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Objectives

At the end of this training session you will be able to:

Q.

© N o o s DN~

Create a query;

Sort fields in a query;

Show fields in a query;

Run a query using wildcards;

Run a query for fields not in result;

Run a query for a number value;

Run a query using the comparison criteria “And”;
Run a query using the comparison criteria “Or”;

Create a form using the Wizard tool;

10. Understand the basics of the Toolbox: Controls;

11. Insert a graphic/image;

12. Insert and image;

13. Insert an unbound object frame;

14. Resize and image/graphic.
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USIng a number In a Crlterla IS usefu' When ji’]'ﬁ'ﬁ_fujplu}'—.@;:Ll':!'['f.!i_f—.!;':' jAccessR DUNTIENormaL) \_J\_Ja
information from a data field that consists

. . . Open B Design “FHNew | p |=E T.‘" P

of numbers is required. A dollar sign or e  Eep———

decimal point is not required in the criterion. 3 raes ;Createquewbmingwizardge
-_-"':' Queries

Create a Query E Forms
{8 Repaorts

A query allows for table inquiries. A % Pages

query can change, delete, add, and 2 Macros
g Modules

arrange data in tables. Also aids o
gathering information for forms and G Favorites
reports. With a query you can ask
questions and set parameters.

siplEsdnery Wi =and

Which figlds do you wank in your query?

Use the HCC_Employees database. e
— ploy §§ ====] | voucan choose from more than one table or query,
1. Under the Objects bar, click on Queries. Tables/Queries

Table: thlEmployeelnfo

2. Choose and double click on Create query by

Available Fields: Selected Fields:
using wizard.
EmployesID _‘|
3. Under Tables/Queries, click on the down Lastlame 1
arrow and select the tables and/or queries to o et
it
create and run a new query, for example, o
tblEmplnfo.

4. In the Available Fields list, select the table's
field(s) to add to the query.

In this example, all the fields are used; therefore,
click on the double-headed arrow icon to move
all the items (fields) to the Selected Fields list.

5. Click on Next.

= Clicks one item (field) to the
——1| Selected Fields.
. Clicks all items (fields) to the

Selected Fields.

=« | Clicks one item (field) from the
Selected Fields.

| - Clicks all items (fields) from the
Selected Fields.
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6. Choose a Detail or Summary Query, for
example,

Detail.

7. Click on Next.

8. Type atitle for the query, for example,
qryEmployeeComp.

9. Click on either the Open the query to view
information radio button or the Modify the
query design radio button.

sImple Y nery i rZard

What title do you want For vour query?

qrvEmplovesComp

That's all the information the wizard needs to create your
querty.

Do wou want to open the query or madify the gquery's designe

() Open the query to wiews information.

(%) Modify the query design.

[ Display Help an warking with the query?

e.g. Modify the query design cancel | [ <Back
10. Point to and click on Finish.
11. The qryEmployeeComp query is now
displayed in Design View.
=
Aukofum
EmplovesID
LastMame
FirstMame
|
Field: |autakum EmployesID LastMame FirskMame MI Street ity <l
Table: |tblEmploveeInfo tblEmployeeInfo tbIEmployeeInfo tbIEmployeeInfo tbIEmployeeInfo tblEmployeeInfo tblEmployeslnfo =
Sork:
Show:
Criteria:
of:
I
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Query in Design View: Sort E|Microsoft Access

Sorting information can be a valuable : Fle Edit Yiew Insert Query Tools window
tool when dealing with large amounts of : -
information or when simply organizing 1=R Y | | 9
information (fields). More than one field can = gy Employeelompissele il ey

be sorted; however, the field farthest to the
left is given priority when sorting.

#*

Fields can be sorted by:

] LastMame |
Ascendm_g Firstharne
Descending Middle Initial
Not Sorted Street
. . ]
In this example, the LastName field is i
Table: |thlEmpInfo thlEmpInfao
1.  While in Design View, click in the blank box Sort: ||
next to Sort; a down arrow appears Show:
’ ppears. Criteriat || Descending
2. Select the sort option. or: || {not 5_]':'“'3':':'

e.g. Ascending.
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Query in Design View: Show

The Show option displays or hides fields in a
query or form.

In this example, the Exempt field is hidden.

