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MICROSOFT ACCESS 2010 

Introduction to Access: Level One 

Learn the basics of Microsoft Access, a powerful Windows-based database. This three-part course uses hands-
on exercises to guide new Access users through the operations needed to create and use database 
applications.  

Beginning with an overview of databases and database design, you’ll move to creating a table and adding 
data. You’ll learn to edit and import data from other applications, and how to search a table. Later, in the 
Filters and Queries sections, you will create full searches based on logical comparisons and wildcards. 

You’ll use several of the Wizards that Access provides to simplify various tasks. You’ll use the Form Wizard to 
create a form to make data entry simpler. You’ll also use the Form Designer to customize your form and create 
additional forms from scratch. You’ll use the Report Wizards to create various reports. Then, you’ll use the 
Report Designer to customize reports and to create additional reports from scratch. Finally, you’ll learn how to 
create multi-table databases, linking the data in one table with another. You’ll learn how to create forms, 
queries, and reports that access data in more than one table. 

Prerequisites:  Experience equivalent to Introduction to Windows. 

Course Outline 

The Access 2010 Interface 

 Interface Changes 

 Quick Access Toolbar 

 File Formats 

Creating a Database 

 What can you do with a database? 

 Relational vs. flat-file databases 

 Creating a database 

Working with Tables 

 Creating a table 

 Opening and closing a table 

 Adding data to a table 

 Editing data in a table 

 Importing data 

 Searching a table 

 Wildcards 

Forms 

 Forms and tables 

 Form wizard 

 Using the Form 

 Form Designer 

 Layout vs. Design View 

Multi-table Databases 

 The Relational Database Model 

 Types of relationships 

 Multi-table forms 

Filters and Queries 

 Filter basics 

 Filter by selection 

 Filter by form 

 Filters vs. queries 

 Using queries 

 Understanding criteria (AND & OR) 

 Multi-table queries 

Reports 

 The Report Wizard 

 Creating a report 

 Multi-table reports 

The Report Designer 

 Customizing a report 

 Designer options: Toolbox, Properties, 
Palette 

 


