Queries & Reporting - Advanced Reports

Reports with a running total

A report with a running total

When you create a report with a running total, you can see at a glance how much you have
spent or received, as each new entry is included!

Training Expenditure Details since January 2000

CourzeDate: 050400

FirztH ame: Sandy

Lastdame: Beman

Price: £100.00

Running Total- Training Expenditure £100.00

Courselate: 00400

Firstlame: Susan

Lastdame: Campbell

Price: £30.m

Running Total- Training Expenditure £420.00

Courselate: 050200

FirstH ame: B iy

Laztd ame: Bichz by

Price: 212000

Running Total- Training Expenditure £540.00
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Queries & Reporting - Advanced Reports

Creating a report with a
running total

Summary of the 2 steps

Creating a report with a running total has two main steps:

e Create a query with a number and date field
e Create a report based on the query and use the Running Sum property

Step 1 - Create a query with a date and number
field

1. Create a new query

2. Add the fields you want to see in the query

ﬁ thiTs
Cuu'sel]) s
CourseType
FlrstName Price
LastMarne Coursebate
Gender Employeell =

Field: * | LastMarme Price CourseDate
Table: |thlEmployee tblEmplovee thiTrainingCourseDe | thlTrainingCoursele
Sark: | /

Shiow: vl v ‘ vl vl

Include a number and date
field

3. Add any sorting and criteria to the query

_ourseDate
We've chosen to Sort on \ tbITrainingCourseDe
the CourseDate field Ascending
and find just the
Courses attended in the Like "*i* 00"
year 2000

4. Click on the Run button = (to test your query out)
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