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Appendix A

Toolbars 

Overview

This overview is given on page 137 of the student textbook.

Microsoft Access has 20 predefined toolbars that provide access to commonly used commands.  Twelve of the toolbars are tied to a specific view and are displayed automatically when you work in that view.  These twelve toolbars are shown in Figure A.1 and are listed  here for convenience:  the Database, Relationships, Table Design, Table Datasheet, Query Design, Query Datasheet, Form Design, Form View, Report Design, Print Preview, Macro Design, and Visual Basic toolbars.

The remaining eight toolbars are shown in Figure A.2 in the textbook.  The Toolbox, and Formatting (Form/Reports Design) toolbars are displayed by default in bothe the Form Design and Report Design views.  The Formatting (Datasheet) toolbar is displayed by defualt in both the Table Datasheet and Query Datasheet views.  The Web toolbar can be displayed (hidden) in any view at the discretion of the user.  The Utility 1 and Utility 2 toolbars are used to create custom toolbars that can be used with any database and are initially balank.  The Filter/ Sort tool bars and the Source Code Control toolbars are displayed at the discretion of the user.

The button on the the toolbars are intended to indicate their functions.  Clicking the Print button, for example, (the fourth button from the left on the Database toolbar), executes trhe Print command.  If you are unsure of the purpose of any toolbar button, point to it, and a ScreenTip will appear that displays its name.

Objectives

There are no objectives  available for  this appendix.

Key Words and Concepts

There are no key words available for this appendix.
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· This slide can be used as a separator between chapters.
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· Appendix overviews are given in both the student textbooks, the Exploring Microsoft Office 97, Volume I, , page 137, and/or the separate Exploring Microsoft Access 97  book.. 
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· The listing of tool bars is given in the Appendix and simply shows the student how the toolbars change for different tasks/views in Access.
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· This list of toolbars is also shown in the Appendix and shows the student other toolbars available in Access.

Answers to Multiple Choice Exercises

There are no multiple choice exercises available for this appendix.

Solutions to Practice with Access 97 Exercises

There are no Practice with Access  exercises available for  this appendix.

Solutions to Case Studies 

There are no Case Studies  available for  this appendix.
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Toolbars Overview 

		20 Predefined Toolbars

		12 toolbars are automatically displayed with specific view(s)



12 toolbars shown in Figure A.1   (pages  139 -141)

		8 toolbars are not tied to a specific view



6 toolbars shown in Figure A.2 (page 142 - 143)
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		This is a overview of why we use  word processing software and the tasks to perform.

		Do you remember typing your term papers in high school?  Recount to your students how much easier creating term papers are with the advantages of word processing.
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Access Toolbars tied to Specific Views
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Appendix A:  Toolbars

		Word Wrap - text automatically wraps text from one line to the next without pressing the enter key

		Hard Return - created by the user when the enter key is pressed

		Soft Return - created by the word processor as it wraps text from one line to the next

		Insertion Point - Flashing vertical line that marks the place where text will be entered

		Toggle Switch - A switch that causes the computer to alternate between two modes.  For example, Caps Lock alternates between uppercase and lower case.

		Insert Mode - Moves existing text to the right as new characters are being added.  Insert key toggles between insert and overtype mode.,

		Overtype Mode - Types over existing characters as new characters are added.  Used for correcting typos.

		Normal View - this view shows the only the  body of the current page; faster and preferable when entering text and editing (See Figure 1.6 page 15 in textbook)

		Page Layout View - this view shows the complete page with headers, footers and all formatting applied (See Figure 1.7 page 16 in textbook)

		AutoCorrect Feature - corrects predefined spelling errors and/or mistakes in capitalization, automatically as the words are entered.
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Other Access Toolbars

		Toolbox

		Formatting (Form/Report)

		Formatting (Datasheet)

		Web
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		Source Control Code





Appendix A:  Toolbars

		Word Wrap - text automatically wraps text from one line to the next without pressing the enter key

		Hard Return - created by the user when the enter key is pressed

		Soft Return - created by the word processor as it wraps text from one line to the next

		Insertion Point - Flashing vertical line that marks the place where text will be entered

		Toggle Switch - A switch that causes the computer to alternate between two modes.  For example, Caps Lock alternates between uppercase and lower case.

		Insert Mode - Moves existing text to the right as new characters are being added.  Insert key toggles between insert and overtype mode.,

		Overtype Mode - Types over existing characters as new characters are added.  Used for correcting typos.

		Normal View - this view shows the only the  body of the current page; faster and preferable when entering text and editing (See Figure 1.6 page 15 in textbook)

		Page Layout View - this view shows the complete page with headers, footers and all formatting applied (See Figure 1.7 page 16 in textbook)

		AutoCorrect Feature - corrects predefined spelling errors and/or mistakes in capitalization, automatically as the words are entered.
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