Microsoft Access Level 1
Part of the Workers in Transition Technology Program
Training Series - Transitioning to a New Job and Microsoft
Office 2007

Course Title: Access 2007 — Level 1 (A Review of Fundamentals and Correct Usage)
Course Description

Microsoft Office Access 2007 provides a desktop tool to assist in the capture, management and distribution of
data. Itis a lightweight database application in very broad use, when more robust database application tools are
not required.

This is a 4 ¥ hour course that reviews in a “hands on” fashion fundamental use of this application. It takes the user
from a standing start through the database planning phase (overview), through the development and use of tables,
queries, forms and reports. More advanced courses under development pick up from this overview and go into
greater details of each object (tables, queries, forms, reports).

Both novice and experienced users will establish or confirm a clear understanding of features, functions and
correct approaches to the use of this tool. The course is also designed to assist all users with the transition from
earlier versions of Access (97-2003) to the most current version (2007) and to prepare for both the continued
evolution of this product and for advancement into more sophisticated usage.

Who Should Attend?

This course is designed for both novice and experienced technology users, and specifically for those who need to
understand how to use Access to plan and develop a basic database OR end users who simply want to understand
what is expected of them if asked to use an already developed database.

Novice users should expect to get a correct foundation for use of this tool. Experienced users should see some
things they already know, but will also have the chance to both close up “gaps” in understanding, as well as any
“workarounds” they may have developed (if they haven’t taken formal training).

Prerequisites

Participants should have general computer experience and be comfortable using the mouse or track pad. Itis
helpful if participants also have some experience in project management or an understanding of database usage
and management principals.
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Session Goals

e Explore the Microsoft® Office Access® 2007 environment (including how to transition to the new Fluent Users
Interface

e Understand Help and Other Guidance

e Relate use of this tool with the main elements of database development.

e  Practice and Analyze Specific Examples or Templates

What You Will Learn - Course Outline

1 The Microsoft Access 2007 environment
1.1 What is the transition to Office 2007?

1.1.1 Pros
1.1.2 Cons
1.2 The Interfaces (Both Standard and Fluent User Interface (and how implemented in Project — through
integration programs)
1.2.1 Examining and Navigating the Standard Interface

1.2.1.1 Examining the Fluent User Interface

12111
1.2.1.1.2
1.2.1.1.3
12114
1.2.1.1.5
1.2.1.1.6

Office butto

Quick Access Toolbar
Ribbon

Contextual Tabs

Live Preview

Mini Toolbar

1.2.2 Integration with Other Products
1.2.2.1 Excel 2007

1.2.2.2 File Formats Supported
1.3 Self Help
1.3.1 Microsoft Program Help
1.3.2 Microsoft Office Online
1.3.3 Microsoft Communities
1.3.4 Microsoft TechNet

2 Examining Access Templates
2.1 |Installed Templates

2.2 Templates Online
2.3 From Existing Access Files

3  Examining Database Design Principals
3.1 Overview of Considerations

3.1.1 Purpose

3.1.2 Audience

3.1.3 Information Sources
3.1.4 Security

3.1.5 Privacy

3.1.6 Confidentiality

3.1.7 Auditing or Proofing
3.1.8 Method of Distribution
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3.1.9 Documentation
3.1.10 Availability of Templates or Pre-Existing Examples
3.1.11 and more ...

Creating and Modifying Tables
4.1 From Templates, Blank or Import

4.2 Design View

4.3 Fields

4.4 Properties

4.5 Context Sensitive Help
4.6 Testing Changes

4.7 Relationships

Creating and Modifying Queries
5.1 From Wizards or Design View

5.2 Single Table Select Queries
5.3 Fields and Criteria

5.4 Properties

5.5 Relationships

5.6 Testing Changes

Creating and Modifying Forms
6.1 From Wizards or Design View

6.2 Layout View/Design View
6.3 Methods for Modification
6.4 Testing Changes

6.5 Forms and Sub forms

6.6 Properties

Creating and Modifying Report
7.1 From Wizards or Design View

7.2 lLayout View/Design View

7.3 Methods for Modification

7.4 Testing Changes

7.5 Reports and Sub Reports

7.6 Properties

Additional Subjects (Time Permitting)
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