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Microsoft Office 2013 Illustrated
Access 2013 Unit L: Creating Database Reports

A Guide to this Instructor’s Manual:

We have designed this Instructor’s Manual to supplement and enhance your teaching experience through classroom activities and a cohesive chapter summary. 

This document is organized chronologically, using the same heading in blue that you see in the textbook. Under each heading you will find (in order): Lecture Notes that summarize the section, Figures and Boxes found in the section, if any, Teacher Tips, Classroom Activities, and Lab Activities. Pay special attention to teaching tips, and activities geared towards quizzing your students, enhancing their critical thinking skills, and encouraging experimentation within the software. 

In addition to this Instructor’s Manual, our Instructor’s Resources CD also contains PowerPoint Presentations, Test Banks, and other supplements to aid in your teaching experience. 

For your students: 

Our latest online feature, CourseCasts, is a library of weekly podcasts designed to keep your students up to date with the latest in technology news. Direct your students to http://coursecasts.course.com, where they can download the most recent CourseCast onto their mp3 player. Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University Computer Science Department, where he is responsible for teaching technology classes to thousands of FSU students each year. Ken is an expert in the latest technology and sorts through and aggregates the most pertinent news and information for CourseCasts so your students can spend their time enjoying technology, rather than trying to figure it out. Open or close your lecture with a discussion based on the latest CourseCast.
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Unit Objectives

Students will have mastered the material in Access Unit L when they can:

· Create a report using the Report Wizard

· View a report

· Modify a report

· Add a field to a report

· Apply conditional formatting to a report

· Add summary information to a report

· Create mailing labels

Access 306: Create a Report Using the Report Wizard

LEARNING OUTCOMES

· Define report

· Create a report using the Report Wizard

· Set grouping levels in the Report wizard

· Set the sort order in the Report Wizard

LECTURE NOTES

· Start the lecture by explaining the benefits of Access reports in communicating database information to an audience. 

· Explain that reports can be based on tables or queries. Also explain that a report is a database object that can be saved. 

· In this lesson, you use the Report Wizard to create a report. Use FIGURE L-1 to show the Report Wizard dialog box. 

· Explain that the Report Wizard automates the process of creating a report. Using the Report Wizard, you can easily choose which fields to include from the underlying table or query (the record source(s)), quickly choose sample layouts, choose whether to use any grouping by any fields, and specify a sort order. After you make all the selections, the Report Wizard prepares the report and it opens in Print Preview. 

· Use FIGURE L-3 to illustrate how a finished report looks in Print Preview. 

FIGURES: L-1, L-2, L-3

BOXES:

1. Quick Tip: Another way to create a report is to use the Report tool; click the object that is the record source in the Navigation pane, click the CREATE tab, then click the Report button in the Reports group.

2. Trouble: If a Security Notice alert box opens a warning of a potential security concern, click Open. 
3. Quick Tip: To add a field, you can double-click it instead of clicking the Select Single Field button.
4. Quick Tip: Clicking the Ascending button changes the button name to Descending. Clicking the Descending button changes the name back to Ascending.

CLASSROOM ACTIVITIES

1. Class Discussion: Ask students why they might want to create a report. A report can only be used for output— you can’t use it for input. What do students think are the benefits of creating a report based on a table? Here are some points that should come up in the discussion:

· Reports allow you to group and sort records to spot trends in the data. 

· Reports are specifically designed for communicating information in a printed format. You can use fonts and formatting to make them look professional. 

· Reports allow you to group records so that you can calculate group subtotals as well as totals of the entire table.

· Reports allow you to add lines, clip art, or other images.

2. Quick Quiz:

1. What is the purpose of a report? (Answer: to communicate information about data in a database in a printed format)

2. The database object on which a report is based is called the ____. (Answer: record source).

3. What does grouping do? (Answer: It organizes a report by field or field values.)

LAB ACTIVITY

Explain to students that they can create a report even faster using the Report tool. (This is covered in the Quick Tip next to Step 1.) Instruct them to follow these steps: 

1. Click the Customers table in the Navigation pane, click the CREATE tab, and then click the Report button in the Reports group. 

