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This Lab is intended to assist the student in the creation of an alpha roster that is sorted by Rank and Name. It also includes an exercise to add totals on the report.

The Lab contains 4 lab sections.

Lab 1 - Create a Alpha Roster

Lab 2 – Sort Your Alpha Roster

Lab 3 – Create a report

Lab 4 – Add Totals To Your Groups
Lab 1 - Create a Alpha Roster

Hint: Don’t go to the SIDPERS table, Instead create a query.
1.1. From the main screen go to the Query’s Tab and click the “New” button.

1.2. Select Design View and click OK.
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1.3. Choose tblSIDPERS from the Tables Tab of the Show Tables box and click Add then Close.
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1.4. Choose the fields you want from the “Table Box” in the upper part of the screen and drag them one at a time to the “design grid” in the lower part of the screen. Choose these.

sidstrNAME_IND

sidstrGR_ABBR_CO

sidstrSSN_SM

See Figure Next Page
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1.5. Click the “Diskette” icon on the Toolbar and save your query as “Alpha Roster”.

1.6. Close Design View by clicking the LOWER X in the top Right of the screen. Otherwise you’ll close Access. Only close the current view.

1.7. Run your query by double clicking it.

Lab 2 – Sort Your Alpha Roster
Hint: If your still looking at the Alpha Roster query from Lab 1,  close it.
2.1. With AlphaRoster selected (highlighted in BLUE) click the Design button.

2.2. Choose the field that you want to sort and click in the sort field. A gray dropdown box will appear on the right side of the field, click it.

2.3. Select the sorting that you desire.
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2.4. Save and run your query.

Lab 3 – Create a report
Hint: If your still looking at the Alpha Roster query from Lab 2,  close it.

3.1. From the main screen select the REPORTS tab.

3.2. Click New and be sure to choose the Report Wizard. In the select box. Also be sure to choose your Alpha Roster query below and click OK.
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3.3. Click the >> button to choose all the fields in your Alpha Roster query. Click Next.

3.4. Add a grouping level. Select sidstrGR_ABBR_CODE and click the > button.
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3.5. Now add any Report level sorting. Select sidstrNAME_IND from the top select box and click Next.

3.6. Click Next. This will choose the default layout.

3.7. Choose the Corporate style by clicking Corporate in the list and click Next.

3.8. Click Finish.

3.9. View your report.

Lab 4 – Add Totals To Your Groups
Hint: If your looking at your report from Lab 3, close it.

4.1. With Alpha Roster selected (highlighted in BLUE) in the main screen Report tab click the Design button.
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In this report we’ll show you how to add totals by rank. So in the group called [sidstrGR_ABBR_CODE Header] indicated by the wording in the gray 3D header bar, locate the area below the 3D header and just to the right of the box that says sidstrGR_ABBR_CODE. We’ll put our counter in this spot.
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You need to put your counter “control” here. A counter control is an area that will hold the totals that are computed when the report runs. (This control is actually a “Text Box”). Now on the toolbar click the ab| button then draw a box to the right of the sidstrGR_ABBR_CODE box.

4.4. Double Click the Text14 box and rename it “Total”.

4.5. Select the box to the right that says, “unbound” and right click it. Choose Properties from the drop down list.

4.6. In the Text Box box with the Data tab selected click the ellipse […].

4.7. In the Expression builder type “ Count=( “ Then double click “ sidstrGR_ABBR_CODE ” from the fields located in the middle window. Now finish by typing a closing “ ) ”. 
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4.8. It should read “ =Count( [sidstrGR_ABBR_CODE] ) ”.
4.9.  Click OK, Close the Expression builder, save and run your report.
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