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Creating Reports In Microsoft Access  1 
Reference Database: ReportBasics.accdb  

ACCESS  REPORTING  TOOLS  

In databases, you use reports to print or view the data that you are tracking in a 

presentation level format.  In Microsoft Access, there are several methods from 

which to create reports.  A report can be based on tables or queries.  Reports in 

Access canôt specify criteria to filter the records to be presented.  That can only be 

done in a query.  

The report tools reside on the Create tab  

in the Reports group :  

Report  Automatically uses all the fields in the selected table or query.  

This report can be formatted in the Design View.  

Labels  Creates mailing style labels through the Label Wizard tool.  

Uses Avery model label styles from which to design the labels.  

Blank Report  Creates an empty report window from which fields from related 

tables or queries can be manually added to the report window 

to create a custom style to that report.  

Report Wizard  Helps the user create a report through a series of dialog boxes.  

The report can then be further customized in Design View or 

Layout View (see next page).  

Report Design  Similar to the Blank Report tool, this option creates an empty 

report  window from which a custom report can be designed.  

1 
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1 
Creating Reports In Microsoft Access  

V IEWING  AN  ACCESS REPORT  

Reports in Access 2007 can be viewed from four different areas.  Each view allows 

the user to work with or view the data in a different way.  

Print Preview  Just as in other applications, the user can see exactly how the data 

will appear on the printed pages and total pages of that report.  

There will be options for report layout available on the Print Preview 

tab.  

Design View  Allows the user the ability to customize the layout and formatting of 

the fields in a report.  Changes can be seen in Print Preview.  

Report View  New to Access 2007, this view is a quick way to see what data will 

appear in that report from the source table or query.  Report View 

doesnôt allow the user to change the layout or formatting of the 

data.  

Layout View  Also new to Access 2007, this view is a combination of the Design 

View and the Report View.  That is, the user can make changes to 

the layout and formatting of the report at the same time as viewing 

the data.  

Steps:  

Ý In the Navigation Pane , activate the Reports area  

Ý Right - Click on the preferred report  

Ý Select the preferred view (i.e. Design View )  

Ý To change views, select the preferred view in the View 

button list ( Home tab )  



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

C
 H

 A
 P

 T
 E

 R
 

3 

 

1 
Creating Reports In Microsoft Access  

V IEWING  AN  ACCESS REPORT  

Print Preview  

Design Preview  

Reference Report: rptCustomers  
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1 
Creating Reports In Microsoft Access  

Report View  

Layout View  

V IEWING  AN  ACCESS REPORT  
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1 
Creating Reports In Microsoft Access  

USING  THE  REPORT  W IZARD  TO CREATE  A R EPORT  

Reference Query: qryCustomerData  

The Report Wizard guides you through the process of creating and formatting a 

report easily and efficiently.  The Report Wizard is a 6 -step process within which 

you can choose which table or query you want to base the report on as well as 

format options that effect how the data will display.  Data in reports can be 

displayed individually by record or grouped by field .  

Steps:  

Ý Click the Create Tab  

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

Ý In the first Report Wizard Box , select the table or query from the  

Tables/Queries drop -down list from which you want to base the report  

Ý 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  

Ý Select the preferred Viewing options, if preferred (this box will appear when 

the report is based on multiple tables), and click Next button  

Ý Set the preferred Grouping options, if preferred , and click Next button  

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

Ý In the 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  

Ý In the Styles box, select preferred options, and click Next button  

Ý In the last Report Wizard Box, type a name for the report  

Ý Click Finish button  
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1 
Creating Reports In Microsoft Access  

USING  THE  REPORT  W IZARD  TO CREATE  A R EPORT  

In the first 

Report Wizard 

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  
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USING  THE  REPORT  W IZARD  TO CREATE  A R EPORT  

Set the preferred 

Grouping 

options, if 

preferred , and 

click Next button  

After selecting 

fields to group 

records  

1 
Creating Reports In Microsoft Access  
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USING  THE  REPORT  W IZARD  TO CREATE  A R EPORT  

Select Sorting 

and Summary 

options, if 

preferred , and 

click Next button  

In the Layout 

box, select 

preferred 

options, and click 

Next button  

1 
Creating Reports In Microsoft Access  
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USING  THE  REPORT  W IZARD  TO CREATE  A R EPORT  

In the Styles 

box, select 

preferred 

options, and click 

Next button  

In the last Report 

Wizard Box, type 

a name for the 

report  

1 
Creating Reports In Microsoft Access  
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USING  THE  REPORT  W IZARD  TO CREATE  A R EPORT  

Completed Report In Print Preview  

1 
Creating Reports In Microsoft Access  
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Adjusting Control Spacing And Sizing  2 
Reference report: rptCustomerData  

UNDERSTANDING  REPORT  CONTROLS  

Controls are graphic objects in Forms and Reports.  They include fields, text boxes, 

labels, and graphic pictures.  Controls can be moved, sized, and formatted.  There 

are three types of controls:  

Bound Controls  These are elements like the fields that belong to the 

underlying table or query that the form is based on.  Any 

changes to the data in these fields automatically update the 

data in the report.  

