ACCESS 2013

Customizing Reports

LESSON OUTLINE

Importing a Report into a Database

Adding a Subreport to a Main Report
Creating a Report from a Subreport
Numbering Iltems in a Report

Creating Calculated Controls on a Subreport
Setting Page Breaks and Customizing Controls
Analyzing Report Performance

Concepts Review

Reinforce Your Skills

Apply Your Skills

Extend Your Skills

Transfer Your Skills

LEARNING OBJECTIVES

After studying this lesson, you will be able to:
m Import a report into a database

m Add a subreport to a main report
m Create a report from a subreport

m Create calculated controls on a subreport

m Set page breaks, customize controls, and analyze

report performance

atabase reports summarize the data

contained in tables or displayed in

query results and enable you to
provide information in a page layout suitable
for printing. Although forms and reports serve
two different purposes within the context of a
relational database, the techniques used to
customize them are similar. By now, you have
most likely created reports using both the
Report Wizard and Design View and have
customized elements of a report. In this
lesson, you will import reports from other
databases and use additional features to
create custom reports.
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CASE STUDY

Billing Customers

The company manager of Winchester Web Design, a small web page design
company, wants you to improve its invoice report for customer billing. After

reviewing invoices from several companies, the company manager has

sketched out a design for the new invoice report layout. Your job is to create a

sample of the new invoice report for company administrators.
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Importing a Report into a Database

Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0901

Access offers a variety of ways to create reports. In addition to using the Report Wizard or
starting from scratch in Design View, you can also import reports from another database.
Because most companies require some type of invoice to send with customer orders, locating a
sample invoice report to import is not difficult.

Sometimes you have the report you want, but during design it may have become corrupted,
either due to inadvertent changes to the report itself or changes to an underlying query. That’s
when backups are invaluable. If a report becomes corrupted, you can restore it by importing
database objects from a backup copy of a database. The record source should already match and
there should be no need to edit properties and field names.

Identifying Report Record Sources

Reports that you import retain two connections to their original database: the source database
table or query name, shown in the Record Source property, and field names, which appear in
report text boxes. As a result, when you import a report from another database, you often must
establish new control sources to the destination database. You can accomplish this by:

B Editing the imported report’s Record Source property to link to a table or query in the
destination database.

B Editing, if necessary, the field names in the imported report’s text boxes to match those
shown in the new record source table or query.

Using Smart Tags

Many times, when Access identifies a conflict between an available data or control source and
the one currently identified in the Record Source control, you will see smart tags attached to the
fields affected. Smart tags indicate actions that may be taken if certain conditions are met or if a
control has a problem. Clicking a smart tag will display a list of possible actions for that control,
such as providing easy access to the correct Control Source property or Report Record Source

property.

Smart tags enable you to
change the source for the

data if appropriate. \
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Import a Report and Edit the Record Source

In this exercise, you will import a report from a backup copy of a database. You will rename the report and
view data from an existing table using the imported report.

1. Open AC09-D01-WinWebDesign from your AC2013 Lesson 09 folder and save it as
AC09-D01-WinWebDesign- [FirstInitialLastName].

Replace the bracketed text with your first initial and last name. For example, if your name is Bethany
Smith, your filename would look like this: AC09-D01-WinWebDesign-BSmith.

2. Choose External Data—Import & Link—>.
The Get External Data dialog box opens.

3. Click Browse, navigate to the AC2013 Lesson 09 folder, and double-click AC09-DO01-
WinWebDesign-Backup.

This database is a backup copy of the WinWebDesign database.

4. Choose Import Tables, Queries, Forms, Reports, Macros, and Modules into the
Current Database and click OK.

Access opens the Import Objects dialog box and displays object names contained in the backup
database.

5. Follow these steps to select the report to import:

@ Click the Reports tab.

| Tables I ueries I Forms | Reparts | Macros | Modules I @ Choose Customer

Invoices.
0]% ~.

Invoice Details Report

Products Repork I\ 0 Click OK.

6. Leave the Save Import Steps checkbox unchecked and click Close in the Get External Data
dialog box.

Rename and View the Report

7. From the Navigation Pane, right-click the imported Customer Invoices report and choose
Rename.

8. Type Customer Invoice Report and tap [Enter].

ACO09.4 Access2013 Lesson 9: Customizing Reports
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9. Right-click Customer Invoice Report and choose Print Preview.
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The empty area below the customer information is where you will insert the subform/subreport that
includes the invoice detail lines.

10. Navigate through the pages.

11. Click to close Print Preview.
Unless directed otherwise, keep Access and any databases or database objects being used open at the end

of each exercise.

Adding a Subreport to a Main Report

Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0902

Subreports display subsets of data in reports and are derived from related FROM THE RIBBON
database tables, similar to subforms on forms. However, a subreport can Arrange—Table—

display table data by using a table, query, form, or another report as its source

Remove Layout to
remove grouping

object. Because forms are frequently created before reports, and they may
already display the desired data from multiple tables, using a subform to
create a subreport streamlines report design and layout.

Adding a Subreport to a Main Report AC09.5
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Creating a subreport from a quick form may present challenges. When you create a quick form
from the Create tab on the Ribbon, Access ties—or groups—all controls in the Detail section as
one object. Because of these ties, if you resize one text box in the Detail section, a// text boxes are
resized. If you want to modify or delete individual controls, you must first remove the ties, or

grouping.
Th lection butt
© sefection button HOME CREATE EXTERNALDATA DATABASETOOLS DESIGN  ARRANGE
selects all tied
subreport controls. Stacked P Bl insert Below [ Select Layout Merge
- y g
B Tabular | #H Insert Left [ Select Column Split Verticall
nsert
Remove Layout————— BB Insert Right B Select Row Split Horizon
\ Table Rows & Columns Merge / Split] The Remove Layout
button removes

N Customer Invoices ',

control ties so you

can edit individual
controls.

Examining Database Objects

Invoices normally display a list of all the items ordered or services performed, in addition to the
customer name and address. There are several tables in the WinWebDesign database that
contain the data required for the complete invoice—the Customers table, the Products table,
and the Invoices and InvoiceDetails tables. Fields from all these tables appear in the Winchester
Web Design Invoices Form—and the detail fields you want to add to the report appear in the
InvoiceDetails subform. So if you use the existing InvoiceDetails subform for the subreport,
creating the invoice report is easier and more efficient.

ACO09.6 Access2013 Lesson 9: Customizing Reports
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Winchester Web Design

Invoices
Invoice Number [ !l| InvDate Ei_,_"EfZOl?“i
Customer D ;rsmithw :] Employee ID IFW :"i
Last Name %Smith —I Emp Last Name IWinchester |
First Mame \William | Emp First Name  |Jay |
Street Address  |879 Fifteenth Ave |
City !rTampa |
State IFL ZIP 5_34912
I,
Telephone [(941) 555-0793 |
Ernail |smithBilly@email.com |
Predilr  ~ Description ~ | Price - |0.ty ~ | Line Total -
The IrjvoiceDetails subform 01HP |v| Home Page, Mav, €SS, Design 5400.00 1 5400.00
cor.1ta|ns the data you want 025p Secondary Page £200.00 6 51,200.00
to include on the Customer 0510 Image, Customn Designed 540.00 11 $440.00 |
Invoice Report. [
* |
Record: W ||of3 P Mo B Ho Filter | [search

Adding a Subreport

The procedures used to add a subreport to a report are basically the same as those used to add a
subform to a form. You can create the subreport using the Report Wizard or add an unbound
subreport control to the report. Then you identify the database object containing the fields you
want to display as a subreport.

Access might warn you that the table, query, or form specified in the report does not exist in this
database. This is more likely to occur with imported objects, but might be due to a typing error.
You can fix this by modifying the Record Source property, importing the missing object, or
correcting the typo.

The form name 'Inveice Details Subform’ is misspelled or refers to a form that doesn't exist.

If the invalic form name is in a macro, an Action Failed dialog box will display the macro name and the

macra’s arguments after you click OK, Open the Macro window, and enter the correct form name.

Was this information helpful?

Error message warns that an object needed to run a report or form might be missing from the database.

To change the Record Source, click the smart tag list arrow and choose Edit the Report’s Record
Source Property.

Adding a Subreport to a Main Report ACO09.7
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Add a Subreport to a Report

In this exercise, you will add a subreport to the Customer Invoice Report. You will use the InvoiceDetails
Subform as the source for the subreport.

1. Display the Customer Invoice Report in Design View.

2. Choose Design—Controls—Subform/Subreport .

3. Click and draw a subreport in the Detail section just below the ZIP label.
Access opens the SubReport Wizard.

If the wizard doesn'’t launch, the Control Wizard was likely toggled off. Choose Design—
Controls and choose Use Control Wizards from the drop-down menu to toggle it back on.

