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Microsoft Access Intermediate  

Who is this course designed for? 

Aimed at users of Access who have attended the Microsoft 
Access Foundation course, or who already possess foundation 
skills.  In this course you will learn the essential skills to create 
and modify tables, queries and reports in Access. 

 What’s in the course?  

 

Database design: understanding types of information stored; use of 
data entry form; use of indexes and primary key to organise data. 
 
Working with data integrity: working with data types and data 
validation; methods for maintaining integrity of existing data; 
identifying types of data entry errors. 
 
Modifying tables: adding, amending and deleting fields; setting field 
characteristics; working with data types and field properties; 
formatting tables; using wildcards and search operators to find data. 
 
Using forms: selecting and updating fields; creating new records; 
finding and replacing data; using search operators; error checking; 
formatting forms; using lookups; spell checking; working with data 
entry errors. 
 
Creating queries and reports: sorting and filtering with queries; 
setting single and multiple criteria; saving and running queries; 
creating and formatting reports; changing report design and working 
with field properties and layout; working with wizards and 
shortcuts. 
 
Identifying problems: dealing with redundant data and duplications; 
how a table should be structured; reporting and dealing with 
application errors. 

 

What are the course objectives? 

 To use a range of basic Access tools to input and 
edit information.  You will learn how to: 

 

o create and modify database tables 

o respond appropriately to problems with 
database tables 

o create and format forms 

o create and run queries and reports 

 

 

Our  approach to this course:   

theory and              Yes   No             
discussion  

participation in group      Yes   No
/individual activities 

workbook                    Yes   No                     
exercises 

practice                   Yes    No                
exercises 

presentations                     Yes   No  
(informal and/or formal)  

handouts                     Yes   No  

case studies           Yes    No  written/multiple              Yes    No               
choice test 

work based                 Yes   No                 
assignment  

 
 

What next?                                                                                     
 
Please CONTACT US to book this course:           
enquiries@thewayahead.org.uk  

 Price: £99 
(+ VAT) 

 
½-day workshop 

 

“Training today’s people for tomorrow’s world” 

mailto:enquiries@thewayahead.org.uk

