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STUDENT MATERIALS

A. Textbook

Title: Microsoft Office Access 2007 Introductory
Author: Rutkowsky
Publisher: Paradigm

B. Other Required Materials

3 12” floppy disk
Student Evaluation (Type of Grading)

Evaluation will be based on the following: Class Assignments, Homework, Final Project, and
Quizzes
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Week/Days

Teaching Aids or
Topic or Class Activity Special Instruction

Create a database using design and datasheet
views, adding records, using forms and reports,
previewing and printing.

Creating queries. Displaying data with a

query. Printing the results of a query. Using wild

cards. Joining tables. Sorting the data. Calculating statistics.
Adding, changing and deleting records, changing the
structure, using update and delete queries, creating
validation rules and using indexes and specifying.

Publishing to the Internet using Data Access Pages.

Final.
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OBJECTIVES
1. The student will understand the purpose and use of Microsoft Access.
2. The student will be introduced to data files, queries, programs, reports, and forms.
3. The student will be able to use Microsoft Access on an introductory level.

4.  The student will have basis for gaining additional knowledge about Microsoft Access.
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