4. Follow these steps to create the subreport control:

CustEmail

Wou can use an exisking form Eo create your subform or subreport, or
create your mwn using tables andfor queries,

@ Choose Use an
Existing
Report or
Form.

wehat data would wou like bo use For wous

ZZororm of subreporty

ine7ables and Queries

Use an existing report or Form

: O Click the

Custorner Invoices Report . .
Invioice Details Report Report / InvmceDetalls
Products Report Feport Subform.
Cuskarmers Form

Employvess Farm

ETnvoiceDetails SubForm
Inwoices Form Farm

@O Click Next.

/

Cancel < Back Pext :=/Finish

5. Click Next to accept the default links, keep the default name InvoiceDetails Subform, and
click Finish.

6. Click the Property Sheet Data tab and ensure that Form.InvoiceDetails Subform is in
the Source Object property box.

ACO09.8 Access2013 Lesson 9: Customizing Reports

Labyrinth Learning http://www.lablearning.com



Lessons from Microsoft Office 2013 FOR EVALUATION ONLY (c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

7. Click the Property Sheet Format tab and enter these property values:

Property Value

Width 5.6”

Height 1.5”

Top 2.9’

Left 5"

Border Color Blue, Accent 5, Darker 50%

8. Select the subform label (InvoiceDetails Subform) and enter these property values:

Property Value

Caption Invoice Details:

Width 1.2”

Height .25

Top 25

Left 5

Font Name Arial Rounded MT Bold
Font Size 10

Fore Color Blue, Accent 5, Darker 50%

9. Click the Report selector button in the top-left corner of the report where the horizontal
and vertical rulers meet to select the report.

10. Type 7. 9" for the Width property.

11. Switch to Print Preview.
Customer Invoice
Inwoica Humbar 42 Imroica Data 1HBMR2013
L=t Nama Abrama Cuatom ar D Abramsa.d
Firat Hama John Customar Phona 1241) BEE 2202
Gtraat Addraza 1210 W et Piar Way Email JP Abramaiiamail.com
Gity Palm atto
Stata FL
ZIP a4e20

Inwoic aDataila:

Pros I Description Price aty Line Total
[1HFP Home Page, Mav, €55, Design 400,00 1 S 400,00
DEP secomdary Page S 200,00 5 S, 00D 00
e — o =y
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12. Click the navigation buttons at the bottom of the window to display several report invoices.

13. Click

14. Save =/ the Customer Invoice Report.

Creating a Report from a Subreport

Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0903

Using a subform as the record source for a subreport is convenient because the subform already
includes all needed data. However, when a subreport uses a form as the record source, any
changes made to the subreport layout are reflected in the source form. If you don’t want the
source form to be changed, you can save the subreport as a separate report in the database,
change the main report’s Record Source property to the new report object, and then edit the
subreport.

Access allows you to save an existing form as a new form, and an existing report as a new report.
When a subform is used as the record source for a subreport, you can open the subreport in a
separate window and save it as a separate report.

QUICK REFERENCE SAVING A SUBREPORT AS A REPORT

Task Procedure

Open a subreport in = Right-click the subreport on the report in Design View.

a separate window m Choose Subreport in New Window.

Save a subreport as = Open the subreport in a new window.

dinevArepoKl = Choose File—Save Object As.

Type the name of the new report, select Report from the Save Object As list, and
click OK.

ACO09.10 Access2013 Lesson 9: Customizing Reports
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Create a New Report Using a Subreport

In this exercise, you will create and save a new report based on the subreport from the Customer Invoice
Report and then edit the source object property in the Winchester Web Design Customer Invoice report to
display the new report.

1. Display the Customer Invoice Report in Design View.

2. Right-click the subreport control and choose Subreport in New Window.

- o Size »

Position 3

# Page Header
 Detail

7<  Delete
=X

Subreport in Mew Windaow »
—1

............................................................. . REFICII‘t Proper‘tles

If you don't see the Subreport in New Window command, click an area of the main report and then
right-click the subreport control again, or choose Design—Tools—Subreport in New Window.

\v

Access opens the the InvoiceDetails Subform in a separate window.
3. Choose File—Save As—Save Object As—>.

4. Follow these steps to save the form as a report:

@ Typc WWD Customer Invoices
Subreport.

Save 'InvoiceDetails Subform' ko

|WWD Custamer Invaices Subrepart | 7@ Choose Report from the menu.
As

@ Click OK.

5. Close the InvoiceDetails Subform; display the WWD Customer Invoices Subreport in
Design View.

Creating a Report from a Subreport AC09.11
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10.

11.

12.
13.
14.
15.
16.

17.
18.
19.

. Click the All tab on the Property Sheet and type Customer Invoices Subreport as

the caption.

. Choose Design—Header/Footer—Title.

Access places a title and empty placeholder controls in the Report Header.

. Type Winchester Web Design Invoice Details in the Title control and tap [Enter].

. For the new Title control, enter these property values:

Property Value
Width 3”
Height .25”
Left 1”

Top 0”
Font Name Avrial
Font Size 12
Text Align Center

Delete any empty placeholder controls in the Report Header section that were automatically
inserted with the title, such as placeholders for a logo or date.

# Report Heacder

# Detail

Click the Report Header section bar in the subreport and type . 3” for the Height.

Because the empty placeholders inserted with the Title control extend the width of the report, you will
now reset the width of the subreport back to 5.6”

Click the Report selector button and type 5. 6” for the Width property.
Save and close the WWD Customer Invoices Subreport.
Return to the Customer Invoice Report in Design View.
Display the Property Sheet and then display the Data tab.

Select the subreport, click in the Source Object property line, and choose
Report. WWD Customer Invoices Subreport from the drop-down menu.

Click the Detail section bar in the subreport.
Choose Blue, Accent 5, Lighter 80% for the Back Color property.
Choose Blue Accent 5, Lighter 60% for the Alternate Back Color.

AC09.12 Access2013 Lesson 9: Customizing Reports
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20. Switch to Print Preview and review the report and subreport.

A=ty

ZIP 34620

Invoice Details:

e e e P

Winchester Web Design Invoice Detalls

|Home Page, Nav, CSS, Design

ProdiD 01HP
Description
Price | 5400.00

Qty

Line Total

S400.00

Secondary Page

The new subreport will appear on the main report. Notice that because the subreport is not in
Datasheet View, it appears differently on the page and takes up far more vertical space.

21. Navigate through the report.

Because the new subreport is much longer than the subform, it throws off the page alignment. To fix
this, you can set the source of the subform/subreport back to the InvoiceDetails Subform.

22. Close Print Preview; then save and close the Customer Invoice Report.

Numbering ltems in a Report

Video Library: http:/labyrinthelab.com/videos Video Number: AC13-V0904

As the number of records in a table grows, the length and number of records in a report or
subreport also grows. You can number the records in a report to help track items listed. If a
report is grouped, you can set the count to restart numbering at the beginning of each group.

Setting Properties to Number ltems

By adding a text box to the Detail section and setting its Control Source property to =1, you can
automatically number items in a report. In addition, you can set the Running Sum property to
identify the portion of a report for which you want to count items. For example, suppose you

Numbering ltems in a Report AC09.13
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have an invoice report that groups services by invoice number. You can set the Running Sum
property to count the items in each group and then start counting again with the next group.

(
‘mllm.ilnh:r
HEB DEGHSH

RN

Inv# EmpID InvDate
Items are numbered JPW 3MB72012
sequentially within
each report group.

-
[*3) [ =

2 MJW 47212012

Numbering Subreports Separately

Access does not permit numbering items in a subreport control on a main report. However,
because you saved the subreport as a separate report, you can add the numbering controls
directly to the subreport by opening it in a separate window. Any edits you make when it is open
as a separate item are reflected in the main report the next time you open it.

QUICK REFERENCE NUMBERING REPORT ITEMS

Task Procedure
Add a text box u Display the report or subreport in Design View.
control to number = Choose Design—Controls—Text Box [abl].

report items
u Click the position in the Detail section on the report or subreport to place the text

box control.

= On the Property Sheet Data tab, set the Control Source to =1 and the Running
Sum to Over Group.

ACO09.14 Access2013 Lesson 9: Customizing Reports
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Number Items in a Report and Subreport

In this exercise, you will reposition controls in the Page Header of the WWD Customer Invoices Subreport
and then add a text box control to count the number of line items.

1. Display the WWD Customer Invoices Subreport in Design View.

2. If the subreport does not show the Page Header and Page Footer section bars, right-click the
Detail section bar and choose Page Header/Footer.

. Click the Page Header section bar and change the Height to . 3” on the Property Sheet.
. Select the ProdID label in the Detail section and use +[X] to cut the control.

. Click in the Page Header section and use +[V] to paste the label.

With the ProdID label still selected, type. 5” for the Width and . 5” for the Left property.

N o v s~ w

Add the following labels to the Page Header section; use the Width and Left property
values shown.

