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Chapter 10

Automatically Editing Data


IN THIS CHAPTER

[image: Bullet] Fixing your mistakes

[image: Bullet] Replacing data automatically

[image: Bullet] Finding unwanted duplications in your data



Correcting an incorrect entry in an Access table is pretty easy: A few clicks, some typing, and voilà — the problem is gone. But what if you need to correct 26,281 records? Manually editing so many records would involve an eternity of clicking and typing and hardly qualifies to end in a victorious “Voilà!”

Fortunately, Access offers some handy, large-scale editing tools you can use to make big changes to your database — all without wearing out your keyboard, mouse, or fingertips.



Please Read This First!

[image: Warning] After a heading like that, it cannot be a mystery to you that I think you really need to read this section. Why? Because the fact that you’re reading this tells me you’re a careful person who follows advice and instructions. These traits are the key to managing thousands of records, keeping them accurate and up-to-date, and making the types of corrections I talk about in this chapter.

Why do I sound so serious, all of the sudden? Well, when you’re making large-scale changes to a database, things can go wrong and mistakes can be made. If you’re going to do anything major to your database — especially if you’re editing and/or deleting a whole lot of records — you want a backup there behind you; if you do make a mistake and wipe out the wrong records, or edit something that should have been left alone, you can easily go back to the original version of the database and start over.

It’s a wise Access user who makes a backup of their database table or tables before starting any task that involves any margin for error. Here’s how you back up the table you want to edit: 


	Open the database file that contains the table you want to edit.

The list of tables in the database appears on the left side of the window.


	Right-click the table name in the All Access Objects list on the left.

	Choose Copy from the pop-up menu that appears (see Figure 10-1).

Access places a copy of the table on the Windows Clipboard.

[image: Snapshot of copying that table for safekeeping.]FIGURE 10-1: Copy that table for safekeeping.



	Right-click anywhere in the list of tables on in the left-side panel (as shown in Figure 10-2).

A pop-up menu appears.

[image: Snapshot of choosing Paste to make a back-up version of the table.]FIGURE 10-2: Choose Paste to make a back-up version of the table.



	Choose Paste from the pop-up menu.

The Paste Table As dialog box appears, as shown in Figure 10-3. It offers choices for how to paste your copied table data, but you don’t really need to worry about them at this point.


	Type a name for the new table into the dialog box’s Table Name field.

Access suggests “Copy of _____,” where the blank is the current table name (which might be a good choice).


	Click OK.

[image: Tip] Don’t worry about the options in the dialog box. The default setting (Structure and Data) works just fine.

The dialog box closes, and you now have a copy of the original table.




[image: Snapshot of the Paste Table As dialog box.]FIGURE 10-3: The Paste Table As dialog box.


With your table copy there to support you, you now have a backup — something to go back to should any of the steps in the rest of this chapter go awry when you apply them to your data.

Backup at the ready, it’s time to move on and start editing your database — automatically.



Creating Consistent Corrections

Automated editing queries have a lot of power. But before you haul out the really big guns, here’s a technique for small-scale editing. The technique may seem simplistic, but don’t be fooled; it’s really very handy.

You can practice small-scale editing by using the Replace command as follows: 


	Open a table in Datasheet view.

	Click in the field you want to edit — it doesn’t matter which row you’re in; just be in any record, in the field you want to edit.

	On the Home tab, click the Replace button in the Find section to display the Find and Replace dialog box, with the Replace tab selected.

The Find and Replace dialog box appears, as shown in Figure 10-4.

[image: Snapshot of the Find and Replace dialog box.]FIGURE 10-4: The Find and Replace dialog box.



	In the Find What box, type the value you want to change. In the Replace With box, type a new value.

With this information in place, you’re ready to start making changes. Note that the Look In setting defaults to Current Field, which is why you clicked as instructed in Step 2.


	(Optional) Click the Look In drop-down list to choose a different field in which to search.

The Find and Replace dialog box assumes you want to search and make changes to the active table (or form, report, or query, whatever’s the open and active part of your database). As mentioned previously, it defaults to searching the current field, but you can click the Look In drop-down list and choose Current Document instead, which means to search all fields in the active table, form, report, or query.


	Click one of the buttons on the right side of the dialog box to apply the changes to your table. 


	To find the next record to change, click Find Next. The cursor jumps to the next record in the table that contains the text you entered in the Find What box. No changes get made at this point — Access only finds a matching candidate. To make a change, click the Replace button, explained next.

	To apply your change to the current record, click Replace. This makes the change and moves the cursor to the next matching record in the database. Click Replace again to continue the process. To skip a record without changing it, click Find Next.

	To make the change everywhere in the current field, click the Replace All button. Access won’t ask about each individual change. The program assumes that it has your permission to correct everything it finds. Don’t choose this option unless you are absolutely certain that you want the change made everywhere.



[image: Warning] The moment you click either the Replace or Replace All button, Access permanently changes the data in your table. Access lets you undo only the last change you made, so if you clicked Replace All and updated 12,528 records, Access lets you undo only the very last record that you changed — the other 12,527 records stay in their new form. This, dear reader, is why we started out making a backup!