1.  While in Design View, uncheck the show box
for Exempt.

4? To show fields in a query’s results, add a
check to each field name’s Show checkbox.
To hide fields in a query’s results, remove
the check in the field name’s Show
checkbox.

L@ MICTDE0TACCESS.
! Fle  Edit

=Rl kY

Yiew  Inserk

| | 9 -~

Query  Tools  indow

=" Ry Employeelonprsseleci i ey

+

A
g8

LastMarme
FirstMame
Middle Initial
Skreek
&)
L
Field: |zipCade Exempk
Table: |tblEmpInfo thlEmpInfo
Sork:
Shawe: E] ¢
Criteria:
ars
<]
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Query: Text Data Criteria ;@;".-l]f:J'u;uf'[;':f:f:'-_';;
! File Edit Yiew Insert Query Tools  window  Help dobe PDF
Text Data is data in fields that are in text T KLy e | |9 - é RS
format. Such examples include but are not & gryEmployeeComp : Select Query
limited to names, number of employees,
employee number, balance.
* [~]
LastMare =
In this example, employees that are exempt Frstare B
are queried. Street
Em
1. In the Criteria section under Exempt, type the Feld: [ZpCods - -
text data criteria. Table! |tblEmpInfa tblEmplnfa thlErnpInfo
Sark:
Show: 7] =
e.g. Yes Crite?;:: = Yes| 0 4
2. Click on the Run button. " @ m
3. The results of the query now display all
employees that are Exempt. = Ty EmployeeGompiiselechOneny:
To modity a query, click on the Design View Last Marme | First Name |  Exempt
s _ e seloct th | Abel Elizabeth
button . To view query results, select the " |Marcus Margo
Datasheet View button | : || Stevens Elise
| |Chapin Dianne
| [Bunker Ethel
| Stein Albert
Santos Carlos
__|Hanz Ernie
| [Jones Eridgett
| [Miller Theodore
_|Hays Chuck
| |Pricey Elvis
& | Prost Peter
* []
Record: EE] 13 E]E of 13

Activity

Run a query looking for employees who live in
Temple Terrace. How many HCC employees live in
Temple Terrace?
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Text Data Criteria: Wildcards

In this example, the last name of an em-
ployee with the letter M is queried.

1. In the Criteria section under LastName, type the
text data criteria.

e.g. M*
2. Click on the Run button.

3. The results of a query now display all
employees with the last name that begins with
the letter M.

Text Data Criteria: Wildcards Wildcards
are useful in Access to serve as a character
or blending of characters.

There are two types of wildcards in Access
* (asterisk)
? (question mark)

The * wildcard symbolizes any compilation
of characters. Therefore, mi* stands

for the letters mi, proceeded by a letter
combination.

The ? wildcard is defined by any defined
letter. As a result, B?rt operates as the
letter, B, followed by any single letter, r,
and t. Appropriately, B?rt can mean Bert or
Burt.

tél GOl CEEss)

i Fle Edit ‘Yiew Insert ©Query Tools ‘Window Help  Adobe PDF
TR |9 - 4;%«@0

= qryEmployeeCompaiseleciaiueny;

riddle Initial
Street
: —
Field: |LastMame FirstMame Middle Initial Skre
Table: [thlEmpInfo thlEmplInfa thlEmpInfo thiEn
Sort:

Shiow:
Criteria: [m*
ot

m

Last Name | First Name | Middle Initial
P | Marcus Margo Pl
[ Mitchell Eert
[ Miller Theodore H
| [Martin Ml elvin
*

Record: [14 ] | 1 [ » (1 ]pr#] of 4

Activity

Run a query looking for employees working at a cam-
pus with the letter D. How many employees work at a
campus with the letter D?

How would you run a query for employees working
at District? How many employees work at District?
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Text Data Criteria: Field Not
in Result

Field Not in Result is a query where
criteria for a specific field do not need to
appear in the outcome of the final query. In
this example, the last name, first name, and
middle initial are necessary. However, the
campus does not need to appear. Therefore,
a query with only the names of the
employees working at the Brandon campus
is required.

1. Uncheck the items to be hidden.
e.g. Campus

2. Type criterion in the Criteria section. Under
Campus.

e.g. BR*
3. Click on the Run button.

