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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

1l
1L
i
i
]
)
>

-

+
+

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical
screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files
e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit “iew |nzert Format Toolz  Table b
[ Mew.. Ctrl+H
|I#. Open... [ Chil+0 |
r‘\‘}
Cloze
Open | 7] x|
Lock in: |3Mynocunarts 31—-|QXE‘,v‘I’nd_s'
Mame
3] [Se
(53 My eBoak
Mooy | By e

= .3 My Pictures
\ﬁ I My Received Files

< | |

File namme: I ;I Cpen
Files of kype: |n|| Files (*,*) ;| Cancel

or on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):

Type a question for help |+ |§|

Cloze Window

Installing the Sample Files

e Use Windows Explorer to create a folder called Access 2003 Intermediate
Samples, in the My Documents folder.

o If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the
access_2003_intermediate__usa\exercise_files to the My Documents\
Access 2003 Intermediate Samples folder.

o If these files have been copied to your network server, then ask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

e Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Using the Northwind Database

When you have completed this learning module you will have seen how to:
¢ Install Northwind

e Check for Northwind

¢ Convert Northwind to the 2002-2003 File Format

Installing the Northwind Database

About Northwind

¢ Northwind is a sample database that ships with Access 2003. It contains
product and sales data for the fictitious company Northwind Traders.

¢ Itis recommended that Northwind be installed to follow the lessons in
this manual.

M Checking for Northwind
e Click the File Search button on the database toolbar:

e

¢ In the Search text box of the Basic File Search task pane, type Northwind.
In the Search in area of the task pane, choose Everywhere from the drop
down menu.

e _Click,Go.

s If Northwindimdb appears in the Search Results, double-click on the file to
open it and proceed to the next chapter.

¢ IfNorthwind is not.found in'the Search Results it will need to be installed.

Installing Northwind
e Insert the Microsoft Office 2003 CD-ROM in the CD-ROM drive.
¢ Double-click Setup.

Note: If your computer has autorun enabled, you will be presented directly with
the Microsoft Office 2003 setup screen.

e Select Add or Remove Features.
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Click Next.

Make sure that the Access box is checked, and that the Choose advanced
customization of applications checkbox is also selected. Click Next:

{&# Microsoft Dffice 2003 Setup M= E

Microsoft Office Professional Edition 2003 D

Zuskarm Setup

Select the Microsoft Office 2003 applications you would like to install.
Please deselect the Microsoft Dffice 2003 applications you would like to remove.

¥ Ward ¥ Publisher

v Excel v Access

¥ PowwerPoink [ InfoRath

v Cutloak
InfoPath requires Microsoft Inkernet Explorer version 6.0 or later.

¥ Choose advanced customization of applications.

Space Required on C: 1903 KB
Space Available on C: 2098 MB

< Back. | ek = ﬂ. Cancel |
bk

Under Choose update options for applications and tools, select the
Microsoft Office Access subtree.

Under Sample Databases, select Run all from My Computer:

i& Microsoft Dffice 2003 Setup [_TC[=]

Microsoft Office Professional Edition 2003 D

&dvanced Customization

ose update optnappllcatluns ‘ .

I Microsafk Office

E| Qvl Microsaft Office Access

: &= > Run all from My Computer

g Installed on Firsk Use

Description
Documented examples 3 Mok Available
create and customize fm

databases, and ready-to-use applications.

Space Required on C: 1908 KB
Space Available on C: 2098 MB

Help | < Back | Update I Cancel
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e Click Update.
¢ Once the installer completes, click OK to finish.

Note: Once the Northwind database is installed, search for it again and open
it.

Converting Northwind to the 2002-2003 File Format

¢ You may notice that the Northwind database supplied with Access 2003 utilizes
the older Access 2000 file format. If you wish, you can convert Northwind into
an Access 2002-2003 database. Please note that all pictures and examples in
this training manual will display the Access 2002-2003 file format.

Note: If you convert Northwind into the 2002-2003 file format, you will no
longer be able to open the file with any versions of Access older than Access
2002. If this poses a problem, do not convert the database into the new file
format.

To convert Northwind into the Access 2002-2003 file format

¢ Open the Northwind database.
¢ From the main menu, select Tools > Database Utilities > Convert Database
> To Access 2002-2003 File Format.

e In the Convert Database Into dialog box, select a folder where you want to
save the converted database. Type in a name (i.e. "Northwind.mdb") into the
File name box.

o Click Save. Access will now convert Northwind into a 2002-2003 database - this
process may take some time, so please be patient.

e When the conversion is complete, a warning dialog box will be displayed. Click
Yes.

e Congratulations - the process is complete. To begin working with the converted
Northwind database, simply open it and experiment!

FMQﬂeStionS‘ . - m I

How would you:

¢ Install Northwind?

e Check for Northwind?

e Convert Northwind to the 2002-2003 File Format?
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Designing Tables in Access 2003

When you have completed this learning module you will have seen how to:
e Set aPrimary Key

e Remove Non-Related Data

¢ Remove Redundant Data

e Remove Repeating Data

e Set Required Values in Columns

e Use the Relationship Tool

¢ Identify a Related Table

o Create Join Types

o Enforce Referential Integrity

o Work with Cascading Updates and Deletes
e Create a Single-Field Index

e Create a Multiple-Field Index

e Set the Index Sort Order

e Set Index Properties

e Delete Indexes

e Choose Appropriate Data Types

e Set Column Data Types

e Format Data Types

e Convert Between Data Types

Normalizing Data

setting a,Primarny Key

e A primary key is a field that uniquely identifies a row in a table and can be
based on any alphanumeric value.

