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1 Grouping Data In A Report

Reference query for report: gryEmployeeData

d31dVHD

CREATING GROUPS IN THE REPORTS W IZARD

The Access Report Wizard is a quick and efficient method of building reports.
Within the series of dialog boxes Access presents is one in which the user can
choose to group on one or more fields. Grouping organizes the records on the se-
lected field. For example, An employee table can be presented in a report by the
department assigned to each employee. Another example could be an order table
organized by the customer who placed those orders or by the month the order was
received.

Steps:
Y Click the Create Tab

Y Click the Report Wizard command (in the Reports group)

Y Inthe first Report Wizard Box , Select the table or query from the
Tables/Queries drop -down list from which you want to base the report

Y Move the required fields (from left) to the Selected Fields box (right side) and
click Next button

Note : if necessary additional tables or queries can be selected and those
fields added to the Selected Fields box as well

Y Selectthe preferred  Viewing options, if preferred (this box will appear when
the report is based on multiple tables), and click Next button
Y Setthe preferred  Grouping options, if preferred , and click Next button
Y Select Sorting and Summary options, if preferred , and click Next button
Y Inthe Layout box, select preferred options, and click Next button
Layout - indenting positions of data on report
Orientation - Portrait or Landscape
Adjust Fields checkbox - to fit all fields across one page only
Y Inthe Styles box, select preferred options, and click Next button
Y Inthe last Report Wizard Box, type a name for the report
Y Click Finish button
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Grouping Data In A Report

CREATING GRoOUPS IN THE REPORTS W IZARD

1
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In the first Report Wizard

orwid
Which fields do you want on your report?
You can choose from more than one table or query
Tables/Queries

'Query: aryEmployeeData

Available Fields:

Selected Fields:

strAdd
strCity
strSt
strZip

Box, select the table or
query from the
Tables/Queries drop -down
list from which you want to
base the report.

Move the required fields
(from left) to the Selected
Fields box (right side) and
click Next button

Cancel

| mext> || Ensh |

Report Wizard
Do you want to add any grouping
levels?
_—v
l strEmpID
After selecting strFN
fields to group strlN
records by | dtmkire
L+ ]
Priority

| ¥

'strDept

istrEmpID, strFN, strLN, dtmHire, curSal ]

Grouping Options ... ] [ Cancel

H < Back ][ Next > ][ Finish ]
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Grouping Data In A Report

CREATING GROUPS |IN THE REPORTS W IZARD

Select Sorting
and Summary
options, if
preferred , and
click Next button

wortwid .

How would you like to lay out your report?

eporviod .

What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either

/\_\ ascending or descending order.

: E—— per=—
::: %.@QE 2 [strn| [~] | Ascending |
A= 3 | =] (Lsening ]
E = + | [=] [ scending ]

T TTTTTm

Layout Orientation
e @ Portrait
_g._‘ — o I-' .................. A
() Outline
A

In the Layout
box, select
preferred
options, and click
Next button

Adijust the field width so all fields fit on

a page.

] [C<mes ][> ] [

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting




Grouping Data In A Report

CREATING GROUPS |IN THE REPORTS W IZARD

wortwird

What style would you like?

In the Styles
R box, select
~
) et preferred
= e (4 options, and click
ES e Next button
5=
=
- Concourse I
5 | Equity P
Title Flow ‘
: Foundry
Label above Detail nglzn
Module
Control from Detail g None
— ' Northwind -

cancel || <Back | mext> || Ensh |

i N
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What title do you want for your report?

% | [rtEmployeeByDept] I

/V

In the last Report
Wizard Box, type

a name for the
report / - 'rr::;i ‘all the information the wizard needs to create your

Do you want to preview the report or modify the report's
design?

@ Preview the report.
(*) Modify the report's design.

Concel | [ <Back | wext- | [ Enish
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Grouping Data In A Report

d31dVHD

CREATING GROUPS IN THE REPORTS W IZARD

Completed Employee Report Grouped By Department (in Report View)

rptEmployeeByDept

strDept Last Name First Name Employee ID Hire Date

Accounting
Bronson Harry HABR 24-Mar-00 $55,000.00
Coleman Kristine KRCO 03-Jan-90 $38,000.00
Fink Marilyn MAFI 06-Sep-03 $64,000.00
Gordon Bruce BRGO 07-Jun-85 $54,000.00
Jenkins Indera INJE 20-Jun-91 $49,000.00
Rivet Stephanie STRI 06-Sep-03 $46,000.00
Rubinstein Lauren LARU 20-Feb-89 $40,000.00
Shaffer Sally SASH 17-Mar-03 $54,000.00

