icrosoft‘”
ACCESS 2013

COMPLETE




Microsoft
ACCESS 2013

Philip J. Pratt
Mary Z. Last

&S S
~ . CENGAGE = Jn

- & (ASHMAN
i~ learning’ = Suriss.

Australia « Brazil « Japan « Korea « Mexico « Singapore « Spain « United Kingdom « United States

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



This is an electronic version of the print textbook. Due to electronic rights restrictions,
some third party content may be suppressed. Editorial review has deemed that any suppressed
content does not materially affect the overall learning experience. The publisher reserves the right
to remove content from this title at any time if subsequent rights restrictions require it. For
valuable information on pricing, previous editions, changes to current editions, and alternate
formats, please visit www.cengage.com/highered to search by ISBN#, author, title, or keyword for
materials in your areas of interest.

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



CENGAGE
Learning

Microsoft® Access® 2013: Complete
Philip J. Pratt and Mary Z. Last

Executive Editor: Kathleen McMahon

Product Manager: Jon Farnham

Associate Product Manager: Crystal Parenteau
Editorial Assistant: Sarah Ryan

Print Buyer: Julio Esperas

Director of Production: Patty Stephan

Content Project Manager: Matthew Hutchinson
Development Editor: Amanda Brodkin

Senior Brand Manager: Elinor Gregory

Market Development Manager: Kristie Clark

Market Development Manager:
Gretchen Swann

Marketing Coordinator: Amy McGregor

QA Manuscript Reviewers: Jeffrey Schwartz,
John Freitas, Serge Palladino, Susan Pedicini,
Danielle Shaw, Susan Whalen

Art Director: GEX Publishing Services, Inc.
Text Design: Joel Sadagursky

Cover Design: Lisa Kuhn, Curio Press, LLC
Cover Photo: Tom Kates Photography
Compositor: PreMediaGlobal

Copyeditor: Michael Beckett

Proofreader: Kim Kosmatka

Indexer: Rich Carlson

Microsoft and the Office logo are either
registered trademarks or trademarks of
Microsoft Corporation in the United States
and/or other countries. Cengage Learning is
an independent entity from the Microsoft
Corporation, and not affiliated with Microsoft
in any manner.

Printed in the United States of America
123456718171615 14

© 2014 Cengage Learning

ALL RIGHTS RESERVED. No part of this work covered by the copyright herein
may be reproduced, transmitted, stored or used in any form or by any means
graphic, electronic, or mechanical, including but not limited to photocopying,
recording, scanning, digitizing, taping, Web distribution, information networks,
or information storage and retrieval systems, except as permitted under
Section 107 or 108 of the 1976 United States Copyright Act, without the prior
written permission of the publisher.

For product information and technology assistance, contact us at
Cengage Learning Customer & Sales Support, 1-800-354-9706
For permission to use material from this text or product,
submit all requests online at cengage.com/permissions
Further permissions questions can be emailed to
permissionrequest@cengage.com

Library of Congress Control Number: 2013941393

ISBN-13: 978-1-285-16907-1
ISBN-10: 1-285-16907-7

Cengage Learning

20 Channel Center Street
Boston, MA 02210

USA

Cengage Learning is a leading provider of customized learning solutions with
office locations around the globe, including Singapore, the United Kingdom,
Australia, Mexico, Brazil, and Japan. Locate your local office at:
international.cengage.com/region

Cengage Learning products are represented in Canada by Nelson Education, Ltd.

To learn more about Cengage Learning, visit www.cengage.com

Purchase any of our products at your local college bookstore or at our
preferred online store at www.cengagebrain.com

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Microsoft

ACCESS 2013

Contents

Preface viii

Screen Resolution OFF 36

microsoft Office 2013 and Windows 8 _
To Copy a Folder to a USB Flash Drive OFF 38

To Change the Screen Resolution OFF 37
. . R To Use the Backstage View to Close a Database OFF 40
Office 2013 and Windows 8: Essential g

N To Exit an Office App OFF 40
Co_nc_epts and skills To Run Access Using the Search Box OFF 40
Objectives OFF 1 To Open an Existing Database OFF 43
Roadmap OFF 2 To Create a New Access Database
Introduction to the Windows 8 Operating System OFF 2 from File Explorer OFF 45
Using a Touch Screen and a Mouse OFF 3 To Run an App from File Explorer
Scrolling OFF 5 and Open a File OFF 46
Keyboard Shortcuts OFF 6 Renaming, Moving, and Deleting Files OFF 48
Starting Windows OFF 6 To Rename a File OFF 48
To Sign In to an Account OFF 7 To Move a File OFF 50
The Windows Start Screen OFF 8 To Delete a File OFF 51
Introdu.ction to MiFrosoﬂ Office 2013 OFF 9 Microsoft Office and Windows Help OFF 52
M!crosof't Of-f!ce 2013 Ap.ps OFF 9 To Open the Help Window in an Office App OFF 52
Mlcrosoft Qﬁlce 2013 Suites OFF 9 Moving and Resizing Windows OFF 52
Running and Using an App OFF 10 To Move a Window by Dragging OFF 52
Access OFF 10 To Resize a Window by Dragging OFF 53
To Run Access from the Start Screen OFF 11 Using Office Help OFF 54
Windows Desktop OFF 12 To Obtain Help Using the
To Switch between an App and the Start Screen  OFF 13 'Search online help’ Text Box OFF 54
To Maximize a Window OFF 14 To Obtain Help Using Help Links OFF 55
Access Unique Elements OFF 14 Obtaining Help while Working in
Saving and Organizing Files OFF 15 an Office App OFF 55
Organizing Files and Folders OFF 15 Using Windows Help and Support OFF 56
To Create. a Folder OFF 16 To Use Windows Help and Support OFF 56
Eglgza\{c\gr;d:c:llvjer within a Folder gi:z 12 Chapter Summary OFF 58
To Expand a Folder, Scroll through Apply Your Knowledge orr >
’ Extend Your Knowledge OFF 60
_ Folder Contents, and Collapse a Folder OFF 21 Analyze, Correct, Improve OFF 61
To SVV.ItCh from One App to Another OFF 22 In the Labs OFF 62
Creating an Access Da.tabase OFF 23 Consider This: Your Turn OFF 63
To Create a Database in a Folder OFF 23 Learn Online OFF 64
Navigating in Dialog Boxes OFF 26
The Access Window OFF 26
Navigation Pane and Access Work Area OFF 27 vicrosoft OFFice 365
To Display a Different Tab on the Ribbon OFF 30
To Collapse and Expand the Ribbon OFF 31 Office 365 Essentials
To Use a Shortcut Menu to Relocate .
the Quick Access Toolbar OFF 32 Objectlve.s . b1
To Customize the Quick Access Toolbar OFF 33 Introduction to Oﬂl,ce 365 CLb 2
To Minimize and Restore a Window OFF 34 Cloud Computing cb2

1l
Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



iv Contents Microsoft Access 2013 Complete

What is Office 365? CLD 3 Using Queries AC 42
Office 2013 and Office 365 Features Comparison CLD 4 To Use a Criterion in a Query AC43
Subscription-Based Office 365 Plans CLD 5 Creating and Using Forms AC 45

First look at Office 365 CLD 6 To Create a Form AC 45
Productivity Tools CLD 6 Using a Form ACA47
Email and Calendars CLD 7 Creating and Printing Reports AC 48
Online Meetings CLD 7 To Create a Report AC 48
File Sharing CLD 7 Using Layout View in a Report AC50
Website Creation CLD 8 To Modify Report Column Headings

Synchronization CLD 8 and Resize Columns AC50
Multiple Device Access to Office 365 CLD 8 To Add Totals to a Report AC53

Teams Using Office 365 in Business CLD 9 Database Properties AC54
Email Communication Using Exchange CLD 10 Special Database Operations AC56
Collaboration Using SharePoint CLD 10 Backup and Recovery AC 56
Website Design Using SharePoint CLD 11 Compacting and Repairing a Database AC57
Real-Time Communications Using Lync CLD 11 Additional Operations AC57

Chapter Summary CLD 15 Database Design AC58

Consider This: Your Turn CLD 15 Database Requirements AC58

Database Design Process AC 60
Identifying the Tables AC 60
Microsoft ACCESS 2013 Determining the Primary Keys AC 60
Determining Additional Fields AC61

CHAPTER ONE Determining and Implementing

Databases and Database Objects: Relationships Between the Tables AC 62

An Introduction Determining Data Types for the Fields AC 62

Objectives AC1 Identifying and Removing Redundancy AC 62

Introduction AC2 Chapter Summary AC64

Project — Database Creation AC2 Apply Your Knowledge AC65
Roadmap ACS Extend Your Knowledge AC 66

Creating a Database AC6 Analyze, Correct, Improve AC67

The Access Window AC7 In the Labs AC68
Navigation Pane and Access Work Area AC8 Consider This: Your Turn ACT71

Determining Tables and Fields AC8 Learn Online AC72
Naming Tables and Fields AC8
Determining the Primary Key AC8 CHAPTER TWO
Determining Data Types for the Fields AC9 Querying a Database