Label Width Property Left Property
Description 2’ 1.25”
Price .75” 3.5”
Qty 3 45"
LineTotal .75” 5"
L T A B S SRR S U SRCENLU B

& Page Header

Move and Resize Report Text Box Controls

8. Set these property values for the text boxes in the Detail section.

Text Box Control Width Top Left
ProdID 158 1”7 158
ProdDescription 2’ 1”7 1.25”
Price 75" 1”7 B35
Qty .3” 17 4.5”
LineTotal .75” 1”7 5”

9. Click the Detail section bar and type . 5” for the Height.

10. Click the Selection Type menu button at the top of the Property Sheet and choose Report.
11. Type 6" for the Width property.

Numbering ltems in a Report AC09.15
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12. Switch to Report View.

Winchester Web Design Invoice Details
FrodID Description Price Qty Line Total
01HP Home Page, Mav, C55, Design 5400.00 1 400,00
01HP Home Page, Nav, C55, Design 5400.00 1 SSIUU.UUJ
01HP Home Page, Mav, C55, Design 5400.00 1 SJUU.UH

There is room for a small field to the left of the Product ID field.
Add and Format a Text Box
13. Switch to Design View and choose Design—Controls—Text Box .

14. Follow these steps to add the text box control to the Detail section:

@ Click to the left of the ProdID text T I T A
box. The associated label appears # Report Header
behind the Unbound text box # Page Header
control. :

@ Click the associated label ;
control and tap [Delete]. —— | .

& Report Footer

15. Click the new text box control and set these property values:

Property Value

Name txtCount
Width .3’
Top 17
Left 1”7

AC09.16 Access2013 Lesson 9: Customizing Reports
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Set Control Properties to Sum

16. Follow these steps to set the data properties for the control:

(c) 2014 Labyrinth Learning - Not for Sale or Classroom Use

|_— 0@ Type =1 in the Control

Source property.

@ Sct the Running Sum
property to Over Group.

e e O Click the Data tab.
Property Sheet X
Selection type: Text Box
tetCount W
Format, Dafa | Event | Other | AN
Control Source =1
Text Format Plain Text
Running Sum Over Graup -
Input Mask
Enabled Ves

17. Switch to Report View and scroll to the end of the report.

122) D6HR Hourly Rate for Modifications
123 06HR Hourly Rate for Modifications
124) D6HR Hourly Rate for Modifications -

e

" e M b T

580,00 3|

5240.00
$80.00 3 $240.00
E 580,00 2 $160.00

Access counts each line item in the report—from 1 to 124.

18. Save and close the WWD Customer Invoices Subreport.

19. Display the Customer Invoice Report in Design View.

20. Choose the InvoiceDetails Subform from the Selection Type list at the top of the

Property Sheet.
21. Type 6” for the Width property.

22. Switch to Print Preview and navigate through the report. Then display page 2.

Customer Invoice

Inwaic aMumbar 43

Imecica Data
L=t Mama Abramz Cistomar 1D
Firat Mama John Cuztomar Phona
Straat Addraza 1210Waat Piar Way Em ail
City Palm atto
Gtata FL
ZIP 24820

Inwoic aDataila:

1B 2012

Abramsz.

{941) BEE£002
JPAbramai®e mail.c om

Winchester Web Design nwice Details

1f O1HP Home Fage, Mav, C55, Design 40000 1 500 00

Z 0BP Secondary Page 20000 5 51,000 00
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23. Close Print Preview.

24. Save and close the Customer Invoice Report.

Creating Calculated Controls on a

Subreport

Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0905

Reports summarize data contained in tables and queries to present useful, organized
information. This typically means that calculated fields must be added to a report for subtotals,
grand totals, and averages.

Positioning Calculated Controls

Calculated controls are built on reports by using the Control Source property of an unbound text
box control to which you add the formula for the calculation. The placement of the calculated
control determines how Access performs the calculation.

F Detail / Calculated control in a Detail section
T - ] - : ] erforms a calculation for each detail line.
| Prlce”Qty ”=[Pnce]"[t§1ly] /l P

* InvMum Footer

Calculated control in a Group Footer
calculates the total for the group.

FT— Calculated control in a Page Footer
calculates the total for the page.

Calculated control in a Report Footer
calculates the total for the entire report.

EVELOP
Create a Calculated Control

In this exercise, you will add a calculated control to the Report Footer section of the WWD Customer
Invoices Subreport.

1. Display the WWD Customer Invoices Subreport in Design View.
2. Click the Report Footer section bar and type . 3” for the Height property.

3. Choose Design—Controls—Text Box and draw a text box in the Report Footer section
of the subreport under the Line Total text box.

4. Type CustomerTotal for the Name property.

5. Type =Sum ( [Price] * [Qty] ) for the Control Source property.

ACO09.18 Access2013 Lesson 9: Customizing Reports
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6. Enter the property values shown to format the CustomerTotal calculated field:

x

Property Sheet .

Selection type: Text Box

CustomerTotal w
Format| Data | Event | Other | All
Mame CustomerTotal -~
Control Source =Sumi[Price] " [Chy]i |
Format Currency
Decimal Places Auto
Wisible Ves
Text Format Plain Text
AT PR TT] Datasheet Caption
=sumi [Price]®] 5 Width e
ZZZZZ|ZZZZZZZZZZZZZZZZZZZ HEIght 0.25 |
Top 0"
Left 4.75"
Back Style Harmal

7. Select the associated label for the CustomerTotal text box and enter these property values:

Property Value
Caption Invoice Total
Width 1.2”

Height .25”

Top 0”

Left 3”

Fore Color Text 1

8. Save and close the WWD Customer Invoices Subreport.

9. Display the Customer Invoice Report in Print Preview and navigate through the report.
Then display page 2.

Customer Invoice

InwoicaMumbar 4E Imicica Data 13122012

Laat Nama Abrama Cuwtomar 1D Abrama.l

FiratHama John Customar Phona 241) BEE-2E02
Gtraat Addraas 1210'%W et Piar Way Email JPAbramaf@amail.com
City Palm atto

Gtata FL

ZIP adea0

Inyoic aDataila:

‘Wincheser Web Design | nvoice Details

1 O3EL Elog, Integmted into Site 30000 1 £ 300 0

Ivvoice Total

10. Save the Customer Invoice Report.
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Growing a Subreport
Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0906

When the number of records or amount of data displayed in a subreport varies, you can set the
Can Grow property setting to allow the subreport space to expand so more data displays
vertically. You can also change the orientation of the print layout to allow more horizontal space

on each report page.

QUICK REFERENCE SETTING MARGINS, ORIENTATION, AND CAN GROW/CAN SHRINK PROPERTIES

Task Procedure

Set report margins [
|

Set orientation u

Set Can Grow n

property .

Set Can Shrink ]
property .

From Design/Layout View: Choose Page Layout—Page Size—Margins.
From Print Preview: Choose Print Preview—Page Size—Margins.

From Design/Layout View: Choose Page Layout—Page Layout and then choose
Portrait or Landscape.

From Print Preview: Choose Print Preview—Page Layout and then choose Portrait
or Landscape.

Click the subreport control.

Display the Property Sheet, if necessary, and click the Format tab.
Set the Can Grow property to Yes.

Click the subreport control.

Display the Property Sheet and click the Format tab.

Set the Can Shrink property to Yes.

 SKILLS AC

Set the Report Layout and Grow/Shrink Properties

In this exercise, you will adjust the margins of the Customer Invoice Report and set the Can Grow and Can

Shrink properties to adjust

the size of the subreport to fit the contents, which may vary in size.

1. Display the Customer Invoice Report in Design View.

2. Choose Page Setup—Page Size—Margins and choose Narrow.

3. Select the InvoiceDetails Subreport and click the Format tab on the Property Sheet to
set the following properties:

m Set the Can Grow property to Yes, if necessary.

m Set the Can Shrink property to Yes.

4. Save the Customer Invoice Report.

5. Switch to Print Preview and navigate through the report.

The subreport grows and shrinks to best fit the contents.
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6. Display page 2.

Customer Invoice

InvoicaMumbar AR Invoina Data 13132013

L=at Mama Abrama Cimtomar 1D Abramzl

Firat Nama John Cuztomar Phona 941) BEE 2202

Straat Addraza 1290 Wt Piar Way Email JPAbramai@amail.com
City Palm atto

Stata FL

ZIp 24B20

Invoic abataila:

Winchester Weh Design Invoice Details
036L [Blog. intezrmted into site | | 530000 | [ 530000 |
Invoie Totl
e i ». i

7. Close Print Preview.

Setting Page Breaks and Customizing

Controls

Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0907

As you view the Winchester Web Design Customer Invoice Report in Report View, you may
notice that the number of invoice records displayed on each screen varies depending on the
number of items ordered. To ensure that each customer invoice starts on a new page, you can
add a page break control. By default, when you view a report in Print Preview, data for each
customer/record automatically appear on a separate page; however, multiple records appear on
the same page when the report is displayed in Report View.

To add a title or general company information to an invoice, place title controls in the Page
Header section rather than the Report Header, which only prints on the first page.

Positioning the Page Break Control

To ensure that each invoice record prints on a separate sheet of paper, you can set page breaks.
When you set page breaks, add the break at the end of the Detail section so Access knows to
start a new page before printing the next page header.

