Chapter

14

Reporting From Invoice Systems

A major advantage in setting a LINE ITEMS table in the invoice system such as the one you
have set up in the past two chapters is that reports can be created from it. The company
will be interested in two things. Firstly, the total number of each product that have been
sold so the company can see which are the best sellers. Secondly, how much has been
made each month. We will create two reports to satisfy these needs. The company will
also want mailing labels based on the Customer Details to easily contact their customers.

Loading the Sample File

You will be using the invoice system from the previous chapter.

1 If your invoice system from the previous chapter worked well, load Microsoft Access
and open the file from your ACCESS STORAGE folder.

2 If you would prefer to use a fresh fully operational file:

(A) Load Microsoft Access or close the current database and click on the OPEN icon
in the BACKSTAGE VIEW.

(B) Access the CHAPTER 14 folder of the ACCESS 2010 SUPPORT FILES and open the
CHAPTER 14 file as an OPEN READ-ONLY file.

(C) Click on the FILE tab and select SAVE DATABASE AS.
(D) Access your ACCESS STORAGE folder and save the file as CHAPTER 14 COPY.
(E) Click on the ENABLE CONTENT button so that the data can be viewed.

Creating a Total Items Sold Report

A report can be created that shows how many of each product has been sold. By doing
this the company can see which products are selling well and which are not by the click of
a mouse button.

A Starting the Report Wizard

| 1 Open the CREATE tab of the RIBBON
/ and select the REPORT WIZARD icon.
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Learning Microsoft Access 2010

Report Wizard

Which fields do you want on your repart?

: You can choose from more than one table or quer
Tables/Queries

|Query: Line Ttems Query v

Available Fields: Selected Fields:

Invoice No |Qty |

Product ID | iPrnduct Name
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Report Wizard

Do you want to add any grouping

levels?

I|PI‘0dI.ICtNaI‘I‘!E |
|

"

Qty, Amount \
N

J3a

Priority

L

Grouping Cptions ... ] [ Cancel H < Back H ﬂext>ﬁ ]
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Report Wizard

‘What sort order and summary information do you want for detail records?

You can sart records by up to four fields, in either
ascending or descending order,

1 e Ascending

»
Summary Options . o

Cancel I ’ < Back H Mext = ] ’ Finish ]

2 In the REPORT WIZARD dialogue box
set the CHOOSE TABLE OR QUERY
box to the LINE ITEMS QUERY.

3 Move the QTY, PRODUCT NAME and
AMOUNT fields into the SELECTED
FIELDS frame then click on NEXT.

Ve

4 You will be asked about the grouping
required. We want to list the
totals for each product type so the
PRODUCT NAME field is suitable.
Select it in the left frame and move it
into the GROUP frame. We will leave
the GROUPING OPTIONS as normal,
so click on NEXT.

5 We won't need any sorting within
the group in this case so click on the
SUMMARY OPTIONS button.
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_; Summary Options

What summary values would you like calculated?

Field Sum Avg Min  Max tanid N

Qty |~ ]
Amount

6 Set the QTY and AMOUNT fields
to have their sums (sub-totals)
calculated and click on OK.

() Summary Only

[] Calculate percent of
total for sums

Report Wizard

What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order.
1 ~ Ascending
2 | | 7 You will be returned to the SORT
St 5 section of the wizard, click on NEXT.
4 | |

'_ i Summary Options ...

Finish

Cancel H < Back }

Report Wizard

How would you like to lay out your report?

Crientation

@Eorh'ait
OLan

8 Select the STEPPED layout with
PORTRAIT orientation and click on
NEXT.

Adjust the field width so all fields fit on
a page.

Cancel H < Back H Mext > Finish
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Learning Microsoft Access 2010

Report Wizard

\What title do you want for your report?

|PC Direct

That's all the information the wizard needs to

(9 Enter the report title:

report,

Sgsrgonl.;want to preview the repart or modify the report's PC Di I'eCt

(3) Preview the report. .

