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Competency Assessment

Project 3-1: Charity Event Contacts List

You are working as an intern for Woodgrove Bank. Part of your job is helping your supervisor
organize a charity event. Use an Access table to create a contacs lst that your supervisor will use
to make calls to local businesscs requesting sponsorships and donations for the event.

GET READY. LAUNCH Access if it is not already running.
[ 1-OPENthe Charity Event database.
L\‘p 2. SAVE the database as CharityEventXXX (where XXX is your initials).
3. OPEN the Contacts table.
a

. Enter the records shown in the following table: (Note: Do not type the hyphens when
entering the Business Phone data)

D Company Last Name FirstName  Business Phone
17 Trey Research Tiano 469-555-0182
8 Fourth Coffee Culp 469-555-0141
19 Wingtip Toys Baker 972-555-0167
20 Margie's Travel  Nash 972-555-0189

. Click the bottom half of the View button and choose Design View.
. Select the ID row. On the DESIGN tab, in the Tools group, click the Primary Key button.
. Save the design of the table, and then return to Datasheet view.

. On the HOME tab, in the Find group, click the Find button. The Find and Replace dialog
box appears. Key 0177 into the Find What box.

9. Select Current document from the Look In menu, and then select Any Part of Field in
the Match menu.

10. Click the Replace tab. Key 0175 into the Replace With box.
11. Click Find Next and then click Replace.
12. Click Cancel to close the dialog box.
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Project 4-1: Home Inventory

You decide to use Access to create a home inventory database for insurance purposes. To include
all the information you want, you need to add several fields o the existing table.

GET READY. LAUNCH Access if it is not already running.

1. OPEN the Home inventory database from the data files for this lesson.
2. SAVE the database as Home inventoryXXX (where XXX is your initials).
3.In the Navigation Pane, double-click the Assets table to open it.

4. Horizontally scroll to the end of the table and click in the cell below the Click to Add
header.

5. On the TABLE TOOLS FIELDS contextual tab, in the Add & Delete group, click the More
Fields button and click Yes/No in the Yes/No category. A column named Field1 is
created.

6.0n the TABLE TOOLS FIELDS contextual tab, in the Properties group, click the Name &
Caption button.

7. Key Insured to rename the Field1 column. Click OK to close the dialog box.
8. Click in the cell below the Click to Add header.

9. On the TABLE TOOLS FIELDS contextual tab, in the Add & Delete group, click the More
Fields button and click Attachment in the Basic Types category to create an attachment
field.

10. CLOSE the database.

LEAVE Access open for the next project.




