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Exercises for Access Part 1
Overview, Tables and Data Manipulation
Exercise A. Open an existing database.
Step 1. Open Microsoft Access.
Step 2. View the Open dialog box.

Step 3. Open the Access folder.
Step 4. Open the Access Part 1 folder.

Step 5. Open the Northwind database.
Exercise B. View the existing Access database objects in the database window.

Step 1. Maximize the Access and database windows if necessary.

Step 2. View the objects in each category.

Step 3. View the properties of a table.

Step 4. Arrange the objects in a category.

Step 5. View details of each object.
Step 6. Sort by a column header.

Exercise C. Open and close Access database objects.

Step 1. Open and close tables in Datasheet View. (Customers, Products)
Step 2. Open and close queries. (Products)
Step 3. Open and close forms and reports. (Employees form, Sales by Category report)
Exercise D. View an existing table.
Step 1. Toggle between Design and Datasheet View.
Step 2. Navigate to different records and different cursor positions within the record.

Step 3. Resize rows and columns.

Step 4. Hide and unhide columns.

Step 5. Freeze and unfreeze columns.

Step 6. Move a column.

Step 7. Apply formatting to the datasheet (font, font style and size).

Step 8. Show or hide gridlines.

Step 9. Sort by a single column or two adjacent columns.
Step 10. Select data in the datasheet. (parts of fields, multiple fields, rows, columns, sheet)
Step 11. Change page setup. (margins, page orientation, paper, printer, etc)
Step 12. Preview the datasheet for printing.

Exercise E. Modify data in a table.

Step 1. Add records.

Step 2. Edit records.

Step 3. Undo editing.

Step 4. Delete data.

Step 5. Use data entry shortcuts.

Step 6. Cut, copy and paste data.

Exercise F. Find data in a table.

Step 1. Find data.

Step 2. Filter by selection and by form.

Step 3. Apply and remove a filter.

Step 4. Use advanced filter/sort to select fields and apply criteria.
Exercises for Access Part 2

Tables and Relationships
Exercise A. Create a new database.

Exercise B. Create tables quickly.

Step 1. Create a table by entering data. (Entry: text, number, currency, date, key)
Step 2. Create tables in new databases using a wizard. (EmployeeTasks, StudentClasses)
Exercise C. Create a table in design view. (Person)
Step 3. Enter field names and select data types.

Step 4. Enter field descriptions and captions.

Step 5. Restrict or increase field sizes for text fields.

Step 6. Set field sizes, formats and decimal places for numeric fields.

Step 7. Add a validation rule and text to a field.

Step 8. Experiment with required and zero length properties.

Exercise D. Work with relationships.

Step 1. View relationships in an existing database. (Northwind)
Step 2. Create relationships between tables in the new databases. (EmployeeTasks, StudentClasses)
Step 3. Delete and restore existing relationships. (Northwind relationships)

Exercises for Access Part 3

Queries, Forms, Reports and Other Tools
Exercise A. Work with queries.

Step 1. Examine existing queries using different views. (Northwind Alpha products, Products by Category, Quarterly Orders)

Step 2. Create a new query using a wizard. (Northwind: Customer Orders)

Step 3. Create a new query using design view. (Northwind: Products, Employees)

Step 4. Create a Make Table query. (Northwind: Employees)

Exercise B. Work with forms.

Step 1. View and enter data into existing forms using Form View. (Northwind: Employees)
Step 2. Create a form using AutoForm.

Step 3. Create a form using the Form Wizard.

Step 4. View an existing form using Design View.

Exercise C. Work with reports.

Step 1. View existing reports using Print Preview.

Step 2. Create a report using AutoReport.

Step 3. Create a report using the Report Wizard.

Step 4. Examine existing reports using Design View.

Step 5. Create mailing labels. (Northwind: Customers)
Exercise D. Work with Access tools and options for files and data.

Step 1. Customize toolbars.

Step 2. Publish with Word.

Step 3. Analyze with Excel.

Step 4. Export a table to HTML.

Step 5. Export a table to Excel.

Step 6. Import from Excel.

Step 7. Link to Excel.

Step 8. Make a backup copy of a database.

Step 9. Compact a database.
Step 10. Set the Compact on Close option.

Step 11. Document a database.

Exercises for Access Tables and Relationships

Exercise A. Examine existing tables using different views. (Northwind)
Exercise B. Create a table using the Design View with many field types. (Person)
Step 1. Enter field names and select data types.

Step 2. Modify field descriptions and captions.

Step 3. Restrict or increase field sizes for text fields.

Step 4. Set field sizes, formats and decimal places for numeric fields.

Step 5. Set the format for a date field.

Step 6. Add a default value of Date() for a date field.

Step 7. Set the format to display "no data" for empty field values.

Step 8. Set the format to be all uppercase for a two-letter state field.

Step 9. Add an input mask to a phone number field using the Input Mask wizard.
Exercise C. Work with validation.

