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Customizing
a Report
Layout

In the Beginning Course, you created and modified a number of
different reports, both manually and with the Report wizard. You
are going to work with a few techniques that will enable you to
improve the design of a report. As mentioned in Lesson 8, many of
these techniques can be used when designing forms as well.

1. Open the Reports 2 database file.
2. On the Database window, select the Reports tab.

3. Double-click the CreditsEarned report object to open
it in Print Preview view.

Notice the report.
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For each student, the report lists the courses taken
and summarizes the number of credits earned. At
the moment, the items on the report are not aligned
very well, making it somewhat difficult to read. You
are going to fix their alignment and then format the
report.

Note: This report is based on the CreditsEarned
query.

4. Use the View button on the Report Design toolbar
to switch to Design View.

Notice the report in Design view.

5. If necessary, resize the report window to see the
whole report.
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The report design consists of a variety of sections
and controls. As a review, we will discuss the
sections that are being used in this report.

The Report Header is used to display information at
the very beginning of the report. Notice that it
contains a Label control and a calculated control that
uses the Now() function.

The Page Header is used to display information at the
top of each page of the report. (The calculated
control can be created using the Page Number
command on the Insert menu.)

The Grade Header section is a result of the Sorting and
Grouping option. Because the report was made to
group records by the Grade field, it inserted this
section in order to place the text that distinguishes
each Grade group. As a result, the records will be
grouped by the Grade field. The first control in this
section is bound to the Grade field.

The StudentID Header section is also the result of the
Sorting and Grouping option. Within each grade, the
records will be grouped by the StudentID field. This
way, each student's name appears only once,
grouping all courses by student.

The Detail section will display the three bound
controls for each record in the query results (each
course taken by each student).
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The StudentID Footer section is used to summarize
the information for each StudentID grouping. In this
case, a calculation control uses the Sum() function to
total the credits for each StudentID.

Note: For more help on report sections, see the
Beginning Course.

To create a professional-looking report, it is important for the
controls on the report to be aligned and spaced out properly.
Although you can position a control manually, it can be difficult
(and tedious) to align multiple controls this way. An easier
technique is to use the commands available on the Format menu.

You will begin by aligning the controls in the Report
Header section.

Select the Credits Earned label.

To select more than one control, hold down the SHIFT
key as you click the other controls.

While holding down the SHIFT key, click the
calculated control at the right side of the Report
Header.

Both of the controls in the Report Header are
selected.

Tip: You can also select multiple controls by

dragging through them.

On the Format menu, point to Align.
Notice the alignment options 2] et
on the submenu. With the exception of | 41| right
the To Grid option, the items on this | Top
submenu are available only if two or 4 gettom
more controls have been selected. (The H oo

To Grid option is available even if only one item is
selected. It will cause Access to align the selection to
the nearest “gridpoint” on the form.)

On the submenu, choose Bottom.
The bottom edges of the controls are aligned.
Click an empty area to deselect the controls.

You can align controls in different sections. You are
going to align the calculation control that displays the
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select
these

date (in the Report Header section) with the calculation
control that displays the page number (in the Page
Header section).

Select the date and the page number controls.

¥ Report Header

7.

N\
N
select these
On the Format menu, point to Align.

On the submenu, notice that the Top and Bottom
items are not available. You cannot align objects in
these ways if the objects are in different sections.

On the submenu, choose Right.
The controls are aligned to their right edges.
You are going to align the other controls.

In the Grade Header section, select the calculated
Text Box control and the Line object. (It may take
several tries to select the line.)

¥ Grade Header
e  EXEEEEED — —
s §§?=IGradn|3] & "th Graders”

# StudentID Header

Note: Notice that the calculated text box control
concatenates a Number data type (Grade) with text.

On the Format menu, point to Align and then
choose Left.

The controls are aligned at their left edges.

Note: Keep in mind that you are only aligning the
edges of the controls. You are not, for example,
specifying where the text within the Text Box
control will align.

Tip: There is an Align command on the Shortcut
menu.
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11. Select the four controls in the Student/D Header
section and align them at their bottom edges.