4. The results of the query now display all
employees at the Brandon campus.

FJ Microsoft Access

i File Edit Wiew Insert Query Tooks ‘Window Help dobe POF
T=P= ey | |9 - é?lu’j

= [y ploy e e o PR el ECIM TR

riddle Initial
Skreet

Field: |LastMame FirstMame Campus
Table: |thlEmpInfo thlEmpInfo thlEmpInk
Sart:

Shaw: []
Criteria: 2 BR*

ar:

= rFi Tyats] BN - Snlert 1
= qrytmployeetomp,: select uerny,

Last Mame | First Name | Middle Initial
b Elizabeth T

Bunker Ethel E

Mitchell Bert
*

Recard: [E] 1 [I][E] af 3
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Text Data Criteria: Number

Using a number in a criteria is useful when
information from a data field that consists
of numbers is required. A dollar sign or

decimal point is not required in the criterion.

In this example, the names, addresses,
campuses, and the salary of employees
earning $39, 800.00 are needed.

1. Type criterion in the Criteria section. For
example, under Salary, type 39800. Do not
type in the dollar sign or the decimal point.

2. Click on the Run button.

3. The results of the query now display all
employees whose salary is $39,800.00.

I;‘E MICTOSOTISACCESS)
! Fle Edit  Miew Insert Query Tools  indow

H=RAN" By v |9 -

Hi dobe PDF
| ¥ %5 =

= (s Rl g2 Cuygpd Jalae i gy

P

Lasthlame 1
FirstMarme

Middle Initial
Street

|

Field: |LastMame FirstMarme

Salary Cam|

Table: |tblEmpInfo thlEmpInfa

tblEmpInfo tblEr

Sork:

Shiow:

Criteria:
ar:

m

39a00]

=t [y ployec o PEsS el CrEl Ty

Last Mame | First Mame | Salary
flargo $39,800.00
| |Jones Bridgett §39 800.00
| Turnipseed Debbie $39 800.00
* $0.00

Ecnrd: E 1 E]E af 3

Activity

Run a query looking for employees earning $60,000.
How many employees are earning $60,000?

10
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Text Data Criteria:
Comparison

Using a number in a criteria is useful when
information from a data field that consists
of numbers is required. A dollar sign or

decimal point is not required in the criterion.

In this example, the names, addresses,
and campuses, and the salary of employees

earning more than $30,000.00 is needed.

1. Type criterion in the Criteria section.

e.g. Under Salary, type >30000. Do not type in
the dollar sign or the decimal point.

2. Click on the Run button.

3. The results of the query now display all
employees earning more than $30,000.

_'-'EI MIENOS Ol A CEESE

i File Edt Yiew Insert Query Tools  Window Help dobe FDF
Rl 9 - vé?lu’jz

= qryEmployeetompis Seleciilineny

*

Lasthame 1
FirstMame

Middle Initial
Street

Field: |LastMName
Table: |thlEmpInfo
Sark;

Shaw:
Criteria: =30000]
ory

Firsthame Salary Canm
tblEmpInfa thblErmpInfo thiEr

=l qryEmployee o el et ITETY

Last Mame | First Mame | salary
b | Abel Elizabeth F3¥ A00.00
Marcus hdargo $39 300.00
Stevens Elize 39 200.00
Garcia Fosa TR0, 000.00
Stein Albert $42 300.00
Mitchell Ber $40 900.00
Santos Carlos f422 00000
Hanz Ernie fe2 000.00
Jones Bridgett £39,800.00
Turnipseed Debbie £39 800.00
Fricey Elvis f42 80000
* $0.00

Record: [E] 1 [I][E] af 11

Activity

Run a query looking for employees earning less than
$30000. How many employees are earning less than
$30,000?
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Text Data Criteria:
Comparison AND

Using the AND criteria is appropriate when
information is needed from multiple fields.

AND conditions must appear on the same
criteria line, for example, the names of
employees earning more than $30, 000.00

at the Dale Mabry campus.

1. Type criterion in the Criteria section.

Under Salary, type >30000. Do not type in the
dollar sign or the decimal point.

2. Type the AND criterion.
Under Campus, type DM*.
3. Click on the Run button.

4. The results of the query now display all
employees earning more than $30,000 at the
Dale Mabry campus.

Since the two conditions are on the same
line, each one must be true.

