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The Shelly Cashman Series® offers the finest textbooks in computer education. The
Microsoft Office 97 books continue with the innovation, quality, and reliability that

you have come to expect from this series. We are proud that both our Office 95 and
Office 4.3 books are best-sellers, and we are confident that our Office 97 books will join
their predecessors.

With Office 97, Microsoft has raised the stakes by adding a number of new features,
especially the power of the Internet. The Shelly Cashman Series team has responded with
Office 97 books that present the core application concepts required in any introductory
application software course, as well as new features such as the Office 97 Internet tools.

In our Office 97 books, you will find an educationally sound and easy-to-follow
pedagogy that combines a step-by-step approach with corresponding screens. Every project
and exercise in the books are new and designed to take full advantage of the Office 97
features. The popular Other Ways and More About features have been amended to
offer in-depth knowledge of Office 97. The all-new project openers provide a fascinating
perspective on the subject covered in the project. The Shelly Cashman Series Office 97
books will make your computer application software class an exciting and dynamic one
that your students will remember as one of their better educational experiences.

Objectives of This Textbook

Microsoft Access 97: Complete Concepts and Techniques is intended for a two-unit course
that presents Microsoft Access 97. No experience with a computer is assumed, and no

mathematics beyond the high school freshman level is required. The objectives of this book
are:

D To teach the fundamentals of Microsoft Access 97

b To help students demonstrate their proficiency in Microsoft Access 97 and prepare
them to pass the Expert level Microsoft Office User Specialist Exam for Microsoft
Access 97

b To foster an appreciation of databases as a useful tool in the workplace

b To give students an in-depth understanding of database design; creating a database;
querying a database; maintaining a database; importing an Excel worksheet into
an Access database; creating reports and forms; publishing reports to the Web;
enhancing forms by using OLE fields, hyperlinks, and subforms; and using macros,
VBA, and the Switchboard Manager to create an application system

b To expose students to examples of the computer as a useful tool
b To develop an exercise-oriented approach that allows students to learn by example

b To encourage independent study and help those who are working on their own in a
distance education environment




pproved by Microsoft as Courseware for the Microsoft
ffice User Specialist Program — Expert Level

This book has been approved by Microsoft as courseware for the Microsoft Office User
Specialist program. After completing the projects and exercises in this book, the student
will be prepared to take the Expert level Microsoft Office User Specialist Exam for
Microsoft Access 97. By passing the certification exam for a Microsoft software program
students demonstrate their proficiency in that program to employers. This exam is offered
at participating test centers, participating corporations, and participating employment
agencies. For more information about certification, please visit Microsoft’s World Wide
Web site at http://microsoft.com/office/train_cert/.

I he Shelly Cashman Approach

Features of the Shelly Cashman Series Office 97 books include:

b Project Orientation: Each project in the book uses the unique Shelly Cashman Series
screen-by-screen, step-by-step approach.

D Screen-by-Screen, Step-by-Step Instructions: Each of the tasks required to complete a
project is identified throughout the development of the project. Then, steps to
accomplish the task are specified. The steps are accompanied by screens. Hence, stu-
dents learn from this book the same as if they were using a computer.

Thoroughly Tested Projects: The computer screens in the Shelly Cashman Series
Office 97 books are captured from the author’s computer. The screen is captured
immediately after the author performs the step specified in the text. Therefore, every
screen in the book is correct because it is produced only after performing a step,
resulting in unprecedented quality in a computer textbook.

Multiple Ways to Use the Book: This book can be used in a variety of ways, includ-
ing: (a) Lecture and textbook approach — The instructor lectures on the material in
the book. Students read and study the material and then apply the knowledge to an
application on the computer; (b) Tutorial approach — Students perform each speci-
fied step on a computer. At the end of the project, students have solved the problem
and are ready to solve comparable student assignments; (c) Other approaches —
Many instructors lecture on the material and then require their students to perform
each step in the project, reinforcing the material lectured. Students then complete
one or more of the In the Lab exercises at the end of the project; and (d) Reference
— Each task in a project is clearly identified. Therefore, the material serves as a com-
plete reference.

Other Ways Boxes for Reference: Microsoft Access 97 provides a variety of
ways to carry out a given task. The Other Ways boxes included at the end of
most of the step-by-step sequences specify the other ways to execute the task
completed in the steps. Together, the steps and the Other Ways box make a com-
prehensive and convenient reference unit; you no longer have to reference tables
at the end of a project or at the end of a book.
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» More About Feature: The More About Features in the margins provide
background information that complements the topics covered, adding interest
and depth to the learning process.

rganization of This Textbook

Microsoft Access 97: Complete Concepts and Techniques provides detailed
instruction on how to use Access 97. The material is divided into six projects and
two integration features as follows:

Project 1 - Creating a Database Using Design and Datasheet Views In Project 1,
students are introduced to the concept of a database and shown how to use Access
to create a database. Topics include creating a database; creating a table; defining
the fields in a table; opening a table; adding records to a table; closing a table; and
previewing and printing the contents of a table. Other topics in this project include
using a form to view data; using the Report Wizard to create a report; and

using Access Help. Students also learn how to design a database to eliminate
redundancy.

