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Features
Data Files for 
each section are 
accessed through 
the eBook available 
for download.

Each program 
section begins with 
a list of skills and an 
overview and model 
answer preview 
of the projects 
completed in that 
section.

Precheck quizzes 
allow students to 
check their current 
skills before starting 
section work.

Word SECTION 3

61

Skills
• Cut, copy, and paste text
• Use the Clipboard task pane to copy  

and paste items
• Change page margins, orientation, and size
• Insert a watermark, page color, and page border
• Insert page numbering
• Insert a header and footer
• Format a document in MLA style
• Insert sources and citations

• Create a works cited page
• Edit a source
• Use the Click and Type feature
• Vertically align text
• Insert, size, and move images
• Prepare an envelope and mailing labels

Projects Overview
Edit and format documents on 
Thailand and Juneau, Alaska; 
prepare an announcement 
about a workshop on traveling 
on a budget; format a report 
on the Middleton Valley in MLA 
style; prepare envelopes and 
labels for mailing fact sheets 
and announcements.

Format reports in MLA style; 
format a costume rental 
agreement.

Prepare an announcement 
about a workshop on 
employment opportunities in the 
movie industry; add a picture 
watermark.

Create an announcement for 
weekend work; prepare labels. 

Prepare an announcement 
about internship positions 
available at Marquee 
Productions; prepare labels for 
the college.

Formatting and Enhancing  
a Document

Before beginning section work, copy the WordS3 
folder to your storage medium and then make 
WordS3 the active folder.

Data Files

Check your current skills to help focus your study 
of the skills taught in this section.Precheck

Preview the model answers for an overview of the 
projects you will complete in the section activities.

Model 
Answers

If you are a SNAP user, launch the Precheck and 
Tutorials from your Assignments page.

0061-0088_M-Office 2016-Word-03.indd   61 1/19/16   7:13 PM

In Brief offers bare-bones summaries of 
major commands and features provide 
instant review and a quick reference of the 
steps required to accomplish a task.

35Activity 2.3 ACCESS

Using the More Button on the Table Tools  
Fields tab in Datasheet View
Click the More Fields button to choose from a list of 
other field data types and fields that have predefined 
field properties. Scroll down the More Fields drop-
down list to the QuickStart category. Options in this 

category allow you to add a group of related fields in 
one step. For example, click Address to add five new 
fields: Address, City, StateProvince, ZIPPostal, and 
CountryRegion.

In Addition

8  Change the default value from No to Yes 
by double-clicking No in the Default Value 
property box in the Field Properties section 
and then typing Yes. 

9  Click in the Description column to the right of 
Yes/No, type Click or press spacebar for Yes; 
leave empty for No, and then press the Enter key.

10  Enter the remaining field names, data types, and descriptions as shown in 
Figure 2.2 by completing steps similar to those in Steps 3–9. Change the default 
value for the HealthPlan field to Yes.

11  Click anywhere in the EmployeeID field 
name.

12  Click the Primary Key button  in the 
Tools group on the Table Tools Design tab.

A key icon appears in the field selector bar 
to the left of EmployeeID, indicating the field 
is the primary key field.

13  Click the Save button on the Quick Access 
Toolbar.

14  At the Save As dialog box, type Benefits in the Table 
Name text box and then press the Enter key or click OK.

15  Close the Benefits table.

Figure 2.2 Design View Table Entries
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Create Table in Design 
View
1. Click Create tab.
2. Click Table Design 

button.
3. Type field names, 

change data types, 
add descriptions, or 
modify other field 
properties.

4. Assign primary key 
field.

5. Click Save button.
6. Type table name.
7. Click OK.
Assign Primary  
Key Field
1. Open table in Design 

view.
2. Make primary key field 

active.
3. Click Primary Key 

button.
4. Save table.

In Brief

Compare your work to the model answer to ensure that  
you have completed the activity correctly.

Check Your 
Work

Step
8
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Interactive tutorials provide guided training 
and measured practice.

