





Customizing Reports in Studio Designer using Microsoft Access 2007
NOTE:
The following assumes that you have a full version of Microsoft Access 2007 installed on the local machine.  Please note, we do not teach Access.  You are 100%  responsible for your data and custom reports.  We do not maintain backup copies of your report databases.
1. Open Studio Designer/Showroom.
 

2. You must get to where you can print the report that you want to customize.  For example, to create a custom invoice you must first get to where you print an invoice.  Do this by clicking INVOICE at the top of the screen.  This takes you into a list of pre-existing invoices.  Click the box to the left of an invoice number.  This takes you into the invoice.  Click the Print Invoice button.  This takes you into the Report Selection screen
3. Highlight the invoice format that you want to customize (ex. "Invoice for Letterhead") Click the Properties button at the top left of the screen.  This opens the Report Properties screen for the report that you selected.  Note: If this is a standard report, the Database: field will be blank.  If it is a custom report it will be filled in.  .  (To simply edit a pre-existing custom report you may click Design and this will open Microsoft Access 2007 along with the report in “design mode” and you may begin customizing your report.)  To create a new, customized report continue on to #4.
4. The Report database includes a template for most pre-existing standard reports.  To access the template, click "Add".  The Report Properties screen will duplicate the report information from the standard report.  You must fill in the Database field with the correct Database name.  
5. Once you have the correct information in the Report Properties screen you can access the report template by clicking Design.  This will open Microsoft Access 2007 along with the report in design mode and you may begin customizing your report.
6. After making your changes, please save the report with a new name by clicking File | Save As.  Always leave the first four digits the same as the original, and type "custom" (something to distinguish this report from pre-existing reports) at the end of the report name.  (ex. “1030 61 Invoice Custom” where the original report was “1030 01 Invoice”).
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