	When you finish, click Cancel or the X button in the top right corner of the dialog box.

The Find and Replace dialog box closes.




[image: Tip] One of the most common reasons to use Find and Replace is to correct a misspelling. We all hate it when we make such a mistake, but we hate it less when the solution is as simple as making Access go look for the error and replace it with the correction, utilizing the very powerful Find tools we’ve been discussing in this section. So … if you misspell a word, any word, throughout your data and need to change all its occurrences to the proper spelling, follow these steps: 


	Open the Find and Replace dialog box.

	On the Replace tab in the dialog box, type the incorrect spelling in the Find What box.

	Type the proper spelling in the Replace With box.

	Click the Replace All button.

Your computer goes off and does your bidding, changing each instance of the word in the Find What box to the word in the Replace With box.




Access gives you a lot of control over the process. In addition to the options of the Find command (discussed in Chapter 12), Replace allows you to change what you found to what you need in its place, making use of the following options to fine-tune what’s found: 


	Match Whole Field: Selected by default, Whole Field (in the Match drop-down list) makes Access look only for cases in which the information in the Find What box completely matches an entry in the table. That is, if the data in your table includes any additional characters in the field — even a single letter — Match Whole Field tells Access to skip it.

	Match Any Part of Field: If you select Any Part of Field from the Match drop-down list, Access performs the replace action whenever it finds the text in any portion of the matching text in the field. For example, this setting picks the area code out of a phone number. Unfortunately, it also replaces those same three numbers if they appear anywhere else in the phone number.

	Match Start of Field: If you choose Start of Field from the Match drop-down list, Access replaces the matching text only if it appears at the beginning of the field. This option could replace only the area code in a series of phone numbers without touching the rest of the numbers.



[image: Warning] If your editing goes awry, remember that the wonderful Undo option corrects only the very last record that Access changed. Just click the Undo button on the Quick Access Toolbar or press Ctrl+Z.



Using Queries to Automate the Editing Process

Queries, especially those created through the Query Wizard, are exceptionally easy to create (as you discover in Chapter 13). In this chapter, you create a very simple and specific query not created elsewhere in the book — a query designed specifically to look for duplicate records.

But what about correcting those 26,281 records? If Find and Replace doesn’t solve the problem, you’re looking at some serious querying (a topic covered in Chapters 12 through 17), and you may find that creating a single query that fixes all the problems is impossible.

Therefore, be prepared to use a combination of things: Create a query that seeks out certain issues, do some editing of individual records, and use Find and Replace procedures to locate consistent errors and replace them with something you can spot easily, like every place someone doing data entry placed an “X” to indicate they didn’t know what to enter or didn’t have the data to enter for a given field. This is kind of a twist on using Find and Replace to fix spelling errors (covered previously in this chapter), but instead of fixing an error, you’re using Replace to flag certain records for editing.

Generally, however, Find and Replace will do what you need because a universal misspelling, a bunch of zip codes entered accidentally into the wrong numeric field — or any repeated error of that sort — can be fixed pretty quickly by searching for the erroneous content and replacing it with what should be there instead. With a back-up copy of your table preserved for safekeeping (you did read the “Please Read This First!” section, didn’t you?), feel free to experiment with Find and Replace and even some queries that you make on your own.
 

Looking for duplicate records

Let’s get back to that duplicate records query. What, exactly, is a duplicate record? You will have duplicated data in your database — people who live in the same city, for example, will have the same city in their records in the City field. Products that have the same price, or that come in the same colors, will have the same data in some or nearly all of their fields. What I mean here by a duplicate record is an entire record that is an exact duplicate — every field is the same in one record as it is in another record (or in several others, as the case may be).

How do duplicate records get made? It can happen quite easily: 


	It happens a lot when more than one person is doing data entry; two or more people might have the same list or stack of cards or other source of data that’s being keyed into your Access table.

	If you’re relying on an Excel worksheet as the source of the table data, or if some other electronic source is providing the records, accidental duplication is still a common risk; it’s just as easy to paste the same rows of data into the table twice as it is to enter the same records twice manually. Maybe easier.



[image: Tip] Duplicate records waste time and money. If you think that it’s no big deal to have the same person entered into your database three times, or that the record for your Green Widget with the Deluxe Carrying Case is in the database twice, consider the extra postage you would spend mailing a catalog more than once to the people who appear in the database multiple times, or the confusion when only one instance of a product is updated to reflect a price increase. Which record is correct after they’re no longer identical? So it’s a good idea not only to be vigilant about avoiding duplicates from the beginning, but also to ferret them out and get rid of them whenever they’re found.



Running the Find Duplicates Query Wizard

The Find Duplicates Query Wizard can help you spot that common curse of the database: duplicate records. Duplicates waste time and money, especially when the database is used for mailings or some similar business activities. This wizard can help your database clean up its act.

To run the Find Duplicates Query Wizard, follow these simple steps: 


	Click the Ribbon’s Create tab.

The Create tab’s sections — Templates, Tables, Queries, Forms, Reports, and Macros & Code — appear.


	Click the Query Wizard button, found in the Queries section.

The New Query dialog box opens, as shown in Figure 10-5.