Project 2 - Querying a Database Using the Select Query Window In Project 2, students
learn to use queries to obtain information from the data in their databases. Topics include
creating queries, running queries, and printing the results. Specific query topics include
displaying only selected fields; using character data in criteria; using wildcards; using
numeric data in criteria; using various comparison operators; and creating compound
criteria. Other related topics include sorting, joining tables, and restricting records in a
join. Students also use computed fields, statistics, and grouping.

Project 3 — Maintaining a Database Using the Design and Update Features of Access

In Project 3, students learn the crucial skills involved in maintaining a database. Topics
include using Datasheet view and Form view to add new records, to change existing
records, and to delete records; and searching for a record. Students learn to change the
structure of a table; add additional fields; change characteristics of existing fields; create a
variety of validation rules; and specify referential integrity. Students perform mass
changes and deletions using queries and create single-field and multiple-field indexes.

Integration Feature — Integrating Excel Worksheet Data into an Access Database In this
section, students learn how to create an Access table based on data stored in an Excel
worksheet by using the Import Spreadsheet Wizard. Topics include creating a database
and converting an Excel worksheet to an Access database.

Project 4 — Reports, Forms, and Publishing Reports on the Web In Project 4, students
learn to create custom reports and forms. Topics include creating queries for reports;
using the Report Wizard; modifying a report design; saving a report; printing a report;
creating a report with grouping and subtotals; removing totals from a report; and
changing the characteristics of items on a report. They also learn how to publish the
report they have created to the World Wide Web using the Publish to the Web Wizard.
Other topics include creating an initial form using the Form Wizard; modifying a form
design; moving fields; and adding calculated fields and combo boxes. Students learn how
to change a variety of field characteristics such as font styles, formats, and colors.
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Project 5 — Enhancing Forms with OLE Fields, Hyperlinks, and Subforms In Project 5,
students learn to use date, memo, OLE, and hyperlink fields. Topics include incorporating
these fields in the structure of a database; updating the data in these fields and changing
the table properties; creating a form that uses a subform to incorporate a one-to-many
relationship between tables; manipulating subforms on a main form; incorporating date,
memo, OLE, and hyperlink fields in forms; and incorporating various visual effects in
forms. Students also learn to use the hyperlink fields to access Web pages and to use date
and memo fields in a query.

Project 6 — Creating an Application System Using Macros, VBA, and the Switchboard
Manager In Project 6, students learn how to create a switchboard system, a system that
allows users to easily access tables, forms, and reports simply by clicking buttons. Topics
include creating and running macros; adding command buttons to a form; adding a
combo box for finding records to a form; modifying VBA code associated with an object
on a form; and creating and using a switchboard system.

Integration Feature 2 — Linking Excel Worksheets to an Access Database In this section,
students learn how to link Excel worksheets to an Access database. Topics include
creating the Access database, linking the individual worksheets in a workbook to tables
in the database, and using the linked worksheets.

End—of—Projcct Student Activities

A notable strength of the Shelly Cashman Series Office 97 books is the extensive student
activities at the end of each project. Well-structured student activities can make the
difference between students merely participating in a class and students retaining the
information they learn. The activities in the Office 97 books include:

P What You Should Know A listing of the tasks completed within a project together
with the pages where the step-by-step, screen-by-screen explanations appear. This
section provides a perfect study review for students.

D Test Your Knowledge Four pencil-and-paper activities designed to determine
students’ understanding of the material in the project. Included are true/false
questions, multiple-choice questions, and two short-answer activities.

D Use Help Any user of Access 97 must know how to use Help, including the Office
Assistant. Therefore, this book contains two Use Help exercises per project. These
exercises alone distinguish the Shelly Cashman Series from any other set of Office
97 instructional materials.

D Apply Your Knowledge This exercise requires students to open and manipulate a
file on the Data Disk that accompanies the Office 97 books.

D In the Lab Three in-depth assignments per project require students to apply the
knowledge gained in the project to solve problems on a computer.