2. Examine the new report. What is different about this report from the one created in the lesson steps? 

3. Close the report without saving changes.

Access 308: View a Report

LEARNING OUTCOMES

· View a report in Print Preview, Design view, and Report view

· Apply a filter by selection in Report view

· Remove a filter

LECTURE NOTES

· Point out that there are several views you can use to view a report. 

· When you finish creating a report using the Report Wizard, the report opens in Print Preview. 

· Explain that Report view is similar to Print Preview, except that it does not show page breaks. Records appear in a continuous flow. When you open a report from the Navigation pane, it opens by default in Report view. 

· Point out that you can apply a filter in Report view to show records that meet specific criteria.(FIGURE L-6 shows a report with a filter applied.) Demonstrate how to apply a filter to a report.

· Explain that there are two views you can use to make layout or design changes to a report: Design view and Layout view. 

· Design view features a wide array of tools for formatting a report—but it is difficult to use (especially for beginners) because it only shows the structure of a report and not the underlying data in the report. Use FIGURE L-5 to show the report in Design view. 

· The simplest to use is Layout view, in which you can see report data (but can’t edit it). You can use Layout view to add or delete fields or resize or move columns. 

· Use TABLE L-1 to review all the different report views available in Access, and use FIGURE L-4 to show the Report Header and the view buttons available on the taskbar.
FIGURES: L-4, L-5, L-6

TABLE: L-1: Available report views in Access
BOXES

1. Quick Tip: Clicking on the report when the Zoom In pointer is active will cause the view to zoom in again.

CLASSROOM ACTIVITIES

1. Class Discussion: Project the report on a screen in front of the class and view it in each of the four views (Report view, Print Preview, Layout view, and Design view). Quiz students on each view, and ask them to tell you what the view is used for. 

2.  Quick Quiz:

1. Can you see report data in Report view? (Answer: Yes) 

2. Can you see report data in Design view? (Answer: No) 

3. Can you apply a filter to records in Report view? (Answer: Yes) 
4. Which view can you use to edit report data? (Answer: None of them—you can’t edit data in a report)

Access 310 : Modify a Report

LEARNING OUTCOMES

· View a report in Layout view

· Resize, move, and delete report columns in Layout view

LECTURE NOTES

· Emphasize again that in order to make changes to a report’s layout, you must view the report in either Layout view or Design view. Layout view is much easier to work with because it displays report data. In Layout view you can resize and move controls or columns. 

· Demonstrate how to resize a column. To resize a column, click the column header to select it, point to the column right or left edge until the pointer changes to a double-headed arrow, drag the pointer to the right or left until the column is the width you want, and then release the mouse button. 

· To move a column, click the column header to select it, drag the control to a new location, and then release the mouse button. 

· Explain that you can delete controls by first selecting them, and then pressing [Delete].

FIGURES: L-7, L-8, L-9

BOX

1. Quick Tip: You can also press [Ctrl][Home] to move the pointer to the top of the report.
CLASSROOM ACTIVITY

1. Quick Quiz

1. Explain how to resize a column. (Answer: select the column header and drag)

2. Explain how to delete a column. (Answer: select the column header and press [Delete])

3. Explain how to move a column. (Answer: select the column, position the move pointer over it, and then drag)

Access 312: Add a Field to a Report

LEARNING OUTCOMES

· Explain the purpose of a control

· Describe the different sections of a report

· Add a field to a report using the Field list

LECTURE NOTES

· You may want to start your lecture by explaining that a report has several different sections, each of which contains different information. TABLE L-2 lists and describes each of these sections. Help students understand which elements appear in each report section. 

· Explain that you can add fields to a report after you create it. 

· Demonstrate how to open the Field List to display all of the fields that are available in the underlying table. Use FIGURE L-11 to show the Field List. 

· Demonstrate how to add a field to a report by dragging it from the Field List to a location on the report. 

· Be sure to define the word control, which is an object that displays information in a report.
FIGURES: L-10, L-11

TABLE: L-2: Report section
BOXES

1. Quick Tip: You can also drag a field from the Field List to the report.

CLASSROOM ACTIVITIES

1. Class Discussion: Review each of the sections in a report using the Customers by Region report. Ask students to identify each of the following sections and describe what kind of data each section usually contains.

