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Evaluation Version
All freely downloadable evaluation versions of our manuals are for evaluation purpose only and MUST NOT BE USED FOR TRAINING. All evaluation versions of the manuals can be viewed and printed.

If you would like to purchase the full version of our manuals, please visit http://www.computertrainingmanual.com/order.htm or contact us at order@computertrainingmanual.com for further information.

Send your comments and suggestions to suggestion@computertrainingmanual.com
	Copyright Notice

Copyright (2003 EBook Publishing. All rights reserved. No part of this publication may be reproduced, transmitted, or translated into any language, in any form or by any means, electronically or mechanical, including photocopying, recording, storage in a database or retrieval system, or otherwise, without the prior written permission of EBook Publishing.

Disclaimer
We take great care to ensure the accuracy of these materials; however, EBook Publishing makes no warranty, express or implies, including without limitation any warranty concerning the adequacy, accuracy or completeness of such information or material or the results to be obtained from using such information or material. EBook Publishing reserves the right to revise this publication and to make changes in its content at any time, without obligation to notify any person or entity of such revisions or changes.


Discover The 

Seven (7) Key Benefits 

Our mission is to provide you the best computer training manuals available, at the very best price.  Discover the Seven (7) key benefits of our CompleteVISUALTM step-by-step computer training manual, and compare them with what is available from our competitors. If you need further information, please contact us at info@computertrainingmanual.com or visit our web site at http://www.computertrainingmanual.com
	Unlimited Printing Rights 

	A single payment for our manuals allows you to print as many copies as you required and distribute the printed copies for use at the designated sites.  Imagine how much money you could save by not having to purchase individual textbooks for each user!
Other courseware: There are many computer training manual providers charge on per-book per -student basis. 

	No Annual Renewal Fees

	You can continue to use any manuals you have purchased for as long as you like. You do not have to pay an annual renewal license to keep using the manuals that you have purchased the rights to! 
Other courseware: You must renew your license for a nominal annual renewal fee after 1 year from the original purchase date.

	Affordable 

	Our manuals are affordable to all categories of computer training, includes commercial training companies, government agencies, internal company training departments, individual setting up their own computer training program, universities, colleges and school student. 
Other courseware: There are other training manuals with unlimited printing rights, but it cost you US$450-850 for each title. 

	Complete Visual Step-by-step

	The first ever-created complete visual manuals, with every single step fully illustrated by colorful diagrams, tables and screen snapshot to show how it looks on screen.  You are unlikely to make mistakes and can even learn without a computer!
Other courseware: Only text instructions with no or only few illustration diagrams for all steps.  You may not able to follow the step closely. 

	Easy To Understand 

	Our computer training manuals are written in non-technical writing style that is easy to understand. Complicated tasks are simplified for easier understanding and reference.  90% of the tasks in each chapter fit into a single page. All tasks are summarized to less than 10 steps with no irrelevant steps.
Other courseware: There are always too many repeating and irrelevant steps involved to perform a simple task.

	Independent and Flexible Hands-on Lessons

	No pre-installed files for all lessons. All lessons in the manuals are independent.  You are flexible to start any chapter you wish without having to finish the previous lessons.
Other courseware: Lessons are totally dependent on pre-installed files and dependent very much on the previous lessons outcome.

	Completely Customizable

	You can remove and rearrange the content of the manuals as you wish.  The table of content and the page numbering are updated automatically.  You can even add your organization's name and logo to help you build a more reputable and professional image.

Other courseware: Many training manual providers claim that their manuals are easy to customize, in fact they are NOT because their lessons and exercises are all interrelated. 


The CompleteVISUALTM step-by-step computer training manual is specially developed and organized based on the Instructional Design concepts, to ensure the effectiveness of the learning process.  

Most of the tasks in each chapter fit into a single page for easy reference.  Most tasks are summarized to less than 10 key steps and accompanied by actual screen illustrations. Every step you go through is practical and relevant. All chapters are independent.  No exercise files need to be installed prior to the training, so you can start training from the modules that best suit you or your trainees.  However, the module sequence that we suggest is designed to optimize your computer learning process.
[image: image1.png]CREATING HYPERLINKS

Inserting Text And Images Hyperlinks

A "hyperlink” is a special part of a web page that instantly links you to another web
page with a simple click of the mouse buttan. The expression *surfing the net” actually
refers to the experience of jumping from one page to another Lsing hyperlinks. A
hyperlink can take you to a new web site or to a different part of the web site yau are
visiting. Hyperlinks can also activate e-mail boxes that go directly to a web host's e-
mail address. When a visitor clicks an e-maillink, a blank message addressed to you wil
appear

