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* A form 1n Access 1s a database object that you can use to create a oo s
user interface for a database application.*

* A "bound" form 1s one that 1s directly connected to a data source
such as a table or query, and can be used to enter, edit, or display
data from that data source.*

* Alternatively, you can create an "unbound" form that does not
link directly to a data source, but which still contains command
buttons, labels, or other controls that you need to operate your
application.*

* You can also add command buttons and other features to a form
to automate frequently performed actions.*

*https://www.arkware.com/2017/11/14/create-form-form-wizard/
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* Here are the steps to creating a form:*

» On the Create form, under the Forms group, click More Forms and click
Form Wizard.

» Follow the directions on the wizard. The directions will have you select
which tables and queries you want included on the form. You can take
away fields or add fields in this step. When complete, hit Next or Finish.

» Hit Finish on the last page of the wizard. A number of results can be
generated depending on the options you chose.

*https://www.arkware.com/2017/11/14/create-form-form-wizard/
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* Benefits of Using the Form Wizard:*

* Additional options - Using the wizard opens up new options because
you can add new fields and take away ones you don’t need. This added
flexibility puts the control in your hands.

* Save time - Rather than creating forms from scratch, you can use the
Form Wizard and customize 1t to your liking. This saves time and
improves efficiency by allowing you to start working immediately.

* User friendly - The Form Wizard 1s easy to work with. When you pull

up the wizard tool, all you need to do is add the fields you want with a
double click.

*https://www.arkware.com/2017/11/14/create-form-form-wizard/



Form wizard

* The Form Wizard gives you more
control over your results than one-click
forms do.*

* The wizard lets you make decisions
about certain aspects of a form's design
and produces a form based on your @ GEecres )
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Form Wizard

Which fields do you want on your form?

¥ou can choose from more than one table or query,

W

Instructions.* Avaiable Feds: selecedFicks:
* To create a form based on a single table = ™ \>"
using the Form Wizard, follow these @ &
nine steps.* -
Cancel Next >

* On the Create tab in the Forms group,
click Form Wizard. The wizard starts.*

*https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm

Finish



Form wizard

* From the Tables/Queries drop-down

list, select the t
the form on.*

able (or query) to base

* The fields for the selected table load 1n
the Available Fields list box.*

e Move the fields

to include on the form

from the Available Fields list box to the

Selected Fields |
* To do so, doub]

1st box.*

e-click a field name to

move 1t or high

1ght the field name and

click >. To move all fields at once, click

>>
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Form Wizard
Which fields do you want on your form?

¥ou can choose from more than one table or query.

Tables fQueries

Table: Contacts W

Available Fields: Selected Fields:

ContactlD Y
LastMame

FirstMame

MI

Address

City

<= | |State

Zip W

Cancel Mext = Finish

*https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
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* Select the layout for the form. Your
options are "Columnar", "Tabular",
"Datasheet", and "Justified".*

e Enter a title for the form.*

Form Wizard

What title do you want for your form?
Contacts

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

Do you want to open the form or modify the form's design?

(®) Dpen the form to view or enter information,
() Modify the form's design,

Form Wizard

What layout would you like for your form?

Cancel
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@j;_:ulumnar

() Tabular
C,Qamsheet

() Justified

< Back Mext =

Einish

*https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm



Form wizard

* Select an option for the
view you want to open
the form in. Your options
are:™

» Open the form to view or
enter information (opens
in Form view).

» Modify the form's design
(opens in Design view).

e Click Finish. The form

loads 1n the view you
selected.™

Contacts - Form Wizard

George

Form view
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Design view

*https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
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* https://support.office.com/en-us/article/create-a-form-by-using- AT e
the-form-wizard-2786d31a-7241-4c11-9747-1ect88b4d04b

* https://www.webucator.com/how-to/how-create-form-with-the-
form-wizard-microsoft-access.cfm

* https://www.dummies.com/software/microsoft-office/access/how-
to-generate-forms-in-access-2016/

* https://www.quackit.com/microsoft access/microsoft access 201
6/tutorial/create a form in microsoft access.cfm



https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://support.office.com/en-us/article/create-a-form-by-using-the-form-wizard-2786d31a-7241-4c11-9747-1ecf88b4d04b
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.webucator.com/how-to/how-create-form-with-the-form-wizard-microsoft-access.cfm
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.dummies.com/software/microsoft-office/access/how-to-generate-forms-in-access-2016/
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm
https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/create_a_form_in_microsoft_access.cfm

Form with subform

* In the left Navigation Pane,
right-click on the form and
select Design View from
the contextual menu.*

