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Performance |Good
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Report Basics

* Report

— a printed document that displays information from a
database in a format that provides meaningful
information to its readers

Identifying a record source

Report tool

Modifying a report

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 15

Questions before Creating a Report

* What is the purpose of the report?

* Who will use the report?

* Which tables are needed for the report?

* What fields, labels, and calculations are needed?
* How will the report be distributed?

* Will the results be converted to Word, Excel,
HTML, or another format?
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Physicians Report - Draft

First Name Last Name Address City State Zip Code __Phone Number Specialization
Beorunie Cliwdon: 10000 SW 59 Cowrt Coral Springs  FL 33071 (954) 777-8889  Obstetrics
Warren Brasington 9470 SW 25 Streed  Corval Springs  FL 33071 (954) 88328-7654  Hewmadology
Jaames Shimaell Ayt Coral Springs  FL 33070 (954) 773-4343  General Medicine
Edward Wl At Coral Springs  FL 33072 (954) 555-5555  Cardiclegy
Michelle Quisndrna 3990 NW 3 Street Corel Springs  FL 33071 (954) 888-1221  Infernal Medicine
Kristine Park 2290 NW 549 Sfeet Corel Springsy  FL 33072 (954) 777-1111  Epercise Physiclogy
Williom Williamson: 108 Loy Pinos Place Coral Springs  FL 33071 (954) 888-4554 General Medicine
Holly Danis 20049 Riviera Drive Coral Springsy  FL 33072 (954) 388-7676  Cardiclogy
Steven Fisher 444 SW 190 Streed  Coral Springs  FL 33070 (954) 777-3333  Indernal Medicine
Dayid Tannen 50 Mais Sireet Coral Springs  FL 33171 (954) 777-2211  Hewadology
Jeffrey Jacobien 490 Bell Drive Coral Springs  FL 33070 (954) 388-9993  Infernal Medicine
Patfsy Clark 200 Harding Bled  Coral Springs  FL 33070 (954) 777-1087  Cordiclogy
Keith Mast 102 sCC E. Norrifow PA 19401 (610) 555-1212  General Medicine
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First Name Address Phone Number

Last Name city

Coral Springs

Specialization

Bonnie Clinton Obstetrics

10000 SW 59 Court (954) 777-8889

Warren Brasington 9470 SW 25 Street Coral Springs FL 33071 (954)888-7654 Hematology

James. Shindell ‘General Medicine

14088 Malaga Avenue  Coral Springs. (954) 773-4343

Edward Wood 400 Roderigo Avenue Coral Springs (954) 555-5555

(954) 888-1221

Cardiology

Michelle 3990 NW 3 Street Coral Springs Internal Medicine

is presented (=D (s 9290 NW 59Steet Coral Springs. FL 33072 (954} 777-1111 Evercise Physiology
in tabular

fOI"mat Steven Fisher 444 5W 190 Street Coral Springs FL 33070 (954) 777-3333  Internal Medicine

william 108 i C i FL 33071 (954) 888-4554 General Medicne

Holly Davis 8003 Riviera Drive Coral Springs FL 33072 (954)388-7676 Cardiology

David Tannen 50 Main Street Coral Springs FL 33171 (954)777-2211 Hematology
Jefirey Jacobsen 490 Bell Drive Coral Springs FL 33070 (954)388-9999 Internal Medicine
Patsy Clark 200 Harding Blvd Coral Springs FL 33070 (954)777-1087 Cardiology

Keith Mast 1025CC E. Norriton PA 19401 (610)555-1212 General Medicine
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Select fields

Tables/Queries
[Table: Volunteers
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to group by

Remove a group
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tion do you want for detail

You can sort records by up to four
ascending or descending order.

fields, in either

3 LastNome [x] [ Ascendng |

2 [FirstName .[@

& o] (mteerttogon)

4 : Ascending

Click Summary Options to
add aggregate functions
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How would you like to lay out your report?