Creating a Table AC10 Objectives AC73
To Modify the Primary Key AC 11 Introduction AC74
To Define the Remaining Fields in a Table AC 14 Project — Querying a Database AC74
Making Changes to the Structure AC 15 Roadmap AC76
To Save a Table AC16 Creating Queries AC77
To View the Table in Design View AC17 To Create a Query in Design View AC78
Checking the Structure in Design View AC18 To Add Fields to the Design Grid AC79
To Change a Field Size in Design View AC18 Determining Criteria AC80
To Close the Table AC20 Running the Query AC 80
To Add Records to a Table AC20 To Use Text Data in a Criterion AC 81
Making Changes to the Data AC23 Using Saved Queries AC 82
Starting Access and Opening a Database AC24 Wildcards AC 83
To Add Records to a Table that Contains Data AC 26 To Use a Wildcard AC 83
To Resize Columns in a Datasheet AC28 To Use Criteria for a Field Not Included

Previewing and Printing the Contents of a Table AC29 in the Results AC 85
To Preview and Print the Contents of a Table AC 30 Creating a Parameter Query AC 86

Importing or Linking Data from Other To Create and View a Parameter Query AC87

Applications to Access AC 32 To Use a Parameter Query AC 88
To Import an Excel Worksheet AC 33 To Use a Number in a Criterion AC 89
Modifying the Table AC 37 Comparison Operators AC 89
To Modify a Table in Design View AC 37 To Use a Comparison Operator in a Criterion AC 90
Correcting Errors in the Structure AC 39 Using Compound Criteria AC91

Additional Database Objects AC40 To Use a Compound Criterion
Creating Queries AC40 Involving AND AC91
To Use the Simple Query Wizard to To Use a Compound Criterion Involving OR AC92

Create a Query AC40 Special Criteria AC92

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Sorting
To Clear the Design Grid
To Sort Data in a Query
To Omit Duplicates
To Sort on Multiple Keys
To Create a Top-Values Query
Joining Tables
To Join Tables
To Change Join Properties
To Create a Report from a Query
Creating a Form for a Query
To Create a Form for a Query
Using a Form
Exporting Data from Access to Other
Applications
To Export Data to Excel
Text Files
Adding Criteria to a Join Query
To Restrict the Records in a Join
Calculations
To Use a Calculated Field in a Query
To Change a Caption
To Calculate Statistics
To Use Criteria in Calculating Statistics
To Use Grouping
Crosstab Queries
To Create a Crosstab Query
Customizing the Navigation Pane
To Customize the Navigation Pane
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER THREE

Maintaining a Database
Objectives
Introduction
Project — Maintaining a Database
Roadmap
Updating Records
To Create a Split Form
To Use a Form to Add Records
To Search for a Record
To Update the Contents of a Record
To Delete a Record
Filtering Records
To Use Filter By Selection
To Toggle a Filter
To Use a Common Filter
To Use Filter By Form
To Use Advanced Filter/Sort
Filters and Queries
Changing the Database Structure
To Add a New Field
To Create a Lookup Field
To Add a Calculated Field
Mass Changes
To Use an Update Query

AC93
AC93
AC94
AC94
AC 96
AC98
AC99
AC 100
AC 101
AC 103
AC 105
AC 105
AC 107

AC 107
AC 107
AC 110
AC111
AC111
AC112
AC 112
AC114
AC 115
AC 117
AC 118
AC118
AC 119
AC121
AC 122
AC124
AC125
AC 127
AC128
AC129
AC 133
AC135

AC 137
AC 138
AC 138
AC139
AC141
AC141
AC 143
AC 143
AC 145
AC 145
AC 146
AC 147
AC 148
AC 148
AC 150
AC 151
AC 152
AC 153
AC 154
AC 154
AC 158
AC 160
AC 160

Microsoft Access 2013 Complete Contents v

Validation Rules
To Specify a Required Field
To Specify a Range
To Specify a Default Value
To Specify a Collection of Legal Values
To Specify a Format
Updating a Table that Contains
Validation Rules
Making Additional Changes to the Database
To Change the Contents of a Field
To Use a Lookup Field
To Use a Multivalued Lookup Field
To Update a Report to Reflect the
Changes in the Table
Changing the Appearance of a Datasheet
To Include Totals in a Datasheet
To Change Gridlines in a Datasheet
To Change the Colors and Font in a Datasheet
Using the Datasheet Formatting Dialog Box
Multivalued Fields in Queries
To Include Multiple Values on
One Row of a Query
To Include Multiple Values on
Multiple Rows of a Query
Referential Integrity
To Specify Referential Integrity
Effect of Referential Integrity
To Use a Subdatasheet
Handling Data Inconsistency
Ordering Records
To Use the Ascending Button to Order Records
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER FOUR

Creating Reports and Forms
Objectives
Introduction
Project — Reports and Forms
Roadmap
Report Creation
Report Sections
To Group and Sort in a Report
Grouping and Sorting Options
Report Controls
To Add Totals and Subtotals
To Remove the Group, Sort, and Total Pane
To Conditionally Format Controls
To Filter Records in a Report
To Clear a Report Filter
The Arrange and Page Setup Tabs
Multiple-Table Reports
To Create a Report that Involves Multiple Tables
Creating a Report in Layout View
Using Themes
Live Preview for Themes
To Create a Summary Report

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).

Editorial review has deemed that any suppressed content does not materially affect the overall leamning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.

AC 162
AC 163
AC 164
AC 164
AC 165
AC 165

AC 166
AC 168
AC 168
AC 169
AC170

AC172
AC175
AC 175
AC 176
AC177
AC 178
AC179

AC 179

AC 180
AC 181
AC 182
AC 184
AC 185
AC 186
AC 187
AC 187
AC190
AC 191
AC 193
AC 194
AC 194
AC 198
AC 200

AC 201
AC 202
AC 202
AC 205
AC 207
AC 207
AC 208
AC210
AC211
AC211
AC214
AC 215
AC 218
AC 219
AC 220
AC 221
AC 222
AC 227
AC 230
AC 232
AC 232



vi Contents Microsoft Access 2013 Complete

Form Creation
To Use the Form Wizard to Create a Form
Form Sections
Form Controls
Views Available for Forms
To Place Controls in a Control Layout
To Enhance a Form by Adding a Date
To Change the Format of a Control
To Move a Control
To Move Controls in a Control Layout
To Add a Field
To Filter and Sort Using a Form
The Arrange Tab

Mailing Labels
To Create Labels

Chapter Summary

Apply Your Knowledge

Extend Your Knowledge

Analyze, Correct, Improve

In the Labs

Consider This: Your Turn

Learn Online

CHAPTER FIVE
Multiple-Table Forms

Objectives
Introduction
Project — Multiple-Table Forms
Roadmap
Adding Special Fields
To Add Fields with New Data
Types to a Table
To Use the Input Mask Wizard
Adding Fields in Datasheet View
Updating the New Fields
To Enter Data Using an Input Mask
To Enter Data in Yes/No Fields
To Enter Data in Long Text Fields
To Change the Row and Column Size
Undoing Changes to Row Height and
Column Width
To Enter Data in OLE Object Fields
To Enter Data in Attachment Fields
Viewing Pictures and Attachments
in Datasheet View
Multiple-Table Form Techniques
To Create a Form in Design View
To Add a Control for a Field to the Form
To Add Controls for Additional Fields
To Align Controls on the Left
To Align Controls on the Top and Adjust
Vertical Spacing
To Add Controls for the Remaining Fields
To Use a Shortcut Menu to Change the
Fill/Back Color
To Add a Title
To Place a Subform
To Modify a Subform and Move the Picture
To Change a Label
To Change Label Effects and Colors
To Modify the Appearance of a Form Title
To Change a Tab Stop

AC 233
AC233
AC 235
AC 235
AC 236
AC 236
AC 237
AC 238
AC 239
AC 240
AC 241
AC 243
AC 245
AC 245
AC 245
AC 249
AC 251
AC 253
AC 255
AC 256
AC 262
AC 264

AC 265
AC 266
AC 266
AC 267
AC 269

AC 269
AC 270
AC272
AC274
AC 274
AC 275
AC 276
AC 276

AC 278
AC 278
AC 280

AC 282
AC 283
AC 283
AC 284
AC 285
AC 286

AC 287
AC 289

AC 290
AC 291
AC292
AC 296
AC 298
AC 299
AC 302
AC 304

Changing the Tab Order
To Use the Form
Navigation in the Form
Object Dependencies
To View Object Dependencies
Date/Time, Long Text, and Yes/No
Fields in Queries
To Use Date/Time, Long Text, and Yes/No
Fields in a Query
Datasheets in Forms
Creating a Simple Form with a Datasheet
Creating a Form with a Datasheet in
Layout View
Creating a Multiple-Table Form Based on the
Many Table
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER SIX

