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Exercise 8
Create Reports

Creating a report is similar to creating a form. You want to create an Order report like this.

OrderReport

22-Ilar-02

OrderNo 10001
CustormerlD 10010
Date 15126

Totallmsoice

67,079 80

Figure 1: O'rder Report (partial)

1. On the Database Window, click the Reports tab and select Create report by using wizard.
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Figure 2: Database Window
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2. Choose the fields you want to display on the report, then click Next> button.

Report Wizard

‘Which Figlds do you want on your repork?

‘ou can choose from more than one table or guery,

Tables|Queties
|Ta|:|le: Crder ]
Available Fields: Selected Fields:
. | Crderfo
CustomerID
- | Dake
i TotalInvoice
=N
= |
Cancel | = Banh Mext = Einish
Figure 3: Report Wizard
3. Pick layers of grouping. In our case, we don’t want any level of grouping. So click the RIGHT ARROW to

move “CustomerID” back to the list (unless your dialog box already looks like Figure 4).

Do wou wank to add any grouping
lewels? OrderMo, CustomerID, Date, Toballmeoice
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Tatallrvaice

LSRR

Pricrity

N

G AT TS e Cancel < Back Mexk = Einish

Figure 4: Report Wizard
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4. Choose which field you want to sort by?

What sort arder do wou wank Far waur records?
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¥ou can sork records by up to Four Fields, in either
ascending or descending arder,
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5. Choose the style you like.

Zancel < Back Mexk = Einish

Figure 5: Report Wizard

Howw would wou like o lay out wour report?

Layout ——  — Orientation  —
: + Portrait
RRRRERR  Frrener " Tabular " Landscape
HERHEK  HNMERN "
KERRKR  Wes _ " Justified ﬁ
EERREHN  HNEN
KERRE  HRssRses
HERHERN  HNME R
EHNREHRN  HNERy
ENRRARN  HRnnnn
HEHHEK  HNERN
EHEREN  HNE
EHNREHRN  HNERy
EERRE Wy
¥ adijust the figld width so all Fields fit on
a page.
Cancel < Back Mext = Einish

Figure 6: Report Wizard
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What skyle would vou like?

EXKENKR
Compack
KHKE KEXX Corporate
EME R Formal
Sioft Gray
Ll
Title
Label above Detail
Control from Detail
Cancel < Back Bexk = Finish

Figure 7: Report Wizard

6. Give atitle to you form. If you want to re-design your form, choose the Modify the report’s design option. Hit Finish.

What title do you want For your report?

IOrderRepDrt

That's all the information the wizard needs ko create wour
repork.

Do ywou wank to preview the report or modify the repork's
design?

" Preview the report,

% Modify the report's design.

[ Display Help on working with the report?

Cancel < Back [dewk = Einish

Figure 8: Report Wizard

7. You can modify your report in DESIGN view by moving items around grid.
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Create Mailing Label
1. Click on the Report tab on your Database Window. Then hit the New Button. | B tew
2. Select the Customers table and choose Label Wizard. Click OK.
Mew Report H
vt Design Wiew
Report Wizard
| AukoReport: Columnar
AukoReport; Tabular
This wizard creates a repork '.
Farmatted For printing on E—
labels,

Choose the kable or query where
the object's data comes From:

Figure 9: New Report Menu
3. Select the appropriate label size and font format.

4. In the screen below, select the fields you want to display on your table.
You can type in text, punctuation and blanks. Whatever you type in there will appear in all labels.

Label Wizard |

YWhat wauld pou like on pour mailing label?

F
A | Congtruct wour label on the right by choosing fields from the [Eft. You may alzo
tppe text that pou would like to zee on every label nght onto the prototype.

Axailable fields: Praotatype label:

LaztMame =] {Title). {FirstMame) {LastM ame}

Eggﬁpan}l {Compary}

e {Address}
gltt:te L ;I {City}, {State} {PostalCode)
FoztalCode
Caricel < Back I MHest > I Einizh
Figure 10: Label Wizard
5. Choose the field that you want to sort by.

6. Give the labels a name and save.



