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QTerminology QDesign
QTypes QaOrganization
QlLayout QStructure
QComputations acCustom Menus
awizard QHelp

In the words of the Hitchhiker’s Guide to the Galaxy, DON'T PANIC.
Although there are 51 slides, many of them are simply illustrations.
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Report Design

» Report usage/user
needs.

» Report layout choices.
QTabular
QColumns/Subgroups
QCharts/graphs

» Paper sizes.

» Printer constraints.

» How often is it
generated?

@

NORWICH

» Security controls
QDistribution list
QUnique numbering

QConcealed/non-
printed data

QO Secured printers

QTransmission limits

QPrint queue controls
» Output concerns

) QTypefaces
» Events that trigger v Readability
report? .
N . v'Size
» How large is the report? U
. . v'User disabilities
» Number of copies? Q0OCR d
» Colors? needs
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Terminology NORWICH

» Page Layout Facing pages (portrait)
Q Landscape v. portrait
Q Margins
Q Gutter (binding space)
» Typefaces

O Serif (Times New Roman) — ! Ay,

Q Sans-serif (Arial) ng];:;e”:s
Q Ornamental Landscape
QFixed width 3 o

» Font size \ m/
Q common: 10 - 12 point \4

Alignment marks for

Q 72 points approx. 1 inch color separations.

Q pica (1/6 inch) (12 points)
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Report Types: Tabular

NORWICH

Report Types: Labels N()gim
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Danid Sims
BE23 GlenviewDrive
Boston, WA 2116

Dt Parrish
9904 Plum Springs Rosd
Worcester, M& 01613

Dt Locian
1780 CleariewStrest
Boston, MA 02109

Customer

CustomeriD) Phone FirstName LastNeamne  Address ZipCade
1 W kin Wakin
2 (508) 501-8&30 Brent Cummings 9197 Hatchet D 96815
3 (F1718436488  Drwight Lagen 1760 Clesrviews 02109
4 (502) 007-0907 Shatika Gilkert 4407 Green Stre 405342
3 (701) 354-5623 Chatate Ancerson 43533 Highland © 53102
& (50B) 7403304 Searoba Hepkins 3183 Highland € 40330
7 (4087 104-9507 Anita Riohinson 8177 Horse Park 95035
g (B06) 635-5141 cora Fieicd 8351 Locust St 41073
9 (702) 5333419 EPaood Hensan 4042Vvest Ridg 89125

10 (0D THFHE Kaye Maymard 595 Sugar Gro 19901
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Hershel Keen
5124 Industrial Drive
Mashuaz, MH 03060

Sheron Sexton
2551 Elemertary Drive
Barre, VT 05641

Feewva Kiod
5594 Halliown Rosd
Bangor, ME 04401

Kelly Moore:
6116 ClearviewStrest
Middlickury, YT 05753

Dan Kernedy
3108 Troon Court
Burlington, vT 05401

Cazsy Tudk
TIIT Farvays Drive
Cliten, MJ 07015
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Report Types