Advanced Report Techniques
Objectives
Introduction
Project — Creating Detailed Reports
Roadmap
Additional Tables
To Create the New Tables
Linking versus Importing
To Relate the New Tables
Creating Reports in Design View
To Create an Additional Query for the
Report using Expression Builder
To Create an Initial Report in Design View
To Group and Sort
Controls and Sections
To Add Fields to the Report in
Design View
To Change Labels
Using Other Tools in the Controls Group
To Add Text Boxes
To View the Report in Print Preview
To Format a Control
To Group Controls
To Modify Grouped Controls
To Modify Multiple Controls That Are
Not Grouped
Undoing and Saving
To Add a Subreport
To Open the Subreport in Design View
Print Layout Issues
To Modify the Controls in the Subreport
To Change the Can Grow Property
To Change the Appearance of the Controls
in the Subreport
To Resize the Subreport and the Report in
Design View
To Modify Section Properties
To Add a Title, Page Number, and Date

AC 304
AC 305
AC 307
AC 307
AC 308

AC 309

AC 309
AC 312
AC312

AC 312

AC314
AC 316
AC 318
AC 319
AC 320
AC 321
AC 325
AC 327

AC 329
AC 330
AC 330
AC 331
AC 334
AC335
AC 337
AC 338
AC 340

AC 340
AC 343
AC 344
AC 346

AC 346
AC 348
AC 348
AC 349
AC 352
AC353
AC 354
AC 355

AC 357
AC 358
AC 359
AC 361
AC 362
AC 362
AC 363

AC 365

AC 366

AC 367
AC 368

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



To Remove the Header Background
Color and the Alternate Color
Headers and Footers
Creating a Second Report
To Add and Move Fields in a Report
To Add the Remaining Fields
To Resize the Detail Section
Totals and Subtotals
Grouping and Sorting Options
To Add Totals and Subtotals
To Assign a Conditional Value
Obtaining Help on Functions

REPORT DESIGN TOOLS PAGE SETUP Tab

Fine-Tuning a Report
Chapter Summary
Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs
Consider This: Your Turn
Learn Online

CHAPTER SEVEN

Advanced Form Techniques
Objectives

Introduction

Project — Advanced Form Techniques

Roadmap

Creating a Form with Combo Boxes

and Command Buttons
To Create a Form in Design View
To Add Fields to the Form Design
Combo Boxes
To Add a Combo Box that Selects Values
To Use the Background Color Button
To Format a Control
To Use the Format Painter
To Add a Title and Expand the

Form Header Section

AC 369
AC 371
AC373
AC 374
AC 376
AC377
AC378
AC 378
AC 378
AC 384
AC 389
AC 389
AC391
AC393
AC 395
AC 397
AC 397
AC 399
AC 405
AC 407

AC 409
AC410
AC410
AC412

AC413
AC414
AC415
AC416
AC417
AC 420
AC 421
AC 422

AC 424

Microsoft Access 2013 Complete Contents vii

Headers and Footers

Images

Command Buttons

To Add Command Buttons to a Form

To Add a Combo Box for Finding a Record
To Place a Rectangle

Using the Buttons

To Test the Add Record Button

To Use the Combo Box

Issues with the Add Record Button

Issues with the Combo Box

Macros

To Modify the Macro for the Add Record Button
To Modify the Combo Box

Using the Modified Form

Creating a Multipage Form

To Create a Query

To Create a Second Form in Design View

To Use the Text Box Tool with Concatenation
To Use Tab Controls to Create a Multipage Form
To Add a Subform

To Modify a Subform

To Resize the Subform

To Insert Charts

To Use the Form

To Modify a Chart Type

To Format a Chart

Chapter Summary

Apply Your Knowledge
Extend Your Knowledge
Analyze, Correct, Improve
In the Labs

Consider This: Your Turn
Learn Online

Index
Quick Reference Summary

Important Notes for Windows 7 Users

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.

AC 426
AC 427
AC 427
AC 428
AC430
AC432
AC434
AC434
AC435
AC436
AC436
AC436
AC 437
AC439
AC 442
AC443
AC 444
AC 445
AC 446
AC 447
AC 448
AC 450
AC451
ACA453
AC 455
AC 456
AC 459
AC 462
AC 464
AC 465
AC 465
AC 466
AC470
AC472

IND 1
QR 1

W71



Objectives of
This Textbook

The Shelly Cashman Series® offers the finest textbooks in computer education. We are
proud that since Mircosoft Office 4.3, our series of Microsoft Office textbooks have
been the most widely used books in education. With each new edition of our Office
books, we make significant improvements based on the software and comments made
by instructors and students. For this Microsoft Access 2013 text, the Shelly Cashman
Series development team carefully reviewed our pedagogy and analyzed its effective-
ness in teaching today’s Office student. Students today read less, but need to retain
more. They need not only to be able to perform skills, but to retain those skills and
know how to apply them to different settings. Today’s students need to be continually
engaged and challenged to retain what they’re learning.

With this Microsoft Access 2013 text, we continue our commitment to focusing
on the users and how they learn best.
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The Shelly Cashman Approach

A Proven Pedagogy with an Emphasis on Project Planning

Each chapter presents a practical problem to be solved within a project planning
framework. The project orientation is strengthened by the use of the Roadmap, which
provides a visual framework for the project. Step-by-step instructions with support-
ing screens guide students through the steps. Instructional steps are supported by the
Q&A, Experimental Step, and BTW features.

A Visually Engaging Book that Maintains Student Interest

The step-by-step tasks, with supporting figures, provide a rich visual experience for the
student. Call-outs on the screens that present both explanatory and navigational infor-
mation provide students with information they need when they need to know it.

Supporting Reference Materials (Quick Reference)

With the Quick Reference, students can quickly look up information about a single
task, such as keyboard shortcuts, and find page references to where in the book the task
is illustrated.

Integration of the World Wide Web

The World Wide Web is integrated into the Access 2013 learning experience with
(1) BTW annotations; (2) BTW, Q&A, and Quick Reference Summary Web pages;
and (3) the Learn Online resources for each chapter.

End-of-Chapter Student Activities

Extensive end-of-chapter activities provide a variety of reinforcement opportunities
for students to apply and expand their skills through individual and group work. To
complete some of these assignments, you will be required to use the Data Files for
Students. Visit www.cengage.com/ct/studentdownload for detailed access instructions
or contact your instructor for information about accessing the required files.

New to this Edition

Enhanced Coverage of Critical Thinking Skills

A New Consider This element poses thought-provoking questions throughout each
chapter, providing an increased emphasis on critical thinking and problem-solving
skills. Also, every task in the project now includes a reason why the students are
performing the task and why the task is necessary.

Enhanced Retention and Transference

A new Roadmap element provides a visual framework for each project, showing
students where they are in the process of creating each project, and reinforcing the
context of smaller tasks by showing how they fit into the larger project.

Integration of Office with Cloud and Web Technologies
A new Lab focuses entirely on integrating cloud and web technologies with Access
2013, using technologies like SkyDrive and Web Apps.

More Personalization
Each chapter project includes an optional instruction for the student to personalize his
or her solution, if required by an instructor, making each student’s solution unique.

More Collaboration
A new Research and Collaboration project has been added to the Consider This: Your
Turn assignment at the end of each chapter.
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Instructor Resources
The Instructor Resources include both teaching and testing aids and can be accessed
via CD-ROM or at www.cengage.com/login.

Instructor’s Manual Includes lecture notes summarizing the chapter sections, figures and
boxed elements found in every chapter, teacher tips, classroom activities, lab activities,
and quick quizzes in Microsoft Word files.

syllabus Easily customizable sample syllabi that cover policies, assignments, exams, and
other course information.

Figure Files Illustrations for every figure in the textbook in electronic form.

Powerpoint Presentations A multimedia lecture presentation system that provides slides
for each chapter. Presentations are based on chapter objectives.

Solutions to Exercises Includes solutions for all end-of-chapter and chapter reinforcement
exercises.

Test Bank & Test Engine Test banks include 112 questions for every chapter, featuring
objective-based and critical thinking question types, and including page number
references and figure references, when appropriate. Also included is the test engine,
ExamView, the ultimate tool for your objective-based testing needs.

Data Files for Students Includes all the files that are required by students to complete the
exercises.

Additional Activities for Students Consists of Chapter Reinforcement Exercises, which
are true/false, multiple-choice, and short answer questions that help students gain
confidence in the material learned.

Learn Online

CengageBrain.com is the premier destination for purchasing or renting Cengage
Learning textbooks, eBooks, eChapters, and study tools at a significant discount
(eBooks up to 50% off Print). In addition, CengageBrain.com provides direct access
to all digital products, including eBooks, eChapters, and digital solutions, such as
CourseMate and SAM, regardless of where purchased. The following are some
examples of what is available for this product on www.cengagebrain.com.

student Companion Site The Student Companion Site reinforces chapter terms and
concepts using true/false questions, multiple choice questions, short answer questions,
flash cards, practice tests, and learning games, all available for no additional cost at
www.cengagebrain.com.

