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appendix 
d

Creating Reports in Access

There are many reasons to create a hard copy of your lovingly maintained Ac-
cess data. With a good printout, you can:

• Carry your information without lugging your computer around. For 
example, you can take an inventory list while you go shopping.

• Show your information to non-Access users. For example, you can hand 
out product catalogs, order forms, and class lists to other people.

• Review details outside the office. For example, you can search for mis-
takes while you’re on the commuter train home.

• Impress your boss. After all, it’s difficult to argue with 286 pages of raw 
data.

In Chapter 27 you learned how to print the raw data that’s in a table, straight from 
the datasheet. This technique is handy, but it provides relatively few features. You 
don’t have the flexibility to deal with large blocks of information, you can’t fine-tune 
the formatting of different fields, and you don’t have tools like grouping and sum-
marizing that can make the information easier to understand. As you’ve probably 
already guessed, Access provides another printing feature that fills in these gaps. It’s 
called reports, and it lets you create a fine-tuned blueprint that tells Access exactly 
how it should prepare your data for the printer.

Reports are specialized database objects, much like tables and queries. As a result, 
you can prepare as many reports as you need, and keep them on hand indefinitely. 
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Life isn’t as easy if you stick to the datasheet alone. For example, if you’re using the 
bobblehead database, you may want to print a list of bobblehead dolls with the doll’s 
name and manufacturer information for your inventory list, and a separate list with 
prices for your budgeting process. To switch back and forth between these two types 
of printouts using the datasheet, you have to manually rearrange and hide columns 
every time. Reports don’t suffer from this problem, because each report is saved as a 
separate database object. So if you want to print your inventory list, you simply run 
the DollInventory report. If you want the budgeting details, you fire up the Doll-
Prices report.

Note: This philosophy is the same one that you saw with queries in the previous appendix. Rather than 
get locked into one set of sorting and filtering options, reports let you cook up every combination you 
could ever want, and then store each one as a separate database object.

To see one reason why reports are insanely better than ordinary datasheet printouts, 
compare Figure D-1 (which shows a datasheet printout) and Figure D-2 (which puts 
the same data into a simple report). Notice how the datasheet printout has both 
wasted space and missing information.

Figure D-1:  
Ordinary printouts are notoriously bad 
at dealing with large amounts of data 
in a single column. Consider the De-
scription field in this Dolls table. Every 
record has the same-sized box for its 
description, which fits three short lines. 
If the information is larger than the 
available space (as it is for the Edgar 
Allan Poe doll), it’s chopped off at the 
end. If the information is smaller (as 
with the James Joyce doll), you have 
some wasted white space to look at.

Report Basics
You can take more than one path to create a report. Experienced report writers (like 
you, once you’ve finished this appendix) can build a report from scratch using Lay-
out view or Design view. Report newbies (like you, right now) can create a simple 
report with a single click. But either way, your report-generating path starts when 
you click one of the buttons in the Create➝Reports section of the toolbar.
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Creating a One-Click Report
The simplest way of all to create a report is to select a table in the navigation pane 
and choose Create➝Reports➝Report. This command creates a tabular report with 
a separate column for each of your table’s fields. The columns are arranged from 
left to right in the same order as in the table. (It doesn’t matter whether you’ve rear-
ranged the columns in the datasheet.) However, any columns you’ve hidden in the 
datasheet (page 765) are left out of the report. At the top, Access adds a stand-in logo 
(it looks like a notebook), a title, and the date and time the report was last generated. 
Page numbers are at the bottom.

The one-click report generating approach gets you started in a hurry, but it’s not 
as convenient as it sounds. Most tables have quite a few fields, and an automati-
cally generated report includes them all. The resulting report is often so wide that it 
stretches right off the edge of the page (Figure D-3). You can remove and resize col-
umns after you create the report to solve the problem (page 764), but you’ll also need 
to move the page number and resize the report in Design view (page 712). With all 
that trouble, it’s usually easier to create a blank report and then add the columns you 
want. You’ll learn how in the next section.

Figure D-2:  
In a typical report, you size the column 
widths, but the height of each row 
depends on the amount of information in 
the record. That means each row is just 
large enough to show all the text in the 
Description field. Best of all, you don’t 
need to apply any special settings to get 
this behavior. Reports do it automatically.
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Figure D-3:  
Access adds a dotted line on the 
right side of your report to indicate 
the edge of the page. If your report 
goes over the edge of one page, it 
ends up on another page—in other 
words, Access creates a printout 
that’s two pages wide. At best, this 
is somewhat confusing. At worst, 
you’ll be forced to assemble a 
jigsaw of printed pages to read a 
single row of your report. Generally, 
it’s better to make sure all your 
fields fit the width of the page.

Page break

UP TO SPEED

Doing the Heavy Lifting with a Query
The most obvious way to build a report is to base it on an 
existing table. However, you can also create a report on top 
of a query. This approach lets you use some heavy-duty 
filtering or sorting on your records before they reach the 
report. It also makes sense if you want to create a report 
that uses information from more than one table.

For example, imagine you decide you want to create a 
product list that includes additional details from another 
table (like the category description from the ProductCat-
egories table). Although you can create this report from 

scratch, it often makes more sense to structure your data 
with a query first. That way, you can reuse the query for 
different purposes (like editing), and you can change it 
anytime.

In this example, the first step is to create a query that joins 
the Categories and Products table (page 22 in Appendix C). 
Then, you save this query, select it in the navigation pane, 
and choose Create➝Reports➝Report to create a report 
that’s based on the query. You can then follow the normal 
steps to perfect your report.
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Building a Report in Layout View
Using layout view to create a report is a great technique—it’s practical without being 
overly complicated. If you want to try creating a report of your own, open the Bou-
tique Fudge database (included with the downloadable content for this appendix) or 
a database of your creation, and follow these steps:

1.	 Choose	Create➝Reports➝Blank	Report.

A new tab appears. This is the surface where you’ll design your report.

2.	 Pick	your	table	in	the	Field	List.	

To add fields to a report, you need the help of the Field List pane (see Figure 
D-4). Access shows the Field List pane automatically when you create a blank 
report, but if you’ve accidentally closed it, you can show it again by choosing 
Report Layout Tools | Design➝Tools➝Add Existing Fields.

At first, Access doesn’t know what to display in the Field List pane because it 
doesn’t know what table you want to use. It’s up to you to choose one. Click 
“Show all tables”, find your table in the list, and click the tiny icon next to it 
(the square with the plus sign in it) to expand the table and show all the fields it 
contains (Figure D-4). This example uses the Products table from the Boutique 
Fudge database.

Note: Often, your report fields will come from a single table. But you can also add fields with related 
information from a linked table. For example, when creating a report for the Products table, you could add 
fields from the ProductCategories table to show information about the category that each product is in.

