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1 Creating Reports In Microsoft Access

Reference Database: ReportBasics.accdb

ACCESS REPORTING TooOLS

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
done in a query.

The report tools reside on the

in the Reports group

canot

specify criteria to filter the
Create tab ‘em| |3 Labels =
[ > {_| Blank Report ==
Report . Report
i_«»{ Report Wizard pesign

Reports

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.

3
Home Create External Data Database Tools Acrobat
e ==l o Fe=] M PivotChart —j fe=| [3 Labels B || = =5
@ & == N 0" ¥ | ;7}.’}\ ! &
oo __| Blank Form G : {_| Blank Report == v —
Table Table SharePoint Table Form  Split Multiple Form Report - Report Query Query Macro
Templates~ Lists~  Design Form Items a_al More Forms ~ pesign L“{ Report Wizard pesign | Wizard Design  ~
Tables Forms Reports Other
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VIEWING 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
doesndét allow the user to change thi
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

\
rptOrderDetailwity =%

the data.
[~ )
4 Home Create External Data Databas
& Cut
53 Copy . -
Steps Views Clipboard a
z, . . . Repor‘ts Wl [R5
Y Inthe Navigation Pane , activate the Reports area T RT—
- . . i rptCustomers EN n
Y Right -Click on the preferred report Fpp—
. . . . . i rptcustomersEyTer g Design View
Y Select the preferred view (i.e. Design View ) B e e -
= rptCustomersinfoly Rename
To change views, select the preferred view in the View | 8 otmpoyeescont  bide in his Group
. &l rptEmployeesMailin Delete
button list ( Hometab ) B otventoy | % o
Bl rptorderDetailBycy =3 Copy
ﬂ rptOrderDetailCale|
i rptorderDetailsByR iz Print..
=] Print Preview
(=]

rptardersGrouped £y ElewPlropertlei
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Creating Reports In Microsoft Access

Reference Report: rptCustomers

d31dVHD

VIEWING AN ACCESS REPORT

& Print Preview
= (B I U] ' Fﬂ Satumay, March 22, 2008
i | == =
“ ===, | 8| thlCustomers s
L CugtomerID Cusomer Ry State/Country Phone Number
1 E’ Report View Y oy
I 1000 Agresi Fahmacer Ak Germany 04435/ 571257
& Print Preview 1001 Angietach Woodkns Park co 8007933038
1002 Aol Bleweris, Inc. LRteton co 3034717533
[—=]
[—=]
Layout View
1003 Arizone Tancems Pacra A2 6235851185
B 1004 Arvon Cycles Tofeio Cxace Te0852-2842
Design View
— 1005 Bercrof Cyese Fals Cwrch VA 703750-1945
1005 Bezx Bkes Carouge Swigerand 41-22-342-3835
1007 Bcyde Oumeter Loz AR ca 6505488052

Design Preview

E][---n---1---u---z---u---a---u---4---|---5---|---s---|---7---|---s
> | ¥ Report Header

|| # Detail
- ||lingCustiD | strCustomer strCity |strst/ct
_J ¥ Page Footer
="Page " & [Page] & " of " & [Pages]
J ¥ Report Footer
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VIEWING AN ACCESS REPORT

d31LdVHD

Report View
e | Saturday, March 22, 2008
@ thiCustomers i
Customer ID  Customer City State/Country Phone Number
1000 Agresti Fahrrader Ahlhorn Germany 04435/ 971257
1001 Angletech Woodland Park Co 800-793-3038
1002 Anvil Bikeworks, Inc. Littleton co 303-471-7533
1003 Arizona Tandems Peoria AZ 623.566.1165
1004 Arvon Cycles Tofield Canada 780-662-2842
1005 Barcroft Cydlse Falls Church VA 703-750-1945
1006 Best Bikes Carouge Switzerland 41-22-342-3635
Layout View
il Saturday, March 22, 2008
2 tblCustomers ity
- e
Customer ID: Customer (City State/Country Phone Number
1000; Agresti Fahrrader SAhIhorn Germany 04435/ 971257
1001? Angletech EWoodland Park co 800-793-3038
1002; Anvil Bikeworks, Inc. ;Litﬁe’ton co 303-471-7533
1003; Arizona Tandems EPeoria AZ 623.566.1165
1004% Arvon Cycles EToﬁeld Canada 780-662-2842
1005; Barcroft Cydse gFaIIs Church VA 703-750-1945
1006; Best Bikes ;Carouge Switzerland 41-22-342-3635
1007; Bicydle Outfitter ;Los Altos CA 650-948-8092
Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 4
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USING THE REPORT WIzARD TO CREATE A R EPORT

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:
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

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



Creating Reports In Microsoft Access

USING THE REPORT WIzARD ToO CREATE A R EPORT

Report Wizard

b —

Tables/Queries

Query: gryCustomerData

Available Fields:

fingcusto___________ |

Which fields do you want on your report?

