Training Schedule for Databases using Microsoft Access 


Week 1: Basic Database Design/Development/Use

	Prerequisites
	Proficiency in Windows, Word Processing and Spreadsheets

	Goals
	Participants will learn database terms and concepts; navigate and enter data into an existing database; design and create tables, queries, forms and reports using wizards and design view; and define relationships to create a relational database.

	Methods
	View and use complete, complex example databases (kaemp, northwind;
assets, contacts, events, expenses, inventory, ledger, orders, resources, calls, billing)
Create simple databases (bookstore, bank, employee, payroll, student, mailing list).
Watch demonstrations of some steps (displayed on all screens using NetMeeting).

Follow the NETg tutorial 72050: Access 2000 Fundamentals.

Use Microsoft Access Help. 
Read online tutorials on disk and printed course materials (outside of class time).


	Day 1
	Database Concepts and Microsoft Access Basics 

	Objectives
	Registration/needs survey, introductions, workshop overview

List and describe common uses and applications of databases.

Compare database management systems with paper for data storage and access.

Describe object-oriented concepts such as object, attribute, instance, and value.

Start and exit Microsoft Access.

Open and close existing databases (Northwind, templates, and database files).

Copy some sample databases into your folder using Windows Explorer.

Identify and explain the visible components (windows, menus, toolbars and buttons).

View the different types of database objects (tables, queries, forms, reports, etc.).

View and print preview existing tables, queries, forms and reports.

Navigate using (Shift-)Tab, Page Up/Down, Home/End, arrow buttons and scrollbars.

Use tables and forms to enter and change data in fields and insert and delete records.

Use Microsoft Access Help (office assistant, contents, index, answer wizard).

	Readings
	NETg tutorial 72050: Access 2000 Fundamentals: Unit 1, Lessons 2 and 3

Access Help: Creating/Working with Databases, Working with Data, Getting Help

Online tutorials: Holowczak, Florida, Dilip, BCSchools
IT II handout, pp. 1-5; QuickStudy: Access 2000, pp. 1-3
Computers in Your Future 3, Module 4D: Databases, pp. 51-57

Grauer & Barber 97, pp. 3-5, 14-16; UoW, pp. 105-112; A&A ch. 5, pp. 133-141, 154

Adamski, AC 1; Florida: Getting Started, Screen Layouts; Holowczak 4


	Day 2
	Tables and Fields

	Objectives
	Use tables to view, enter and change data in fields and insert, copy and delete records.

Create a table using the table wizard and design view.

Modify a table using design view (add, delete, rename, modify and move fields).

Choose appropriate data types for fields (text, number, date/time, memo, logical, etc.).

Change field properties (maximum size, caption, decimal places, default value).

Designate and identify an appropriate primary key field to uniquely identify a table.

	Readings
	NETg tutorial 72050: Access 2000 Fundamentals: Unit 2

Access Help: Tables, Datasheets

IT II handout, p. 2; QuickStudy: Access 2000, p. 4
Grauer & Barber 97, pp. 41-43; UoW, pp. 112-117; A&A ch. 5, pp. 142-151

Adamski, AC 2; Florida: Creating Tables, Datasheet Records; Holowczak 5.1-4


	Day 3
	Relationships and Database Design Principles

	Objectives
	Describe five properties of a good database management system.

(integrity, independence, non-redundancy, security, maintenance)

Describe the entity-relationship model of data representation.

List the advantages of relational databases over flat files and spreadsheets.

Identify primary and foreign keys in existing tables.

Decide whether to use an existing field as the primary key or to create a new field.

Use the Relationships window to create one-to-many relationships by linking keys.

	Readings
	NETg tutorial 72050: Access 2000 Fundamentals: Unit 1, Lesson 1

Access Help: Primary Keys and Indexes, Relationships and Referential Integrity

Grauer & Barber 97, pp. 26-28

Computers in Your Future 3, Module 4D: Databases, pp. 52-53, 56-57

Adamski, AC 3.1; Florida, table relationships; Holowczak 5.5


	Day 4
	Searching, Sorting, Queries and Filters

	Objectives
	Search for and change information in tables using Find and Replace.

Sort tables by one or more fields in ascending or descending order using Sort buttons.

Filter by selection, exclusion, input or form to display records matching given criteria.

Use advanced filter/sort to perform complex filtering and sorting of records.

Create queries using single or multiple tables using a wizard.

Create and edit queries in design view using Fields, Sort, Show, and Criteria.

	Readings
	NETg tutorial 72050: Access 2000 Fundamentals: Unit 3

Access Help: Working with Data, Queries, Expressions

IT II handout, p. 3

G&B 97, pp. 13-14, 101-105; UoW, pp. 109-110, 117-122; A&A ch. 5, pp. 152-153

Adamski, AC 3; Florida: Sorting and Filtering, Queries; Holowczak 6


	Day 5
	Forms and Reports

	Objectives
	Use pull-down menus and check boxes to enter data.