3.	 Add	your	columns	to	the	report.	

To add a column, click the field in the Field List, drag it over to your report, and 
let it go in the appropriate position (Figure D-5).

When you add a new field, Access uses the field name for the column heading, 
which isn’t always what you want. Maybe you’d prefer Product Name (with a 
space) to ProductName. Or maybe you’d like to shorten ProductCategoryID to 
just Category. After all, the report shows the name instead of the numeric cat-
egory ID, because the ProductCategoryID field uses a lookup (page 801). For-
tunately, renaming the column headers is easy. Just double-click one to switch it 
into Edit mode. You can then edit the existing text or replace it altogether.
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Figure D-4:  
When you first create it, a blank 
report starts out, well, blank. To 
get anywhere, you need to drag 
fields from your table and drop 
them onto your report. Each one 
becomes a separate column in 
your report.

Click the plus box to see
the fields in a table

Click and drag the fields
you want onto

the report

Click here to open
a datasheet view
for the table

Figure D-5:  
In this example, the report has 
two fields so far, and you’re in 
the process of adding a third. As 
you drag, Access shows a small 
yellow I-beam to indicate where 
the new column will go. (To 
rearrange your columns after 
you’ve added them, follow the 
instructions on page 12 of this 
appendix.) If you watch closely, 
you see the Field List change 
the moment you add your first 
field. It separates itself into 
three sections, putting the table 
you’re using at the top, tables 
that are linked by relationships 
in the middle, and unrelated 
tables at the bottom.
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Tip: The average computer monitor can show a lot of columns at once, and if you run out of space, 
there’s always that nifty scrolling feature to help you out. But ordinary paper isn’t that accommodating. 
If you create a report with way too many fields, you’ll find that it stretches right off the right side of the 
page (Figure D-6). One option is to rotate the page sideways into landscape orientation (see page 13 of 
this appendix). But if you really need to shrink a report, the best starting point is to remove unnecessary 
columns. To remove a column, right-click it and choose Delete Column. The columns on the right side 
then move left into the newly freed space.

4.	 Resize	the	columns	smaller	or	larger	until	you	have	the	balance	you	want.

To resize a column, first click the column header to select it. (A solid yellow line 
will appear around the column.) Next, move the mouse to the right-side of the 
column header, so that it changes into the two-way resize pointer. Finally, drag 
the column border to the left (to make it smaller) or to the right (to make it 
larger). Figure D-6 shows this process in action.

Figure D-6:  
Drag the edge of the column 
to the desired width. A black 
box shows you the new width. 
When you release the mouse 
button, Access changes the col-
umn width and moves all the 
following columns accordingly. 
To prevent the last column 
from leaking off the edge of 
the page, you may need to 
shrink some columns after you 
expand others.

1. Click here2. Drag to here

5.	 Add	any	other	elements	you	want,	 like	a	title,	a	 logo,	page	numbers,	and	
the	date.

To add any of these ingredients, head to the Report Layout Tools | 
Design➝Header/Footer section of the ribbon (see Figure D-7).

 — The title is the large-text caption that appears at the top of the first 
report page.

 — The logo is a tiny picture that usually sits in the top-left corner of a report, 
next to the title.

 — Page numbers indicate the current page (and, optionally, the total num-
ber of pages) in a printout. But in Layout view, Access treats the report as 
though all the data occupies one page, so you need to scroll to the end to 
see this element.
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 — The date information indicates the day and time that the report was run. 
Ordinarily, it appears in the header section, to the right of the title. Once 
you print a report, the date information tells you how recent (and therefore 
how relevant) your information is.

Figure D-7:  
The logo and title typically sit at 
the top of your report. You can 
use any picture for the logo and 
any text for the title. Access gives 
you more options for the date 
(Figure D-8) and page number 
(Figure D-9).

Add page
numbers

Insert a tiny picture
in the top-left corner

of your report

Add a
title

Add date and time information

Figure D-8:  
When adding date information, you can choose whether to include the date, 
the time, or both. You also pick the format. Once you’ve added the date 
information, you can change the font, borders, and colors, as with any other 
report element.

Figure D-9:  
With page numbers, you can choose the format, the position, and the alignment. 
(The position determines whether the page numbers appear above or below 
the report data. Although you can drag the page numbers around after you add 
them, Access will shift the report data to make room, based on your choice.)
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6.	 Optionally,	you	can	tweak	the	formatting	by	changing	fonts,	colors,	and	borders.

The quickest way to change the formatting of your report is to select the appro-
priate part (by clicking) and then to use the buttons in the Report Layout Tools | 
Format➝Font section of the ribbon. Using this technique, you can change how 
titles, column headers, and data appear. Page 21 has more on this technique.

7.	 Add	the	finishing	touches.

Now’s the time to change the headings, add a logo, tweak the borders, or apply 
page numbers. You’ll learn how to adjust these details starting on page 21. 

8.	 Optionally,	choose	File➝Print➝Print	to	print	the	report	now.

You can also adjust the print settings in Print Preview mode (choose File➝ 

Print➝Print Preview), as described on page 13 of this appendix.

9.	 Save	your	report	to	use	later.

You can save your report at any time by pressing Ctrl+S. If you close the report 
tab without saving it, Access prompts you to make the save. Either way, you 
need to supply a name for your report.

It’s possible to create reports that have the same names as tables or other data-
base objects. For example, you could create a Products report that shows infor-
mation about the Products table. However, in practice it’s usually better to pick 
a more specific report name (like ProductsByCategory, ProductListForDealers, 
and Top50Products). The report shown in Figure D-2 and elsewhere in this ap-
pendix is named ProductCatalog.

Figure D-10:  
You can see this in the 
sample Bobblehead database 
examples for this appendix. 
(They’re available on the 
Missing CD page at www.
missingmanuals.com/cds.) 
The report is named Dolls-
WithPictures.
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FREQUENTLY ASKED QUESTION

Adding Pictures to Reports
Can I store pictures in a table and show them in a report?

Many tables include embedded pictures using the Attach-
ment data type (page 733). You can use this technique to 
store employee photos, product pictures, or supplier logos. 
Depending on the type of picture, you may then want to 
include them in your printouts.

It’s possible to show your pictures in a report (and even 
print them), provided you meet the following require-
ments:

• Your picture is stored in an attachment field.

• Your picture is stored in a standard picture for-
mat (think .bmp, .jpg, .gif, , .wmf, and so on). If 
you have another type of file in an attachment field, 
you just see the icon of the related application (like 
Microsoft Word for a .doc file) in your report.

• Your picture is the first attachment. If you have 
more than one attachment, when you select the row 

in the report, tiny arrow buttons appear above it that 
you can use to move from one attachment to another. 
But it’s way too much work to do this with all your 
records before you print a report.

