Access Archon Column #23—Numbering Report Lines

By Helen Feddema

When printing a report, sometimes you may want to number the report lines.  If there already is a number in the underlying table (say a Customer ID), that is the obvious choice.  But what if there isn't a number to use?  If you are printing out a list of contacts, say, you may want to number the list for convenient reference, even though you may not have a Contact ID to use.  Or you may want to number the contacts in a report consecutively, not using the existing Contact ID numbers, because you are filtering the report, so there would be gaps in the numbering sequence if you used the Contact IDs.

Fortunately, Access provides a quick and easy way to number report output (though—anticipating possible questions—no, it can't be used for forms).  This is the RunningSum property.  Here is a step-by-step description of how to number lines in a simple report.

1. Import the Customers table from the sample Northwind database into your database, and rename it tblCustomers.

2. Drop down the New Object list from the main menu and select Report.

3. Select the Report Wizard selection.

4. On the first screen of the Wizard, select the ContactName, ContactTitle, Country, Phone and Fax fields.

5. On the second screen, select Country as a grouping level.

6. On the third screen, select ContactName for sorting.

7. On the fourth screen, select the Stepped layout and Landscape orientation.

8. On the fifth screen, select whatever style you prefer.

9. On the last screen, name the report rptCustomers, and click the Finish button to create the report.

Initially, you will see the customers listed in groups, by country.  To number the customers for each country, follow the steps below:

1. Switch the report to design view.

2. Shrink the Country textbox control and its label about ½".

3. Create a textbox control to the left of the ContactName textbox.

4. If the textbox appeared with an attached label, don't delete it—it will be used in a later step.

5. Open the textbox's properties sheet and name it txtLineNumber.

6. Put the "=1" (without the quotes) in its ControlSource property.

7. Set its RunningSum property to Over Group.

8. Move the label control to the right of the textbox, and make it very narrow (if your textbox didn't come with an attached label, create a new label control).

9. Type a single period as the label's caption.

What you just did was put the number 1 in the textbox and instruct Access to increment it by 1 for each new member of the group, and to reset it back to 1 for the next group.  The label puts a period after the number (you can't put it into the textbox control, because then the number won't increment).  If you want to number the customers consecutively for the whole report, just select Over All instead of Over Group for the RunningSum property.

Now when you switch to print preview, you will see that the customers are numbered consecutively within each Country group.