Administration
Chu Daniel DACH 12-Sep-99 $75,000.00
DeSiato Duane DUDE 31-Aug-94 $35,000.00
Gordon Amy AMGO 20-Feb-89 $33,000.00
Guya Joseph JOGU 01-Aug-S4 $49,000.00
Jones Mary MAJO 21-Aug-95 $39,000.00

Design
Carol Michael MICA 08-Oct-00 $85,000.00
Comuntzis Barbara BACO 04-Oct-85 $50,000.00
Gardner Barbara BAGA 31-Oct-89 $89,000.00
Guya Elizabeth ELGU 18-Jan-30 $125,000.00
Johnson Sue SuUlO 31-Jul-85 $59,000.00
Rosyln Sara SARO 31-Oct-89 $37,500.00
Schaaf will WISC 02-May-90 $35,000.00

Manufacturing
Cole Daniel DACO 13-Nov-89 $45,000.00
Gordon Indera INGO 17-Mar-03 $48,000.00
Hernandez Natalie NAHE 15-Apr-03 $72,000.00

Pl el el T el = RN LR 44 A AT Ad4nr ANA AN
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Grouping Data In A Report

Reference query for report: gryCustomerOrdersWithltems

CREATING GRoOUPS IN THE REPORTS W IZARD

d431dVHD

oo

Do you want to add any grouping Grouping.Dates In The
levels? dtmOrdDate by Month Report Wizard

IngCustID, strCustomer, IngOrdNum,

dtmOrdDate, strProdID, intQty,
IngCustID \curPrice, LineltemTotal
strCustomer
IngOrdNum Grouping Intervals
:dtmOrdDate
strProdID e What grouping intervals do you want for group-evel fields?
intQty L* )
curPrice e

Priori . SIon .
LineltemTotal ity Gfoup4§vel Vﬁelds. Groupmg intervals:
E dtmOrdDate Month| (]
/—
1
Grouping Options ... J [ Jancel ] [ < Back “ Next > ] [ Finish

rptCustomerOrdersWithltems

January 2006

Bicyde Outfitter
Bicyde Outfitter
Bicyde Outfitter
Bicyde Outfitter
Bicyde Outfitter
Bicyde Outfitter
Bicyde Outfitter
Bicyde Outfitter
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Desalvo Qustom Cycles
Hubbub Bicydes
Hubbub Bicydes
Hubbub Bicydes

Order Date

10005 1007 1/15/2006 PPB-Short
10005 1007 1/15/2006 BH-2500
10005 1007 1/15/2006 RR-S000
10005 1007 1/15/2006 PPB-Shoe
10005 1007 1/15/2006 PPB-Shirt
10005 1007 1/15/2006 PPB-Helmet
10005 1007 1/15/2006 RW-3000
10005 1007 1/15/2006 CR-4000
10006 1047 1/17/2006 CR-4000
10006 1047 1/17/2006 RR-9000
10006 1047 1/17/2006 RW-3000
10006 1047 1/17/2006 PPB-Shoe
10006 1047 1/17/2006 PPB-Shirt
10006 1047 1/17/2006 M1-4500
10006 1047 1/17/2006 PPB-Short
10006 1047 1/17/2006 VB-100
10006 1047 1/17/2006 MT-500
10000 1072 1/5/2006 RR-9000
10000 1072 1/5/2006 RT-500
10000 1072 1/5/2006 MT-500

Quantity Solc

Selling Price

100 $55.00
25 $700.00
25 $5,500.00

100 $65.00

100 $45.00
50 $45.00
25 $2,100.00
25 $500.00
35 $500.00
25 $5,500.00
15 $2,100.00
30 $65.00
65 $45.00
25 $1,500.00
25 $55.00
25 $85.00
55 $50.00
35 $5,500.00
60 $35.00
60 $50.00
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Line Item Total

$5,500.00
$17,500.00
$137,500.00
$6,500.00
$4,500.00
$2,250.00
$52,500.00
$12,500.00
$17,500.00
$137,500.00
$31,500.00
$1,950.00
$2,925.00
$37,500.00
$1,375.00
$2,125.00
$2,750.00
$192,500.00
$2,100.00
$3,000.00




Grouping Data In A Report

1

Reference report: rptCustomers

d31dVHD

CREATING GROUPS IN THE GROUPING AND SORTING PANE

In addition to creating groups in the Report Wizard a user can create, customize, and
remove groups inthe  Group and Sort Pane in the Report. In this pane a user can
also activate that groups Footer Section in which to place calculated expressions.

