
  iii

Table of Contents
Quick Reference Tables	 v

Preface	 vi

ACCESS 2013 LESSON 5:
USING REPORTS TO DISPLAY 
INFORMATION

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

Adding a Title or Subtitle to a Report	 AC05.20

Using the Property Sheet	 AC05.21

Formatting Controls	 AC05.22

Applying Themes	 AC05.29

Exploring Other Report Tools	 AC05.30

Adding Report Sorting and Grouping Levels	 AC05.30

Adding Date and Time Data to a Report	 AC05.33

Adding Page Breaks to a Report	 AC05.35

Printing Reports	 AC05.36

Setting Report Print Layout	 AC05.37

Controlling Page Breaks	 AC05.37

Concepts Review	 AC05.38

Reinforce Your Skills	 AC05.39

Apply Your Skills	 AC05.61

Extend Your Skills	 AC05.69

Transfer Your Skills	 AC05.70

ACCESS 2013 LESSON 6:
REFINING TABLE DESIGN

Creating and Modifying Relationships	 AC06.3

Relationship Types	 AC06.3

Adding, Deleting, and Modifying 
Relationships	 AC06.3

Editing Relationships	 AC06.8

Modifying Table Structures	 AC06.10

Renaming Tables and Editing, Adding, 
and Deleting Table Fields	 AC06.10

Formatting a Table Datasheet Layout	 AC06.14

Changing the Width of Columns	 AC06.14

Moving and Hiding Data Columns	 AC06.14

Saving a Table Layout	 AC06.15

Enhancing a Datasheet	 AC06.17

Setting Field Properties	 AC06.21

Why Set Field Properties?	 AC06.21

Set Field Sizes, Captions, and Default Values 	 AC06.21

Custom Text and Memo Field Formats	 AC06.25

Short Text and Long Text Field Unique 
Properties	 AC06.25

Entering Field Properties	 AC06.26

Formatting Data Using Input Masks	 AC06.27

Setting Validation Rules	 AC06.32

Setting Lookup Fields With the Lookup Wizard	 AC06.34

Examining the Benefits of Lookup Tables	 AC06.35

Performing a Lookup	 AC06.35

Creating Lookup Fields for Multiple Values	 AC06.39

Concepts Review	 AC06.41

Reinforce Your Skills	 AC06.42

Apply Your Skills	 AC06.54

Extend Your Skills	 AC06.62

Transfer Your Skills	 AC06.63

ACCESS 2013 LESSON 7:
CUSTOMIZING INPUT FORMS

Identifying Complex Form Features	 AC07.3

Creating a Main Form with a Subform	 AC07.3

Removing the Layout	 AC07.4

Connecting Related Tables in Forms	 AC07.4

Creating a Form with a Subform	 AC07.4

Identifying the Subform Data Source	 AC07.9

Formatting the Form and Subform	 AC07.11

Adding Calculations to Forms	 AC07.18

Applying Totals to Forms in Datasheet View	 AC07.18

Creating Calculated Controls	 AC07.20

Totaling Calculated Subform Fields on a Form	 AC07.22

Using the Expression Builder	 AC07.23

Adding the Current Date to a Form	 AC07.27

Setting Properties to Assist and Control 
Data Entry	 AC07.29

Disabling Form Fields	 AC07.29

Locking Form Fields	 AC07.30

Adding Tips to Controls	 AC07.31

Creating a Pop-Up Form	 AC07.32

Concepts Review	 AC07.34

Reinforce Your Skills	 AC07.35

Apply Your Skills	 AC07.47

Extend Your Skills	 AC07.56

Transfer Your Skills	 AC07.57

Microsoft Access 2013: Level 2

Labyrinth Learning  http://www.lablearning.com



iv   Table of Contents

ACCESS 2013 LESSON 8:
CREATING COMPLEX QUERIES

Identifying Advanced Query Features	 AC08.3

Querying Tables Containing No Relationships	 AC08.3

Creating Select Queries	 AC08.4

Creating a Calculated Field in a Query	 AC08.6

Identifying Features of a Calculated Field	 AC08.6

Adding Totals to Datasheets	 AC08.8

Creating a Multi-Table Report Based 
on a Query	 AC08.9

Creating and Running Parameter Queries	 AC08.14

Setting Up a Parameter Query	 AC08.14

Formatting the Criteria Expression	 AC08.14

Creating Complex Parameter Prompts	 AC08.15

Creating and Running Action Queries	 AC08.16

Identifying Action Query Types	 AC08.17

Identifying Queries by Their Icons	 AC08.17

Enabling Content	 AC08.18