QUICK REFERENCE ADDING PAGE BREAK CONTROLS

Task Procedure
Add a page break u Drag the Page Footer section bar down to provide space at the bottom of the
control Detail section.

u Click the bottom of the Detail section where you want the break.
m Choose Design—Controls—Insert Page Break .
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Add Logo, Title, Date, and Page Break Controls

In this exercise, you will modify the Winchester Web Design Customer Invoice Report. You will add a title,
insert the company logo and current date, and set page breaks to print each invoice on a separate page.

1. Display the Customer Invoice Report in Design View.
2. Select the Customer Invoice title control in the Page Header section.

3. Follow these steps to edit the title:

I T R R B R TR R
@ Click the title control to # Page Header

position the insertion point “'Winchester Web DESig n
just before the existing text. —1_

@ Typc Winchester Web Design in
front of Customer and press [Shift]+[Enter].

4. Tap ; type 4 for the Width and 2” for the Left property.
Add a Logo to the Page Header

5. Click the Page Header section bar, choose Design%Controls—>, navigate to the
AC2013 Lesson 09 folder, and choose WWD-Logo.bmp.

If you choose Design—>Header/Footer—Logo instead, Access inserts the image in the Report Header
section and placeholders for title, date, and time controls. The empty placeholders are normally deleted.

6. Draw the logo on the far left side of the Page Header section.

7. Type . 9" for the Width and Height properties. Type . 05” for the Top property and .2”
for the Left property.

Add a Date Control to the Report

8. Choose Design—)Header/Footer—)M and choose the MM/DD/YYYY Date
format; do not include the time.

Access places the new date control in the Report Header section.
9. Select the date control and press [CtrT]+[X] to cut the control from the Report Header.

10. Click the Page Header section bar and press [Ctrl]+[V] to paste the control into the Page
Header.
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11. Enter these property values for the Date control:

m 27 for the wWidth property  m .75” for the Top property
m .2~ for the Height property m 3~ for the Left property

12. Choose Center for the Text Align property.

13. Right-click the Report Header section bar and choose Report Header/Footer .Click
Yes to delete all controls in the section.

14. Switch to Print Preview.

e Winchester Web Design
Y 1%, Customer Invoice
et 3/26/2013
Invoice Number 42 Invoice Date 1216 f2013
o LA g - e S g il = - gl g il il el gl = il

If every other page is blank, the report might be too wide or there might be a control placed beyond
the margin. Remedy this by shortening or moving the errant control to the left and dragging the right
edge of the report to the left.

Add a Page Break Control
15. Switch to Design View and scroll down to the bottom of the Detail section.

16. Follow these steps to position a page break:

ﬂThemes' [£= Group & Sort IT IE Fﬂ@LDgD DD
a2 b=

Caolors = z Totals D Title
n e Contrals |nsert Page Add Existing
[A]Fonts~ (3 Hide Details = lmages Numbers 50 Date and Time Fields
Themes Grouping & Totals % D r
-x'r.xx
ﬁ Customer nvoice Report AG -
[x\fz] L -—ﬂ__l i . = @ Choose Design—
I_w - I B 35 Controls—Insert
[ Insert Page Break Page Break.

| Start the next page at the current
(( position when the form is printed. TN

@ Place the Page Break in the Detail section just above the Page Footer
section bar.

17. Switch to Print Preview and page through the report.

There are times when adding a page break to a report may cause an extra page to print for each
record. So if the page break isn't needed, do not add it.

18. Save and close the Customer Invoice Report.
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Analyzing Report Performance

Video Library: http://labyrinthelab.com/videos Video Number: AC13-V0908

Access tracks each database object and identifies how tables, queries, forms, and reports are
related. Any changes you make by importing a report, editing the report structure, creating a
subreport based on a form, and then saving the form as a report may have an impact on the
performance of the database.

What the Performance Analyzer Analyzes

To ensure that all objects in a database work together in an efficient manner, you can run the
Performance Analyzer. The Performance Analyzer:

Analyzes database performance by reviewing each database object, identifying potential
errors, and recommending modifications to maintain optimum efficiency in the database.

Compares relationships between database tables and identifies data redundancy.

Identifies items such as mismatched field definitions and displays a list of these instances so
that you can consider modifications.

Locates errors that could result in inaccurate data analysis and any disconnects between
forms/subforms and reports/subreports.

Identifies fields and property settings that can slow down the running of queries and the
generation of reports.

Analysis Results:

9 Table 'Customers" Change data type of field 'CustZIP from "Short Test' to 'Long Integer’
9 Table 'Customers" Change data type of field 'CustPhone' from "Short Tesd! to 'Double!
9 Form 'Inwoices Form® Use fevwver controls

Optimize

Deselect All
Close

Key: “ion P Suggestion @ Idea +f Fixed ‘

—Analysis Mokes;

This optimization will benefit the Form "Custormers Form' and potentially other objects in your
database.

Using appropriate data types can improve performance when vou query and access data. To
assign appropriate daka types, open the table in Design view and change the data bvpe of
the Figld to the data type the wizard suggests above. Caution: Changing a data bype wil
erase existing data that doesn't match the new data type and will limit the kind of information
wou can skare in the Field,

A sample Performance Analyzer report.

You can use the Performance Analyzer to analyze all objects in a database or selected objects.
You can also instruct the analyzer to make corrections for you.
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Analyze Report Performance

In this exercise, you will run the Performance Analyzer to analyze report performance in the Winchester

Web Design database.
1. Choose Database Tools— Analyze—/5 Analyze Performance] to start the Performance
Analyzer.
2. Follow these steps to run the Performance Analyzer on all database reports:
EXTERNAL DATA | DATABASE TOOLS
=] & Database Documenter il
=5 B = v m E
@ 1™ Analyze Performance
Relationships Object = Access SharePoint | Add-
Dependencies /8 Analyze Table Database ins -
Relationships Analyze

s’?,; Modules

Current Database

Move Data Add-Ins

@ Click the Reports tab.

ﬂ., all Object =

Tables I Qeties | Forris |

12r In

¥ B Invoice Detailz Report
¥ B InvoiceDetsilz Subreport
¥ B Products Report

@ Click OK.

B Reports

I Macros

Ik
' Cancel

@ Click Select All to
mark every checkbox.

Access runs the Performance Analyzer and displays analysis results.
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Analysis Results:

— - Qpkimize:
@ Takle 'Customers"; Change data type of figld 'CustZIP' from "Short Test' to 'Long Integer’

(E' Takle 'Customers", Change data type of fisld '"CustPhone' from "Shott Tesxd' to 'Double’

Deselect All
Close

key: I Recommendation @ Suggestion @ Idea 4 Fixed |

—analysis Mokes:

This optimization will benefit the Report 'Invoice Details Report’ and potentially other objects
in wour database.

Using appropriate daka bypes can improve performance when wou query and access data. To
assign appropriate data bypes, open the table in Design view and change the data kype of
the field to the data bype the wizard suggests above, Caution: Changing a data type will
erase existing data that doesn't match the new daka type and will limit the kind of infarmation
wou can stare in the Field,

The analysis notes about each idea that appear in the bottom part of the Performance Analyzer dialog
box indicate that the optimization will benefit the Invoice Details Report and potentially other objects
in your database.

3. Close the Performance Analyzer dialog box and close the database. Exit Access.

Concepts Review

To check your knowledge of the key concepts introduced in this lesson, complete the Concepts
Review quiz by choosing the appropriate access option below.

If you are... Then access the quiz by...
Using the Labyrinth Video Library Going to http://labyrinthelab.com/videos
Using eLab Logging in, choosing Content, and navigating to the

Concepts Review quiz for this lesson
Not using the Labyrinth Video Library or eLab Going to the student resource center for this book
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Reinforce Your Skills

Work with Reports and Subreports

Kids for Change needs a report that breaks down donors and their donations by month. In this exercise,
you will import a report that includes space for a subreport that contains donor detail information. You
will save the subreport as a new report and then add a report control that numbers the activities that have
available volunteers.

Import a Report

1.

. Choose External Data—Import & Link—>.

Start Access. Open AC09-R01-K4C from your AC2013 Lesson 09 folder and save it as
AC09-R01-K4C- [FirstInitialLastName].

o

The Get External Data dialog box opens.

. Click Browse, navigate to the AC2013 Lesson 09 folder, and double-click AC09-R01-

K4C-Backup.
This database is a backup copy of the K4C database.

. Choose the Import Tables, Queries, Forms, Reports, Macros, and Modules into the

Current Database option, and click OK.
Access displays object names contained in the backup database.

. Click the Reports tab and choose Monthly Donations Report.
. Click OK and click Close in the Get External Data dialog box.

. Display the newly-imported Monthly Donations Report in Design View.

The Detail section contains no controls. This is where you will insert the subreport.

Add a Subreport

8.
9.

10.

11.

Choose Design—Controls— Subform/Subreport D

Draw a subreport control in the Detail section of the newly-imported Monthly Donations
Report.

