
Informat�on Technology Grade 10   Lesson Notes

Databases 
Lesson
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 Lesson Notes
Database reports will automatically use the data 
in the fi elds in the underlying tables and queries. 
There are many wizards that create different 
reports instantly, for example AutoReport wizard 
creates a report that displays all fi elds and all 
records in the linked table or query. To create 
labels that can be printed on stickers, you can 
use the label wizard. Follow the steps on the 
worksheet to do this.
To create a report that will only show some of the 
fi elds and include totals like sum and average, 
you can use the report wizard. The report wizard 
offers various summary options. You can choose 
sum, average, maximum and minimum. Follow 
the steps on the worksheet to do this.
In report design view, you will notice that the 
report consists of several sections:
• The report header / footer which can contain 

the title of the report and will be appear only 
once at the start / end of the report.

• The page header /footer which is repeated at 
the top/bottom of each page. If the data is not 
grouped, the fi eld headings can appear here 

• The category header/footer which will be 
repeated at the top/ bottom of each grouping 
level. The fi eld headings can appear here if 
data is grouped.

• The detail section which will be repeated for 
every record

You can customise a Report in the same way as 
with Forms in Design view. You can also change 
the font properties of a control and move items 
on the report. Follow the steps on the worksheet 
to do this.

Database Reports
A Report is an effective way to present your data in a printed format. Because you have control over 
the size and appearance of everything on a report, you can display the information the way you want 
to see it. You can use different wizards to create reports and you can modify the reports in design view. 
Reports can also be sorted and grouped and you can compute the sum, average, count, minimum and 
maximum for numerical values in the reports.

 Lesson Outcomes
By the end of the lesson, you should be able to:
• Create different reports using wizards and 

modify the reports in design view
• Apply sorting and grouping in reports 
• Apply basic mathematical functions in reports 

to compute the sum, average, count, minimum 
and maximum for all the records or groups of 
records.

• Explain effects of rounding and truncation as 
seen through an application package.
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This task supports the assessment of:
LO 4: Programm�ng and Software Development
• Call the basic mathematical functions and 

apply them in programmes.
• Explain effects of rounding and truncation as 

seen through an application package.
• Use help fi les effectively for computer 

application packages.

7

! ?

E 2+2=4

R

G

 Task
1. Create a database of all your friends with 

the following details: 
• names
• addresses
• birthdays and
• photo’s. 
• Also indicate whether they are close 

friends or acquaintances. 
2. Create a query of all your close friends that 

you want to invite to your birthday party. 
3. Print a list of the people you want to invite 

as well as labels to put on the invitations.




