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Microsoft Access 2010 Advanced

Course length

2 days

Who is it for?

This course is designed for people who are keen to extend their understanding and knowledge of the
software. This course assumes the delegate has completed the Access 2010 Introduction course or has
equivalent knowledge.

What will | learn?

On completion of the course delegates will be able to:

Create select queries for a relational database

Add calculated fields to queries

Add parameters to queries to capture criteria data

Create aggregated queries

Create a form for data entry or data viewing in Access

Produce reports with calculations

Import data into an access table from a variety of sources

Export records from access

Export records to HTML for use on the web

Understand table and query relationships and how they affect the integrity of your data
Create a chart on a form

Create a data access page

Create data access pages using the design view

Create simple macros

Use conditions in macros

Create macros that used with forms

Create a crosstab query to analyse data in a table or query

Create action queries to make tables, and update, append, and delete records
Protect your database files against unauthorised access

Completely secure a database file and its objects so that unauthorised access is prevented
Write a simple procedure in VBA

Create sophisticated forms with tab controls and sub-forms

Create a macro for an option group to provide instant filtering

Use the switchboard manager to create a menu system

Split the tables from a database file

Create and maintain multiple copies of a database file

Course style

The course will be highly interactive, encouraging participation and making use of exercises. There will
be the opportunity for skills practice and review in each section.
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Course materials

Course manuals are provided to each delegate to support topics covered on the workshop. Certificates
of attendance will be presented to each participant after training has been completed.

Course contents

Relational select queries Calculated reports
Creating and queries Creating a report design
Clearing the criteria from a query Laying out a report design
Selecting numeric data Creating totals using sum
Selecting dates in a query Creating groups in a report
Creating or queries Creating report subtotals
Using a range expression Formatting & aligning objects
Selecting opposite values Adding labels to a design
Using wildcards Formatting labels
Problem selects Creating a summary report
Adding criteria progressively
Deleting criteria progressively Importing records
Importing from a spreadsheet
Calculated fields Importing from a text file
Creating a calculated field Backing up a table
Formatting calculations Importing and key violations
Calculating across two tables Deleting an unwanted table
Calculating dates Data integrity and importing
Using criteria in calculations
Concatenating string fields Exporting records
. Copying a table
Parameter queries Exporting a table to Microsoft Excel
Creating a parameter query Exporting a table to a text file
Displaying all records Exporting a filtered table
Using parameters to display a record range Exporting selected records
Nominating specific data types Creating an export query
USIng parametel‘s n eXprESSIonS Exporting from a query
Aggregate queries Exporting to HTML
Creating an aggregate query Exporting a table to HTML

Working with aggregate queries Viewing an html document
Creating queries with multiple aggregates Exporting a report to HTML
Modifying aggregate headings Creating hyperlinks
Aggregating calculated fields
Applying criteria to aggregates
Creating a query to nest

Creating an aggregate from a query

Table & query relationships
Understanding join types
Using default joins
Orphan records
Viewing orphan records
Deleting orphan records
Creating an exception query
Viewing a query in SQL

Forms
Forms — how they work
Creating a new form using the form wizard
Working with a form
Understanding form objects
Modifying field widths in a form
Moving fields on a form
Adding a label to a form
Changing the properties of a form object
Adding a picture to a form
Changing the background of a form
Changing a field to a combo box
Using a combo box control on a form
Creating a form from a query

Charting
Creating a chart using a wizard
Modifying chart size
Changing chart fonts
Changing chart backgrounds
Updating chart data
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Data access pages
Creating a data access page

Applying themes to data access pages

Working with data access pages

Using a data access page outside access

Data access page techniques
Creating a data access page design
Promoting and demoting fields
Working with data access page fields
Displaying related records
Formatting a pivot table list
Adding columns to a pivot table list
Creating a scrolling marquee
Formatting a page

Macro basics
Macros versus VBA
Creating a macro
Running a macro
Modifying an existing macro
Interacting with the user
Documenting macros

Macro techniques
Creating a print macro
Using conditions to enhance a macro
Creating a sequence of conditions
Using the msgbox action statement
The msgbox function
Using msgbox in a condition
Reconfiguring a message box
Using the inputbox function

Macros on forms
Creating an event macro
Creating a group macro
Attaching macros from a group
Creating a group macro for forms
Attaching macros to form events
Setting form properties
Testing form property changes

Crosstab queries
Crosstab query theory
Using the crosstab query wizard
Modifying a crosstab query
Formatting crosstab query values
Creating a query as a data source
Basing a crosstab query on a query
Using criteria in crosstab queries

Adding parameters to a crosstab query

Action queries
Creating a make table query

Viewing a table created by a make table query

Expressions & update queries
Creating an update query
Running an update query
Creating a saved update query
Running a saved query
Creating a delete query
Creating an append query
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Database protection

Setting a password

Opening a file with a password
Removing a password
Encoding a database file
Decoding a database file
Hiding database objects
Viewing and unhiding an object

Database security

Understanding database security
Creating a workgroup

Creating an administrator
Removing the default admin user
Logging on as the system administrator
Securing a database

Adding groups

Adding users

Assigning permissions

Testing database security
Joining another workgroup

VBA introduction

Introductory VBA terminology
Writing a simple form procedure
Examining a simple sub procedure
The msgbox and inputbox functions
Editing an existing procedure
Creating a standard module
Project - loan simulator code
Testing the code

Modifying a module

Create a button on a form

Running a procedure from a control
Navigating the VBA editor

Display controls

Controls for forms

Control properties

Creating a blank form

Adding unbound controls
Attaching tables & fields
Renaming control text boxes
Naming label controls

Adding a tab control

Adding a subform

Enhancing a subform
Understanding calculated controls
Adding calculated controls to subforms
Working with calculated controls
Adding another tab page

Option groups and macros

Testing a sample option button macro
Creating an option group

Copying toggle buttons

Option group properties

The applyfilter macro action

Creating a filter macro

Using the applyfilter macro action
Handling exceptions

Attaching a macro to an option group
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Using the switchboard Database replication
Creating a switchboard Understanding database replication
Creating subsidiary menus Creating a replica
Creating a menu item Creating additional replicas
Returning to another menu Creating a partial replica
Creating a number of menu items Synchronising to a replica
Linking the menus Synchronising from a replica
Modifying the menu forms Synchronising to a partial replica

Changing the startup
Conclusion
Splitting a database
Using the database splitter
Working with a split database
Updating database links

How do | book?

& Call us now on 020 8658 6994
< Email us at admin@alphatraining.com
“B  Download our public course schedule
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