


Workshop

This book shows you how to put
together the individual step-by-
step tasks into indepth projects
with the Workshop. You start each
project with a sample file, work
through the steps, and then com-
pare your results with project
results file at the end. The Work-
shop projects and associated files
are available on the Web at
www.perspection.com.

Microsoft Certified
Applications Specialist

This book prepares you for the
Microsoft Certified Applications
Specialist (MCAS) exam for
Microsoft Office Access 2007. Each
MCAS certification exam has a set
of objectives, which are organized
into broader skill sets. To prepare
for the certification exam, you
should review and perform each
task identified with a MCAS objec-
tive to confirm that you can meet
the requirements for the exam.
Throughout this book, content
that pertains to an objective is
identified with the following
MCAS logo and objective number
next to it.

Workshop W

Intraduction

The Workshop is 31l sba ut being creative and thinking outside of the bae, These o tksha pswillhelp
wour right-brain soar, wwhile making your lefthrain happy; by explaining why thingswo rkthe way
they da. Bepharing possibiliies i fun; hovever, with knowvleddq e ofhowy
things k.

tietting and Lising the Project Files

Each projest in the Warkshop includes  startfle to help you getstarted with the project, and 2
final e © provide you it e razuhsafthe projestanyou can see how wall you 3 complished
the task

Befreyou can use the projectfiles, j0u nexd to downhad e from the Web Wou can accessthe
files 3t wiwwpErspEGtion.com in the softvare downlads area. Afteryou dovenbad the files fom
the 1 eb, Um0 mpress the iles im0 3 folder on your hard drive © which o hive easy 3ecess hom
your Microsoh Dffice program

Project 1: Creating a Report with a Subrepost

Skills and Tooks: Create a report and add a subreport

A reportis 3 summany of infarm 3ton from ane o1 mars tables, Repars sllows you to inslude snhance-
meats that 3 simple printutof recons in a fable wouk not provide. Within 3 report, you can add
infarmaton fram Tbles and queries. fyou wwant to display addfionalinbimatan, o u san add a sub-
raport. The main 12portand the subreportpravids s4parate information, yetthey are disg layed
together, After you add infarmatian to 3 report you san setup the page, add a header and footer,
insertgraphies 3 other related material, and hmatthe page

The Project

Inthis project, you'll leam bov 1o creste 3 comprehensive repart, xid a subreport, setup the page,
203 headars and faters, and then printoutthe report

The Process

Open fuecess 2000, open Aepart_startacods, and then 2w itas Report resulk.aeed,

The Workshop
walks you
through indepth
projects to help
you put Access
to work.

Microsoft Certified Applications
Specialist

About the MCAS Program

The Microsoft Certified fipplications Specialist (MCAS) certification is the glabally
recognized standard for validsting exparise with the Microsoft Offics suite of busi-
ness productivity progrms. Esring 2n bICAS cerificate scknowledges you have
the expertise to wark with Micmsaft Offics prgrams.Ta earn the MGAS certifia-
tian, you must pass 3 cenification exam for the Mizrosoft Office deskiop spplica-
tinre of Microsoft OfficetWard, Wicmsaft Office Excel Microsaft Office FowerPoint,
Microsoft Office Duthak, or Mirsaft Oifioe Amess. (The avaikbility of Misrosoft
Cenified Applications Specislist cemification Svams varies by program, progmm
warsion, =nd lnguage. Vistt wiwwmicroeof.comand seamh on Mirosol Cartified
Applications Spevialist far exam awailability and more infamation about the pro-
gram.)The Micrasoft Canified Applications Spacislizt program is the only Micrasoft-
spproved program in the world for certifying proficiency with Wicrosoft Office
programs

What Does This Logo Mean?

It means this book fias been 3pproved by the Micmsoft Cartified Appliations Spe-
cialist progrm 1o be certified coursevare for learming Mismsatt Offie Aoess 2007
=nd preparing for the cenificstion eam. This back will prpam you for the Micrasaft
Cerified Applicatiors Specialistexam for Microsoft Office Access 2007, Exch certifi-
catian level has = set of objestives, which are aganized info broader skill sets
Thrughout this baok, coment that pertsins 1 3 Micnsot Cantified Applicstions
Specialist objective is identified with the following MCAS certificstion kgo and
abjective number below the tite of the topic

Microsoft

Centifisd AEOTSAL
Application  MLOTS-22
Specialist

o

Logo indicates a
task fulfills one
or more MCAS
certification
objectives.
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Get More on the Web

In addition to the information in
this book, you can also get more
information on the Web to help
you get up to speed faster with
Access 2007. Some of the infor-
mation includes:

Transition Helpers

¢ Only New Features.
Download and print the new
feature tasks as a quick and
easy guide.

Productivity Tools

¢ Keyboard Shortcuts.
Download a list of keyboard
shortcuts to learn faster ways
to get the job done.

More Content

¢ Photographs. Download
photographs and other
graphics to use in your Office
documents.

¢ More Content. Download
new content developed after
publication. For example,
you can download a
complete chapter on Office
SharePoint Server 2007.

You can access these additional
resources on the Web at
www.perspection.com.
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Working Together on Office
SharePoint Documents

Introduction

Microsoft Windows ShareFbint Servicss & = collection of
products and services which provide the ability far people o
engege in document and i calen-
dar everts, sending sk, tsks planning, 3nd collabo rtive
discussians ina singl community solution

ffice ShareFoint Senver 3007 isa produst that uses
Windows ShareFoint Services 3.0ar lter tachnalgy o wark
affectively with Micmeoft Office 2007 prog rms. Yo can ore-
ate = slide library ana Office Shareaint site in FawerFaint
007 (Rsw], use Ofice SharePoint list dat 1 creste reports
in Arcess 2007 creste @ mesting workspsoe 3nd synchronize
calendarand contasts in Outlack 207 design browssr farm
templaes in InfoPath 2007 (Tew!], and sve workshests on
an Office ShaneFoint site in Excel 2007, In many of the Office
07 progrms, you can update prope ties fara s=nrer docu -
ment ina Document Information Fene| (Hew!), and partici-
pate in workflows (Few!) which is the 3utmated movement
of documents ar items through a sequence of actians or
tasks, such =5 documnent appraval,

Offics 2007 programs use the Document Maragement
task pane to wooess many Office StamPoint Serer 2007 fea-
tures. The Document Management task pane allows you o
see the listof te3m members collsborsting an the cumant
project, find out who is online. send an2-meil message, and
reviews tasks and other nesoumes. hu gan ako use the
Document MMaragement mek pane 1o creste document wark-
spanes whem you can collest organ ze, madiy, share, and
discuss Ofiee documents.

Before you can use Office ShareFoint Server 2007 the
softwam needs 10 be s=t up and manfigursd on aWindows
003 Server or [@ter by your retwork sdministrEon oy can
views Office ShareFoint Sernver sites using aieb bowser ora
mobile devics (Tew!lwhile you're on the rosd.

Wiewr and Mavigate Ofiee SharePoint
Sites

Create 3 DusumentWorkspace Site
Create 3 Dusument Library Sie

Add and Upload Documens w3 Sie
Add Pages t 3 Site
Fublish Slides to a Library

Saving a File to 2 Dosument
Management Server

WiswrVarsions of Do cumants
Cheok Doouments|n and Out tw Edit
Workwith Shared Warkspace
Wiewr Team Members

Create Liss

Create Events

Hold Web Discussians

SetlUp Alerts

Customize Quick Lzunch or Top Link Bar

Additional content
is available on the
Web. You can
download a chapter
on SharePoint.