D Cases and Places Seven unique case studies require students to apply their
knowledge to real-world situations.
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Instructor’s Resource Kit

A comprehensive Instructor’s Resource Kit (IRK) accompanies this textbook in the

form of a CD-ROM. The CD-ROM includes an electronic Instructor’s Manual (called
ElecMan) and teaching and testing aids. The CD-ROM (ISBN 0-7895-1334-X) is
available through your Course Technology representative or by calling one of the
following telephone numbers: Colleges and Universities, 1-800-648-7450; High Schools,
1-800-824-5179; and Career Colleges, 1-800-477-3692. The contents of the CD-ROM

are listed below.

» ElecMan (Electronic Instructor’s Manual) ElecMan is made up of Microsoft Word
files. The files include lecture notes, solutions to laboratory assignments, and a large
test bank. The files allow you to modify the lecture notes or generate quizzes and
exams from the test bank using your own word processor. Where appropriate,
solutions to laboratory assignments are embedded as icons in the files. When an
icon appears, double-click it; the application will start and the solution will display
on the screen. ElecMan includes the following for each project: project objectives;
project overview; detailed lesson plans with page number references; teacher notes
and activities; answers to the end-of-project exercises; test bank of 110 questions for
every project (50 true/false, 25 multiple choice, and 35 fill-in-the-blank) with page
number references; and transparency references. The transparencies are available
through the Figures on CD-ROM described below.

D Figures on CD-ROM Illustrations for every screen in the textbook are available.
Use this ancillary to create a slide show from the illustrations for lecture or to print
transparencies for use in lecture with an overhead projector.

D Course Test Manager This cutting-edge Windows-based testing software helps
instructors design and administer tests and pretests. The full-featured online
program permits students to take tests at the computer where their grades are
computed immediately. Automatic statistics collection, student guides customized to
the student’s performance, and printed tests are only a few of the features.

P Lecture Success System Lecture Success System files are designed for use with
the application software package, a personal computer, and a projection device.
The files allow you to explain and illustrate the step-by-step, screen-by-screen
development of a project in the textbook without entering large amounts of data.

D Instructor’s Lab Solutions Solutions and required files for all the In the Lab
assignments at the end of each project are available.

d Lab Tests/Test Outs Tests that parallel the In the Lab assignments are supplied
for the purpose of testing students in the laboratory on the material covered in the
project or testing students out of the course.

b Student Files All the files that are required by students to complete the Apply Your
Knowledge and a few of the In the Lab exercises are included.

b Interactive Labs Eighteen hands-on interactive labs that take students from ten to

fifteen minutes each to step through help solidify and reinforce mouse and keyboard
usage and computer concepts.
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Shelly Cashman Online

Shelly Cashman Online is a World Wide Web service available to instructors and students
of computer education. Visit Shelly Cashman Online at www.scseries.com. Shelly
Cashman Online is divided into four areas:

D Series Information Information on the Shelly Cashman Series products.

» The Community Opportunities to discuss your course and your ideas with
instructors in your field and with the Shelly Cashman Series team.

» Teaching Resources Designed for instructors teaching from and using Shelly
Cashman Series textbooks and software. This area includes password-protected
instructor materials that can be downloaded, course outlines, teaching tips, and
much more.

P Student Center Dedicated to students learning about computers with Shelly
Cashman Series textbooks and software. This area includes cool links, data from
Data Disks that can be downloaded, and much more.

cknowledgments

The Shelly Cashman Series would not be the leading computer education series without
the contributions of outstanding publishing professionals. First, and foremost, among
them is Becky Herrington, director of production and designer. She is the heart and

soul of the Shelly Cashman Series, and it is only through her leadership, dedication, and
tireless efforts that superior products are made possible. Becky created and produced the
award-winning Windows 95 series of books.

Under Becky’s direction, the following individuals made significant contributions
to these books: Peter Schiller, production manager; Ginny Harvey, series specialist and
developmental editor; Ken Russo, Mike Bodnar, Stephanie Nance, Greg Herrington, and
Dave Bonnewitz, graphic artists; Jeanne Black, Quark expert; Patti Koosed, editorial
assistant; Nancy Lamm, Lyn Markowicz, Cherilyn King, Marilyn Martin, and Steve
Marconi, proofreaders; Cristina Haley, indexer; Sarah Evertson of Image Quest, photo
researcher; and Peggy Wyman and Jerry Orton, Susan Sebok, and Nancy Lamm,
contributing writers.