Report Layout

NORWICH NORWICH
UNIVERSITY UNIVERSIT
» Column. 7 MerchandiseOrder : Report E@
i L R R B
» Column with groups. 1=
> Report Header (|MerchandiseOrder |: ‘ :‘: o ‘ ‘
» Page Header ;‘--d T i B i
Merchandise()rder > Group Headerl WEZE _
i — - 4 Group I i
Order /omer//éxme FEanplayez ShippingCast Supplier Header?2 - T
R -0 & $33.54 10 > Mmoo
O8-Mar-04  Heoplins Fhodes < Detail Conctians [ |¢
Alan Brad s ‘: : ':
< Group Footer2 | [| et |
itemm  cpuemtity cost description listprice cogegory  extended > Group Footerl prasmaniteni) |
# MerchandiseOrder PONumber Footer
ar 8 F24685  Aguarium Fitter &Pump $35.00 Fish 197.20 > page Footer
30 fral:] §4.42  Flea Coler-DagMedium $700  Dog 919.36 > Report Footer J‘ i ‘1 : : | i ‘ i 1‘1 Mﬂ lw‘m‘
Page Foater
Fotal 1116.56 E‘:Wg FEEE EEE fEEE f‘f i P 8 o
‘/ # Repurt Footer - ’j
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Report Layout/Common Use, . Report Layout/Groups . -
UNIVERSITY UNIVERSITY
> Report Header » Group Footer > Often use groups/breaks > Customer(C#, Name, ...)
Q Title pages that are Q Subtotals for the for one-to-many > Order(Q#, C#, Odate, ...)
printed one time for group. relationships. —
: . » Orderltem(O#, Item#, Qty, ...
entire report. > Page Footer > Use a query to join all (O, ltem#t, Qty, ...)
> Page Header Q Printed at the bottom necessary tables. Report of Orders
Q Title lines or page of every page--page < Can include all
notes that are totals or page columns.
printed at the top of numbers and notes. % Use query to create
every page. > Report Footer computed columns
> Group Header Q Printed one time at (eg. - _ [ Detail: Item#, Qty, Extended |
Q Data for a group the end of the report. Extended:Price*Quantit
(e.g., Order) and Summary notes, y)- ) ) [ |
headings for the overall totals and < Avoid creating
detail section. graphs for entire aggregates or subtotals
. i [ ]
» Detail data set. in the query. Rpt footer: graph orders by customer
Q Innermost data. > Each one-to-many
relationship becomes a
new subgroup.
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Report Computations SORLrICH Report Graphs SORLrICH
UNIVERSITY UNIVERSITY
< Separate query.
» Query b i query
. <~ Detail
< Same row computations. . . .
Extended=Price* it < Locate in detail or group footer section.
+ Extended=Price*Quantity < Avoid aggregation and groups in query.
> Report < Include column that links to detail query in
< Group subtotals. report.
< Page and report totals. < Subtotals and totals
+ Mixed, e.g., commission = rate * total < Typically located in report footer or header.
% Scope depends on location < Compare group totals
< Relies on Group By and aggregation.
<-Group footer: subtotal 8 P By tgi 9 :
< Be sure query groups match report groups.
<-Page footer: page total query grotip portgroup
<-Report footer: report total
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Report Graph for Group

Sales Report
Setde 4 81472004 Customer 18 Employee 3
(414) 331-5679 Kaly Reasaner
David Lawrence

9326 Halliown Road 53916
Neamne Cetegory Breed Born  Gender Registered Color

@
T\I’{'\D\n\lf I C H

SITY

ListPrice SalePrice

Anirned
8 Mranda  Dog Worfolk Terrier  SMi004  Female  AKC  Red §20375  $18338
L Descripion Quantity  ListPrice  SalePrice Extended
1 Dog DogKennel-Small 1 500 F16.00 H6.00
36 Dog Leash 1 $22.00 $19.60 1960

Merchandise Tatal
Animad Total
SalesTax

Totad

Sale Split

OMerchandise

mAnimal

$35.80
18338
$1462

$23380

Using the Access Report
Wizard

» Starting the Wizard

» Choosing Fields

» Choosing a Basic Format
» Defining Groups

» Sorting

» Group Statistics

» Choosing a Print Layout
» Embellishing the Appearance
» Adding a Report Title

» Default Report Layout

» Previewing the Print Job

NORWICH

UNIVERSITY®
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Starting the Wizard NO?W,CH Choosing Fields NO?W,CH
UNIVERSITY AP BTV
2 Microsoft Access - [Figure_1_1 : Database] =3} R!Pl"' R!PBF R!PBI'T Wizard
Dedzhy|dyaes| | R kE=sa o
EIFile Edit Yiew Insert Tools Window Help ;|g|1|| % Which Fields do you want on your report?
[BPreview BEDesign ‘@ MNew ‘ x| %t / | You can choose from more than one table or query.
Objects | [Mame [ Description [ modified
Create report in Design VIE Tables  Tables Tables,l’ries
ITabIe: Table: ITab. -
Avala  Avala  Available Fields: Selected Fields:
I0B_ID
;I Phonehumber
e | JobDate
Description
- | AmountBiled
AmountPaid
i |
[
= al | I Cancel | = Back I Mext = I Einish
15 Ready e |
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Choosing a Basic Format & Defining Groups &
NORWICH NORWICH
[REITY [REITY
Report Wizard Report Wizard
How do you wank to view your Do you wank ko add any grouping
data? |CustomerName, Phoneturnber levels? |Cust0merName, Phonehumber
JobDiate, Description, AmountBilled, JobDiate, Description, AmountBiled,
AmountPaid AmountPaid
PhoneMumber > |
JobDate
Drescription _I
AmountBilled
AmountPaid * I
Priorit:
2| Shaw me mare infarmation il
k2
Cancel < Back I Mext = I Finish GraupEinG SEHES o Cancel < Back I Mext = I Finish
17 18




