Formatting Reports

In this chapter, we will learn how to format reports. You will find that there are a lot of
similarities between formatting reports and formatting forms but there are a few tools
and tricks that are specific to reports. Let us now look into the concept of report sections
and grouping.

For this, we need to open a report that we created in the last chapter. Here, we will see
how some of this information is displayed on the report.
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Here, we will start with the report section and grouping.
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You can see that there's not a lot to look and here only page header, details section, and

page footer are visible. You can add an additional couple of sections very easily.
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Right click anywhere on that report and you will see Page Header/Footer and Report
Header/Footer. This particular report does not have that Report Header/Footer visible.
Let us select that option and go back to the Report View.
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You can see it just adds a little colored area at the very top of the report. In the Design
View, expand that area by hovering the mouse right at the top of that page header
divider, clicking and dragging down. This will add more area to the report header.
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In the Report View, you will now see more area at the very top of the report as in the
following screenshot.
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The Report Header and Footer controls appear at the top of the first page of that report.
The report footer controls what you see at the very last page at the bottom of the report.
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The Report Header and Footer is different from your Page Header and Page Footer.
Anything that is placed in the Page Header will appear at the top of every page.
Likewise, anything that is placed in the Page Footer will repeat at the bottom of every

page.
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Now you can add additional grouping levels, and to do that, you want to make sure you
have the group sort and total area turned on.

In the Grouping and Totals section of the Design tab, click on the Group and Sort button
which will open Group, Sort, and Total area at the bottom as shown in the following
screenshot.
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You can now add additional groups or grouping on any control that you have in your

report. Let us now click on Add a Group.
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In the above screenshot, you can see the underlying control source for report with the
project name, task title, due date and percent complete. Let us now say we want to
group all of our late tasks by project, so select Project Name from the list.
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Now you will see an additional grouping level ProjectName Header above your details
section. Instead of the project name appearing alongside each individual task that is late,
we can now move this control up to this project name header. You can select it, and then
press Ctrl + X on your keyboard to cut that from that details section and click anywhere
in the background of that project name header, and then press Ctrl + V to paste that
control in that project name header.
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You can now go to the Report View and see the adjustments made to group the things
in the report as in the following screenshot.

AccessDataburse | Databace CALer\ Wiihammvad Waaas\ Docementi AccestDatabiase acodh (Access 2007 - 2006 fe fox o ¥ % Mot mad Wages

Laemal Data Darabase Took Vv
vemn Cpbosd S Seet & Pates Eecsids Pied fest foemalting -
: P Reportt
All Access Objects @ « | epor
[ L
- s -
k=1
D smaunc - <d q o r -
B ansuhoCupiste - Dl - % Rt
- Arece Waves
P arcurmticiet Ceente Chaspeter Pocuan (L
P antmpioyvesdaenn Ceente Stoer Boasd e
P antapicyreces Cath o Kenge How 1o Cut Youe Spending by Caerrisg Cuth
P antmpioyeaitatensed Coeare Osiioe i 35,
P anfuitiamn
» Haee Techascal Rerwwares 6 0
gnirdragrein
F antaecoun The Posca, the Serol, and the Cauddson
rnteCou
P antatencien Eds: Chaptec 20 T v
P antestimtuis Edat Chaptes 16 6/2 0
P amunsgmtern Weoe Crapeac 17 621 [
P emmsunes Edit Chaptes 17 6/28/2083 0t
P anrapeadansasg
Wote Captec 15 6/28730%3 0t
P anfrapanhegien .
<] Prapedts Edst Chaptac 13 7 0%
)
) Wew Ceaptac 19 7 [
< Wate Ceaptes 20 T/12/2083 ot
e . == —= - :
- |
Repant View Mam Lok & X m %




Every single project has its own little level on its own line, and then underneath that
area you will see all of the tasks that are late for the above project. With that changed
now, you can go through and start formatting your report in the Layout View.

If you want to make the project name bigger, then drag the line below and change the
font size to 20 in the Format Tab.
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You can increase the width of the control to cover the entire width of the page.
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To remove the border around the control, click on the Shape Outline in the Format tab
as in the following screenshot.
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Select the Transparent option.
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Let us now go to the Design View as in the following screenshot.
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Adjust the task title to the left of your page as in the following screenshot.
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Let us now bring the data from the Page Header section to the ProjectName header

section using Ctrl+X and Ctrl+V.
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Let us now go back to the Report View. You will now see that the labels appear directly
above the controls that they describe.
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If you notice, you will see that there is no space between the tasks and the next project
name. There should be additional space in between. For that, we need to
add ProjectName Footer.

Now, go to the Design View.

H - 3 AccessDataburie | Databace- CAGers\ Wiy ' { Muhammad Wi
Home Cheate Laemal Data Dunabate Took o
- . H ~ fu— . 0 = o »
,_‘\; K Cotces - LS5 = r2 s 2 L0g0 1 .-;
. abl| Ag [»= ’ ] 3 Twe §3
View | Themes INTreenss  DNOUD. 188 15dr Detais v 5] o It Page Add Lésing Progety b o
v & Son mager  Numbery =5 Dete and Tume Fiebss Peet O B
Thare Cortro Header / Foster ozh -
A J () g - X
All Access l.'h[:’( s “
- | ' 2 ' ] ' . ' s . ‘ . 7 ’ ] ' X ] -
Sz L
AL Hed
m
Queries
= 3
=)
-
@ Page Header
P a 9 T
P armunecupie ProjectName
B ancempietearona ; ,
= =
. DuDate PezceztComzlete
el g
2
D a
P a
=
= .
0 antnetriecs
P q
- Group, SorL and Teesl x
e
,}j = Growp on Projectame ¥ withAontop ¥ . Maw » >
P q 0= add a group <+ Add a son
P aq
)
P_gnPrajectsy
Deign View MNam Lok tH w4 m e

In the Group, Sort and Total area click on the More button next to the project name.

