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Competency Assessment

Soccer Team Report

You need a capy of the soccer team’s roster that you can print and take with you to work. Create
asimple report and apply a theme.
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GET READY. LAUNCH Access if it is not already running.

1. OPEN the SoccerTeam database.

2. SAVE the database as SoccerTeamXXX (where XXX is your initials).

3. Click the Roster table to select it.

4.0n the CREATE tab, in the Reports group, click the Report button. A new report is created.
5. Resize each field so that all fields fit on one page.

6. On the REPORT LAYOUT TOOLS Design contextual tab, in the Themes group, click the
Themes button.

7. In the Office category, select the format in the second row, third column, named
Retrospect.

8. Click the Save button on the Quick Access Toolbar. The Save As dialog box appears
with the name Roster in it. Click OK to accept that name for the report.

9. CLOSE the report.
10. CLOSE the database.

LEAVE Access open for the next project.
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Xs
806-555-0138 XS FALSE

3 Hammond 806-555-0175 XS FALSE

4siang 806-555-0123 s FALSE

5 Oliver 806-555-0158 XS FALSE

6 Preston 806-555-0182 s FALSE

7 Young 806555-0192 S FALSE  medicalalert.docx

8 Miller 806-555-0149 XS FALSE

9 Parkinson 806-555-0170 XS FALSE