Sorting

What sort order and summary information do vou want For detail recards?

] B

‘fou can sork records by up to Four Fields, in either
ascending or descending order,

1 2 2 1
& S s o e
4 o waan MMam WxEM
b

& S
g
2 s s e s

& e s s
3 s s e s

2 e

1 IJobDate

ArnountEilled
ArnountPaid

Surnrnaty Opkion:

——————

NORWICH
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Group Statistics

What summary values would vou like calculated?

Field Sum  Avg Min Max
AmountBilled L I W
ArnountPaid [ N A

Cancel |

Show
% Detail and Summary

© Summary Only

™ Caleulate percent of
total for surms

NORWICH

REITY

Cancel | < Back I Mext = I Einish
19 20
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Choosing a Print Layout & Embellishing the Appearance &
NORWIC NORWICH
Frrerinidfrtees ottt
Report Wizard Report Wizard
How would you like to lay out your report? ‘what style would vou like?
Layout Crientation  —
" Stepped & Portrai
" Block " Landscape HHKRKR
HARRARE > AN XNMK
. HAHAR HRREE Formal
HHNREERNR " Outline 2 Soft Gray
HEHX XXKX XHXH HXXX =
HHRHR AR WAMAE HARHR gl .
HANHH MMM HMMNE HMHNN il Tltle
REEEE RENNE NN NN i align Left 2
EESEERE S
HHEHE HMKEN HEMME HHMHR .
HHEHE HMKKN HRMME HHMHR Label above Detail
HEHEE HEEERE HEEEE HEEEE Contral from Detsil
¥ Adjust the fisld width so all figlds fit on
apage.
Cancel < Back I Mext = I Einish Cancel < Back I Mext = I Finish
21 22
° . . .
Adding a Report Title |75 Default Report Layout 7
NORWICH NORWICH
REITY , , , , , F l':\':\-'ll-w-ln"
Report Wizard R R R R R S R AR |
‘What title do wou want For your report? A
|Cust0merJ0bHistory
# Page Header
# CUSTOMER_ID Header
= 6
That's all the information the wizard needs ta create your brbar
report,
Do you want to preview the report or modify the report's
i design?
¢ ' Preview the repart.
% Modify the report's desian,
# Page Footer
" Display Help on working with the report?
o | f
Cancel < Back [iExE = | Finish [Design View I I I i | [ I
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Previewing the Print Job & . e &
NORWICH Appllcatlon Features NORWICH
ey GHICRREITY;
|_|ﬂ.r_i|e Edit View Tooks Window Help
- o o
a > APP|ICW File Edit Help_] [File Edit Help
ﬁ > Menu S I Ed'lHUIUUULILI
] CustomerJobHistory | File Edit Help_{2rrrrrr
-] E » Toolbar — Sroooow pooTT—
@ (moooomT
(=] Custoneriome Wy, Jazen > Help r
H Phamumber (303} 5550060 » Transactions Switchboard
; e D el e > Improving forms
- 010403 Putemn w5353y w00 s » Customized reports
.m bonda . - fuEsE $A680 > D|Str|but|ng
Customarivame  Maples, Marilyn Applications
PhoneNumber (303) 7778898
JobDate Description Amovsentfilled Aot Pold
20000514 Paint and prep inferor wood i 1 290900 1 20500
FIIN R RO ———— - "IHm T
B CTOMED S o sune
CurstormerVame Jacksan, Chris
25 Fhanaumber (565 i-1243 26 ot 201 sy ot it s by .. e, A1 s s
] L] L] % L] L] %
Application Design NORWICH Application Importance (1) NORWICH
Customer order » User interface » Ensure data integrity
> Customer Form 1502 | |Sustomer: OMake users’ jobs Qvalidate data.
> Order Form ane Doe —T——$1592 Jane Doe .
333 EIm St. 333 EIm St. easier. QPerform
» Bad design: T :
Entor datatwi QTie input forms computations.
a Enter data twice. .
o and reports. QVerify totals.
> Poor design: DAutomate basic
Q Memorize data (ID) on one form to enter on second. tasks aControl user
» Better design: aTie t t | access.