Special thanks go to Jim Quasney, our dedicated series editor; Lisa Strite, senior
product manager; Lora Wade, associate product manager; Scott MacDonald and Tonia
Grafakos, editorial assistants; and Sarah McLean, product marketing manager. Special
mention must go to Suzanne Biron, Becky Herrington, and Michael Gregson for the
outstanding book design; Becky Herrington for the cover design; and Ken Russo for the
cover illustrations.
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Shclly Cashman Series — Traditionally Bound Textbooks

The Shelly Cashman Series presents the following computer subjects in a variety of traditionally bound
textbooks as shown in the table below. For more information, see your Course Technology representative
or call one of the following telephone numbers: Colleges and Universities, 1-800-648-7450; High Schools,
1-800-824-5179; and Career Colleges, 1-800-477-3692.

Computers Discovering Computers: A Link to the Future, World Wide Web Enhanced
Discovering Computers: A Link to the Future, World Wide Web Enhanced Brief Edition
Using Computers: A Gateway to Information, World Wide Web Edition
Using Computers: A Gateway to Information, World Wide Web Brief Edition
Exploring Computers: A Record of Discovery 2e with CD-ROM
A Record of Discovery for Exploring Computers 2e
Study Guide for Discovering Computers: A Link to the Future, World Wide Web Enhanced
Study Guide for Using Computers: A Gateway to Information, World Wide Web Edition
Brief Introduction to Computers 2e (32-page)

WINDOWS APPLICATIONS

Integrated Packages Brief Introduction to Microsoft Office 97 (4 projects)
Microsoft Office 97 Essentials (8 projects)
Microsoft Office 97: Introductory Concepts and Techniques (15 projects)
Microsoft Office 97: Advanced Concepts and Techniques
Microsoft Office 95: Introductory Concepts and Techniques (15 projects)
Microsoft Office 95: Advanced Concepts and Techniques
Microsoft Office 4.3 running under Windows 95: Introductory Concepts and Techniques
Microsoft Office for Windows 3.1 Introductory Concepts and Techniques Enhanced Edition
Microsoft Office: Introductory Concepts and Techniques
Microsoft Office: Advanced Concepts and Techniques
Microsoft Works 4* e Microsoft Works 3.0*
Windows Introduction to Microsoft Windows NT Workstation 4
Microsoft Windows 95: Introductory Concepts and Techniques (96-page)
Introduction to Microsoft Windows 95 (224-page)
Microsoft Windows 95: Complete Concepts and Techniques
Microsoft Windows 3.1 Introductory Concepts and Techniques
Microsoft Windows 3.1 Complete Concepts and Techniques

Word Processing Microsoft Word 97* e Microsoft Word 7*  Microsoft Word 6* e Microsoft Word 2.0
Corel WordPerfect 7 « WordPerfect 6.1* « WordPerfect 6* « WordPerfect 5.2
Spreadsheets Microsoft Excel 97* ¢ Microsoft Excel 7* « Microsoft Excel 5* « Microsoft Excel 4
Lotus 1-2-3 97" e Lotus 1-2-3 Release 5* » Lotus 1-2-3 Release 4*  Quattro Pro 6
Database Management Microsoft Access 97* o Microsoft Access 7*  Microsoft Access 2
Paradox 5 e Paradox 4.5 « Paradox 1.0 e Visual dBASE 5/5.5
Presentation Graphics Microsoft PowerPoint 97* e Microsoft PowerPoint 7*  Microsoft PowerPoint 4*
Operating Systems DOS 6 Introductory Concepts and Techniques
DOS 6 and Microsoft Windows 3.1 Introductory Concepts and Techniques
Word Processing WordPerfect 6.1 « WordPerfect 6.0 « WordPerfect 5.1
Spreadsheets Lotus 1-2-3 Release 4 ¢ Lotus 1-2-3 Release 2.4 o Lotus 1-2-3 Release 2.3
Database Management dBASE 5 ¢ dBASE IV Version 1.1 ¢« dBASE Il PLUS e Paradox 4.5

PROGRAMMING AND NETWORKING

Programming Microsoft Visual Basic 5
Microsoft Visual Basic 4 for Windows 95* (available with Student version software)
Microsoft Visual Basic 3.0 for Windows*
QBasic » QBasic: An Introduction to Programming  Microsoft BASIC
Structured COBOL Programming (Micro Focus COBOL also available)

Networking Novell NetWare for Users
Business Data Communications: Introductory Concepts and Techniques
Internet The Internet: Introductory Concepts and Techniques (UNIX)

Netscape Navigator 4: An Introduction

Netscape Navigator 3: An Introduction  Netscape Navigator 2 running under Windows 3.1
Netscape Navigator: An Introduction (Version 1.1)

Netscape Composer

Microsoft Internet Explorer 3: An Introduction

Systems Analysis Systems Analysis and Design, Second Edition

*Also available as a Double Diamond Edition, which is a shortened version of the complete book
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Shelly Cashman Series — €ustom Edi¢ion® Program

