Reports

® About Subreports

Subreports, like Subforms, are used to display information from another
table that is linked to the table that the main report is based on, e.g. a
report based on the Customers table can have a subreport based on the
Orders table. Subreports can be other reports that you have already
created, or they can be automatically generated based on tables or

queries.

% How to Insert a Subreport into an Existing Report

To insert a Subreport into an existing report:

1.

2.
3.
4.

o o

9.

Right-click the report into which you wish to insert a subreport in
the Navigation Pane.
Select the Design View option from the pop-up menu.
The selected report opens in design view.
Click the Subform/Subreport control E in the Controls group
on the Design tab.
Click the report section where you wish the subreport to appear.
Click and drag your mouse to create a rectangular placeholder
for the subreport.
Release your mouse.
The first page of the Subreport Wizard appears:

[swpeporiwizars |

SubReport Wizard

“ou can use an existing Form ko creats your subform or subreport, or
create your own using tables andfor queries,

what data would you like to use for your subform o subreport?

fing Tabies and Queries ;

Customers Report
Reportl Report
rptProducts Rieport
Employees Farm
FrmCustomers Farm
frooProducts Farm
Orders subform Form

Come ] oo oo ]

Select the Use existing Tables and Queries option.

10. Click the Next button.
11. The second page of the Subreport Wizard appears:
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SubReport Wizard
swhich fields would you like to include on the subform or subrepart?

v

Available Fields: Selecked Fields:

[ cancel ][ cgak | mea> | [ Emen |

Click the arrow on the right side of the Tables/Queries text box.
Select the table that you wish to use for the subreport from the
drop-down list.

Select the fields that you wish to see in the report from the
Available Fields list (click the field name and then click the

Select button ).
Click the Next button.

Page three of the Subreiort Wizard ai iears:
SubReport Wizard

Would you like ko define which fields link your main Form ko this
subform yoursel, or choose from the list below?

()Chaase fram a list. ) Define my own,

[ cancel ][ cgak [ mea> | [ Emeh

Select the Choose from a list option.

Leave the highlighted selection as is.

Click the Next button.

The last page of the Subreport Wizard appears:
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