The Dolls table in the bobblehead database Products table 
fits the bill, which lets you create a report like the one 
shown in Figure D-10.

Alternatively, you can show the file name or the file type of 
an attachment in a report. To do this, you need to use the 
Field List pane. For example, if you have an attachment field 
named Picture, it appears with a + button next to it in the 
Field List pane. Click the + button, and you’ll see the three 
Picture-related details you can display in a report: Picture.
FileData (the attachment content itself, which is the im-
age), Picture.FileName (the name of the file), and Picture.
FileType (the type of file). If you want to show these details, 
just drag them onto your report.

The Many Views of a Report
Just as with tables and queries, you can use several different views to change a re-
port. When you create a report using the quick creation technique described earlier, 
you begin in Layout view, which is an ideal starting place for report builders. But 
depending on the task at hand, you may choose to switch to another view. You have 
four viewing options:

• Layout View. Shows what the report will look like when printed, complete with 
the real data from the underlying table. You can use this view to format and 
rearrange the basic building blocks of the report.

• Report View. Looks almost the same as Layout view, but doesn’t let you make 
changes. If you double-click a report in the navigation pane, Access opens it in 
Report view so you can see the data it contains without accidentally changing 
its design. One common reason to use Report view is to copy portions of your 
report to the Clipboard, so you can paste them into other programs (like Word). 
Figure D-11 shows how that works.
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Figure D-11:  
To select a bunch of rows, click 
in the margin on the left next 
to the first row you want to 
select, and then drag down to 
highlight the rows you want. 
Then, right-click the highlighted 
portion, and choose Copy to 
transfer it to the Clipboard, so 
it’s ready for pasting into other 
Windows applications.

• Print Preview. Shows a live preview of your report, just like Layout view and 
Report view do. The difference is that the preview is paginated (divided into 
print pages), so you can figure out how many pages your printout needs and 
where the page breaks fall.

• Design View. Shows a template view where you can define the different sec-
tions of your report. It’s not nearly as intuitive as Layout view, but it does give 
you complete, unrestrained flexibility to customize your report. Access experts 
often begin creating a report in Layout view and then add more exotic effects 
in Design view. 

Note: Design view is a throwback to previous versions of Access, which didn’t include the more intuitive 
Layout view and Report view options. It’s still useful for some tasks, but it’s no longer the central station 
for shaping and formatting a report.

You can switch from one view to another by right-clicking the report tab title, and 
then choosing the appropriate view from the pop-up menu. (Or, you can use the 
Home➝Views➝View menu or the view buttons in the bottom-right corner of the 
Access window. It’s just a matter of personal preference.)

After you’ve closed your report, you can reopen it in the view of your choice. Just 
right-click the report in the navigation pane, and then choose the appropriate view. 
Or double-click the report in the navigation pane to open it in Report view.
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Rearranging a Report
Few reports stay the same forever. Whether you want to give your report a quick 
tune-up or a radical overhaul, it’s easy enough to do by flipping back into Layout view.

Before you do anything, it’s important to understand how to select a column. In Ac-
cess 2007, you simply needed to click once anywhere in a column. But Access 2010 
has a more sophisticated layout system that lets you deal with the column header 
and the column data separately, and as a result it’s slightly trickier to select the whole 
shebang (see Figure D-12). You can use two techniques:

• Right-click the column and choose Select Entire Column.

• Hold down the Ctrl key. Then, click the column header, and any value in the 
column. This selects both parts.

Once you’ve selected a column, you can:

• Move it (by dragging it to new place).

• Remove it (by pressing Delete).

• Resize it (by clicking and dragging the right edge to either side).

Figure D-12:  
A common mistake when deleting 
columns is to click a column and 
then press Delete. Unfortunately, this 
deletes either the column header or 
the entire column except the header 
(as shown with the Price column here), 
depending on where you click. As a 
result, Access isn’t able to rearrange 
the report to fill in the empty space. If 
you have this problem, click Undo and 
try again, using the column selection 
technique described above. Or, just fin-
ish the job by right-clicking the column 
and choosing Delete Column.

Tip: If you’re a keyboard lover, you can move or resize a column without taking your fingers off the 
keyboard. Select the column, and then press Shift with the left or right arrow key to narrow or widen the 
column. Use Alt-left arrow or -right arrow to move the column one spot to the left or right, so that it swaps 
positions with its nearby neighbor.
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You can also move, remove, or resize other report elements, like the title, logo, and 
page numbers. Just click once to select the object you want, at which point a thick 
yellow border appears around it. It’s then ready for you to drag it, resize it, or dis-
patch it with a quick press of the Delete key.

Printing, Previewing, and Exporting a Report
Once you’ve created the perfect report, it’s time to share it with rest of the world. 
Most commonly, you’ll choose to print it.

Printing a report is easy—simply select the port in the navigation pane (it doesn’t 
even need to be open), and choose File➝Print➝Print. But before you inadvertently 
fire off an 87-page customer list in jumbo 24-point font, it’s a good idea to preview 
the end result. Access makes it easy with its integrated Print Preview feature.

Previewing a Report
To get a preview of what your printed report will look like, select it in the navigation 
pane and choose File➝Print➝Print Preview. Or, if the report is already open, you 
can right-click the report tab title and choose Print Preview.

Print Preview mode doesn’t let you make any changes or select any part of the re-
port. You’re limited to zooming in and out, and moving from page to page (see 
Figure D-13). When you’re finished looking at your print preview, choose Print 
Preview➝Close Preview➝Close Print Preview. Or, right-click the tab title of the 
preview window and choose a different report view.

In Print Preview mode, the ribbon changes dramatically. The tabs you’ve grown to 
know and love disappear, and Access replaces them with a single tab named Print 
Preview. (This is the same Print Preview tab you saw when you previewed a data-
sheet printout in Chapter 27.) You can use all the same techniques that you learned 
on page 778 to move around the preview, see multiple pages at once (which lets you 
study where page breaks occur), and change the page margins and paper orientation.

For example, the Portrait and Landscape buttons let you quickly switch between the 
standard portrait orientation (which places the short edge at the top of the page) 
and landscape (which rotates the page, placing the long edge at the top). Portrait fits 
more rows, while landscape fits more columns. Generally, portrait is best, provided 
it can fit all your columns. If portrait mode doesn’t fit all your columns, you can try 
using landscape orientation, a smaller font size (page 762), narrower margins, or a 
larger size of paper.
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Figure D-13:  
To zoom in, click once with the mouse. Click 
again to zoom back out to the full page view. 
You can also use the page navigation buttons 
at the bottom of the window to move from 
one page to the next, and the zoom slider (not 
shown) for more precise zooming. But the most 
useful commands appear in the ribbon, which 
lets you tweak the print settings and export 
your report results to another type of file.