SAM: Skills Assessment Manager (Get your students Workplace—ready with SAM, the
market-leading proficiency-based assessment and training solution for Microsoft
Office! SAM’s active, hands-on environment helps students master Microsoft Office
skills and computer concepts that are essential to academic and career success,
delivering the most comprehensive online learning solution for your course!

Through skill-based assessments, interactive trainings, business-centric projects,
and comprehensive remediation, SAM engages students in mastering the latest
Microsoft Office programs on their own, giving instructors more time to focus on
teaching. Computer concepts labs supplement instruction of important technology-
related topics and issues through engaging simulations and interactive, auto-graded
assessments. With enhancements including streamlined course setup, more robust
grading and reporting features, and the integration of fully interactive Mind Tap
Readers containing Cengage Learning’s premier textbook content, SAM provides the
best teaching and learning solution for your course.
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MindLinks MindLinks is a new Cengage Learning Service designed to provide the best
possible user experience and facilitate the highest levels of learning retention and out-
comes, enabled through a deep integration of Cengage Learning’s digital suite into an
instructor’s Learning Management System (LMS). MindLinks works on any LMS that
supports the IMS Basic LTT open standard. Advanced features, including gradebook
exchange, are the result of active, enhanced LTT collaborations with industry-leading
LMS partners to drive the evolving technology standards forward.

CourseNotes
Cengage Learning’s CourseNotes are six-panel quick reference cards that reinforce courseinotes’"
the most important and widely used features of a software application in a visual and quick reference guide

user-friendly format. CourseNotes serve as a great reference tool during and after the
course. CourseNotes are available for software applications, such as Microsoft Office
2013. There are also topic-based CourseNotes available, such as Best Practices in Social
Networking, Hot Topics in Technology, and Web 2.0. Visit www.cengagebrain.com to
learn more!

About Our Covers
The Shelly Cashman Series is continually h and content to reflect the way today’s
students learn and ce new technc ocus on student success is reflected on our covers,
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Textbook Walk-Through

The Shelly Cashman Series Pedagogy: Project-Based — Step-by-Step — Variety of Assessments

Roadmaps provide a visual framework
for each project, showing the students
where they are in the process of
creating each project.

Databases and Database Objects: An Introduction Access Chapter 1 ACS5

Roadmap

In this chapter, you will learn how to create and use the database shown in
Figure 1-1 on page AC 3. The following roadmap identifies general activities you will
perform as you progress through this chapter:

. CREATE the FIRST TABLE, Book Rep, using Datasheet view.
. ADD RECORDS to the Book Rep table.

. PRINT the CONTENTS of the Book Rep table.

. IMPORT RECORDS into the second table, Customer.

-
=
Q
2
o
©
F<
(9]
@
@
Q
v
g
<

—_

. MODIFY the SECOND TABLE using Design view.

Step-by-step in
context beyond the point-and-click.
Each step provides information on why
students are performing each task and
what will occur as a result.

ctions provide a

. CREATE a QUERY for the Customer table.
. CREATE a FORM for the Customer table.

[ - NI I SV Y

For an introduction
to Windows and
instruction about
how to perform
basic Windows tasks,
read the Office and
Windows chapter at
the beginning of this

. CREATE a REPORT for the Customer table.

At the beginning of step instructions throughout the chapter, you will see an
abbreviated form of this roadmap. The abbreviated roadmap uses colors to indicate
chapter progress: gray means the chapter is beyond that activity, blue means the
task being shown is covered in that activity, and black means that activity is yet to be
covered. For example, the following abbreviated roadmap indicates the chapter would

be showing a task in the 3 PRINT CONTENTS activity.

| | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIEY SECOND TABLE
6 CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

Use the abbreviated roadmap as a progress guide while you read or step through

i

book, where you can
learn how to resize
windows, change
screen resolution,
create folders, move
and rename files, use

Windows Help, and

Databases and Database Objects: An Introduction| Access Chapter 1 AC 17 much more.

i ) ) ) 1 CREATE FIRST TABLE | 2 ADD RECORDS | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE
To View the Table in Design View ter to step through the project in this chapter and you
e figures in this book, you should change your screen’s

information about how to e a computer’s resolution,

6 CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

Even when creating a table in Datasheet view, Design view can be helpful. Why? You easily can view the
fields, data types, and properties to ensure you have entered them correctly. It is also easier to determine the primary key
in Design view. The following steps display the structure of the Book Rep table in Design view so that you can
verify the design is correct.

o

® Tap or click the View
arrow (TABLE TOOLS
FIELDS tab | Views
group) to display
the View menu
(Figure 1-14).

Could | just tap or B i
click the View button ah
rather than the
arrow? |:V\ew icons
Yes. Tapping or
clicking the button
is equivalent to
tapping or clicking
the command
represented by
the icon currently
appearing on the
button. Because the icon on the button in Figure 1-14 is for Design view, tapping or
clicking the button would display the table in Design view. If you are uncertain, you can
always tap or click the arrow and select from the menu

(2]

e Tap or click Design
View on the View
menu to view the
table in Design view
(Figure 1-15).

Access Chapter 1

Navigational callouts in red show
students where to click.

CRLETT TR DT

Explanatory callouts summarize what
is happening on screen.

Q&A

Design View
command

Figure 1-14

field properties (characteristics

of fields that can be changed)

=

aim

Figure 1-15

‘ Other Ways

‘ 1. Tap or dlick Design View button on status bar
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Textbook Walk-Through

The Shelly Cashman Series Pedagogy: Project-Based — Step-by-Step — Variety of Assessments

Querying a Database Access Chapter 2 AC87

Q&A boxes anticipate questions g
students may have when working To Create and View a Parameter Query v A E‘
throu g h the ste Ps an d P rovide The following steps create a parameter query. Why? The parameter query will give users at Bavant the ability ;
additional information about what 110"1:?;’:;)5{1 ﬁgﬁiﬁ?hzﬁ:ege{vzxs }:e({f;?;d:?bﬂ . }mvmg ey s part e e e g

they are doing right where they (1)
® Return to Design view.

need it.

e Erase the current criterion in
the City column, and then type

[Enter City] asthe new l—
. N . ) criterion for City
criterion (Figure 2-18). - field changed to
- - e < L (Enter City]

&A

What is the purpose of the square
o | brackets?

The square brackets indicate that
the text entered is not text that the
value in the column must match
Without the brackets, Access
would search for records on which
the city is Enter City.

value enclosed in
square brackets

Figure 2-18

What if | typed a field name in the square brackets?
Access would simply use the value in that field. To create a parameter
query, you must not use a field name in the square brackets.

Experiment Steps within
the step-by-step instructions (2]

Enter Parameter
© Tap or click the Run button -Vzlued-zlog box

encourage students to explore, (QUERY TOOLS DESIGN tab |
Results group) to display the
Enter Parameter Value dialog box message you entered in
(Figure 2-19). — v square brackets as criteri
position to prompts user for input
enter city 4

experiment, and take advantage
of the features of the Office 2013

user interface. These steps are not
necessary to complete the projects,
but are designed to increase

confidence with the software and 3]
e Type Adelphia asthe
build prob|em_so|ving skills. parameter value in the Enter City e el L
text box, and then tap or click the == HS "
OK button (Enter Parameter Value - A i
dialog box) to close the dialog box “‘-' A T da s B

and view the query (Figure 2-20). o e 0"‘.':. o - muu:

® txper

Experiment

© Try using other characters
between the square brackets. In e

rom Adelphia

each case, run the query. When are included

finished, change the characters

between the square brackets back

to Enter City. Figure 2-20

Consider This boxes pose
thought-provoking questions
with answers throughout each

Figure 1-41
chapter, promoting critical
Does it matter how the data in the Excel workbook is formatted? If so, how can you be sure the Excel th ou g h-t a | on g w |-t h |m m ed iate
data is formatted in such a way you can import it?
The format of data in an Excel workbook is important when you want to import it into Access. To ensure the data is in an feed back

appropriate format:

Make sure the data is in the form of a list, a collection of rows and columns in which all the entries in a column represent
the same type of data.

CONSIDER THIS %

N

Make sure there are no blank rows within the list. If there are, remove them prior to importing or linking.

w

. Make sure there are no blank columns within the list. If there are, remove them prior to importing or linking.