I;@ MICTOSOTICEESE
: Fle Edt  Wiew Imsert  Query Tools  Window  Hel obe PODF
7 oa ABG
H=RAN™ Ris g | [ 4 - ! %9 =
= iy Pl oy ECRoTTP RS e ECI T E T
*
LastMarme §]|
FirstMame
Middle Initial
Skreet
&
pee
Field: |LastMame Firstharnz Salary Campus Middle Ir]
Table: |thlEmpInfa thlEmpInfo thlEmpInfo thlErmpInfo tblErmpIny
Sork:
Show: 1
Criteria: >30000 on
o

= Moy eo el B T E T

Last Marne | First Mame | Salary Campus
id Santog] Carlos $42000.00 | Dht-Dale Mabry
| |Jones Bridgett $39,800.00 | DM-Dale Mabry
| |Turnipseed | Debbie $39,500.00 | Dh-Dale Mabry
* $0.00
Record: E |71 E][E] of 3

Activity

Run a query looking for employees working at the
Ybor campus and who are exempt. How many em-
ployees are working at the Ybor campus and are
exempt?

12
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Text Data Criteria:
Comparison OR

Using the OR criteria is applicable when in-
formation is needed from multiple fields.

OR conditions must appear on the separate
lines.

In this example, the names of employees
earning less than $30,000.00 or with the
last name beginning with the letter M are
required.

1. Type criterion in the Criteria section.
Under Salary, type <30000. Do not
type in the dollar sign or the decimal
point.

2. Type the OR criterion.
Under Last Name, type
m* on a separate line.

3. Click on the Run button.

4. The results of the query now display all
employees earning less than $30,000 or
employees with the last name beginning
with the letter M.

=

Since the two conditions are on separate
lines, one must be true.

_'EI I EROSO IRACEESS)
i Fle  Edit  Wiew Query

F=RN" RN < |

Insert

Toals

SWindow

EX

= qriymployeettompisSeleciidneny

Hel obe PODF
! |9 =

tliddle Initial
Street

Field: |LastMame

Salary Campus Middle I

FirstMame
Table: |thiEmpInfo
Sort;

tblEmpInfa thlEmpInfa tblErmpIn

thlEmpInfa
Shiow

: 2
UM
ar:

Criteria
m

<30000

_:Ei MICIosol I ACCeSS:
! Fle Edit Suery

TR Ky - |

Wiew  Insert

Tools  ‘Window  Help

|9 -

Adobe PO)

he= R

= iy Oy E e O TS e B T E T

&

LastMame
FirstMarne
Middle Initial
Street

Field: |LastMamne Firsthame

Salary Campls

Table: |thlEmpInfa thlEmplInfo

tblEmpInfo tblEmpInfo

Sark:

Show:

Criteria:
ars | M

30000

13
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Create a Form: Form Wizard

Using the Form Wizard is simple and easy

to use. The form is used to simply display
and enter data in a fitted format. Forms
in Access are created from tables and/or
queries. Forms can also contain subforms
(nested tables).

Personalize forms in Design View by
adding a logo or picture, organizing
headers, details, footers, and sort columns.

1. Under Objects, click on Forms>Create form
by using wizard.

2. Select the table or query for report, for example,
qryEmployeeComp.

3. Add Available Fields to Selected Fields and
click on Next.

In this example, add all available fields.

4. Choose report layout and orientation and click
on Next. In this example, the Columnar layout
is chosen.

14

i FIEC Epgula o e e

SER LI i1 BN OTYELY|

CEX]

[iGcpen B Design " FHew | X | 2p T

Objects

Create Form by u:

Tables

QUEries

Forms |

Reports
Pages

Macros

& W gf B ||

Modules

Groups

[#] Favorites

ELJ Create Form in Design view

sing wizard

Fuul ez

ES

Tables/Queries

Guery: grvEmploveeComp

Available Figlds:

‘which fields do wou want on your Form?

‘fou can choose From more than one table or query,

Selected FieIEs:

Firsthame %J e
Middle: Initial

Street

ity

Skake

ZipCaode

Exempt

s ]|

Einish

onmWEand:

‘what layout would vou like for your Form?

@

it

or

) Datasheet
() Justified

() PivatTable
() Piwot Chart

Cancel

e s

Einish
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5. Select the form style and click on Next, for
example, Standard.

6. Give the form a title, for example,
frmEmployeeComp.

7. Choose whether to Open the form to view
or enter information or Modify the form's
design, for example,

Open the form to view or enter information.