To set a primary key

e Open a table in Design view.

¢ Right-click on the field you want to set as the primary key.
e From the pop-up menu, select Primary Key:
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Y Primary Kew
% cu

=3 Copy

[ Paste

5 Insert Rows
= Delete Rows
% Build...

7 Propetties

Note: You must save the table to save the primary key.

Removing Non-related Data

o Part of the normalization process is to remove non-related values. For
example, in the Employees table, it would probably be incorrect to include
customer data. Such an action would result in the mixing of different areas of
subject matter. Customer data should be stored in a separate table.

Removing Redundant Data

e Another part of the normalization process is to remove redundant values. A
redundant value is one that appears multiple times in the same table. For
example, in the Suppliers table, it is undesirable to repeat all supplier data for
each product a supplier sells. It is more efficient and manageable to create
supplier data once and then relate supplier data to product data in the Products
table. By doing this, supplier data only needs to be updated once in the
Suppliers table rather than multiple times in the Products table.

Rémoving Repeating Data

e An additional part of the normalization process is to remove repeating values.
Repeating values are similar values that appear across multiple columns,ef.a
table. For example, it is undesirable to create a new column for each product
sold in the /Orders table. | Instead, it iSs more efficient and manageable to relate
order data by Order'ID to another table called Order DetailssmEach rowsin
Order Details represents a line item on an order.

Setting Required Values in Columns

e Another part of the normalization process is to ensure that all fields have
values. A well-designed table will not allow null values. A null value means
that a value is unknown. Note that this is different from a blank or zero-length
value.
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To set required fields

e Open a table in Design view.

o Select the Data Type pane for the desired field.

o Find the General tab in the lower-left portion of the design window.
¢ In the General tab select the Required field.

e Choose Yes to make the field required:

General | Lookup |

Field Size 40

Farmat

Input Mask

Capkion Company Marme
Default Yalue

Validation Rule

Walidation Text

Required i) -
Allow Zero Length

Indexed Mo

Unicode Compression Yes

IME Made Mo Cantraol

IME Sentence Mode Mone

Smart Tags

Note: You must save the table to save the field change.

Establishing Relationships

Using the Relationship Tool
e The Relationship tool manages joins between related fields in different tables.

ete arela
e C R ips button o a bar

¢ Right-click on the relationship between two tables.
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e From the pop-up menu, select Delete:

o Click Yes when prompted to delete the relationship.

To create a relationship
e Click the Relationships button on the Database toolbar.
e Drag a field from one table to another table:
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Identifying a Related Table

Tables that are related will have fields that are common between them. For
example, Shippers and Orders are related by the ShipperID and ShipVia
fields respectively. It is easier to identify relationships if the field names are
the same. Related fields should have the same data type. For example,

EmployeelD is defined as a long integer in both the Orders and Employees
tables.

Note: Data types are discussed in more detail later in this training manual.

Creating Join Types

There are three join types in Access: one-to-one, one-to-many, and many-
to-many.

A one-to-one relationship has only one matching row in each related table.
One-to-one relationships are not common. An example would be a table with
many columns divided into multiple tables that relate to one master key value.

A one-to-many relationship has a row in one table that matches many rows in
a related table. This is the most common type of relationship. An example is
the relationship between the Customers and Orders table. This relationship is
described as one customer having many orders and each order belonging to only
one customer.

A many-to-many relationship has many rows in one table that match many
rows in a related table. This is a special relationship that involves a third table
called a junction table. An example is the relationship between Orders and
Products. These two tables are joined by a junction table called Order
Details. This relationship is described as many orders having many products
and many products belonging to many orders.

To createa joinitype

Right-click/on the relationship between two tables.
From the /pop-up menu; select Edit Relationship:
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OrderID —— CustomerID &

ProductiD Companyhlam
UnitPrice ContactMame
Quantity ContactTitle
Discount Address

City -
Region hd
Edit Relationship. ..

Lasthamne K Delete PRE
FirstMame ShipperID
Title Companyhlame
TitleOFCourte: Fhone
BirthDate
HireDate
Address
City =

e This opens the Edit Relationships dialog box.
e Click Join Type:

Edit Relationships HE
Table/Cuery: Related Table/Query:
|Emp|ovaas EIOrdars 3

Cancel |
EmploveslD = | EmplayeelD =]
- Jain Type. .,
I Enforce Referential Inteqriby Creats ew..
[T Cascade Update Related Fields
[T cCascade Delete Related Records
Relationship Type: ‘ One-Ta-Many
e This opens the Join Properties dialog box.
°

Select the desired relationship type:

Join Properties

= 1: Only include rows where the joined fields from bath kables are

1 'Employvess’
pined Fields 2

Enforcing Referential Integrity
o Referential integrity ensures that related records between tables are valid.
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To set referential integrity

e Right-click on the join between two tables.

e From the pop-up menu, select Edit Relationship. This opens the Edit
Relationships dialog box.

e Check the Enforce Referential Integrity box:

Edit Relationships
Tablefuery: Related TablefQuery:
IEmponees ;lOrders j

Cancel |

Employvesll = [EmploveelD a
— Join Tvpe.. |

-
Create Mew. . |

‘I_j Enforce Referential Integrityt——————————
ascade Update Related Fields

[ Cascade Delete Related Records

Relationship Type: Cne-To-Many ‘

e Click OK.

Working with Cascading Updates and Deletes

e Cascading allows for updates or deletes of related records without violating
referential integrity. Use cascading when there is a need to propagate
foreign key data changes. For example, if there is an update of EmployeelD
in the Employees table, then all related records in Orders should also be
updated with the new EmployeelD so that an employee's sales history is not
lost. Cascading will make this change automatic.

