Duration: Two Days

Access 2003 Introduction

Associated courses: Access Intermediate, Access Advanced

Description

Pre-requisites

This Introduction Microsoft Access course is designed for users who would like to understand the | This course is not recommended for

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

way around existing database applications within their workplace. Participants will learn how to input, | should be familiar with the Windows

navigate and locate data using tables and forms, filter large volumes of data and consolidate data on a | operating system and have some

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.

experience with the other Microsoft
applications such as Excel and Word.
Participants need not have any prior

knowledge of database concepts.

Contents

Overview
General database concepts

Using the database window

Database Design
Understanding fields, records and tables
Understanding table relationships
Learning the basics of good database design
Introducing normalisation

Applying referential integrity

Tables
Opening and closing a table
Understanding fields and records
Using Design view vs Datasheet view
Moving around a table
Adding a new record
Creating a new table
Table structures
Naming conventions
Field names and descriptions

Setting and changing the primary key

Queries
Using basic queries to filter data
Creating and editing a Select query
Working with criteria
Using query functions
Creating calculated fields

Introducing Make-Table and Update queries

Field properties
Data types
Formatting data
Input masks
Validating data.
Using the lookup wizard
Shortcut keys for data entry
Sorting, filtering and finding records
Changing the order and width of columns
Freezing and hiding columns
Printing data

Forms
The purpose of forms
Opening and closing a form
Moving between fields in a form
Browsing existing records using forms
Form design
Adding a new record
Creating a new form using the wizard
Finding records in a form
Using the form toolbox
Selecting, moving, resizing and aligning controls
Moving labels and controls separately
Setting colours

Changing the tab order

Reports

Opening, previewing, printing and closing a report

Two RIVERS SOFTWARE TRAINING

WWW.TRST.COM.AU

BRINGING QUALITY TRAINING DIRECT TO YOUR BUSINESS 0405 760 820