If you do not find a Shelly
Cashman Series traditionally
bound textbook to fit your
needs, the Shelly Cashman
Series unique €Gustom Edition
program allows you to choose
from a number of options and
create a textbook perfectly
suited to your course. Features
of the Gustom Edition
program are:

D Textbooks that match
the content of your
course

» Windows- and
DOS-based materials
for the latest versions
of personal computer
applications software

D Shelly Cashman Series
quality, with the same
full-color materials
and Shelly Cashman
Series pedagogy
found in the tradi-
tionally bound books

» Affordable pricing so
your students receive
the Gustom Edition
at a cost similar to
that of traditionally
bound books

The table on the right
summarizes the available
materials.

For more information,
see your Course
Technology representative
or call one of the following
telephone numbers:
Colleges and Universities,
1-800-648-7450; High
Schools, 1-800-824-5179;
and Career Colleges,
1-800-477-3692.

For Shelly Cashman
Series information, visit
Shelly Cashman Online at
www.scseries.com

Discovering Computers: A Link to the Future, World Wide Web Enhanced
Discovering Computers: A Link to the Future, World Wide Web Enhanced
Brief Edition
Using Computers: A Gateway to Information, World Wide Web Edition
Using Computers: A Gateway to Information, World Wide Web Brief Edition
A Record of Discovery for Exploring Computers 2e (available with CD-ROM)
Study Guide for Discovering Computers: A Link to the Future, World Wide
Web Enhanced
Study Guide for Using Computers: A Gateway to Information,
World Wide Web Edition
Introduction to Computers (32-page)

OPERATING SYSTEMS

Microsoft Windows 95: Introductory Concepts and Techniques (96-page)
Introduction to Microsoft Windows NT Workstation 4

Introduction to Microsoft Windows 95 (224-page)

Microsoft Windows 95: Complete Concepts and Techniques

Microsoft Windows 3.1 Introductory Concepts and Techniques

Microsoft Windows 3.1 Complete Concepts and Technigues

Introduction to DOS 6 (using DOS prompt)
Introduction to DOS 5.0 or earlier (using DOS prompt)

WINDOWS APPLICATIONS

Microsoft Works 4*

Microsoft Works 3.0*

Using Microsoft Office 97 (16-page)

Using Microsoft Office 95 (16-page)

Brief Introduction to Microsoft Office 97 (300-page)

Microsoft Office 97 Essentials (576-page)

Object Linking and Embedding (OLE) (32-page)

Microsoft Outlook 97 ¢ Microsoft Schedule+ 7

Introduction to Integrating Office 97 Applications (48-page)

Introduction to Integrating Office 95 Applications (80-page)

Microsoft Word 97* ¢ Microsoft Word 7* « Microsoft Word 6* e Microsoft
Word 2.0

Corel WordPerfect 7 « WordPerfect 6.1* « WordPerfect 6* « WordPerfect 5.2

Microsoft Excel 97* » Microsoft Excel 7* ¢ Microsoft Excel 5*  Microsoft
Excel 4

Lotus 1-2-3 97* e Lotus 1-2-3 Release 5* ¢ Lotus 1-2-3 Release 4*

Quattro Pro 6

Microsoft Access 97* ¢ Microsoft Access 7*  Microsoft Access 2*

Paradox 5 e Paradox 4.5 ¢ Paradox 1.0 e Visual dBASE 5/5.5

Microsoft PowerPoint 97* e Microsoft PowerPoint 7* e Microsoft

PowerPoint 4*

DOS APPLICATIONS

WordPerfect 6.1 « WordPerfect 6.0 « WordPerfect 5.1
Lotus 1-2-3 Release 4 e Lotus 1-2-3 Release 2.4 o Lotus 1-2-3 Release 2.3
Quattro Pro 3.0 ¢ Quattro with 1-2-3 Menus

dBASE 5  dBASE |V Version 1.1 « dBASE IIl PLUS

Paradox 4.5 e Paradox 3.5

PROGRAMMING AND NETWORKING

Microsoft Visual Basic 5  Microsoft Visual Basic 4 for Windows 95*
(available with Student version software) e Microsoft Visual Basic 3.0
for Windows™*

Microsoft BASIC ¢ QBasic

Novell NetWare for Users

The Internet: Introductory Concepts and Techniques (UNIX)

Netscape Navigator 4: An Introduction

Netscape Navigator 3: An Introduction

Netscape Navigator 2 running under Windows 3.1

Netscape Navigator: An Introduction (Version 1.1)

Netscape Composer

Microsoft Internet Explorer 3: An Introduction

Also available as a mini-module
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D PROJECT ONE
CREATING A DaTABASE USING
DesSIGN AND DATASHEET

