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Microsoft™ Access 
Please complete the following questionnaire and checklist to determine your current skill level.  From this checklist we can identify your needs and recommend a possible training solution.

Company:
     
Address:
     
Postcode:
    
Work Phone: 
     
Name:
     
General

1.
Do you currently use Microsoft™ Access? 
..........
If yes, how long have you been using it? ..........
2.
Please tick the activities you currently use Access for, or intend to use Access in the future.

a) Enter new records.
 FORMCHECKBOX 

 FORMCHECKBOX 

b) Run existing queries.
 FORMCHECKBOX 

 FORMCHECKBOX 

c) Print existing reports.
 FORMCHECKBOX 

 FORMCHECKBOX 

d) Create new queries, forms and reports for an existing database.
 FORMCHECKBOX 

 FORMCHECKBOX 

e) Add new tables to an existing database.
 FORMCHECKBOX 

 FORMCHECKBOX 

f) Create a new database for use by others.
 FORMCHECKBOX 

 FORMCHECKBOX 

g) Produce graphs from the data in your database?
 FORMCHECKBOX 

 FORMCHECKBOX 

h) Have to maintain the security of the database?
 FORMCHECKBOX 

 FORMCHECKBOX 

i) Have to backup and archive the database?
 FORMCHECKBOX 

 FORMCHECKBOX 

j) Have to document your database?
 FORMCHECKBOX 

 FORMCHECKBOX 

k) Have to import data from:


a) 
another database
 FORMCHECKBOX 

 FORMCHECKBOX 

a spreadsheet application
 FORMCHECKBOX 

 FORMCHECKBOX 

3.
If you do not use an Access database, please list the database(s) you currently use.

     
4.
Please list any computer packages you have used in the past and at what skill level you considered yourself when using these.  e.g. Microsoft™ Excel

     
Participants Name
     
Date
     
N.B.
Indicate with a tick those functions you are comfortably able to complete. If there is any doubt leave the space blank.

Day 1 – Use and Maintain a Database 

	Understand the different roles played by tables, queries, forms and reports within the database
	 FORMCHECKBOX 


	Understand the concept of a Relational Database which uses multiple tables
	 FORMCHECKBOX 


	Create a table
	 FORMCHECKBOX 


	Define the fields in a table
	 FORMCHECKBOX 


	Identify and Set the Primary Key for a table
	 FORMCHECKBOX 


	Navigate a Database Table.
	 FORMCHECKBOX 


	Add, Edit and Delete records to a Table
	 FORMCHECKBOX 


	Choose the appropriate Data Type for a field
	 FORMCHECKBOX 


	Create a Basic Query
	 FORMCHECKBOX 


	Use a Criteria to filter the results of a query
	 FORMCHECKBOX 


	Specify the sort order of a query
	 FORMCHECKBOX 


	Create a Form using the Form Wizard
	 FORMCHECKBOX 


	Create a Report using the Report Wizard
	 FORMCHECKBOX 


	Create a Mailing Label Report
	 FORMCHECKBOX 


	Know how to Back up your database
	 FORMCHECKBOX 




Day 2 – Creating a Small Database

	Understand how to link tables to Create a Relational Database
	 FORMCHECKBOX 


	Understand the Meaning of Referential Integrity
	 FORMCHECKBOX 


	Modify a table by setting Field Properties such as default values, formats and indexes
	 FORMCHECKBOX 


	Add a Validation rule to a Field
	 FORMCHECKBOX 


	Filter and sort records within a datasheet view.
	 FORMCHECKBOX 


	Create a Query based on more than one Table
	 FORMCHECKBOX 


	Use wildcard characters in query criteria
	 FORMCHECKBOX 


	Calculate subtotals or totals using a query
	 FORMCHECKBOX 


	Create a query that allows user input through a parameter
	 FORMCHECKBOX 


	Add, move and format controls to a form
	 FORMCHECKBOX 


	Change the Tab order for the controls in a form
	 FORMCHECKBOX 


	Embed a picture in a form
	 FORMCHECKBOX 


	Create a Command button on a form
	 FORMCHECKBOX 


	Modify the appearance of a Report
	 FORMCHECKBOX 


	Create a Grouped Report
	 FORMCHECKBOX 


	Identify the Different sections of Report
	 FORMCHECKBOX 




Day 3 – Common Tasks and Useful Skills for Users and Creators

	In data structures, identify: the difference between One to One ,  One to Many and Many to Many relationships
	 FORMCHECKBOX 


	Export Data from Access to MSWord or MS Excel
	 FORMCHECKBOX 


	Attach a table from an external Access file
	 FORMCHECKBOX 


	Identify some of the data sources that Access can link to
	 FORMCHECKBOX 


	Can you link/attach a table from another database to Access
	 FORMCHECKBOX 


	Create a Cross-Tab Query
	 FORMCHECKBOX 


	Create a Form that contains a sub form
	 FORMCHECKBOX 


	Create a Form based Menu system, Using Command Buttons
	 FORMCHECKBOX 


	Use Form controls such as Option Lists, Check Boxes and the Tab control
	 FORMCHECKBOX 


	Add a Graph to Report.
	 FORMCHECKBOX 


	Create a Basic Macro
	 FORMCHECKBOX 


	Create a Macro that automatically runs when the Database opens
	 FORMCHECKBOX 



Day 4 – Tables, Theory and Heavy Duty Queries

	Understand normalisation and its use in structuring a database
	 FORMCHECKBOX 


	Create a database in 3rd Normal Form
	 FORMCHECKBOX 


	Use the Table Analyser
	 FORMCHECKBOX 


	Identify some of the sources Access can import data from
	 FORMCHECKBOX 


	Import a spreadsheet or text file into your database
	 FORMCHECKBOX 


	Fully understand Input Masks
	 FORMCHECKBOX 


	Understand the difference between Inner and Outer joins between database tables
	 FORMCHECKBOX 


	Create an Auto-Lookup Query
	 FORMCHECKBOX 


	Update and Delete data in a table using Queries
	 FORMCHECKBOX 


	Create Union Queries
	 FORMCHECKBOX 


	Use the Expression builder  in queries
	 FORMCHECKBOX 


	Use the IIF Function
	 FORMCHECKBOX 


	Use Domain Aggregate Functions such as Dlookup
	 FORMCHECKBOX 






Day 5 – Macros, Forms and Database Administration

	Create a Macro
	 FORMCHECKBOX 


	Understand the differences in capabilities between macros and Visual basic
	 FORMCHECKBOX 


	Convert a Macro to Visual Basic
	 FORMCHECKBOX 


	Create a Conditional Macro
	 FORMCHECKBOX 


	Create a Macro that validates data entered through forms
	 FORMCHECKBOX 


	Create a Form that runs a query
	 FORMCHECKBOX 


	Create a Form that requests criteria for printing a report
	 FORMCHECKBOX 


	Create two combo boxes on a form where selecting an item in the first filters the list in the other
	 FORMCHECKBOX 


	Create a Dialog Box Form
	 FORMCHECKBOX 


	Use the Switchboard Manager
	 FORMCHECKBOX 


	Create Multi Column Reports 
	 FORMCHECKBOX 


	Understand the ongoing tasks required of a database administrator
	 FORMCHECKBOX 


	Set a Database Password
	 FORMCHECKBOX 


	Repair and Compact a database
	 FORMCHECKBOX 


	Create an application for a multi user network
	 FORMCHECKBOX 


	Set Database Security
	 FORMCHECKBOX 
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