TegsElieascading gptions

e Right-click on/the join between two tables.
e _From the pop-up menu, selectEdit Relationship. This opens the Edit
Relationships.dialog box.

e Check/the CascadeUpdate Related Fields and/or Cascade Delete Related
Fields box:
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Edit Relationships EHE
Tablef/Cuery: Related TablefQuery: ok
IEmponees ;lOrders

Cancel
EmployesID = | EmployeelD

T

Join Type..

Create New,
I Enforce Referential Integrity

V¥ Cascade Update Related Fields
V¥ Cascade Delete Related Records

Relationship Type: One-To-Many ‘

e Click OK.

Note: The Enforce Referential Integrity box must be checked to set
cascading options.

Working with Indexes

Creating a Single-Field Index

e An index is used to improve the performance of data searches. A single-field
index is defined only on one field. Use a single-field index on a field that will
participate in a relationship. For example, CategoryID in the Products table
is defined as a single-field index and is related to the CategoryID field in the
Categories table.

Joereatea singlesfigld index
e  Opena'table in Design view.

o Click the Indexes buttonfon the Table Design toolbar ﬁ

OR*from the main menu, select View = Indexes:
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iew | Insert  Tools  Window

Design View

Datasheet Yiew

PivatTable Yiew

PiwobChart Yiew

iy & & &

Propetties Ale+Enter

Object Dependencies. ..

i
N

Indexes [y

3
Task Pane Chrl+F1

Toolbars 3

¢ This opens the Indexes design grid.
e Type a name in the Index Name column.
¢ Select a desired field from the drop-down menu in the Field Name column:

£ Indexes: Products E

Index Mame Field Mame Sort Order -
CakeqoryID CategoryID Ascending
I% | Primarykey ProductID Ascending
| |ProductMame Producthame Ascending
I | supplierD SupplierlD Ascending
H UnitPrice UnitPrice Ascending

I
Index Properties
Primary Mo
Unigque Mo The name for this index. Each index can use
Ignore Mulls T up ko 10 Fields,

e Click the Close button on the Indexes title bar.

Note: The default Sort Order is defined as Ascending. Setting the sort order
is discussed later in this chapter.

Creating & Multiple-Field Index

¢ A multiple-field index is defined on two or more fields. Use a multiple-field
indexon fields that will be used in complex queries.

To create a multiple-field index

e Open a table in Design view.
o Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

e This opens the Indexes design grid. Type a name in the Index Name column.
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e Select multiple fields from the drop-down menu in the Field Name column:

£ Indexes: Orders

Index Name Field Mame Sort Order -
ShippedDate ShippedDate Ascending
[ | shipPostalCade ShipPostalCode Ascending

i ShipperInfo Ascending

A ing
Ascending

Index Propetties

The name faor this index. Each index can use
up to 10 Fields.

e Click the Close button on the Indexes title bar.

Note: Each multiple-field index can use up to 10 fields.

Setting the Index Sort Order

e The index sort order improves the performance of queries that use sorting
functionality. For example, writing a query that sorts CompanyName in
descending order from the Customers table would benefit from a descending
sortorder index.

To set the index sort order

e Open a table in Design view.
e Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

e This opens the Indexes design grid./ Click the drop-down menu in the Sort
Order column. Select Descending to change the _sort order:

£ Indexes: Customers

City

CompanyMame
PastalCode Ascending
Customer D Ascending
Region Ascending
|
Index Propetties
Prirnary Mo
Unique Mo Records can be sorked in ascending or
Ignare Mulls Mo descending order,

¢ Click the Close button on the Indexes title bar.
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Setting Index Properties

e The behavior of an index can be controlled by setting the properties on the
index. The available properties are Primary, Unique, and Ignore Nulls. The
Primary property allows for an additional method of setting the primary key
for a table. The Unique property determines if duplicate values are allowed in
the index. The Ignore Nulls determines if unknown values are included in the
index.

To set index properties

e Open a table in Design view.
e Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

e This opens the Indexes design grid.

e Select an index.

e Select a Primary property from the drop-down menu in the Index Properties
section.

e Select a Unique property from the drop-down menu in the Index Properties
section.

e Select an Ignore Nulls property from the drop-down menu in the Index
Properties section:

£ Indexes: Suppliers E

Sort Order
Ascending
Ascending
SupplierI fscending

AL

e Click the Close button on the Indexes title bar.

Note: Changing the index properties on an existing index can cause
unexpected changes in the index behavior. The Primary property cannot be set
on another field if the original primary key is part of a relationship.
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Deleting Indexes

Open a table in Design view.
Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

This opens the Indexes design grid.
Right-click on an Index Name.
From the pop-up menu, select Delete Rows:

£ Indexes: Orders

Index Mame Figld Mame: Sork Order i

CustomerID ZuskomerIDr Ascending
| |EmplovesID Employeell Ascending
| |orderDate OrderDate Ascending
(% | Primarykey OrderID Ascending
| |shippedDate ShippedDate Ascending
| | shipPostalCode] - et Ascending

= Inserk Rows

i

|:-"* Delete Rows . [Properties
b

Primary Mo
Unique Mo The name for this index. Each index can use
Ignore Mulls Mo up ko 10 Fields,

Click the Close button on the Indexes title bar.

Working with Data Types

Choosing Appropriate Data Types

Determining which data type to use for a field is a very important step_in
designing a table., The available data types are Text,,Memo, Number,
Date/Time, Currency, AutoNumber, Yes/ZNo, OLE Object, and Hyperlink.
The, following are some important considerations when deciding which data
types to use:

Sterage requirements: For example, the Number data typescanguse Iyp2s4;
8, or 16 bytes.