Adjust field widths e 7 At e el it 0 el on
so fields fit on one
page wide.

[[concel J[ <poe [ et> J[ e |
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What title do you want for your report?
I

That's all the information the wizard needs to create your
report.

Do you want to preview the report or modify the report's
design?

Wil 100K like

Click Finish to see a
preview of the report

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 26
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StudylD Last Name First Name VolunteeriD Address City
s01
Cooper Deborah V002 4000 SW 14 Stre Coral Springs
Mullins Bernard V010 387 Hardie Road Coral Springs
Newcomb Jeff V003 1900 Bird Road ~ Coral Springs.

Roberts Kevin V014 7899 SW 56 Ave Coral Springs
Summary for 'StudyiD" = 1 (4 detail records)

s02
Campbell Patsy 125 V001 900 Sunset Drive CoralSprings  FL
Miller loe 210 V007 310 West Drive CoralSprings  FL
Roberts Betsy 145 V006 400 GranadaBlv CoralSprings  FL

Glatstein Victor 188 V017 2998 Leafy Way CoralSprings  FL
Mayhew Mary 165 V018 200 SW 20 Stree CoralSprings FL
Summary for 'StudviD' = 3 (2 detail records) |

Avg 176.5)

504
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What would you like on your mailing label?

Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every label right onto the prototype.

-~

@
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Select FirstName for
the second sort
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Phone Number
(954)8887654

(954) 7771087
(954) 7778888
(954) 3857676
954)7773333

Jacobsen 490 Bl Drive CoralSprings  FL 33070 (954)3880993  Intemal Medicine
Mast 102500 E Nontton PA 18401 (610)555-1212 Generai Medicine
fark

(©54) 777-1111

LastName is the
first sort
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sfz012 Stirrers - Plastic
sf2012 Tea Bags - Decaf

sf2012 Cresmers - Liquid

sjz012 Coffee- Mild Biend
2/6j2012 Coffee- Colombian Supreme
a/23/2022 Creamers - Assorted Flavors
a/23j2022 SugarPackets

aj23j2012 Styrofoam Cups - 22 cunce

1fagf012 CoffeeFilters

afagi2012 Styrofoam Cups - 22 unce
1fagi2022 Popeorn - Buttered
afzsizo1z SugarSubstitute
1fa5i20a2 Popeomn -Flain

1/26/2012 Fopcomn - Buttered
Buckingham s17.50 1/26/2012 Tea Bags - Regular . h h
. Buckingham si00 2612032 Milk-2quart is shown at the
Countisshown — =~ P ¢
" ottom o
atthebottomof T L . om
each sales re|

each sales rep Doriestoun ssi00  ayjaoas Cotee-Hazeimn P

Doylestown ss0.00 az012 Creamers - Assorted Flavors

Doylestoun s60.00 2222012 Cresmers - Liguia.

Doylestoun 3000 af22iz012 Coffes-Decaf

Doylestoun 3000 af23j2012 Coffee- Mikd Blend

Doylestown $17.50 /3342022 Tes Bags - Regular

Doylestown 5263 ajasjz0232 Stirrers - Plastic

Doylestoun 2500 2123j2012 Coffe- Colombian Suprame

New Britain $32.00 afa3f2012 Coffee- Hazelnut

Doylestoun 4800 2142012 Soup-Varity Pak
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Revising Reports Using Report Views

* Layout View
* Print Preview
* Design View
* Report View

Copyright © 2011 Pearson Education, Inc. Publishing as Prentice Hall. 35

Summary

* In this chapter, you learned how to create forms
using form tools, modify a form, sort records in
a form, identify form sections, revise forms
using form views, and identify control types in
forms.

* You also learned how to create reports using
report tools, modify reports, sort records in a
report, identify report sections, revise reports
using report view, and identify control types in
reports.
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Questions
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Copyright

This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
students except by instructors using the accompanying text in their

classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in
a retrieval system, or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording, or otherwise, without the prior written
permission of the publisher. Printed in the United States of America.
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