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Brief Review of Access Level 1 Concepts   

• Create a Database from Scratch 
• Create a Table from Scratch 
• Modify the Table Design 

o Add, Delete, Move and Rename Fields 
o Modify Field Properties 

• Create a Query from Scratch 
o Add, Delete and Move Fields 
o Specify Criteria 
o Change the Sort Order 

 

Working with Multiple Tables 
• Overview 
• Principles for Creating a Well-Designed Database 
• Understanding Table Relationships 
• Understanding Types of Relationships 

o One to One 
o One to Many 
o Many to Many 

• Creating Relationships Between Tables 
• Enforcing Integrity in Table Relationships (“Referential Integrity”) 
• Printing Table Relationships 
• Deleting Table Relationships 
• Modifying Relationship Types 
 

Working with Queries Using Multiple Tables 
• Creating a Multiple Table Query 
• Working with Table Relationships Inside the Query Design 
• Creating Calculated Fields Using Fields From Multiple Tables 

 

Creating and Modifying Forms 
• Creating a Form Using AutoForm, the Form Wizard and from Scratch 
• Adding and Deleting Fields  
• Moving and Sizing Controls 
• Changing the Tab Order 
• Choosing a Form’s Data Source 
• Creating a Subform to Display Information from Related Tables 
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Formatting Forms and Reports 
• Formatting Fonts with the Formatting Toolbar 
• Changing Text Alignment 
• Using AutoFormat 
• Changing Colors 
• Applying Special Effects 
• Using the Format Painter 
• Adding Pictures and Lines 
• Aligning Controls with One Another 
• Changing a Control’s Formatting Properties 

 
Creating and Modifying Reports 

• Creating a Report Based on a Single Table 
• Creating a Report Based on a Query 
• Creating a Report that Contains Data from Multiple Tables 
• Adding and Deleting Fields 
• Moving and Sizing Controls 
• Adjusting Page Margins and Orientation 
• Adding Page Numbers and Dates 
• Understanding Report Sections 
• Grouping and Sorting Records 
• Creating Calculated Controls 
• Creating Charts with the Chart Wizard 

 

 

 


