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1: www.enganchecubano.com method (Access) | Microsoft Docs
This article explains how to preview and print a report that was created with or opened in Microsoft Office Access This
article also provides basic information about how to change commonly used print settings, such as the margins and the
number of columns on a printed page.

Overview of reports in Access What can you do with a report? A report is a database object that comes in
handy when you want to present the information in your database for any of the following uses: Display or
distribute a summary of data. Archive snapshots of the data. Provide details about individual records. The
design of a report is divided into sections that you can view in the Design view. Understanding how each
section works can helps you create better reports. For example, the section in which you choose to place a
calculated control determines how Access calculates the results. The following list is a summary of the section
types and their uses: Section How the section is displayed when printed Where the section can be used Report
Header At the beginning of the report. Use the report header for information that might normally appear on a
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 Header At the top of every page. Use a page header to repeat the report title on every page.
Group Header At the beginning of each new group of records. Use the group header to print the group name.
For example, in a report 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. Detail Appears once for every row in the record source. This is where you place the controls
that make up the main body of the report. Group Footer At the end of each group of records. Use a group
footer to print summary information for a group. You can have multiple group footer sections on a report,
depending on how many grouping levels you have added. Page Footer At the end of every page. Use a page
footer to print page numbers or per-page information. Report Footer At the end of the report. In Design view,
the report footer appears 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. Use the report footer to print report totals or other summary
information for the entire report. For an introduction to planning and designing a database, see the article
Database design basics. Create a report in Access You can create reports for you Access desktop database by
following the steps below: Choose a record source The record source of a report can be a table, a named
query, or an embedded query. The record source must contain all of the rows and columns of data you want
display on the report. If the data is from an existing table or query, select the table or query in the Navigation
Pane, and then continue to Step 2. If the record source does not yet exist, do one of the following: Continue to
Step 2 and use the Blank Report tool, Or Create the table s or query that contains the required data. Select the
query or table in the Navigation Pane, and then continue to Step 2. Choose a report tool The report tools are
located on the Create tab of the ribbon, in the Reports group. The following table describes the options: Tool
Description Report Creates a simple, tabular report containing all of the fields in the record source you
selected in the Navigation Pane. Report Design Opens a blank report in Design view, to which you can add the
required fields and controls. Labels Displays a wizard that lets you select standard or custom label sizes, as
well as which fields you want to display, and how you want them sorted. Create the report Click the button for
the tool you want to use. If a wizard appears, follow the steps in the wizard and click Finish on the last page.
Access displays the report in Layout view. Format the report to achieve the looks that you want: Resize fields
and labels by selecting them and then dragging the edges until they are the size you want. Move a field by
selecting it and its label, if present , and then dragging it to the new location. Right-click a field and use the
commands on the shortcut menu to merge or split cells, delete or select fields, and perform other formatting
tasks. In addition, you can use the features described in the following sections to make your report more
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attractive and readable. Top of Page Add grouping, sorting, or totals The fastest way to add grouping, sorting,
or totals to a desktop database report is to right-click the field to which you want to apply the group, sort, or
total, and then click the desired command on the shortcut menu. You can also add grouping, sorting, or totals
by using the Group, Sort, and Total pane while the report is open in Layout view or Design view: Click Add a
group or Add a sort, and then select the field on which you want to group or sort. Click More on a grouping or
sorting line to set more options and to add totals. Top of Page Highlight data with conditional formatting
Access includes tools for highlighting data on a report. You can add conditional formatting rules for each
control or group of controls, and in client reports, you can also add data bars to compare data. To add
conditional formatting to controls: Right-click the report in the Navigation Pane and click Layout View. Select
the required controls and on the Format tab, in the Control Formatting group, click Conditional Formatting. To
