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Microsoft Access
Foundation

This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	2 Days

	Audience:

	New or inexperienced users of Microsoft Access

	Prerequisites:

	PC literate 

	
Course Topics:


	· Access Database Components
· Understanding Fields & Records
· Setting up a simple table
· Defining Fields & Data Types
· Controlling Data Entry
· Creating a Form
· Formatting a Form
· Entering, Editing & Deleting Records
	· Filtering & Sorting Records
· Using Find & Replace
· Creating & Running a simple Query
· Defining Criteria for Queries
· Creating Calculated Fields
· Creating Parameter Queries
· Creating Reports
· Introducing Relational Databases

	
At Course Completion delegates will be able to:


	· Understand basic Access databases 
· Create a simple database
· Set controls on data input
· Work with the database data
· Create a Data Entry Form
	· Calculate information within the database
· Create a basic Report
· Extract information using Queries
· Understand the principles of creating a relational Database
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Microsoft Access
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This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	2 Days

	Audience:

	Proficient users of Microsoft Access

	Prerequisites:

	Previous attendance of Microsoft Access Foundation or equivalent knowledge 

	
Course Topics:


	· Recap Access Foundation Topics
· Create a Relational Database
· Create multi-table Queries
· Create multi-table Forms
· Create multi-table Reports
· Work with Forms & Sub-Forms
· Recap simple Queries
· Create & Run Action Queries
· Further Parameter Queries
	· Create Crosstab Queries
· Create Charts
· Use the Expression Builder
· Create Calculations in Forms, Queries & Reports
· Generating a Mail Merge
· Using Macros
· Creating Parameter Search Forms
· Setting Startup Options

	
At Course Completion delegates will be able to:


	· Create a Relational Database
· Utilise the relational database effectively using Queries, Forms & Reports
· Use data to create a Chart
	· Create Forms, Reports & Queries which have calculated data within them
· Produce Mail Merged Letters
· Create & Use Macros




Microsoft Access
[bookmark: _Toc232572543]Advanced

This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	2 Days

	Audience:

	Proficient users of Microsoft Access

	Prerequisites:

	Previous attendance of Microsoft Access Intermediate or equivalent knowledge 

	
Course Topics:


	· Recap Access Intermediate Topics
· Different types of joins
· Using queries to generate statistics
· Using Forms to feed into Queries
· Using grouped controls
· Different ways to set up security systems
· Setting up a switchboard
	· Setting up command button based menu
· Using the database splitter
· Simple coding using VBA
· Attaching macros to the events of database objects



	
At Course Completion delegates will be able to:


	· Understand how all access component fit together
· Able to set up simple front end menu system
	· Set up a database security
· Set up a user-friendly system for non Access users
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