the “FilmID". Select this from the list. Notice
the small buttons on the side which indicate that we can
order “A to Z" or “Z to A”. We want “A to Z” because
this will give us numerical order (a point made in a grey
box in sheet #1). Click on the “Next>" button.

The next step concerns record layout. The one already chosen (Tabular, Portrait) is perfect. Click on the
“Next >" button.

Now we have to choose a style. Click on the different options to find one you like. Stick with “Corporate”.
Click on “Next >" when you've made your choice.

All that remains now is to name the report. Type in: rptFilmListing and click on “Finish”.

Access now takes all the information it has collected from you, makes the report to those instructions and
displays a preview of it. That's the report done. Simple isn’t it? Well not all done because the title of the
report is the same as the name we gave the report. It needs changing. Click on the Jg button in the
toolbar to move into the report design screen. _

What you see now is a very complicated screen. There is a lot
here that we will not be bothered with but at some stage we will
come back and examine some of the components.

We want to change the heading. Click once on it so that eight
black squares appear around the edge:

Now click one more time in the box again.
Now you can edit the contents. Change the heading to be:

After changing the words in the heading click anywhere else outside that box to have Access make the
change. You now have to return to the report preview by clicking on the & button in the toolbar.

That looks better. Close the report by clicking on the [x] in the blue stripe containing the report name.
Access will ask if we want to save the changes that we have made. Click on “Yes”.

You are now back at the database window.

© 2004 ICTGCSE.NET Colin Stobart



ICTGCSE.NET —your one stop guide to exam success

Let's have a look now at attaching a query to a report. This is very easy. For example we want a report
which lists all the children’s films that we have. Within this report we want to group them according to
whether they are DVDs or videos. Additionally we want the films to be alphabetically listed inside each of
these two groups. Wow. Get out lesson #3. You need to refer to the various steps necessary to create the

query.

The first thing to do is create a query which will select these films. Click on “Query” in the list of objects in
the left-hand list and then choose to create the query in design view.

You need to add the table
tblFilmdetails to the upper
half of the window that is
displayed. @

When the field list is
displayed close the “Show
Table” panel. Drag each
field down from the list to the
rows underneath. In the

column for “Category” type
“Childrens” in the row
“Criteria”.

Close the query and call it: qryChildrensFilms

Now to build the report with this query.

Repeat steps and exactly the same. Chose to create a report with the help of the Wizard.
For step chose the query gryChildrensFilms that you have just created.
Step all the fields except “Category” need to be displayed, so take all of them to the right except this

one. Click “Next>".
Now you are on the step for grouping. Click on

“Type” in the left-hand white box and then click on
the single arrow (>). You will now see this:

We come to sorting again. We want the films sorted alphabetically
by title. So click on the arrow in the top white stripe and choose
“Title”, like this.

Click on “Next >"

Now for the layout. Choose “Block” and “Portrait”. Click on “Next >,
Again choose a style. I'll stick with Corporate. Click on “Next >",
Name the report:

rptChildrensFilms

Access will create the
report and you should
now see this:
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Again this needs the title adjusting. Repeat the parts of steps and which described how to go

into the design of the report and edit the title. If you feel adventurous you might even drag the title box into
the middle of the line so that it is centred.

Close the report to get back to the database window.
Of course, there is a lot that can be done to this. The columns need to be spread out. “Year” and “InStore”

are too close together - it should read “In Store” anyway! Maybe we want the black lines around everything
to be removed. What about a space between the two groups?

All this is done in the design view of the report. This will be the major part of the next worksheet. However,
I’'m sure that you can easily experiment before then.

Close Access because that is it for this sheet.

You have practised creating reports and revised creating queries. What comes next is making these things
a little more presentable — Lesson #5
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