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    Database Systems 1    

            Lab – Access Reports

•  Report Wizard

•  Report Views:

o Report View

o Print Preview

o Layout View

o Design View
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Access Reports
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• Reports offer a way to view, 
format, and summarize the 
information in your Microsoft 
Access database.

• Reports can group information, 
perform additional calculations, 
and generate nicely-formatted 
printed copies.

Report Wizard
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• The Report Wizard is a feature in Access that guides you through a 
series of questions and then generates a report based on your answers.
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     Tables
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Student

Department

Relationships Between Tables
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Report Properties
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• Report properties in Microsoft Access are settings that control the 
appearance, behavior, and data source of a report and its components

Report Views
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• Microsoft Access reports have four main views: 

• Report View → for onscreen viewing of the 
report, but not for printing.

• Print Preview → showing how the report 
would appear when printed

• Layout View  → formatted report with the 
ability to adjust the width, height, and 
position of the data fields.

• Design View → for making structural 
changes without seeing the data.
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Let’s Create Reports
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• Create a report for each table.

• Department Report

• Student Report

Department Report (without grouping)
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Student Report (with grouping)
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Grouping based 
on Major
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