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MS Access Introduction

	Duration:

· Two Days

Pre-Requisites:  

No previous experience of MS Access is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS Access

· Create a Table

· Enter Data

· Create Forms

· Enhance and Format Forms

· Create Option Groups and Combo Boxes

· Create Data Relationships

· Create Select & Action Queries

· Create & Print Reports

· Enhance and Format Reports

· Exchange Data with Other Applications


	
	Core Topics:

Introduction to Databases
Database Overview

Creating Tables
The Database Control Windows; Creating Table Objects; Defining, Creating & Editing Table Components; Setting the Primary Key; Using Field Properties; Applying Indexes; Saving a Table

Data Entry

Using the Datasheet View; Manipulating Datasheet View; Adding & Editing Records; Undoing Changes made in Error; Copy, Moving & Deleting Data

Creating Forms

Using AutoForm; Creating & Working in a Form

Effective Form Design
Enhancing & Manipulating Forms; Formatting; Using the ToolBox ; Using the Field List; Using Option Groups, Combo Boxes; & List Boxes; Field Properties; Basic Calculations in Forms; Applying Formulae & Functions in Forms

Search Facility in Forms
Using the Find Command; Amending & Deleting Data in a Form

Relational Database Design
Principles and Good Practice; Creating & Editing a Relational Database; Types of Relationship; Referential Integrity

Data Exchange
Importing Data from External Sources (Excel)

Performing Mail Merges from Access
Mailing Labels from Access; Mail Merge in MS Word using Access data

Select Queries
Create a Select Query; Applying Criteria; Multiple Tables & Relationships in Queries; Calculated Fields in Queries; Parameter Queries; Summarising and Grouping Data

Action Queries
Make Table & Update Queries; Append & Delete Queries

Reporting in Access
Types of Reports; Using Report Wizard; Tabular & Groups/Totals Reports; Manipulating & Enhancing Reports; Combining Queries and Reports