The Group and Sort Pane can be opened from the Design tab of the Report Design
Tools.

erOrdersWithltems - Microsoft Access Report Design Tools

Database Tools Add-Ins Acrobat Design Arrange

{3 Hide Details B
Group sridlines Logo = Text
& Sort o 39 | Box
Grouping & Totals Gridlines

Steps:

Y Change the view to the  Design View

Y Clickthe Group and Sort command on the Design tab

Y Click Add A Group  button [(3 Add a groupr

Y Select the field to group 7 7

Y To change sorting from defaul withdbntawsclendi ng, cl
Y To change groupi ng i nbyentrealle, ):ﬂ—i—rk;é (i . e.

To add totaling and page breaking Group on strTerr ¥ with Aontop ¥ + by entire value ¥ + More »

o

options, click, More ¢

[ Add a group | A1 Addasort

Y Preview changes in Print Preview,
Report View, or Layout View

Group, Sort, and Total

7:.: Group on strTerr ¥ withAontop ¥ , by entire value ¥ , with curCredit totaled ¥ , with title dick to add , with a header section ¥ , with a footer section ¥
‘ keep whole group together onone page ¥ , Less 4

|[£= Add a group Q‘l Add 3 sort |
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Grouping Data In A Report

—
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CREATING GROUPS IN THE GROUPING AND SORTING PANE

Activating The Group And Sort Pane

i@ rptCustomersByTerritory =
|l“-"l"'1"'I"'Z"'I"'3"'I"'4<"I"'5"'I"‘S"'I"'7"'l<"8"'I"'3"'I"'10"':
J ¥ Report Header

B E i

‘.J # Detail
- |lngCust|D HstrCustomer HstrCity ||strSt/Ct ||strPh

_J ¥ Page Footer

<« | m »

Group, Sort, and Total

Click Add A Group Button
2 » |[EAdd a group

%1 Add a sort

Selecting Field to Group In The Group And Sort Pane

r —

............. | EEEEEEEEEEE
IngCustiD
strCustomer

strity
Group, Sort, and Total strStjCt

||G‘rmpm selectﬁeld. strPh
strTerr
strReplD
strTerms
curCredit

J # Report Footer
< |

EXPression | [
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Grouping Data In A Report

Reference report: rptCustomers
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CREATING GROUPS IN THE GROUPING AND SORTING PANE

Adding Field Totals In The Group And Sort Pane

Group, Sort, and Total

Totals
.| Group on strTerr ¥ with Aontop ™ ¢ by entire value ™ » with curCredit totaled ™ —
: otal On
do not keep group together onone page ™ : Less A
Type | pverage

- [= add a group %,l, Add a sort

Show Grand Total

[] show group totals as % of Grand Total
[T] show in group header

Show in group footer |

Completed Field Grouping In The Group And Sort Pane

Group, Sort, and Total

h{ Group on strTerr ¥ withAontop ¥ » by entire value ¥ » with curCredit totaled ¥ » with title click to add , with a header section ¥ » with a footer section ¥
i
J keep whole group together on one page ¥ + Less 4

= Addagroup || Addasort
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Grouping Data In A Report

CREATING GROUPS

Completed Report From Group And Sort Pane

Customers By Territory

IN THE GROUPING AND SORTING PANE

Saturday, March 29, 2008

d431dVHD

-_ 3:03:25 PM
Customer D Customer City State/Country Phone Number SalesRep ID Terms Credit Limit
Australia
1053 Greenspeed Ferntres Gully Australia +513 9758 5541 GATH Net30 $78,000
1089 Hillbrick Racing Frames Minto Australia (02)=8204011 CATH Net30 5$173,000
1090 Logo Trikes Spearwood W. Australia +618 2418 2757 GATH Net30 $197,000
Average Credit Umit This Temritory $149,333
Canada
1102 Nakesd Quadra kland Canada 250-285-3181 MITI Net30 $109,000
10584 Grinders Whistler, Bc Whistler BC Canada 604-205-2453 MITI cop $80,000
1105 Pedal Sport BC Canada 604-795-2453 MITI F.OB. $77,000
1079 Jester Hand Bullt Bicydes ~ Welland Canada 905-788-1497 MITI Net30 $150,000
1119 Recomboni - Cambie Cycles Vancouver Canada ©604-873-3516 MITI F.O.B. $109,000
1033 Chubby's Custom Ontario Canada 905-826-3844 MITI Net30 $73,000
1020 Brodie ResearchAnd Tech. Vancouver Canada ©04-325-2033 MITI coD $203,000
1004 Arvon Cycles Tofield Canada 780-662-2842 MITI Net30 $76,000
Average Credit Umit This Territory $109,825

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting
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2 Design A Summary Only Report

Reference query for report: gryCustomerOrdersWithltems

d31dVHD

DESIGN A SUMMARY ONLY REPORT

Using the Access Report Wizard, a user can create a Summary Only report. This

is a report that only displays the aggregate totals of the data without each of the

records being visible. Functions included are Sum, Average, Min, Max, and

Count . I n addition, the user can activate an optio

percentage to the entire report total.