You can choose from more than one table or query.

E]‘/\

Selected Fields:

Query: gryCustomerData

Available Fields:

[=]

Selected Fields:

strCustomer -
strCity

strSt/Ct

strPh

strTerr
strRepID =
< strierms L4

strCustomer Al
strCity = >
it £3
strPh
strTerr
strRepID o
strTerms 5
(e ] [ew
BeRo e v

Which fields do you want on your report?

You can choose from more than one table or query.
Tables/Queries

Cancel

4
s

| hNext> ][ Finish

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

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

USING THE REPORT WIzARD TO CREATE A R EPORT

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

feport Wizad e ..
Do you want to add any grouping
levels? IngCustID, strCustomer, strCity,

\|strSt/Ct, strPh, strTerr, strRepID,
strTerms, curCredit

:[ngCustID

strCustomer
strCity
strSt/Ct
strPh

strTerr J
|: strRepID Priority

strierms

curCredit 3

[ Cancel H < Back “ Next > ][ Finish

eport Wcard e .
Do you want to add any grouping
levels? 'strRepID
v

1

After selecting
fields to group
records

IngCustID, strCustomer, strCity,
istrSt/Ct, strPh, strTerr, strTerms,

IngCustID \curCredit
strCustomer

strCity

strSt/Ct

strPh : .

strTerr &

‘strTerms Sl

. Priori

curCredit ty
| ®

Groupinggpﬁons...] [ Cancel H < Back ][ Next > ][ Finish
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Creating Reports In Microsoft Access

USING THE REPORT WIZARD ToO CREATE A R EPORT

Report Wizard e —— s —

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. //\

S Select Sorting
o =] and Summary
options, if

e ey K 2 |I E preferred s and

click Next button

T

T

Report Wizard e —— s —

| How would you like to lay out your report?

Orientation
i | I [stzans
a=mm mmmm Emmm S O HOds O Landscape In the LayOUt
() Outline box, select
A preferred

options, and click
Next button

]

T TTm

Adjust the field width so all fields fit on
a page.

Concel || <Back || mext> || emsh

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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USING THE REPORT WIZARD ToO CREATE A R EPORT

R e I 2T

What style would you like?

Report AutoFormats:
Access 2003 -
In the Styles B o 3 —
box, select =4
preferred
options, and click :
Next button Concourse i
Equity E —
Flow T|t|e
Foundry
Median
Metro Label above Detail
Module .
None Control from Detail
Northwind - =5 —}

| cancel || <Bak || Next> || Enish

Sepor W2 T S

What title do you want for your report?
rptCustomerDatal
>4

In the last Report

Wizard Box, type
a name for the L That's all the information the wizard needs to create your

report / report.

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

@ Preview the report.

() Modify the report's design.

= | T e
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USING THE REPORT WIzARD ToO CREATE A R EPORT

Completed Report In Print Preview

rptCustomerData

strReplD Customer er ID Gty State/Count Phone Number Territory dit Limit

GATH
Greenspeed 1063 Femtree Gu Australia +61 3 9758 5541 Australia Net 30 PEEE
Hillbrick Radng Frames 1069 Minto Australia (02) 9820 4011 Australia Net 30 FEEE
I'S Bicycle 1076 Kyoto Japan 81-75-461-0835 Japan F.0.B. EEEE
Kendo Company 1081 Chiba Japan 043-2585-1192 Japan Net 30 PEEE
Logo Trikes 1090 Spearwood Australia +61 8 9418 2757 Australia Net 30 EEEE
Matsuda Bicycle Factory 1094 Tokyo Japan Fax 81-3-3806 6031 Japan Net 30 tEEE
Toei 1159 Kawaguchi Japan 81 48 256 0390 Japan Net 30 tEEE