Step 1. Add a validation rule and text to a field.

Step 2. Create a complex validation rule using the expression builder.

Step 3. Experiment with required and zero length properties.
Exercise D. Work with indexes.

Step 1. Add an index to a single field.

Step 2. Add an index to a combination of fields.

Exercise E. Work with lookup fields.

Step 1. Create a lookup field using typed in values (e.g. male, female).

Step 2. Create a lookup field using a list or combo box and values in another table. (e.g. product categories)
Step 3. Look at lookup fields in an existing table (Northwind orders).

Exercise F. Exchange data with other applications.

Step 1. Export data into Excel format. (Northwind customers)
Step 2. Import data from Excel into Access.

Step 3. Link data from Excel into Access.

Step 4. Mail merge using Word.

Exercise G. Work with relationships.

Step 1. View the relationships of different databases. (Northwind)
Step 2. View the different relationship types. (Northwind)
Step 3. View the different join types. (Northwind)
Step 4. Create relationships between tables in different databases. (student classes, employee tasks)
Step 5. Organize fields into a relational database, adding needed fields. (OrderSystem)
Exercise H. Work with subdatasheets.

Step 1. View subdatasheets.

Step 2. Add a subdatasheet to a table.

Step 3. Remove a subdatasheet from a table.

Exercises for Access Queries and Filters

Exercise A. Work with filters. (Northwind products)
Step 1. Filter by selection.

Step 2. Filter by form.

Step 3. Create and save a filter using Advanced Filter/Sort.

Exercise B. Work with select queries.

Step 1. Examine existing queries using different views. (Northwind, Northwind queries)
Step 2. Create a single-table query using a wizard.

Step 3. Create a multiple-table query using a wizard.

Step 4. Create a multiple-table query in design view.

Step 5. Create a query using AND and OR in design view. (Northwind customers)
Step 6. Create expressions and calculated fields with the Expression Builder. (p. 6)
Step 7. Add field captions and look at field properties.

Step 8. Look at some parameter queries. (Northwind)

Step 9. Create and use a parameter query. (products for a given category)
Step 10. Join tables through a query.
Step 11. View Totals row; use Group By, Sum, Avg, and Count. (Northwind products)

Step 12. Create a top values query. (Northwind top 10 products by price)
Exercise C. Work with specialized queries and SQL view.

Step 1. Look at a crosstab query. (Northwind Quarterly Orders by Product)

Step 2. Create a crosstab query using the wizard. (orders by salesperson and country)
Step 3. Compare the SQL view of select, crosstab and union queries. (Northwind)
Step 4. Create a simple select query in SQL view.
Step 5. View W3Schools SQL tutorial.

Step 6. View the Microsoft QrySampl database of advanced query examples.
Exercise D. Work with queries to check and modify data.

Step 1. Create a find duplicates query using the wizard. (Customers in same city)
Step 2. Create a find unmatched query using the wizard. (Customers with no orders)
Step 3. Update data through a query.

Step 4. Create a make table query.

Step 5. Create an update query.

Step 6. Create an append query.

Step 7. Create a delete query.

Exercises for Access Forms and Reports

Exercise A. Examine existing forms using different views. (customers, suppliers, products, categories, employees, orders)
Exercise B. Create forms using wizards.

Step 1. Create forms using AutoForm. (order details, customers, quarterly orders)
Step 2. Create a single-table form using the Form Wizard. (employees)
Step 3. Create a two-table form and subform using the Form Wizard. (customers, orders)
Exercise C. Modify a form in design view. (customers, orders)
Step 1. Switch between form, design and datasheet views.

Step 2. View, hide and resize page and form sections. 

Step 3. Select, move, resize, align, space and format a group of form elements.
Step 4. Insert and delete a label and field, and insert an image, list box, and combo box.

Step 5. Create a command button that opens a form or report.
Step 6. View and change tab order of elements.

Step 7. Create a tabbed form for a large number of fields.

Step 8. View and change element and form properties (format and data tabs).
Step 9. Insert and resize subforms in design view.

Exercise D. Create pivot tables and charts.

Step 1. Create a pivot table using the Pivot Table wizard. (sales analysis)
Step 2. Create a pivot chart using the Pivot Chart wizard. (sales analysis)

Step 3. Create a chart using the Chart Wizard. (product sales for 1997)
Exercise E. Examine existing reports using different views. (Northwind)
Exercise F. Create reports using wizards.

Step 1. Create mailing labels. (Northwind customers)
Step 2. Create a report using AutoReport. (alpha products = tabular, category sales for 1997 = columnar)
Step 3. Create a report using the Report Wizard. (products by category, sales by category)

Step 4. Create a report with grouping and numeric summaries. (sales analysis)
Exercise G. Edit a report in design view.

Step 1. Change report header, footer and sections.

Step 2. Change sorting and grouping fields and their order. (products list)
Step 3. Add conditional formatting. (make a currency field red if over $100,000)
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