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Course Outline

Microsoft Access 2007 
Core

	Overview

This course is aimed at individuals who want to make more effective use of existing databases.

	Objectives

By the end of this course participants will be able to:

· Understand basic database concepts

· Insert, edit, and delete data

· Create and apply select queries

· Generate and format a basic form and report


	Prerequisites

It is recommended that attendees have a basic knowledge and experience of database concepts and design, though this is not essential.

	

	Duration

1 Day

	


Course Content

	Introduction
· Create, open and save databases

· Database objects

· Working with the database window

Working with tables
· Table navigation

· Enter a new record

· Delete a record

· Find records


· Sort records

· Filter records

Queries
· Create a select query


· Sort in queries

· Query criteria

· Group data and aggregate functions

· Calculations in queries


· Parameter queries

· Link table queries

· Crosstab queries

· Save a query


	Forms
· Create a form with a form wizard


· Modify forms


· Select and group controls


· Move and resize controls


· Delete controls

· Align controls

· Add new controls to a form

Reports
· Create a report using the report wizard

· Modify a report


· Work with controls




What’s Next?
In Microsoft Access 2007 Proficient, learn to create and modify tables and use Normalisation. 

Apply relationships and form properties.
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