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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 advanced Access database concepts and the skills required to pass the Microsoft Expert exam.
Prerequisites: Microsoft Access or Equivalent Experience 

Course Outline:
Creating Action Queries

Creating a Make-table Query

Creating an Update Query

Creating an Append Query

Creating a Delete Query

Using Advanced Query Wizards

Using the Crosstab Query Wizard

Using the Find Duplicates Query Wizard

Using the Find Unmatched Query Wizard

Using Advanced Database Features

Printing a Relationship Document

Linking Data to an Access Table

Importing Data

Setting a Database Password

Compacting a Database

Backing Up a Database

Manipulating Controls

Using Controls

Selecting Non-adjacent Controls

Deleting Controls

Sizing a Control by Dragging

Selecting Adjacent Controls

Moving Selected Controls

Sizing Controls Automatically

Using Advanced Form Design

Using Forms in Design View

Creating a Combo Box

Creating a List Box

Creating an Option Group

Setting the Tab Order Automatically

Setting the Tab Order Manually

Adding a Form Header and Footer

Creating a Blank Form

Using Advanced Report Design

Using Reports in Design View

Creating a Calculated Control

Grouping Data in a Report

Creating a Header for Each Group

Creating a Running Summary

Inserting a Date/Time Control

Inserting a Page Break

Changing the Report Margins

Using the Label Wizard

Creating a Blank Report

Using Editing Tools

Selecting a Font Name

Selecting a Font Size

Selecting a Font Style

Using the Format Painter

Selecting Objects with the Toolbar

Using AutoFormat

Running the Spelling Checker

Setting AutoCorrect Options

Adding AutoCorrect Entries

Deleting AutoCorrect Entries

Using Charts

Creating a Chart

Adding a Chart to a Form or Report

Activating Microsoft Graph to Edit

Changing the Chart Type

Changing the Chart Title

Formatting the Chart Title

Adding Data Labels to a Chart

Using Subforms/Subreports

Working with Subforms/Subreports

Creating a Subform/Subreport

Editing the Layout of a Subform

Displaying a Subform in Datasheet View

Adding a Subform Header/Footer

Displaying a Subform Total

Using Other Form Techniques

Viewing the Properties of an Object

Changing a Control Property

Adding a Logic Control

Adding a Command Button

Saving a Form as a Report

Creating a Form Letter

Using ActiveX Controls

Working with ActiveX Controls

Registering an ActiveX Control

Adding an ActiveX Control

Attaching an ActiveX Control

Working with Indexes

Viewing Indexes

Creating a Single Field Index

Creating a Multiple Field Index

Deleting an Index

Creating a Multiple Field Primary Key

Replicating Databases

Replicating a Database

Synchronizing Database Replicas

Resolving Replication Conflicts

Using Access and the Internet

Working with Hyperlinks

Creating a Hyperlink Field

Inserting a Hyperlink Field

Editing a Hyperlink Field

Deleting a Hyperlink Field

Hiding/Displaying the Web Toolbar

Creating a Data Access Page

Grouping and Sorting Data Access Pages

Creating Macros

Working with Macros

Opening the Macro Design Window

Creating a Macro

Assigning an Argument to an Action

Saving a Macro

Using Single Step Mode for Testing

Running a Macro

Editing an Existing Macro

Running a Macro using the Tools Menu

Creating a Macro using the Macro Builder

Using Macros

Using Properties

Assigning a Macro to a Control

Creating a Command Button

Adding a Condition to a Macro

Creating a Group Macro

Creating an Autoexec Macro

Using Switchboards

Opening and Using a Switchboard

Creating a Switchboard Form

Adding a Command Button to a Switchboard

Setting Startup Options

Using Switchboards

Creating Custom Toolbars

Creating a Custom Toolbar

Adding a Built-in Menu Item

Creating a Custom Menu Item

Adding a Command to a Menu Item

Adding Custom Commands

Docking a Floating Toolbar

Linking a Toolbar to a Report

Adding a Separator Bar

Creating a Shortcut Menu

Linking a Custom Shortcut Menu

Adding Buttons to a Custom Toolbar

Changing a Button Image

Deleting a Custom Toolbar

Exporting Data to Excel and Word

Exporting Data to an Excel Workbook

Dragging and Dropping Data into Excel

Creating Excel Workbooks - Office Links

Creating Word Documents - Office Links
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