IS

. Determine whether the first row contains column headings that will make appropriate field names in the resulting table.
If not, you might consider adding such a row. In general, the process is simpler if the first row in the worksheet contains
appropriate column headings.
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Chapter Summary

In this chapter you have learned to create an Access database, create tables and add records to a database, print
the contents of tables, import data, create queries, create forms, create reports, and change database properties.
You also have learned how to design a database. The items listed below include all the new Access skills you have AR

learned in this chapter, with tasks grouped by activity. Chapter Summary A listi ng of

the tasks completed within the

Database Object Management Print the Results of a Query (AC 45)
Delete a Table or Other Object in the Database Print a Report (AC 54) cha pter grou ped into m aj or task
(AC58) L Query Creation !
Rename an Object in the Database (AC 58) Use the Simple Query Wizard to Create a Query (AC 40) Categorles inano tllne format.
Database Properties Use a Criterion in a Query (AC 43)
Change Database Properties (AC 55) Report Creation
File Management Create a Report (AC 48) .
Run Access (AC 5) Modify Report Column Headings and Resize
Create a Database (AC 6) Columns (AC 50)
Create a Database Using a Template (AC 7) Add Totals to a Report (AC 53)
Exit Access (AC 24) Table Creation
Open a Database from Access (AC 25) Modify the Primary Key (AC 11)
Back Upa Datab35§ (AC 56) Define the Remaining Fields in a Table (AC 14)
Compact and Repair a Database (AC 57) Save a Table (AC 16)
Close a Database v.vithout Exiting Access (AC 57) View the Table in Design View (AC 17)
Save a Database with Another Name (AC 57) Change a Field Size in Design View (AC 18)
Form Creation Close the Table (AC 20)
Create a Form (AC 45) Resize Columns in a Datasheet (AC 28)
Import Data Modify a Table in Design View (AC 37)
Import an Excel Worksheet (AC 33) Table Update
Print Objects Add Records to a Table (AC 20)

Preview and Print the Contents of a Table (AC 30) Add Records to a Table that Contains Data (AC 26)

What decisions will you need to make when creating your next database?
Use these guidelines as you complete the assignments in this chapter and create your own databases outside of this class.

Identify the tables that will be included in the database.
Determine the primary keys for each of the tables.
Determine the additional fields that should be included in each of the tables.

CONSIDER THIS %

A owoN

Consider This: Plan Ahead
box presents a single master

Determine relationships between the tables.
a) Identify the “one” table.
b) Identify the “many” table.
) Include the primary key of the “one” table as a field in the “many” table.

planning guide that students can

[

Determine data types for the fields in the tables.
Determine additional properties for fields use as th eyc reate documents on

a) Determine if a special caption is warranted.
b) Determine if a special description is warranted.

o

their own.

<) Determine field sizes.
d) Determine formats.

~

Identify and remove any unwanted redundancy.

3

Determine a storage location for the database.

©

Determine the best method for distributing the database objects.

Databases and Database Objects: An Introduction Access Chapter 1 AC 65

How should you submit i to i in the i i ified with

a €7 symbol?

Every assignment in this book contains one or more questions identified with a % symbol. These questions require
you to think beyond the assigned database. Present your solutions to the questions in the format required by your
instructor. Possible formats may include one or more of these options: write the answer; create a document that
contains the answer; present your answer to the class; discuss your answer in a group; record the answer as audio

Apply Your KHOWIedge ThIS or video using a webcam, smartphone, or portable media player; or post answers on a blog, wiki, or website.
exercise usually requires students

consiper THIS €3

to open and manipulate a file Apply Your Knowledge
Reinforce the skills and apply the concepts you learned in this chapter.

STUDENT ASSIGNMENTS Access Chapter 1

that parallels the activities

learned in the cha pte r. Adding a Caption, Changing a Data Type, Creating a Query, a Form, and a Report

Note:  To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for infor-
mation about accessing the required files.

Instructions:  Cosmetics Naturally Inc. manufactures and sells beauty and skin care products made
with only natural ingredients. The company’ products do not contain any synthetic chemicals, arti-
ficial fragrances, or chemical preservatives. Cosmetics Naturally has a database that keeps track of its
sales representatives and customers. Each customer is assigned to a single sales rep, but each sales rep
may be assigned to many customers. The database has two tables. The Customer table contains data
on the customers who purchase Cosmetics Naturally products. The Sales Rep table contains data on
the sales reps. You will add a caption, change a data type, create two queries, a form, and a report, as
shown in Figure 1-83 on the next page.

Perform the following tasks:

1. Start Access, open the Apply Cosmetics Naturally database from the Data Files for Students, and
enable the content.

2. Open the Sales Rep table in Datasheet view, add SR # as the caption for the Sales Rep Number
&eld, and resize all column, a the layout of the table 3
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Textbook Walk-Through

Extend Your Knowledge projects
at the end of each chapter allow
students to extend and expand on
the skills learned within the chapter.
Students use critical thinking to
experiment with new skills to

AC66 Access Chapter 1 Databases and Database Objects: An Introduction

Apply Your Knowledge continied

Musnilay, Seplormber ¥5, 2084
3:24:55 ™™

ﬂ Custamer Fimancial Report

Lisenrrmt Napie

STUDENT ASSIGNMENTS

b’y Sakan

complete each project.

U B Beautifal

Figure 1-83

Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may
need to use Help to complete the assignment.

Using a Database Template to Create a Contacts Database

Note: "To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.

Instructions: ~ Access includes both desktop database templates and web-based templates. You can use a
template to create a beginning database that can be modified to meet your specific needs. You will use

a template to create a Contacts database. The database template includes sample tables, queries, forms,
and reports. You will modify the database and create the Contacts Query shown in Figure 1-84.

Perform the following tasks:
. Start Access.

N

. Select the Desktop contacts template in the template gallery and create a new database with the
file name Extend Contacts.

w

. Enable the content. If requested to do so by your instructor, watch the videos in the Getting
Started with Contacts dialog box. Close the Getting Started with Contacts dialog box.

+

Close the Contact List form.

s

Open the Contacts table in Datasheet view and delete the Fax Number field and the
Attachments field in the table. The Attachments field has a paperclip as the column heading.

o)

Change the data type for the ID field to Short Text, change the field name to Contact ID,
and change the field size to 4. Change the column width so that the complete field name is

acts table and close the table.

Databases and Database Objects: An Introduction Access Chapter 1 AC 67 H to create the Contacts Query shown in Figure 1-84. Close the

©

Open the Phone Book report in Layout view. Delete the control containing the date. Change

the title of the report to Contact Phone List.

10. Save the changes to the report.

11. If requested to do so by your instructor, add your first and last names to the end of the title and
save the changes to the report.

12. Submit the revised database in the format specified by your instructor. Figure 1-84

13. €& a. Why would you use a template instead of creating a database from scratch with just the

fields you need?

b. The Attachment data type allows you to attach files to a database record. If you were using
this database for a job search, what specific documents might you attach to a Contacts
record?

STUDENT ASSIGNMENTS Access Chapter 1

Analyze, Correct, Improve projects
call on the students to analyze a file,

Analyze, Correct, Improve

Analyze a database, correct all errors, and improve the design.

discover errors in it, fix the errors,

Correcting Errors in the Table Structure
Note: To complete this assignment, you will be required to use the Data Files for Students. Visit and then im prove upon the file
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for

information about accessing the required files. usin o] th es k| | | st h ey | earn ed int h (]

Instructions: -~ Analyze SciFi Movies is a database containing information on classic science chapter
fiction movies that your film professor would like to use for teaching. The Movie table shown in p .
Figure 1-85 contains errors to the table structure. Your professor has asked you to correct the
errors and make some improvements to the database. Start Access and open the Analyze SciFi
Movies database from the Data Files for Students.

T
e T Ty e g e T

All Access (e

Figure 1-85

1. Correct Movie Number should be the primary key for the Movie table. The ID field should
not be a field in the table. The Rating field represents a numerical rating system of one to four to
indicate the quality of the movie. Your instructor wants to be able to find the average rating for
films directed by a particular director. Only integers should be stored in both the Rating and the
Length (Minutes) fields.

2. Improve The default field size for Short Text fields is 255. Changing the field size to more
represent the maxi d in a field is one w;
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In the Labs

Design, create, modify, and/or use a database following the guidelines, concepts, and
skills presented in this chapter. Labs are listed in order of increasing difficulty. Labs 1

and 2, which increase in difficulty, require you to create solutions based on what you
learned in the chapter; Lab 3 requires you to create a solution, which uses cloud and web
technologies, by learning and investigating on your own from general guidance.

In the Lab Three in-depth
assignments in each chapter that
require students to apply the

»n
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Lab 1: Creating Objects for the Dartt Offsite Services
Database

Problem: Dartt Offsite Services is a local company that provides offsite data services and solutions.
The company provides remote data backup, disaster recovery planning and services, website backup,
and offsite storage of paper documents for small businesses and nonprofit organizations. Service rep-
resentatives are responsible for communicating data solutions to the client, scheduling backups and
other tasks, and resolving any conflicts. The company recently decided to store its client and service
rep data in a database. Each client is assigned to a single service rep, but each service rep may be
assigned many clients. The database and the Service Rep table have been created, but the Monthly
Salary field needs to be added to the table. The records shown in Table 1-6 must be added to the
Service Rep table. The company plans to import the Client table from the Excel worksheet shown in
Figure 1-86. Dartt would like to finish storing this data in a database and has asked you to help.

chapter concepts and techniques

to solve problems. One Lab is

devoted entirely to Cloud and
Web 2.0 integration.

Figure 1-86

Note:  'To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.

Instructions:  Perform the following tasks:
1. Start Access and open the Lab 1 Dartt Offsite Services database from the Data Files for Students.