The SubReport Wizard starts.

Choose DonorDetail Subform from the Use an Existing Report or Form list and click
Next.

Scroll through the list and choose Show DonorDetail Query for each record in Donations
Query using DonationDate.

Showe DonorDetail Query For each record in Donstions Query usin 4
Shiow Dinp e e e Ee s sans T ey Usin
Showe DonorDetail Query For each record in Donations Query usin

 Showe DonorDetail Query For each record in Donations Query usin
— T s, e o —

The Show items are too long to display completely in the list, but the highlighted one is shown in the
box below the list.
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12.
13.

14.

15.
16.

Click Next, keep the default name, and click Finish.

Click the DonorDetail Subform label and tap [Delete].

If you don't see the subform label, it might be hidden behind the subform. If necessary, click the
Selection Type menu button at the top of the Property Sheet, choose DonorDetail Subform label, and

tap [Deete].

Click the subreport control and enter these properties on the Property Sheet:

Property Value
Width 6.5”

Height .5”

Top 0’

Left 5"

Border Style Transparent

Click the Detail section bar and type . 5” for the Height.

Save the Monthly Donations Report and switch to Print Preview.
The report with subreport should include each detail line in subform layout.

Create a Report from a Subreport

17.
18.

19.
20.

21.

22,
23.

Switch to Design View.

Right-click the left side of the subreport control and choose Subreport in New Window.

Access opens the subreport (in this case, the DonorDetail Subform) in a separate window. If you don’t
see the Subreport in New Window choice on the shortcut menu, click an area of the main report then
right-click the subreport control again.

Choose File—Save As—Save Object As—>.

Type K4C Donors Subreport in the Save...To box and choose Report from the As
menu.

Save 'Donors Form' bo:

K4C Donars Subreport

As

Click OK and close the K4C Donors Subreport.

The DonorDetail Subform is saved as a separate report so that any changes made to it are not reflected
in the original DonorDetail Subform.

Display the Monthly Donations Report in Design View.
Display the Property Sheet and then display the Data tab.
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24. Select the subreport, click in the Source Object property line, and choose
Report.K4C Donors Subreport from the drop-down menu.

25. Save and close the Monthly Donations Report.
Number Report Items
26. Display the Volunteers Report in Design View.

27. Choose Design—Controls—Text Box and draw a new text box in the Detail section
to the left of the ActID text box.

# Page Header

bivait Dy | 1] [East Bame

& Detail

F Report Footer

28. Delete the associated label control.

29. Click the new text box control and set these property values:

Property Value
Name txtCount
Control Source =1
Width 2

Top 0”

Left 0”
Running Sum Over All

30. Switch to Report View.
Access numbers the detail lines consecutively for each activity having a volunteer.

31. Save and close the Volunteers Report. Close the database and exit Access.

32. Submit your final file based on the guidelines provided by your instructor.

To see examples of how your file or files should look at the end of this exercise, go to the student
resource center.
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Add Fields and Controls, and Analyze Database
Performance

Kids for Change wants to improve their Monthly Donations Report. In this exercise, you will add a field
to calculate the total monthly donations for each donor. You will set the subreport to grow and shrink,
depending on the contents, add custom controls and a page break to a report, and finally, run the
performance analyzer on the database reports.

Add a Calculated Field to a Report

1. Start Access. Open AC09-R02-K4C from your AC2013 Lesson 09 folder and save it as
AC09-R02-K4C- [FirstInitialLastName].

2. Display the K4C Donors Subreport in Design View.

3. Choose Design—Controls—Text Box and draw a new text box in the Page Footer section,
under the Amount text box.

4. Select the associated label and tap [Delete].

5. Click the new text box and enter these values on the Property Sheet:

Property Value

Name MonthTotal

Control Source =Sum(Amount)

Format Currency

Width 1.3”

Height 2"

Top 0”

Left 54

Font Name Arial Rounded MT Bold
Text Align Right

6. Save and close the K4C Donors Subreport.
Grow and Shrink a Subreport
7. Display the Monthly Donations Report in Design View.
8. Select the K4C Donors Subreport.
9. Choose Yes for the Can Grow property, if necessary; choose Yes for the Can Shrink property.
10. Save the Monthly Donations Report.
Add a Logo, Title, Date, and Page Break to a Report
11. Select the title control.

12. Click in the title control to position the insertion point just before the existing text. Type
Kids for Change in front of Monthly Donations Report.

13. Press +[Enter] to bump Monthly Donations Report to a second line.
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14. Tap [Enter]; type 4” for the Width, type 2~ for the Left property, and choose Center for
Text Align.

15. Click the Page Header section bar.

16. Choose Design%Header/Footer—>, navigate to the AC2013 Lesson 09 folder; choose
All Files (*.*), and choose K4C-Logo.bmp.

17. Draw the logo on the far left side of the Page Header section.

# Report Heacder

# Detail

18. Type . 8” for the Width and Height properties. Type . 1” for the Top property and . 5” for
the Left property.

Now you will add a Date control to the Page Header section and center it under the title.

19. Choose Design—>Header/Footer—> and choose the MM/DD/YYYY format;
do not include the time.
By default, Access places the new date control at the far right side of the Report Header.

20. Select the date control and press +[X]. Then click the Page Header section bar and
press +[V].

21. Delete all empty placeholder controls in the Report Header section. Drag up the Page
Header section bar to meet the Report Header section bar.
This report will not include a Report Header section because the titles are in the Page Header section so
they will appear at the top of every report page.

22. Enter these property values for the Date control:

Property Value
Width 2’
Height 27
Top .75
Left 3"

Text Align Center

23. Switch to Print Preview.
The date will be centered in the Page Header section.

24. Close Print Preview.
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25. In Design View, choose Design—Controls—Insert Page Break |'—|and click in the left
side of the DonationDate Footer section.

ZE<

Access places the page break control on the report.
26. Type 0” for the Top property of the page break control.

27. Click the DonationDate Footer section bar and type . 001” for the Height.

This will make the DonationDate Footer section as short as possible so that the page break doesn't
push down the DonationDate header on the next page.

28. Switch to Print Preview and navigate to the April donations.
Each month’s donations appear on a separate page.

29. Close Print Preview.
30. Save and close the Monthly Donations Report.

Analyze Report Performance

31. Choose Database Tools—>Analyze—>\:-El Analyze PerfnrmanCE\.

32. Click the Reports tab, if necessary; click Select All, and click OK.

Access analyzes every report in the database and presents an analysis that shows relevant
recommendations, suggestions, and ideas about data types, relationships, and design.

33. Click the third item in the list to see the recommendation that the analyzer has made.

Analysis Results;

13 Table 'Donors" Change data type of field 'DonorZIP' from "Short Test' to 'Long Integer’
13 Table 'Donors Change deta type of field 'DonorPhone’ from 'Short Test' to 'Double!
Table “Yolunteers". Change data type of field “olll' from "Shart Texd' to 'Long Integer’
g Table “olurteers" Change data type of field “WalZIP' from "Shott Text' to 'Long Integer!
13 Table “olunteers' Change data type of field “/olPhone' from 'Short Texdt' to 'Double’

The optimization will benefit the Volunteers Report and potentially other objects in your database. It
suggests that you change the data type of the VolID field in the Volunteers table to Long Integer. No
changes are needed because each current data type is valid.

34. Close the Performance Analyzer dialog box. Close the database and exit Access.

35. Submit your final file based on the guidelines provided by your instructor.

To see examples of how your file or files should look at the end of this exercise, go to the student
resource center.
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Work with Reports and Analyze Database
Performance

Kids for Change needs a report that presents activity staffing assignments. In this exercise, you will import
a report that includes room for a subform containing activity detail information and save the subreport
as a separate report. You will add a count of donations per donor and modify a report. You will set a
subreport to accommodate its data, add custom controls and a page break to a report, and analyze report
performance.

Import a Report

1. Start Access. Open AC09-R03-K4C from your AC2013 Lesson 09 folder and save it as

AC09-R03-K4C- [FirstInitialLastName].
=

2. Choose External Data—Import & Link—>.
The Get External Data dialog box opens.

3. Click Browse, navigate to the AC2013 Lesson 09 folder, and double-click AC09-R03-
K4C-Backup.
This database is a backup copy of the K4C database.

4. Choose the Import Tables, Queries, Forms, Reports, Macros, and Modules into the
Current Database option, and click OK.
Access displays object names contained in the backup database.

5. Click the Reports tab and choose Staff Report.
6. Click OK and click Close in the Get External Data dialog box.

7. Display the newly-imported Staff Report in Report View.
The empty space in the Detail section is where you will insert the subreport.

Add a Subreport
8. Switch to Design View and choose Design—Controls—Subform/Subreport D

9. Draw a subreport control under the existing controls in the Detail section.

(@) Use an gxisting report or Form

Danars Form Farm Y
Donors Subform Farm
k4Z Venues Farm
Skaff Farm

: Staffing Subform Farm
Tokal Donations Form Farm
Wolunteers Subform Farm
|Inbaound YolunkeersForm Farm W

10. Scroll down the Use an Existing Report or Form list, choose Staffing Subform, and
click Next.
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11.
12.