	Choose the Find Duplicates Query Wizard from the list of available wizards.

A description of the wizard’s function appears on the left side of the dialog box.


	Click OK.

The original Query Wizard dialog box closes and is replaced by the Find Duplicates Query Wizard dialog box, shown in Figure 10-6.

[image: Snapshot of the Query Wizard is here to help you.]FIGURE 10-5: The Query Wizard is here to help you.


[image: Snapshot of the Find Duplicates Query Wizard takes you through duplicate-finding steps.]FIGURE 10-6: The Find Duplicates Query Wizard takes you through duplicate-finding steps.



	Choose the table in which you want to search for duplicates. 


	Notice that in the View area, you can choose to see Tables, Queries, or Both, so if this isn’t your first query or if another user has created one for you, you can certainly search an existing query’s results for duplicates, too.

	If this is your first query, and your data is only in tables that you or someone else made, simply leave Tables selected in the View area.



[image: Tip] You’ll also see your back-up copy of the table in this list, so be sure you pick the right table and don’t start operating on your backup!


	Click Next.

In the Available Fields list (see Figure 10-7), double-click those fields you’re worried could have duplicate entries in them. Skip fields that are supposed to have duplicates anyway or where duplicates, however unlikely, are no problem — such as cities, states, zip codes, or last names. You can also skip your primary key field, because by its very nature (as a field containing unique data for each record), it won’t have any duplicate values.

[image: Snapshot of picking the fields that might have unwanted duplicate entries.]FIGURE 10-7: Pick the fields that might have unwanted duplicate entries.



	When the Duplicate-Value Fields list is populated with those fields that you want the query to look in, click Next.

The next step in the wizard appears, as shown in Figure 10-8.

[image: Snapshot of picking the fields that will help you choose which duplicates to keep.]FIGURE 10-8: Pick the fields that will help you choose which duplicates to keep.



	From the Available Fields list, double-click those fields you want to include in the query’s results in addition to those with duplicate values.

Such fields typically include those that help you identify records that are harboring duplicate data, such as First Name if you’re looking for records that might have identical Last Names, or Product Numbers if you’re looking for products that have the same description or price. In this example, I am looking for duplicate records in a customer table, which will prevent mailings going out to anyone more than once (or at an old and a new address for the same person).


	Click Next.

The last step in the Find Duplicates Query Wizard appears, as shown in Figure 10-9. Here’s where you decide on a name for your new query.

[image: Snapshot of naming your query and finish it so you can see your duplicates onscreen.]FIGURE 10-9: Name your query and finish it so you can see your duplicates onscreen.



	If you don’t like the default name Access gave your query, just enter a new name into the text field.

Preferably, the name should be short but should identify the query’s purpose — Duplicate Names Query is a good name for this example. The default query name that Access offers will be “Find duplicates for _____,” where the blank is the name of the table searched for duplicates.


	Click Finish.

The results of your query appear onscreen, as shown in Figure 10-10.




[image: Snapshot of showing these records have duplicate entries in one or more fields.]FIGURE 10-10: All these records have duplicate entries in one or more fields.


Now that you know which records have duplicate data within them, you can 


	Edit them individually. Just click within the records shown as duplicates and make changes to names, addresses, or whatever else might be incorrect, if an error is the cause of the duplication.

	Use Find and Replace. Use on the query results to make more targeted changes, such as taking all records with a particular word in a particular field and either 

	Change that word to something else

or


	Append a character or digit to that entry to make it different from the others.





	Delete the unwanted records. To do so, simply click the leftmost cell in the row for the unwanted record (the entire record/row will be selected) and then press the Delete key. Of course, be careful not to delete both records — you only want to delete the unwanted duplicate!



You’ll be asked to confirm your deletion, and you can choose Yes if you do want to get rid of the extra record.







Part 4

The Power of Questions


IN THIS PART …
 
Sort and filter your database.

Pose questions and get answers with queries.

Learn how to work with the AND and OR operators.

Count and sum your data with the Total row.

Perform calculations with expressions and formulas.





Part 5

Simple and Snazzy Reporting


IN THIS PART …
 
Create quick reports with two clicks of your mouse.

Print your reports with confidence.

Format your reports and make a professional impression.

Control reporting page breaks and numbers.

Take your data to the masses with merged mailings.





Chapter 18

Fast and Furious Automatic Reporting


IN THIS CHAPTER

[image: Bullet] Creating an instant report from a single table

[image: Bullet] Making minor modifications to your instant report

[image: Bullet] Setting up a report step by step with the Report Wizard

[image: Bullet] Getting a sneak peek at your report-to-be

[image: Bullet] Choosing the perfect layout



The fact that you’re reading this chapter right now tells me that either you’ve already been asked to create a report or you’re afraid that might happen. Yes, if you’re like the rest of us, afraid applies now and then — the idea of reporting on a database seems daunting to many users. You might be wondering if you have to learn any complex programming language or master a word processor or desktop publishing application to create a professional-looking report.