JOMA
Angletech 1001 Woodland P QO 800-793-3038 U.S. F.O.B. rEEE
Anvil Bikeworks, Inc. 1002 Littleton ae} 303-471-7533 U.Ss. Net 30 IEEE
Arizona Tandems 1003 Peoria AZ 623.566.1165 u.s. CcoD FEEE
Bicyde Sport 1010 Central Aus TX 512-477-3472 u.Ss. COoD FEEE
Bicyde Sport 1009 North Austi TX 512-345-7460 U.S. Net 30 IEEE
Bingham Cyclery 1014 Moab uT 801-583-1940 U.S. Net 30 2z
Bohemian Bicydes 1017 Tucson AZ 520-440-3054 U.S. CoD sEEE
Canyon Bicydes 1028 Salt Lake G UT 801.278.1500 u.s. Net 30 22z
Chile Pepper 1032 Moab uT 801-259-4688 u.s. Net 30 22z
Columbine Cyde Works 1035 Bellevue a 970-356-7617 u.s. Net 30 sEEZ

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 10



2 Adjusting Control Spacing And Sizing

Reference report: rptCustomerData
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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.

Example of a Bound Control

Label &— Textbox 0—1
|

Note :
Smal | s dchandlesed i
represent which side of the
control is selected and can
be used to size the control

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

AfHandl eEhéreare ei ght A h a withlores 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 chee

by clickingthe Ungroup commandonthe Arrangetab . > e,
You can select multiple controls by using your ShiftKey or by dr afdlgitog

around them with your mouse.

Selected control on a / |

report e ader | Note :
\ [l Heavier border represents
= | which side of the control will be
; 1 changed if a format is applied

MOVING AND SIzING CONTROLS

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 Move hand|e
(you willsee a double -headed arrow) and dragging to
make that control larger or smaller. = : LR |
Hame: shame  —Sizing
| ] | |

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 12



2

d31dVHD

Adjusting Control Spacing And Sizing

AccEess 2007 R EPORT DESIGN TooLs

Report layout and formatting options are organized on Contextual Tabs (tabs th
display when working with a specific object). The Report Design Tools include the
Design, Arrange, Page Setup, Format, and Print Preview tabs.

at

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
0a) @O G- )7 rptCustomerData y Microsoft Access Repart Design Tools 'M
[ J V; Home  Create External Data ~ DatabaseTools  Add-lns  Acrobat Dési;rA Arrange Page Setup @ -0
_EJ (&2 Group & Sort ‘J I l_ A(l J ERNNEY 1= e '—Uﬂ A @
Ll 8z BOMEES B == =K
\/Ifw === inme il 2 Logo 31} TEeOv: Label Button B ’g q d il _‘ :5( ~ddFlEe:|\js§mg Prg%p;rtty.

Grouping & Totals Gridlines Controls Tools

13 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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ACCESS 2007 R EPORT DESIGN TOOLS

Report Design Tools - Arrange Tab

—_— — —

@ H9- - Q As rptCustomerData M:crosoftActess 48 ‘ReportDeﬂgnTools! : - iy

(&
\/ f Home  Create External Data Database Tools Add-Ins  Acrobat Design Auangc Page Setup

........ ‘% —]SnaptoGﬂd i3 To Grid T Top PJ_J Li':] i‘f Bl To Fit @rocrid [ﬁm

‘ L) |2 Left  ulli Bottom a]ToTallest |70 Widest

AutoFormat || Tabular Stacked Remove | Control  Control = 17ab Order Bring  Send IQ‘
v | Margins ~ Padding * = 3| Right to Front to Back e £ || = To Shortest [, To Narrowest Bﬁ =
| AutoFormat Control Layout Control Alignment Position Size Show/Hide

Report Design Tools - Page Setup Tab

—— === T —— T

'—;" ———— . e
@ = R C R (Q) ,rptCustomerData -‘Moc.rosofiAccessA a s ‘ReportDesignTools,! . £= J -

\—/ F Home Create External Data Database Tools Add-Ins Acrobat Design Arrange | Page Setup

IE H&‘ L—éj V Sh'owMargins Ei::!

™| Print Data Only

Portrait| Landscape Margins __ Page
v == Columns Setup

Page Layout [

Layout View - Report Design Tools - Format Tab

———————— B
(=]
®: Y- 1Y ] ‘ 5a rptCustomerData M:crosoftAccs& 'Y !Report Layout Tools “ .‘ - J e . 2 =2
F Home  Create External Data ~ DatabaseTools  Add-Ins  Acrobat | Format Arrange Page Setup -0
= T v —_——— gl v
\Verdana v18 v (- % Formatting v [r_uj Z. Total @ = - —
| ithits s '