In order for summary options to be available during the Report Wizard, the user
must select a field to group and setthe Summary Only option on in the
Summary Options dialog box.

Steps:
Y Click the Create Tab

Y Click the Report Wizard command (in the Reports group)

Y Inthe first Report Wizard Box , Select the table or query from the
Tables/Queries drop -down list from which you want to base the report

Y Move the required fields (from left) to the Selected Fields box (right side) and
click Next button

Y Set the preferred fields to Group , andclick Next button

Y Select Sorting and Summary options, if preferred

Y Click the Summary Options button

Y Inthe Summary Options box, check the summary options for the preferred

fields (i.e. Sum, Average, Min, Max)
\ Y Clickthe Summary Only checkbox, click OK, and then click Next button

Y Inthe Layout box, select preferred options, and click Next button
Layout - indenting positions of data on report
Orientation - Portrait or Landscape
Adjust Fields checkbox - to fit all fields across one page only

Y Inthe Styles box, select preferred options, and click Next button

Y Inthe last Report Wizard Box, type a name for the report

Y Click Finish button

11 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting



Design A Summary Only Report

DESIGN A SUMMARY ONLY REPORT

In the first Report Wizard

Box, select the table or

Repor Wead —
Which fields do you want on your report?
You can choose from more than one table or query.
Tables/Queries

Available Fields:

Query: gryCustomerOrdersWithItems

Selected Fields:

IngCustiD
IngOrdNum
strRepID
strTerms
strProdID

intQty

I &) BIE

strCustomer
dtmOrdDate
> LineltemTotal

<

query from the
Tables/Queries drop

base the report.

click Next button

d431dVHD

-down
list from which you want to

Move the required fields
[z] b (from left) to the Selected

Fields box (right side) and

Cancel [ Next > ] [ Finish
Report Wizard Pamm—
Do you want to add any grouping
levels? _— dtmOrdDate by Month
l strCustomer, dtmOrdDate, LineltemTotal
After selecting T Tr—
fields to group pr
records by LineItemTotal
<

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting
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Grouping thions...] [ Cancel ][ < Back ][ Next > ][ Finish
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Design A Summary Only Report
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DESIGN A SUMMARY ONLY REPORT

Report Wizard Pam——

What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either

Select Sorting ./\_ » ascending or descending order.
and Summary 1 [strCustomer] =]

options, if

preferred.
z <]

Click the  Summary
Options  button 3

L 1 Summary Options ... ] =

[ Cancel ][ < Back ][ Next > ][ Finish ]

Summary Options " N

What summary values would you like calculated? ;
Field Sum Avg Min Max Make sure to turn

LineItemTotal M F B on Summary Only
Show option P

(*) Detail and Summary

@ Summary Only <

[V|iCalculate percent of
itotal for sums
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Design A Summary Only Report

d431dVHD

DESIGN A SUMMARY ONLY REPORT

Completed Monthly Orders Summary Report in Print Preview)

Monthly Orders Summary

Order Month/Year Summ ary Inform ation

January 2006

Summary for 'dtmOrdDate’ 1/15/2006 (114 detail records)

Sum $2,255,550.00
Avg $19,785.53
Standard 9.61%
February 2006
Summary for 'dtmOrdDate' = 2/22/2006 (117 detail records)
Sum $2,722,025.00
Avg $23,265.17
Standard 11.60%
March 2006
Summary for 'dtmOrdDate’' = 3/2/2006 (108 detail records)
Sum $2,130,300.00
Avg $19,725.00
Standard 9.08%
April 2006
Summary for 'dtmOrdDate’' = 4/3/2006 (109 detail records)
Sum $1,980,150.00
Avg $18,166.51
Standard 8.44%
May 2006
Summary for 'dtmOrdDate’' = 5/17/2006 (110 detail records)
Sum $2,262,525.00
Avg $20,568.41
Standard 9.64%
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3 Adding a Calculated Control

Reference report: rptEmpByDeptCalculations

d31dVHD

ADDING A CALCULATED CONTROL

Tables can not contain calculated fields. Calculations can be performed in a query
and then added to the report automatically during the report creation process, for
example, with the Report Wizard. However, queries can only calculate at the record
level. In order to calculate groups or entire reports, calculated fields need to be
added in the Report Design.