Text Hyperlink is simply text, such as a Image Hyperlink s an image, which allows
word or phrase, which brings the visiars the visitors to jump to another pags, file or
to another page, fle or document document with a simple click,

[EEPE O frequently Ask Questions

e e e o et

ot e

o

h 4
Bookmark Hyperiink is a Email Hyperlink is a link that
linkthat brings the visitors to allows the visitors to send an
a different part on a web e-mailmessage to the
page. specified e-mail address





	Instructions
	You are asked to

	Click File >> Save.
	Click File to expand the file menu from the menu bar, then click the Save command from this menu.

	Press <Shift>+<Tab>
	Hold down the Shift key while pressing the Tab key on the keyboard.

	Type Photo from Kevin Jeff.
	Type the phrase Photo from Kevin Jeff.
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	Exploring Advanced Table Features


	
	Objectives:

When you have completed these lessons, you will be able to:

· Understand table field properties
· Create a new table from scratch
· Set a primary key
· Control the field size

· Customize the text format

· Customize the number and currency format

· Customize the date/time format
· Control input patterns using an input mask
· Change the field label using caption 
· Specify a default value

· Prompt an error using the validation rule

· Customize an error message

· Make a field compulsory

· Index a field

· Create lookup values for a field

· Update values in a lookup list


	


Exploring Field Properties

A table stores collected data in FIELDS. The field properties are the attributes of the field, and give you more control over them.

For example

· You can limit the size of the data stored in a field.

· You can change the format for the currency data.

· You can make a field compulsory.

In short, these properties help you to enhance the capability of your database.  Fortunately, most of the objects in Access have their own properties.  This gives you more flexibility in controlling the database objects. 
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	How To Create A Database From Scratch


1. Click [image: image4.png]


 New button.

2. From the task pane, click Blank Database.

3. Enter the database name.

4. Click the Create button.

· You can also create a new database using an existing template.  Under Templates in the task pane, click Templates on Office Online or click On my computer.
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	1. Click the [image: image6.png]


 New button.
Create a new blank database. The New File task pane appears.
2. From the task pane, click Blank Database.
The New File Database dialog box appears.
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3. In the File Name box, type Training3.
My Documents is the default folder.  If you wish to save the database in another folder, specify the folder name in the Save in box.
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4. Click the Create button.
The database is created with its Database Window opened, as shown below.
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	How To Create A New Table From Scratch

1. In the object bar, click Tables.

2. Click the [image: image10.png]" INew



 New button.
3. Click Design View.

4. Click the OK button.

5. Create the fields and specify their data types.

6. Save the table.



· To create a table in Design view quickly, from the Database window, double-click Create table in Design view 



	5. In the object bar, click Tables.
There are different ways to create a new table, as shown below. 
[image: image11.png][Hopen & pesign ew | X |

Objects

] Crostotoblen designview
] Creste bl by using wiard
B Create table by entering data

=




6. Click the [image: image12.png]" INew



 New button.
The New Table dialog box appears, as shown below.
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7. Click Design View and click the OK button.  
A blank table is created and appears in Design View. 
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8. Create the fields as shown below.
Click Data Type and choose from the drop-down list.
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	9. Click the [image: image16.png]


 Save button.  In the Table Name box, type All Employees.  
Since you have not set the primary key for the table, Access prompts you to let Access set the primary key for the table automatically.
10. Click the No button.
Access saves the table without creating the primary key.  If you click the Yes button, a new field named ID with AutoNumber as the data type is created as the primary key for the table.
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You should select the appropriate data type for all fields so that Access will only accept the correct data type in the table.  This helps prevent errors when you enter data into the fields.  For example, the DateOfBirth field should be set as a Date/Time data type so that it only accepts date entries.

Access defines and accepts the following data types.

Data Type

Description

Text

Accepts up to 255 characters of text, and number fields such as zip codes.

Memo

Accepts up to 65536 characters of text.

Number

Accepts numbers for calculations.

Date/Time

Accepts dates and times.

Currency

Accepts monetary values.

AutoNumber

Automatically numbers each record when you create a new record.  May not be manually updated.

Yes/No

Accepts only either Yes/No, True/False.

OLE Object

Accepts OLE objects such as photo, spreadsheets etc.

Hyperlink

Accepts hyperlinks to another document or web page.




