dana NAye Ventures Course Outline

Access Level 1

INSTRUCTOR: Janice Williams TELEPHONE: (867)668-66925
jwilliams @dananaye.com 1-800-661-0448

LOCATION: 409 Black Street FaAXx: 867)668-3127
Whitehorse, Yukon EMAIL: dnv@dananaye.com
Y1 A 2N2

COURSE LENGTH: 17 Hrs
REGISTRATION
FEE: $225.00 + GST

COURSE INFORMATION

PREREQUISITES:
A basic knowledge of databases and should be familiar with using programs in a
Windows environment.

COURSE DESCRIPTION:
Microsoft Access Level [is an introductory database course designed for users
who have little or no experience with database systems. This course covers the
basics of how to create a relational database system using Access 2000.

COURSE GOALS:
Upon completion of this course students will be able to:

- Start and run Microsoft Access 2000

- Use a mouse to select from menus, toolbars, prompts and screens
- Create a database using the wizard and from scratch

- Enter, edit and format data in a table

- Sort and filter records in a table

- Create and use queries

- Establish relationships between tables

- Create and use forms

- Create and use reports and mailing labels

- Save work sessions and exit the program

MAJOR COURSE OBJECTIVES:
The objective of this course is to introduce the student to the basic commands,
functions and capabilities of Microsoft Access 2000.

COURSE FORMAT:
Lecture, demonstration, lab time
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Students are required to be in attendance for the duration of the course to receive
a certificate

QUIZZES:
N/ A

ASSIGNMENTS:
In class assignments

DETERMINATION OF FINAL MARK:
N/ A

TEXT AND MATERIALS:
A manual and disk are provided

Quizzes, TERM EXAMS, AND FINAL EXAM:
N/ A

GRADES ON TRANSCRIPT:
N/ A
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