* Locate the Controls group
on the Design tab in the
Ribbon.*

e Click the little down-arrow
to expand the list of
available form controls.*
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*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to_add_a_subform_to_a form_in_access_

2016.cfm
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* Click the Subform/Subreport 1con to select it.*

* Then click 1n the form, 1n the location that you'd like the subform
to be displayed.*

e This launches the SubForm Wizard.*

* You have the option of basing your subform on a table or query,
or on an existing form.*

* In this example, we'll select Use existing Tables and Queries. *

* Once you've selected the option, click Next >.*

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to_add_a_subform_to_a form_in_access_
2016.cfm
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*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to_add_a_subform_to_a form_in_access_
2016.cfm
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* If you selected Use existing Tables and Queries, ewoo or somess
you will now be asked to select the fields to use in
the subform.*

* Select the table or query from the drop-down ssrmua

1iSt * Which fields would you like to indude on the subform or subrepart?
L]

¥ou can choose fields from more than one table andjfor query.

* On the left pane, select each field that you need m=e==

Table: City o

On the SUbform, tlen CliCk the little > button tO Available Fields: Selected Fields:
move it across to the right pane.* e > o
>
* You can select fields from more than one table or <

query. Simply select another table/query from the

drop-down when you're done with the first one. e | | <oack

* Once done, click Next >.*

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to_add_a_subform_to_a form_in_access_
2016.cfm
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» There needs to be a field that links the main form and its “***"
subform. This 1s typically an ID field or similar.*

 If you've previously set up a relationship for the tables, then
Access will guess which field to use based on the primary key
and foreign key of the relationship.*

* At this part of the wizard, Access gives you the opportunity to
choose your own field or select another one from the Ilist
provided.*

* For this example we leave it at the field that Access guessed. ™

* Once you've selected a field, click Next >.*

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to_add_a_subform_to_a form_in_access_
2016.cfm
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SubForm Wizard SubForm Wizard

Would you like to define which fields link your main form to this

What name would you like for your subform or subrepart?
subform yourself, or choose fraom the list below?

Those are all the answers the wizard needs to create your subform
or subrepart,

@ghnnse from a list. ) Define my own.

Show City for each record in <SQL Statement> using Population

Mone

Show City for each record in <SQL Statement> using CountryCode

Cancel < Back Mext = Einish Cancel < Back Finish

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to_add_a_subform_to_a form_in_access_
2016.cfm



Form with subform

* https://www.quackit.com/microsoft access/microsoft access 201
6/howto/how to add a subform to a form in access 2016.cfm

* https://support.office.com/en-us/article/create-a-form-that-

contains-a-subform-a-one-to-many-form-ddf3822{-8aba-49c¢cb-
831a-1e¢74d615106b

* https://access-programmers.com/main-form-and-subform-
concepts

* https://www.microassist.com/software-tips/creating-access-
subforms/
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Report SILEM@

UNIVERSITY

* Reports offer a way to view, format, and summarize the oo .
information 1n your Microsoft Access database.*

* For example, you can create a simple report of phone numbers for
all your contacts, or a summary report on the total sales across
different regions and time periods.*

* The design of a report 1s divided into sections that you can view
in the Design view.*

* Understanding how each section works can helps you create
better reports. ™

 For example, the section in which you choose to place a
calculated control determines how Access calculates the results.*

*https://support.office.com/en-us/article/introduction-to-reports-in-access-e0869f59-7536-4d19-8e05-7158dcd3681c



Report wizard

SILESIAN @

UNIVERSITY

* A grouped report (also known as a summary report), 1s a report oo
where one or more fields are used to group the other fields.*

ADMINISTEATION IM KAEYINA

* This can be handy 1f one field has lots of repeating values, as you
can display the value once, then display all records that belong to

that group.*

. Chck Report Wizard on the Ribbon (from the Create tab) *

Music : Database- C:\Users\Fred DocumentshData\ AccessiMusic.accdb (Access 2007 - 2016 file form...

Sign in

External Data Database Tools n Tell me what you want to do

’ﬁ m . m D [ Form Wizard :| ﬂ | 21 Report Wizard D o

a6 EH& [

Application  Table Table SharePaint
Parts ~ Design  Lists =
Templates Tables

b

.Nawgatmn

Query Query Form  Form  Blank Report Report Blank Labels Macro
Wizard Design Design Form =) More Forms - Design Report 5]
Queries Forms Reports Macros & Code P
Report Wizard

Show the Report Wizard which
helps you to create simple,
customnized reports.