	How To Set A Primary Key


1. Open the table in Design view.

2. Click anywhere in the field that you want to set as the primary key for the table.

3. Click the [image: image18.png]


 Primary Key button.



· If you want to set multiple fields as primary keys, you need to select all the fields before clicking the Primary Key button.


· To select multiple non-adjacent rows, click the row heading on the far left of the field.  Hold down the <Ctrl> key and then click the next field heading you want.



	The Primary key is the unique ID of each record.  For example, the car number is the primary key for each car.  It is important to identify at least one primary key in each table.  We may also use a primary key to create a relationship among tables.

11. In the object bar, click Tables.  Click the All Employees table.  Then click the [image: image19.png]&2 Design



 Design button.
The table opens in design view.
12. Click anywhere in the EmployeeID field.
Note that a small triangle appears at the far left of the row.
[image: image20.png]Field Name. | DataType |
Employe=10] Text
Firsthame Text




13. Click the [image: image21.png]


 Primary Key button.
Note that a key icon appears at the heading of the EmployeeID field.
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Setting Table Field Properties

Fields with different data types have different field properties.  For example,


	Field with Text data type
	Field with Currency data type
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The following shows a list of different Field Properties.

	Field Properties
	Description

	Field Size
	For Text: Accepts text up to 255 characters.  Default is 50.

For Numbers:  Defined by type of number, such as Byte, Integer, Long Integer etc.

	Format
	Defines the display format of the data.  

	Input Mask
	Defines and limits the data entry format.

	Decimal Places
	Number of decimal points for currency values or numbers.

	Caption
	Defines the label of the field in the form or the display of the field column heading in Datasheet view.  Access uses the real field name for the label and column heading if the caption is empty.

	Default Value
	Text or value that is automatically entered in the field when a record is created.

	Validation Rule
	Sets a condition for the data to be entered in the field.

	Validation Text
	Error message that appears when the data entered into the field does not meet the validation rule.

	Required
	Makes the field entry compulsory.

	Allowed Zero Length
	Determines whether the field allows a zero length text string – a string containing no characters.

	Index
	Specifies whether the field is indexed for faster retrieval and sorting.


	How To Control The Field Size

1. Open the table in Design view.

2. Click the field for which you want to specify the input length.

3. Under the Field Properties area, in the Field Size box, enter the maximum field size you want to allow.



· If the data type is a number, the Field Size options are Byte, Integer, Long Integer, Single, Double, Replication ID and Decimal.



	14. Open the All Employees table in Design view.  Click the FirstName field.
The `FirstName’ field properties appear under the Field Properties area.
15. Under the Field Properties area, in the Field Size box, type 10.
This limits the maximum number of characters that can be entered in the `FirstName’ field.
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16. Click the [image: image26.png]


 Datasheet View button.
Access prompts you to save the table settings.
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17. Click the Yes button.
The table design is saved and the datasheet appears.  Try entering a name that is more than 10 characters long in the `FirstName’ field. Access does not allow you to type in the name.
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	How To Customize The Text Format

1. Open the table in Design view.

2. Click the field in which you want to change the text format.

3. Under the Field Properties area, in the Format box, specify the format you want.



· When you try to switch back to Design view from Datasheet view, you will be prompted to specify the new record’s primary key (the EmployeeID for Steve).  You can, however, switch to the Design view without saving the new record by pressing <Esc>.



	18. Open the All Employees table in Design view.  Click the FirstName field.
The field properties appear under the Field Properties area.
19. Under the Field Properties area, in the Format box, type >.
This will change the display of all the characters in the `FirstName’ field to uppercase.
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20. Click the [image: image30.png]


 Save button and then click the [image: image31.png]


 Datasheet View button.
The table appears in Datasheet view.
21. In the First Name field, type Steve.  Then press <Tab>.
Access displays the name as STEVE.
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You can create custom text and memo formats using the following symbols.
Symbol

Description

@

Text character (either a character or a space) is required.

&

Text character is not required.

<

Force all characters to lowercase.

>

Force all characters to uppercase.




	How To Customize The Number And Currency Format

1. Open the table in Design view.

2. Click the number field in which you want to change the format.

3. Under the Field Properties area, in the Format box, specify the format you want.


· You can use the Decimal Places property to override the default number of decimal places for the predefined format.

· To learn more about Format property, click the Format box, and then press <F1>.