The domain of the data: This refers to what can be stored in the column. For
example, Text cannot be stored in a Number field.

Establishing relationships: Generally, it is more efficient to establish
relationships between Number or Text columns.

Sorting requirements: Sorting Text values may return unexpected results and
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OLE Objects cannot be sorted.

Indexing requirements: Indexing Memo fields can create very large indexes
and OLE Objects cannot be indexed.

Calculation requirements: Certain calculations cannot be performed on fields
defined as Text or OLE Objects.

Setting Column Data Types

e Open a table in Design view.

e Create a new field.

o Select the desired data type from the Data Type drop-down menu:

P |Hobbies Text -

[Memo

Nurmber
Dake ) Time
Currency
Autalumber
Yesiho

COLE Object
Hyperlink
Lookup Wizard...

ararsl T IR

¢ Close the table.

Formatting Data Types
e Open a table in Design view.

o Select an existing field.
Set the desired field size in the Field Size text box.

appropriate formatting symbaokin th textgbox:

Caption
Default v,

on Text

Required Mo

Allow Zero Length Mo
Indexed 0]
Unicade Compression Yes

IME Mode Mo Control
IME Sentence Mode Mone
Smark Tags

e Close the table.
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Converting Between Data Types

e Sometimes it may be necessary to change the data type for a column. For
example, it may be necessary to change from a Text field, which has a
maximum length of 255 characters, to a Memo field which has a maximum
length of 65,536 characters.

Note: Changing between data types can result in a loss of data. This can
happen when converting from a larger data type to a smaller data type, or when
converting between incompatible data types (such as changing from Text to
Number).

To change a field to a different data type

e Open a table in Design view.
e Select an existing field.
e Select the desired data type from the Data Type drop-down menu:

Hobbies

Mermno
Mumber
DatelTime
Currency
AutoMumber
esMo

OLE Object
Huwperlink,
Lookup Wizard. ..

I

¢ Close the table.

Review Questions

How would'you:

o _Set.a Primary Key?

¢ Remove Non-Related Data?

e Remoye Redundant Data?

e “Remove Repeating Data?

e Set Required Values in Columns?
e Use the Relationship Tool?

¢ ldentify a Related Table?

e Create Join Types?

o Enforce Referential Integrity?

o Work with Cascading Updates and Deletes?
e Create a Single-Field Index?

e Create a Multiple-Field Index?

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 29 - Access 2003 - Intermediate Level Manual

e Set the Index Sort Order?

e Set Index Properties?

e Delete Indexes?

e Choose Appropriate Data Types?
e SetColumn Data Types?

e Format Data Types?

e Convert Between Data Types?

SAMPLE
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Designing Queries in Access 2003

When you have completed this learning module you will have seen how to:
o Create update queries

e Create delete queries

o Create append queries

e Create make-table queries

e Create a one-parameter query

e Create a two-parameter query

e Use wildcards as parameters

e Create calculated fields

e Use common functions in calculated fields

e Create a two-table join

e Add fields from different tables to the query grid
¢ Remove tables from the query builder

Creating Action Queries

Creating Update Queries

¢ An Update Query makes changes to a group of records. Updates can be made
in one or more tables.

To create an Update Query

o _aClicksQueries impthe Objeets pane.

s Click the New button to apen the New Query dialog box.
o _Select Design View.

o ClickiOK:

Mew Query

Desiqn

il Simple Query Wizard
Bfg Crosskab Query Wizard
== Find Duplicates Query Wizard
Find Unmatched Query Wizard
Create 5 new query without using

awizard,

ok E! Cancel
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Select a table from the Tables tab in the Show Table dialog box. Click Add:

Show Table E3

Tables IQueriesI Both |

Cabeqories
Customers
Employees
Crder Details
Orders

‘Produrts
Shippers
Suppliers

Click Close. A representation of the table appears in the query grid.
Click on the Query Type button on the Query Design toolbar:

Select Update Query to change from a Select Query to an Update Query:

= T L
Select Query

F  Crosstab Query

¥ Make-Table Query...
|.ﬁ Update Query

¥ append Query...

A Delete Quary

Select a field from the Field drop-down menu:

nitPrice R
Supplier IDf
CakegoryID
CuantibyPerUnik
UritPrice
LinitsInSkock
LnitsonOrder
RedrderLevel
Discontinued

Select the Update To section of the query grid and type a value:

Field: |UnitPrice
Table: |Products
Update To: |[UnitPrice]*2
Criteria

or!
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e Click the Run button on the Query Design toolbar to execute the update:

!

e Click Yes to apply the changes.

Note: There is no undo feature for the update action. The change is
permanent.

o Close the query design window.

Creating Delete Queries

o A Delete Query deletes groups of records. Deletes can be made in one or more
tables.

To create a Delete Query

¢ Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

e Select a table from the Tables tab in the Show Table dialog box.

e Click Add.

e Click Close. A representation of the table appears in the query grid.

o Click the Query Type button on the Query Design toolbar.

e Select Delete Query to change from a Select Query to a Delete Query:

f/? Update
¥ appen

e Select a field from the Field drop-down menu.
e Select the Criteria section of the query grid and type a value: Note: This delete
query uses a where filter to limit which rows are deleted.
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Field: |Productiame
Table: [Products
Delete: |Where
Criteriat |"Tafu"
or:

o Click the Run button on the Query Design toolbar to execute the delete.
e Click Yes to apply the changes:

Microzoft Access

You are about to delete 1 row{s) from the specified table.