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to create a_grouped report_using the r

eport_wizard in_access_2016.cfm



Report wizard

* Access now gives you the
opportunity to specify more
grouping levels if required.*

* In our example, we'll leave 1t as i1t
is (at one grouping level).

* Click Next >.*

* You can specify fields to sort the
report details by. This sorts the
fields within each group (not the
grouped fields).*

* Once done, click Next >.*

SILESIAN @

Report Wizard UNIVE RSIT‘E

Do you want to add any arouping SCHOOL O BUSINESS
levels? ArtistMName ADMINISTEATION IM KAEYINA

AlbumMame, ReleaseDate, Genre

Report Wizard
What sort arder do you want for detail records?

‘You can sort records by up to four fields, in either
ing arder,

ascending or descending ord

~ Ascending

~ Ascending

Cancel < Back Next = Finish

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to create a_grouped report_using the r

eport_wizard in_access_2016.cfm



Report wizard

Report Wizard

Tables/Queries

Table: Artists

Available Fields:

=

Cancel

e

Selected Fields:

Which fields do you want on your report?

AlbumMame
ReleaseDate
Genre

Artisthame

Mext >

Report Wizard

How do you want to view your
data?

You can choose from more than one table or query.

I:n,r .ﬁ.lhus

#| Show me mare information

Finish Cancel

SILESIAN
UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

ArtistMame

AlbumMame, ReleaseDate, Genre

< Back Mext =

Finish

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to create a_grouped report_using the r
eport_wizard in_access_2016.cfm



Report wizard

* Select one of the preset layouts for
the report. ™

* The preview will update when you
select an item. Feel free to select
each one to see how 1t affects the
layout.*®

*You <can also change the
orientation to  Landscape 1f
required.*

* For our example, we'll leave the
report with a Stepped layout and a
Portrait orientation. ™

Report Wizard

How would you like to lay out your repaort?

Cancel

........................

(") Outline

a page.

........

SILESIAN @

UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

Crientation
@Eu:urt’ait

()Landscape

I

&djust the field width so all fields fit on

< Back

Mext =

Finish

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to create a_grouped report_using the r

eport_wizard in_access_2016.cfm



Report wizard

* Enter a name for the report.™

* You also have the option of either
previewing the report or modifying
it's design once the wizard has
finished creating it.*

* For our example, we'll leave it at
Preview the report.*

* Click Finish to generate the
report.*

Report Wizard

What tile do you want for your repaort?

&lbums Grouped by Artist

SILESIAN @

UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

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?

@ Preview the report.

() Modify the report’s design.

Cancel

< Badk

Einish

*https://www.quackit.com/microsoft_access/microsoft_access_2016/howto/how _to create a_grouped report_using the r

eport_wizard in_access_2016.cfm



Report wizard — organize the report mm@

UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

* Click Next when you are satisfied | reportwise
with the basic organization of your | ooyuventioasdany oroune

« levels? Product Types

data * F‘ru:n:lu_n:ts_ Table_Product Mame,

' . * F'ru:u:ll.l.cts. Table.Product Nar DSE:I:slleh:i: Product Mame, Price

° If you re nOt Satlsﬁed Wlth the Way ?-IIF'n:u:Iu-:t Mame k‘ ) '

your data 1s organized, you can now i

modify the grouping levels.* Pty
e Select a field from the list, and click

the right arrow to add i1t as a new

level.*

Cancel < Back Mext = Finizh

*https://edu.gcfglobal.org/en/access2016/advanced-report-options/1/



Report wizard — organize the report mm@

UN]_\F.E_RS[T?.
. Report Wizard
* If necessary, modify the order of |
. Do you want to add any grouping
your grouped fields by selecting a | == Product Types
field and clicking the up or down Products Tabe ProdctName,
. . . Products Table.Product MNar :
Priority arrow to move 1t up or down | sesiton > Sales Unit_Product Name
a level.* : Pice
* Once you are satisfied with the Fronty
. . . ¥
organization of your report, click
Next.*
Grouping Options ... Cancel < Back Mext = Einish

*https://edu.gcfglobal.org/en/access2016/advanced-report-options/1/
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* https://www.dummies.com/software/microsoft-office/access/how-
to-start-the-report-wizard-in-access-2016/

* https://www.webucator.com/how-to/how-create-report-with-the-
report-wizard-microsoft-access.cfm

* https://support.office.com/en-us/article/create-a-grouped-or-
summary-report-f23301al-3e0a-4243-9002-4a23ac0fdbf3

* https://edu.gcfglobal.org/en/access2016/advanced-report-
options/1/
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