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Creating the report using the Kite Order Query - How to do it:

The Problem: Produce a report which:

Shows all the fields and their labels in full

4.

5. Fits on a single page

6. Has a page orientation of landscape
7

Sorts the data into ascending order of Make (with Airush at the top)

Once we have our completed query we can take this information and display it in
the form of a report.

1. Click Create and then Report Wizard.

J'-f’b";\]\' FERLCE. Kites : Database [Access 2007) = Microsoft Acc
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2. 0On the next screen, you should make sure that Kites Order Query option is

selected.

Which fisids do you want on your report?

oucan choase fom more: than one table: o query,

TablesiQuenes Tables s
Quesry: Kbes Order Query -] Quenyi Kites Order Query

‘Selected Fiekds: vaisbie Fisids:

Available

i [ o [ Bl

Use the arrows to move the fields from the Available Fields: window into the
Selected Fields: window.

Press Mext and the Next again.
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Sorting data into ascending order of make:

3. In the Sort Order section, use the drop-down box to select the Make Field.

Fieport Wizerd
Wit sort ordier dio you want for your reconds?
You con ot e by Make sure that it is set to Ascending
| 1 . {LOW to ngh}

F

3

Click Next.

TR

Landscape page orientation:

orve megubd you e b Lay out wour neport?

4. Set the Page Orientation to Landscape e
: I wmy||f e
(Wide) and leave Layout as Tabular. B Db

Click Next.

TRy

+ Adpst the field wadth m ol fields £t on
o pagE.

[ comcn ][ coo [ bwar J[ ewe ]

5. Choose a Design for your report (I chose [|| eeresmm

‘None’ option as it is easier to re-design

: -
later) : —

Title ‘/
Click Next. Coritral r'r-om Datall 2
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6. Choose a report name which suits the task (I chose Kites Order Report).

Select the ‘Modify the Query— [Feer=-s

Vihat e do o wand for your fepert?

Design’ option. This lets us B o i i
customise our report. 5

That's all tre nformabon $e wzerd nesds o oeste pour
repart.

Do you want 1o prisais B neport or modify th reparrs
design?

Click Finish. ) Breview thereport

.

- @ Modkfy S report's desin.

[Lomm J[ <t | (om ]

Showing all fields and labels and making sure the report fits onto a
single page:

1. You should be in Report Design View. It looks like this:

Home Create Esternal Data Database Tools Design Armange Page Setup L
i Av B (Ecoupason | [T =- | o] @ B3 = =G = A &
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*? stilnle o -?:- i ..., I.‘:..uJ ) | A BN 1) _ﬁﬂﬂ u E auu_:ﬂm "r;h'ﬂ
. EEa J = i3 Hide Doetaits -4 : B eaE@e @I 2T & el
Wieves Fant Sreuping & Totals Grdines Contraly Teols
18, cvecmr
!E.......1.......;......3.......;.......5......B.......-I-. .|...a...|..3...|;.:
 Ha Header |
Jﬁjrﬁg*{ T Some labels/fields are not [
JISESIMEr HEpArE| :‘rzgzz Field Labels | :5‘5:: SEE SripRt b hald the kel
J # Page Header I I I I
| [makel wfwodet | ilsiel | pricelskitfiavel [ [windeondifonfuse] | Tberfam]  [order]
| | % Detail : : : : : i : ]
- [Make{io _|{[model flse [forice skl level [Wind condition {[use [Numstdorder 1|4
E FEEE Fi A T H [ [ i I| i fiiii i i il
=Maw() b e . o . i ="Page " & [Page] & " of" &
£ | || #neportronter N Fields ) )
Clearly this report needs some work for the following reasons:
s |tis messy
e The labels and fields are not large enough to display the information
s The report does not fit onto a page. s
= Home Create Exte

¥ I
[ ﬁ | B |
If | ran this report in Report View you will see what | mean. | "

Wiews Font

m
=
i =
b
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Report View:

= # - = = % He T Tot I €1 Lalah o .
: > & 3 |5 |- ol
_Ll [ = L4 S g %1 T Acvanced - “}‘i S GoTar
'u?'w st ; B iU 1 r - e = i | R,::Irlr.-:sn % Dl 3 - 7 . Fand [
Views | Cliphossd = Fand Pasch Tead Recands Soet & Filtes Find
» ]H h&hh—i\
Some labels/fields are not
Kites Order Report bl large enough to hold the data
Make 1D Model /Slze Price 5klllleh wind condition Use nbar .’ml Order
Airust 145 Flow 5 5699.00 Beginner High Kite Surf 1 EniREg
Birush 7 Flows 15 5898.95 Beginner Low Kite Surl O i wRmy
Airust 144 Vapour 16 5595.00 Beginnar Low Kite Surf 1 it redindy
S Best 145 Memesls 12 5575.00 Beginner Medium Kite Surf 1 EnnEg

Resizing Fields

2. Click the drop down arrow on the View option and select Design View. _l:-..n)*'i'

=
- Hame Crei

This lets us make the required changes. =
==

3. Click on the Make field and drag the handles out to create more space | | soortve

for the information. (| # psge veser

| Thiske | | owosa]

}\ Print Previes

o
|L——' Largoadt View

| Make - |[Model

_ & Fage Foater

i7" nesoniew g

4. Click back on Report View to make sure that the field has been resized enough to

hold all of the information. It looks okay. \ Kites Order Report

S, Maks D Model
Ajrush 146 Flaw
Airush T Flow

5. Continue doing this until all of the fields are just the right size to hold the
information. You may need to reduce the size of some of them if they are too
large.

NOTE: Fields can also be resized to make them higher instead of wider. This is
useful to force longer pieces of data onto a new line and, therefore, take up

less room widthways.

T% Pags feader Freestyle Buggy /
o = =
N '!_Mate | 10| Mtoslel | SiTe | Price| skili |FII'E'| V-Il[m camaition Fse 5 ] i B Land Board
| Detail |
Make 1D ||Modal |[Size |[Price Skill level | Wind conditian | Use Mumnbar | Stod
.'E-‘P.l e =
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v

‘Wind condition Use

High Kite Surf
Low Kite Surf
Low Kite Surf

N

Mumber

——

Fields all large enough to hold the information

Stock itemn Crder

1 Yes  52,097.00

0 Yes  $2,696.85

1 Yes  52,5997.00

Kites Order Report 7
Make 1D Model Sire Frice Skill level
Airush 146 Flow 5 569900 Beginner
Airush 7 Flow 15 589895 Beginner
Alrush 144 Vapour 16  5595.00 Beginner

Aligning Fields

Fields needs to be further apart

1. ID, Model, Price and Skill Level fields could benefit from being further apart. This

will make them easier to read.

2. Move the cursor into the

Page Header section and click on the ID label.

- Kites Order Repo ‘ i ‘ _ ‘ : ‘ : ‘ ‘ : ‘
| # Fage Header /

A Flinave [\ olmone] ] [su]l] ik ieien ] [waino comormion] | jee ] [ e stk ] e
P e I peeg - : i - : =
';l.alcq |II:I J'MDWI E-Slr? Prica |$lllllqu-ql Wind condition ‘UR ENul'l'lhﬂr Stock [tam iwqr |
| 1 | | | |

| & Page Fonter o

Home Create  External Data Database Tools Design
3. Centre the label using the Centre o 3 . A EI T
= . . { Ay =
Alignment tool in the Design tab. = :
B I U == 5 I Conditional =~ Group
' = & sor
Famt Groug
4. Repeat this for the ID field in the Detail section.
5. Use the same techniques to re-align the other problem areas in the report.
[ Kites Ouder Report
Kites Order Report Much neater layout
Make v} Model Size Brice skill lewel wWind condition Use Number  Stock item Order
Airugh 146 Flow 5 5699.00 Beginner High Kite Surf 1 s $2,097.00
Airush 7 Flow 15 589895 Beginner Low Kite Surt /] es 52,696.85
Airush 144 Vapour 16 589900 Beginner Low Kite Surf 1 fas 52,997.00
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