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MICROSOFT ACCESS – Lesson #5 
 
Objectives: 
When you have completed this sheet you will be able to: 

·  Make changes to the layout/design of a report 
 
Notes:  
The activities in this worksheet build on the database are building from working through sheets #1, #2, #3 
and #4.    If you have not done these you must download them from the web site: www.ictgcse.net 
and complete them first. 
 
Activity: 

n �
Open Microsoft Access on your computer, and open the database:  VideoStore 
 

o �
You see this panel.  Remember it is called the database 
window.  Your data is held in the table called 
tblFilmDetails.  
 
     You are going to edit a report so click on this button in 
the objects list.  
 
 
 
 
 

�
p �
The window changes to:  
 
At this point we choose the report that we want to edit (change) the 
report.  We are going to change the report “rptChildrensFilms”.  
Double click on the report to open it. 
 
 
 

q �
Apart from the title being centred 
this is how we left the report in 
Lesson #4.  
 
There are a few things we need to 
do: 

·  Introduce some space 
between the listing for DVD 
and Video. 

·  Take off the black lines that 
surround everything. 

·  Centre the details under the 
headings “FilmID”, “Year” and “InStore”. 

·  Change the heading “InStore” to read “In Store”. 
 
Click on the design button     in the left-hand corner of the toolbar. 
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r �
We go into the design view of 
the report which we have seen 
this before. 
 
Click once on the heading 
ªInStoreº. 
 
Six black dots will appear around 
the edge to show that it is 
selected.  Click again and you 
can edit the wording.  Put a 
blank space between the two 
words.  Click outside the box for 
Access to take the change.  Click on the same heading again to make the 6 dots re-appear.  Now click on 
the ‘centre align’ button         in the toolbar (just as you would in Microsoft Word). 
 
Make similar changes to the ªFilmIDº heading and centre the heading ªYearº. 
 
Click in the data items in the detail line    and again centre the data using the centre align button.  Do no t do 
anything with the words “ InStore” and “ FilmID” .  They must remain exactly the same because they 
are the field names that link the data in the report with the data in the table.  
 
It should now look 
like this: 
 
 
 
 
 
 Click on the   button in the toolbar to return to the preview of the report. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
This looks more presentable.  Now for some space between the record for DVD and those for videos. 
 

s �
Go back to the design view of the report – click on  
 
These grey bars have special significance.  They break up the report into separate 
areas each of which has a particular purpose.  Each area is used to display certain 
data/information.  Sometimes only certain data can be displayed with a particular 
area.  For the moment make sure you understand the difference between these: 
 
 
 
 
 
 
 
 

Report Header/Footer   Anything typed into these areas will appear only once 
– at the very beginning and end of the report.  Obviously the heading 
(ªChildren’s Filmsº) will appear at the top of the report.  Anything in the footer 
will come after the last item of data, this last point is very important to 
remember. 
Page Header/Footer  These items will always appear at the top and bottom of 
every page.  Think about how page headers and footers in Word work. 
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�
�
�
�
�
�
Knowing what these area represent let us try and create some space between each type as they are printed.  
Very carefully move the pointer over the grey bar for Detail towards the bar for Type Header. It will change 
from being the white arrow to looking like this: 

�
As soon as you see this click 
and drag downwards to 
create a space between the 
Type Header and the Detail 
bars.  It should look like this: 

�
�

Click on the                button 
to see the preview.  The 
space has now appeared 
between the DVD line and the 
Video lines. 
 
 
 
  
 

�
t �
The final piece of tidying up concerns the black borders around all the data items.  Here the control of the 
border is the same as in Word.  Go back to the report design.  Look at the toolbar buttons   
 
The first controls the colour of the line (at the moment black) and the second controls the thickness of the 
line.  
 
Click on the field InStore in the Detail area so that the 6 black dots appear 
around the edge.  Now click on the Border Colour button and choose 
‘Transparent’. 
 
Go back to view the report.  You will see that the field now is free of any 
border.  Return to the design view and repeat the same steps for all the items 
in the Detail area.  When you have done that preview the report again. 
 
Your report should now look like this. 

 
 
 
This is huge improvement on 
the original.  Close the report.  
Answer ªYesº to saving the 
changes, and close Access. 

Detail  This is the real working part of the report.  This represents one repeated line of the report - 
basically one records worth of data will be displayed here.  The spacing here will be applied to every line 
of detail that is printed. 
Type Header  This is here because we chose to group our data by type.  If we had chosen to group by 
category then the wording in the grey bar would be Category Header.  This area doesn’t actually show 
any data ± that will come within the detail area, but it is necessary to break the report up into the different 
types that the data is grouped into. 


