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®
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Description 

Microsoft Office Access teaches students how  
to create and work with simple databases,  
create and modify database objects including  
tables, forms, reports and queries. Individuals  
that have used Microsoft Access previously  
will have some review of the basic functions  
and then quickly advance to intermediate and  
advanced topics. 

Objectives 

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

 Create a Database 
 Manipulate a Table or Data 
 Manipulate Specific Data 
 Relate Multiple Tables 
 Maintain a Database 
 Work with Forms 
 Work with Reports 
 Create Advanced Table Design 
 Work with Advanced Queries 
 Work with Advanced Forms & Reports 

Target Audience 

Students should have basic knowledge  
of computers, keyboarding skills and experience  
navigating around the Microsoft Office environment.  
Prerequisite skills include the ability to launch  
programs, open, save and work within basic databases.   
For new users to the Microsoft Access program the  
Microsoft Excel or Microsoft Word training program  
is recommended. 

 

Content 

 Defining Table Fields 
 Creating a database 
 Moving around a database 
 Moving around a table 
 Inserting and Modifying Data  
 Modifying Tables 
 Printing and Distributing Tables 
 Inserting & Deleting Records 
 Importing and Exporting Data 
 Sorting & Filtering Records 
 Applying Criteria 
 Functions and Calculated Fields 
 Establishing Table Relationships 
 Referential Integrity 
 Using the Table Analyzer 
 Database Maintenance 
 Opening and Modifying Databases 
 Saving Databases 
 Splitting Databases 
 Creating & Using Forms 
 Modifying Forms in: 

o  Layout View 
o  Design View 

 Creating and Modifying Reports 
 Printing Reports 
 Creating Mailing Labels 
 Advanced Field Properties 
 Using Lookup Fields 
 Linking Tables 
 Select Queries from Multiple Tables 
 Adding & Removing Tables  
 Summary & Action Queries 
 Queries from Filters 
 Applying AutoFormats 
 Using Unbound & Bound Controls 
 Creating Sub forms & Sub reports 

 
 
 

 

 