The answer? Nope. You don’t have to learn anything other than a couple of quick mouse clicks in the Access workspace to whip up a snazzy report on the currently open or selected table, in just seconds. And you don’t have to master Word or any other word-processing program to dress up your report and make it look serious and important. No, you have all you need to make a quick, simple, yet professional-looking report, right here in Access.

“But what if I have to report on more than one table?” you’re asking. What if your boss/customer/partner needs a report on data from Table A and Table B, and you know they do not want to see certain pieces of data from those tables anywhere on the report? In situations such as these, the Report Wizard comes in handy; using it, you can choose multiple tables as the sources for your report — and even pick and choose which fields to include from those tables.

[image: Tip] Knowing that there are two very simple paths to follow, depending on the report you’re looking for (or that someone else is hounding you for), it’s time to take a look at the two paths and figure out which one is right for you.

Chances are you’ll need both of Access’s simple reporting tools (the Access Report and Report Wizard buttons) over time — so it’s worth checking them both out now. I start with an analysis of both of them and then get into the procedural specifics of the simplest one first.



Quick and Not-S0-Dirty Automatic Reporting

The Access Report and Report Wizard tools make reporting on your database extremely simple. If you use the Access Report tool, Access uses your table (the open or selected one at the time you click the tool’s Report button) to generate a report instantly. You can then go in and tweak margins, fonts, and other formatting so the result looks more like what you’d imagined and/or fits on the number of pages you prefer.

If you use the Report Wizard, you’re taken step by step through the process of choosing which fields (and which tables) to include in your report, how the report will look, and how the content will flow over one or more pages.

Each method has its merits in different situations: 


	If you want every field in your single table included in your report, and you don’t mind if your report looks a lot like a worksheet or the way your table looks onscreen while you’re in Datasheet view, then the Report tool is for you. It’s quick, and it gives you a report without any formatting or other fanfare required.

	If you want to choose which fields to include in your report, and maybe want your report to include fields from more than one table, the Report Wizard is for you. It takes a little longer than the Report tool, but the flexibility and ability to customize the report’s appearance through a series of dialog boxes (instead of using multiple tabs and buttons) is a real plus.




Creating a quick, one-table report

To generate a report on an open table, all you really have to do is click your mouse twice: 


	Click once on the name of the table you want to report on — you don’t need to open the table — in the left-hand Navigation pane.

	Click the Create tab on the Ribbon, and then click the Report button, as shown in Figure 18-1.

[image: Snapshot of finding the Report button on the Create tab.]FIGURE 18-1: You can find the Report button on the Create tab.


The table is now a report, laid out exactly as it appeared in Table view — as a series of rows and columns. It has a heading and a small graphic in the upper left corner, and some color has been added — using a default template — to the field names and the report’s title (which is the same as the table name).

[image: Tip] If the Property Sheet panel opened along with your report, you can close it at this point. If you want to use the panel at some point in the future, however — perhaps when making design changes to the report — press the F4 key to redisplay it, or you can click the Property Sheet button on the Report Layout Design tab while in Design view of the report. Once the Property Sheet is open, you can make changes to the settings for your report, and you learn more about how to do that in Chapter 19.


	Use the File tab to access the Print command (or press Ctrl+P) if you want to print the report you see onscreen.

You can also display the report onscreen, now and in the future; there’s no requirement that you print the report immediately.

[image: Tip] To save the report, press Ctrl+S or click the Save button on the Quick Access Toolbar. The Save As dialog box appears, as shown in Figure 18-2, and I suggest adding the word “Report” to the default name (which is the same as the table name). It helps later on when you’re making quick selections from the Navigation pane to not have two items (the table and the report) with the exact same name.




[image: Snapshot of saving your report to make it a permanent part of the database.]FIGURE 18-2: Save your report to make it a permanent part of the database.



Your instant report formatting options

Although the Report tool works with only one table or query at a time, it still offers some choices for the way the report looks and how the fields appear in the report.

[image: Tip] Did I say something about reporting on queries? Yes, I did! Check out Chapters 13, 14, and 15 for all the basics — and then some — on queries. When you have your own queries put together and run, you can use the Report button to document them!

In the Report Layout Design tab of the Ribbon (the contextual tab is displayed after you use the Create tab to generate the quick, one-table report), you can choose from a variety of options for the tabular layout of your report. You can have each record listed on its own row, as a series of columns, or you can stack your fields with the Tabular button in the Table section of the Ribbon’s Arrange tab. The results of clicking the Stacked button are shown in Figure 18-3.
 
[image: Snapshot of changing your report layout with a quick click of the Stacked or Tabular button on the Arrange tab.]FIGURE 18-3: Change your report layout with a quick click of the Stacked or Tabular button on the Arrange tab.


Hey, where is it, you say? If you can’t find the buttons to change your report’s tabular settings, click the Arrange tab, and look at the Tables section (far left), also shown in Figure 18-3. There are several choices available; my advice is that you experiment with different layouts, and when you like what you see onscreen, print. If you hate what you’ve done, just keep clicking the Undo button (up on the Quick Access Toolbar) until the report is back at its pre–I Don’t Like That state.

If you hate the report entirely, just right-click it in the left panel that lists the components of your database and choose Delete from the resulting pop-up menu. When a prompt appears, asking whether you really want to delete the report, just click Yes. Remember, all you had to do was click the Create tab and then click Report to make this thing — so how bad would it be to start over?