select multiple controls, hold down the CTRL key and click the controls. In the New Formatting Rule dialog
box, select a value under Select a rule type: To create a rule that is evaluated for each record individually,
select Check values in the current record or use an expression. To create a rule that compares records to each
other by using data bars, click Compare to other records. Under Edit the rule description, specify the rule for
when the formatting would be applied as well as what formatting should be applied, and then click OK. To
create an additional rule for the same control or set of controls, repeat this procedure from step 4. Customizing
color and fonts Try an App Theme options to customize the color and fonts. Open a report in Layout view by
right-clicking it in the Navigation Pane and then clicking Layout View. From the Report Layout Tools
options, on the Design tab, click Themes and point the cursor over the various themes in the gallery to preview
the effects. Click on a theme to select it, and then save your report. Use the Colors or Fonts galleries to set
colors or fonts independently. Top of Page Add a logo or background image You can add a logo or
background image to a report and If you update the image, the update is automatically made wherever the
image is used in the database. To add or remove an image: In the Navigation Pane, right-click the report and
click Layout View. Navigate to the image, and click Open. Access adds the image to the report. To remove the
image, right-click the image and click Delete from the shortcut menu. To add a background image: On the
Format tab, in the Background group, click Background Image. You can use the commands on the Print
Preview tab to do any of the following: Print the report Adjust page size or layout Zoom in or out, or view
multiple pages at a time Refresh the data on the report Export the report to another file format. Click Close
Print Preview. Print a report To print a report without previewing it: Right-click the report in the Navigation
Pane and click Print. The report is sent to your default printer. If you select the report in the Navigation Pane
and select Print from the File tab, you can select additional printing options such as number of pages and
copies and specify a printer. To open a dialog box where you can select a printer, specify the number of
copies, and so on, click Print.
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2: How to preview or print only current record in report Microsoft Access - Microsoft Community
APPLIES TO: ACCESS , (UNTESTED IN EARLIER VERSIONS) The following MS Access tutorial shows you how you
can use VBA to create a button to print out a MS Access report and how to print out an MS Access report automatically
based on a specific data.

Reports allow you to organize and present your data in a reader-friendly, visually appealing format. Access
makes it easy to create and customize a report using data from any query or table in your database. In this
lesson, you will learn how to create, modify, and print reports. Throughout this tutorial, we will be using a
sample database. You will need to have Access installed on your computer in order to open the example.
Watch the video below to learn more about creating reports. To create a report: Reports give you the ability to
present components of your database in an easy-to-read, printable format. Access lets you create reports from
both tables and queries. Open the table or query you want to use in your report. Select the Create tab on the
Ribbon. Locate the Reports group, then click the Report command. Access will create a new report based on
your object. To fix this, resize your fields. Simply select a field, then click and drag its edge until the field is
the desired size. Repeat with additional fields until all of your fields fit. To save your report, click the Save
command on the Quick Access Toolbar. When prompted, type a name for your report, then click OK. Just like
tables and queries, reports can be sorted and filtered. Simply right-click the field you want to sort or filter, then
select the desired option from the menu. Fortunately, you can delete fields in reports without affecting the
table or query where you grabbed your data. To delete a field in a report: Click any cell in the field you want
to delete, then press the Delete key on your keyboard. The field will be deleted. When you delete a field, be
sure to delete its header as well. Simply select the header and press the Delete key. Printing and saving reports
in Print Preview While you can print reports using commands in Backstage view, you can also use Print
Preview. Print Preview shows you how your report will appear on the printed page. It also allows you to
modify the way your report is displayed, print it, and even save it as a different file type. Watch the video
below to learn more about printing reports. Click the buttons in the interactive below to learn about Print
Preview. Page Size Options With page size options, you can set the width of the margins in your report. Page
Layout Options Here, you can change the orientation of your report. Select either portrait tall or landscape
wide. You can also create columns or click the Page Setup command for more layout options. Zoom Options
With zoom options, you can decide how much of the report you want to see on screen. You can also opt to
view multiple pages at once. Export Options Export options allow you to save your report in another format.
