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Recap: Activity 2

Create a form with fields EmplD,Firstname,Last name,salary,Hire
date,performance rating. bonus amount, Annual increment and New
salary are calculated fields and should be included in forms

Note:

- Create a new table Bonuses(bonus amount, bonus date ,employeeid as Foreign key)
- Include a calculated field that shows a 10% increase in salary as a "Projected Salary.”
- Add a textbox field labelled “Annual increment” to the form.

- Set the Control Source property of the “Annual Increment” field to an expression that
calculates a 10% increase in the entered salary.

- New salary is also a calculated field adding Bonus amount and annual increment
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Recap Activity: Filtering Data in a Form

Create a form named "EmployeeFilterForm" to allow users to filter
employees based on their job titles.

Add a combo box or list box to select job titles and filter the report
accordingly.
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Reports

A report is a database object that presents data in a structured and
organized format for printing or viewing

allow users to generate formatted and customized outputs based on
the underlying data.
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What can you do with a report?

* Display or distribute a summary of data.
* Archive snapshots of the data.

* Provide details about individual records.
* Create labels.
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Parts of a report

Section How the section is displayed when Where the section can be used

printed
Report At the beginning of the report. Use the report header for information that might normally appear on a
Header cover page, such as a logo, a title, or a date. When you place a

calculated control that uses the Sum aggregate function in the report
header, the sum calculated is for the entire report. The report header is
printed before the page header.

Page At the top of every page. Use a page header to repeat the report title on every page.

Header

Group At the beginning of each new group of Use the group header to print the group name. For example, in a report
Header records. that is grouped by product, use the group header to print the product

name. When you place a calculated control that uses the Sum
aggregate function in the group header, the sum is for the current
group. You can have multiple group header sections on a report,
depending on how many grouping levels you have added. For more
information about creating group headers and footers, see the section
Add grouping, sorting, or totals.
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Parts of a report

Section How the section is displayed when printed Where the section can be used

Detail Appears once for every row in the record This is where you place the controls that make up the main body of
source. the report.

Group At the end of each group of records. Use a group footer to print summary information for a group. You

Footer can have multiple group footer sections on a report, depending on

how many grouping levels you have added.

Page At the end of every page. Use a page footer to print page numbers or per-page information.
Footer
Report At the end of the report. Use the report footer to print report totals or other summary

Footer Note: In Design view, the report footer appears information for the entire report.
below the page footer. However, in all other
views (Layout view, for example, or when the
report is printed or previewed), the report footer
appears above the page footer, just after the last
group footer or detail line on the final page.
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Create a report in Access
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Step 2: Choose a report tool

The report tools are located on the Create tab of the ribbon, in the Reports group.
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Step 2: Choose a report tool

The report tools are located on the Create tab of the ribbon, in the Reports group.
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Step 2: Choose a report tool

The report tools are located on the Create tab of the ribbon, in the Reports group.
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Step 2: Choose a report tool

The report tools are located on the Create tab of the ribbon, in the Reports group.
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Step 2: Choose a report tool

The report tools are located on the Create tab of the ribbon, in the Reports group-Report Wizard.
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Step 3: Create the report
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Step 3: Create the report
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Step 3: Create the report
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Step 3: Create the report
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Step 3: Create the report
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Step 3: Create the report
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Highlight data with conditional formatting
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Highlight data with conditional formatting
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Highlight data with conditional formatting
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Query Design
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Choose the fields for the Query Wizard
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Field: [[EmplID] [Fname] [Lhame] [ADDRESS] [city]
Table: [TbIEmp Query TblEmp Query TblEmp Query TblEmp Query TblEmp Query
Sort:
Show:
Criteria: [city]:swansea|
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4

Display the employee information from city ‘Swansea’
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Activity: Creating a Query

1.Create a new query named "HighPerformers" to find employees with
a performance rating greater than 3.

2.Include the following fields in the query result:
1. EmpID
2. Fname
3. Lhame
4. Titles
5. Performance
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Activity : Designing a Report

1.Create a new report named "EmployeeReport" based on the
EmployeeData table.

2.Include the following fields in the report:

EmplD phone
Fname phonetype
Lname salary
ADDRESS hiredate
city Empcode
Country Titles

postalcode Performance
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Activity: Adding Grouping and Sorting in
Report

1.Group the report by the "Titles" field to show employees grouped by
their job titles.

2.Sort the report by the "Performance” field in descending order within
each group.
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Activity: Calculated Fields in Report

1.Add a calculated field in the report to calculate the total salary for
each employee.

2.Display the calculated field in the report.
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Activity: Formatting and Styling Report

1.Apply appropriate formatting to enhance the visual appeal of the
report.

2.Experiment with different font styles, colors, and alignment.
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Activity : Adding Subtotals

1. Open the "EmployeeReport" in Design View.
Add a group header for the "Titles" field.
In the group header, add a calculated field to display the subtotal of

the "salary" for each job title group.
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Activity: Conditional Formatting

* Open the "EmployeeReport" in Design View.
Apply conditional formatting to the "Performance” field to highlight
high performers (e.g., Performance greater than 3) with a different
background color or font style.
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Activity: Adding Page Numbers

* Open the "EmployeeReport" in Design View.
Add a page number control to the report footer to display the current
page number and total pages.
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Activity: Using Expressions

* Open the "EmployeeReport" in Design View.
Create a calculated field that concatenates the "Fname" and "Lhame"
fields to display the full name of each employee.
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Activity: Grouping by Year in Hire Date

* Open the "EmployeeReport" in Design View.
Group the report by the year of the "hiredate" field to show a
summary of new hires each year.
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Activity: Exporting to PDF

Open the "EmployeeReport."

Use the "Export" feature to save the report as a PDF file. Explore
different PDF options, such as setting security settings or
including/excluding certain elements.
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* Next Session
- Assignment discussion
- Recap
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