VIEws

Objectives
Introduction
Project One — Pilotech Services
Database
What Is Microsoft Access?
Overview of Project Steps
Mouse Usage
Starting Access and Creating
a New Database
The Access Desktop and the
Database Window
Creating a Table
Defining the Fields
Correcting Errors in the Structure
Saving a Table
Adding Records to a Table
Closing a Table and a Database
and Quitting Access
Opening a Database
Adding Additional Records
Correcting Errors in the Data
Previewing and Printing the Contents
of a Table
Creating Additional Tables
Adding Records to the Additional
Table

— —
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A
A
A
A
A
A
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A1.10

A1.12
A1.13
A1.16
A118
A1.19
A1.20

A1.24
A1.24
A1.26
A 128

A1.28
A 132

A 1.34

Microsoft Access 97
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Using a Form to View Data
Creating a Form
Closing and Saving the Form
Opening the Saved Form
Using the Form
Switching Between Form View

and Datasheet View

Creating a Report
Selecting the Fields for the Report
Completing the Report
Printing the Report

Closing the Database

Microsoft Access Help
Using the Office Assistant
Using the Contents Sheet to

Obtain Help
Using the Index Sheet to
Obtain Help
Using the Find Sheet to
Obtain Help
Obtaining Web Information
Using the Question Mark Button
or Help Button to Define Items
on the Screen

Designing a Database

Project Summary

What You Should Know

Test Your Knowledge

Use Help

Apply Your Knowledge

In the Lab

Cases and Places

A1.35
A 1.36
A 137
A 1.38

F
A 1.40
A1.42
A143
A 145
A 1.46
A 1.46
A 146

A 149
A 151

A 1.52
A-1.53

A 1.54
A 1.54
A 1.57
A 1.57
A 1.58
A 1.61
A 1.62
A 1.65
A173
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D PROJECT TWO

QuERYING A DataBase USING THE SELECT

Query WINDOW

Objectives
Introduction
Project Two — Querying the Pilotech
Services Database
Overview of Project Steps
Opening the Database
Creating a New Query
Using the Select Query Window
Displaying Selected Fields in
a Query
Running a Query
Printing the Results of a Query
Returning to the Select Query
Window
Closing a Query
Including All Fields in a Query
Clearing the Design Grid
Entering Criteria
Using Text Data in Criteria
Using Wildcards
Criteria for a Field Not in
the Result
Using Numeric Data in Criteria
Using Comparison Operators
Using Compound Criteria
Sorting Data in a Query
Sorting on Multiple Keys
Omitting Duplicates
Joining Tables
Restricting Records in a Join
Using Computed Fields in a Query
Calculating Statistics
Using Criteria in Calculating
Statistics
Grouping

A2.1
A24

A24
A6
A26
A27
A2.10

A2.10
A212
AZ13

A2.14
A 215
A216
A217
A218
A2.18
A 219

A2.20
A 222
A223
A224
A 227
A228
A 230
A 232
A 23S
A 236
A 238

A 240
A2.42

Saving a Query A244
Closing a Database A 2.45
Project Summary A 2.46
What You Should Know A 2.46
Test Your Knowledge A 247
Use Help " ﬁ 2.5;
Your Knowledge 2.5
i:PIFI,\IZ Lab A 2.54
Cases and Places A 2.58

D PROJECT THREE
MAINTAINING A DATABASE USING THE
DesiGN AND UPDATE FEATURES

OF ACCESS
Objectives A3l
Introduction A34
Project Three — Maintaining the
Pilotech Services Database A34
Overview of Project Steps A35
Opening the Database A36
Adding, Changing, and Deleting A36
Adding Records A36
Searching for a Record A38
Changing the Contents of a Record A 3.9
Switching Between Views A 3.10
Deleting Records A3.11
Changing the Structure A3.12
Changing the Size of a Field A3i13
Adding a New Field A 3.14
Updating the Restructured
Database A3.16
Resizing Columns A3.17
Using an Update Query A3.19
Using a Delete Query to Delete
a Group of Records A3.21
Creating Validation Rules A3.23
Specifying a Required Field A3.23
Specifying a Range A3.24

Specifying a Default Value A3.25



Specifying a Collection of
Legal Values
Using a Format
Saving Rules, Values, and Formats
Updating a Table that Contains
Validation Rules
Making Individual Changes
to a Field
Specifying Referential Integrity
Ordering Records
Ordering Records on
Multiple Fields
Creating and Using Indexes
How Does Access Use an Index?
When Should You Create
an Index?
Creating Single-Field Indexes
Creating Multiple-Field Indexes
Closing the Database
Project Summary
What You Should Know
Test Your Knowledge
Use Help
Apply Your Knowledge
In the Lab
Cases and Places