# StudentID Header
: !:[Firsmame] & "" & [LastHame]
|

select these

12. Similarly, select the three controls in the Detail
section and align them at their bottom edges.

¥ Detail

# StudentID Fooker

select these

13. Finally, align the two controls in the Student/D
Footer section at their bottom edges.

# StudentID Footer

N/

select these

& Page Footer

Note: You may ignore the error checking icon for
now.

Access can adjust the spacing between controls in a variety of
ways.

1. In the Student/D Header section, select the Course,
Semester, and Credits bound controls.

# StudentID Header
..... | EXEEEIEETETETTETTITETIY) ETRTTITRTTRTTIIETIRTY,
=[FirstHame] & " " & [LastHame]
T T

# Detail

select these

2. On the Format menu, point to Horizontal Spacing.

Notice the items on the submenu. odal Make Equal
\ =

You can equalize, increase, or W Inorease

. . ol
reduce the horizontal spacing w4 Derrease

between the selected objects.
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6.

On the submenu, choose Make Equal.

Notice that the selected controls are repositioned so
that the horizontal spacing between them is equal.

With the three controls still selected, choose the
Size/To Fit option on the Format menu.

In the Detail section, select the three bound
controls.

& Detail

# StudentID Fooker N F

select these

On the Format menu, point to Horizontal Spacing
and then choose Make Equal.

Access repositions the controls so that an equal
amount of space is between them.

Note: The Vertical Spacing option adjusts the vertical
spacing between selected controls. This option is
available only if the selected controls are all in the
same section.

You are going to look at the adjustments that you have
made to the report design.

Save the changes to the report design.
On the View menu, choose Print Preview.

If necessary, maximize the report window and click
on the report to magnify it to full size.

Notice the report in Print Preview view. Notice that
the report is easier to read than before.

Credits Eamed 8712007 12:14:24 PM
Page 1 013

9th Graders

Shemil Wiliams Cows  Semester  Credit
ENG100 a6t 1
Hsto0 a6t 1
waTIo0 a6 1
waTIS0 a2 1
scitm a6 1
eLeon a6 0s
Totsl Credits 55
Draysatioet Cows  Semester  Credit
Encioo a6 1
scitm a6 1
waTIS0 a2 1
WeTIo0 61 1
Histo0 a6t 1
ELE00 a8t 0s
Total Credits 5
Jose ortiz cous

Semester  Credit

sci00 1 1

maT150 %2 1
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10. Use the Page Control buttons to view different
pages of the report.

11. You are going to make some more changes to the
report design.

On the View menu, choose Design View and resize
the window, if necessary.

You can format the controls on a report using the same techniques
that you used when formatting controls on a form. You are going
to format some of the controls on the report so that it is even easier
to read.

1.  First, you are going to format the calculation control
that displays the date and time.

In the Report Header section, select the calculation
control.

¥ Page Header

2. If necessary, choose Properties on the View menu or
use ALT/ENTER to display the Properties window.

3. Select the Format tab.

4. Since there is no Format option specified, Access uses
the General Date format, which consists of a Short
Date and a Long Time format. You are going to change
this so that a Long Date and Long Time format is used.

Since the Format drop-down list box does not contain a
long date/long time format, you must enter it manually.

In the Format option, type: dddddd ttttt

5. You are going to use the Formatting toolbar to adjust
some other options.

With the date calculation control still B
selected, click the Bold button.

6. In the Page Header section, select the calculated
control. |

¥ Page Header M #

;;;"Page " & [Pagels " of " & [Pagesd|

¥ Grade Header
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7. On the Formatting toolbar, click the Italic I
button.
The page numbers will appear in italic text at the top
of each page.

8. You are going to format the line that appears in the
Grade Header section.

In the Grade Header section, select the line control.

# Grade Header
| [-[Grade] & "th Graders”
# StudentID Header

9. On the Formatting toolbar, click the down
arrow that appears next to the -
Line/Border Width button.

10. Choose a 3-pt. Border Width.
Notice the thicker line.

# Grade Header
............... | EEIITITITETITIRTTIYITN
!Grade! & "th Graders"

# StudentID Header

Note: The thickness changes only if the Special Effect
property is Flat. Otherwise, changing the thickness
will have no visible effect.