2. Open the Service Rep table in Datasheet view and add the Monthly Salary field to the end of
the table. The field has the Currency data type. Assign the caption SR # to the Service Rep
Number field.

3. Add the records shown in Table 1-6.

4. Resize the columns to best fit the data. Save the changes to the layout of the table.

Table 1-6 Data for Service Rep Table

Service

Rep Last First Postal Start Monthly
Number Name Name Street City State Code Date Salary g
21 Kelly Jenna 25 Paint St. Kyle S 28797 5/14/2012  $3,862.45 g
a5 Scott Josh 1925 Pine Rd. Byron SC 28795 4/28/2014  $3,062.08 g
24 Liu Mia 265 Marble Dr. ~ Kyle SC 28797 1772013 $3,666.67 g
37 Martinez ~ Mike 31 Steel St. Georgetown  SC 28794 5/13/2013  $3,285.00 i

Consider This: Your Turn
exercises call on students to apply
@ Consider This: Your Turn creative thinking and problem

Apply your creative thinking and problem solving skills to design and implement a solution.

AC 198 Access Chapter 3 Maintaining a Database

solving skills to design and
implement a solution.

1: Maintaining the Craft Database
Personal/Academic

STUDENT ASSIGNMENTS

Instructions:  Open the Craft database you used in Chapter 2 on page AC 133. If you did not create
this database, contact your instructor for information about accessing the required files.

Part 1: Use the concepts and techniques presented in this chapter to modify the database as
follows:
a. The minimum price of any item is $4.00.
b. The Description field should always contain data.
c. Ten oven pulls have been sold. Use an update query to change the on hand value from 25
to 15. Save the update query.
d. Tom Last (student code 4752) has created the items shown in Table 3—4. Use a split form to
add these items to the Item table.

Table 3-4 Additional Records for Item table

Item Number Description Price OnHand  Student Code %
w128 Child’s Stool $115.00 3 4752 g
W315 Harmony Stool $81.00 4 4752 ;”
w551 Skittle Pins $4.00 15 4752 g

e. A'Total Value (On Hand * Price) calculated field should be added to the Item table before
the Student Code field. Set the Result Type to Currency and the Decimal Places to 2.
(Hint: Result Type is a field property for calculated fields.)

f. Specify referential integrity. Cascade the delete but not the update.

g. Add the Total Value field to the Wood Crafts for Sale report created in Chapter 1.

h. All the magazin

not want to make an:

Copyright 2013 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part. Due to electronic rights, some third party content may be suppressed from the eBook and/or eChapter(s).
Editorial review has deemed that any suppressed content does not materially affect the overall learning experience. Cengage Learning reserves the right to remove additional content at any time if subsequent rights restrictions require it.



Office 2013 and Windows 8 Chapter

Office 2013 and
Windows 8: Essential
Concepts and Skills

Microsoft product screen shots used with permission from Microsoft Corporation.

Objectives

You will have mastered the material in this chapter when you can:
* Use a touch screen * Create folders
* Perform basic mouse operations * Save files

e Start Windows and sign in to an account ¢ Change screen resolution

¢ Identify the objects in the Windows 8 * Perform basic tasks in Microsoft
desktop Office apps

¢ Identify the apps in and versions of * Manage files
Microsoft Office 2013

* Use Microsoft Office Help and
* Run an app Windows Help

¢ Identify the components of the
Microsoft Office ribbon
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Office 2013 and
Windows 8: Essential
Concepts and Skills

"This introductory chapter uses Access 2013 to cover features and functions common to
Office 2013 apps, as well as the basics of Windows 8.

Roadmap

In this chapter, you will learn how to perform basic tasks in Windows and Access.
The following roadmap identifies general activities you will perform as you progress
through this chapter:

—_

SIGN IN to an account

USE WINDOWS

USE Features in Access that are Common across Office APPS
FILE and Folder MANAGEMENT

SWITCH between APPS

SAVE and Manage FILES

CHANGE SCREEN RESOLUTION

EXIT APPS

USE ADDITIONAL Office APP FEATURES

ust Office and Windows HELP

S A ol

—_

At the beginning of the step instructions throughout the chapter, you will see
an abbreviated form of this roadmap. The abbreviated roadmap uses colors to indicate
chapter progress: gray means the chapter is beyond that activity, blue means the
task being shown is covered in that activity, and black means that activity is yet to be
covered. For example, the following abbreviated roadmap indicates the chapter would
be showing a task in the 3 USE APPS activity.

| | 3 USE APPS | 4 FILE MANAGEMENT | 5 SWITCH APPS | 6 SAVE FILES

7 CHANGE SCREEN RESOLUTION | 8 EXIT APPS | 9 USE ADDITIONAL APP FEATURES | 10 USE HELP

Use the abbreviated roadmap as a progress guide while you read or step through
the instructions in this chapter.

Introduction to the Windows 8
Operating System

Windows 8 is the newest version of Microsoft Windows, which is a popular and
widely used operating system. An operating system is a computer program (set
of computer instructions) that coordinates all the activities of computer hardware,

OFF 2
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such as memory, storage devices, and printers, and provides the capability for you to
communicate with the computer.

The Windows operating system simplifies the process of working with
documents and apps by organizing the manner in which you interact with the
computer. Windows is used to run apps. An app (short for application) consists of
programs designed to make users more productive and/or assist them with personal
tasks, such as database management or browsing the web.

The Windows 8 interface begins with the Start screen, which shows tiles
(Figure 1). A tile is a shortcut to an app or other content. The tiles on the Start screen
include installed apps that you use regularly. From the Start screen, you can choose
which apps to run using a touch screen, mouse, or other input device.

ainm

Figure 1

If you are using your
. finger on a touch screen
Using a Touch Screen and a Mouse and are having difficulty
completing the steps in

Windows users who have computers or devices with touch screen capability can e chapiatlcons der

interact with the screen using gestures. A gesture is a motion you make on a touch using a stylus. Many
screen with the tip of one or more fingers or your hand. Touch screens are convenient people find it easier to
because they do not require a separate device for input. Table 1 on the next page presents be precise with a stylus
common ways to interact with a touch screen. than with a finger. In

addition, with a stylus
you see the pointer.
If you still are having
trouble completing the
steps with a stylus, try
using a mouse.

OFF 3
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BTW

Problems with Touch
If you are using your finger
on a touch screen and are
having difficulty completing
the steps in this chapter,
consider using a stylus. Many
people find it easier to be
precise with a stylus than
with a finger. In addition,
with a stylus you see the
pointer. If you are still having
trouble completing the steps
with a stylus, try using a
mouse.

BTW
Touch Screen

Differences

The Office and Windows
interfaces may vary if you are
using a touch screen. For this
reason, you might notice that
the function or appearance
of your touch screen differs
slightly from this chapter’s
presentation.

Table 1 Touch Screen Gestures

Motion Description Common Uses

Tap Quickly touch and release one Activate a link (built-in connection)
finger one time. Press a button
Run a program or an app

Double-tap Quickly touch and release one Run a program or an app
finger two times. Zoom in (show a smaller area on the
screen, so that contents appear larger)
at the location of the double-tap

Press and hold Press and hold one finger to cause Display a shortcut menu (immediate access
an action to occur, or until an action  to allowable actions)
occurs. Activate a mode enabling you to move an

item with one finger to a new location

Drag, or slide Press and hold one finger on an Move an item around the screen
object and then move the finger Scroll
to the new location.

Press and hold one finger and Select an object
then move the finger horizontally Swipe from edge to display a bar such as
or vertically on the screen. the Charms bar, Apps bar, and Navigation

bar (all discussed later)

Stretch Move two fingers apart. Zoom in (show a smaller area on the
screen, so that contents appear larger)

Pinch Move two fingers together. Zoom out (show a larger area on the
l screen, so that contents appear smaller)

Will your screen look different if you are using a touch screen?

% The Windows and Microsoft Office interface varies slightly if you are using a touch screen. For this reason, you might notice

; that your Windows or Access screens look slightly different from the screens in this book.

o

0

3 Windows users who do not have touch screen capabilities typically work with a

v mouse that has at least two buttons. For a right-handed user, the left button usually is
BTW the primary mouse button, and the right mouse button is the secondary mouse button.

Access and Touch
Access offers limited use of
the touch gestures that are
more commonly used in the
other Office apps.

Left-handed people, however, can reverse the function of these buttons.