This makes it possible to view your report in other programs. Print Click the Print command to print your
report. To print a report: From the Home tab, click the View command, then select Print Preview from the
drop-down list. Your report will be shown as it will appear on the printed page. If necessary, modify the page
size, margin width, and page orientation using the related commands on the Ribbon. Click the Print command.
The Print dialog box will appear. Set any desired print options, then click OK. The report will be printed. This
is called exporting a file, and it allows you to view and even modify reports in other formats and programs.
Experiment with the different export options to find the one that best suits your needs. To export a report:
Locate the Data group on the Ribbon. A dialog box will appear. Select the location where you want to save the
report. Enter a file name for the report, then click Publish. A dialog box will appear to notify you that your file
has been successfully saved. Click Close to return to your report. Some export options will cause the Export
Wizard to appear. Simply follow the instructions to export your report. Open our practice database. Open the
Customers Who Live Nearby query, and use it to create a report. Resize the fields so all of the information is
on the left side of the page break. Make sure the columns still have enough width to display all of the text.
Move the page number so it is to the left of the page break. Export the report as a PDF.
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3: How to Convert Access Report to PDF - Universal Document Converter
The Print Preview toolbar will display on the Navigation toolbar that allow to print and to do other options with this report
such as exporting to MS Word, Excel, PDF etc. Print Report: Print report without seeing the report on the Print Preview.

Click a field and then click the single-right arrow to select a single field, click the double-right arrows to select
all fields, click a field and then click the single-left arrow to deselect a single field, or click the double-left
arrow to deselect all fields. Repeat steps 1 and 2 for each table from which you want to select fields. The
Report Wizard moves to the next page. Group When using the Report Wizard, you can group data. For
example, if your data is grouped by the Department field and the records in the Department field have values
such as Administration, Computer Science, and English. Access will group all of the data for the
Administration department together, all of the data for the Computer Science department together, and all of
the data for the English department together. Click to select the field by which you want to group your data.
You may not see this page of the wizard if you are selecting data from a single table. Click a field you want to
group by. Click the right-arrow to select a field; click a field and then click the left arrow to deselect a field.
Use the up- and down-arrows to change the order of the groupings. If you are only using one table, this may be
your first opportunity to select a field to group by. Repeat steps 3 and 4 for each field you want to group by.
Sort and summarize By using the Report Wizard, you can create up to four levels of sort. Access sorts the first
level, and then sorts the second level within that sort, and so on. If you have grouped your data, you can
summarize it by displaying the sum, average, and minimum or maximum value for each numeric field. You
can choose to have your report display just the summary data or each detail line and the summary data. There
is also an option that allows you to display the percent the sum of each group is of the grand total. All of the
fields in your report may not fit on a single page. You can have Access automatically adjust the size of the
font so that every field fits. Click the down-arrow and then select the field you want to sort by. Click the
button to choose ascending or descending order. Clicking the button toggles between Ascending and
Descending. You can sort up to four levels. Click the Summary Options button. The Summary Options
window appears. Click to select the summary data you want. Click to select whether you want detail and
summary data or if you want summary data only. Click if you want to calculate the percent to the total for
sums. The Summary Options window closes. Layout and orientation You can choose the layout and
orientation of your report. The layout determines where each field appears on the page. Access provides three
options to choose from: Stepped, Block, and Outline. When you choose an option, the left side of the window
displays a graphic of the layout. Orientation determines whether Access creates the report in portrait or
landscape. If you print in Portrait, the shortest edge of the paper becomes the top of the page. Portrait is the
default option. If you print Landscape, the longest edge of the paper becomes the top of the page. Click to
select a layout. Click to select a page orientation. Style A style is a set of formats consisting of such things as
background colors, fonts, font colors, and font sizes. Access supplies predesigned styles that format titles,
labels, and more. When you choose a style, the left side of the window displays a preview. Click to select a
style. On the final page of the Report Wizard, you can title your report. The title appears at the top of the
report and on the Navigation pane. Type the title you want to give the report. Access creates, saves, and opens
your report in Layout view. Reports created with the Report Wizard may have the following two sections in
addition to the sections found in reports created by using the Report button. Sections of a Report Appears
before a group and displays information about the group. Group Footer Appears after a group and summarizes
the group data. Modify a Report After you create a report, you can modify it. You can add groups or sorts, add
fields, change labels, and perform many other tasks. You can modify a report in Layout view or Design view.