The tool used to add calculated controls to a report is the Textbox tool located on the
Design Tab of the Report Design view.

Calculations in a report can appear at the record level ( Details section ), the group
level ( Group Header or Footer ), and the report level ( Report Header or Footer ).
Steps:

Y After creating the report, click the Design View  button

B

Text
Inthe Controls Group , selectthe Textbox tool e— Box

Click the Designtab , if necessary

< <<

Place the mouse over the area where the calculated control will be placed (i.e.
Dept Footer section) and click once

\ Note : The Group Footer may have to be activated first using the
Group And Sort Pane (Design Tab)

Y Inthe Unbound part of the control, Right -Click and select Properties

Y Inthe Properties window , click into the  Name property cell and type name
(i.e. txtGrpTotal)
Y Press Enter to movetothe Control Source property
Jes ||Y Clickthe Build button
Y Inthe Expression Builder , Create the expression (see page 19), click OK
Y Press Enter in Control Source property cell MUST DO THIS!! )
Y Inthe Format property cell , Select the preferred format, and press Enter
Y Click onthe Label part of the control
Y Inthe Caption property , type a label for this field (i.e. Group Total)
Y Save and Preview the report in Print Preview

1,‘5 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting



Adding a Calculated Control

ADDING A CALCULATED CONTROL

Controls Group on the Design Tab of Report Design Tools

Report Design Tools

Design Arrange Page Setup

bl | Ag [ B\ 2dE = =k
BEOMEEe = 3% N

Text | Label Button _ ... — g g AT

Box Eg€e a0 &5 2
Controls

Unbound Control Placed on Report

Name Property For Unbound Control In Property Sheet

Property Sheet
Selection type: Text Box

txtDeptTotal E|

[Format | Data | Event | Other| All |
Name txtDeptTotal

Control Source Property For Unbound Control In Property Sheet With Build Button

Formatl Data | Event lOther] All I

d431dVHD

Name txtDeptTotal -

Control Source [ el

Completed Calculated Control In Property Sheet Label Control Properties

Property Sheet X | |Property Sheet

Selection type: Text Box Selection type: Label

txtDeptTotal EI IleeptTotaI E
\Format| Data | Event | Other | A"—‘ \Format | Data | Event | Other | Al
Name txtDeptTotal - Name IbIDeptTotal
Control Source =Sum([curSal]) (] Caption Department Total:
Format Currency i Visible Yes

Decimal Places 2 Width 1.1458"
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Adding a Calculated Control

d31dVHD

ADDING A CALCULATED CONTROL

Report Prior To Adding Calculated Controls (seen in Print Preview)

Employee By Department
-]

Accounting

Last Name First Name Employee ID Hire Date

Bronson Harry HABR 24-Mar-00 $55,000.00
Coleman Kristine KRCO 03-Jan-90 $38,000.00
Fink Marilyn MAFI 06-Sep-03 $64,000.00
Gordon Bruce BRGO 07-Jun-95 $54,000.00
Jenkins Indera INJE 20-Jun-91 $49,000.00
Rivet Stephanie STRI 06-Sep-03 $46,000.00
Rubinstein Lauren LARU 20-Feb-89 $40,000.00
Shaffer Sally SASH 17-Mar-03 $54,000.00

Administration

Last Name First Name Employee ID Hire Date

Chu Daniel DACH 12-Sep-99 $75,000.00
DeSiato Duane DUDE 31-Aug-S4 $35,000.00
Gordon Amy AMGO 20-Feb-89 $33,000.00
Guya Joseph JOGU 01-Aug-94 $49,000.00
Jones Mary MAJO 21-Aug-S5 $39,000.00
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Adding a Calculated Control

ADDING A CALCULATED CONTROL

Calculated Controls Added To Report (seen in Print Preview)

Marketing

d431dVHD

Baranco
Cole
Filosa
Hanley
Kitner
Mager
Miller
Moreno
Mornson
Osborne
Smart
Smith
Smith
Thornton
Zumbo

Hayes
Antonio
Laune
Jen
A=
Stan
Dans
William
Alexandra
Amy
Gayle
George
Mark

Susan

TOBA 17-Jun-58
HACO 05-Mar-5%
AN 20-Apr-03
LAHA 14-Sep-92
JEQ 25-Sep-85
ANMA 03-lan-S5
STML 13-Nov-8%
DAMA 21-Feb-88
WIMO 04-0Oct-85
ALOS 16-Sep-03
AMSM 18-Jan-S0
GASM 31-Aug-54
GESM 03-lan-S0
MATH 20-Apr-03
SUzZu 31-0Oct-89

