CTSS Access Course Descriptions

Title: Access Basics Parts 1-3
Description: This three-part session is designed for the novice database user and will provide the information and hands-on practice needed to start creating and using databases in Microsoft Access. Topics include database concepts, terms and uses; viewing, entering and editing data in existing databases; selecting, searching, sorting and filtering; and creating and using simple tables, relationships, queries, forms and reports. Don't forget to mark your calendar for all three days.
Title: Access Tables and Relationships
Description: Learn to design, create, edit and use tables and relationships to organize and store data. Topics include the database design process, field properties, primary key, data types, lookup, validation rules, indexes, exporting, importing and linking data, relationship types, referential integrity, cascaded update and delete, join types, and subdatasheets.
Prerequisites: Access Parts 1-3 or equivalent
Title: Access Queries and Filters
Description: Learn to create, edit and run queries and filters to view, analyze or modify data from one or multiple tables and queries. Topics include uses of queries, query views, query wizard, selection criteria using AND and OR, operators and expressions, joining tables, parameter queries, aggregate functions, top values, crosstab queries, SQL queries, find duplicates, unmatched records, updating data, action queries and archiving records.
Prerequisites: Access Parts 1-3 and Access Tables and Relationships or equivalent
Title: Access Forms and Reports

Description: Learn to create, modify and use forms and reports to input and output data in useful and attractive formats from one or multiple tables and queries. Topics include wizards, views, controls and sections, formatting toolbar, property settings, pivot tables, charts, mailing labels, sorting and grouping, subforms, and conditional formatting.
Prerequisites: Access Parts 1-3 and Access Tables and Relationships or equivalent