\ — 1S T Hide Details .
View || i Bl Ui &S = = Conditional | | § o 9 ||/%3 ;% Group Grldhnes Logo AddExisting oo o __
el L v = L e x @ L Filds g

| Views Font Formatting Grouping & Totals Gndlmes Controls AutoFormat

Print Preview Tab

@ [ R [A) Ak 28 A asd zrptgjstomer[)ata-MlcrosoftAccessi s iYT

\-/’ Print Preview | Add-Ins Acrobat

("] Show Margins gﬁ. EEINEE R “'Ii mxm e DWord ;
g oE®E O QDB @ 5 B
Two More | Refresh Excel SharePoint PDF

I Print Data Only

Print Size |Portrait|Landscape Margins 1w Page Close Print
‘ [ v + £ Columns Setup ‘ Pages Pages™ All st orXps GpMore™ || preview
| print | Page Layout G | Zoom | Data | Close Preview

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 14



Adjusting Control Spacing And Sizing

2

Reference report: rptSizingControls
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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 onthe Arrangetab  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.

Repqrt [_)es_ign Tools

Acrobat Design Arrange Page Setup

[ To Grid T Top E—;J B e8eEqual Horizonta 5 Equal Vertical &] To Fit & To Grid

|= Left it Bottom = R I Increase Horizontal oy Increase Vertica ;ETO Tallest || To Widest

= Bring Send S ‘

=l Right to Front to Back < Decrease Horizontal @4 Decrease Vertical || =[] To Shortest ,5‘ To Narrowest
Control Alignment Position Size

Steps To Size Controls Automatically:

Y Select the preferred controls

Use Shiftkey or drNetgd iar ound control s
Y Clickthe Arrange Tab

Y Inthe Size group |, select the required option (i.e. To Widest )

Report Controls - Size To Widest Command & Before

1 1 lil To Widest

Report Controls - Size To Widest Command & After

Z]é&'i’éi‘rﬁi??ifrifflv strierms|::::::| w &%ﬁrﬁédtffffffiiiii'

15 Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting
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Reference report: rptAligningControls

ADJUSTING REPORT CONTROLS AUTOMATICALLY

Steps To Align Controls Automatically:

Y Select the preferred controls
Use Shiftkey or drNetgo iar ound control s
Y Click the Arrange Tab

Y Inthe Control Alignment group , Select the required option (i.e. Left )

.
Report Controls - Align Left Command & Before l,—_-’ Left

Hriredit:

Report Controls - Align Left Command & After

[Phane Mombsee | [eepR s [

¥ P
(G L

Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley - Dash Designs Consulting 16
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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.

T —
\(
= | Print Preview f Add-Ins Acrobat

TN s e EE =

Print Data Only |__p Text File
Print Size |Portrait|Landscape Margins __ Page Zoom One [ Two | More || Refresh | Excel SharePoint PDF = Close Print
Y - = Columns Setup i Page |Pages 'Pages~ & All List orXps Sy More ~ Preview
Print Page Layout \F} Zoom Data Close Preview

rptQustomerData

1080 Ferrem Gu heaia 0L 3ETSE SIAL
1087 Mtz a3 eeent
1008 wyeen GLTIAsL00s
1061 SV L
0% ez Liinuare
1004 Takeys R Bl-3-3800 WL
LS5 avagas Sl

1001 Woadanap SO-TEN
1002 Lesety LTSN
1003 Peca

Page: I 1 b oM X No Filter
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Using Page Setup And Print Preview

PREVIEWING A REPORT - 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.

L 4

Example of Active Grid In Design View

d31LdVHD

"

i@ rptCustomerData =

rﬂi...|...1...|...2...|...3...|...4...|...5...|...3...|...?...|...

<> | ¥ Report Header v

Gradit Limit

I[[

||| # Report Footer

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

8 Controls would have to moved to the left and then grid shortened to the right
8 Margins can be changed to accommodate grid width

8 Ifreport is in Portrait Orientation it can be made to be Landscape

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




Using Page Setup And Print Preview

3

d31dVHD

Reference report: rptCustomerDataPreview

USING PAGE SETUP COMMANDS

Access 20076s page setup commands, many of which
Setup tab (in Design View) or Print Preview tab, allow for the customization of how
that report will print.