! Cnce you click Yes, wou can't use the Undo command to reverse the changes.,
Are wou sure wou wank ko delete the selected records?

Note: An error will occur if a relationship has been previously defined for this
field. Click No to cancel or Yes to ignore the error and continue:

Microzoft Access

Microsoft Access cant delete 1 record(s) in the delete query due to key yiolations and 0 record{s)
due to lock violations.

! 5 Do wou wank to run this action query anyway?

Toignore the error(s) and run the query, click Yes.
Faor an explanation of the causes of the violations, click Help.

e Mo ’}J Help
14

o Close the query design window.

Creating®Append Queries

e . An Append Query adds groups of records to the end of a table. Recaords can be
added,.from one ormore tables.

To create an Append Query

e Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

e Select a table from the Tables tab in the Show Table dialog box.

e Click Add.

e Click Close. A representation of the table appears in the query grid.
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e Click the Query Type button on the Query Design toolbar.
Select Append Query to change from a Select Query to an Append Query:
=] EREEE N

Select Query

A Update Query

¥ Append Query. ..
A Delete Query

¥

e This opens the Append dialog box.
e Select a table from the Table Name drop-down menu:

Append HE
Append To oK I
Table Mame: || -

J Cancel |
{+ Current DEMplovees =
~ Order Details
Ancther DY oy ders

File Hame: :
Shippers |
Supplisrs b

e Click OK.
o Select the desired fields to append:

Figld: |ProductMame SupplierID CakegoryID
Table: |Producks Producks Products
Sark:
Append To: | ProductMame SupplierlD CakegoryID
Criteria:

ar:

Click the Run button on the Query Design toolbar to execute the update.
o Click Yes to append the rows:

Microsoft Access

e Close the query design window.

Creating Make-Table Queries

A Make-Table Query creates a new table from data in another table. Records
can be added from one or more tables.
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To create a Make-Table Query

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.

Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.

Click Add.

Click Close. A representation of the table appears in the query grid.

Click the Query Type button on the Query Design toolbar.

Select Make-Table Query to change from a Select Query to a Make-Table
Query:

oY mE A
Select Query

F9  Crosstab Query

|_,? Malge—TabIeQuery...E
A

Update Quary

8%  append Query...
A Delete Query

This opens the Make Table dialog box.
Select a table from the Table Name drop-down menu

OR type a new table name:

Make Table K
Ok I
Cancel |

x|

Make Mew Table

Table Mame: Ipmductsz

&' Current Datahase

er Database:
File &
a A

Click OK.
Select the desired fields:
Field: |ProductMame SupplierIC CategoryID
Table: |Products Products Products
Sort:
Append To: [ProductMarne SupplierID CateqgaoryID
Criterias
ar:

Click the Run button on the Query Design toolbar to execute the update.
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e Click Yes to paste the rows into the table:

Microsoft Access E3

You are about to paste 154 row(s) into a new table.

Cnce wou click ¥es, wou can't use the Undo command to reverse the changes,
Are you sure wou wank ko creake a new table with the selected records?

L ]

Yes Mo |
L2

Note: There will now be a new table in the Tables section.

e Close the query design window.

Creating Parameter Queries

Creating a One-Parameter Query

o A parameter query is a special query that prompts a user for input. This is
useful for creating generic queries where users can specify custom select
criteria.

To create a one-parameter query

o Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

e _aSe€lect a table from the Tables tab ingthe ShowsTable dialeg box.

e Click Add.

s Click Close. /A representation of the table appears in the query grid.
o Selecta field from the Field drop-down menu.

e Add aprompt in the Criteria text box:

Field: |ProduckID Producthane SupplierID
Table: |Products Praducts Producks
Sork:
Show:
Critetia: [Enter a Product Mame
or:

e Click the Run button on the Query Design toolbar to execute the query. This
opens the Enter Parameter Value dialog box.
e Input a value.
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Click OK:
Enter Parameter ¥alue EHE
Enker & Product hame
Chai
Ok Cancel |
L

The results of the query are displayed.
Close the query results window.

Creating a Two-Parameter Query

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.
Select a field from the Field drop-down menu.

Add two prompts in the Criteria text box:

Figld: [ShippedDate Counkry

Table: [Orders Emnployees
Sork:

Shiow:

L= I een [Beainning Date] And [Ending Date
ar:

Clickethe Run button on theaQuery Designgtoolbaryto execute the querympiihis
opens the firstEnter Parameter Value dialog box.

Input a value.
Click OK:

Enter Parameter ¥alue

Cancel |

This opens the second Enter Parameter Value dialog box.
Input a value.
Click OK:
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Enter Parameter ¥alue EHE

Ending Date

Cancel |

The results of the query are displayed.
Close the query results window.

Using Wildcards as Parameters

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.
Select a field from the Field drop-down menu.

Add a wildcard prompt in the Criteria text box:

Figld: |ProductMarne SupplierID CategoryID
Table: |Products Products Products
Sork:
Show:
(sTEER ke [Eriter the wildcard character(s); 12"
ar:

Note: The Like operator is used for pattern searches.

Click the Run button on the Query Design toolbar to execute the query.

opens Enter Parameter Walue dialoggbox.
Inputa value.

Click OK:

The results of the query are displayed.
Close the query results window.

This
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Creating Calculated Columns in Queries

Creating Calculated Fields

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.
Select a field from the Field drop-down menu.

Enter an expression for the calculated field:

Field: [Froducthame  |UnitPrice || ence @ |
Table: |Producks Products

Sork:
Shiow:

Criteria:
oF:

Click the Run button on the Query Design toolbar to execute the query.
The results of the query are displayed.
Close the query results window.