Department Tota

LAEL 16-Sep-03 $48,000.00

STGO 02-May-S0 $52,000.00
Department Total: $100,000.00
Report Total: $3,0596,000.00

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting

18



Adding a Calculated Control

3

d31dVHD

W ORKING | N THE EXPRESSION BUILDER

The Expression Builder dialog box can help a user create and edit calculated ex-
pressions much like the Insert Function box in Microsoft Excel. Using the expres-
sion builder eliminates having to put all the proper syntax in a calculation manually.
The expression builder can be used in a Access query, form, or report.

The Expression Builder in a report is accessed in the Design View  through the
Properties Sheetbdés Contr ol ,SsmgjtlnecBeildettoo.pen-t—yh>l___| I

Steps:
Y View reportin  Design view
Y Activate and place the ~ Textbox control in the preferred section of the report
Y Right -Click onthe Textbox control and select Properties command
Y Inthe Properties sheet , click into the  Control Source property cell
Y Clickthe Build button > [ ]
Inthe Expression Builder , Ccreate the calculated expression
8 If using a function (i.e. Sum, Average, Count)
8 Inthe far left column , openthe Functions folder
8 Inthe middle column , click <All>
8 Inthe far right column , find and double -click the preferred function
Y Clickonthe <expr> placeholder to select it
Y Replace with fields or other required arguments
Y To select fieldsé
8 Inthe far left column , open the Current Object folder (i.e. report name)
8 Inthe middle column , click <field list>
8 Inthe farright column , find and double -click the preferred fields, click-

ing or typing any required operators (i.e. +) in between each selection
Y Click OK when complete
Y Press Enter in Control Source property cell ( MUST DO THIS!I! )
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Adding a Calculated Control

Open

WORKING | N THE EXPRESSION BUILDER
Expression Builder - fi Bu-lInt Functionsdo Fol der
r »
Expression Builder M
| 'Sum («expr) | [ ok
Cancel
Undo I
l +-/*|&| =><<>| and or Nt Like| ()] Paste | Hep |
[ rptEmployeeByDept . | <All> ~ | StDev -
(#) Tables 5 é’ rays 5 gg’evp
: onversion
(3 Queries =| Database Strs
(# Forms Date/Time = | | StrComp
(¥ Reports | |Domain Aggregate StrConv
(=] Functions Error Halndling String
T . Financia — | |String$ —
g 2 Funch . |General StringFromGUID L4
VReports -Prac ¥ | jnspection StrReverse
< | i | » Math ~ | 5um bl
Sum(expr) J
éz —— — -

Expression Builder

- Example of Calculated Expression

[ Expression Builder

r Sum ( [curSal]

+-/jJ=><<>|md or NotLikel(ﬂ

l Paste I Help |
ferptEmployeeByDept [PENRGE g o » | |curSal -
(3 Tables — | <Field List> —| | dtmHire
: Label12 = || | strAdd
(8] Queries =| |Box16 =|| | strcity
(3 Forms strDept —!| | strDept
£3] Reports — |Line15 strEmpID
(21 Functions strDept_Label StrEN
(3 Buit-In Functions | STLN. Label StrLN
(@ AdvRiborts - Prace strFN_Label strPh
Po strEmpID_Label strSt
i | ¢ ) * dtmHire_Label ~ | |strZip .
Sum(charcode) ‘?
Al
== — — 2

¢ Selectthe <<expr>>
placeholder before
selecting field (see
below)

Double -Click Field To
Place in Upper Region
of Expression Builder
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Adding a Calculated Control

3

Reference report: rptRunningSum

d31dVHD

CREATING A RUNNING SuUM EXPRESSION

A Running Sum is simply a calculation that displays a cumulative total to that point
in the report (i.e. at the end of a group section). This can be very useful when de-
signing a report with multiple levels of grouping.

The running sum is a property assigned to a calculated expression in the Property
Sheet for that control. The running sum can be set to display the cumulative total
for each record, the whole group, or overall to that point in the report.