8. Click on Finish.
9. Employee Information form now appears.

In this example, a form was created using
the query qryEployeeComp. When
more information is added to the form, it
adds any new information to the table(s)
tblEmployeelnfo.

sormEand:

What title do wou want For wour Form?

FrmEmplayesCarmp

That's all the infarmation the wizard needs ta create your
Form,

Do you want ko open the Form or modify the form's design?

(%) Open the form bo view or enter information,

() Modify the Farm's design.

[ Display Help on working with the

[ Cancel ” < Back ]

Form Navigation Buttons

I4 | Returns to the first record
in the table.

» Advances to next record.

Number in record

| ¥l Advances to last record in
the table.

HE| Creates a new record.

= ]B]X

B [mEmployestom

P | Last Mame |Bricketts
First Mame |FI|:|_I,I|:|
Middle Iritial [
Street |39541 M. Dale Mabry
City |T ampa
State |FL
Zip Code |3D032-
Exempt [
Campus |DM-DaIe kd abiy
5 alary | $25.000.00

Fecord: E 1 E]@ of 20

15
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Create a Report: Report
Wizard

Report Wizard is easy to use and allows

for the design, development, printing, and
print preview of information such as labels,
lists, form letters, invoices, summaries,
display charts, etc. With reports the user
can personalize reports by adding a logo or
picture, organizing headers, details, footers,
and sorting columns.

In this example, the names of employees
earning more than $30,000.00 or with the
last name beginning with the letter M are
required.

1.  Under Objects, click on Reports>Create
report by using wizard.

2. Select the table or query for report.
e.g. QryEmployeeComp

3. Add Available Fields to Selected Fields and
click on Next.

In this example, add all available fields.

4. Add any grouping levels; however, in this
example do not add any. Therefore, click on
Next.

5. Sort records, up to four fields in ascending or
descending order, and click on Next.

In this example, the fields, LastName,
FirstName, Middle Initial, and Street are
sorted in ascending order.

16

e HiCEREmployeessl iatalase s NEEess R 0 D D BN Ty JJQ

Preview B2 Design g Mew | 2 | 2o T |E

o

Tables e

Queries

Faorms

Reporks |

Pages

Macros

oW gk | W oo

Modules

4

GEroups

%] Favorites

CObjects @ Create report in Design view
8  Relationships For HCC_Emplovee

Fuul ezl

Tables/Queries

Guery: grvEmploveeComp

Available Fields:

LastrMarme
FirstMame
Middle Initial
Street

Ciby

Stake
ZipCade
Exempt

‘hich fields do wou want on your Form?

‘fou can choose From more than one table or query.

Selected Fields:

Mext = ] [ Einish

HEporiaWizard|

What sart order do you want For your records?

‘fou can sork records by up to Four Fields, in either

————— ascending or descending order,
RN
1 2 3 4
2 |FirstMame
3 |Middle Initial
Cancel ” < Back ” Mext = ” Finish
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Choose report layout and orientation and click Report Wizard ]
on NeXt' How would vou like to lay out your report?
. . Layaout Orientakion
e.g. Tabular layout and Landscape orientation P st
Choose a report style and click on Next KIOCK_XKIGK KKK KKKE_ Kok © febuler
p y * W MR RN R O Justified
HEMEE REEME REMEE HMEEE =
W RN MR R
e_g. F()rmal W R R
W MR RN R
W RN MR R
Type in a report title, preview the report, or R
. , . . . . WA HEREE MNRNE RN
modify the report’s design and click on Finish. A R KR S
Adjust the field width so &l fields Fit on
e.g. rptEmployeelnfo apage.
The Employee Information report now appears.
Cancel ] ’ < Back, ” Mext = ] ’ Finish
q

Heporiaizand|
‘What kitle do you want Far your repart?

rprEmployeeInfol

That's all the information the wizard needs ko create your
repart,

Do you want ko preview the report or madify the report's
design?

() Preview the repart,
(:) Modify the report's design.

[ Display Help an warking with the report?

[ Cancel ” < Back.