Table 2 explains how to perform a variety of mouse operations. Some apps also
use keys in combination with the mouse to perform certain actions. For example, when
you hold down the CTRL key while rolling the mouse wheel, text on the screen may
become larger or smaller based on the direction you roll the wheel. The function of
the mouse buttons and the wheel varies depending on the app.
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Table 2 Mouse Operations
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Operation Mouse Action Example* “
Point Move the mouse until the pointer on the desktop is positioned on the Position the pointer on the screen. g
item of choice. o]
c
Click Press and release the primary mouse button, which usually is the left Select or deselect items on the screen or run é
mouse button. an app or app feature.
. : . . . . T
Right-click Press and release the secondary mouse button, which usually is the right ~ Display a shortcut menu. c
mouse button. g
Double-click Quickly press and release the primary mouse button twice without Run an app or app feature. g
moving the mouse. N
Triple-click Quickly press and release the primary mouse button three times without  Select a paragraph. 8
moving the mouse. E
Drag Point to an item, hold down the primary mouse button, move the item to ~ Move an object from one location to another o
the desired location on the screen, and then release the mouse button. or draw pictures.
Right-drag Point to an item, hold down the right mouse button, move the item to Display a shortcut menu after moving an
the desired location on the screen, and then release the right mouse object from one location to another.
button.
Rotate wheel Roll the wheel forward or backward. Scroll vertically (up and down).
Free-spin wheel Whirl the wheel forward or backward so that it spins freely on its own. Scroll through many pages in seconds. §‘
Press wheel Press the wheel button while moving the mouse. Scroll continuously. %
o>
Tilt wheel Press the wheel toward the right or left. Scroll horizontally (left and right). g
v
Press thumb button  Press the button on the side of the mouse with your thumb. Move forward or backward through it
webpages and/or control media, games, etc.

*Note: The examples presented in this column are discussed as they are demonstrated in this chapter.
BTW

Pointer

If you are using a touch screen,
the pointer may not appear

on the screen as you perform
touch gestures. The pointer
will reappear when you begin
Sare  View using the mouse.

T A » Libwane

- BTW

' Minimize Wrist Injury

Computer users frequently

Scrolling

A scroll bar is a horizontal or
vertical bar that appears when the
contents of an area may not be visible
completely on the screen (Figure 2).
A scroll bar contains scroll arrows
and a scroll box that enable you

B Wecent places

o i - gy switch between the keyboard
to view areas that currently cannot i = and the mouse during a
be seen on the screen. Tapping or 8 oo database management

session; such switching
strains the wrist. To help
prevent wrist injury, minimize
switching. For instance, if your
fingers already are on the
keyboard, use keyboard keys
to scroll. If your hand already
is on the mouse, use the
mouse to scroll. If your hand
is on the touch screen, use
touch gestures to scroll.

clicking the up and down scroll
arrows moves the screen content up
or down one line. You also can tap or
click above or below the scroll box to
move up or down a section, or drag
the scroll box up or down to move to
a specific location. Figure 2

What should you do if you are running Windows 7 instead of Windows 8?

Although Windows 8 includes several user interface and feature enhancements, many of the steps in this book work in both
Windows 7 and Windows 8. If you have any questions about differences between the two operating systems or how to
perform tasks in an earlier version of Windows, contact your instructor.

CONSIDER THIS %
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BTW

BTWs

For a complete list of the
BTWs found in the margins
of this book, visit the BTW
resource on the Student
Companion Site located on
www.cengagebrain.com. For
detailed instructions about
accessing available resources,
visit www.cengage.com/
ct/studentdownload or
contact your instructor for
information about accessing
the required files.

Keyboard Shortcuts

In many cases, you can use the keyboard instead of the mouse to accomplish
a task. To perform tasks using the keyboard, you press one or more keyboard keys,
sometimes identified as a keyboard shortcut. Some keyboard shortcuts consist of a
single key, such as the F1 key. For example, to obtain help in many apps, you can press
the F1 key. Other keyboard shortcuts consist of multiple keys, in which case a plus
sign separates the key names, such as CTRL+ESC. This notation means to press and
hold down the first key listed, press one or more additional keys, and then release all
keys. For example, to display the Start screen, press CTRL+ESC, that is, hold down the
CTRL key, press the ESC key, and then release both keys.

Starting Windows

It is not unusual for multiple people to use the same computer in a work,
educational, recreational, or home setting. Windows enables each user to establish a
user account, which identifies to Windows the resources, such as apps and storage
locations, a user can access when working with the computer.

Each user account has a user name and may have a password and an icon, as
well. A user name is a unique combination of letters or numbers that identifies a
specific user to Windows. A password is a private combination of letters, numbers, and
special characters associated with the user name that allows access to a user’s account
resources. An icon is a small image that represents an object, thus a user icon is a
picture associated with a user name.

When you turn on a computer, Windows starts and displays a lock screen
consisting of the time and date (Figure 3a). To unlock the screen, swipe up or click the
lock screen. Depending on your computer’s settings, Windows may or may not display
a sign-in screen that shows the user names and user icons for users who have accounts
on the computer (Figure 3b). This sign-in screen enables you to sign in to your user
account and makes the computer available for use. Tapping or clicking the user icon
begins the process of signing in, also called logging on, to your user account.

At the bottom of the sign-in screen is the ‘Ease of access’ button and a Shut
down button, shown in Figure 4. Tapping or clicking the ‘Ease of access’ button
displays the Ease of access menu, which provides tools to optimize a computer to
accommodate the needs of the mobility, hearing, and vision impaired users. Tapping

.\rJT(‘Jij' \,

Figure 3a
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SC Series user icon

Note: To help

you locate screen
elements that are
referenced in the
step instructions,
such as buttons and
commands, this
book uses red boxes
to point to these
screen elements.
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Figure 3b
BTW
or clicking the Shut down button displays a menu containing commands related to For a complete list of the
restarting the computer, putting it in a low-power state, and shutting it down. The Q&As found in many of

the step-by-step sequences
in this book, visit the Q&A

* The Sleep command saves your work, turns off the computer fans and hard disk, ~ resource on the Student

: C ion Site located
and places the computer in a lower-power state. To wake the computer from sleep 0" Panon =e focared on
www.cengagebrain.com. For

mode, press the power button or lift a laptop’s cover, and sign in to your account.  detailed instructions about

® The Shut down command exits running apps, shuts down Windows, and then accessing available resources,
visit www.cengage.com/

turns off the computer. ct/studentdownload or

* The Restart command exits running apps, shuts down Windows, and then restarts ~ contact your instructor for
information about accessing

Windows. the required files.

commands available on your computer may differ.

1SIGN IN | 2 USE WINDOWS | 3 USE APPS | 4 FILE MANAGEMENT | 5 SWITCH APPS | 6 SAVE FILES

To Sign In to an Accou nt 7 CHANGE SCREEN RESOLUTION | 8 EXIT APPS | 9 USE ADDITIONAL APP FEATURES | 10 USE HELP

"The following steps, which use SC Series as the user name, sign in to an account based on a typical Windows
installation. Why? After starting Windows, you might be required to sign in to an account to access the computer’s resources.
You may need to ask your instructor how to sign in to your account. If you are using Windows 7, skip these steps
and instead perform the steps in the yellow box that immediately follows these Windows 8 steps.

o

e Swipe up or click the lock screen
(shown in Figure 3a) to display a

sign-in screen (shown in Figure 3b).

® Tap or click the user icon (for SC
Series, in this case) on the sign-in
screen, which depending on settings,
either will display a second sign-in
screen that contains a Password
text box (Figure 4) or will display
the Windows Start screen (shown in

Figure 5 on the next page).

Why do | not see a user icon?
Your computer may require you
to type a user name instead of
tapping or clicking an icon.

. C. Submit button

Shut down
button

Q&A

What is a text box? Figure 4
A text box is a rectangular box in
which you type text.

Why does my screen not show a Password text box?
Your account does not require a password.

o |f Windows displays a sign-in screen with a Password text box, type your password in the text box.
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e Tap or click the Submit button

Windows
Start screen

(shown in Figure 4 on the previous art .

page) to sign in to your account
and display the Windows Start

screen (Figure 5).

Q&A

Why does my Start screen look
different from the one in Figure 5?
The Windows Start screen is
customizable, and your school

or employer may have modified the
screen to meet its needs. Also, your
screen resolution, which affects
the size of the elements on the
screen, may differ from the screen
resolution used in this book. Later
in this chapter, you learn how to
change screen resolution.

Figure 5

How do | type if my tablet has no keyboard?
You can use your fingers to press keys on a keyboard that appears on the screen, called an on-screen keyboard,
or you can purchase a separate physical keyboard that attaches to or wirelessly communicates with the tablet.

BTW

Modern Ul

The new Windows 8 user
interface also is referred
to as the Modern Ul (user
interface).

To SiIGN IN To AN Account Using WiNDOwS 7

If you are using Windows 7, perform these steps to sign in to an account
instead of the previous steps that use Windows 8.

1. Click the user icon on the Welcome screen; depending on settings, this
either will display a password text box or will sign in to the account and
display the Windows 7 desktop.

2. If Windows 7 displays a password text box, type your password in the text
box and then click the arrow button to sign in to the account and display
the Windows 7 desktop.

The Windows Start Screen

The Windows Start screen provides a scrollable space for you to access apps that
have been pinned to the Start screen (shown in Figure 5). Pinned apps appear as tiles
on the Start screen. In addition to running apps, you can perform tasks such as pinning
apps (placing tiles) on the Start screen, moving the tiles around the Start screen, and
unpinning apps (removing tiles) from the Start screen.

