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Losson 5 Greating and Modiying Reports

4. Add the following felds from the Listings table to the report in the order lised: Price,
Listing ID, Address, and Date Listed.

. View the data by broker.

. Use the Afiiation fild as a grouping level,

. Sort the data in ascending order by Price

d the Landscape orientation

Choose the Stepped layout

. Choose the Office style.

. Use the report name Brokers and Listings.

- In Layout view, use the label controls to resize each column so that the column s just wide
enough to display the longest value in the column.

12. Change to Print Preview and make sure that all the data in the main body of the report fits
on one page. If necessary, return to Layout view and continue resizing the label controls.

13. In Design view, move the control in the Page Footer section that contains the page number
10 the left, so that is right edge is aligned at the 9-inch mark on the horizontal ruler.

14, Add a label control anywhere in the Report Header section that contains your first and last
names. Press the Enter key after typing your name, then move the label control so its right
edge s aligned at the 9-inch mark on the horizontal ruler.

15. Change the Wideh property for the report to 9.5 (inches)

16. Close the report, close the database, and exit Access

CRITICAL Tpinking

ACTIVITY 5-1

Open the Sales.acedb database from the Data Files. Open the Brokers report that you created
in Projcct 5-1 in Print Preview. Why does the label control that contains your name print above
the page number? What change would you need to make to print your name below the page
number? Write your answer on a sheet of paper. Your answer should be specific t the Brokers
report. Close the report, close the database, and exit Access.

<228 ACTIVITY 52

Open the Sales.acedb database from the Data Files. Open the Listings report that you created
in Projcct 5-1 in Print Previcw. A line and a number appear at the bottom of the Price column.
What does the number represent? What do you call this? What was used to create this number?
You used the Report taol to create the Listings report. Why do you think that the Report tool
added this number to the report? Write your answer on a sheet of paper. Your answer should be
specific to the Listings report. Close the report, close the database, and exit Access.
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