Unbound Controls  These include elements such as graphics, lines, text objects 

or other elements that do not belong to the underlying table 

or query.  For example, a title added to the report window.  

Calculated Controls  These include calculated fields added to the report and are 

not part of the underlying table or query.  For example, 

adding a calculation on an inventory report that displays the 

total value of the inventory based on the price and  

quantity -on-hand fields.  

Label  Textbox  

Example of a Bound Control  

Example of UnBound Controls (Image and Label)  

Example of a Calculated Control  

Note :  

Small square ñhandles ò 

represent which side of the 

control is selected and can 

be used to size the control  
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2 
Adjusting Control Spacing And Sizing  

SELECTING  CONTROLS  

You select controls by clicking on them with your mouse.  When you select a 

control, squares will appear around the control.  These squares are called 

ñHandlesò.  There are eight ñhandlesò with one large handle (for moving) on 

the top left of the control selected.  

 

 

By default, Access 2007 selects both the textbox and the label parts of the 

control.  That means, if one side of the control is moved or sized the other is 

as well.  The controls can be separated by selecting the labels  of all the 

controls at the same time and then clicking the Group command followed 

by clicking the Ungroup command on the Arrange tab . 

You can select multiple controls by using your Shift Key or by dragging a ñNetò 

around them with your mouse.  

Selected control on a 

report  Note :  

Heavier border represents 

which side of the control will be 

changed if a format is applied  

Once you select a control you can move or size it.  You move a control by clicking 

over that control, and in the same motion , dragging it to a new location.  You will 

see the mouse shape change to a hand with all its fingers outstretched.  

You can move one side of the control (label or text box) by clicking on the large 

handle on the part of the control (you will see the mouse shape change to a hand 

pointing a finger) and dragging that to a new location.  

You can size a control by clicking on a small handle 

(you will see a double - headed arrow) and dragging to 

make that control larger or smaller.  

MOVING  AND  SIZING  CONTROLS  



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

C
 H

 A
 P

 T
 E

 R
 

13 

 

2 
Adjusting Control Spacing And Sizing  

ACCESS  2007 R EPORT  DESIGN  TOOLS  

Report layout and formatting options are organized on Contextual Tabs (tabs that 

display when working with a specific object).  The Report Design Tools include the 

Design, Arrange, Page Setup, Format, and Print Preview tabs.  

Design  Available in Report Design view.  Contains commands and 

options to add new controls such as text and images, format 

existing controls, and group and sort report controls.  

Arrange  Available in Design and Layout views.  Contains commands and 

options to align and size controls automatically, as well as, change 

the stacking order and grouping controls.  

Page Setup  Available in Design and Layout views.  Contains commands and 

options to set page layout including margins, paper size, and 

orientation.  

Format  Available in Layout view only.  Contains commands and options 

to format text, add page numbers and dates, and images on the 

report.  This can also be done in Design View.  

Print Preview  Available in Print Preview only.  Contains commands and options 

similar to the Page Setup tab.  

Report Design Tools -  Design Tab  
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2 
Adjusting Control Spacing And Sizing  

ACCESS  2007 R EPORT  DESIGN  TOOLS  

Report Design Tools -  Arrange Tab  

Report Design Tools -  Page Setup Tab  

Layout View -  Report Design Tools -  Format Tab  

Print Preview Tab  
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2 
Adjusting Control Spacing And Sizing  

ADJUSTING  REPORT  CONTROLS  AUTOMATICALLY  

Rather than size or align controls on a report individually, this process can be done 

at one time.  Using the Align and Size commands on the Arrange tab selected 

controls can be aligned to each other ( Control Alignment Group ), sized to the 

same width or height ( Size Group ), or spaced evenly ( Position Group ).   

 

   These commands require two or more controls to be selected first.  