13.
14.

15.

16.
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Ensure that Choose From a List is the linking option.

Click Next, keep the default name, and click Finish.

A small green triangle in the Report selector indicates a possible error. Click the ¥ . . . | . . .|
triangle to view the Smart tag, which lists the error and possible solutions. In
this case, the report is wider than a page. The next few steps will eliminate the
error.

# Page Header

Click the Staffing Subform label and tap [Delete].
Click the subreport and enter these properties on the Property Sheet:

Value
77
5

3

o

Transparent

Property
Width
Height

Top

Left

Border Style

Click the Report selector and type 7 . 8” for the Width property of the report.
The green Smart tag indicator should be gone now:

Save the Staff Report and switch to Print Preview.
The report should include the activity detail line under each staffer’s information.

Create a Report from a Subreport

17.
18.

19.
20.

21.
22,

23.
24,

Close Print Preview and switch to Design View.

Right-click the subreport control and choose Subreport in New Window.

The Staffing Subform subreport opens in a separate window. If you don't see the Subreport in New
Window choice, click any area of the main report then right-click the subreport again.

Choose File—Save As—Save Object Ase.

Type K4C Staffing Subreport in the Save...To box, choose Report from the As
drop-down menu, and click OK.

Close the subform.

Display the K4C Staffing Subreport in Design View. Then click the Detail section bar
and type . 3" for the Height.

Right-click the Detail section bar and choose Report Header/Footer D

Choose Blue, Accent 1, Lighter 80% for the Back Color of the Report Header section.

. Choose Design—Controls—Label to add the seven labels to the Report Header section.

# Detail

- |ActD ||Activit

||Déy |§|Mee'tTim£||VenueNa'me H‘Uenueétreet ﬂ‘v’enﬁeGity

# Report Footer
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26. Select all the labels and enter these properties:

Property Value

Height 27

Top 0’

Font Name Arial Rounded MT Bold
Font Size 10

Fore Color Blue, Accent 1, Darker 50%

27. Save and close the K4C Staff Subreport.
28. Display the Staff Report in Design View.

29. Select the subreport, type Staffing Subreport for the Name property, click in the
Source Object line, and choose Report.K4C Staffing Subreport.

30. Save and close the Staff Report.
Number Report Items
31. Display the Donations Report in Design View.

32. Choose Design—Controls—Text Box and draw a new text box in the Detail section
to the left of the DonorID text box.

# Page Header

=D
o :..||EE||I-:I1:-:-|'

33. Delete the associated label control.

34. Click the new text box control and set these property values:

Property Value
Name txtCounter
Control Source =il

Width 3’

Top 0”

Left 3’

Border Style Transparent
Font Name Avrial

Font Weight Semi-Bold
Running Sum Over All
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35. Switch to Report View.
Access numbers the detail lines consecutively for each individual donation.

36. Save the Donations Report.

Add a Calculated Field to a Report and Change Page Layout

37. Switch to Design View, click the Selection Type menu button, and choose Report.
38. Drag the right edge of the report to the right to the 10” mark on the horizontal ruler.

39. Choose Design—Controls—Text Box and draw a new text box in the Detail section, to
the right of the Amount text box.

40. Sclect the associated label and tap [Delete].

41. Click the new text box and enter these values on the Property Sheet:

Property Value

Name ScholarFund
Control Source =Amount*.1
Format Currency
Width 75"

Height .25”

Top 0”

Left 79"

Border Style Transparent

42. Choose Design—Controls—Label and draw a new label control above the ScholarFund
text box.

43. Type Scholar Fund in the new label.

44. Click the Amount label, choose Home—Clipboard—Format Painter , and click the
new Scholar Fund label to paint the same formatting.

45. Select all labels in the Page Header section.

DonationDate ||Amount |§§i=:ﬁ.rnol.1r'.t]'=Iil.l|§§§§

46. Choose Arrange—Sizing & Ordering— Align—Top.
47. Choose Arrange—Sizing & Ordering—Size/Space—To Shortest.
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48. Add a text box to the right of the ScholarFund text box, delete the associated label, and
enter these properties for the new NetDonation text box:

Property Value

Name NetDonation

Control Source =Amount-ScholarFund
Format Currency

Width 1”

Top 0”

Left 8.8”

Border Style Transparent

49. Choose Design—Controls—Label. Draw a new label control above the ScholarFund text
box named Net Donation.

50. Click the Amount label and paint its format on the new Net Donation label.
51. Align and size the Net Donation label to the other labels as above.

52. Choose Page Setup—Page Size—Margins —>Narr0w.

53. Choose Page Setup—Page Layout—Landscape .

54. Choose Report from the Selection Type list at the top of the Property Sheet and type 10~
for the Width property.

The layout is wider and the Report Header should be centered on the report.

55. Select all the controls in the Report Header section and tap [=] until the left edge of the
titles are at the 3” mark on the horizontal ruler.

56. Switch to Print Preview.

The report should include the Count running down the left side and the two new currency ftext fields
and labels on the right.

57. Save and close the Donations Report.

Now, you will modify the subreport in the Staff Report to grow and shrink depending on how many
detail lines it contains.

58. Display the Staff Report in Design View.
59. Select the K4C Staffing Subreport and click the Format tab of the Property Sheet.

60. Choose Yes for the Can Grow property on the Property Sheet, if necessary; choose Yes for
the Can Shrink property.

61. Save the Staff Report and leave it in Design View.
Add a Logo, Title, Date, and Page Break to a Report
62. Display the Volunteers Report in Design View.

63. Select all the controls in the Report Header section of the Volunteers Report.
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64. Press [Ctrl]+[C] to copy the selected controls, click the Page Header section bar of the
Staff Report, and press [Ctrl]+[V] to paste the controls.

65. Tap [1] twice to move down the pasted controls slightly.

66. Close the Volunteers Report.

67. Select the logo and type 6 . 5” for the Left property.

68. Select the two title controls and type 2 for the Left property.

69. Select the Date control and type 3 .5” for the Left property.

70. Highlight the text in the Volunteers subtitle, type Staff Report, and tap [Enter].

The Page Header with the new heading controls and Staff Report as the subtitle.

71. Switch to Print Preview.
The report will be displayed with the new subtitle.

72. Switch to Design View. Choose Design—Controls—Insert Page Break '—|and click in
the bottom-left side of the Detail section of the main report.

Access places the page break control on the report.

73. Switch to Print Preview.

The report should display each staffer on a separate page. S _
# Page Footer

74. Close Print Preview, and save and close the Staff Report. o -
teport Footer

Analyze Report Performance

75. Choose Database Tools—>Analyze—>\:-El Analyze F'Elfm'mancE\.

76. Click the Reports tab, click Select All, and click OK.

Access provides more detail about how to optimize database performance with respect to each specific
result. In the case above, the analyzer presents some “ideas” about changing field data types,; however,
each current data type is valid and acceptable.

77. Close the Performance Analyzer dialog box. Close the database and exit Access.

78. Submit your final file based on the guidelines provided by your instructor.
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Apply Your Skills

Work with Reports and Subreports

In this exercise, you will help Universal Corporate Events, Ltd. create a report
that breaks down revenue by venue, including numbered detail lines for each event. You will save the
subreport as a separate report, and add a text box to count scheduled events at each venue.

Import a Report

1. Start Access. Open AC09-A01-UCE from your AC2013 Lesson 09 folder and save it as
AC09-A01-UCE- [FirstInitialLastName].

-
2. Choose External Data—Import & Link—, .
The Get External Data dialog box opens.

3. Click Browse, navigate to the AC2013 Lesson 09 folder, and double-click AC09-A01-
UCE-Backup.

This database is a backup copy of an older UCE, Ltd. database.

4. Choose the Import Tables, Queries, Forms, Reports, Macros, and Modules into the
Current Database option and click OK.

Access displays object names contained in the backup database.
5. Click the Reports tab and choose Venue Revenue Report.
6. Click OK then close the Get External Data dialog box.

7. Display the newly imported Venue Revenue Report in Design View.
The space in the VenuelD Header section is where you will insert the subreport.

Add a Subreport
8. Draw a subreport control in the VenueID Header section under the other controls.
9. Choose VenueRevenue Subform and click Next.

10. Choose the Show Statement Linking By VenuelD.

11. Click Next, keep the default name, and click Finish.

12. Delete the VenueRevenue Subform label.

13. Click the subreport control and enter these properties on the Property Sheet:

Property Value
Width 7

Height 1.5”

Top 1.3”

Left .25”

Border Style Transparent
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14.
15.

Click the VenueID Header section bar and type 3” for the Height property.