Rearranging columns

Not only can you pair up your report’s fields vertically, stacking them to keep relevant fields together, but also you can rearrange your columns so that (a) your report’s readers see what they want to see first (assuming they read from left to right), and (b) you can horizontally pair up things that relate to each other. As shown in Figure 18-4, all you have to do to rearrange columns is click on the heading for the column you want to move, and then Shift+click on any data in that column to select the data as well. You can also click the column heading and then click the Select Column button on the Arrange tab.
 
[image: Snapshot of rearranging the original quick Volunteers report is easy — just drag a column to change its order.]FIGURE 18-4: Rearranging the original quick Volunteers report is easy — just drag a column to change its order.


With your column selected, drag the heading and all the data that comes with it. When you release your mouse, the fields — the headings and then the data — are rearranged.



Sizing columns to fit the data

One thing that can be very appealing about a quick report on a single table is the ability to put the entire report on a single page (if you have only 20 or 30 records) or on a series of pages that includes all the table’s fields on each page (for large databases with hundreds or thousands of records, but not a whole lot of fields per record). This can be difficult on a report that has a lot of fields or uses all the fields in a table because rarely do they fit across an 8½-x-11-inch sheet of paper. Sometimes you can fit them all across a sheet of paper — if you resize the fields, narrowing them so they’re no wider than they have to be to display the widest entry in the column.

The easiest way to do this is to narrow the columns manually. You can widen all the columns in one fell swoop, but that requires working in Design view, which is discussed way over in Chapter 19. This way is quicker for now.

To adjust columns manually — the one column that’s taking up too much room or each of them, one at a time — simply click the column’s heading and then use the two-headed arrow that appears when you mouse over the column’s right seam to move the seam to the left to make the column narrower. The adjustment applies to the entire column by default. The dragging process is shown in Figure 18-5, where I narrow the LastName column, the first of several adjustments intended to help all the columns fit without the content being cut off.
 
[image: Snapshot of click and drag to widen or narrow your report’s columns, one at a time.]FIGURE 18-5: Click and drag to widen or narrow your report’s columns, one at a time.



THE QUERY ADVANTAGE
 
The fact that Access lets you base a report on a query is wonderful. When you build a report on a table, you get a report containing each and every record in the table. But what if you want only a few of the records? Access makes it easy to create a query and then base the report upon that query. (Chapter 13 shows how to make a query.)

The advantages don’t stop there. If you create a query based on multiple tables, Access neatly organizes your results into a single datasheet. This allows you to use the quick, one-click Report tool to report on multiple tables — essentially duping Access into giving you a quick report on more than one table because the tables are part of a single query, and that single query is your Report source. (If you’re unclear on the process of creating a query on multiple tables, take a look at Chapter 14.)






Starting the Report Wizard

So you’ve decided to take things step by step, perhaps because you want to include multiple tables and/or queries in your report. Or maybe you’re still deciding what the best path is, and want to see what’s involved in the process.

The Report Wizard is simple. It requires a few more steps and decisions from you than the Report tool does, but it’s much more flexible than the instant Report tool. Here goes: 


	In your database window, click the Ribbon’s Create tab and then click the Report Wizard button. (It’s right there in the tab’s Reports section.)

The Report Wizard dialog box appears, listing all the fields in the active table. As shown in Figure 18-6, the dialog box offers 


	A drop-down list from which you can choose other tables and queries

	Two columns, the Selected Fields and Available Fields, which you use to determine which fields from the selected table(s) will be used in your report





	Use the Tables/Queries drop-down list to choose the table you want to start with.

The fields from the table you select appear in the Available Fields box.

[image: Snapshot of the Report Wizard starts by offering you tables and the fields within them to use in your report.]FIGURE 18-6: The Report Wizard starts by offering you tables and the fields within them to use in your report.



	Add fields to your report by double-clicking them in the Available Fields box.

By double-clicking, you add the fields to the Selected Fields box, and they become part of the report. You can also click a field once and then click the button with a > symbol on it, as shown in Figure 18-7.


	Repeat Steps 2 and 3 for each table and/or query in the database that you want to include in the report.

[image: Tip] If, at any point, you want to add all the fields in a given table or query, just click the >> button to add all the Available Fields to the Selected Fields list.

[image: Snapshot of add fields by double-clicking them or by using the buttons between the Available and Selected Fields boxes.]FIGURE 18-7: Add fields by double-clicking them or by using the buttons between the Available and Selected Fields boxes.



	Click Next to move on to the next page of the Report Wizard (see Figure 18-8).

You can also click Next twice, which bypasses grouping issues, which, for a simple report, are often unnecessary. To explore this step of the Report Wizard in greater detail, check out Chapter 20.

[image: Snapshot of the list of volunteers will be grouped by their Status field value.]FIGURE 18-8: Your list of volunteers will be grouped by their Status field value.



	Choose a sort order for your report — typically sorting on the field people will use to look up information in the report — as shown in Figure 18-9.