Use F2, (Shift-)Home/End, Ctrl-X/C/V, and Ctrl-‘ to edit data in text fields.

Use >* and >X buttons to insert and delete records.

Create forms and reports based on single or multiple tables or queries using wizards.

Create columnar, tabular and summary reports.

Group data and summarise numeric data.

Create and edit forms and reports using design view.

Create charts using the Chart Wizard.

	Readings
	Access Help: Forms, Reports and Report Snapshots

IT II handout, pp. 4-5; QuickStudy: Access 2000, p. 4

Computers in Your Future 3, Module 4D: Databases: review questions

Grauer & Barber 97, pp. 53-58, 88-93; UoW, pp. 122-132

Adamski, AC 4; Florida: Forms, Reports


Week 2: Intermediate Database Design/Development

	Prerequisites
	Week 1: Database Basics (or equivalent skills).

	Goals
	Participants will review and build upon their knowledge from the first week. Participants will learn intermediate concepts and skills for planning, design and development of relatively large, complex databases.

	Methods
	Participants will view and modify existing databases as extended examples.


	Day 1
	Tables and Fields

	Objectives
	Change field properties (format, input mask, validation text, required, zero length).

Define validation rules (using expressions, values, constants, operators and functions).

Use a list or combo box to select from a list of fixed values or a field of another table.

Import tables from Microsoft Excel worksheets; export tables to worksheets or text.

	Readings
	Access Help: Working with Controls; Importing, Exporting and Linking


	Day 2
	Relationships and Database Design Principles

	Objectives
	List the tasks involved in planning a relational database.

Describe information systems development steps and their outcomes or deliverables

(propose, analyse, design, develop, test, implement, support, evaluate, document).

Use UML and entity-relationship diagrams to design database structure.

Differentiate object classes (one-to-many, part-whole and specialized-generalized).

View, edit, create and design relationships (one-to-many, one-to-one, many-to-many).

Create left, right and self joins.

Explain relationship properties (referential integrity and cascaded updates/deletes).

View, change and create indexes for uniqueness and efficiency.

	Readings
	Adamski: AC 8.3, Appendix RD

Computers in Your Future Module 9B: Systems Analysis and Design

Access Help: Primary Keys and Indexes, Relationships and Referential Integrity


	Day 3
	Queries

	Objectives
	Identify and explain the uses of the buttons on the query design toolbar.
Use multiple AND and OR criteria and expressions in query design view.

View, change and create multiple-table queries in design view.

View Totals row and use Group By, Sum, Avg, Count, First, Expression and Where.

View, change and create crosstab queries in design view (using row, column, value).

View, change and create SQL queries using Structured Query Language.

Explain uses of different types of queries (select, crosstab, union, subqueries).

Create action queries (make table, append, delete, update).

Create queries to find duplicates, unmatched records and top values.

	Readings
	Adamski, AC 5.1, 8
Access Help: Working with Queries


	Day 4
	Forms and Reports

	Objectives
	Identify and explain uses of the buttons on form and report design/formatting toolbars.
Insert and resize subforms in design view.
Link child and master fields in a form and its subform.
View and change subform properties (format, data).
Use named, saved queries as the Record Source of reports.
Explain the uses of the different report sections.
Select, move, resize, align, space and format a group of report elements.
Change the properties, formatting and formula of a text box.
Add, remove and reorder grouping and summarising fields of a section in design view.

Add lines, boxes, images and other toolbox controls to forms and reports.

View, edit and create pivot table reports using a wizard (requires Access 2002).
Export reports to different formats (.xls, .rtf, .txt, .html) and create data access pages.

	Readings
	Adamski: AC 5.2-5.3, 6, 7
Florida: Form Controls, Subforms, More Forms, Importing, Exporting, Linking
Access Help: Pivot Table Reports


	Day 5
	Other

	Objectives
	Set passwords for accessing different parts of a database.

Discuss database backup media, procedures and strategies.

Share a database for access by multiple users over the network.

Replicate a database for use at multiple sites; synchronise the database to update it.

State differences and convert between different Access formats (97, 2000, 2002).

Compact and repair a database.

View, use and create macros to perform automated tasks.

Create and use a switchboard using existing commands and macros.

View and edit Visual Basic modules and custom applications.

Compare other database options, such as MySQL/PHP, Postgres and Oracle.

Workshop conclusion: save work, check objectives, certificates, evaluation.

	Readings
	Adamski, 8.4, 9 (Macros), 10 (VBA)

Access Help: Securing a Database, Sharing Data
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