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Microsoft Office Access 2003 Specialist

	Reference No.
	Skill
	Pages

	Unit 1
	Day 1
	

	1-1-1
	Create Access database table
Create a table in design view

Define, assign, and create field types

Change field data type

Enter data in a table

Format datasheets

Print a database table


Modify a table
Add and delete records

Create input masks

Create Lookup field

Sort records in a table
	S7-S40
S8-S17

S8-S17

S9-S17

S17-S20

S20-S23

S20-S23

S22-S27
S24-S25

S26-S32

S27-S32

S33-S34

	1-1-2
	Create and modify one-to-many relationships


Create a one-to-many relationship between tables

Enforce referential integrity

Print database relationships


Edit a one-to-many relationship
	S41-S65
S41-S57

S49-S52

S50-S54

S57-S60

	1-1-3
	Using Wizards and Help


Create a table using the Table Wizard

Find records with specific data and replace with other data

Back up a database

Compact and repair databases

Using help command

	S67-S91

S67-S76

S77-S80

S81-S83

S81-S83

S83-S91

	1-1-4
	Performing Queries and Filtering Records


Create queries using the Simple Query Wizard

Sort fields in a query

Create and modify calculated fields and aggregate functions


Create queries with Aggregate Functions


Create a Crosstab query


Create a Find Duplicates query

Find duplicate records using the Find Duplicates query


Create an Unmatched query

Filter by selection

Filter by form
	S93-S130

S93-S108

S100-S101

S105-S112

S108-S112

S113-S115

S115-S119

S115-S119

S119-S120

S120-S121

S122-S124

	
	Lunch Break 60 Min  1200-1300
	

	1-1 Comp
	Work in Progress
Complete Assessment 1-10

Complete Activity 1

Complete Job Study 1
	S131-S138
S131-S137

S137

S138

	Unit 2
	Day 1
	

	1-2-5
	Create forms 


Create a form using AutoForm

Navigating to specific records 

Print a form


Create a form using the Form Wizard


Create a form with related database tables


Create a form in Design view

Move, resize, format, and align form control objects

Add, move, resize, format, and align control objects


Add a form header and form footer

Add a calculated control
	S141-S169

S142-S145

S142-S143

S142-S143

S145-S151

S150-S151

S151-S164

S151-S158

S152-S164

S159-S161

S161-S164

	Unit 2
	Day 2
	

	2-2-6
	Create reports, Mailing Labels, and Charts


Create a report using AutoReport


Create a report using the Report Wizard


Create a report with related database tables


Create a report in Design view

Move, resize, and add customize control objects


Add a report header and report footer

Add and modify report control properties

Use PivotTable view

Use PivotChart view
	S171-S207

S172

S172-S178

S178-S179

S179-S194

S181-S185

S181-S185

S181-S185

S194-S199

S199-S202

	2-2-7
	Importing and Exporting Data
Export data to Excel

Export data to Word

Import data to a new table


Link data to a new table

Identify and modify object dependencies

View objects and object dependencies
	S209-S235
S209-S212

S212-S221 

S221-S222

S223-S224

S226-S230

S226-S230

	2-2-8
	Create Web Pages and Using Database Wizard

Create a data access Web page

Creating a Database with a Wizard
	S237-S251

S237-S243

S243-S251

	2-2 Comp
	Work Ready

Complete Assessment 1-9

Complete Activity 1 & 2

Complete Job Study 1
	S257-S265

S257-S263
S264
S265