D INTEGRATION FEATURE
INTEGRATING EXCEL
WORKSHEET DaTA
INTO AN Access DATABASE

Introduction

Creating an Access Database

Converting an Excel Worksheet
to an Access Database

Using the Access Table

Summary

What You Should Know

Use Help

D PROJECT FOUR
Reports, FORMS, AND PUBLISHING
Reports 10 THE WEB

Obijectives
Introduction
Project Four - Creating Custom
Reports and a Form for
Pilotech Services
Overview of Project Steps
Opening the Database
Report Creation
Creating a Query
Creating a Report
Using Design View
Report Sections
Changing Properties
Closing and Saving a Report
Printing a Report
Grouping in a Report
Creating a Query
Creating a Second Report
Reviewing the Report Design
Removing Unwanted Controls
Enlarging the Page Header Section
Changing Column Headings
Moving and Resizing Controls
Previewing a Report
Closing and Saving a Report
Printing a Report
Report Design Considerations
Creating and Using Custom Forms
Beginning the Form Creation
Modifying the Form Design
Adding a New Field
Changing the Format of a Field
Placing a Combo Box
Adding a Title
Enhancing a Title
Closing and Saving a Form

A43
A4b

A49

A49

A 4.9
A4.10
A 4.10
A4.11
A 4.15
A4.16
A4.17
A4.19
A4.20
A4.20
A 4.20
A 421
A4.25
A4.25
A 4.27
A 4.28
A4.29
A 4.30
A 4.31
A 4.31
A 431
A 432
A4.32
A 4.33
A 4.36
A 4.38
A 4.38
A 4.42
A4.44
A 4.46



vi * Contents

Opening a Form
Using a Form
Closing a Form
Form Design Considerations
Publishing to the Web
Publishing an Object to the Web
Viewing a Web Page
Closing a Database
Project Summary
What You Should Know
Test Your Knowledge
Use Help
Apply Your Knowledge
In the Lab
Cases and Places

D PROJECT FIVE

A 446
A 447
A 4.47
A4.47
A4.48
A 448
A 4.50
A 451
A 4.51
A 4.5]
A 4.52
A 4.55
A 4.56
A 4.58
A 4.66

ENHANCING Forms witH OLE FiELps,

HYPERLINKS, AND SUBFORMS

Objectives
Introduction
Project Five - Enhancing the Pilotech
Services Forms
Overview of Project Steps
Opening the Database
Date, Memo, OLE, and Hyperlink
Fields
Adding Fields to a Table
Updating the New Fields
Updating Date Fields
Updating Memo Fields
Changing the Row and
Column Size
Updating OLE Fields
Updating Hyperlink Fields
Saving the Table Properties
Advanced Form Techniques
Creating a Form with a Subform
Modifying the Subform Design
Modifying the Form Design

A5
A54

A54
AS.S
AS.6

AS5.6
A5.6
A58
AS9
A5.10

AS12
AS5.13
A S15
A 537
A5.18
AS5.18
AS5.22
AS5.23

Resizing and Moving the Subform
Moving and Resizing Fields
Moving Labels
Changes to the Form
Resizing a Label
Changing the Size Mode
of a Picture
Moving a Group of Fields
Changing the Contents of a Label
Changing Label Alignment
Resizing the Labels
Changing Special Effects
and Colors of Labels
Adding a Form Title
Adjusting the Subform
Viewing Data and Web Pages
Using the Form
Using Date and Memo Fields
in a Query
Closing the Database
Project Summary
What You Should Know
Test Your Knowledge
Use Help
Apply Your Knowledge
In the Lab

Cases and Places

D PROJECT SIX

AS.2S
AS5.27
A5.28
AS5.29
AS5.29

A 5.30
AS5.32
A 5.32
A5.33
AS5.34

A 5.35
A 5:37
A 5.39

A 5.40

A543
A 5.46
A 5.46
A 5.46
A 5.47
A 5.50
A 5.52
A 5.53
A 5.59

CREATING AN APPLICATION SysTEm UsING
Macros, VBA, AND THE SWITCHBOARD

MANAGER

Objectives
Introduction
Project Six - Creating an Application
System for Pilotech Services
Overview of Project Steps
Opening the Database
Creating and Using Macros