For example, if your report documents a list of employees, LastName might be a good choice. A report on product sales would be useful in Product Number or Product Name order. You can sort by more than one field, choosing up to four fields to sort by and either Ascending or Descending for the sort order on each field. Figure 18-9 shows the LastName field chosen for sorting in Ascending order, adding to the value of having grouped by Status, so that each status group is in alphabetical order by the volunteer’s LastName value.

[image: Tip] Sorting is best done on fields that have either very few entries or a lot of duplicate entries: 


	In a name and address list, sorting by LastName (which may have very few duplicates) will put the list in an order for which there’s very little opportunity for subsequent sorting — because the unique records in LastName don’t create any groups that can be sorted further.

	If you sort that name and address list by City or State (which may have lots of duplicate entries), a subsequent sort can be done on LastName, putting each group of people living in the same city or state in lastname order.
[image: Snapshot of sort by the most important field in the table, or the one that will make the most sense to your report’s readers.]FIGURE 18-9: Sort by the most important field in the table, or the one that will make the most sense to your report’s readers.



	To choose between Ascending (the default) and Descending sort order, you’ll either leave the Ascending button alone (for A–Z sorting) or click it to change it to Descending (for Z–A sorting).





	Click Next to display your options for Layout and Orientation.

	Choose a Layout and an Orientation from the two sets of radio buttons and click Next. 


	Layout options (Tabular or Columnar) are simple — you either want to see your report as a list (Tabular) or in sections (Columnar), in which each record appears in a section on its own. Justified is similar to Tabular, but groups the fields in a sort of stacked jumble.

	Orientation decisions (Portrait or Landscape) are generally easier if you envision the report in your head — are there more fields than will fit across a sheet of 8½-inch-wide paper? If so, choose Landscape to give yourself 11 inches of paper (or 10 inches, to allow for the smallest margin possible) across which your fields will appear.



Figure 18-10 shows a format chosen at this stage of the Report Wizard and allows the user to set up the layout and orientation for that report.

[image: Tip] You probably don’t want to use Justified unless your report has very few fields per record.

[image: Warning] If you leave the Adjust the Field Width So All Fields Fit on a Page option checked, you run the risk of data being chopped off in the report and rendering the report unusable. If you have more than four or five fields, and if any of your fields have very long entries, turn this option off.

[image: Snapshot of choosing your report’s layout in terms of field structure and orientation.]FIGURE 18-10: Choose your report’s layout in terms of field structure and orientation.



	Click Next.

A default name for your report now appears in this next step in the wizard, as shown in Figure 18-11.

[image: Snapshot of naming your report, or accept the table-name-based moniker that Access applies by default.]FIGURE 18-11: Name your report, or accept the table-name-based moniker that Access applies by default.



	Give your report a name.

Type a name in the long field at the top of the dialog box. At this point, you also need to decide how to finish things up — with a Preview of the report, or by leaping right into Design view to make more changes to your report’s appearance and content. (This part of the process is covered in Chapter 19.) For now, choose to Preview the Report, which is the default.


	Click Finish.

The report appears on a Preview tab, at which point, you can print it or close it. To close it, right-click the report’s tab and choose Close from the pop-up menu. If you make additional changes and haven’t chosen to save, you’ll be asked if you want to close without saving.

Figure 18-12 shows a preview of a report that lists the organization’s volunteers, in LastName order, grouped by Status, and including their contact information.




[image: Snapshot of even a simple report with few fields can look important.]FIGURE 18-12: Even a simple report with few fields can look important.





Previewing Your Report

Print Preview mode (which results from clicking Finish to complete the Report Wizard process, as described in the steps in this chapter’s previous section) shows exactly what your document looks like. Table 18-1 shows the tools Print Preview provides to help with your inspection.
 

TABLE 18-1 Print Preview Tools
 



	Tool

	What It Is

	What It Does






	[image: image] 

	Print button

	Opens the Print dialog box.




	[image: 9781119829089-ma006] 

	Size button

	Allows you to choose a paper size for your report.




	[image: 9781119829089-ma007] 

	Margins button

	Allows you to set Normal, Wide, or Narrow Margins for your report.




	[image: 9781119829089-ma008] 

	Show Margins

	Click the check box to display or hide the margins.




	[image: 9781119829089-ma009] 

	Print Data Only

	Click the check box to include only your data in the report.




	[image: 9781119829089-ma010] 

	Portrait button

	Converts your report to Portrait mode.




	[image: 9781119829089-ma011] 

	Landscape button

	Converts your report to Landscape mode.




	[image: 9781119829089-ma012] 

	Columns button

	Opens the Page Setup dialog box with the Columns tab chosen, allowing you to set up a columnar report.




	[image: 9781119829089-ma013] 

	Page Setup button

	Opens the Page Setup dialog box with the Print Options tab chosen, allowing you to customize your printed output.




	[image: 9781119829089-ma014] 

	Zoom button

	Click this button to choose a percentage view (from 10% to 1000%) or to Fit to Window.




	[image: 9781119829089-ma015] 

	One Page

	Previews one page of your report at a time.




	[image: 9781119829089-ma016] 

	Two Pages

	Previews your report two pages at a time.