Q Automatically transfer data across forms. dlet o eIXI ertr.]a OMaintain related
ata coflection transactions.
devices.
aBackup and
OHelp system. recovery.
27 o 2010 sy ot it s by .. e, AL s 28 o 2010 sy ot it s by .. s, A1 s
Application Importance (2) No_?“:.cg Application Organization (l)m_)g‘,\;',CH
» Decision Support > Expe_rt Systems & > Organized by user needs.
QMonitoring of '”te”'g_ence Q Identify user.
events. D?otjrs\;gr?inghainin 0 Outline tasks.
Dgnaly::,ls, Graphs, SAnalvsis and g: 0 Organize forms and reports.
eports. nalysis an .
p. i decisyions in > Direct users to tasks.
QStatistical code > Potential drawbacks
analysis and : T | kes it difficult f
optimization. QDatabases of Dﬁgg amnar;%/ir?yers makes it difficult for users to
QForecasts and cases, situations y _g. )
imulati and solutions. Q Poor organization confuses users and
simulation. requires additional support and training.
aLinking to other
software.
29 o 2510 sy ot it s by .. e, AL s 30
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Application Organization (2) N(Eim Application Structure N(Eim
» Build forms and reports. Forms and Reports Front end
» Start with a core concept. Visual Basic
Qldentify most important features. Get them Internet —— D
correct. Oracle Forms %
DOAdd features, forms and reports. —
Qlssue application updates--number and Middle Tier
] .
date! . itx>10000Then | (Optional)
> Use menu stubs for incomplete and future Datab Elee Business logic
work. Oracle
Rules
OMake them invisible to the user with the —| SQL Server
Visible property. | DB2
OBe sure they are disabled. Back endAccess
L] L] % L] L] L] %
User Orientation NORWICH Initial Menu / Switchboard ,ucq
» Database application is a model of the organization. » Starting point for users.
Q Applications based on user jobs. a Identify the user.
Q Flexibility and user control. v'From network if st
L L v'possible. Iy s Custonert
» Application organization P seb
v ini =
Q User tasks. Jﬁ:sj:;te log in if
0 User control over sequence. ) ;jf peoariog | i Puachae |
S Forms 0 Customized for users. | |
S v'Hide restricted options. | |
Q Minimize user entry. v Different forms as
Q Anticipation. v needed.
» Reports » Avoid cluttered screens.
0 Easy access from forms. QO Use graphics and color to enhance the presentation.
Q User selection of scope and conditions or filters. a Limit the number of options.
33
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35

Switchboard Uses oo
» Acts as a directory for the application.
» ldentifies users.
» Contains startup and shutdown code.
Q Can preload forms in background.
v'Make them invisible.
v'Speed up later usage.
a Can initiate transaction and security logs.
O Can establish network connections.
» Contains copyright and usage notes.

Copyright © 2010 Jerry Post with additions by M. E. Kabay. Al rights reserve d.

Sally’s Pet Store: Poor

NORWICH

Organization
Order Receive Sell
Merchandise Merchandise Merchandise
Item Item Item
» What is wrong?
QFocus needs to be at higher level Get
(Order, Receipt, Sale); not Item.A | Customer
QYou cannot go from Order to Dl

Receipt.
aYou cannot go from Receipt to Sale.

QaYou need to get customer data before
recording the sale.

36 Copyight ©.2010 Jery Postwihaddiions by M. €. Kabay. Al ights reserved.




Sally’s Pet Store: Better EE

Organization oLl
Supplier
Customer
Orders Receipt
Specizy
Ordgrs—~
~ - Sale
Inventory
Items
More links--usually as buttons.