· Report header

· Page header

· Group header

· Detail

· Group footer

· Page footer

· Report footer

2. Quick Quiz: 

1. How do you add a field to a report? (Answer: Open the Field List, and then drag the field you want to a location in the report.) 

2. What is a control? (Answer: An object that displays information in a report.)

Access 314: Apply Conditional Formatting to a Report

LEARNING OUTCOMES

· Apply conditional formatting to a report

· Add text to a report header

LECTURE NOTES

· Explain that you can apply conditional formatting to a report to highlight key information. 

· Remind students that conditional formatting is formatting that is applied to field values that meet certain criteria. Provide examples of when applying conditional formatting would be effective.

· Demonstrate how to apply conditional formatting (Click any field value for the field to which you want to apply conditional formatting, click the REPORT LAYOUT TOOLS FORMAT tab, click the Conditional Formatting button in the Control Formatting group, click the New Rule button in the Conditional Formatting Rules Manager dialog box that opens, specify the criteria you want in the New Formatting dialog box, and then click OK)

· Point out the different settings you can specify in the New Formatting Rule dialog box. Use FIGURE L-12 to show the dialog box. 

FIGURES: L-12, L-13, L-14

CLASSROOM ACTIVITIES: 

1. Quick Quiz: 

1. What is conditional formatting? (Answer: formatting that is applied to field values when specified criteria are met.)

2. What are the benefits of applying conditional formatting in a report? (Answer: to visually draw attention to specific data that meet certain criteria.)

3. How do you open the New Formatting Rule dialog box? (Answer: Click the New Rule button in the Conditional Formatting Rules Manager dialog box)

2. Critical Thinking: Applying conditional formatting to a report can be an effective way to draw attention to specific data. Can students think of any examples of when you would not want to apply conditional formatting to a report? 

LAB ACTIVITY:

Ask students to apply a second condition to the YTD Orders field in the Customers by Region report. 

1. Click any field value in the YTD Orders field.

2. Open the Conditional Formatting Rules Manager dialog box.

3. Click Add, click the between list arrow, then click Less than.

4. Press [Tab] to move to the next text box, then click 500.

5. Click the Bold button, click the Font/Fore Color button list arrow, then click the red square in the bottom row.

6. Click OK.

7. View the changes in the report. What changes do you see? 

8. (If you do not want students to save these changes, instruct them to open the Conditional Formatting Rules Manager dialog box again, delete 500 in the Condition 2 text box, and then click OK)

Access 316: Add Summary Information to a Report

LEARNING OUTCOMES

· Use the Report Wizard to add summary information to a report

· Identify summary values that can be added to a report

· Resize summary information columns

LECTURE NOTES

· Explain that you can add summary information, or statistics about one or more fields, to a report. Use TABLE L-3 to describe the different types of summary calculations that you can add to database reports. 

· Emphasize that only fields with numeric values can have summary fields. 

· You click Summary Options in the Sorting dialog box of the Report Wizard to open the Summary Options dialog box (shown in FIGURE L-15). This dialog box will list the numeric fields in your report. You can choose from five different summary values for each field. All summary information for each field will be displayed at the bottom of each grouping of records. 

· Explain that summary information can be very helpful in comparing groups of records to each other. For example, in the lesson steps, students add summary information to the YTD orders field. In the finished report, it is easy to compare YTD Orders for Abbott for each of her customers because summary information for the YTD Orders field appears after each grouping. 

FIGURES: L-15, L-16

TABLE: L-3: Common summary calculations available in database reports
CLASSROOM ACTIVITIES

1. Class Discussion: Discuss the benefits of adding summary information to a report. Brainstorm some examples in everyday life where summary information might be helpful to see in a report. 

2. Quick Quiz:

1. Summary information can only be added to a report for fields that have numeric values. T/F? (Answer: True)

2. Name four summary options you can add to a report. (Answer: SUM, MIN, MAX, AVG, COUNT)

Access 318: Create Mailing Labels

LEARNING OUTCOMES

· Create mailing labels using the Label Wizard

· Resize the Page Footer in Design view

· Add a label to the Page Footer

LECTURE NOTES

· Almost every business uses labels at one time or another. The Label Wizard makes it simple to combine table or query fields with commonly available labels. 