34 ACCESS Section 2 Creating Tables and Relationships

As an alternative to creating a table in Datasheet view, you can create a table in Design 
view. In Design view, you can set the field’s properties the way you need them right away. 
When you use Design view, Access does not add the ID field to the new table automati-
cally. As mentioned previously, a table should have a primary key field, or a field used to 
store a unique value for each record. Examples of fields suitable for a primary key field are 
those that store an identification value such as an employee number, a part number, a ven-
dor number, or a customer number. If, when you are working on a table’s design, you do 
not have any data suited to a primary key field, create a field labeled ID and set the data 
type to AutoNumber. When creating a table in Datasheet view, the Properties group on the 
Table Tools Fields tab contains buttons and an option for modifying or adding field proper-
ties. In Design view, the Field Properties section contains property boxes with options for 
adding or modifying field properties.

What You Will Do Rhonda Trask, human resources manager, has asked you to work in the 
employees database. Rhonda would like you to create a new table in the file in which to store 
the employee benefit plan information. You decide to create this table in Design view and add 
and modify field properties.

1  Open 2-WEEmployees.accdb and enable the contents, if necessary.

This database is similar to the database you worked with in the Skills Review for 
Section 1. This version of the database has additional records added.

2  Click the Create tab and then click the Table Design button  in the Tables group.

3  With the insertion point positioned in the Field Name column in the first row, type 
EmployeeID and then press the Enter key or the Tab key to move to the next column.

4  With Short Text already entered in the Data Type column, change the default field 
size from 255 to 4 by double-clicking the number 
255 in the Field Size property box in the Field 
Properties section and then typing 4.

The EmployeeID field will contain numbers; however, 
leave the data type defined as Short Text since 
no calculations will be performed with employee 
numbers. Notice the information that displays in the 
bottom right corner of the Design window. Access 
displays information about the field in which the 
insertion point is positioned.

5  Click in the Description column to the right of Short Text, type Type the four-digit 
employee number, and then press the Enter key to move to the second row.

6  Type PensionPlan in the Field Name column in the 
second row and then press the Enter key.

7  Click the arrow at the right of the Data Type 
column and then click Yes/No at the drop-down list.

In this field, the data is only one of two entries: 
Yes if the employee is enrolled in the pension plan 
or No if the employee is not. 

Creating a Table; Setting the Primary Key 
Field; Modifying Properties in Design View

Activity 2.3

Step
6

Step
7

Tutorial
Creating a Table in 
Design View

Tutorial
Setting the Primary  
Key Field

Tutorial
Modifying Field 
Properties in Design 
View

Step
3

Step
4
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Integrating Programs sections 
offer activities devoted 
to integrating information 
among Microsoft Office 
2016 programs highlight 
the benefits of using the 
Office suite. Projects 
include copying, exporting, 
linking, and embedding 
data. Students learn how 
to manage data efficiently 
in the business office or for 
personal use.

Integrating Programs SECTION 3

Preview the model answers for an overview of the 
projects you will complete in the section activities.

Model 
Answers

Before beginning section work, copy the Integrating3 
folder to your storage medium and then make 
Integrating3 the active folder.

Data Files
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Word, Excel, and PowerPoint

Skills
• Export a PowerPoint presentation to a Word 

document
• Export a Word outline document to a 

PowerPoint presentation
• Link an Excel chart with a Word document and 

a PowerPoint presentation

• Edit a linked object
• Embed a Word table in a PowerPoint 

presentation
• Edit an embedded object

Projects Overview
Create presentation handouts 
in Word for use in an 
annual meeting PowerPoint 
presentation.

Prepare a PowerPoint 
presentation for the Distribution 
Department of Worldwide 
Enterprises using a Word 
outline. Copy an Excel chart 
and link it to the Distribution 
Department meeting 
presentation and to a Word 
document and then edit the 
linked chart. Copy a Word table 
containing data on preview 
distribution dates, embed it in 
a PowerPoint slide, and then 
update the table.

Export a PowerPoint 
presentation containing 
information on vacation specials 
offered by First Choice Travel to 
a Word document.

Link an Excel chart containing 
information on department 
enrollments to a PowerPoint 
slide and then update the chart 
in Excel. Embed a Word table 
in a PowerPoint slide and then 
edit the table in the slide.

