ACCB4023 Introduction to Web and Databases
Tutorial 9: Generating Reports in MS Access
Worksheet Objectives:
· Learn how to create simple and customized reports in MS Access.
· Use grouping and sorting to organize data in the report.
· Add calculated fields to summarize information, like total books loaned and overdue loans.

Part 1: Creating a Simple Report
Objective: Create a report showing all loans from the library.
Steps:
1. Go to Create > Report Wizard.
2. In the Report Wizard, select the Loans table.
3. Add the following fields to the report:
· LoanID
· MemberID
· LoanDate
· DueDate
· ReturnDate
4. Click Next to proceed.
5. In the Grouping options, choose to group the data by MemberID to see all loans made by each member.
6. Click Next, and then choose to sort the loans by LoanDate in ascending order.
7. Click Next again, select a layout style of your choice (Tabular is a good start), and then click Finish.
8. Review the generated report and make sure all loans are displayed with the correct grouping by members.

Part 2: Customizing the Report Layout
Objective: Modify the layout to make it more readable and visually appealing.
Steps:
1. Open the generated report in Layout View:
· In the Navigation Pane, right-click the report and select Layout View.
2. Adjust the column widths by dragging the edges of the fields.
3. Change the title of the report:
· Click on the title of the report and edit it to something like "Library Loans Report."
4. Format the date fields to make them more readable:
· Right-click the LoanDate, DueDate, and ReturnDate fields, select Format, and choose a Short Date format.
5. Save the report after making all the changes.

Part 3: Adding Conditional Formatting
Objective: Highlight overdue loans (those with DueDate before the current date and no ReturnDate).
Steps:
1. Open the report in Design View.
2. Select the DueDate field in the report.
3. Go to the Format tab and click on Conditional Formatting.
4. In the Conditional Formatting Rules Manager, click New Rule.
5. Set the rule as:
· Expression is: [DueDate]<Date() And IsNull([ReturnDate])
Note expression compares duedate with current date and also checks if [return date] is empty 
6. Choose a formatting option, such as changing the background color to red to highlight overdue loans.
7. Click OK to apply the conditional formatting.
8. Save and view the report to see the overdue loans highlighted.

Part 4: Adding a Summary Field
Objective: Add a field to show the total number of books loaned.
Steps:
1. Open Loans Report in Design View
2. Right-click anywhere in the report (usually on the grey background) and choose Group, Sort, and Total.
3. In the Group, Sort, and Total pane at the bottom, click More 
4. Under ‘Totals’ column select TotalOn as LoanID and Type as Count Values and select ‘Show subtotal in group footer’ as shown below;

[image: ]
5. Save the report and switch to Report View to see the total number of books loaned per member.
6. Add a label next to the text box to indicate that it is displaying the "Total Books Loaned."



Part 5: Save and Export the Report
Objective: Export the report to PDF for sharing with the library staff.
Steps:
1. Open the report in Print Preview.
2. Go to File > Save As > PDF.
3. Choose a location and save the report as a PDF file.
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