Steps:
Y View the reportin  Design View  or Print Preview
Y In Design View ,clickthe Page Setup Tab , select the required option

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

Page Layout Group on Page Setup Tab and Print Preview Tab

I E - 7| Show Margins |-
5 1A A [ N

Print Data Only =M

Size Portrait |Landscape|Margins __ Page
e - == Columns Setup
Page Layout F

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



Using Page Setup And Print Preview

UsING PAGE SETUP COMMANDS

Page Setup

Print Options | page |Co|umns

Margins (inches)
Top: 1
Bottom: 1
Left: -0.75
Right: 0.75

[T]Print Data Only
Split Form

Print Form Only

Print Datasheet Only

P
<

J [ cance

Page Tab inthe Page Setup Box

L 4

d31LdVHD

Print Options Tab in the Page Setup Box
L 4

v

Page Setup (LS
Print Options | Page | Columns
Orientation

Paper

N () Portrait n @ Landscape
A

Size:  [carta 216 x 279 mm

Source: [Selegéo automatica

Printer for rptCustomerData
(@ Default Printer
() Use Specific Printer " Printer...

ok ][ concel
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Using Page Setup And Print Preview

3

Reference report: rptColumnarCustomers

d31dVHD

USING PAGE SETUP DIALOG BOX To DISPLAY 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:
Y Click the Create Tab
Y Click the Report Wizard command (in the Reports group)

Y Inthefirst 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 Do not_setany Viewing or Grouping options, just click  Next button
(Note: you will not have the option for columns if you group data)
Select Sorting and Summary options, if preferred , and click Next button
In the Layout box, select Columnar , and Orientation , andclick Next button

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

< << <

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

—<~

Click Finish button to complete the report

—<~

In Print Preview |, clickthe Columns button " £E Columns

Inthe Page Setup b oxé

< =<

Change the Number of Columns boxto 2

/

Change the Widthbox ( Col umn Si ze area) to a width
allow for the number of columns specified

<

Click OK

Returnto Design View , adjust the width of the field controls to the width
set in the page setup box

Y Preview the report
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Using Page Setup And Print Preview

USING PAGE SETUP DIALOG BOX To DISPLAY MULTIPLE COLUMNS

Set this Report Wizard box to Columnar

Report Wizard —
How would you like to lay out your report? /
Layout Orientation
@ Columnar @) Portrait
~) Tabular (7) Landscape
() Justified
A
e (V] Adjust the field width so all fields fit on
a page.
| cencel || <Back | wext> || Enmsh |
Page Setup (8|
| Print Options | Page | Columns ‘
Grid Settings
Number of Columns: > < T
Row Spacing: 0"
Column Spading: 0.25"
Column Size
Width: |, 75" rd Height: 2 3229
L 4
[C] same as Detail Set the width
Column Layout
- - -
() Down, then Across ZEEE] JHM=EE
@) Across, then Down BB- ‘"~ 38
[ OK ] [ Cancel ]

d31LdVHD

Set the Number of Columns to 2

y i

of each column
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Reference report: rptColumnarCustomers
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USING PAGE SETUP DIALOG Box To DISPLAY MULTIPLE COLUMNS

Columnar Report Before Page Setup Adjustments
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rptColumnsCustomers
Customer |Agresti Fahrrader |
Customer 1D [tooo |
City {ahlhorn |
State/Country [Germany |
Phone Number [04435/ 971257 |
Territory [Europe |
Sales Rep ID [PEDU |
Terms [Net 30 |
Credit Limit [$90,000 |
Customer {Angletech |
Customer ID |1001 |
City [Woodland Park |
State/Country |co |
Phone Number [s00-793-3038 |
Territory u.s. |
Sales Rep ID pomA |
Terms [F.0.B. |
Credit Limit 566,000 |
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USING PAGE SETUP DIALOG Box To DISpPLAY MULTIPLE COLUMNS

Columnar Report After Page Setup Adjustments

rptColumnsCustomers
Customer {Agresti Fahrrader |
Customer ID [tooo |
City [ahlhorn |
State/Country |Germany |
Phone Number [o4435/ 971257 |
Territory [Europe |
Sales Rep ID [PEDU |
Terms [Net 30 |
Credit Limit [§90,000 |
Customer [anvil Bikeworks, Inc. |
Customer ID |1002 I
City [Littleton |
State/Country |co |
Phone Number [303-471-7533 |
Territory u.s. |
Sales Rep ID poma |
Terms [Net 30 |
Credit Limit |$108,000 |

Qustomer

CQustomer ID
Gty
State/Country
Phone Number
Termritory
SalesRep ID
Terms

Credit Limit

Qustomer
CQustomer ID
dty
State/Country
Phone Number
Territory

Sales Rep ID
Terms

Credit Limit

|Angletech

[too1

|Woodland Park

|co

[so0-793-3038

lu.s.

poma

[F.0.B.

[$66,000

|arizona Tandems

[too3

|Peoria

jaz

[623.566.1165

[u.s.

poma

[cop

[$132,000
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