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Course Level

Training Overview

Microsoft Access 97

Introduction

Course Duration : 2 days

Prerequisites

Windows 95

v  CourseContent

Course Objectives

What s

aDatabase?
What is a Relational Database?

A working knowledge of

O  DataEntry

Datasheet View
Saving data
Undo

Copy Data
Move Data
Delete Data
Delete Record
Formatting Data

Modifying Table Structures

° Field Types
. ° Field Lengths
O Database Terminology e Inserting & DeletingFields

File Specification
Field, Record, File
Fieldtypes, lengths
Tables, Forms
Reports

Q TheAccess Screen

Finding Information

° Find

° Find & Replace
° Using Filters

: Using Forms
° Title Bar ° AutoForm
. Menu Bar ° The FormWizard
° Toolbars
° ScrollBars . Designing Forms
° The Database Window ° The Object property Sheet
. ° The Palette
) Using Help o TheField List
. Help Contents . The Toolbar
° Searchforhelp ° The Toolbox
o \(,J\ﬂéa(ggrds o The Forms Designer
. :
: Contat Sonsitive ° Multitable forms

@] Creating a database

Using Queries

° Table definition : %I;e[;;?naset

o :;It?ld Pr(})<pert|es o Summarising Data

° rnmary Key . Joining tables
5 Savingatable o Update Queries

° usingthe menuand mouse i

. using the menuand keyboard Fjepomnlgarimmg Tables

. usingthe Toolbars o Printing Forms

o using shortcutkeys o ReportWizard

. the Save dialog box ° Autoreport

o the differences between Save and Save As o Single Column Reports
5 les and flenames ° Tabular & Group reports

° valid and invalid characters * ReportDesign

° invalid names Workshop
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