Unit 07-Database


Creating a customised report on the distinction query
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To create a report, click create a report using wizard.





Click onto the dropdown bar and click the query you want to make into a report.





I will choose one of the following data’s to put at the top of the report. Then click next.





I will add a grouping level if I want to .Then click next.





Then you can sort the fields into ascending order.





I will then change the layout and the orientation of the report. Then click next.





Then I can choose from various styles.





Then save the report as a suitable name and then click finish.





This is now my report. 





For a distinction, I will customise the report by clicking onto this button to make changes to the report.





As you can see, the report has been changed.





I have rearranged the text boxes to make it easier to read.





I have also formatted the text in different colours so it stands out in each section.





The page has also been formatted to show the key elements of the report.