You will now find all the options for how to group and sort by project name as in the
following screenshot.



H - 3 AccessDataburie | Databace- CALGers\ Wi ' Mehammad Wages

Home Creace Daemal Data Durabase Took
- . N . — L Moo — pu— g
'..\:Jl I Colors - o 2 R N\ o = L0go g ,'ls
L ¥ bl Aa (== : = ] 0 Tuse o
View | Thames [Tfents~ 0D 8% 1o Detpds 0N 5] it Page o Add besing Propesty  Tab
- AT Lfon mager  Nembery =5 Dete and Tume Fiebds  Theet Ordm “B
Virm Thame 2t LAl ortron Header / Fooler ozh -~
A R x
All Access Objects @ « | R
. Pt | 4 \ ' 2 ' 2 . . ; s ’ . F ) ’ . TR Y O
Sz |t
€ Eeport Hedotr
T 1ew =
Queries 2

@ Page Header

fe ProjectName

Wy et ol ¥
) 7 -
- L $
& Drtad
TarkTitle DueDate PesceztComplete
€ Faor Foater
. & Fepert Footet
] AT
3
antatePiciec : <
. ,
Geoup, Soet and Totst x
'mmm‘mAmm’.nw:m'.v‘hnm&'.m‘nﬁmwm.-(ﬁnocumbm‘. - %

without 3 focler section ® . 82 5ol keep Drous 10Qeihes on one 20ge . Loas <«

U= add a group £ Add a sort

R R RV LR L LR R LU ULV

Mam Lack 4 2 NS

2
S

Here, we have a property called Without a Footer Section. Let us change that option
by clicking on that little arrow next to the words Without a Footer Section.
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Change it to With a Footer Section.

AccessDutaburie | Databace- CAL 1 ' Mahammad Wages

Create Laemal Data Darabase Took

- . 1 - — 1 E~1P" e 1 -
Al B Cotors - L7 . ez » = Logo 2’| : .3)
— o lab]] Ag [#= v . ! [ Tuse g
View | Themes I pons - TR | 1o Detads A (] = Inant Page Add Lesnng Progenty Tab
v - &fon mager  Nembers =5 Dete and Time Fiekts  Sheet Ordm *B
Ve Thame Grpuging & Joten Lortion Header / foster oth -
A Reporty n
All Access Objects @ « J U Repor
ey i = |4 ' ' 2 ' ) ' . . s ' . . -7 ’ - SR TR
& Bepoet Hed oty
T8 tewet =
Queries .
P o -
P o oe
=2 i € Fage Header
P o _& hejeatume Heades
2 ProjectName
 x=
2 L 3
= & Drtad
; . - TakTidle DuDate  PescentComzlets | [
D |
P |
= & Page Footer [
P Peport Foote
'_‘,) arantePoiect: & Rrort Foote T —
4 goteotioning
o . Group, Sort and 1ot %
D g . Group on Propcame ® with 200 105 * . Ly erlie sibue = . With &0 10355 <, With Slie £hak 10 208, weilh & Beadis seitian * > >
D q Wilh 2 FOcher 3aChon * . do 0l ket QIoud 160FIRer 6N Ofe 280¢ = . Less <
D 4 % add a group <+ Add a sort
P an
D gnovajeciny
Derign View MNam Lok i v S A

As you can see in the above screenshot that the ProjectName Footer section beneath
the Details section is added. This will act as the footer for that project name group.

Let us now go back to the Report View.
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To remove shading or the appearance of background for alternating areas in both the
Details section and in the Project Name area, go to the Design View again.
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Let us change the Details section first by clicking on the detail divider and then open
Properties sheet.

On the Format tab, change the Alternate Back Color to No Color as in the following
screenshot.
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Similarly change the Alternate Back Color to No Color for both ProjectName Header and
ProjectName Footer and go to Report View.
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You can now see how the report looks. To see how your data will print page by page,

let us go to the Print Preview.

Muhammad Wagas

Prnnt Preview

= imi| ST [ r] =3 tandscape Q ] One Page Cas 5B R < |
= . = =il == Columns B0 Two Pages 3 SE L]
Print Size  Margins [ print Data Only | Portrait Zoom Pefresh Excel Text Cloze Print
- - EE. Page Setup = More Pages - File % - Preview
Print Page Size Page Layout Zoom Dats Cloze Presiew ~
- = S seport1 =
All Access Objects & « |
Searcn_ =3
S Yemp2
Queries =
53 Finc cuplicates for thlauthors v re X R ee
= ayauthorage R T e et
= gryAuthorE0ays S — T e
= aysuthorcontantinto === i o
= aryauthorDuplicates
S e s Cash is King: How to Cut Your Spending by Casrying Cash
“5 aryCurrentProjects e P
nane St 3
=5 arwvEmployecAddresses o e oo
= aryEmployeesDats
= avEmployeesExtended The Potion, the Scroll, and the Cauldron
= anFulitiames s
=3 aninProgress
& qrytatecount s >
== = >4
1 aniateProjects s =
=P awylookupField S % D15 e
== anyManagengEditors =3 1 o
3> e
= arNotStartea s
YRS e
S aqrFrojectDashboard =eenr =
= aryProjectinProgress TE =i Co51
< anProsects = =
e E
0 agrProjectsSyauthor =
T =15
B anrojectiBtendes gt
= aryProjectsOnHold o ==
=5 aofrojectsWOTasks 330219 o
= aryProsectTasks
= agryZerctengtnatiddieinitial
= cuean ~ | page 1 > o T rio Fates
Reacy MNum Lok 3 = =1 = - I + 65%

This is how it will look like w

hen you print it.