Save the Venue Revenue Report and switch to Print Preview.

ol

BEradenton Community Club

Universal Corporate Events, Ltd.
Venue Revenue Report

2903 9th Ave {B00) 555-0457 Antony
Braderton FL 34230 BCC @web com#mailtoBC CiEweb comg
Kitchen on Site
Schedule ID Evert Dae [Menu Code Guests CostPP Venuel D LineTotal
POLARToN 9 /14/2 a0 517.00 BradCc 51,350.00
HOLA R 12/31/2014 GALAEV 120 540,00 BradCC 54 200,00
HOLAREoR 12/31/2014 WINEER 120 510.00 BradCc 51,200.00

o P

P S Ny Sy T e

— - -

Create a Report from a Subreport

16.

17.
18.

19.

20.

21.

22.

23.

24,
25.
26.

27.

Switch to Design View, right-click the left side of the subreport control, and choose
Subreport in New Window.

Access opens the subreport in a separate window.
Choose File—Save As—Save Object As—Save As.

Type VenueRevenue SubReport in the Save...To box, choose Report from the As
menu, and click OK. Close the VenueRevenue SubReport.

Access returns to the Venue Revenue Report in Design View.

With the subreport control selected, click in the Source Object line of the Property Sheet
and choose Report.VenueRevenue SubReport.

Save the Venue Revenue Report then switch to Print Preview.
The subreport will be displayed.

Close Print Preview and close the Venue Revenue Report.
Next, you will resize the labels and move them from the Detail section into the Report Header section.

Display the VenueRevenue SubReport in Design View and drag the right edge of the
report to the right a couple of inches.

Select all labels and text boxes, choose Transparent for the Border Style property, and
choose Text 1 (black) for the Fore Color property.

Reduce the size of each label to just fit its caption.
Click the Report Header section bar and type . 3” for the Height.

Cut each label, in order, from the Detail section and paste them into the Report Header
section, spacing them horizontally across the section.

Click and drag each text box within the Detail section to line up horizontally under each
label, resizing them as necessary.
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28. Right-align the Line Total label, the Detail section calculated control, and the Report
Footer section calculated control.

29. Click the Detail section bar and type . 3” for the Height property.

30. Switch to Layout View and resize and move the controls as shown.

VenuelD Schedule ID Event Date  Menu Code  Guests CostPP Line Total
PalmCt BRTLuna 10/12/2014 BARSME 50 57.50 5375.00
Whinst HOLMiller 1/1/2015 CHFERK 100 516.00 51,600.00
Meadow  HOLMiller 7/2/2014 DESSET 25 513.00 5325.00
ClubLE HOLBreen 12/11/2014 DESSRT 50 S13.00 S650.00
Wiinst HOLMIller 1/1/2015 DESSRT 100 513.00 £1,300.00

i -

31. Save the subreport.

Number Report Items

32. Switch to Design View, and then type 6” for the Width property of the subreport.

33. Select all report controls and tap [=] to nudge them just to the right edge of the subreport.

34. Draw a new text box in the Detail section to the left of the VenuelD text box. Delete the
associated label control.

35. Click the new text box control and set these property values:

Property Value
Name txtCount
Control Source Eil

Width 2"

Top 0’

Left (0

Border Style Transparent
Running Sum Over All

36. Save and close the VenueRevenue SubReport.

37. Display the Venue Revenue Report in Print Preview.
The detail lines for each venue are counted.

38. Save and close the reports. Then close the database and exit Access.

39. Submit your final file based on the guidelines provided by your instructor.

To see examples of how your file or files should look at the end of this exercise, go to the student
resource center.
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Add Fields and Controls, and Analyze Database

Performance

Universal Corporate Events, Ltd. wants to refine their database reports and analyze report performance.
In this exercise, you will add a field to calculate the total of all the venues’ revenues,; modify a subreport
to ensure that all venue detail lines will display; add custom Report Header controls and a page break to
another report, and run the analyze report performance.

Add a Calculated Field to a Report

1. Start Access. Open AC09-A02-UCE from your AC2013 Lesson 09 folder and save it as
AC09-A02-UCE- [FirstInitialLastName].

U e

Property
Caption
Width

Top

Left

Font Weight

Fore Color

Open the Venue Revenue Report in Design View.
Click the Report Footer section bar and type . 4” for the Height property.
Draw a new text box in the Report Footer section, under the right end of the subreport.

Select the associated label and enter these values on the Property Sheet:

Value

Grand Total for All Venues
o

1”7

o

Semi-Bold

Blue, Accent 1, Darker 50%

6. Click the new text box and enter these property values:

Property
Name

Control Source
Format

Width

Top

Left

Border Style
Font Weight

Fore Color

Value

ActivityCost
=Sum(Guests*ChgPP)
Currency

1.5”

1”7

5

Transparent

Semi-Bold

Blue, Accent 1, Darker 50%

7. Switch to Print Preview and navigate through the report.

If you get an error message that says section width is greater than page width, click OK, display the
report in Design View, and set the Width property of the report to 7.9”.

8. Save the Venue Revenue Report.
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Grow and Shrink a Subreport
9. Display the Venue Revenue Report in Design View.
10. Select the VenueRevenue Subform and click the Format tab on the Property Sheet.

11. Choose Yes for the Can Grow property, if necessary; choose Yes for the Can Shrink
property.
This ensures that all venue detail lines will be displayed.

12. Save the Venue Revenue Report.
Add a Logo, Title, Date, and Page Break to a Report

13. Open the Event Revenue Report in Design View. Delete the title control in the Report
Header, click the Report Header section bar, and type 0” for its Height.

14. Click the Page Header section bar and type . 85” for its Height property
15. Choose Blue, Accent 1, Lighter 80% for the Back Color of the Page Header section.
16. Copy all the controls in the Report Header section of the Venue Revenue Report.

17. Paste the copied controls into the Page Header section Event Revenue Report; close the
Venue Revenue Report.

18. Tap[I]as necessary to move down the pasted controls in the Page Header.
19. Select the two title controls; type 4” for the Width and 2~ for the Left property.
20. Select just the logo and type. 5” for the Left property.

21. Select the =”Page “ control in the Page Footer section and choose Right for the Text Align
property. Then, right-align the =”Page “ control with the Total Revenue controls.

22. Change the subtitle to Event Revenue Report, and tap [Enter].

23. Choose Design—Controls—Insert Page Break "= and click in the left side of the
EventDate Footer under the Total for label.

Access places the page break control on the report.

24. Switch to Print Preview and navigate to January 2014.
Each month's donations appear on a separate page.

25. Save and close the Event Revenue Report.
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Analyze Database Performance

26. Choose Database Tools—>Analyze—>\:-El Analyze PerformanCE\.

27. Choose the Reports tab, click Select All, and click OK.
Access analyzes the reports and presents an analysis that returns several ideas.

Analysis Results:

(E‘ Table “Yenues" Change data type of field “enueZlP' from 'Short Text' to 'Long Integer'
(E' Tabkle “Yenuez" Change data type of fisld “YenuePhone' from "Short Texd' to 'Double’

The analyzer presents “ideas” about changing field data types; but each current data type is valid and
acceptable.

28. Close the Performance Analyzer dialog box. Then close the database and exit Access.

29. Submit your final file based on the guidelines provided by your instructor.

To see examples of how your file or files should look at the end of this exercise, go to the student
resource center.

Work with Reports and Analyze Database
Performance

In this exercise, you will help Universal Corporate Events refine existing reports and analyze report
performance. You will import a report and add a subreport that shows revenue from each venue liaison.
You will create a separate report from the subreport, add a count of UCE's venues, and add a field to
calculate revenue by liaison. You will then modify a subreport to grow or shrink, add Report Header
controls and a page break, and analyze report performance.

Import a Report

1. Start Access. Open AC09-A03-UCE from your AC2013 Lesson 09 folder and save it as
AC09-A03-UCE- [FirstInitialLastName].
=
2. Choose External Data—Import & Link—>.
The Get External Data dialog box opens.
3. Click Browse, navigate to the AC2013 Lesson 09 folder, and double-click AC09-A03-
UCE-Backup.

4. Choose the Import Tables, Queries, Forms, Reports, Macros, and Modules into the
Current Database option, and click OK.

Access displays object names contained in the backup database.
. Click the Reports tab and choose Liaison Revenue Report.
. Click OK then close the Get External Data dialog box.

. Display the Liaison Revenue Report in Design View and open the Property Sheet.

0 N O U

. Type Liaison Revenue Report for the Caption property.
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Add a Subreport
9. Draw a subreport control in the Detail section.
10. Choose VenueLiaison Subform as the data source.
11. Choose the Show VenueLiaison Query option shown:

:Sh

w Far each recard in Yenue

Show Yenues For each record in Menuelisisons using LiaisonID '

Mane

12. Click Next, keep the default name, and click Finish.
13. Delete the VenueLiaison Subform label.

14. Click the subreport control and enter these properties on the Property Sheet:

Property Value
Width 75"

Height 2’

Top 2’

Left A7

Border Style Transparent

15. Click the Detail section bar and type 4” for the Height property.

16. Save the Liaison Revenue Report and switch to Print Preview.

The report should list each detail line in datasheet layout. If you get a page width error message, set
the report’s Width property to 7.9”.

