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	Description
	In this two-day introduction course, delegates are introduced to the Access database system.  The course will take the delegates through all the steps required to produce a useful and easy to use database, starting from basic terminology through to a functional database.  Delegates do not require any previous experience of database systems, but knowledge of the Windows environment would be beneficial.

	Duration
	2 Days
The course content can be customised to your requirements, please contact your co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Starting Access

· What is a Database?

· Examples of Manual Databases

· Comparisons

· Terminology
	Basic Relationships

· What are they

· Joining Tables

· Basic Rules 

	
	

	Creating a Database

· Creating the Structure

· Primary Keys

· Data Types

· Indexes

· Validation and Defaults

· Input Masks
	Adding and Editing Data

· The Available Views

· Copy, Move, Delete

· Saving and Undo

· Find and Replace 

· Columns 

	
	

	Forms

· Creating Forms

· New Form Wizard

· Properties

· Bound and Unbound Controls

· List and Combo Boxes

· Check Boxes and Option Groups
	Queries

· Filter by Forms

· On Demand Sorting

· Designing Queries (Criteria)

· Datasheet Filtering 

· Totals Queries 

· Calculations 

· Parameter Queries 

	
	


	Reports

· Creating and Editing Reports

· AutoFormat

· Inherit Filters

· Grouping Records

· Report Wizard

· Printing 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[image: image1.jpg]


[image: image2.jpg]









© Pin-Point Training Ltd
Page 1 of 2

[image: image8.jpg]PINF’OIN'II'

EEEEEEEEEEEEEEEEEEEEE