Check your current skills to help focus your study 
of the skills taught in this section.Precheck

If you are a SNAP user, launch the Precheck and 
Tutorials from your Assignments page.

Study Tools help students further develop and 
review section skills.

Skills Exercise performed live in the 
application, and are available to SNAP 2016 users. SNAP 
automatically scores student work and provides detailed 
feedback.

Skills Review hands-on exercises reinforce learning of key 
features and skills. Instructions include some guidance, but less 
than is provided within the section activities.

Skills Assessment are framed within a workplace project 
perspective and evaluate the students’ ability to apply section 
skills and concepts in solving realistic problems. They require 
the demonstration of program skills and decision-making, which 
may include additional research or an Individual Challenge.

Marquee Challenge assessments test mastery of program 
features and their problem-solving abilities.

Check Your Work allows students to confirm that they have 
completed the activity correctly. Available on locked PDFs, and 
accessed through the ebook. 

35Activity 2.3 ACCESS

Using the More Button on the Table Tools  
Fields tab in Datasheet View
Click the More Fields button to choose from a list of 
other field data types and fields that have predefined 
field properties. Scroll down the More Fields drop-
down list to the QuickStart category. Options in this 

category allow you to add a group of related fields in 
one step. For example, click Address to add five new 
fields: Address, City, StateProvince, ZIPPostal, and 
CountryRegion.

In Addition

8  Change the default value from No to Yes 
by double-clicking No in the Default Value 
property box in the Field Properties section 
and then typing Yes. 

9  Click in the Description column to the right of 
Yes/No, type Click or press spacebar for Yes; 
leave empty for No, and then press the Enter key.

10  Enter the remaining field names, data types, and descriptions as shown in 
Figure 2.2 by completing steps similar to those in Steps 3–9. Change the default 
value for the HealthPlan field to Yes.

11  Click anywhere in the EmployeeID field 
name.

12  Click the Primary Key button  in the 
Tools group on the Table Tools Design tab.

A key icon appears in the field selector bar 
to the left of EmployeeID, indicating the field 
is the primary key field.

13  Click the Save button on the Quick Access 
Toolbar.

14  At the Save As dialog box, type Benefits in the Table 
Name text box and then press the Enter key or click OK.

15  Close the Benefits table.

Figure 2.2 Design View Table Entries
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Create Table in Design 
View
1. Click Create tab.
2. Click Table Design 

button.
3. Type field names, 

change data types, 
add descriptions, or 
modify other field 
properties.

4. Assign primary key 
field.

5. Click Save button.
6. Type table name.
7. Click OK.
Assign Primary  
Key Field
1. Open table in Design 

view.
2. Make primary key field 

active.
3. Click Primary Key 

button.
4. Save table.

In Brief

Compare your work to the model answer to ensure that  
you have completed the activity correctly.

Check Your 
Work

Step
8

0027-0052_M-Office 2016-Access-02.indd   35 1/19/16   6:47 PM

Workbook eBook

Preface

Information Technology Essentials

Getting Started
WORD 2016
Introducing Word 2016
Section 1 Creating and Editing a Document
Section 2 Formatting Characters and Paragraphs
Section 3 Formatting and Enhancing a Document
Section 4 Formatting with Special Features
Index 

EXCEL 2016 
Introducing Excel 2016
Section 1 Analyzing Data Using Excel
Section 2 Editing and Formatting Worksheets
Section 3 Using Functions, Setting Print Options,  

and Adding Visual Elements
Section 4 Working with Multiple Worksheets,  

Tables and Other File Formats
Integrating Programs  Word and Excel
Index 

ACCESS 2016 
Introducing Access 2016
Section 1 Maintaining Data in Access Tables
Section 2 Creating Tables and Relationships
Section 3 Creating Queries, Forms, and Reports
Section 4 Summarizing Data and Calculating in Forms and Reports
Integrating Programs  Word, Excel, and Access
Index 

POWERPOINT 2016 
Introducing PowerPoint 2016
Section 1 Preparing a Presentation
Section 2 Editing and Enhancing Slides
Section 3 Customizing a Presentation
Integrating Programs  Word, Excel, and PowerPoint
Index 

Contents

 Study Tools


