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· Report is the most widely used in any form as output. Report is a business document that contains only predefined data. 
· It can be two approaches of report; printed report or viewed on screen report. 
· Today, most organization chooses to prepare a report by viewing it on a screen and users can choose either to print it or not. 
· Printed reports are convenient and sometimes are necessary in some situation. 
		
· Whether printed or viewed on screen, reports should be attractive and easy to understand. Sometimes, management used reports prepared to make a judgment or decision based on the reports. 
· A report should provide information needed by a user. When designing report, it’s important to make sure that it contains the user’s specific information needs.  

 

There are three types of reports. All this three types of report are under internal reports. 
i. Detailed reports
Detailed reports present information with little or no filtering or restrictions as in Figure 9-2. A detailed report produces one or more lines of output for each record processed. Each line of output printed is called a detail line. A well designed detailed report should provide totals for numeric fields. The control field can be used in order to control the output. 

ii. Summary reports
Summary reports categorize information for upper-level managers who do not want to go through details. Upper-level management normally wants to see total figures but do not want to see any supporting details. The higher position, less information is needed. Generally, a report used by top level management in the organization includes less detail than reports used by low-level employees. The data for summary reports is typically categorized and summarized to indicate trends and potential problems. Sometimes the use of charts and graphs on summary reports is also good since they can see it in a clearer picture and more easy for them to analyze. Figure 9-3 shows an example of summary report.

iii. Exception reports
An exception report displays only those records that meet a specific condition. It is useful when the user wants information only on records that might require action, but does not need to know the details. Sometimes, different types of users may require different types of information. So, instead of listing all the information which will make it crowded, it’s more efficient to list only require information. Exception reports filter data before it is presented to the manager. Figure 9-4 shows an example of an exception report.
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Figure 9-2: A Detail Report with One Printed Line for each Course and Student

Figure 9-3: An Exception Report that Shows Part Time Works for Clerk

Figure 9-4: A Summary Reports List Subtotals and Total
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