
 
 

 

Goodheart-Willcox Publisher 
18604 West Creek Drive • Tinley Park, IL 60477 • 800.323.0440 • www.g-w.com 

 

1 

Goodheart-Willcox Publisher 
Correlation of Principles of Digital Information Technology © 2021 

by Kathleen M. Austin, Lorraine N. Bergkvist 
to the Microsoft Office Specialist (MOS) Certification standards for Access 

STANDARD G-W CORRELATING PAGES 

Manage Databases 

1.1 Modify database structure 

1.1.1 Import objects or data from other sources P. 488, Importing Records into a Database 

1.1.2 Delete database objects P. 480, Deleting Data Paragraph 1 

1.1.3 Hide and display objects in the Navigation 
Pane 

P. 477, Microsoft Access Paragraph 4 

1.2 Manage table relationships and keys 

1.2.1 Understand relationships P. 498, Joining Tables 
P. 500, Table Relationships 

1.2.2 Display relationships P. 501, Building Relationships Paragraph 2 

1.2.3 Set Primary Keys P. 483, Defining Fields Paragraph 3 

1.2.4 Enforce referential integrity  P. 501, Table Relationships Paragraph 4 

1.2.5 Set foreign keys P. 501, Table Relationships Paragraph 5 

1.3 Print and export data 

1.3.1 Configure print options for records, forms, 
and reports 

P. 226, Printing Files 
P. 227, Printing Files Paragraph 4 
P. 488, Importing Records into a Database Paragraph 
4 
P. 496, Preparing a Report Paragraph 4 

1.3.2 Export objects to alternative formats P. 496, Preparing a Report Paragraph 4 

Create and Modify Tables 

2.1 Create Tables 

2.1.1 Import data into tables P. 488, Importing Records into a Database 

2.1.2 Create linked tables from external sources P. 501, Table Relationships Paragraph 4 

2.1.3 Import tables from other databases P. 389, Creating Tables Paragraph 3 

2.2 Manage tables 

2.2.1 Hide fields in tables P. 484, Defining Fields Paragraph 6 

2.2.2 Add total rows P. 514, Hands- On Example 12.3.5 

2.2.3 Add table descriptions P. 484, Entering New Records Paragraph 2 

2.3 Manage table records 

2.3.1 Find and replace data P. 246, Finding Text 
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2.3.2 Sort records P. 491, Sorting and Filtering Data  Paragraph 1 

2.3.3 Filter records P. 491, Sorting and Filtering Data  Paragraph 1 

2.4 Create and modify fields 

2.4.1 Add and remove fields P. 479, Adding Data Paragraph 1 
P. 480, Deleting Data Paragraph 1 

2.4.2 Add validation rules to fields P. 484, Defining Fields Paragraph 8 

2.4.3 Change field captions P. 483, Defining Fields Paragraph 6 

2.4.4 Change field sizes P. 483, Defining Fields Paragraph 6 

2.4.5 Change field data types P. 483, Defining Fields Paragraph 5 

2.4.6 Configure fields to auto-increment P. 484, Defining Fields Paragraph 7 

2.4.7 Set default values P. 484, Defining Fields Paragraph 9 

2.4.8 Apply built-in input masks P. 484, Defining Fields Paragraph 9 

Create and Modify Queries 

3.1 Create and run queries 

3.1.1 Create simple queries P. 505, Creating a Basic Query Paragraph 1 

3.1.2 Create basic crosstab queries P. 509, Crosstab Query 

3.1.3 Create basic parameter queries P. 509, Parameter Query 

3.1.4 Create basic action queries P. 510, Action Query 

3.1.5 Create basic multi-table queries P. 510, Multitable Query 

3.1.6 Save queries P. 505, Creating a Basic Query Paragraph 2 

3.1.7 Run queries P. 505, Creating a Basic Query Paragraph 1 

3.2 Modify queries 

3.2.1 Add, hide, and remove fields in queries P. 507, Creating an Advanced Query Paragraph 4 

3.2.2 Sort data within queries P. 506, Hands- On Example 12.3.1 

3.2.3 Filter data within queries P. 505, Creating a Basic Query Paragraph 2 

3.2.4 Format fields within queries P. 507, Creating an Advanced Query Paragraph 3 

Modify Forms in Layout View 

4.1 Configure form controls 

4.1.1 Add, move, and remove form controls P. 493, Preparing a Form Paragraph 5 

4.1.2 Set form control properties P. 493, Preparing a Form Paragraph 4 

4.1.3 Add and modify form labels P. 493, Preparing a Form Paragraph 5 

4.2 Format forms 

4.2.1 Modify tab orders on forms P. 494, Preparing a Form Paragraph 7 

4.2.2 Sort records by form field P. 491, Sorting and Filtering Data  Paragraph 2 

4.2.3 Modify form positioning P. 494, Preparing a Form Paragraph 8 
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4.2.4 Insert information in form headers and 
footers 

P. 494 paragraph 3 

4.2.5 Insert images on forms P. 236, Inserting Media Files Paragraph 1 

Modify Reports in Layout View 

5.1 Configure report controls 

5.1.1 Group and sort fields on reports P. 506, Hands- On Example 12.3.1 

5.1.2 Add report controls P. 497, Modifying a Report 

5.1.3 Add and modify labels on reports P. 498, Modifying a Report Paragraph 2 

5.2 Format reports 

5.2.1 Format a report into multiple columns P. 495, Preparing a Report Paragraph 3 
P. 496, Hands- On Example 12.2.4 

5.2.2 Modify report positioning P. 498, Modifying a Report Paragraph 5 

5.2.3 Format report elements P. 498, Modifying a Report Paragraph 6 

5.2.4 Change report orientation P. 498, Modifying a Report Paragraph 7 

5.2.5 Insert information in report headers and 
footers 

P. 396, Hands- On Example 12.2.4 

5.2.6 Insert images on reports P. 396, Hands- On Example 12.2.4  