	22. Open the All Employees table in Design view.  Click the Salary field.
The `Salary’ field properties appear under the Field Properties area.
23. Under the Field Properties area, in the Format box, type $#,##0[Blue].
This changes the salary to blue and eliminates the decimal points.
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24. Click the [image: image35.png]


 Save button and then click the [image: image36.png]


 Datasheet View button.
The salary appears in blue without any decimal places.
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The following are symbols you can use to customize the number and currency format.

Symbol

Description

. 

Decimal separator.  Separators are set in Regional Settings in the Windows Control Panel.

, 

Thousand separators.

0

Digit placeholder. Displays a digit or 0.

#

Digit placeholder. Displays a digit or nothing.

$

Displays the literal character "$".

%

Percentage.  The value is multiplied by 100 and a percent sign is appended




	How To Customize The Date/Time Format

1. Open the table in Design view.

2. Click the date field, to change the format.

3. Under the Field Properties area, in the Format box, specify the format you want.



· When you have defined both the input mask and the Format property for the same data, the Format property takes precedence when the data is displayed and the input mask is ignored.



	25. Open the All Employees table in Design view.  Click the DateOfBirth field.
The ‘DateOfBirth’ field properties appear under the Field Properties area.
26. Under the Field Properties area, in the Format box, click the date format you want from the list.
Switch to Datasheet view to see the effect.
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If you do not find a suitable format from the list, you can customize the date format.  For example, type ddd mmm dd, yy in the format box.  Then, switch to Datasheet view and type in 1/1/94 in the `DateOfBirth’ field and press <Tab>.  The date format changes as shown below.
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	The following are symbols you can use to customize the date format.
Symbol

Description

d

Day of the month in one or two numeric digits: 1 to 31.
dd

Day of the month in two numeric digits: 01 to 31.

ddd

First three letters of the weekday: Sun to Sat.

dddd

Full name of the weekday: Sunday to Saturday.

w

Day of the week: 1 to 7.

ww

Week of the year: 1 to 53.

m

Month of the year in one or two numeric digits: 1 to 12.

mm

Month of the year in two numeric digits: 01 to 12.

mmm

First three letters of the month: Jan to Dec.

mmmm

Full name of the month: January to December.

q

Date displayed as the quarter of the year: 1 to 4.

y

Number of the day of the year: 1 to 366.

yy

Last two digits of the year: 01 to 99.

yyyy

Full year: 0100 to 9999.

h

Hour in one or two digits: 0 to 23.

hh

Hour in two digits: 00 to 23.

s

Second in one or two digits: 0 to 59.

ss

Second in two digits: 00 to 59.





	How To Control The Input Pattern Using An Input Mask


1. Open the table in Design view.

2. Click the field, in which you want to specify the input pattern.
3. Under the Field Properties area, in the Input Mask box, type the format you want.



· When you type data in a field that has an input mask, the data is always entered in Overtype mode. If you use the <BACKSPACE> key to delete a character, the character is replaced by a blank space.
· To learn more about the Input Mask property, click the Input Mask box, and then press <F1>.



	27. Open the All Employees table in Design view.  Click the EmployeeID field.
The `EmployeeID’ field properties appear under the Field Properties area.
28. Under the Field Properties area, in the Input Mask box, type LLL0000.
This forces the users to enter a data that contains three letters followed by four digits.
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29. Click the [image: image42.png]


 Save button and then click the [image: image43.png]


 Datasheet View button.
The table records appear in the Datasheet view. Try entering a date in the ‘EmployeeID’ field to see how Access controls your data entry.



	
	The following are symbols you can use to define an input mask.
Symbols
Description

0

Digit: 0 to 9, entry required, plus [+] and minus [–] signs not allowed.

9

Digit or space: entry optional, plus and minus signs not allowed.

#

Digit or space: entry optional; spaces are displayed as blanks while in Edit mode, but blanks are removed when data is saved; plus and minus signs allowed.

L

Letter: A to Z, entry required.

?

Letter: A to Z, entry optional.

A

Letter or digit, entry required.

a

Letter or digit, entry optional.

&

Any character or a space, entry required.

C

Any character or a space, entry optional.

. , : ; - /

Decimal placeholder and thousand, date, and time separators. (The actual character used depends on the settings in the Regional Settings Properties dialog box in the Windows Control Panel).

<

Causes all characters to be converted to lowercase.

>

Causes all characters to be converted to uppercase.

!

Causes the input mask to display from right to left, rather than from left to right.  You can include the exclamation point anywhere in the input mask.

\

Causes the character that follows to be displayed as the literal character: E.g. \A appears as just A).




