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Course Contents 
 
Introduction to Microsoft Access 
 

Part One – Introduction 
 

What is Microsoft Access?
A Tour of the Screen.

 
Part Two – Creating databases
 

Planning & Creating databases.
Creating a table. Adding, deleting & editing records.
Viewing, sorting & finding records.
Printing records. 

 
Part Three – Restructuring tables
 

Adding, deleting & resizing fields.
 
Part Four - Querying 
 

Creating & using select queries.
 
Part Five – Forms 
 

Creating auto-forms, Viewing, adding & editing records.
  
Part Six – Reports 
 

Creating auto-reports.  Printing a report.
 

Microsoft Access Intermediate 
 
Part One – Relationships 
 

Creating a relationship.
Querying from several tables.

 
Part Two – Forms 
 

Creating & Modifying a form.
Viewing, adding & editing records.

 
Part Three – Querying 
 

Creating & using select queries.
 
Part Four - Reports 
 

Creating & Modifying a Report.
Previewing / Printing.
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Part Five – Introduction to the property sheet 
 

Modifying basic form properties 
 
Part Six – Introduction to form buttons 
 

Adding buttons 
 

Microsoft Access Advanced 
 
Part One – Property sheets 
 

Individual control items options. 
 
Part Two – Button 
 

Using / Modifying. 
 
Part Three – Multi-table forms 
 

Creating multi-table forms. 
Creating sub-forms. 

 
Part Four – Multi-table Reports 
 

Creating multi-table Reports. 
Creating sub- Reports. 

 
Part Five – Advanced querying 
 

Creating & using other types of queries 
 
Part Six – Importing & exporting 
 

Reading & writing other database formats. 
 
Part Seven – Macros 
  

What is a macro? 
Creating a macro. 
Running a macro. 