(= RrptEmployeeinial

rpiEmplayeeinfo

Lostliame Foslion Mt F Sveet ciy St TpCoke  Exe Compus Sukery
el aen T C3Eae 3, i [ T3 B reann fEr
LETY Clole ) 111 Fasber 22, Tampa FL W a BBl Mabiry. ERiee]
Eriells Flayd. IS4l W Dode Mabr Tamps FL om a BBl Mshry. 2500000
Buker Eret E TeEEkdie  Rlumdew L s> [T 2200000
crwh e S0 s, Tanga " F B eanmicen  §som
Dauls [ FIITL NS Dasts Fland FL 0T o BAD-DE W] Almind $1270000
Garda Roa " B B 3B 1 Tampa FL WS o BAD-DIs bl Admird ABOOOGI
[ ae ok e T . os o 20000
e o Sk rama. e w =i B cconmcen  gmoom
wee ewpn @ T — w = B wesensy 4e0000
var  wme W DuwEnd TempeTenaz  FL E) o 350000
nain ey ATy Tanpa L Fony O vema 41700000
e Tesm b . Hishacush Tang " s [a e 42300000
Ml Berl D34Semane A Branta FL EE o BR-Brarwlon. 4090000
PriEy B I3 S0 P Tamnps FL ENE =} DAO-DIEME! A 20
el sespeams b w = @ conmcen oo
sk e Sanzmae T i s [a e 4200000
e st Sitkmarn e e i Fe R e300
Sk me 0 K haten v Tanp n i g wenmiay 000
f g p—— Faeie?

Page: 1 [ [v]

17
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Modify a Report

Design View allows for the modification and
customizing of reports by adding a logo or
picture, organizing headers, details, footers,
and sorting columns.

Print View allows for a print preview of the
report.

In this example, the Employee Information
report is modified.

1. To change Print Preview to Design View, click
on View>Design View from the toolbar.

2. The report now appears in Design View.

@ MICTOSOTIACEESS

! File Edit | Wiew | Tools Window Help  Adobe PDF
F o e ||E Diesign View
% - | Prink Preswigw - | Close
1 CObiject Dependencies. ..
= BriptEmp
Toolbars
S
rpiEmplayecinfo
Lastiaw e Firsthiow Midllk 5 Street Cizy R riery
Al Bzde b T EZESreHre 3. Branda FL
Bdidain Clolk ] 111 Parker 24, T FL
= IrptEmployeelnfoEREpors Jda
L D O e — & &

] # Report Header

5 ‘???’.‘?”..’f_?f_"_~_"__"_‘_’{”f

# Page Header

|| s A st Bcen] Wittt 1] Strear. s [Ca

# Detail

: BT

L
L
|| st | Eiesaini: | [liicle pitia] St
L
L

|| # report Footer

Activity

Modify rptEmployeelnfo by changing the font, size
and color. Change the report header title to HCC
Employee Information. Set the report to show all the
information in each of the columns.

18
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Toolbox

PN e abl[M A @ F BLE = @ @S 9E N O

Controls in Toolbox

The Controls in the toolbox assist in the design and development of reports.

“i Pointer Tool- Used for selecting items/objects.

R
Ll
T

Control Wizards button- Used to activate and deactivate the control wizards.

&
B
LLL}

Label- Shows descriptive text. Labels are unbound, meaning the data field is
not tied to the label.

Text Box- Shows data from a field or the results of an expression.

u Option Group- Used to create controls that have more than one toggle button,
option button, or check boxes.

L
F~ Toggle- Creates toggle buttons such as Yes/No, True/False, On/Off.

Option Button- Also known as a radio button, creates buttons such as Yes/No,
True/False, On/Off.

b Check Box- Creates a check box that represents Yes/No, True/False, On/Off.

'—'E Combo Box- Creates a single entry list of possible values.

_H

List Box- Creates a scrollable list of multiple values.

19



Hillsborough Community College - Professional Development Services

= Command Button- Creates and activates a macro or Visual Basic command.

ab

Image- Shows static images that cannot be edited.

= Unbound Object Frame - Shows static objects in a form that are saved or
stored in another table, e.g. images, charts, sounds.

@ Bound Object Frame - Shows bound objects, e.g. image. Displays an
ActiveX object and is saved or stored in a table.

=
[ ]
_'=' Page Break- Denotes a new report page.

1

Tab Control-Creates tab pages on a form.

E] Subform/Subreport- Shows information from a table, form, report, or query.

hY

Line- Draws a line.