Note: Reports always use your standard paper size (which is usually 8.5 x 11 inches, or letter size) when 
you first create them. However, if you change the size, the new size setting is stored with the report. That 
means the next time you open your report, it still has the customized paper size. The same applies for the 
paper orientation setting.

Access has two extra options that aren’t provided in a normal datasheet print preview:

• Print data only. Click the Print Preview➝Page Size➝Print Data Only checkbox 
to produce a streamlined printout that leaves out details like column headers 
and titles. This option is rarely useful, because the resulting printout is harder 
to read.

• Print multiple columns. Click Print Preview➝Page Layout➝Columns to fit 
more report data on a page. This option works only if your report is much nar-
rower than the page width. For example, if your report is less than half the width 
of the page, you can double-up by using two columns. You’ll need half the num-
ber of pages. 
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Tip: You can change several of the page layout settings (like margins and paper orientation) without 
heading to the print preview. You’ll find the same buttons in the Report Layout Tools | Page Setup tab of 
the ribbon, which appears whenever you have your report open in Layout view.

Export Formats
The Print Preview tab is a bit of an oddity, because it includes a few commands that 
don’t have anything to do with printing your report. The commands in the Print 
Preview➝Data section let you take a snapshot of the current report data, and then 
export the snapshot into some other type of file so you can view it outside of Access 
or work with it in another program. This technique is a great one to use if you want 
to share some data with other people (read: impress the boss).

Although Access supports many different formats for exporting a report, you’ll use 
just a few with reports. The useful formats for exporting reports include:

• PDF or XPS. This option lets you preserve your exact report formatting (so 
your report can be printed), and it lets people who don’t have Access (and pos-
sibly don’t even have Windows) view your report. It’s one of the most popular 
export options. For more information about the PDF and XPS formats, see the 
box “Learning to Love PDFs” on page 16 of this appendix.

• Word. This option transforms your report into a document you can open in 
Word. However, the format Access uses is a bit clumsy. (It separates each col-
umn with tabs and each line with a hard return, which makes it difficult to 
rearrange the data after the fact in Word.) A nicer export feature would put the 
report data into a Word table, which would make it far easier to work with.

• HTML Document. This option transforms your report into a rich HTML doc-
ument, suitable for posting on the Web or just opening straight from your hard 
drive. The advantage of the HTML format is that all you need to view it is a web 
browser (and who doesn’t have one of those?). The only drawback is that the 
formatting, layout, and pagination of your report won’t be preserved exactly, 
which is a disadvantage if someone wants to print the exported report.

Note: When you export a report, Access does its best to honor your page setup. For example, if your re-
port takes 12 printed pages and you export it to Word, Access distributes the contents in exactly the same 
way over a 12-page Word document. If you export the same report to HTML, Access creates a separate 
HTML file for each page of the report (like ProductCatalog1.html, ProductCatalog2.html, and so on). It also 
adds navigation links at the bottom of each page, so you can jump to the next, previous, first, or last page 
when viewing the report in a browser.
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Learning to Love PDFs
You’ve probably heard about PDF, Adobe’s popular for-
mat for sharing formatted, print-ready documents. PDFs 
are used to pass around product manuals, brochures, and 
all sorts of electronic documents. Unlike a document for-
mat such as .xlsx, PDF files are designed to be viewed and 
printed, but not edited.

The best part about PDFs is that they can be viewed on 
just about any type of computer and operating system 
using the free Adobe Reader. You can download Adobe 
Reader at http://get.adobe.com/reader, but you probably 
don’t need to. Most computers already have Adobe Reader 

installed, because it comes bundled with so many different 
programs (usually so you can view their electronic docu-
mentation). It’s also used widely on the Web.

PDF isn’t the only kid on the block. Microsoft’s Windows 
Vista and Windows 7 operating systems include an elec-
tronic paper format called XPS (XML Paper Specification). 
In time, as XPS is integrated into more and more products, 
it may become a true PDF competitor. But for now, PDF is 
dramatically more popular and widespread, so it’s the one 
to stick with.

Exporting a Report to a PDF
Exporting a report to a PDF is slightly different than exporting it to any other for-
mat, due to the fact that PDF and XPS exporting ability started out as a separate 
plug-in (helper program) for Access 2007. This plug-in has been incorporated into 
Access 2010, so you can create PDFs right out of the box.

To export a report to a PDF (or XPS), follow these steps:

1.	 Switch	to	Print	Preview	mode.

If your report is open, right-click the report tab title, and then choose 
Print Preview. Otherwise, select it in the navigation pane and choose 
File➝Print➝Print Preview.

2.	 Click	Print	Preview➝Data➝PDF	or	XPS.

The “Publish as PDF or XPS” window appears (Figure D-14).

3.	 Choose	your	file	name,	file	type,	and	quality.

The most important details are the file name and the file type (either PDF or 
XPS). Enter this information first.

You can export PDF files with different resolution and quality settings, which 
mostly affect reports that have pictures. Normally, you use higher-quality set-
tings if you’re planning to print your PDF file, since printers use higher resolu-
tions than computer monitors. You have some control over PDF quality using 
the “Optimize for” options. If you’re planning to email the PDF so people can 
view your report onscreen, choose “Minimum size (publishing online)”. On the 
other hand, if the people reading your PDF might print it, choose “Standard 
(publishing online and printing)” instead. You’ll export a slightly larger file that 
will make for a better printout.
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Finally, if you want to publish only a portion of your report as a PDF file, click 
the Options button to open a dialog box with yet a few more settings. You can 
opt to publish a fixed number of pages rather than the full report.

4.	 Click	Publish	to	perform	the	export.

If you have the “Open file after publishing” checkbox turned on, Access launches 
your PDF viewer after it creates the file. Or, if you’re exporting an XPS file, Ac-
cess opens the exported file in Internet Explorer (on Windows Vista computers) 
or in the XPS Viewer (on Windows 7).

5.	 Choose	whether	you	want	to	save	your	export	settings,	and	click	Close.

By saving your export settings, you can quickly export the same report later on. 

Figure D-14:  
The “Publish as PDF or XPS” 
window has some extra options 
crammed into the bottom. You 
can turn on the “Open file after 
publishing” checkbox to tell 
Access to open the PDF or XPS 
file after the publishing process 
is complete, so you can check 
the result.

Exporting a Report to a Different Format
If you want to export a report to any format but PDF or XPS, follow these steps:

1.	 Switch	to	Print	Preview	mode.

If your report is open, right-click the report tab title, and then choose Print Pre-
view. Otherwise, select it in the navigation pane and choose File➝Print➝Print 
Preview.
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2.	 Click	one	of	 the	buttons	 in	 the	Print	Preview➝Data	section	of	 the	ribbon,	
depending	on	the	format	you	want	to	use	for	your	export.