Using Common Functions in Calculated Fields

There are a large number of functions that can be used in calculated fields.
Functions in Access can be. divided into groups..Common._groups are
Date/Time, Financial, Math, and Text functions.“Some common functions
within“each group include:

Date/lime: Date; DatePart, Day, Hour, Minute.

Einancial: FV, PV, IRR, Pmt.

Math: Exp, Rnd, Sqr.

Text: LTrim, RTrim, Replace, Len.

Functions will only work correctly when supplied with the correct number of
arguments. A tool included within Access, called the Expression Builder,

simplifies using functions in calculated fields. The Expression Builder is
discussed later in this training manual.
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Joining Tables

Creating a Two-Table Join
e A two-table join links related fields between two different tables.

To create a two-table join

o Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.

To add another table to the query grid

¢ Click the Show Table button on the Query Design toolbar. This opens the
Show Table dialog box.

Add. ate
from irst

the table
ted field in the

Products

Productharne CakegoryMame

SupplierID Description
oo N
Quantity PerUinit
UnitPrice
nitsInStock
Unitsonorder
ReorderLevel
Discontinued
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The final result will be a join link between the two tables:

Products |
= *

ProductiD CategoryID
Productiame CategoryMarne
SupplierID Descripkion
CategoryID Picture
CuankibyPerlnit

LinitPrice

UnitsInstock

Unitsonorder

ReorderLevel

Discontinued

Adding Fields from Different Tables to the Query Grid
Select the desired field from the Field drop-down menu

OR select the desired table from the Table drop-down menu:

Field:
Table: {] -
Sark: || Products
Shio:
Criteria:
ar:

e Select the desired field from the Field drop-down menu:

Field: | sEle=t i Et=
Table: | Categories
Sark:
Show:

¢ “Clickathe Run button on the Query Design toolbarto execute the query.
e, The results/ofthe query are displayed!
¢ " Close the/query results window.

Removing Tables from the Query Builder
¢ Right-click on the table you want to remove in the query grid.
e From the pop-up menu, select Remove Table:
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Products

ProductlD | 5F' Properties...
ProductMame
Supplier I

CategaryID j

OR from the main menu, select Edit = Delete:

Edit | Wiew Insert  Query
¥ Can'tUnds  Chl+2

Cut Chrl+i
Copy Chrl+C
Cffice Clipboard. ..

B 56 iF o<

Paste Chrl+4

Delete Columns

Review Questions

How would you:

Create Update Queries?

Create Delete Queries?

Create Append Queries?

Create Make-Table Queries?
Create a One-Parameter Query?
Create a Two-Parameter Query?
Use Wildcards as Parameters?
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Designing Forms in Access 2003

When you have completed this learning module you will have seen how to:
o Choose an Appropriate Control

e Place Controls ona Form

¢ Move a Control

e Resize a Control

e Set Control Properties

e Create Page Headers and Footers
e Create Form Headers and Footers
e Set Form Properties

o Work with Identifiers

e Create a Subform

e Create a Form with Two Subforms
e Create Nested Subforms

e Delete a Subform

e Create a Modal Pop-up Form

e Create a Modeless Pop-up Form

¢ Create a Switchboard

o Edit a Switchboard Item

e Delete a Switchboard

Creating Data Entry Forms

About Forms

o "Formsican be used for data entry, displaying data in a user-friendly format, and
as a navigational'tool:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 44 - Access 2003 - Intermediate Level Manual

Freview product list I,

Output product izt az HTML [

Product ID:

|

10 bores x 20 bags

e T

Unit Price: | |

Units 'Iln Stock:

Choosing an Appropriate Control

e Controls are objects that can be placed on forms, reports, or data access pages
that display data, perform actions, or can be used for visual display. Controls
shipped with Access 2003 include:

Text Boxes: Used to display data on a form. Text boxes can be bound to a
data source or unbound to accept input or display a calculation.

Labels: Used to display text on a form. Labels are useful for descriptions of
instructional text. Labels are not associated with a data source.

List Boxes: Used to display a pre-determined list of values. List boxes are
useful when limiting selection choices or when enforcing data integrity.

ctions in

options.

Toggle Buttons: Used to set Yes/No values from an underlying query or table.
Useful when combined with an Option Group to select values that are Yes/No.

Image: Used when displaying a digital image on a form. An example would be
the display of a company logo.

Tabbed Pages: Used when presenting different sections of information as one
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logical set. Useful when separating levels of information related to a common
topic such as employee, company, or personal information.

Rectangles and Lines: Used when displaying limited geometric shapes. Useful
when displaying breaks between fields or sections within a form.

Subform: An advanced control that displays child data that is related to data on
the parent form. Subforms are discussed later in this training manual.

Placing Controls on a Form

Click Forms in the Objects pane.

Click the New button. This opens the New Form dialog box.
Select Design View.

Select a data source for the form from the drop-down menu:

Mew Form

Dresign Yiew

i Farm \Wizard
L’/ AutoForm: Colurnar
== AutoFarm: Tabular
) AutoForm: Datashest
Cr,eate a new Form without AutoFarm: PivatTahle
using 3 wizard. AutoForm: PivotChart
Chart Wizard
FivotTable Wizard

Choose the table or query where [

the object’s data comes Fram:
Order Subkatals -
Orders
Orders Qry

Product Sales For 1997

Products Abowvetywerage PricJ
Products by Categaory
Productsz

Quarterly Orders &

Click"OK.