Steps To Size Controls Automatically:  

Ý Select the preferred controls  

Use Shift key or drag ñNet ò around controls 

Ý Click the Arrange Tab  

Ý In the Size group , select the required option (i.e. To Widest )  

Report Controls -  Size To Widest Command ðBefore  

Report Controls -  Size To Widest Command ðAfter  

Reference report: rptSizingControls  
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2 
Adjusting Control Spacing And Sizing  

ADJUSTING  REPORT  CONTROLS  AUTOMATICALLY  

Reference report: rptAligningControls  

Steps To Align Controls Automatically:  

Ý Select the preferred controls  

Use Shift key or drag ñNet ò around controls 

Ý Click the Arrange Tab  

Ý In the Control Alignment group , select the required option (i.e. Left )  

Report Controls -  Align Left Command ðBefore  

Report Controls -  Align Left Command ðAfter  
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Using Page Setup And Print Preview  3 
Reference report: rptCustomerDataPreview  

PREVIEWING  A R EPORT  

Viewing the report in the Print Preview window displays an accurate view of how 

the report will print.  The Print Preview Ribbon Tab contains groups such as 

Print , Page Layout , Zoom , and Data  from which setting margins, displaying 

multiple pages, and exporting the report to another program reside.  
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3 
Using Page Setup And Print Preview  

PREVIEWING  A R EPORT  -  PREVENTING  BLANK  PAGES  

A common problem with reporting is that data on that report often exceeds the 

actual page width causing every other page in the report to print blank or with just 

a small amount of data on it.  The reason for this is that the activated grid area in 

Design View has been extended (perhaps inadvertently) or by the Report Wizard 

past the available page size.  

To prevent this, make sure that the active grid width in the Design View 

does not exceed the actual page width when you deduct for the margins .  

For example, in an portrait printed report (8.5 width ) with margins of .25 inches 

left and right, the grid of the Design View can not exceed 8.0 inches wide.   

This can also be corrected in Print Preview using the Margins command button 

or the Landscape Orientation button.  

Example of Active Grid In Design View  

This grid extends too far to the right -  possible corrections:  

§ Controls would have to moved to the left and then grid shortened to the right  

§ Margins can be changed to accommodate grid width  

§ If report is in Portrait Orientation it can be made to be Landscape  
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3 
Reference report: rptCustomerDataPreview  

Using Page Setup And Print Preview  

USING  PAGE  SETUP  COMMANDS  

Access 2007ôs page setup commands, many of which can be found on the Page 

Setup tab (in Design View) or Print Preview tab, allow for the customization of how 

that report will print.  

Steps:  

Ý View the report in Design View or Print Preview  

Ý In Design View , click the Page Setup Tab , select the required option  

Ý In Print Preview , select the required option on the Print Preview Tab  

Page Layout Group on Page Setup Tab and Print Preview Tab  
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3 
Using Page Setup And Print Preview  

USING  PAGE  SETUP  COMMANDS  

Print Options Tab in the Page Setup Box  

Page Tab in the Page Setup Box  
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3 
Reference report: rptColumnarCustomers  

Using Page Setup And Print Preview  

USING  PAGE  SETUP  D IALOG  BOX  TO D ISPLAY  MULTIPLE  COLUMNS  

When you create a columnar style report, Access does not display multiple columns 

by default.  Page Setup options need to be set for the number columns to display 

as well as the width of each column.   

Steps:  

Ý Click the Create Tab  

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

Ý In the first Report Wizard Box , select the table or query from the  

Tables/Queries drop -down list from which you want to base the report  

Ý Move the required fields (from left) to the Selected Fields box (right side) and 

click Next button  

Ý Do not  set any Viewing or Grouping options, just click Next button  

(Note: you will not have the option for columns if you group data)  

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

Ý In the Layout box, select Columnar , and Orientation , and click Next button  

Ý In the Styles box, select preferred options, and click Next button  

Ý In the last Report Wizard Box, type a name for the report  

Ý Click Finish button to complete the report  

Ý In Print Preview , click the Columns button  

Ý In the Page Setup boxé 

Ý Change the Number of Columns box to 2  

Ý Change the Width box (Column Size area) to a width (i.e. 3.75ò ) that would 

allow for the number of columns specified  

Ý Click OK  

Ý Return to Design View , adjust the width of the field controls to the width 

set in the page setup box  

Ý Preview the report  
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3 
Using Page Setup And Print Preview  

USING  PAGE  SETUP  D IALOG  BOX  TO D ISPLAY  MULTIPLE  COLUMNS  

Set this Report Wizard box to Columnar  

Set the Number of Columns to 2  

Set the width of each column  
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USING  PAGE  SETUP  D IALOG  BOX  TO D ISPLAY  MULTIPLE  COLUMNS  

Columnar Report Before Page Setup Adjustments  

3 
Reference report: rptColumnarCustomers  

Using Page Setup And Print Preview  
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USING  PAGE  SETUP  D IALOG  BOX  TO D ISPLAY  MULTIPLE  COLUMNS  

Columnar Report After Page Setup Adjustments  

3 
Using Page Setup And Print Preview  