Some of the options are stored under the Print Preview➝Data➝More menu. 
For example, choose Print Preview➝Data➝More➝Word to copy the results of 
your report into a Word-compatible document.

3.	 Choose	a	name	for	the	destination	file	(Figure	D-15).

The destination file is the place where the exported data will be stored.

4.	 If	you	wish	to	open	your	exported	file	in	the	related	program,	check	the	set-
ting	“Open	the	destination	file	after	the	export	operation	is	complete.”

Say you’re exporting a Word document and you choose this option; Access will 
export the data, launch Word, and load the document. This is a good way to 
make sure your export operation worked as expected. This option works only if 
you have the program you need on your computer.

5.	 Click	OK	to	perform	the	export.

Ignore the other two checkboxes, which are grayed out. They apply only to ex-
port operations that work with other database objects.

Figure D-15:  
Access assumes you want a name 
that matches your report (for 
example, ProductCatalog.rtf if the 
ProductCatalog report is exported 
to a rich text document that can be 
opened in Word). However, you can 
change the file name to whatever 
you want.

Note: Remember, exporting a report is like printing a report. Your exported file contains the data that 
existed at that moment in time. If you decide a week later that you need more recent data, you need to 
export your report again.
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6.	 Choose	whether	you	want	to	save	your	export	settings,	and	click	Close.

By saving your export settings, you can quickly repeat your export operation 
later on. For example, if you export to a Word document and save the export set-
tings, you can export the report data tomorrow, next week, or a year in the future. 

Tip: You don’t need to open your report in order to export it. Instead, you can use all the commands you 
need straight from the navigation pane. Just right-click the report name, and then choose Export to show a 
menu of all your export options, from PDF files to HTML pages. You’ll also see a few options that don’t ap-
pear in the Export tab of the ribbon, including options for exporting the report to older, almost forgotten 
database and spreadsheet products like dBase, Paradox, and Lotus 1-2-3.

Formatting a Report
So far, you’ve learned to create simple reports that show all the information you want 
in a compact table. The only problem with these reports is that they all look the 
same. If you’re working in a cubicle farm for a multinational insurance company, this 
drab sameness is probably a good thing. But those who still have a pulse may want to 
jazz up their reports with borders, exotic fonts, and a dash of color.

Applying a Theme
The quickest way to apply formatting is to use one of the prebuilt themes (shown in 
Figure D-16) from the Report Layout Tools | Design➝Themes➝Themes list. Each 
theme applies a combination of fonts and colors. Themes let you transform the en-
tire look of your report in one step, but they don’t give you the fine-grained control 
to apply exactly the details you want.

Figure D-16:  
Every report begins by using 
the crowd-pleasing Office 
theme, but you have a long list 
of other options. As you hover 
over a new theme, your report 
adjusts itself automatically 
using a feature called live pre-
view. Click the theme to make 
your change permanent.
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Note: Remember, to format a report, it needs to be in Layout view. If you double-click a report in the nav-
igation pane, it opens in Report view. Right-click the tab title, and then choose Layout View to switch over.

You can do a few interesting things with themes:

• Apply just part of a theme. For example, what if you want to use the casual fonts 
from the Office theme in conjunction with the rich reds of the Opulent theme? 
The Access designers might cringe, but you can create your own combinations 
easily. From the Report Layout Tools | Design➝Themes➝Fonts list, pick the Of-
fice fonts, and then, from the Report Layout Tools | Design➝Themes➝Colors 
list, pick the Opulent colors.

• Apply the same theme to every report in your database. Find the theme in 
the Report Layout Tools | Design➝Themes➝Themes list. Right-click it, and 
choose Apply Theme to All Matching Objects. You can also right-click a theme 
and choose “Make This Theme the Database Default” to ensure that new re-
ports get the same formatting.

• Create a custom theme. When you set up a custom theme, you can consis-
tently use the same combination of fonts and colors in different reports. Start 
by picking your favorite font combination (choose Report Layout Tools | 
Design➝Themes➝Fonts➝Create New Theme Fonts). Then, pick your favorite 
set of colors (choose Report Layout Tools | Design➝Themes➝Colors➝Create 
New Theme Colors). Now your font combination will appear in the Fonts list, 
and your color combination will appear in the Colors list, so you can apply it to 
other reports in the database.

Note: The Themes feature isn’t bad, but it would be far more useful if themes grouped together more 
settings. For example, an Access theme really should include borders, alternating row formatting, a 
separate font for the column headers, and so on. (Themes don’t have these abilities because they’re an 
Office-wide feature that isn’t specifically tailored to Access.)

• Export a theme and share it between databases. If you want to reuse your 
theme in other databases (or share it with friends), you can save your custom 
fonts and colors as a .thmx Theme file. Create the custom theme, and then 
choose Report Layout Tools | Design➝Themes➝Themes➝Save Current 
Theme. To apply your custom theme later on, just choose Report Layout Tools | 
Design➝Themes➝Themes➝Browse for Themes, and browse to your .thmx file.

Tip: Since Access shares its theming system with Word, Excel, and PowerPoint, you can create a .thmx 
file in Access, and then use it to set document colors and fonts in other Office applications. That way, you 
can create memos in Word, presentations in PowerPoint, and reports in Excel that all share the same hot 
colors and fonts.
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Formatting Columns and Column Headers
Themes are a great way to get a bunch of formatting done in a hurry. However, 
sometimes you want to use more of a personal touch and format the different parts 
of your report by hand.

To apply more targeted formatting, you need to follow a two-step approach. First, 
select the portion of the report you want to format. Second, click a command in the 
Report Layout Tools | Format➝Font section of the ribbon (Figure D-17).

Figure D-17:  
The Report Layout Tools 
| Format➝Font section 
is packed with basic 
formatting tools.

Change the
font

Change the
font size

Change the format of
a numeric field

Show or hide more
decimal places in
a numeric field

Change the
text alignment

Change the background color

Change the text color

The Report Layout Tools | Format➝Font section lets you adjust all the following 
details:

• The font and font size (11-point Calibri is the easy-on-the-eyes standard).

• The text alignment (left, right, or center).

• The text color and background color.

Although you can format the title, date, or page number sections of the report, you’ll 
spend most of your time formatting the column headers and the column values. 
Here are some quick pointers that describe how to select the right part of your report 
so that you can format it:

• To select a column header, click it.

• To select the column values, click any one of the values in the column.

• To select both the header and the values, click the column header, and then 
Ctrl+click a value in the column. Or, just right-click the column and choose 
Select Entire Column.

• To select a group of columns at once, click a value in the first one and then 
Ctrl+click the other columns and (optionally) the column headers that you 
want to format.
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• To select the entire grid of report values (including the column headers), click 
the four-way-arrow icon, as shown in Figure D-18.