(0) Modify the repart's design. then C|ICk On the FINISH bUttOh tO
create the report.

Cancel I [ < Back =

NOTE: The report title, PC Direct, will be placed as a heading in the report.
It will also be the name under which the report is saved. Itis not an
appropriate name for the report, so we will alter it shortly.

B Making the Total Items Sold Report More Concise

As with most Report Wizard generated reports detailed adjustments are required. If you
look through the report you will see that the report is too detailed. We don't need to
know the individual sales for each invoice, just the totals.

1 Close the preview to return the view to DESIGN VIEW.

@ Hd0- &=

Report DesigniTools PC Direct - Microsaft Access
Home Create External Data Database Tools Design | ﬂg_e Format Page Setup
i Aal BEcolors~ | & !ﬂ! = Total - e x¥z (
% [A]Fonts - EI:C'T‘J T35 Hide Details |L:§Hm Aﬂ m IJ QCJ u = 2 Drag the top border Of the PAGE
:» ’ Themes &-ssur:upiﬂg & Totals Contrals HEADER bar down SO that the
Al Access Objects _ ©) « / REPORT HEADER is 2.5 cm high. This
Tables e || # Report Header . .
R - [pclpirket] 7 will allow space for a sub-heading

about the report to be added.

j Line Items '
B Product Details % 4

Queries o & Page Header

| £ tine ttems Query ) |9|-F---_u-:'.[~:a"-~:H ‘ | | | | | | Eﬂ |~T\.”
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@l -9~ 7

Create

External Data

Database Tools

I ; : ]
pagi(3 Select the LABEL icon from the

teport Designioals

| Design | Arrange

Format

@ nCoIors' 13'

View | Themes [A]Fonts = | GroUP fi Hide Details
- . & sort

£ Total

|E‘W Aa =] |

DESIGN tab of the REPORT DESIGN
TOOLS, drag a text frame in the

Bz u

Selection

For

Themes Grouping & Totals
Mlaccessovjedts @ «|[ @i e s e T REPORT HEADER from (0.25,1.5) to
Tables £ | % Report Header .
B i [Pclpiret] A (5,2) and enter the sub-heading:
involce Uetalls 1- ,
=1 e ems - [remssoi = Items Sold
E product Details 5 : .
Queries P || % Page Header
B Line kems Query |;'#"’E'J’:' r""H ‘ | | | | |
EYIR™ e AR CRNES sigm 1 ool ‘ PC Direct - Microsoft Access ‘
Home Create External Data Database Tools Design Arrang.e__| Format ! Pagi(
Ama 5 e = 4 Press the <enter> key to complete
) select Al Bleu A = 3 1 | Bttt Agive the label, use the FORMAT tab to set
e IR e its FONT SIZE to 14 point, BOLD and
= | | s DARK BLUE, then double click on a
B customer Details = PC Dirfﬂ // p , . . .
B0 e Detas j — handle’ and align its left edge with
B tine ttems || . .
i ; v the left edge of the main heading.
Queries a | & Page Header
] @ Line ltems Query |3|'F-'.!J=:' r‘fé"lh:H ‘ | | | | | |
\Ei Hw9-c = PC Direct - Microsoft Access
Home Create External Data Database Tools Design ArrangeﬁJ Format | Page Setup
3% Labell4 = Calibri [Detail] &Shape 3L

— | [E]

0 .00 | Background Afternate
Image~ Fow Cal

2 Shape Outline =

All Access Objects = %«
Tables Y
B customer Details

EA twoice Details
B3 Line ltems
B Product Details

Queries

3

ﬁ:‘ Line Ttems Query

1 -1 213 1"

|| # Report Header

<. [ 5 Click on the PC DIRECT label and
' format it to BOLD, 20 point and DARK

4005

* PCirgct

RED.

- | literhs Sdid

: & Page Header

b fiame]

6 Todisplay the product name and its totals we need to place the PRODUCT NAME
field in the PRODUCT NAME FOOQOTER section next to the sum calculation controls.
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