In Layout view, you can see your data, and the report you see closely resembles how your report will look
when you print it. You can make most, but not all, changes to your report in Layout view. Design view
displays the structure of your report. In this view you cannot see the underlying data, but you can perform
some tasks in Design view that you cannot perform in Layout view. This tutorial focuses on Layout view. To
change to Layout view: Click the View button. Access changes to Layout view. Change the Size of a Field or
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Label If the data in a field or label seems crowded, if some of the data in the field or label does not appear, or
if the data appears as pound signs , the field or label is too small. To change the size of a field or label: Click
the field or label. A border appears around it. Click a side of the border and drag outward to increase the
width. Click a side of the border and drag inward to decrease the width. Incidentally, if you want to change the
height of records, click the top or bottom of a field border and drag upward or downward. Add a Group or Sort
When you create a report by clicking the Report button, you are not given options that enable you to group or
sort. Activate the Format tab.
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4: Introduction to reports in Access - Access
This makes it possible to open a report in print preview mode and have it be hidden. You can then set properties of the
report's Printer object (such as the output printer and orientation), and then use www.enganchecubano.comut to print a
page range.

Print a report about your database Preview a report When you want to see how your report will appear when
printed, use Print Preview. If you preview a report that was created in Office Access , the record navigation
buttons appear in the default location, at the bottom of the Access window. If you preview a report that was
created in an earlier version of Access, the report appears in a separate window along with That window
provides the record navigation buttons. Start Print Preview If the report is not open, in the Navigation Pane,
right-click the report that you want to preview, and then click Print Preview on the shortcut menu. Click the
record navigation buttons to move among the pages in the report. For more information about using the
navigation buttons, see the article How can I locate specific records? Preview multiple pages If the report is
open, right-click the document tab for the report and click Print Preview. On the Print Preview tab, in the
Preview group, click Two Pages to preview your report two pages at a time. To revert to previewing a single
page, in the Preview group, click One Page. Close Print Preview You can either print the report after
previewing it or close the preview if you want to make changes to the report before printing it. Top of Page
Print a report quickly If you want to print all the pages in the report without making any changes to the format
of the report such as margins, headers, footers, and orientation portrait or landscape you can use the Quick
Print option. If the report is not open, in the Navigation Pane, right-click the report and click Print. To add the
button to the toolbar, click the down-arrow at the end of the toolbar and click Quick Print. Print select pages
from a report In a report, you can limit what you print only by selecting a range of pages. Click the Microsoft
Office Button , and then click Print. To print only some of the data in the report, under Print Range, click
Pages, and then enter a value in the From and the To boxes. For example, to print just page 5 of a report, type
5 in both the From and the To boxes. If you own the necessary permissions to change the design of a report,
you can make additional changes to the way that your report prints by changing the print layout in the Page
Setup dialog box click Setup to display the Page Setup dialog box. Top of Page Change the page setup The
Page Setup dialog box can be used to change a variety of print options, including the top and bottom margins
and whether Access prints just the data in your report. Access provides two ways to display the Page Setup
dialog box. You can start it from within the Print dialog box, or you can start it from the Print Preview tab,
which appears when you start Print Preview. The steps in this section explain how to display the Page Setup
dialog box. Start the Page Setup dialog box from the Print dialog box In the Navigation Pane, select the report
that you want to change. You do not need to open the report, although you can if you need to ensure that the
data you are about to print is current. The Print dialog box appears. Click Setup to display the Page Setup
dialog box. Set or change the options in the dialog box, as needed. For help with an option, click the Help
button, and then click the field or control for which you need help. Access opens the report in Print Preview.