If you swipe up from the bottom of or right-click an open space on the Start
screen, the App bar will appear. The App bar includes a button that enables you to
display all of your apps. When working with tiles, the App bar also provides options for
manipulating the tiles, such as resizing them.

CONSIDER THIS %

How do you pin apps, move tiles, and unpin apps?

e To pin an app, swipe up from the bottom of the Start screen or right-click an open space on the Start screen to display the
App bar, tap or click the All apps button on the App bar to display the Apps list, swipe down on or right-click the app you
want to pin, and then tap or click the ‘Pin to Start’ button on the App bar. One way to return to the Start screen is to swipe
up from the bottom or right-click an open space in the Apps list and then tap or click the All apps button again.

e To move a tile, drag the tile to the desired location.

e To unpin an app, swipe down on or right-click the app to display the App bar and then tap or click the ‘Unpin from Start’
button on the App bar.
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Introduction to Microsoft Office 2013

Microsoft Office 2013 is the newest version of Microsoft Office, offering features
that provide users with better functionality and easier ways to work with the various
files they create. These features include enhanced design tools, such as improved
picture formatting tools and new themes, shared notebooks for working in groups,
mobile versions of Office apps, broadcast presentations for the web, and a digital
notebook for managing and sharing multimedia information.

Microsoft Office 2013 Apps

Microsoft Office 2013 includes a wide variety of apps such as Word, PowerPoint,
Excel, Access, Outlook, Publisher, OneNote, InfoPath, SharePoint Workspace, and Lync:
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* Microsoft Word 2013, or Word, is a full-featured word processing app that
allows you to create professional-looking documents and revise them easily.

* Microsoft PowerPoint 2013, or PowerPoint, is a complete presentation app
that enables you to produce professional-looking presentations and then deliver
them to an audience.

* Microsoft Excel 2013, or Excel, is a powerful spreadsheet app that allows you
to organize data, complete calculations, make decisions, graph data, develop
professional-looking reports, publish organized data to the web, and access
real-time data from websites.

* Microsoft Access 2013, or Access, is a database management system that
enables you to create a database; add, change, and delete data in the database; ask
questions concerning the data in the database; and create forms and reports using
the data in the database.

* Microsoft Outlook 2013, or Outlook, is a communications and scheduling app
that allows you to manage email accounts, calendars, contacts, and access to other
Internet content.

* Microsoft Publisher 2013, or Publisher, is a desktop publishing app that helps
you create professional-quality publications and marketing materials that can be
shared easily.

* Microsoft OneNote 2013, or OneNote, is a note taking app that allows you to
store and share information in notebooks with other people.

* Microsoft InfoPath Designer 2013, or InfoPath, is a form development app that
helps you create forms for use on the web and gather data from these forms.

* Microsoft SharePoint Workspace 2013, or SharePoint, is a collaboration app that
allows you to access and revise files stored on your computer from other locations.

* Microsoft Lync 2013 is a communications app that allows you to use various
modes of communications such as instant messaging, videoconferencing, and

sharing files and apps.

Microsoft Office 2013 Suites

A suite is a collection of individual apps available together as a unit. Microsoft
offers a variety of Office suites, including a stand-alone desktop app (boxed software),
Microsoft Office 365, and Microsoft Office Web Apps. Microsoft Office 365, or
Office 365, provides plans that allow organizations to use Office in a mobile setting
while also being able to communicate and share files, depending upon the type of plan
selected by the organization. Microsoft Office Web Apps, or Web Apps, are apps that
allow you to edit and share files on the web using the familiar Office interface. Table 3
on the next page outlines the differences among these Office suites.
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Table 3 Office Suites

Apps/ Office 365 Home e 365 Small Office Home & Office Home &

Licenses Premium Business Premium Student Business Office Professional

Word 4 v 4 v v

PowerPoint v %4 4 v v

Excel v v v v v

Access v 4 v

Outlook v v v v

Publisher v v v

Lync v

OneNote 4 v v

InfoPath v

Licenses 5 5 1 1 1

During the Office 365 installation, you select a plan, and depending on your plan,
you receive different apps and services. Office Web Apps do not require a local installation
and are accessed through SkyDrive and your browser. SkyDrive is a cloud storage service
that provides storage and other services, such as Office Web Apps, to computer users.
D

vn How do you sign up for a SkyDrive account?

,:'__: e Use your browser to navigate to skydrive.live.com.

E » Create a Microsoft account by tapping or clicking the ‘Sign up now’ link (or a similar link) and then entering your information

% to create the account.

g e Sign in to SkyDrive using your new account.

Y

Apps in a suite, such as Microsoft Office, typically use a similar interface and
share features. Once you are comfortable working with the elements and the interface
and performing tasks in one app, the similarity can help you apply the knowledge and
skills you have learned to another app(s) in the suite. For example, the process for saving
a file in Word is the same in PowerPoint, Excel, and the other Office apps. While briefly
showing how to use Access, this chapter illustrates some of the common functions
across the Office apps and identifies the characteristics unique to Access.

Running and Using an App

"To use an app, such as Access, you must instruct the operating system to run the app. Windows
provides many different ways to run an app, one of which is presented in this section (other
ways to run an app are presented throughout this chapter). After an app is running, you can
use it to perform a variety of tasks. The following pages use Access to discuss some elements of
the Office interface and to perform tasks that are common to other Office apps.

Access

The term database describes a collection of data organized in a manner that
allows access, retrieval, and use of that data. Access is a database management system.
A database management system is software that allows you to use a computer to
create a database; add, change, and delete data in the database; create queries that allow
you to ask questions concerning the data in the database; and create forms and reports
using the data in the database.
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| | 3 USE APPS | 4 FILE MANAGEMENT | 5 SWITCH APPS | 6 SAVE FILES

To Run Access from the Sta rt Screen 7 CHANGE SCREEN RESOLUTION | 8 EXIT APPS |9 USE ADDITIONAL APP FEATURES I 10 USE HELP

The Start screen contains tiles that allow you to run apps, some of which might be stored on your
computer. Why? When you install an app, for example, tiles are added to the Start screen for the various Office apps
included in the suite.

The following steps, which assume Windows is running, use the Start screen to run Access based on a
typical installation. You may need to ask your instructor how to run an Office app on your computer. Although
the steps illustrate running the Access app, the steps to run any Office app are similar. If you are using Windows 7,
skip these steps and instead perform the steps in the yellow box that immediately follows these Windows 8 steps.

e If necessary, scroll to display the
Access tile on the Start screen
(Figure 6).
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Why does my Start screen look
different?

It might look different because
of your computer’s configuration.
The Start screen may be
customized for several reasons,
such as usage requirements or
security restrictions.

Q&A

What if the app | want to run is
not on the Start screen?

You can display all installed apps =
by swiping up from the bottom of A 'C-ﬂ
the Start screen or right-clicking

an open space on the Start screen i i
and then tapping or clicking the m

All apps button on the App bar. a_a

Access 2013
tile displayed

slide to scroll or

How do | scroll on a touch screen? el el e i@
) i the right to view
Use the slide gesture; that is, additional apps

press and hold your finger on the
screen and then move your finger
in the direction you wish to scroll. Figure 6

12)

e Tap or click the Access 2013 tile to run the Access app (Figure 7).
ﬁ' running in desktop
¥

Access : = - : }' — —— I - Sign in to get the most out rllt”l..’.!.lnij‘

‘Blank desktop
; . L . database’ thumbnail,
£/ \ . or miniature image

=]
#

- - x

i Open Other Flles

Figure 7
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To RunN AN App USING THE START MENU UsiINng WINDOWS 7

If you are using Windows 7, perform these steps to run an app using the Start
menu instead of the previous steps that use Windows 8.

1. Click the Start button on the Windows 7 taskbar to display the Start menu.

2. Click All Programs at the bottom of the left pane on the Start menu to
display the All Programs list.

3. If the app you wish to start is located in a folder, click, or scroll to and
then click, the folder in the All Programs list to display a list of the folder’s

contents.

4. Click, or scroll to and then click, the app name in the list to run the
selected app.

Windows Desktop

When you run an app in Windows, it may appear in an on-screen work area app,
called the desktop (shown in Figure 8). You can perform tasks such as placing objects
in the desktop, moving the objects around the desktop, and removing items from the
desktop.

Some icons also may be displayed in the desktop. For instance, the icon for the
Recycle Bin, the location of files that have been deleted, appears in the desktop by
default. A file is a named unit of storage. Files can contain text, images, audio, and
video. You can customize your desktop so that icons representing apps and files you use
often appear in the desktop.

Close button
closes an
open window

desktop
. Maximize button
Recycle Bin

T = x
Signin 1o get the most out of Office

Ltirty mare

Access

Bk ol dd s

.
@-ﬂ-
vi_a

Fra tracking

pinned app

buttons always

are displayed

on taskbar Windows taskbar
displays Access app h —
button, indicating
Access is running

Touch Keyboard
icon displays on-
screen keyboard

Figure 8
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