Figure D-18:  
To select the entire table, click anywhere inside the table of re-
port data, and then click the four-way arrow icon that appears 
next to the top-left corner of your report table.

You can’t format the individual values in a column. That means, for example, that 
you can format the ProductName column to look different from the Price column, 
but you can’t format Chocolate Jasmine Tea differently from Prince’s Peppermint Pat-
ties. This limitation makes sense—after all, you could have thousands of records, and 
keeping track of the formatting of each one would be way too much work for Access.

Formatting numeric fields
You can use the Report Layout Tools | Format➝Number section of the ribbon to 
adjust numeric fields (like the Price field in the ProductCatalog report). You’ll find a 
drop-down list that lets you pick various options for formatting numbers:

• General Number gives a basic, no-frills number. Access gives each value the 
number of decimal digits it needs.

• Currency makes sure each number has two decimal points and gets the cur-
rency symbol that’s configured for your computer (based on its geographic lo-
cale). Large numbers get thousands-separator commas to separate the digits, as 
in $1,111.99.

• Euro is similar to Currency, except it shows the currency symbol for the euro.

• Fixed gives each number the same number of decimal places. (Initially it’s two, 
but you can use the Increase Decimals and Decrease Decimals buttons, shown 
in Figure D-17, to change this.) Large numbers don’t get commas.
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• Standard is the same as fixed, except large numbers do get the thousands sepa-
rator comma (as in 1,111.99).

• Percent assumes each number is a fractional value that represents a percentage, 
where 1.0 is 100 percent. So if you have the number 48, Access changes this to 
4800.00 percent. (You can change the number of decimal places with the In-
crease Decimals and Decrease Decimals buttons.)

• Scientific displays each number using scientific notation, so 48 becomes 
4.80E+01 (which is a fancy way of saying 4.8 multiplied by 101 gives you the 
number that’s stored in the field). Scientific notation is used to show numbers 
that have vastly different scales with a similar number of digits. You can change 
the number of decimal places using the Increase Decimals and Decrease Deci-
mals buttons.

You can also change the number of digits that are displayed to the right of the deci-
mal point by clicking the Increase Decimals and Decrease Decimals buttons in the 
Report Layout Tools | Format➝Number section of the ribbon.

GEM IN THE ROUGH

Format Painter
The Format Painter is an often-overlooked tool that copies 
formatting from one spot in your report to another. The 
neat bit is that the format painter copies all the formatting 
details in one go, including color, font, and border settings.

The Format Painter is most useful in document-oriented 
programs like Word or Excel. However, the Format Painter 
is occasionally handy in an Access report. For example, if 
you’ve just finished perfecting the formatting for one col-
umn and you want to apply the same settings to another, 
the Format Painter can make short work of the job.

Here’s how to use the Format Painter:

1. Click to select the area that has the formatting you 
want to copy.

For example, this may be a value in a formatted column.

2. Choose Report Layout Tools | Format➝Font➝Format 
Painter.

The Format Painter icon looks like a paintbrush.

3. Click the area where you want to apply the copied 
formatting.

For example, this could be another column.

That’s it: Access copies your formatting from the first col-
umn to the second.

Alternating row formatting
Here’s a simple but powerful formatting trick: Add a shaded background to every 
second row. Alternating row formatting gives a bit of polish to the plainest report, 
but it also serves a practical purpose. In dense reports, the shaded bands make it eas-
ier for readers to distinguish each row and follow a row from one column to the next.
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To apply an alternating row format, you need to click immediately to the left of any 
row. At that point, the entire row becomes selected, and the Report Layout Tools | 
Format➝Background➝Alternate Row Color button is turned on. You can click it, 
and then choose a color.

If you click one of the values in the row, the Alternate Row Color button won’t be 
turned on, and you won’t be able to change the alternating fill color.

Gridlines
Every simple report uses a table to lay out its content. However, it’s your choice 
whether you want to make that table obvious, with clearly defined gridlines, or keep 
it sleek and lightweight. Most of the examples in this appendix have been gridline-
free, which makes sure that printouts look fresh and modern. However, if your re-
port holds a dense thicket of numbers and text, a few gridlines can make it more 
readable.

It’s up to you whether you want to add gridlines everywhere to keep data carefully 
regimented in separate cells or just add gridlines judiciously to highlight important 
columns. Either way, you follow the same basic process:

1.	 Select	the	part	of	the	report	on	which	you	want	to	apply	(or	change)	gridlines.

The simplest option is to apply gridlines to the entire table (Figure D-19). Al-
ternatively, you can select individual columns, groups of columns, and column 
headers, and change just their gridlines. 

Tip: Gridlines are useful with dense reports where the data may otherwise appear to run together into a 
jumbled mess. Access gurus know that less is more. Using just a few gridlines is often better than adding 
them between every column and row.

2.	 Choose	 one	 of	 the	 gridline	 options	 from	 the	 Report	 Layout	 Tools	 |	
Arrange➝Table➝Gridlines	list	(Figure	D-19).

The commands in the Gridlines section of the ribbon let you apply gridlines in 
the most common patterns: everywhere, between columns only, between rows 
only, around the outside of your data, and so on.

3.	 Use	the	other	buttons	in	the	Report	Layout	Tools	|	Arrange→Gridlines	menu	
to	change	the	thickness,	color,	and	style	of	your	gridlines.

Light-colored gridlines are an expert Access trick—they cleanly separate con-
tent but don’t distract report readers from the actual content. 
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Figure D-19:  
First, choose where you want your grid-
lines to appear. Then choose a line style 
(solid, dotted, dashed, and so on) for your 
gridlines, a thickness setting, and (option-
ally) a color other than black. 

Choose where to
place gridlines

Change the thickness
of your gridlines

Change the color
of your gridlines

Change the style
of your gridlines

Borders
Along with report gridlines, you can also use a similar set of border options. The 
difference between gridlines and borders is that gridlines apply to the table of report 
data, while borders can be attached to any ingredient in your report.

As with all types of formatting, you begin by selecting the portion of your report 
that you want to change. Then, head to the Report Layout Tools | Format➝Control 
Formatting➝Shape Outline menu. As with gridlines, you can pick a line thickness, 
color, and style.

Tip: When you first create a report, your report has no gridlines but uses borders around each value. To get 
rid of these borders, select the entire report (Figure D-18) and choose Report Layout Tools | Format➝Control 
Formatting➝Shape Outline➝Line Type➝Transparent (which is the first option in the list).

The border options don’t make much sense when you use them on column values, 
because you’ll end up with a box around each value. Borders are more useful around 
other report elements, like the report title.
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Margin and padding
If you use the border feature, you might also want to tweak the space that ap-
pears around each cell in the report. Access provides two related settings for this 
purpose. The margin is the space between the content and the border around it. 
The padding is the space between the border and the edge of the cell. Figure D-20 
shows the difference.