On the Print Preview tab, in the Page Layout group, click the Page Setup button, located in the lower left or
right corner of the group. The location of the button depends on your Windows Regional and Language
settings. Top of Page Select print options Follow the steps in this section when you need to print some of the
pages in a report or when you need to select a printer or change print settings, such as margins or columns. In
the Navigation Pane, select the report that you want to print. Change the page format setup or other print
options or printer selection as needed, and then click OK to print your report. Top of Page Print a report about
your database You can generate and print a report about the objects in your database including the
relationships and dependencies of the objects by using the Database Documenter feature. Such a report would
be useful when you want to help another database designer understand the structure of your database. You can
select the types of objects that you want to document in addition to the specific objects that you want to
document by using the Database Documenter. Select the tab that corresponds to the objects that you want to
document. For example, click the Queries tab to create a report about the queries in your database. Select the
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objects that you want to document, and then click OK. When you run the Database Documenter, the tool
creates a report and automatically opens it in Print Preview. Click Print and set your print options.
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5: How to automatically print out an Access Report using VBA - www.enganchecubano.com
Microsoft Access Print Report Print an Access Report to PDF or Printer. The Microsoft Access Report to PDF or Printer
is a sample database that shows you how to run/open a Report in your Access Database and then output it to the printer
or to a PDF.

That just sounds ugly. On the other hand, it fits in with the normal Access paradigm! It absolutely does NOT
fit any Access paradigm. It was not until Access that a proper printer object was introduced that allowed full
control of printing. That was because of legacy issues with VB and the Windows printing system. I know it is
UGLY to have to open it in design mode but hey, if it works what can you say? This makes it possible to open
a report in print preview mode and have it be hidden. PrintOut to print a page range. One thing to note: The
way I would implement this is with a public function and a dialog form. The function would look something
like this: Close acForm, "dlgPrinter" DoCmd. Close acReport, strReport Application. Echo True End Function
The dialog form would look something like this: DeviceName Next varPrinter Me! Orientation End With Me!
Tag property for the report name, and then do everything based on that, including making changes to report
properties on the fly, which is possible because the report is open in preview mode, but not visible. For
instance, I have this AfterUpdate event behind the Layout option group: Pages End With The reason I change
the page range numbers is because changing the orientation will most likely change the number of pages.
Unlike in the OnOpen event, changes to a the format properties of a report open invisibly in Print Preview
mode happen immediately. Visible property to False, which allows the calling code to continue. Tag property
to "Cancel" and check the. Tag property when the code continues in the calling context see above. One thing
that would need to be changed in production code is making sure there was an error handler in the PrintReport
function so that if something went wrong, Application. Echo can be turned back on otherwise, the user might
be stuck with a blank screen and unable to work. The alternative would be to just let the report appear
onscreen when the DoCmd. SelectObject method is invoked. For more information on this, you should
investigate the. Printers collection and Application. Printer object and the ones associated with a particular
report. I also found a little tutorial on the Office site that clarified a few things.
6: Print/Save MS Access Report to as a word doc.
Note In Access , click the Microsoft Office Button, and then click Print. In the Print dialog box, click the laser printer that
you want to use in the Name box, and then click OK. Click Properties, set any print options that you want, such as the
orientation and paper size, and then click OK.

7: Creating Microsoft Access Reports
Firstly create a report based on the relevant table or query; do not print a form. You then have two options to restrict the
report to the current record by opening it from a form bound to the table or query.

8: Microsoft Access Report to Printer or PDF
In this video, you'll learn the basics of creating reports in Access Visit www.enganchecubano.com for our text-bas.

9: Preview and print a report - Access
Access report printout (or PDF) is missing information visible on print preview 0 Number and position of labels in Access
Labels Report on current record correct in Print Preview but not in Print or Export.
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