Access opens into.Form Design view showing the Detail area, Data Source,
and Toeolbox.
Click the desired control to place on the form on the Toolbox toolbar:

Toolboza TN

Click and drag the control in the Detail area of the form:
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OR drag and drop a field from the data source to the Detail area of the form:

Dl
:I # Detail

roduckID
¢ |ProductMame
- | SupplierID
| |CategaryID
;| QuantityPerlinit

: |UnitPrice
 |UnitsInstack
: [UnitsOnOrder
i |RecrderLevel
¢ | Discontinued

Moving a Control

e Select the control you want to move.

o Place the cursor over the control until the cursor changes to a hand.
¢ Click and drag the control to its new location:

Resizing a Control
o Select the control you want to resize.
e Place the cursor over the control until the cursor changes to a double arrow.
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e Click and drag control to the desired size:

Iy

# Detail

Setting Control Properties
e Control properties can be divided into five categories:

Format: Sets visual properties for a control.
Data: Sets the underlying data source for a control.

Event: Sets action behavior for a control. Typically used to tie a macro or event
procedure to a specific control action.

Other: Sets the behavior for the control such as tab stop behavior or the tab
order.

All: Used to view all categories in the same pane.

To set a property on a control

¢ Right-click on the control. From the pop-up menu, select Properties. This
opens the control properties dialog box:

E" Text Box: ProductiD

ProductID

e Select the desired control properties.

Note: The available control properties will vary depending on the type of control
used.
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Creating Page Headers and Footers

¢ Page headers and page footers appear at the top and bottom of each page
and can display information such as a column heading.

To create page headers and footers

e Right-click in the Detail area of the form.

e From the pop-up menu, select Page Header/Footer. This opens the Page
Header and Page Footer panes:

D O

# Page Header

|| # Detail

# Page Footer

e Place the desired control on the page header or page footer.

Creating Form Headers and Footers

e Form headers and form footers appear at the top and bottom of each page
and can display items such as the date, page number, or company logo.

Toeireate form headars and footers
¢ Right=click in thesPetail area of the form.

e From the pop-up menu, selectForm Header/Footer. This opens the Form
Header and Form Footer panes.

e Place the desired control on the form header or form footer.

Note: Page headers and footers and Form headers and footers can both
appear on the same form.
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Setting Form Properties
e Form properties can be divided into five categories:

Format: Sets visual properties for a form.
Data: Sets the underlying data source for a form.

Event: Sets action behavior for a form. Typically used to tie a macro or event
procedure to a specific form action.

Other: Sets the behavior for the form such as the modal or pop-up properties.

All: Used to view all categories in the same pane.

To set a form property

e Right-click on the form.
e From the pop-up menu, select Properties. This opens the Form properties
dialog box:

E'Form
IFnrm j

Format | Data | Event | Other | &l |

Caphion o v e | -

Defaulk Wiew ... Single Form j

Allow Form YWiew . .. ... .. Ves

Allow Datasheet View . . . . . WEs

Allow PivotTable View .. es

Allow PivotChart Wiew . .. .. es

ScrollBars . oo Both

Record Seleckars . o0 u 0 es

Mawvigation Butkons . ... . .. Yes

Dividing Lines . .. ........ WES

......... Yes
Contral Box . .. ...

e Select the desired form properties.

Working with ldentifiers

¢ When referencing an object or property in another form or subform, it is
necessary to use an object identifier. This is the fully qualified name of the
object or property. For example, when referencing the order date in the
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Orders form, it is necessary to use the object identifier
Forms![Orders]![OrderDate].

To add an object identifier in a control

e Right-click on a control.
e From the pop-up menu select Properties. This opens the control properties
dialog box:

IProductID j

Format | pata | Event | other | &l |

Formak . ..o 00 ;l -
Decimal Places . ... ... ... Auto j
Mishle . oo s

Displav When . .. ... .. Always

ScrollBars oo Mone

CAMGEROW o o Mo

Canshrink .. .00 1]

I 1.3333"

TOP o v e 0.375"

width L 1"

HEIGNE + + v ovees s s eees 0.1667" x|

e Click the Data tab.
o Click the Expression Builder button next to the Control Source field:

E" Text Box: ProductiD E

IPdeuctID j

Format  [ata |Event I Other I all I

Control Source . oo - | .
Input Mask., ...

Defaulkalue . ... ..

e This opens the Expression Builder.
¢ Add the desired object from the Expression Builder window:
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Expression Builder

[
Farrns [Orders] [CrderDate] Ok
Cancel
Unda I
+ - *|a|=><<] and or mot tke| (3] Paste | hHep |
[ Form1 - | | <Farmm= - -
(3] Tables <Field List AfterUpdate
@ Queries CrderID Label AllowaukoCorrect
& CrderID &utoTab
Forms EillTa Label BackCalar
tEI Loaded Forms CustomerID BackStyle
= all Farms Salesperson Label BeforelUpdate
. EmployeslD BorderZolar
iZak
(1 Categories OrderDate Label BorderLinestyle
3 Cuskomer Latn Borderskyls
O customer ord [RequiredDate Ligel  |Barderwidth
1 Employees RequiredDate Bottomiargin
£ Main Switchbo ShippedDate Label Caniarowm
= ShippedDate Canshrink
Py A . Freight Label ColumnHidden
s "I Freight ColumnOrder
il—l L4 CI—.:.—E’.—. 1=kl j Pt AEPESY R[N LI
A

o The external object is now referenced in the current control using its Object
Identifier:

E'Form

IForm

Format  Data |Event I Other I all I
Record Source ... [Forms]![Orders]i[OrderDate] = | -

Filker oo

Order BY v v v v e e [
Allow Filkers . o0 Yes

AllowEdiks . o000 Yes

Allow Deletions .. Yes

Allow additions ... Yes

DataEntry . o000 v i Mo

Recordset Type . oo v v v Cynaset
Record Locks . ... 0L Mo Locks
Fetch Defaults . . ... ... .. Yes ;I

Working withiSubformsy, /8 H W B N

Creating a Subform

e A subform is a form inside another form. Subforms are useful for displaying
one-to-many relationships where the main form displays the one side of the
relationship and the subform displays the many side of the relationship. A
form/subform combination is sometimes called a parent/child form.