Steps:
Y Create calculated control in report using Textbox  tool
Y Right -Click on Textbox control and select Properties  command

Y Inthe Properties Sheet |, click the Data tab

Y Clickintothe Running Sum  property cell

Y Set the appropriate optioné
8 No (default) No running sum is calculated
8 Over Group a running sum is calculated for each group independently
8 OverAll a running sum is calculated for all the groups through that

point in the report

Y Press <Enter>  to move to next property cell

Y Save report

Y Preview datain Print Preview, Report View, or Layout View

Property Sheet X
Selection type: Text Box

Text23 B

Format| Data | Event | Other | Au |

Control Source =Sum([curSal]) =
Text Format Plain Text

Running Sum No

Input Mask

Enabled Yes

Smart Tags
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Adding a Calculated Control

d431dVHD

CREATING A RUNNING SuUM EXPRESSION

Running Sum Property On Data Tab

Controls Tools

S0 - B o . F -+ o1+ . .7 | Propery Sheet b4 propertySheet
STZ';Z""W‘ fetBox B Selection type: Text Box
[Format| Dats | Event [ other [ an | Text23 E|
Control Source =5umi[cur3al]} S — _ — —
e e |Format| Data | Event | Other | AN |
Input Mask
e Ouer Groue 4 Control Source =Sum([curSal])
3 Text Format Plain Text
Running Sum Over All |
= Input Mask
=Sl eursat) | | Enabled Yes
' Smart Tags

Employee By Department

Accou nting Last Name First Name Employee ID Hire Date
Bronson Harry HABR 24-Mar-00 $55,000.00
Coleman Kristine KRCO 03-Jan-90 $38,000.00
Fink Marilyn MAFI 06-Sep-03 $64,000.00
Gordon Bruce BRGO 07-Jun-95 $54,000.00
Jenkins Indera INJE 20-Jun-91 $49,000.00
Rivet Stephanie STRI 06-Sep-03 $46,000.00
Rubinstein Lauren LARU 20-Feb-83 $40,000.00
Shaffer Sally SASH 17-Mar-03 $54,000.00

Department Total: $400,000.00

Running Sum: $400,000.00
Administration Last Name First Name Employee ID Hire Date Salary
Chu Daniel DACH 12-Sep-99 $75,000.00
DeSiato Duane DUDE 31-Aug-94 $35,000.00
Gordon Amy AMGO 20-Feb-89 $33,000.00
Guya Joseph JOGU 01-Aug-94 $49,000.00
Jones Mary MAJO 21-Aug-S5 $39,000.00

Department Total: $231,000.00

Running Sum: $631,000.00 «—
e
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4 Modifying Report Properties

Reference report: rptReportProperties

d31dVHD

SETTING REPORT LEVEL PROPERTIES

Properties in a report are c Repbrb mSeztianbl e at t hree |
(i.e. Report Header/Footer, Page Header/Footer, Group, and Detail), and Control
(i.e. Employee Name).

Report level properties allow the user to customize the source of the report as well
as some display oriented properties of that report.

Steps To Customize Report Level Properties:

Y Viewthe reportin  Design View

Y To select the r eporRights-Click in the ttop left sgquare | , of
the Report Section

Y Select Properties

Y Inthe Properties Sheet , click the appropriate tab

Y Customize the appropriate properties

Y Save the report

Y Preview the report in Print Preview, Report View, or Layout View

Some Report Level Property Sheet Tab Purpose

Properties

Record Source Data User can view or change the source table or
query of that report

Caption Format User can customize report title in Title Bar

Page Header Format User can prevent page headers and/or

Page Footer footers from displaying on first or last page
of the report (i.e. Cover Page)

Picture Format User can specify image to use as background
of report. Image should be customized into
a watermark (washout) previously

Picture Pages Format User can specify whether image placed in
picture property displays on every page
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Modifying Report Properties

SETTING REPORT LEVEL PROPERTIES

<' Right - Click For Report Level Properties

R0 R R

1

id ReportView
Fsf Layout View

i

Design View

Print Preview

First 10 Records Preview

K

Build Event...

¢ Sorting and Grouping

% Properties

Format Tab of Properties Sheet

Contains é
Caption

Picture

Picture Size Mode
Page Header
Page Footer

Property Sheet
Selection type: Report

Report

[+]

Format | Data | Event | Other | Al |

d431dVHD

Caption
Default View
Allow Report View

Allow Layout View

rptEmployeeByDept
Report View

Yes

Yes

Picture Whale Washout.jpg
Picture Tiling No

Picture Alignment Center

Picture Type Embedded
Picture Size Mode Stretch Vertical
Width 8"

Auto Center No

Auto Resize Yes

Fit to Page Yes

Border Style Sizable

Scroll Bars Both

Control Box Yes

Close Button Yes

Min Max Buttons Both Enabled
Moveable Yes

Show Page Margins Yes

Grid X 24

Grid Y 24

Layout for Print Yes

Grp Keep Together Per Column
Picture Pages All Pages =
Page Header All Pages

Page Footer All Pages
Orientation Left-to-Right
Palette Source (Default)
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Modifying Report Properties