· Demonstrate how to create  labels using the Label Wizard: click the table in the Navigation pane on which you want to base the labels, click the CREATE tab, and then click the Labels button in the Reports group. 

· Explain that the first step in the Label Wizard is to specify a size for your labels and a specific product number and manufacturer for a brand of labels. Explain that Avery is the most commonly used brand of label, but that you can choose from a wide variety of other brands.

· Explain that the next step is to choose a font, color, and font style for the text in your labels. Emphasize that students can always change these options in Design view.

· The next step is to arrange the fields on the label in the order you want them. 
· Point out that you can also add your own text to the label at this time. 

· Finally, you need to save the labels with a unique name. When the Label Wizard has finished creating your labels, they automatically appear in Print Preview.

· Explain that you can modify labels  in Design view, just as you can in any other report. In the lesson steps, students switch to Design view and add their name to the Page Footer section. 

FIGURES: L-17, L-18, L-19

BOXES:

1. Quick Tip: You will only see the labels arranged in four columns in Print Preview. If you view the labels report in Report view or Layout view, the labels will appear in a single column.

TEACHER TIP

In Steps 7 and 8, students switch to Design view and add their name to the Page Footer section. This is the first time they work with Design view, so make sure they are comfortable working in it. They might be confused in Step 8 when they need to resize the Page Footer section in order to make room for text and when they use the Label button.  Make sure you demonstrate how to do this in your lecture so that students understand it. They will need to add labels to reports in a few exercises in the end of unit material, so it’s important that they have a good understanding. 

CLASSROOM ACTIVITIES

1. Class Discussion: Demonstrate and discuss how to add a footer to the labels inDesign view, as shown in FIGURE L-18: 

· Label button
· Page Footer bar
· Label control in the Page Footer section
2. Quick Quiz: 

1. How do you create a report that contains labels? (Answer: Click the table/query in the Navigation pane that you want as the record source, click the CREATE tab, and then click Labels to start the Label Wizard. Fill out the appropriate information in the wizard dialog boxes to create the report.)

2. How do you add your name to the report so that it appears in the footer on every page? (Answer: Change to Design view, resize the Page Footer area if necessary so that there is room to add a label, click the Label button, and then type your name.) 

LAB ACTIVITY

Show the students how to work in other sections of a report in Design view by leading them through these steps: 

1. Click the Design View button on the status bar.

2. Position the pointer on the bottom edge of the Page Header bar until it changes to the resize pointer, then drag down about an inch.

3. Click the Label button in the Controls group, click in the upper left corner of the Page Header section, then type My Labels.

4. Click the Print Preview button on the status bar and view the label you added. 

5. Click the Design view button on the status bar.

6. Click Customer in the Detail area to select it.

7. Press [Delete].

8. Click the Print Preview button on the status bar. Notice that each label no longer contains the customer name. Deleting the Customer field in Design view means that none of the labels will display the customer name.

9. Switch back to Design view, then click the Undo button on the Quick Access toolbar three times to reverse the changes that you made in these steps. 

End of Unit Material

· Concepts Reviews consist of multiple choice, matching, and screen identification questions.

· Skills Reviews provide additional hands-on, step-by-step reinforcement.

· Independent Challenges are case projects requiring critical thinking and application of the unit skills. The Independent Challenges increase in difficulty, with the first one in each unit being the easiest. Independent Challenges 2 and 3 become increasingly open-ended, requiring more independent problem solving.

· Real Life Challenges are practical exercises to help students with their everyday lives by focusing on important and useful essential skills, including creating photo montages for scrapbooks and photo albums, retouching and color-correcting family photos, applying layer styles and getting Help online.

· Advanced Challenge Exercises set within the Independent Challenges provide optional steps for more advanced students.

Glossary of Key Terms

· report (Access 306)

· Report Wizard (Access 306)

· record source (Access 306)

· grouping (Access 306)

· Print Preview (Access 308)

· Report view (Access 308)

· Design view (Access 308)

· Layout view (Access 308)

· Report Header (Access 308)

· Page Header (Access 308)

· Page Footer (Access 308)

· control (Access 312)

· summary information (Access 316)
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