11. You are going to place a two-point thick box around the
total credits for each student.

In the StudentID Footer section, select the control
that displays the total number of credits.

# StudentID Fooker v

Page Footer

12. On the Formatting toolbar, click the down
arrow of the Line/Border Width button. — | I3 ~

13. Choose the 2-pt. Border Width option.

Notice the border around the control.

14. Finally, you are going to change the number format of
the Credits bound control.
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15.

17.
18.

19.
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In the Detail section, select the Credits bound
control.

¥ Detail

¥ StudentID Fooker

select this

The Properties window should be open.
If necessary, select the Format tab.
Change the Format option to Fixed.

Save changes to the report design.

A quick way to view changes to a report layout is to use

Layout Preview view.

On the View menu, choose Layout Preview.

Notice the changes to the layout.

Credits Eamed Tuesday, August 07, 2007 2:39:13 PM
Page 1of 2
9th Graders
Sherill Williams Couse Semestar  Credits
ELEC22 Jscv] 050
Total Crecits

Draysia Hoel Course Semester Credits
EMG100 331 050

Total Crecits
10th Graders

Orscar Baez Course  Semester Credits

ELED24 942 0.50

Access does not bother including all of the data in
the report — it simply includes a sample for each
report section.

On the Print Preview toolbar, click Close.

You are returned to Design View.
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Report You have already used the Properties window to modify format

Properties and data properties for selected controls on forms or reports. You
can also use the Properties window to modify certain settings for
an entire report. You are going to look at some of these report
properties. As you do, keep in mind that similar options are
available when working with forms.

1. The CreditsEarned report should be open in Design
View.

2. To view the properties for a report, you must select the
report.

On the Edit menu, choose Select Report.

Although it may not appear to be so, the entire
report object is selected.

Tip: You can also select the entire report by choosing
Report from the Object drop-down
list box on the Formatting toolbar.—

i File

Edit  Wiew

3. If necessary, display the Properties
window and select the Format tab.

Notice the Format properties for the report.

|Rep0rt L |
Format | Data | Event | other [ a1 |
Capkion . ..o
AutoResize . ... ... es
Auto Center ... ... Mo
PageHeader . ........... All Pages
Page Footer . ... vvvu s All Pages
Grp Keep Together . .. ... . Per Column
Border Style . .. ..o 0 u Sizable
ControlBox . oo vv v vn es
Min Max Buttons ... Bioth Enabled
Close Butbon . ... o0 s fes
Width oo 5.2083"
Fickure . ... (none)
Ficture Twpe . .. ... Ermbedded
Picture Size Made . . .. .. ... Clip
Picture Alignment . . .. .. ... Cenker
Fickure Tiimg . .. ... .. ... Mo
Picture Pages . ... ....... All Pages
GdE . 24
GrdY 24
Lavout For Print . .. .. .. ... es
Palette Source . ... .. .. (Default)
Orientation . ooy Left-to-Right
Moveable . 0o s

4. You are going to look at some of the more common
Format properties.
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Click an insertion point in the Page Header
property and then tap F4 to display the options.

Normally, the Page Header
prints at the top of every page

. o Mok with Rpt Hdr
in the report. This is the All Mat with Rpt Ftr
Mok with Rpt Hdr[Frr

Pages option. By selecting the
Not with Rpt Hdr, Not with Rpt Ftr, or Not with Rpt
Hdr/Ftr options, you can choose to omit the Page
Header section when the Report Header, the Report
Footer, or both the Report Header and Footer
sections appear.

5. Tap the ESC key to close the drop-down list box
without making changes.

Note: The Page Footer option provides the same
properties as the Page Header section.

6. The Grid properties control the placement and the
alignment of objects on the report. The default setting
is 24 grid divisions per inch.

Change the Grid X property to: 12

You have specified that there should be 12
subdivisions per inch (the default unit of
measurement).

7. Tap the TAB key to move to the Grid Y property.

On the report window, notice that the grid points
are spaced out more horizontally than vertically.
When the Snap to Grid option is selected on the
Format menu, the objects on the form will align with
these dots.