To add a subform to a form
e Opena form in Design view.
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e Click the Control Wizards button on the Toolbox toolbar:

A I 2 6
Iﬂ I:_Cl:nntn:ul YWizards [ﬁ
= E N O %

e Click the Subform/Subreport button on the Toolbox toolbar:

B

Az ab| [ 2 @®
~ CH B = [
ﬂ@%m%l
N O 5%

¢ Click and drag the control in the Detail area of the form:

e -

m ard.
s an er u .

| || # Detai
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SubForm Wizard

‘You can use an existing form to create your subform or subreport, or
create wour own using tables andfor queries.

what data would wou like ko use For wour subform or subrepart?

o {Use existing Tables and Queries

€~ Use an exisking Form

Customer Labels Dialog
Customer Orders
Customer Orders Subforml
Cuskomer Orders Subformz
Cuskomer Phone List
Cuskomers

Emplovess j

Cancel | = Bach: | Mext = kl st |

Select a table from the Tables/Queries drop-down menu.
Select a field from the Available Fields area.
Click the single right arrow to add the field

OR click the double right arrow to add all fields:

SubForm Wizard

‘which fields would you like to indude on the subform or subrepart?

‘You can choose fields from more than one table andfor query.

Tables/Queries

ITabIe: Categories ;l

#Avvailable Fields: Selected Fields:
CategoryID
CategoryMame

Click Next.
Select the Choose from a list option button

OR select the Define my own option button:
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SubForm Wizard

Would vou like to define which Figlds link your main Farm ka Ehis
subformm yourself, or choose Fram the list belaw?

(C) ;ghooﬁfrom a list, i Define my own.

Show Cateqories For each record in Products using CakegoryID

Cancel | < Back | Mext = | Einish |

Note: If Define my own is selected, the wizard will require the link between
the main form and subform to be manually defined.

o Click Next.
e Type a name for the subform.
e Click Finish.

Creating a Form with Two Subforms

e A form with two subforms is often used when one subform is related to
another subform within the same main form. The first subform is related to a
key value in the main form. The second subform is related to the first
subform by a different key value.

To,create a formpwitRitw o subfapms

e Click Forms'in the Objects pane.

Click the New button on the database/window. This opens the New Farm
dialog box.

Select Form Wizard.

Click OK.

Select a table from the Tables/Queries drop-down menu.

Add the desired fields.

Select another table from Tables/Queries drop-down menu. This will be the
first subform.

Add the desired fields.
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Select another table from Tables/Queries drop-down menu. This will be the
second subform.

Add the desired fields.

Click Next.

Select the desired view in the How do you want to view your data dialog
box.

Select the Form with subform(s) option button:

How do vou wank o view your

data?
EmployeelD, LastMarne, Firsthanme

by Order Details

(OrderDate, RequiredDate

LInitPrice, Quantity, Discounk

% Form with subformis) ™ Linked Forms

Cancel | < Back | Mext = Einish

Click Next.
Select the desired layout for each subform:

What layout would you like For each subform?

Cancel < Back Mext = Einish
Click Next.
Select the desired form style.
Click Next.
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e Enter the title for the main form and each subform:

‘wehat titles do you want For wour Forms?

Farm: |Emploveesl
Subfarm: |Orders Subfarmz
Subfarm: |Order Deetails Subform

That's all the information the wizard needs to create your
Farm,

Do wiou wank to open the Farm ar modify the Form's design?

G Cpen the form to view or enter information.

" Modify the Form's design,

[ Display Help on working with the: Form?

Cancel % Back [ERE = Einish

e Click Finish.

Creating Nested Subforms

e Creating a nested subform is similar to creating a form with two subforms.

The main difference between the two is that the second subform is embedded
in the first subform instead of in the main form.

To create a nested subform
e Create a subform within a main form.

Note: Creating subforms jwithin a form was previously discussed in this training
manual.

o Click the Subform/ZSubreport.control button on the Toolbox toolbar.

e  Click.and drag the contral in the Detail area of the existing subform. This
opens the"SubForm Wizard.

e Select the Use existing Tables and Queries option button.
e Click Next.

e Select a table from the Tables/Queries drop-down menu.

e Select a field from the Available Fields area.

¢ Click the single right arrow to add a field

OR click the double right arrow to add all fields.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 57 - Access 2003 - Intermediate Level Manual

e Click Next.
e Select the Choose from a list option button

OR select the Define my own option button.

Note: If Define my own is selected, the wizard will require the link between
the main form and subform to be manually defined.

¢ Click Next.
e Type a name for the subform.
e Click Finish.

Deleting a Subform

e Open the main form in Design view.
e Right-click on the subform.
e From the pop-up menu, select Cut

OR right-click on the subform in the Forms database window.
e From the pop-up menu, select Delete.
Note: Deleting the subform directly from the Forms database window without

deleting it from the parent form will cause an error when opening the parent
form.

Creating Pop-up Forms

Creating a Modal Pop-up Form

o A modal formgissene that has'exclusive focus when it is open. Other database
objects are not accessible while the form is open.
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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m
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Includes Windows 7 and Office 2010 Courseware j E \
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In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase
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