17. Close Print Preview.
Create a Report from a Subreport

18. Switch to Design View, right-click the left side of the subreport control, and choose
Subreport in New Window.

Access opens the subreport in a separate window.
19. Choose File—Save As—Save Object As—Save As.

20. Type VenueLiaison SubReport in the Save...To box, choose Report from the As
menu, and click OK.

21. Close the subreport. Then, with the subreport control selected, click in the Source Object
property line and choose Report.VenueLiaison SubReport.

22. Save the Liaison Revenue Report and switch to Print Preview.
23. Close Print Preview and close the Liaison Revenue Report.
24. Display the VenueLiaison SubReport in Design View.

25. Select all controls; choose Transparent for the Border Style and Black, Text 1 for the
Fore Color.
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26. Resize and align the header controls with the detail controls.

T T T T T B S N I

# Report Header

& Datail
‘Liaiso w || & : CHE Guest|§

# Report Footer

27. Save the VenueLiaison SubReport.
Number Report Items

28. Type 7 . 5" for the Width property of the subreport.
Report should appear in the Selection Type box at the top of the Property Sheet.

29. Draw a text box in the Detail section to the left of the Liaison text box. Delete the
associated label control.

30. Click the new text box control and set these property values:

Property Value

Name txtCount
Control Source =l

Width 37

Top 0’

Left 17

Border Style Transparent
Fore Color Text 1, Black
Running Sum Over All

31. Save the subreport.
Add a Calculated Field to a Report

32. Draw a new text box in the Detail section to the right of the Chg/PP text box. Delete the
associated label.

33. Click the new text box and enter these property values:

Property Value

Name NetAmt

Control Source = Guests*ChgPP

Format Currency

Width .9”

Top 0”

Left 6.6”

Font Weight Semi-Bold

Fore Color Blue, Accent 1, Darker 50%
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34.
35.
36.
37.
38.
39.

40.

Draw a new label in the Report Header section to the right of the Chg/PP label.

Type Net Amt in the new label.

Use the Format Painter to paint the formatting of the other labels onto the new label.
Type . 6” for the Width and 6 . 9” for the Left property.

Save and close the subreport.

Display the Liaison Revenue Report in Print Preview.

A field that multiplies the number of guests by the charge per person to produce a net amount is added
to the subreport. If necessary, switch to Layout View to adjust the size and spacing of the controls for
better display.

Close Print Preview.

Grow a Subreport

41.
42,

43,

Switch to Design View and click to select the VenueLiaison SubReport.

Choose Yes for the Can Grow property, if necessary; choose Yes for Can Shrink.

Setting the Can Grow and Can Shrink properties will ensure that all venue detail lines will be
displayed, and that the spacing between the final venue total and the grand total will always
be the same.

Save the Liaison Revenue Report.

Add a Logo, Title, Date, and Page Break to a Report

44,

45,

46.
47.
48.
49,
50.
51.

52.

53.

Display the Venue Revenue Report in Design View and copy all controls in the Report
Header section. Close the report.

Display the Liaison Revenue Report in Design View, delete the existing title control, set
the Report Header Height property to 0, and paste the copied controls into the Page Header
section.

Tap [T] to align the pasted controls in the Page Header.

Select the two title controls and type 2” for the Left property.
Select the logo and type . 5” for the Left property.

Select the Date control and type 6 . 75” for the Left property.
Change the subtitle to Liaison Revenue Report.

Click the Page Header section bar and choose Blue, Accent 1, Lighter 80% for the Back
Color property.

Save the report and switch to Print Preview.

=kt

ﬁ Universal Corporate Events, Ltd. 04-Apr-13
Liaison Revenue Report

Close Print Preview.
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54. Choose Design—Controls—Insert Page Break '— and click in the bottom-left corner of
the Detail section just below the subform.

Access places the page break control on the report.

55. Switch to Print Preview and navigate through the pages.
Each liaison’s net amount should be displayed on a separate page.

If every other page is blank, the report might be too wide or there might be a control placed
beyond the margin. To fix this, move the errant control to the left and drag the right edge of
the report to the left.

56. Save and close the Liaison Revenue Report.

Analyze Database Performance

57. Choose Database Tools—)Analyzea\::El Analyze PerfnrmanCE\.

58. Choose the Reports tab, click Select All, and click OK.
Access analyzes the reports, presents an analysis, and suggests how to optimize performance.

59. Close the Performance Analyzer dialog box. Then close the database and exit Access.

60. Submit your final file based on the guidelines provided by your instructor.
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Extend Your Skills

In the course of working through the Extend Your Skills exercises, you will

think critically as you use the skills taught in the lesson to complete the assigned
projects. To evaluate your mastery and completion of the exercises, your instructor
may use a rubric, with which more points are allotted according to performance
characteristics. (The more you do, the more you earn!) Ask your instructor how A .
your work will be evaluated.

That’s the Way | See It

Blue Jean Landscaping needs to modify its database reports. Use the database you used in
ACO08-E01 or open AC09-E01-BJL from the AC2013 Lesson 09 folder and save it as AC09 -
E01-BJL- [FirstInitialLastName]. Import the Customer Sales Report from AC09-E01-
BJL-Backup in the AC2013 Lesson 09 folder. (If using your own database, import a report
from one of your backups or create a new backup.) Add the CustomerSales Subform to the
Customer Sales Report; save the subform as a separate report, and number the lines within the
subreport. (If using your own database, insert a related subform in your imported report.)
Calculate each customer line total (Price*QtySold) in the Detail section of the subreport.
Calculate each customer’s total (= Sum(Price*QtySold)) in the Report Footer.

Add appropriate title/subtitles, date, and either the BJL logo or your own. Insert a page break to
display each customer on a separate page and, finally, run the performance analyzer on the
database reports.

You will be evaluated based on the inclusion of all elements, your ability to follow directions,
your ability to apply newly learned skills to a real-world situation, your creativity, and your
accuracy in creating objects and/or entering data. Submit your final file based on the guidelines
provided by your instructor.

Be Your Own Boss

In this exercise, you will modify reports for Blue Jean Landscaping. To begin, open AC09-E02-
BJL from the AC2013 Lesson 09 folder and save it as AC09-E02-BJL-
[FirstInitialLastName].

Import the Manufacturer Sales Report from the AC09-E02-BJL-Backup database (in AC2013
Lesson 09). Insert the ManufacturerSales Subform in the Manufacturer Sales Report and save
the subform as a separate report. Number the line items in the subreport and main form.
Calculate each line total (Price*QtySold) in the Detail section of the subreport.

Format titles, add the BJL-Logo and date, add a page break to display each manufacturer on a
separate page, and analyze report performance.

You will be evaluated based on the inclusion of all elements, your ability to follow directions,
your ability to apply newly learned skills to a real-world situation, your creativity, and your
accuracy in creating objects and/or entering data. Submit your final file based on the guidelines
provided by your instructor.
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Transfer Your Skills

In the course of working through the Transfer Your Skills exercises, you will use
critical-thinking and creativity skills to complete the assigned projects using skills
taught in the lesson. To evaluate your mastery and completion of the exercises,
your instructor may use a rubric, with which more points are allotted according
to performance characteristics. (The more you do, the more you earn!) Ask your A .
instructor how your work will be evaluated.

Use the Web as a Learning Tool

Throughout this book, you will be provided with an opportunity to use the Internet as a learning
tool by completing WebQuests. According to the original creators of WebQuests, as described on
their website (WebQuest.org), a WebQuest is “an inquiry-oriented activity in which most or all
of the information used by learners is drawn from the web.” To complete the WebQuest projects
in this book, navigate to the student resource center and choose the WebQuest for the lesson on
which you are currently working. The subject of each WebQuest will be relevant to the material
found in the lesson.

WebQuest Subject: Filtering data in reports

Submit your files based on the guidelines provided by your instructor.

Demonstrate Proficiency

The Stormy BBQ Key West store and restaurant has been enjoying increased sales! You must
make some changes to the database reports to produce more useful sales results. Open AC09-
T02-SBQ from the AC2013 Lesson 09 folder and save it as AC09-T02-SBQ-
[FirstInitialLastName].

Import the Merchandise Sales Report, which lists merchandise by SKU, from AC09-T02-SBQ-
Backup in the AC2013 Lesson 09 folder. Insert the MerchandiseSales Subform into the Detail
section of the Merchandise Sales Report to add individual sale line items (Choose Show each
record in Merchandise using SKU). Save the subform as a report. (Close the subform then open
the subreport so the changes you make are not reflected in the subform). Number line items in
the subreport and in the main report. Calculate each line total (ListPrice*QtySold) in the Detail
section of the subreport. Copy the titles, logo, date, and formatting from the Merchandise
Inventory Report into the Merchandise Sales Report, add a page break to display each SKU item
on a separate page, and run the performance analyzer.

Submit your final file based on the guidelines provided by your instructor.
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