# Report Header

decreasing the Grid X
setting increases the
—— spacing of the
horizontal grid points

Tip: If you cannot see the grid points, verify that
Grid is selected on the View menu.

8. Change the Grid Y property to 12 and tap the TAB
key to make the change.
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Notice the grid points on the report design.

¥ Report Header

= |Cred|ts Earned[ = horizontally and
# Page Headsr = vertically, there
:::::::::::|::::::::::‘.'_ are now 12 grid

dots per inch

Note: You can use the six different Picture properties
to choose and format a picture that will appear as a
background image in the report.

Section In addition to the property settings for the entire report, each
Properties section in a report or form has its own set of properties. You are
going to look at a few of the available properties.

1. With the Properties window still open, click on the
Report Header section band to select it.

¥ Report Header

| ReportHeader - |

Farmat | Data || Ewent || Other || Al |

ForceMewPage . . ........ v
Mew Row OrCal, . .oov oy MNone

KeepTogether .o vuv v v es

Wisible ... . [res

Can Grow . (Mo

Can Shrink. . . Mo

Height . . . . Lo 0375

Back Color v v 16777215

Special Effect . .......... Flak

Force New Page. You can use this option to make
Access start a new page before the selected section
prints, after it prints, or both before and after the
section.

New Row Or Col. When working with a

multiple-column report, this option specifies where
Access should begin printing a new row or column
— before, after, or both before and after the section.

Keep Together. When set to Yes, Access will make
sure that the entire contents of the section are
printed on the same page. This option is especially
useful when working with the Detail section, for it
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will ensure that all of the information about a record
will appear on one page.

You have worked with the remaining options
throughout this course. Notice that you can adjust
the Back Color and the Special Effect used for the
section.

On the Form Design window, click the Page Header
section band.

Notice that only four Format options are available
for a Page Header section.

K’ Section: PageHeader

| PageHeader - |

Format | Data || Event | other | &l |

Misible v v
Height « . vvee e 0.25"

BackCalar ..o u 16777215

Special Effect . o000 Flat:

3. On the Form design window, click the Grade

Header section band.

Notice the available Format properties.

K Section: GroupHeader0

|Gr0upHeaderD “ |
Format | pata | Event | other | al |
Force MewPage.......... e
MewRowOrCol. .00 n L Mone
keep Together ..o v vt es
Wisble oo es
CANGIOW . vy o
Canshrink . ..o Mo
Repeat Section . . ... 000 Mo
Height .. .............. 0.3333"
BackCalar . ... u 16777215
Special Effect o000 Flat

Since the Grade Header section is a grouping
section, Access provides a Repeat Section. Normally,
the contents of the Grade Header section will appear
only at the beginning of each new value for the
Grade field. When the Repeat Section property is set to
Yes, however, Access will print the appropriate
Grade Header at the top of each page — even if the
Grade field has not changed in value.
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4. Close the Report Design window. It is not
necessary to save changes.

AutoFormat  1f you do not like the format of a report, you can change it rather
quickly using the AutoFormat command. You are going to create a
new report using the Report wizard and then change its format
using the AutoFormat feature.

1. The Reports tab of the Database window should be
active.

2. Double-click the Courses report object.

Notice the report in Print Preview view.

¥ Courses

oEoBpoEO0Of

This report was created using the Report wizard,
which you used in the Beginning Course. The
records are grouped by the Department field.

3. When the report was created, it was formatted using
the predefined Corporate style. You are going to
change this.

On the View menu, choose Design View.

Notice the report design.

4. On the Format menu, choose AutoFormat.
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The AutoFormat dialog box appears.

ES AutoFormat |-

X

Report AutoFormats:
Bold
Casual ———

KXXKKRX Canicel
Compack

ECorporate

KXKK XKXX
R

Title

Farmal
Saft Gray

Opkions ==

Cuskamize. ..

Labhel abave Detuil
Control from Detail

On the left, Access displays the six predefined
formats — along with any user-defined formats.

5. At the left of the dialog box, choose Formal.
Notice the format of the Formal AutoFormat.

6. Before applying a new format, you are going to look at
the options available.

On the dialog box, click the Options button.

