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The Microsoft Office Specialist Exam and This Text
This textbook has been certified and carries the ProCert Certified logo, 
distinguishing this courseware as a trusted and critical part of preparing for a 
certification exam. This solution meets all course objectives to prepare students 
to take the Microsoft Office Specialist (MOS) Core exam for this subject matter.

For more information on MOS certification, go to: certiport.pearsonvue.com/Certifications/Microsoft 

OBJECTIVE TEXT LOCATION

1 Manage Databases

1.1 Modify Database Structure

1.1.1 Import objects or data from other 
sources

pp. 31–32 Importing Data Sources, pp. 232–233 
Importing Reports into a Database, pp. 308–309 
Importing Data from Excel Files, and pp. 314–315 
Importing HTML Files

1.1.2 Delete database objects pp. 333–334 Deleting Database Objects

1.1.3 Hide and display objects in the 
Navigation Pane 

pp. 270–273 Customizing the Navigation Pane

1.2 Manage Table Relationships and Keys

1.2.1 Understand relationships p. 132 Relationship Types

1.2.2 Display relationships pp. 132–133 Adding and Modifying Relationships

1.2.3 Set Primary Keys pp. 25–27 Primary Key Fields and DYS A1-D3

1.2.4 Enforce referential integrity p. 32 Referential Integrity and p. 134 Referential 
Integrity Requirements

1.2.5 Set foreign keys p. 134 Referential Integrity Requirements

1.3 Print and Export Data

1.3.1 Configure print options for 
records, forms, and reports

pp. 8–9 Printing and pp. 100–101 Introducing 
Reports 

1.3.2 Export objects to alterative 
formats

pp. 301–307 Integrating Access with Word, pp. 
311–312 Exporting Access to Excel, and pp. 313–
314 Exporting Access Objects as Web Pages

2 Create and Modify Tables 

2.1 Create Tables

2.1.1 Import data into tables pp. 31–32 Importing Data Sources, pp. 308–309 
Importing Data from Excel Files, and pp. 314–315 
Importing HTML Files

2.1.2 Create linked tables from external 
sources

pp. 31–32 Importing Data Sources and pp. 309–310 
Linking an Excel Worksheet to an Access Database

2.1.3 Import tables from other 
databases

pp. 31–32 Importing Data Sources, pp. 308–309 
Importing Data from Excel Files, and pp. 314–315 
Importing HTML Files

2.2 Manage Tables

2.2.1 Hide fields in tables p. 74 Creating a Select Query Using Query Design 
View, p. 82 DYS A3-D7, and pp. 141–142 Moving and 
Hiding Data Columns

2.2.2 Add total rows pp. 83–85 Calculated Fields

2.2.3 Add table descriptions p. 27 Creating Tables in Design View and pp. 28–30 
DYS A1-D4
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2.3 Manage Table Records

2.3.1 Find and replace data pp. 14–15 Find and Replace

2.3.2 Sort records pp. 30–31 Sorting and Filtering Table Data

2.3.3 Filter records pp. 30–31 Sorting and Filtering Table Data

2.4 Create and Modify Fields

2.4.1 Add and remove fields pp. 138–140 Modifying Table Structures

2.4.2 Add validation rules to fields pp. 152–153 Setting Validation Rules

2.4.3 Change field captions p. 144 Setting Captions and pp. 145–146 DYS A5-D7

2.4.4 Change field size p. 144 Setting Captions and pp. 145–146 DYS A5-D7

2.4.5 Change field data types p. 144 Setting Captions and pp. 145–146 DYS A5-D7

2.4.6 Configure fields to auto-increment p. 27 DYS A1-D3, step #12

2.4.7 Set default values pp. 145–146 DYS A5-D7

2.4.8 Apply built-in input masks pp. 148–151 Formatting Data Using Input Masks

3 Create and Modify Queries 

3.1 Create and Run Queries

3.1.1 Create simple queries pp. 72–74 Select Queries

3.1.2 Create basic crosstab queries pp. 208–210 Crosstab Queries

3.1.3 Create basic parameter queries pp. 212–214 Parameter Queries

3.1.4 Create basic action queries pp. 214–215 Action Queries

3.1.5 Create basic multi-table queries pp. 76 Designing a Query Using Multiple Tables

3.1.6 Save queries pp. 75 DYS A3-D2, steps #6–7 and p. 217 Action 
Queries

3.1.7 Run queries pp. 75 DYS A3-D2, step #8

3.2 Modify Queries

3.2.1 Add, hide, and remove fields in 
queries

p. 74 Creating a Select Query Using Query Design 
View, p. 82 DYS A3-D7, and pp. 141–142 Moving and 
Hiding Data Columns

3.2.2 Sort data within queries pp. 81–82 Sorting, Showing, and Limiting Results

3.2.3 Filter data within queries pp. 81–82 Sorting, Showing, and Limiting Results

3.2.4 Format fields within queries p. 84 Calculated Field Properties and pp. 215–216 
Formatting the Source and Destination Tables

4 Modify Forms in Layout View 

4.1 Configure Form Controls

4.1.1 Add, move, and remove form 
controls

pp. 185–188 Creating Calculated Controls in Forms

4.1.2 Set form control properties pp. 189–190 Setting Properties to Assist and 
Control Data Entry

4.1.3 Add and modify form labels pp. 46–47 Changing Forms in Layout View

4.2 Format Forms

4.2.1 Modify tab order on forms pp. 51–52 Tab Order

4.2.2 Sort records by form field pp. 55–57 Sorting and Filtering Records by Form 
Field

4.2.3 Modify form positioning pp. 46–47 Changing Forms in Layout View

4.2.4 Insert information in form headers 
and footers

pp. 49–51 Changing Forms in Design View

4.2.5 Insert images on forms pp. 49–51 Changing Forms in Design View
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5 Modify Reports in Layout View

5.1 Configure Report Controls

5.1.1 Group and sort fields on reports pp. 103–104 Grouping and Sorting

5.1.2 Add report controls pp. 104–108 Modifying Reports

5.1.3 Add and modify labels on reports pp. 104–108 Modifying Reports

5.2 Format Reports

5.2.1 Format a report into multiple 
columns

pp. 100–101 DYS A4-D1, steps #8–10

5.2.2 Modify report positioning pp. 104–108 Modifying Reports

5.2.3 Format report elements pp. 104–114 Modifying Reports through DYS A4-D6

5.2.4 Change report orientation pp. 103–104 DYS A4-D2

5.2.5 Insert information in report 
headers and footers

pp. 109–110 Header and Footer Objects

5.2.6 Insert images on reports pp. 109–110 Header and Footer Objects


