
Intermediate Access 2002/XP  Page 1 

©2003  Software Solutions Now! 

TABLE OF CONTENTS 
TABLE OF CONTENTS.......................................................................... 1 

CONVENTIONS USED IN THIS MANUAL .............................................. 5 

LESSON 1 – PLANNING AND DEVELOPING A DATABASE..................... 7 
DATABASE - DEFINITIONS........................................................................ 8 

LESSON 2 – CREATING MULTIPLE TABLES.......................................... 9 
OBJECTIVES FOR THIS LESSON..................................................................10 
CREATE TABLES...................................................................................11 

Data Types ...................................................................................12 
Field Properties .............................................................................13 
Creating Lookups...........................................................................24 

Practice on your own 2 – Create a table and set properties ...............29 

LESSON 3 – CREATING TABLE RELATIONSHIPS ............................... 31 
OBJECTIVES FOR THIS LESSON..................................................................32 
CREATING RELATIONSHIPS ......................................................................33 

Practice on your own 3 – Create table relationships .........................36 

LESSON 4 - WORKING WITH SUBDATASHEETS................................. 37 
OBJECTIVES FOR THIS LESSON ..................................................................37 
WORKING WITH SUBDATASHEETS ..............................................................38 

Practice on your own 4 – Using a subdatasheet ...............................39 

LESSON 5 - CREATING QUERIES USING MULTIPLE TABLES .............. 41 
OBJECTIVES FOR THIS LESSON..................................................................41 
CREATING A QUERY ..............................................................................42 

Practice on your own 5 – Create queries.........................................45 

LESSON 6 - CREATING FORMS THAT USE MULTIPLE TABLES ............ 47 
OBJECTIVES FOR THIS LESSON ..................................................................47 
CREATING A FORM WITH SUBFORM.............................................................48 

Using the Form Wizard ...................................................................48 
Using Design View .........................................................................49 
Using AutoForm.............................................................................50 
Working in Design View ..................................................................50 
Working in Design View ..................................................................51 

Practice on your own 6 – Create a form and subform .......................52 

LESSON 7 - CREATING FORM OBJECTS ............................................. 53 
OBJECTIVES FOR THIS LESSON..................................................................53 
USING THE TOOLBOX.............................................................................54 
CREATING OPTION GROUPS .....................................................................55 
CREATING CHECK BOXES ........................................................................57 
CREATING COMBO AND LIST BOXES............................................................58 

Practice on your own 7 – Adding form objects .................................59 



Page 2  Intermediate Access 2002/XP 
 

Software Solutions Now!  ©2003 

 

LESSON 8 - CREATING REPORTS FROM MULTIPLE TABLES............... 61 
OBJECTIVES FOR THIS LESSON .................................................................61 
CREATE A REPORT USING MULTIPLE TABLES..................................................62 
CREATE A GROUPED TOTALS REPORT ..........................................................63 
USING AUTOREPORT .............................................................................65 
USING THE LABEL WIZARD......................................................................66 
EDITING REPORTS................................................................................67 

Practice on your own 8 – Create a Grouped report...........................68 

APPENDIX A - MAP TO MOUS CERTIFICATION ................................. 69 
 


