Databases Step 3: Reports

The last aspect of databases that we wil study will be reports. Reports allow you to quickly
view the material of a database in a structured, meaningful way. To create a report click on the

Create Tab and click the Report Wizard Button. This will cause the report wizard to
open.
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In the next
window, make you
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next. The next two
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two more times.
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next.
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Here is an example of what your report may look
like:
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AB Alberta 50.000.000 Oil #EEEEEEEEE R
CA Calgary
ED Edmonton
ON  Ontario 50.000.000 38.40% Toronto Manufacturing #EEEEEEEEE R
OWE Cwen Sound
TOR Toronto
QC Quebec 50.000.000 23.60% Quebec City Mining ]
CUE Cuebec City

Note the series of octothorpes under the confederation date. This means that there is not
enough space in that column to display all the necessary information. To change that, enter
design mode for the report and customize the column sizes to better display the data. To do
this, click on a column title. This should display an orange box around that column and only that
column (See next page). Position your mouse near the edge of the box until it turns into resizing
arrows and click and drag to adjust the size.



In addition, you can adjust the alignment and formatting of each column just like editing
text in word by using the tools across the top of the screen. In addition, you can quickly select
different options by right-clicking on a column and accessing the quick menu. Feel free to play
around with different
formatting.

Major Industry

AB Alberta 50.000.000 10.90% Regina Oil Friday, September 01, 1905

CA Calg

ED Edm
ON  Ontario 50.000.000 38.40% Toronto Manufacturing Monday. July 01, 1867

COWE O

TOR Tora
QC Quebec 50.000.000 23.60% Quebec City Mining Monday. July 01. 1867

CUE Cue

When you are content with your formatting, show me your completed report. This
concludes the databasing aspect of the course. Cudos.