[ ]

Rectangle- Draws a rectangle.

j”"? More Controls- Contains ActiveX controls
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g s e abl [ A @ [ B LB

l

Toolbox: Insert a Graphic/Image

Personalize forms and graphics by adding a
company logo or another graphic.

To insert a graphic in the form or report, you
must be in Design View.

Toolbox: Insert Image

1. Point to and click on Image from the toolbox.

2. Take the image pointer and click and hold, then
draw a rectangle to the approximate size of the
graphic in the location where the image will
appear.

In this example, the HCC logo is added to the
report header.

3. Release mouse button after the Image box is
drawn.

4. After the Insert Picture dialog box appears,
locate the file and click on OK.

e.g. My Pictures>HCCLogo.

5. Resize graphic with sizing handles.

I e

INEEr N CHOTE] m-|
Look.in: ﬂ My Pictures D @A Q K ] v Tooks -
3 [ hociogo. g
A @Samp\e Pictures
My Recent
Dacuments
Desktop
(=)
My Documen s
My Computer
g’ Fie name:
My Metwork. ) D
Places Files of tvpe:  Graphics Files (*.wmf; *.emf; *.dib; *.bmp; *.ica; * COR; D
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Toolbox

Toolbox: Insert Unbound

Object Frame ffr:_:_:_:a:_:_:_:_: SR
I = Nt = = = = = | = = § = ® = ® ¥ ®R N HR N N N H I -
e 1

1. PointtoandclickonUnboundObjectFrame : :

from the toolbox. S EESESSEEEES S HESSEEI RS RRNE &
- I llllllllllllllllllllllllllll I -

2. Take the image pointer and click and hold, then ZEZZZZZZZZZZZZZ ZZZZZZZZZZZZZZZEZ
draw a rectangle to the approximate size of the e T
graphic in the location where the image will R EE R R R b
appear. ZZZZZZZZZZZZZZZZZZTZZZZZZZZZZZZZZZZZZZ
In this example, a graphic that represents Microsofit Office Access a8
employees is added to the report header. Obiect Type:

(%) Create Mew Microsoft Excel Chart
Microsoft Excel Worksheet

Microsoft Graph Chart

[ 3]

Cancel

3. Release the mouse button after the Image box is
drawn.

() Create from File

Microsoft PowerPoint Presentation B [ oisplay as Icon
Micrasoft PowerPoint Slide _]

Microsaft Project Docurent

Microsaft Word Documnent

4. Choose the object type and click on OK.
(Where the object/image/graphic will be
imported from.)

Microsaft Word Picture 4 D

Result

Inserts a new Microsoft Word Picture

object into vour document,

e.g. Microsoft Word Picture

5. In the Insert>Picture>From Clip Art, type a
general title for what is needed and press the Go
button.

e.g. employees.

h Steps may vary for each application.

8. Select graphic to insert and click on the Close
picture button from the Edit Picture toolbar.

9. Resize graphic with sizing handles.

22



Microsoft Access 2003 - Module 1T

Resize Image/Graphic S Blid. ..
Sometimes after an image is placed on a Picture Ohject b
form or report, it does not fit properly in its
box. Below are the steps to resize an image Change To k
without resizing the box entirely. o
1. Select the image. -3 Copy
2. Right click on the mouse and click on % Paste
Properties.
. Align 3
3. Click on the Format tab.
Size k

4. Point to and click on Size Mode down arrow

and choose Stretch. ﬁ FilliBack Calar b
5. The image now fits in the box.

Fonk/Fore Color 3
—| Special EFfect 3
Hywperlink: b

Subrepaort in Mew Window

I] ﬁ“ Froperties

)

Elinbonnd Ui =er Frab=d OLEL ity a
OLEUnbound37 ]

Format | Data | Event | Other all

SizeMode v =

ColumnHeads . .. ........ Clip

Wisihle . . ..o o

Left o Zoom

TOP ettt 0.z065"

Width . L n,375"

Height . ............... n.ee67"

Backstwle .. .. ... ... Mormal

Back Colar .o .o oo oo 16777215

Special EFfect . ... ... Flat

Border Skyle ... .00 Solid

Border Calar ..o ]

Border Width . . ... .. Haitline

Activity

Insert an unbound image to the header of your report
and resize the image using the Resize Image/Graphic
steps.
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