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: Microsoft Access
e'brldge Stage One — Introduction

1 Day Programme

Access is a relational database management system that allows information to be stored in
tables that are related to one another. Instead of managing data manually, a database can
be set up in Access from which information can be easily managed. This allows information
to be organised, retrieved and analysed quickly and effectively.

This course is suitable for anyone new to Microsoft Access and also for those who may
currently use a Microsoft Access Database from time to time but have a limited working
knowledge of the application. Over one day, we will create a single table MS Access
database, enter & edit data both directly in the table and through the use of forms.

We will then manipulate records within the Data Sheet and form and move onto to creating
and saving queries. Finally we will also look at how to create reports in order to produce the
extracted required in the most professional format. On completion of this course, it is
recommended that you also complete the MS Access Stage Two programme as in Stage Two
we will cover multiple table databases creating relationships between the tables to fully
harness the power of Access.
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