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PFH Training Services
Microsoft Excel Fundamentals On-line Training Course

COURSE OVERVIEW

Microsoft Access Online Training – Introduction to Using a Database

Duration:
Comprising 1-day – 2 x 3 hour sessions
who is it for:
This Introductory Level course is ideal for anyone who has to work on an existing database or needs to understand how to design a simple database.

Assumed Knowledge:
Delegates must have a basic knowledge of Windows and be able to use a Mouse. A knowledge of how to attend a Microsoft Teams meeting is desirable.  No prior knowledge of Access is necessary.
what is it about:
To be competent in the use of a simple relational database which can be interrogated using queries and produce forms and print reports.
Some topics are specific to a version therefore will only be included for the relevant version
SESSION 1 OVERVIEW (3 HOURS) 
Introduction to Database Concepts
Uses for Databases

Fields, records.

Concepts of a Relational Database

Fields and data types

What is a Primary Key field?
Access Environment
Objects (Tables, Forms, Queries, Reports)

Using the Navigation Bar

Using the Ribbon

Object Views.

Using an Access database to:

View and Find Data/Records

Add Edit and Remove Data/Records

Designing & Using Filters 

Sorting Data

Creating/Running Queries 

Adding Criteria to Queries

SESSION 2 OVERVIEW (3 HOURS) 
Review of Queries and further practice
Forms
Creating Forms using the Form Wizard

Form Views

Working with Form controls

Form Themes
Reports
Creating Reports using the Report Wizard 
Report Views

Working with Report controls

Report Themes

Integrating data

Importing data from Excel worksheets

Linking to tables in other Access databases
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