	How To Change The Field Label Using Caption


1. Open the table in Design view.

2. Click the field in which you want to change the field heading label.

3. Under the Field Properties area, in the Caption box, type the new field heading label.



· The Caption property is a string expression that can contain up to 2,048 characters.
· To learn more about the Caption property, click the Caption box, and then press <F1>.



	30. Open the All Employees table in Design view.  Click the Department field.
The `Department’ field properties appear under the Field Properties area.
31. Under the Field Properties area, in the Caption box, type Division.
You will change the label on the field column heading to ‘Division’ instead of ‘Department’. 
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32. Click the [image: image45.png]


 Save button and then click the [image: image46.png]


 Datasheet View button.
The Department field heading changes to Division.
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	How To Specify A Default Value


1. Open the table in Design view.

2. Click the field.

3. Under the Field Properties area, in the Default Value box, type the default value. 



· You do not need to type the quotation marks ( “  ” ), as they will appear automatically.

· The maximum length of a Default Value property is 255 characters.

· If you change the Default Value property, the change is not applied to the existing records.

	33. Open the All Employees table in Design view.  Click the Department field.
The ‘Department’ field properties appear under the Field Properties area.
34. Under the Field Properties area, in the Default Value box, type Operation.
Access will automatically enter `Operation’ in the Department field when a new record is created.
[image: image49.png]B All Employees : Table

Fied Name

Data Type Description

EnployeelD
Frsthiame
Lastiiame
Department
DateOFsirth
Saary

General

Toxt
Toxt

Toxt

Toxt
Date/Time.
Currency.

Field Properties

FieldSize
Format

Input Mask.

Capion

Default Value
Valdation Rule
Valdation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IVE Mods

IME Sentence Mode
St Tags

Divisian

Operation]

M

s

o

es

o Cortral

Nore

A value that
automaticaly
entered in
this Fild o
newrecords





35. Click the [image: image50.png]


 Save button and then click the [image: image51.png]


 Datasheet View button.
Notice the new record row.  The default value appears automatically in the new record.
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	How To Prompt An Error Using A Validation Rule


1. Open the table in Design view.

2. Click the field in which you want to validate the data input.

3. Under the Field Properties area, in the Validation Rule box, type the validation rule you want to set for the field.



· The default error message may be too technical.  It is better to customize the message yourself.


· Press <Esc> to discard the changes when you are having problem switching back to Design view.  



	36. Open the All Employees table in Design view.  Click the Salary field.
The related field properties appear under the Field Properties area.
37. Under the Field Properties area, in the Validation Rule box, type >=0.
The Salary field will validate the input and only accept a positive value.
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38. Click the [image: image54.png]


 Save button and then click the [image: image55.png]


 Datasheet View button.
The table appears in Datasheet view.
39. In the Salary field, type a negative value of -4000.  Then press <Tab>.
Access displays an error message.
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	How To Customize An Error Message


1. Open the table in Design view.

2. Click the field in which you want to specify the validation error message.
3. Under the Field Properties area, in the Validation Text box, type the error message you want.



· Remember to give a clear message.  Try to avoid a technical explanation that confuses the user.



	40. Open the All Employees table in Design view.  Click the Salary field.
The ‘Salary’ field properties appear in the Field Properties area.
41. Under the Field Properties area, in the Validation Text box, type The salary must not be a negative value.
This message will be displayed if the salary entry does not meet the Validation Rule.
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42. Click the [image: image59.png]


 Save button and then click the [image: image60.png]


 Datasheet View button.
The table appears in Datasheet view.
43. In the Salary field, type -4000.  Then press <Tab>.
Access displays the error message that you specified.
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	How To
Make A Field Compulsory


1. Open the table in Design view.

2. Click the field that you want to make compulsory.

3. Under the Field Properties area, in the Required box, select the Yes option.



· If you set the Required property to Yes for a field in a table that already contains data, Microsoft Access gives you the option of checking all existing records.

	44. Open the All Employees table in Design view.  Click the LastName field.
The ‘LastName’ field properties appear under the Field Properties area.
45. Under the Field Properties area, click the Required drop-down arrow, and then click the Yes option.
This is to make sure all new records contain a last name.
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46. Click the [image: image64.png]


 Save button and then click the [image: image65.png]


 Datasheet View button.
The table appears in Datasheet view.
47. Enter a new record but leave the Last Name field empty.
Access displays an error message.
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	How To Index A Field


1. Open the table in Design view.

2. Click the field which you want to index.

3. Under the Field Properties area, in the Indexed box, select 
Yes (Duplicates OK) or
Yes (No Duplicates).



· Indexing speeds up searches and sorting in the field, but may slow the updating process.