Reference report: rptReportProperties

d31dVHD

SETTING REPORT LEVEL PROPERTIES

¢ Caption
Report Without Properties Set /

rptReportProperties - Microsoft Access

Employee By Department

Accounting Last Name First Name Employee ID Hire Date Salary
Bronson Harry HABR 24-Mar-00 $55,000.00
Coleman Kristine KRCO 03-Jan-%0 $38,000.00
Fink Marilyn MAFI 06-Sep-03 $64,000.00
Gordon Bruce BRGO 07-Jun-85 $54,000.00
Jenkins Indera INJE 20-Jun-91 $49,000.00
Rivet Stephanie STRI 06-Sep-03 $46,000.00
Rubinstein Lauren LARU 20-Feb-89 $40,000.00
Shaffer Sally SASH 17-Mar-03 $54,000.00

Department Total: $400,000.00

Running Sum: $400,000.00
Administration Last Name First Name Employee ID Hire Date
Chu Daniel DACH 12-Sep-99 $75,000.00
DeSiato Duane DUDE 31-Aug-94 $35,000.00
Gordon Amy AMGO 20-Feb-89 $33,000.00
Guya Joseph JoGU 01-Aug-94 $49,000.00
Jones Mary MAIO 21-Aug-95 $39,000.00

Department Total: $231,000.00

Running Sum: $631,000.00
Last Name First Name Employee ID Hire Date Salary
Carol Michael MICA 08-Oct-00 $85,000.00
Comuntzis Barbara BACO 04-Oct-85 $50,000.00
Gardner Barbara BAGA 31-Oct-89 $89,000.00
Guva Elizabeth ELGU 18-Jan-S0 $125.000.00

25 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley Dash Designs Consulting



Modifying Report Properties

SETTING REPORT LEVEL PROPERTIES

Report With Caption and Picture Properties Set /

Employee Salaries By Department - Microsoft Access

¢ New Caption

d431dVHD

Picture Property using Whale Washout.jpg image

Employee By Department

Last Name

First Name Employee ID Hire Date

Bronson Harry 24-Mar-00
Coleman Kristine KRCO 03-Jan-90
Fink Marilyn MAFI 06-Sep-03
Gordon Bruce BRGO 07-Jun-95
Jenkins Indera INJE 20-Jun-91
Rivet Stephanie STRI 06-Sep-03
Rubinstein Lauren LARU 20-Feb-89
Shaffer Sally 17-Mar-03

$55,000.00
$38,000.00
$64,000.00
$54,000.00
$49,000.00
$46,000.00
$40,000.00
$54,000.00

Department Total:
Running Sum:

ministration Last Name First Name Employee ID Hire Date

12-5ep-99
DeSiato Duane DUDE 31-Aug-94
Gordon Amy AMGO 20-Feb-89
Guya Joseph JOGU 01-Aug-94
Jones Mary MAJO 21-Aug-95

$400,000.00
$400,000.00

$75,000.00
$35,000.00
$33,000.00
$49,000.00
$39,000.00

Department Total:

Running Sum:

$231,000.00
$631,000.00

Last Name First Name Employee ID Hire Date
Caral Michael MICA 08-Oct-00
Comuntzis Barbara BACO 04-Oct-85

Gardner Barbara BAGA 31-Oct-89

$85,000.00
$50,000.00
$89,000.00
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Modifying Report Properties

A

Reference report: rptControlProperties

d31dVHD

SETTING CONTROL LEVEL PROPERTIES

Controls include fields created in the source tables, calculated controls, or images
and text added to that report. Properties at the Control level allow the user to cus-
tomize properties such as the source of the control, the formatting of that control,
running sum properties, and whether an entry in that control can wrap within the
boundary of that control.

Steps:

Y Viewthe reportin  Design View

Y Right -Click on the preferred control, and select Properties

Y Inthe Properties Sheet , click the appropriate tab

Y Customize the appropriate properties

Y Save the report
Y Preview the report in Print Preview, Report View, or Layout View

Some Control Level Property Sheet Tab Purpose

Properties

Name Other User can set the internal name for a
calculated or Unbound control

Control Source Data User can view or change]|that
source

Format Format User can customize how the entry in that
control displays (i.e. Number or Date
formatting)

Running Sum Data User can specify whether that calculated
control displays a group total or a cumulative
total through that group

Can Grow Format User can specify whether that control can
wrap within the boundary of the control
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Modifying Report Properties

SETTING CONTROL LEVEL PROPERTIES

Reports Before & After Setting Can Grow Property
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