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This two day course is designed to educate users in the planning, design and creation of Access Tables, Queries, Forms and Reports.  This course also forms part of the Microsoft Office User Specialist curriculum. 

COURSE CONTENT

DAY ONE:

· Using Access and Database concepts

· The Database Window – object types

· Designing Tables, data types and field properties

· Entering, editing, importing and linking Table information

· Finding, sorting and filtering records within Datasheet View

· Changing Table Structure

· Extracting, calculating and sorting via Select queries

· Using Total Queries to get statistics

· Setting parameter queries

· Manipulating information via Action Queries

DAY TWO:

· Building screen Forms – Objects, Attributes & Wizards

· Adding Labels, Text Boxes and Combo Boxes 

· Creating Calculated Form Controls

· Sizing, Aligning, Distributing and Grouping Form Controls

· Entering, Editing and Deleting Data within Form View

· Finding, Sorting and Filtering Data

· Building printed Reports – Objects, Attributes & Wizards

· Grouping and Sorting within a Report 

· Creating Calculated Report Controls

· Simple Table Relationships

· Validating Data Entry using Validation Rules and Input Masks

WHO SHOULD ATTEND

The course is aimed at new users to Access XP and concentrates on the four main objects; Tables, Queries, Forms and Reports.
DURATION

2 Days (9.30 – 4.30)  Refreshments included
AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson, Melisa Money or Kathryn Rogers
E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