	[image: 9781119829089-ma017] 

	More Pages

	Click this to choose to preview four, eight, or twelve pages at a time.




	[image: 9781119829089-ma018] 

	Refresh All

	Refreshes the report to display the latest data in the table(s) included in the report.




	[image: 9781119829089-ma019] 

	Data buttons

	Exports your report to any of the following: Excel, a text file, a PDF or XPS file, or an email message; click the More button to choose Word or other options.




	[image: 9781119829089-ma020] 

	Close Print Preview

	As you might have guessed, this closes the Preview window.







[image: Tip] Another way to see a Print Preview — say, for a report you created a while ago and you don’t remember what it looks like on paper — is to open the report (double-click it in the left panel to open it) and then click the File tab. From there, click the Print command, and choose Print Preview from the resulting choices.
 

Zooming in and out and all around

In Figure 18-12, you see the report. In your preview (assuming you’re working along with me here or have tried this on your own), you may be able to see the entire page of your report. The parts you can see look okay, but how can you commit to printing if you don’t know how the whole page looks? In Figure 18-13, you can click your mouse when the pointer turns to a magnifying glass — as it will when you mouse over the page. You can also use the Zoom tool to choose a lower zoom percentage.

[image: Tip] When you move your mouse pointer over the preview of your report, your pointer changes into a magnifying glass. Use this magnifying glass to zoom in to the report and check individual sections: 


	Just click what you want to see, and Access swoops down, enlarging that portion of the report so you can see it clearly.

	Click again, and your view changes back to the previous setting.



[image: Snapshot of viewing the whole page, the report is too tiny to read, yet you can’t see all the content, either.]FIGURE 18-13: When you view the whole page, the report is too tiny to read, yet you can’t see all the content, either.


Clicking any of the page buttons (One Page, Two Pages, More Pages) sets the Zoom view to the Fit View setting. When you have two pages showing, the odd-numbered page is always on the left, unlike book publishing, which puts the odd-numbered page on the right (unless the typesetting department is having a very bad day).

If you use the Zoom section of the Ribbon’s Print Preview tab rather than one of the aforementioned page buttons, Access offers quite the selection of Page View options, as you see in Figure 18-14. Set your system to show 1 page or 2 pages — or click the More Pages button’s drop-down list to choose up to 12 pages per screen (of course, you won’t be able to read anything at this setting, but at least you can see how the whole report lays out).
 


Pop goes the menu

You can right-click anywhere on the Print Preview screen to see a pop-up menu that gives you the choice of switching the zoom or viewing a specific number of pages, as shown in Figure 18-15. When you click the Zoom button drop-down list in the Zoom section of the Print Preview tab, you get a similar pop-up menu offering various zoom percentages, from 10% to 1000%.
 
[image: Snapshot of preview up to 12 pages of your report at a time.]FIGURE 18-14: Preview up to 12 pages of your report at a time.


[image: Snapshot of choosing the view you want to use or how many pages you want to see simultaneously.]FIGURE 18-15: Choose the view you want to use or how many pages you want to see simultaneously.


Other than the Zoom submenu, the following useful commands are available when you right-click the Print Preview screen: 


	Report View, Layout View, Design View, and Print Preview: These four options appear at the top of the pop-up menu and give you lots of ways to look at your report.

	Zoom: Enter or choose a zoom percentage.

	One Page and Multiple Pages: If you choose to see Multiple Pages, you must tell Access exactly how many pages by using the submenu that appears when you make that pop-up menu selection. Drag through the grid (it appears as six blocks to start with), and the grid expands as you drag. Release your mouse button when the grid shows the number of pages you want displayed.

	Page Setup: This opens the handy Page Setup dialog box.

	Print: This opens — yep, you guessed it — the Print dialog box.

	Save As: Choose this command to save your report with a new name and choose what type of object to save it as — Report is the default.

	Export: Choose this command to save your Access report in a format used by another program. Your choices include exporting as a Word document, PDF (Portable Document Format) file, text file, XML document, or HTML document.

	Send To: Choose this command and then select an email recipient to send the report to.

	Close: This closes Print Preview and prompts you to save your changes, if any, to the report’s design.






Beauty Is Only Skin (Report) Deep

After looking at your report in the Print Preview window, you have a decision to make. If you’re happy with how your report looks, great! Go ahead and print the document, and of course, save it — so you can view and print it again without having to re-create it. However, a few minutes of extra work does wonders for even the simplest of reports.

Start with the basics in the Page Setup dialog box. To get there, right-click anywhere on the report and choose Page Setup from the pop-up menu. (This command and others hidden away in the pop-up menu are briefly explained in the preceding section of this chapter.)

Use the Page Setup dialog box to fine-tune your report in terms of its Print Options, Page, and Columns settings. You can adjust margins, change orientation, and control how many vertical columns your report content is divided into — all from within this handy dialog box.
 

The Print Options tab

The Print Options tab of the Page Setup dialog box controls the width of the margins in your report — no surprises here.

Figure 18-16 shows your margin options. The page has four margins, so the dialog box includes a setting for each one (Top, Bottom, Left, and Right).
 