	48. Open the All Employees table in Design view.  Click the LastName field.
The ‘LastName’ field properties appear under the Field Properties area.
49. Under the Field Properties area, in the Indexed box, click Yes (Duplicates OK).
This is to index the ‘LastName’ field to enhance search performance. The option Yes (No Duplicates) is to prohibit duplicate values in the field.
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	How To Create Lookup Values For A Field


1. Open the table in Design view.

2. Click the field in which you want to create lookup values.

3. Click the field’s Data Type drop-down arrow and click Lookup Wizard.

4. Click the I will type in the values that I want option button.

5. Click the Next button.

6. Type in the values you want.

7. Click the Next button.

8. Click the Finish button.



· If you prefer not to type in the values, but to extract the values from an existing table or query, you may select the I want to lookup column to look up the values in a table or query option button.



	50. Open the All Employees table in Design view.  Click the Department field.  Click the Data Type drop-down arrow and click Lookup Wizard from the list.
You want to set lookup values for the `Department’ field. The Lookup Wizard dialog box appears.
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51. Click the I will type in the values that I want option.  
Select the first option if you want to look up a value from a table or a query.
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52. Click the Next button.
Another Lookup Wizard dialog box appears.
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	53. Under the Col1 column, type in the values shown below.
Press <Tab> or use the mouse pointer to move to the next row.
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54. Click the Next button.
The next dialog box appears.  You can enter a new field label here
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55. Click the Finish button.
The field is still a text data type.
56. Click the [image: image73.png]


 Save button and then click the [image: image74.png]


 Datasheet View button.
The table appears in Datasheet view.
57. Click the Department field drop-down arrow.
The list of values appears, as shown below. Note: The Caption for the Department field was changed to Division in a previous exercise.
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	How To Update Values In A Lookup List


1. Open the table in Design view.

2. Click the field in which you want to update the lookup list values.

3. Under the Field Properties area, click the Lookup tab.

4. Edit the Row Source box.


· You can use the Row Source property to tell Microsoft Access how to provide data to a list box, a combo box, or an unbound OLE object (E.g. a chart).



	58. Open the All Employees table in Design view.  Click the Department field.
The ‘Department’ field properties appear under the Field Properties area.
59. Under the Field Properties area, click the Lookup tab. 
The list of lookup values appears in the Row Source box, as shown below.
[image: image76.png]Department. Text

DateOFsirth DteTime.
Salary Currency.
Field Properties
General | Lookup,
Display Control (Combo Box.
Row Saurce Type. Walue List

T HR' Finance' arketing ; Operatior”

Row Source
n

Bound Column




60. In the Row Source box, type ;“QC” to add to the lookup values list. 
A semicolon (;) is used to separate values, as shown below.
[image: image77.png]| General | Lockup

Display Control
Row Saurce Type.
Row Source
Bound Column

(Combo Box.

Value Lt





61. Click the [image: image78.png]


 Save button and then click the [image: image79.png]


 Datasheet View button.
The table appears in Datasheet view.
62. Click the Department field drop-down arrow.
The new list of values appears as shown below. The QC department is added into the list of options.
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Define Field Properties for each field.  Fields with different data type s have different field properties. 





Define Field Names and Data Type





Task Name.  Each task consists of a series of fully illustrated step-by-step instructions, which help you through the hands-on activities.





Visual step-by-step instructions take you through hands-on activities to accomplish each task.  These instructional actions appear in bold.





The important commands or keywords are highlighted in this font and style.





The text that you need to type in appears in this font and styles such.





Actual screen illustrations such as the dialog boxes and the result outcomes are displayed to show you how they appear on screen.  This helps you to learn visually and effectively.





A rectangle or circle is used to draw your attention to the part of the illustration that you are dealing with.





Detailed descriptions and explanations on each step help you to learn more about the step that you have just performed. 





Handy summary.  Each task concludes with a summary that reinforces the key steps in the task.  It also serves as a cue card for a specific task.  





Appropriate tips, tricks, and shortcuts that you may find useful are included to further enhance your skills.





Section name.  Each section groups related chapters to make sure you learn all the related features and skills in complete details.





Chapter name. Each chapter is an independent learning unit.  No exercise files need to be installed prior to the training.  This lets you start your training anywhere or anytime you like.





Chapter introduction. Each chapter begins with a presentation and illustration to prepare you for the concepts you will learn.
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