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Description Pre-requisites 

This Introduction Microsoft Access course is designed for users who would like to understand the 

processes involved with setting up a simple database from scratch. It will also help users to find their 

way around existing database applications within their workplace. Participants will learn how to input, 

navigate and locate data using tables and forms, filter large volumes of data and consolidate data on a 

printed report. 

The first day covers the theory. The second day is more of a workshop, where you are encouraged to 

bring your own database ideas and data along and we can thrash out some ideas and get you started. 

This course is not recommended for 

new computer users. Participants 

should be familiar with the Windows 

operating system and have some 

experience with the other Microsoft 

applications such as Excel and Word. 

Participants need not have any prior 

knowledge of database concepts. 
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