Figure D-20:  
Margins and padding let you space out the values in your 
report. If your field doesn’t use borders, margins and padding 
appear to do the same thing—they increase the white space 
around each value.

PaddingMargin

Gridline

Control Border

To change the margin and the padding space, head to the Report Layout Tools | 
Format➝Arrange➝Position section of the ribbon. Click Control Margins to choose 
from a small set of margin presets (None, Narrow, Medium, and Wide), or click 
Control Padding to choose one of the same options for padding. 

Note: Some controls don’t take well to large margins. If you increase the margin space of a text box, you 
may find that the white margin space starts to cut off the bottom of your text. This is an annoying, but 
easily avoidable, Access quirk. (To avoid it, just use more modest margins.)

Background image
One of the most exotic effects you can apply to any report is a background image—a 
picture that appears behind your report data on every page. To select a background, 
choose Report Layout Tools | Format➝Background Image➝Background➝Browse. 
Choose an image file on your hard drive, and click Open to add it to your form.

Note: Access adds every picture you use to the Report Layout Tools | Format➝Background 
Image➝Background list, so you can apply it again to another report or form in the same database.
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Usually, a background image looks perfectly awful in a report. But if you’re set on 
using this feature, there are three tips you should follow to make it look better:

• Use a very light-colored picture if your report data uses dark lettering, or a very 
dark picture if your report data uses light lettering. Without strong visual con-
trast, your background picture will make your report illegible.

• Make sure you remove all borders and gridlines from your report.

• Give the report a transparent background so nothing will interfere with your 
picture. To do this, select the whole table and go to the Report Layout Tools | 
Format➝Font section of the ribbon. Then, click the drop-down arrow next to 
the Background Color button (it looks like a paint can) and choose Transparent. 

Conditional Formatting
The average report packs in a lot of information. Some information is more impor-
tant than other data. For example, you may have good reasons for wanting to spot 
out-of-stock products, orders over $100, bobbleheads you’ve purchased in the last 
year, or wedding guests who haven’t sent gifts. With conditional formatting, you can 
emphasize these pieces of information with different formatting.

The idea behind conditional formatting is that you define a condition that, if true, 
prompts Access to apply additional formatting to a value in a column.

To apply conditional formatting, follow these steps:

1.	 Select a value in the column where you want to apply the conditional  
formatting.

For example, if you want to highlight products that top $100, click one of the 
values in the Price column. It doesn’t matter what value you select—a condi-
tional formatting rule applies to every value in the column.

2.	 Choose Report Layout Tools | Format➝Control Format➝Conditional 
Formatting.

If the Conditional button is turned off, you probably don’t have the right part 
of the report selected. For example, if you select a column header instead of a 
column value, you can’t apply conditional formatting.

When you click Conditional, the Conditional Formatting Rules Manager win-
dow appears. You can use this window to create multiple conditions for a col-
umn, but one is often enough.

3.	 Click New Rule to create a new conditional formatting rule.

The New Formatting Rule window appears. At the top is the rule type. The de-
fault rule type, “Check values in the current record or use an expression” is the 
one to use. The second rule type, “Compare to other records,” is used to create 
data bars. You’ll learn about them in the following section.
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4.	 Set the condition that Access should evaluate.

To configure your rule, you use the series of boxes under the caption “Format 
only cells where the”.

The first drop-down list box lets you choose whether you want to evaluate the 
actual data in the field (“Field Value Is”) or a calculation that uses that data (“Ex-
pression Is”). The simplest and most common option is to base your condition 
on the field value.

Using the second drop-down list box, choose the type of comparison you want 
to perform. You can choose to test whether the cell value equals a set number, is 
greater or less than a set number, or lies within some range of values.

Finally, enter the information that Access should use for the comparison. For 
example, if you choose to perform a less-than comparison, type in the value that 
Access should compare against. If you choose to test whether a cell is between 
certain values, enter both values in this range.

Figure D-21 shows a rule that tests for high product prices in the Price field.

Figure D-21:  
In this example, the prod-
uct price will be displayed 
in bold red letters with a 
yellow background if it 
tops $50.

Note: All “between” comparisons are inclusive. For example, if you set the condition “between 1 and 10,” 
the condition is true for the numbers 1, 10, and anything in between. On the other hand, if Access comes 
across the value 0.99, it won’t apply the conditional formatting.

5.	 Set	the	formatting	that	Access	should	apply	if	the	condition	is	true.

To configure the rule’s formatting, you use the buttons in the “Preview” section. 
This formatting can apply bold, italics, or underlining to the text. It can also 
change the color of the text or the background fill. However, you can’t change 
the font or font size conditionally.

Underneath your condition, you’ll see a preview of the formatting choices  
you make.
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6.	 Click	OK	to	add	your	conditional	rule.

Your rule appears in the Conditional Formatting Rules Manager window.

If you want to preview your conditional formatting, click Apply. If your format-
ting isn’t exactly what you want, select the conditional formatting rule and click 
Edit Rule.

7.	 If	you	want	to	add	a	second	or	third	condition,	click	New	Rule,	and	then	re-
turn	to	step	3.

For example, you could use blue lettering to flag prices over $50 and red letter-
ing if the price exceeds $100. If you have more than one condition that overlaps, 
Access will apply only the first one that matches. (You can change the order of 
rules by selecting one and clicking the up or down arrow button. You can re-
move a rule altogether by selecting it and clicking Delete Rule.)

Tip: To prevent confusion, you should structure your conditions carefully so they don’t overlap. For 
example, use one condition that matches values between 100 and 499 and another that grabs values of 
500 or more.

8.	 Click	OK.

As soon as you click OK, Access evaluates the condition for every value in the 
column and adjusts the formatting as needed. Figure D-22 shows the final report.

Figure D-22:  
This report makes it impossible to miss 
the products that command top price.
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Data Bars
Data bars make it easier for you to spot important data and make quick compari-
sons. They place a shaded bar in the background of every cell in a column, as shown 
in Figure D-23. The trick is that the data bar’s length varies depending on the con-
tent in the cell. Larger values generate longer data bars, while smaller values get 
smaller data bars. 

Figure D-23:  
Here, data bars let you to quickly 
pick out the priciest products. For 
example, there’s no doubt that the 
Mini Chocolate Smurfs break the 
bank. Data bars can also help you 
find the top-selling stores in a sales 
report or the worst eating excesses 
in a calorie-counting log. (If you’ve 
seen this trick before, it was prob-
ably in Excel.)

