Access 2000 Proficient Overview

Lesson 1:  Plan A Database

The Purpose of the Database

Is Access Appropriate?

Look at Current Outputs and Inputs

Subjects of the Database

Facts About Each Subject

Duplication of Facts

Restrictions or Rules Related to the Facts

How are the Subjects Tied Together?

Lesson 2:  Modify Tables And Fields

Table Wizard

Modify Fields

Primary Keys

Use Hyperlinks

Add Records with the Office Clipboard

Lookup Wizard

Lesson 3:  Change Field Properties

Field Size

Format

Decimal Places

Input Mask

Caption

Default Value

Validation Rule and Text

Required

Indexed

Other Properties

Lesson 4:  Define Table Relationships

Why Set Table Relationships?

The Three Types of Table Relationships

Referential Integrity, Cascade Delete, and Cascade Update

Establishing a One-To-Many Relationship

Creating Many-To-Many Relationships

Set up a One-To-One Relationship

Print Relationships

Use Subdatasheets

Lesson 5:  Develop Multiple-Table Queries

Multiple-Table Queries

Advanced Criteria

Create a Calculated Field

Lesson 6:  Develop Forms

Create a Form in Design View

Controls in Forms

Conditional Formatting

Create Controls that Calculate Values

Customize Form Sections

Lesson 7:  Develop Reports

Create a Report in Design View

Controls in Reports

Page Setup

Customize Report Sections

Create Controls that Calculate Values

Lesson 8:  Manage The Database

Bring in External Data

Save as a Web Page

Backup and Restore

Repair and Compact

