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Duration: 2 Days

Price: $350.00

Discounts Available for: Groups of Six or More – Save Up to 25%

Patuxent Partnership Members – Minimum of 5%

Individual Training Passes – Save Up to 50%
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Corporate Discounts (10 or More), Customized Training Courses and Specialized Training Up to 50% - Call For Details 

Description: This course covers basic Access database concepts and the skills required to pass the Microsoft Specialist exam.

Prerequisites: Good general problem solving skills and user experience on a PC
Course Outline:
Getting Started

Starting Access

Opening an Existing Database

Using Menu Commands

Displaying and Hiding Toolbars

Changing Menu and Toolbar Options

Using Database Objects

Using the Database Window

Selecting Object Types

Opening a Database Object

Exiting Access

Working with the Office Assistant

Using the Office Assistant

Finding an Answer

Hiding/Displaying the Office Assistant

Changing Office Assistant Options

Modifying Tables

Inserting a Column in a Table

Changing a Column Name

Deleting a Column

Inserting a Lookup Column

Inserting a Hyperlink Column

Creating a Many-to-Many Relationship

Creating Tables

Creating a New Database

Designing Tables

Creating a Table in Design View

Using Design View

Adding Field Names

Assigning Data Types

Adding a Field Description

Setting a Primary Key

Saving a New Table

Using the Table Wizard

Working with Tables

Using Datasheet View

Navigating Fields in Tables

Adding Records

Moving through Records

Selecting Records

Editing Records

Saving Records

Deleting Records

Setting Field Properties

Using Field Properties

Limiting Field Size

Setting Number Formats

Setting Date/Time Formats

Setting Yes/No Formats

Setting Default Values

Setting Validation Rules

Creating an Input Mask

Editing Tables

Changing the Row Height

Changing the Column Width

Changing a Font Attribute

Changing a Cell Effect

Selecting a Column

Moving a Column

Hiding a Column

Unhiding a Column

Freezing a Column

Finding and Filtering Data

Sorting Records

Finding Specific Records

Finding Records using Wildcards

Using Replace

Using Filter By Selection

Applying/Removing a Filter

Using Filter Excluding Selection

Using the Filter For Feature

Using Filter By Form

Printing Data

Printing Table Data

Changing the Page Setup

Printing Selected Records

Creating Relationships

Using Related Tables

Creating a Relationship

Setting Referential Integrity

Adding a Table - Relationships Window

Using Simple Queries

Using Queries and RecordSets

Using the Simple Query Wizard

Creating a Query in Design View

Opening a Query

Adding a Table to a Query

Joining Tables in a Query

Running a Query

Modifying Query Results

Sorting a Query

Adding Criteria to a Query

Hiding a Field in a Query

Adding a Record using a Query

Printing a Query

Using Operators in Queries

Using Comparison Operators

Using an And Condition

Using an Or Condition

Using the Between And Operator

Using a Wildcard Character

Designing Advanced Queries

Setting Top Values in a Query

Creating a Calculated Field

Creating a Function Query

Creating a Parameter Query

Creating a Concatenation in a Query

Using Multiple Tables in a Query

Filtering a Query

Analyzing Tables

Analyzing a Table

Using Relationships in Splits

Using the Table Analyzer Wizard

Creating Basic Forms

Using Forms

Using the Form Wizard

Viewing Records in a Form

Printing Records in a Form

Basing a Form on a Query

Using AutoForm

Adding a Record using a Form

Creating Basic Reports

Using Reports

Using the Report Wizard

Using Print Preview

Printing Pages of a Report

Basing a Report on a Query

Using AutoReport

Using Online Help

Working with Online Help

Viewing ScreenTips

Using Help Contents

Showing and Hiding the Help Tabs

Using the Help Answer Wizard

Using the Help Index

Using Design View

Hiding the Ruler

Disabling the Snap to Grid Feature

Displaying the Field List

Adding a Field

Moving Part of a Paired Control

Aligning Controls

Spacing Controls

Using the Toolbox

Adding a Label

Adding an Image

Adding a Rectangle

Adding a Line

Editing an Unbound Control
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