Creating a Make Table Query	 AC08.18

Creating an Append Action Query	 AC08.20

Creating an Update Query	 AC08.23

Creating a Delete Query	 AC08.25

Concepts Review	 AC08.27

Reinforce Your Skills	 AC08.28

Apply Your Skills	 AC08.38

Extend Your Skills	 AC08.46

Transfer Your Skills	 AC08.47

Index	 INDEX.1

Microsoft Access 2013: Level 2

Labyrinth Learning  http://www.lablearning.com


	Quick Reference Tables
	Preface
	Access 2013 Lesson 5:
	Using Reports to Display Information
	Designing Reports
	Report Essentials
	Identifying Report Design Tools

	Creating Reports Based on Multiple Tables
	Creating a Report Using the Report Wizard

	Modifying a Report
	Working with Report Controls
	Adding and Deleting Controls
	Adding a Logo to the Report
	Adding a Title or Subtitle to a Report
	Using the Property Sheet
	Formatting Controls
	Applying Themes

	Exploring Other Report Tools
	Adding Report Sorting and Grouping Levels
	Adding Date and Time Data to a Report
	Adding Page Breaks to a Report

	Printing Reports
	Setting Report Print Layout
	Controlling Page Breaks

	Concepts Review
	Reinforce Your Skills
	Apply Your Skills
	Extend Your Skills
	Transfer Your Skills

	Access 2013 Lesson 6:
	Refining Table Design
	Creating and Modifying Relationships
	Relationship Types
	Adding, Deleting, and Modifying Relationships
	Editing Relationships

	Modifying Table Structures
	Renaming Tables and Editing, Adding, and Deleting Table Fields

	Formatting a Table Datasheet Layout
	Changing the Width of Columns
	Moving and Hiding Data Columns
	Saving a Table Layout
	Enhancing a Datasheet

	Setting Field Properties
	Why Set Field Properties?
	Set Field Sizes, Captions, and Default Values 
	Custom Text and Memo Field Formats
	Short Text and Long Text Field Unique Properties
	Entering Field Properties
	Formatting Data Using Input Masks
	Setting Validation Rules

	Setting Lookup Fields With the Lookup Wizard
	Examining the Benefits of Lookup Tables
	Performing a Lookup
	Creating Lookup Fields for Multiple Values

	Concepts Review
	Reinforce Your Skills
	Apply Your Skills
	Extend Your Skills
	Transfer Your Skills

	Access 2013 Lesson 7:
	Customizing Input Forms
	Identifying Complex Form Features
	Creating a Main Form with a Subform
	Removing the Layout
	Connecting Related Tables in Forms
	Creating a Form with a Subform
	Identifying the Subform Data Source
	Formatting the Form and Subform

	Adding Calculations to Forms
	Applying Totals to Forms in Datasheet View
	Creating Calculated Controls
	Totaling Calculated Subform Fields on a Form
	Using the Expression Builder
	Adding the Current Date to a Form

	Setting Properties to Assist and Control Data Entry
	Disabling Form Fields
	Locking Form Fields
	Adding Tips to Controls
	Creating a Pop-Up Form

	Concepts Review
	Reinforce Your Skills
	Apply Your Skills
	Extend Your Skills
	Transfer Your Skills

	Access 2013 Lesson 8:
	Creating Complex Queries
	Identifying Advanced Query Features
	Querying Tables Containing No Relationships

	Creating Select Queries
	Creating a Calculated Field in a Query
	Identifying Features of a Calculated Field
	Adding Totals to Datasheets
	Creating a Multi-Table Report Based on a Query

	Creating and Running Parameter Queries
	Setting Up a Parameter Query
	Formatting the Criteria Expression
	Creating Complex Parameter Prompts

	Creating and Running Action Queries
	Identifying Action Query Types
	Identifying Queries by Their Icons
	Enabling Content
	Creating a Make Table Query
	Creating an Append Action Query
	Creating an Update Query
	Creating a Delete Query

	Concepts Review
	Reinforce Your Skills
	Apply Your Skills
	Extend Your Skills
	Transfer Your Skills

	Index