At the bottom of the dialog box, notice the Attributes
to Apply grouping.

Attributes ko Apply
’7 Fonk Col_or Eorder

For any selected format, you can choose to apply or
not apply the Font, Color, and Border settings.

7. Click the Customize button.
The Customize AutoFormat dialog box appears.

EE Customize AutoFormat |X|

Customize Options

(O Create a new AutoFarmat based on the Repart 'Courses’,

(®:Update Formal' with valuss from the Report 'Courses’,

() Delete 'Farmal',

I3

This will add the information in the current document to the selected
AutoFarmat,

The first option allows you to create a new
AutoFormat based on the current report format.
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This is convenient if you have spent a good amount
of time formatting a report and would like to save
those settings so that other reports can be formatted
in this manner. The AutoFormat that you create will
then become available when you use the AutoFormat
command or when you use the Report Wizard.

The second option allows you to update the selected
AutoFormat with information in the current report
design.

The third option will allow you delete the selected
AutoFormat.

8. Click Cancel to close the dialog box without making
changes.

9. You are going to apply the Formal AutoFormat to the
report.

Click OK.

Access applies the Formal AutoFormat to the report.
No controls are added or repositioned on the report
design — the AutoFormat command only alters the
Font, Color, or Border properties of the report.

10. On the View menu, choose Print Preview.

Notice the changes in the report.

Courses

Department Art
Courseild urseName CreditsWeight Requiréfhinmenis
ELED  Fottery 0s 1 4a
ELED  Ceramics 03 1 4d
ELE0 Fainting 0s 14
FLED  AsSmvey 0s 1 M

Department English
Courselld urseName CreditdWeight Requiréhinments
ENG  Whiting 1 1 M
ENG  Homors Witing 1 11 O seplaces EHGI00
ENG Resarh 1 -
ENG  Homas Researh 1 11 O replaces EHGIS0
ENG  Wodd Lit 1 -
ENG  Homers Wosd Lit 1 g
ENG  Poehy 1 1 M

11. Close the report design without saving changes.
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Note: There is an AutoFormat command available for
form objects as well. There are ten predefined
AutoFormat settings for forms.

In order to review the concepts presented in this lesson, you are

going to improve the appearance of an existing report using the

alignment and formatting options. The report on which you will
work is based on the StudentAverages query object.

Open the GPAReport report in Print Preview view.

Notice the current format of the report.

You are going to modify this report so that it looks like
the one at the end of the exercise.

Switch to Design View.

In the Page Header section, add a calculated Text
Box control to display the current date in a long
date format. Right-align the control’s text.

Use the Line button on the Toolbox toolbar to draw
a line in the Grade Header section. Format the line
as a 2-point flat line.

Tip: Holding down the SHIFT key as you create the
line will cause it to come out perfectly horizontal or
vertical.

Align the Student Grade Point Averages label and the
two controls in the Grade Header section to their
left edges.

Align the three controls in the Detail section at
their bottom edge.

For the same controls, make the horizontal spacing
between them equal.

Align the calculated control in the Grade Footer
section with the right edge of the AvgOfCourseGrade
control in the Detail section.

Align the controls in the Grade Footer section to
their bottom edge.

Format the AvgOfCourseGrade control (in the Detail
section) and the calculated average control (in the
Grade Footer section) so that numbers appear in the
Fixed number format.
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12.

13.

14.
15.

In the Grade Header section, format the calculated

control with bold, italic text.

In the Grade Footer section, format both controls
with bold text.

In the Grade Footer section, format the average
calculated control with a 2-point box around it.

Save changes to the report design.

Switch to Print Preview view and verify that your

report resembles the following:

Student Grade Point Averages

Friclary, August 10, 2007

Yth Graders
1005 Sherrll Williams 289
1007 Drarysia Moel 245
1z Josg OHiz an
1019 Tara Beham onde 1.56
Average for 9th Grade:
T0th Grades
1008 Cacar Basz 287
1o Chivane P aulson 320
1015 Shauna McCoy 180
1020 Lyoed| Harriggan 143
Average for 10th Grade:
TIth Grades

End of Lesson 10



