ACCB4023 Introduction to Web and Databases
Tutorial 6: Generating Reports in MS Access
Worksheet Objectives:
· Learn how to create simple and customized reports in MS Access.
· Use grouping and sorting to organize hospital data.
· Add calculated fields to summarize billing and patient admissions

Report 1: Create a report showing all admissions to the hospital.
Steps:
1. Go to Create > Report Wizard
2. In the Report Wizard, select the Admission table.
3. Add the following fields:
· AdmissionID
· PatientID
· DepartmentID
· AdmissionDate
· DischargeDate
· RoomNumber
4. Click Next. In the grouping options, choose to group by DepartmentID to see admissions per department.
5. Click Next, and choose to sort by AdmissionDate (Ascending)
6. Choose the Tabular layout and click Finish
7. Save the report as: DepartmentAdmissionsReport
Report 2: Customizing the Report Layout
Steps:
1. In the Navigation Pane, right-click the report and choose Layout View
2. Adjust the width of RoomNumber and date fields
3. Change the title to: "Admissions by Department"
4. Format AdmissionDate and DischargeDate as Short Date
5. Save the updated report

Report 3: Adding Conditional Formatting- Highlight currently admitted patients (no discharge date yet).
Steps:
1. Open the report in Design View
2. Select the DischargeDate field
3. Go to Format > Conditional Formatting
4. Create a new rule with this expression:
IsNull([DischargeDate])
5. Choose formatting such as bold red font or light red background
6. Apply and save the report
7. View in Report View to check the formatting

Report 4: Adding a Summary Field- Display total admissions per department.
Steps:
1. Open DepartmentAdmissionsReport in Design View
2. Right-click the grey area  and select sorting and Grouping.
3. In the pane below, click More under the group on DepartmentID
4. Click Totals > AdmissionID > Count Values
5. Tick Show subtotal in group footer as shown in screenshot below:
[image: ]
6. Add a label next to the textbox as: "Total Admissions in Department"
7. Save and preview the report


Report 5: Generate Billing Report with Total Amount
Steps:
1. Go to Create > Report Wizard
2. Select Bill and Admission tables
3. Add:
· BillID
· AdmissionID
· Amount
· BillDate
· PatientID (via Admission)
4. Group by PatientID, and sort by BillDate
5. In Totals options, Sum the Amount
6. Complete the wizard and name it: PatientBillingSummary
7. Save and review in Report View
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