[image: Snapshot of adjusting margins to specify how much white space surrounds your report.]FIGURE 18-16: Adjusting margins to specify how much white space surrounds your report.


Here is how you set or change margins: 


	Double-click in the appropriate box (Top, Bottom, Left, or Right) and type a new setting.

When you double-click the box, the current entry is selected. Access automatically uses whatever Windows thinks is your local unit of measurement (inches, centimeters, or whatever else you measure with). On the right side of the dialog box, Access displays a sample image, which shows you how your current margin settings work on a page. After editing one margin, you can press Tab to move through the remaining fields (Bottom, Left, and Right, if you started out in Top), and you can adjust each one.


	Make all the changes you want to your report’s layout, and then click OK.

	Look at your report in Print Preview to check your adjustments.

If you need to tweak the report, simply go back to Page Setup and play with the options until everything looks just right.




[image: Technical stuff] Also found on the Print Options tab is the Print Data Only check box. (Maybe the programmers couldn’t think of anywhere else to put this box because it has nothing to do with margin settings.) If you select this option by checking its box, Access prints only the data in your records; field headings won’t appear on the printed document. Use Print Data Only if you plan to use preprinted forms. Otherwise, leave it alone because your report looks pretty odd without any field labels.



The Page tab

The Page tab of the Page Setup dialog box tells Access about the sheet of paper on which you plan to print your report — including its size and layout — as well as what printer you keep the paper in. You make some of the most fundamental decisions about how your report looks from the Page tab of the Page Setup dialog box. (See Figure 18-17.)
 
[image: Snapshot of using the Page tab to choose a printer, page size, and more.]FIGURE 18-17: Use the Page tab to choose a printer, page size, and more.


The Orientation box sets the direction that your report prints on paper: 


	Portrait (the way that this book and most magazines appear) is the default choice.

	Landscape pages lie on one side, giving you more horizontal room (width) but less vertical space (height).



[image: Tip] Deciding whether to use Portrait or Landscape is more important than you might think: 


	For tabular reports, landscape orientation displays more information for each field, thanks to the wider columns. Unfortunately, the number of records you can view per page decreases in the process. (After all, that piece of paper is only so big.)

	Columnar reports don’t do very well in a landscape orientation because they usually need more vertical space than horizontal space.



Your other choices for the Page tab are determined by your printing capabilities: 


	The Size drop-down list in the Paper section of the tab enables you to choose the size of the paper you want to use. (Refer to Figure 18-17.)

	The Source drop-down list gives you the option to 

	Use your regular paper feed (Automatically Select).

	Use another automatic source, should your printer be equipped with multiple trays.

	Feed your paper manually into the printer.





	The last part of the Page tab lets you choose a specific printer for this report.

[image: Tip] Most of the time you can leave this setting alone; it’s useful only if you want to force this report to always come from one specific printer at your location. You can choose either 


	The Default Printer option: Access uses whatever printer Windows says to use.

	The Use Specific Printer option: You choose the printer yourself.

If you click the Use Specific Printer option, the Printer button comes to life. Click this button to choose from among your available printers.










The Columns tab

You get to make more decisions about your report’s size and layout on the Columns tab, as shown in Figure 18-18.

The Columns tab of the Page Setup dialog box is divided into three sections: 


	Grid Settings: Controls how many columns your report uses and how far apart the different elements are from each other

	Column Size: Adjusts the height and width of your columns

	Column Layout: Defines the way Access places your data in columns (and uses an easy-to-understand graphic to show you as well)



[image: Snapshot of the Column Layout area of the Columns tab enables you to format a report with vertical columns.]FIGURE 18-18: The Column Layout area of the Columns tab enables you to format a report with vertical columns.


[image: Remember] The default number of columns is one column to a page, but you can easily change the setting to suit your particular report. Just keep in mind that with more columns, your report may show less information for each record. If you use so many columns that some of the information won’t fit, Access conveniently displays a warning.

If the number of columns you select fits (or if you’re willing to lose your view of the information in some of your fields), click OK to see a view of how your document looks with multiple columns.

The Grid Settings section of the Columns tab also adjusts 


	Row Spacing: Adjusts the space (measured in your local unit of distance) between the horizontal rows. Simply click the Row Spacing box and enter the amount of space that you want to appear between rows. Again, this setting is a matter of personal preference.

	Column Spacing: Adjusts the width of your columns by changing the space between them. If you widen the space between your columns, you create a roomier look, but the content within the columns may be more difficult to read.



The bottom section of the Columns tab, called Column Layout, controls how your columns are organized on the page. You have two options here: 


	Down, then Across: Access starts a new record in the same column (if the preceding record has not filled up the page). For example, Record 13 starts below Record 12 on the page (provided there’s enough room), and then Records 14 and 15 appear in the second column.

	Across, then Down: Access starts Record 13 across from Record 12, and then puts Record 14 below Record 12, and Record 15 below Record 13, and so on.



[image: Tip] If your columns don’t look exactly right the first time, keep trying. Small adjustments to the row and column spacing produce big changes throughout a long report. The onscreen preview gives you an easy way to check how the report looks — and prevents you from killing multiple trees in the quest for perfection.




