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Creating and Formatting a Calculated 
Field	 AC04-29
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Creating Special Types of Queries	 AC04-36

Creating a Crosstab Query	 AC04-36

Creating Unmatched and Duplicates 
Queries	 AC04-40

Viewing Structured Query 
Language (SQL)	 AC04-42

Concepts Review	 AC04-43

Reinforce Your Skills	 AC04-44

Apply Your Skills	 AC04-65

Extend Your Skills	 AC04-75

Transfer Your Skills	 AC04-76

ACCESS 2013 LESSON 5:
USING REPORTS TO DISPLAY 
INFORMATION	 AC05-1

Designing Reports	 AC05-3

Report Essentials	 AC05-3

Identifying Report Design Tools	 AC05-4

Creating Reports Based on Multiple Tables	 AC05-9

Creating a Report Using the Report 
Wizard	 AC05-9

Modifying a Report	 AC05-12

Working with Report Controls	 AC05-13

Adding and Deleting Controls	 AC05-13

Adding a Logo to the Report	 AC05-19
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Using the Property Sheet	 AC05-21

Formatting Controls	 AC05-22
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Exploring Other Report Tools	 AC05-30
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Grouping Levels	 AC05-30
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Controlling Page Breaks	 AC05-37
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Reinforce Your Skills	 AC05-40

Apply Your Skills	 AC05-62
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Transfer Your Skills	 AC05-71

OFFICE 2013 LESSON 1:
MULTITASKING WITH 
OFFICE 2013 	 CC01-1

Task 1: Outlining the Project	 CC01-3

Multitasking	 CC01-3

Task 2: Emailing a Meeting Agenda 
(Word/Outlook)	 CC01-4

Task 3: Checking Email Replies 
(Outlook/Word)	 CC01-7

Task 4: Creating a Budget Workbook (Excel)	 CC01-8

Task 5: Querying a Database (Access/Excel)	 CC01-11

Task 6: Creating a Column Chart (Excel)	 CC01-13

Task 7: Creating a Factsheet Document 
(Word/Excel)	 CC01-14
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(PowerPoint/Word)	 CC01-17
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Styles 	 CC01-17

In-place Editing of Office Program 
Objects 	 CC01-17

Task 9: Printing Handouts 
(Word/PowerPoint)	 CC01-21
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