Access lets you use data bars only if your report gets its data directly from a table 
or query object in your database. Although this requirement seems straightforward 
enough, if you create a blank report by dragging fields from the Field List pane, Ac-
cess actually builds a query on the fly and uses that for your report’s data source. Or-
dinarily, this fact is a behind-the-scenes detail that you don’t need to worry about. But 
if you want to use data bars, you need to dig a little deeper to straighten things out.

The easiest fix is to change your report to use the right data source, which is the table 
or query that has the fields that you display in your report. Here’s how:

1.	 If	your	report	uses	fields	from	more	than	one	table,	begin	by	creating	a	join	
query	that	gets	all	the	data	you	want.	Page	22	of	Appendix	C	has	the	details.

If your report uses the fields from a single table, you don’t need to create a query, 
because you can use the corresponding table as your data source.
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2.	 Open	your	report	in	Layout	view.	

If the Property Sheet pane isn’t visible on the right side of the window, choose 
Report Layout Tools | Design➝Tools➝Property Sheet.

3.	 In	 the	 list	at	 the	 top	of	 the	Property	Sheet,	 select	Report.	 Just	underneath,	
click	the	Data	tab,	and	on	that	tab,	click	the	first	setting,	Record	Source.

A drop-down arrow appears on the right side of the box.

4.	 Click	the	drop-down	arrow	to	see	a	list	of	all	the	tables	and	queries	in	your	
database.	Choose	the	table	you’re	using	from	the	list.

Or, if you created a specially designed query in step 1, choose that instead.

Even though this change makes no obvious difference to your report, it’s now ready 
to use data bars. To add them to your report, follow these steps:

1.	 Select	a	value	in	the	column	where	you	want	to	apply	the	conditional	format-
ting	and	choose	report	Layout	Tools	|	Format➝Control	Format➝Conditional	
Formatting.

The Conditional Formatting Rules Manager window appears.

2.	 Click	New	Rule,	and	change	the	rule	type	to	“Compare	to	other	records”.

You see a group of data bar settings.

3.	 If	you	want	to	see	just	the	bar,	turn	on	the	“Show	Bar	only”	checkbox.

If you show just the bar, Access hides the actual numeric value in the cell. This 
option makes it easier to see the data bars, but removes the specific data that you 
probably want. Only use this setting if you’re using data bars to get an overall feel 
for a certain field. (Alternatively, you can add the same column to your report 
twice, and use one to show the number and the other to show the data bars.)

4.	 Choose	how	Access	calculates	the	shortest	and	longest	bars.

Ordinarily, Access finds the largest value and makes that the largest data bar, so 
it fills almost the entire cell. Access fills every other cell proportionately. That 
means a cell with a value that’s half the maximum gets a data bar that fills just 
under half the cell, and a cell with a value of 0 has the tiniest data bar of them all.

In some cases, this isn’t the best scale choice—for example, if most of your val-
ues fall into a small range, but a few values are dramatically higher or lower than 
the rest. These values will skew the scale and make it hard to see the variance 
between the other values. In this situation, you can set maximum or minimum 
bar lengths (either as a specific value or a percentage) to limit your scale. For 
example, if you set the Type of the longest bar to Number (instead of “Highest 
value”), and you set the Value to 50, the scale stops at 50. All values larger than 
50 get the longest possible data bar, and smaller values are sized proportionately.
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5.	 Set	the	bar	color.

All Access data bars use a slight gradient fill, but you pick the starting color. For 
example, if you use red, the bar fades from the original shade of red to a lighter 
color as it stretches from one side of the cell to the other.

6.	 Click	OK	to	add	your	rule.	

Your rule appears in the Conditional Formatting Rules Manager window.

If Access displays an error message stating that “Data bars are supported only 
for tables and named queries”, your report has the wrong data source. To change 
the data source so your report supports data bars, follow the earlier set of steps 
on page 30 of this appendix.

7.	 Click	Apply	to	preview	your	data	bars	or	OK	to	make	them	permanent.

You can return the Conditional Formatting Rules Manager window to edit or 
remove the data bars at any time.

Filtering and Sorting a Report
Reports offer much the same filtering and sorting features that you learned to use 
with the datasheet in Chapter 27. 

Filtering a Report
The ProductCatalog report presents all the records from the Products table. How-
ever, reports often need to filter out just an important subset of information. For 
example, you may want to analyze the sales of products in a specific category or 
the orders made by customers in a specific city. In the case of the ProductCatalog, 
it’s logical to leave out discontinued items. After all, there’s no reason for Boutique 
Fudge to advertise items it no longer sells.

You can pare down the results that are included in a report in two ways. You’ve al-
ready learned about one option: creating a query that extracts the results you want, 
and then using that query to build your report. This option is a good choice if you 
already have a query that fits the bill or you plan to use this subset of data for several 
purposes (reports, editing, other queries, and so on).

Another choice is to apply the filtering through report settings. The advantage of 
this technique is that you can change the filter settings quickly and repeatedly. If you 
plan to use the same report to print several different subsets of data, this approach is 
best. For example, you could filter out the products in one category, print them, and 
then adjust the filtering to select products in a different category, which you could 
also print.
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Report filtering comes with two options:

• If you want to quickly build a filter condition based on an existing value, right-
click that value, as shown in Figure D-24. For example, in the CategoryName 
field, you can right-click the value “Beverages”. The menu that pops up includes 
several filtering options based on the current value. Depending on the option 
you choose, you can include records in the Beverages category, records in dif-
ferent categories, records that have a category name that includes “Beverages” 
(like “Alcoholic Beverages”), and so on.

Figure D-24:  
The quick filtering options you see vary based on the data 
type. Here, the filtering options let you set a variety of filters 
based on the term “Beverages”.

• If you need more flexibility to create the filter expression you want, right-click 
any value in a column, and then look for the filter submenu. The exact name 
of the menu depends on the data type. For example, if you right-click the Cat-
egoryName field, you see a submenu named Text Filters. If you right-click the 
Price field, you see a submenu named Number Filters. These submenus include 
a range of filtering options that let you set specific ranges. 

You can apply filters to multiple columns at once. To remove a filter, right-click the 
column, and then choose Clear Filter.
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Sorting a Report
Ordinarily, a report has the same order as the underlying data source. If you’ve built 
your report on a query, the order is determined by the sort order you used in the 
query. If you’ve built your report on a table, the records have no particular order at 
all, although they’ll typically appear in the order you added them.

Either way, you can apply formatting directly in your report. Simply right-click the 
appropriate column header, and then look for the sorting options. The sort com-
mands depend on the data type—for example, you can order text fields alphabeti-
cally, dates chronologically, and numeric fields in ascending or descending order.

Note: You can sort using only one field at a time. If you want to apply a more complex sort that uses 
more than one column (for example, a sort that separates products into alphabetical categories and then 
orders each category by price), you need to build a query for your report.