Aé6.1
Ab6.4

A6.6
A 6.7
A6.7
A6.7



The Macro Window
Adding Actions to a Macro
Running a Macro
Modifying a Macro
Errors in Macros
Creating Additional Macros
Running the Other Macros
Creatfing and Using Command
Buttons
Adding Command Buttons
to a Form
Using the Buttons
Modifying the Add Record Button
Creating and Using Combo Boxes
Creating a Combo Box
Using the Combo Box
Issues with the Combo Box
Modifying the Combo Box
Using the Modified Combo Box
Creating and Using a Switchboard
Creating a Switchboard
Creating Switchboard Pages
Modifying Switchboard Pages
Modifying the Other Switchboard
Pages
Using a Switchboard
Closing the Switchboard
and Database

A6.8

A69
A6.12
A6.13
A6.15
Ae6.15
A6.17

A6.17

A6.17
A6.21
Ae6.22
A 6.24
A6.24
A6.28
A6.29
A6.29
A6.34
A 6.36
A 6.36
A 6.38
A 6.40

A 6.42
A 6.45

A 6.46

Microsoft Access 97

Contents * vii

Project Summary A 6.47
What You Should Know A 6.47
Test Your Knowledge A 6.48
Use Help A 6.52
Apply Your Knowledge A 6.54
In the Lab A 6.55
Cases and Places

A 6.61

D INTEGRATION FEATURE
LINKING EXCEL WORKSHEETS
10 AN AcCEsS DATABASE

Introduction

Creating the Database
Linking the Data

Using the Linked Worksheets
Summary

What You Should Know

In the Lab

Index All



» PROJECT ONE

CReATING A DataBase Usine
DEsSIGN AND DATASHEET
Views

Objectives A 1.3

Introduction A 1.6

Project One — Pilotech Services
Database A 1.8

What Is Microsoft Access?
Al8

Overview of Project Steps
Al9

Mouse Usage A 1.9

Starting Access and Creating a
New Database A 1.10

The Access Deskiop and the
Database Window A 1.12

Creating a Table A 1.13

Saving a Table A 1.19

Adding Records fo a Table
A1.20

Closing a Table and a Database
and Quitting Access A 1.24

Opening a Database A 1.24

Adding Additional Records
A1.26

Previewing and Printing the
Contents of a Table A 1.28

Creating Additional Tables
A 1.32

Using a Form to View Data
A1.35

Creating a Report A 1.40

Closing the Database A 1.46

Microsoft Access Help A 1.46

Designing a Database A 1.54

Project Summary A 1.57

What You Should Know

A1.57
Test Your Knowledge A 1.58
] Use Help A 1.61
Apply Your Knowledge A 1.62
In Dﬁe lab A 1.65

Cases and Places A 1.73

» PROJECT TWO

QUERYING A DaTABASE
USING THE SELECT
Query Winbow

Objectives A 2.1
Introduction A 2.4
Project Two — Querying the
Pilotech Services Database
A24
Creating a New Query A 2.7
Including All Fields in a Query
A216
Clearing the Design Grid
A217
Entering Criteria A 2.18
Using Compound Criteria
A 224
Sorting Data in a Query
A 227
Joining Tables A 2.32
Using Computed Fields in a
Query A 2.36
Calculating Statistics A 2.38
Saving a Query A 2.44
Closing a Database A 2.45
Project Summary A 2.46
What You Should Know
A 2.46
Test Your Knowledge A 2.47
Use Help A 2.51
Apply Your Knowledge A 2.53
Inthe Lab A 2.54
Cases and Places A 2.58

» PROJECT THREE

MAINTAINING A DATABASE
UsinG THE DEsiGN
AND UPDATE FEATURES
OF ACCESS

Objectives A 3.1
Introduction A 3.4
Project Three — Maintaining the
Pilotech Services Database
A3.4
Overview of Project Steps
A35
Opening the Database A 3.6
Adding, Changing, and Deleting
A 3.6
Changing the Structure A 3.12
Creating Validation Rules
A 3.23
Specifying Referential Integrity
A 3.31
Ordering Records A 3.35
Creating and Using Indexes
A 3.38
Closing the Database A 3.45
Project Summary A 3.45
What You Should Know
A 3.45
Test Your Knowledge A 3.46
Use Help A 3.50
Apply Your Knowledge A 3.52
Inthe Lab A 3.54
Cases and Places A 3.61

D INTEGRATION FEATURE

INTEGRATING EXCEL
WoRrksHEeT DaTA INTO
AN Access DATABASE

Introduction AI 1.1

Creating an Access Database
Al 1.3

Converting an Excel Worksheet
to an Access Database

Al 1.3
Using the Access Table AI 1.8
Summary AI 1.8
What You Should Know Al 1.8
Use Help AI1.9

)

L 4

Microsoft Access 97

g
R
S
o
7o)
W
\O
™~