Separate sales from orders,
except for special orders.

37 Copyright © 2010 Jery Postwih addiions by M. . Kabay. Al ights reserved.

Sally’s Pet Store: Initial %
VTOC* NoEwiCcH
Sale Animal

Animal Health
Animal Genealogy

Customer Receipts
Suppiers
- Supplier Payments
Purchase Animals

Purchase Merchandise [
[Purchase werehandise |

Sales Report
R
Cash Flow
Accounts Payable
Employees Accounts Receivable

3 *VVolume Table of Contents

Copyright © 2010 Jerry Post with additions by M. E. Kabay. Al rights reserved.

Benefits of Custom Menus EE

NORWICH

UNIVERSITY®

Limit user actions.
Simplify user interface.
Add custom actions.

Menus can be activated
by keystrokes.
Q Accessibility
Qa Touch-typists and
heads-down data
entry.
» Sometimes need different
menus for each form.

Help

Contents

Y V V V

About Rolling Thunder

|SICH Edit
Add Customer

Delete Customer Ctrl+D
Modify Customer Data
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Creating Menus N(E\%.CH

UNIVERSITY®

» View | Toolbars | Customize
» Drag and Drop
Q Multilevel menu.
v'Sublevels/hierarchy.

v'Each level is a separate menu with its own
name.

Q Menu choices
v'Each entry has a name.
v'Access key: & (e.g., &File).
v'Status Bar Text

Q Actions
v'Submenu.
v'Run any code.

40 Copyight © 2010 Jery Postwih addiions by M. €. Kabay. Al ights reseved.

Toolbars EE

NORWICH
et
» Why toolbars? | l—_v| (] El B [
Q Single click for \ -
complex actions. Identify report
Q Commands available -Ask for single or
across the application / multiple pages.
shortcuts. Switchboard -Preview or print.
Q Position and
customization by user. \
» Toolbar components
O Button Weekly Sales Analysis
v Text Bu_lld graphs
v i hi Print reports
Icon/graphic Export data to spreadsheet
(bitmap)
Q Tool Tip

QO Status Bar description
Q Action

41 Copyright © 2010 Jery Post with acitions by M. €. Kabay. Al fights feserved:

Menus and Toolbars N(E%.CH

UNIVERSITY®

AllPowder
A4Main |Customers +
Cuskarmer

Sale
B Customer Sales and Fentals

B Customer Sales

| B Customer Sales Tokals |I
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Creating Toolbars N(E\%}CH

UNIVERSITY®

» View | Toolbars | New
» Customizing
Q Add new button.
v'Select from DBMS list.
v'Bring up query/form/report.
v'Run code.
Qa Change icon.
v'Modify existing icon.
v'Replace icon.

v'Create your own icon and paste it on the
button.

v'Place text label on button.
» Tool tips are vital.
» Status bar for description.

43 Copyright © 2010 Jery Postwih addiions by M. . Kabay. Al ights reserved.

&

Icons NORWICH
Button Editor [ 2] %]
> 16 by 16 pixels e — :
» 16 colors ! g _caneel |
Q Bright and shaded mazmas § Clexr
Q Dither to mix colors
» Outline in black
Move Preview
F s
«[»
iy
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Activating Toolbars and &
Menus oLl
Set myBar = CommandBars("Custom1")

. If user = "Clerk" Then
O Form: Attach a bar myBar.Visible = True

using the form Else

properties. \ CommandBars("Database").Reset
myBar.Enabled = False

Qa Code

» Install a menu

v'On Activate End i
v'On Deactivate
» Modify from code
0 Add or remove With myBar
options .Controls.Add Type:=msoControlButton, 1d:=3

.Controls(1).Enabled = False

.Controls.Add Type:=msoControlButton, 1d:=3
End With
myBar.Visible = True

0 Enable/Disable (dim)

45 Copyight © 2010 Jery Postwih addiions by M. €. Kabay. Al ights reseved.

Help N()gv%lCH

UNIVERSITY"
» On-line help replaces manuals
Q Context sensitive:

Sally’s Pet Store--Contents
Copyright Notice

‘/Pres'smg F1 key . The Firm
provides information on |, Introduction
topic with current focu%y Processes

O Hypertext links to related E"S‘:g';g Data
topics Animal Health

0 Sequential topics
v'Descriptions

v Examples / .....................
Q Definitions / Glossary

Q Contents / overview
Q Index / keywords
Q Full-text search
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HTML Help N()ﬁ(ﬁ{

UNIVERSITY
» Microsoft HTML Help Workshop: http://tinyurl.com/6ejdu
» Can create each of the following
Q Help project files
v Use separate directory
Q HTML topic files
v’ Standard HTML with some additions for keywords
Q Topic Header and Text File
Q Graphics and multimedia
v'Avoid monster sizes
0 Contents files
v Can auto-generate from heading tags (<H1>, <H2>,

Q Index files
v'Use Help Workshop to set keywords within each
topic

47 Copyright © 2010 Jery Post with acitions by M. €. Kabay. Al fights feserved:

HTML Help Workshop Online N(E\,%,CH

el Horary e e Milndbelp bl leorH MU Sl fapeny B 2] [B von =] E-

vl Lo sy il

27w

msdn,

MEDH Home Developer Conters | Liwary | Dewnleads | Howts By | Subsoribers  Werkdwise

MELN Tiome > M30N Lileary > WindZ and 00N Development >

HIML Help 1.4 50K

Microsoft Help Technologies Start Page

[ up Une Level . . ;
R Mgl H1ML ks 1.1 51% Welowme Lo Uhe Misosoll Hely ledmolegics Wk, Here you will Tind all of G
LJ Mucrocsatt Hedp MVP Brogram Infoemation, dorumentation, and pragram files you need to ges started reating

11 Ina Supports 1ML Ik
e = Help solutions for Micrsoft windows.

Tn Thic

Microsoft Help MUI? Program

4¢ Industry Supports HTMI Help




HTML Help Workshop 2

EZHTML Help i
Ee Bt Jags Mew Tgsl Took MWrdew Hel

D] sl 2l
Bla | njrly]

Promect | Conents | Indes |

EI

EA W BN EIES

[UPTIUNS]

[ astn Indess'tes

| Santn TOCT

Compatbtys].1 o later
Corrpied HeeT st TMLH g0 chin
Canteis eaTeslTOE bhe
Diefoudt ingicaT estHedp him
Disphaw compde progiess=No
It i T st el bk
Languungralked{1 E nghsh Lritnd States)
TitkeTeit HTML Hel

[FILES]
TestHelo2 him
Ttk i

B 1 ostHelp] him

|eCibject ype="applicationtcleobject” closside"clzid:1e2a7bd0-dabd
11d0-b93e-00c04ica913e">
<pararn name="Faword” value="HTML™>
<puaram nami="Kinwond® valuie"slan>
cpororm names="Keyword” valug="tzst"s
<fOBJECT»<IDOCTYFE HTML PUBLIC ETFAOTD HTMLYEN"
<HTML>
<HEAD?
cmeta name="CENERATOR! comens"Microsofidreg: HTML Help
‘Warkshop 4.1%
< Titary Tt Hisdp Carnpilir ¢/ Tiliss
HEAD
<B00M>
<H1> Test Hidp Lonael 1</H1>
«P3This is atest of the Microsoft HTML Help editore
<HZ»Testh Level 24fHE>
k1o ¢4 HREF="TestHelpZ him">page wa</as /P>
wlgHI
«PEnd oftesi T

<BODY>
HTHML»
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HOMEWORK & QUIZ NOS%.CH

» Complete Lab Ch 6: All Powder Board and
Ski Shop forms and reports

Q Keep your files for review
» Continue working on your term project

Q Will be the basis of your lab evaluation
» Friday 9 April 2010

OPrepare for quiz we missed on 2 Apr 2010
due to Prof Kabay’s horrible wretched
equivalent to the bubonic plague:

awill cover
v'/Advanced Queries (Lecture 8)
v'Forms & Reports (1) (Lecture 9)

50
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DISCUSSION
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