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7.3.2 Table Design (3:26)

7.3.3 Default Values (2:22)

7.3.4 Relationships and Lookups (3:22)

7.3.5 Data Importing (2:31)

7.3.6 Table Design Facts

7.3.7 Skills Lab: Design and Create Tables

7.3.8 Challenge Lab: Design and Create Tables
7.3.9 Table Design Tips

7.3.10 Applied Lab: Creating a Student Database

7.3.11 Applied Lab: Creating a Library Database

7.4 Using Simple Queries
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7.4.1 Introduction to Queries (2:25)



7.4.2 Query Criteria (3:02)

7.4.3 Queries with Totals (2:26)

7.4.4 Query Facts

7.4.5 Skills Lab: Create Queries

7.4.6 Challenge Lab: Create Queries

7.4.7 Query Tips

7.4.8 Applied Lab: Creating Queries for a School
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7.4.9 Applied Lab: Creating Queries for a Library

7.5 Creating Forms
PR 7.5.1 Access Forms (2:20)

7.5.2 Form Formatting (3:22)

7.5.3 Form Facts

7.5.4 Skills Lab: Create Forms

7.5.5 Challenge Lab: Create Forms

7.5.6 Form Tips

7.5.7 Applied Lab: Creating Forms for a School
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7.5.8 Applied Lab: Creating Forms for a Library

7.6 Creating Reports
7.6.1 The Report Wizard (2:48)
7.6.2 Reports with Totals(2:39)
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7.6.3 Report Formatting (4:38)

7.6.4 Report Facts

7.6.5 Skills Lab: Create Reports
7.6.6 Challenge Lab: Create Reports
7.6.7 Report Tips

7.6.8 Applied Lab: Creating Reports for a School
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7.6.9 Applied Lab: Creating Reports for a Library

7.7 Surveying Advanced Access Features
7.7.1 Managing Databases (2:52)
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7.7.2 Formatting Tables and Managing Records (2:45)
7.7.3 Application Parts (1:59)

7.7.4 Crosstab Queries (2:45)

7.7.5 Query Parameters (2:08)

7.7.6 Action Queries (5:50)

7.7.7 Calculated Fields and Conditional Logic (5:02)
7.7.8 Advanced Form Options (4:24)
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7.7.9 Navigation Forms (2:40)
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7.7.10 Advanced Report Options (2:03)
7.7.11 Advanced Query Facts
7.7.12 Additional Access Facts and Videos

8.1 Introduction to Outlook
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8.1.1 Introduction to Outlook (2:05)
8.1.2 Checking Your Email (2:58)
8.1.3 Outlook Tasks Overview

8.2 Sending and Receiving Messages
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8.2.1 Formatting and Sending Messages (2:48)
8.2.2 Email Etiquette (3:11)

8.2.3 Signatures (2:33)

8.2.4 Attachments and Hyperlinks (2:52)

8.2.5 Tracking Options (3:09)

8.2.6 Message Facts

8.2.7 Skills Lab: Send and Receive Messages
8.2.8 Challenge Lab: Send and Receive Messages
8.2.9 Message Tips

8.2.10 Applied Lab: Create and Send a Message
8.2.11 Applied Lab: Reply to a Message

8.3 Managing Messages
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8.3.1 Organizing Messages (2:47)

8.3.2 Automating Outlook (5:20)

8.3.3 Junk Mail and Clutter (2:43)

8.3.4 Conversations (2:18)

8.3.5 Searching in Outlook (3:41)

8.3.6 Importing and Exporting (2:51)

8.3.7 Message Management Facts

8.3.8 Skills Lab: Manage Messages

8.3.9 Challenge Lab: Manage Messages
8.3.10 Message Management Tips

8.3.11 Applied Lab: Manage Rules and Replies
8.3.12 Applied Lab: Organize and Filter Messages

8.4 Working with the Calendar
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8.4.1 Create and Manage Calendars (3:32)
8.4.2 Calendar Items (3:10)



8.4.3 Meetings (3:16)

8.4.4 Tasks (2:05)

8.4.5 Calendar Facts

8.4.6 Skills Lab: Work with the Calendar
8.4.7 Challenge Lab: Work with the Calendar
8.4.8 Calendar Tips

8.4.9 Applied Lab: Schedule Calendar Items
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8.4.10 Applied Lab: Work with Calendar Items

8.5 Managing Contacts and Groups
8.5.1 Creating Contacts (3:39)

8.5.2 Contact Groups (2:31)
8.5.3 Using the Navigation Bar (2:28)
8.5.4 Working With Multiple Accounts (3:14)
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8.5.5 Contact and Group Facts

8.5.6 Skills Lab: Manage Contacts and Groups
8.5.7 Challenge Lab: Manage Contacts and Groups
8.5.8 Contact and Group Tips

8.5.9 Applied Lab: Create and Modify Contacts
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8.5.10 Applied Lab: Work with Contact Groups

A.1 Preparing for Desktop Pro Certification
BE A.1.1 Preparing for the Desktop Pro Certification Exam (4:35)

PR A.1.2 Taking the Desktop Pro Certification Exam (1:43)
= A.1.3 Desktop Pro Exam Objectives
= A.1.4 Desktop Pro Certification FAQs

' A.2 Desktop Pro Domain 1: Microsoft Word
' A.3 Desktop Pro Domain 2: Microsoft Excel
' A.4 Desktop Pro Domain 3: Microsoft PowerPoint

' A.5 Desktop Pro Certification Practice Exam

B.1 Preparing for MOS Certification
B B.1.1 Preparing for the MOS Exams (2:49)
BE B.1.2 Performing Unfamiliar Tasks (7:17)
BE B.1.3 Using TestOut MOS Practice Exams (3:30)
= B.1.4 MOS Exam Objectives
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= B.1.5 Taking an MOS Exam

B.2 Microsoft Word 2016 Core (77-725)
f' B.2.1 Microsoft Word Practice - Form A

f B.2.2 Microsoft Word Practice - Form B

B.3 Microsoft Excel 2016 Core (77-727)
of° B.3.1 Microsoft Excel Practice - Form A
f' B.3.2 Microsoft Excel Practice - Form B

B.4 Microsoft PowerPoint 2016 (77-729)

f B.4.1 Microsoft PowerPoint Practice - Form A

f° B.4.2 Microsoft PowerPoint Practice - Form B

' Online Essentials End-of-Chapter Exam (Pro Plus v5)

' Computer Essentials End-of-Chapter Exam (Pro Plus v5)

' Common Office End-of-Chapter Exam (Pro Plus v5)

* Word End-of-Chapter Exam (Pro Plus v5)

' Excel End-of-Chapter Exam (Pro Plus v5)

' PowerPoint End-of-Chapter Exam (Pro Plus v5)

' Access End-of-Chapter Exam (Pro Plus v5)

" Outlook End-of-Chapter Exam (Pro Plus v5)

' TestOut Challenge Exam (Pro Plus v5)



