Access Archon Column #24—Exporting Access Reports to Word

By Helen Feddema

Sometimes you may need to export an Access report to a format that can be read by folks who don't have Access.  This is particularly important if you have Access, but other people in your company don't.  Access 97 has a Rich Text Format selection in the Save As dialog, and you can indeed save a report in this format, which can then be opened in Word (even if everybody doesn't have Access, they probably all have Word).  Let's see what happens when you select this export format for a simple report, say the rptCustomers report created in last week's column.  This is a simple grouped report, with minimal graphics—a box around the group fields, gray shading in the report header and footer, and a line under the column headings.  Nothing that should be a problem for the Rich Text format, right?  Wrong!

The Word document created by saving this report in Rich Text format has many problems:

· It lacks all graphics—the shading in the header and footer is gone, and the line under the column headings is lacking.

· The report is set up for landscape; the Word document is portrait, so the lines of data wrap.

· The report has headers and footers; instead of converting them to Word headers and footers, they are converted to text in the body of the Word document.

· The report has no page breaks; it breaks text to print on a new page as required by the data in the records.

· The Word document has hard page breaks, mostly in inappropriate places, with the Access footer and header text placed before and after them.

All in all, the Word document is virtually unusable.  How can you get around this mess?  There are two ways, one easy and one not so easy.

Report Snapshots

The easy way is to use the Report Snapshot export format, new to Access 97, and almost entirely unpublicized by Microsoft.  This format is installed with Access versions from 97 SR-1 and up; it should appear as the last Save As format, Snapshot Format (.snp).  A report exported in Snapshot format looks just like the report in print preview, but it can't be modified. 

The catch with this format is that users can't view or print report snapshots unless they have the Snapshot Viewer installed.  Here's how you can get the Snapshot Viewer installed:

1. Insert the Office 97 SR-1 or SR-2 CD, but don't run Office Setup.

2. Open the Valupak folder.

3. Run the Valupk8.hlp file.

4. Select the Snapshot Viewer (the last item on the list).

5. Click the link and follow the instructions to install the Snapshot Viewer.

Report snapshots can be viewed, printed, or e-mailed (though before you e-mail one, be sure to check that the recipient has the Snapshot Viewer installed!).  This is a great way to distribute Access reports, so long as users don't need to edit them.

Code-it-Yourself

This is the difficult way (as you probably guessed)—but the only option if you need to export a report to an editable Word format.  You can't actually export the report itself to Word (if you want to get a document with acceptable formatting), but you can certainly export the data to a Word document (or an Excel worksheet, for that matter), and use Automation code to group and format the data exactly as you wish, using all the formatting capabilities of Word (or Excel).  A full description of this method of moving data from Access to Word or Excel is beyond the scope of this column, but you can download code samples demonstrating the use of Automation code for moving Access data to Word from my Web site at www.ulster.net\~hfeddema.  And if you have back issues of Woody's Underground Office News, I had an article describing the creation of a grouped Word report from Access data in the April 1996 issue (needless to say, that was for older versions of Access and Word, but the general principles still apply).

