Creatingabasicreport in the Menagerie Kennel database using the Wizard

1. Click the ‘Create’ tab above the ribbon. Then click’'Report Wizard'.
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In the ‘Report Wizard’ box, select the query on efhio base the report from the

dropdown box. Select the fields needed in the ‘hadeé Fields’ box and use the caret (>)
to send them to the ‘Selected Fields’ box. Cliclex.
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Report Wizard

| Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

[Query: gryCostMonth E[

Available Fields: Selected Fields;
ApptiD
Service Code
Product Mame
Standard Cost

AppMonth

=
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3. If you know that you want to group the report ospacific field you can add it now. For
the current example just click ‘Next'.

Report Wizard

Do you want to add any grouping — . -
levels? ApptID, Service Code, Product Mame,
{[Standard Cost, AppMonth, Cost

Service Code =

Product Mame
Standard Cost
AppMonth
Cost *
Priority
=
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4. If you know that you want to sort the report orpadfic field you can designate that
field now. For the current example, just click ‘Niex
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Report Wizard

What sort order do you want for your records?

You can sort records by up to four figlds, in either
ascending or descending order.

o il

Cancel || <Back | mewt> || Ensh

2|Page



5. Layout options are provided in this box. For therent example leave Tabular as the

Layout. Select Landscape as the Orientation. Léavédjust the field width so all fields
fit on a page’ box checked. Click ‘Next'.

r

Report Wizard

How would you like to lay out your report?

— Orientation
(7 Portrait

(@ Landscape

A
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=

[¥] Adjust the field width zo all fields fit on
a page.
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6. Leave the report title as it is. Leave ‘Preview tbport’ selected. Click ‘Finish’.
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Report Wizard

What title do you want for your repaort?
:qry;"C'n'sﬁ'v'innﬁﬁ

That's all the infarmation the wizard needs to create your
report,

Do you want to preview the repaort or modify the repart's
design?

(@) Preview the report,

(™) Modify the report's design,

| [ws ] oo [
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7. The screen should look similar to this:

Ei gryCostMonth

gryCostMonth
ApptiD Service Code Product Name indard Cost ppMonth Cost
APOL BLA Bathe Large Animal 20.00 1 20|
APO3 BSA Bathe Small Animal 10.00 1 10|
APO3 GSA Groom Small Animal 20.00 1 20
APO4 BSA Bathe Small Animal 10.00 1 10|
APO4 GSA Groom Small Animal 20.00 1 20|
APO5 GSA Groom Small Animal 20.00 1 20!
APOS BMA Bathe Medium Animal 15.00 1 15
APOS GMA Groom Medium Animal 30.00 1 30
AP10 BMA Bathe Medium Animal 15.00 1 15
AP1O GMA Groom Medium Animal 30.00 1 30
AP11 GSA Groom Small Animal 20.00 1 20
AP12 BLA Bathe Large Animal 20.00 1 20
AP12 GLA Groom Large Animal 40.00 1 40
Page: T %, NoFilter | |[4] - %]
. . . . . ,
8. On the ribbon click ‘Close Print Preview'.
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9. The screen should now look like this:
Eﬂ qrndsannth.. X
\ ; i x
Rl s C s R R o Field List

E“ Showr all tables

<i|| ¥ Report Header

ApptlD
Service Code
Product Name

¥ Page Header

Standard Cost

AppMonth

dippptiDiE | E

it oelpuice Cada £

Cost

||Selrvice Code I

||Pr0duc‘t Il\lame

# Report Footer

Fields available for this view:
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10.0n the ribbon click the arrow under the word ‘Vieavid select ‘Layout View'.
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HOME CREATE EXTERMAL DATA
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11.The screen should now look like this:

= Field List
[ snhowall tables

gryCostMonth

Fields available for this view:

ApptlD

Service Code

ApptID Service Code Product Name Product Name

APOL BLA Bathe Large Animal standard Cost
AppMonth

APO3 BSA Bathe Small Animal Cost

APO3 GSA Groom Small Animal

AP04 BSA Bathe Small Animal

APO4 GSA Groom Small Animal

APD5 GSA Groom Small Animal

APD3 BMA Bathe Medium Animal

APOB GMA Groom Medium Animal

AP10 BMA Bathe Medium Animal

12.Click the ‘X’ circled in red above to close the Kid.ist
13.In this view you can
a. Click on fields, resize them, move them left/righrder to make the layout of
the report easier to read.
b. Double click in the title and change it to someghimeaningful without affecting
the name of the report in the Navigation pane
c. Use the Report Layout Tools: Format ribbon to cleathg font, center the data in
the fields, set the number format, etc.
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REPORT LAYOUT TOOLS Menagerie_Kennel : Database- C\Users\c
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Eﬂ gryCostMonth

o _—

Appointments -

=
- Monthly Costs

AppServs
EH Employees ApptiD Service Code  Product Name Standard Cost AppMaonth Cos
B owners APO1 BLA Bathe Large Animal $20.00 1 $20.00
5 Payment_Details AP03 BSA Bathe Small Animal $10.00 1 $10.00
B pets APO3 GSA Groom Small Animal $20.00

$20.00 1

14.Repeat these steps to create the following reports:
* rptAmountDue (based on gryAmountDue)
* rptCostMonthAverages (based on gryCostMonth)
» rptCostWeeksAverages (based on gryCostWeeks)
* rptLargeAnimals (based on gryLargeAnimals)
e rptMediumAnimals (based on gryMediumAnimals)
» rptPetPhoneNumbers (based on gryPetOwnerVet)
* rptSmallAnimals (based on grySmallAnimals)

**Note** Do not worry about grouping or totals dti$ time.
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