ECDL Module 5

Course Outline

Syllabus Version 4

1) USING THE APPLICATION

DATABASE CONCEPTS
What is data?

What is a database?

What is a relational database?

What is a table?

What is a record?

What is a field?

What is meant by 'Field data types'?
What is meant by 'Field properties'?
What is a primary key?

What is an index?

Why relate tables?

Design and document your database!
Questions to ask yourself

Define your needs

Basic design rules

FIRST STEPS WITH DATABASES

To start Access

To close Microsoft Access

To open a database

To create a new database

To save a database

To save a database file to a diskette

What is the Microsoft Office Assistant?
To display the Microsoft Office Assistant
To hide the Microsoft Office Assistant
To disable the Microsoft Office Assistant
The Help drop down menu

Help Menu Microsoft Access Help command
Help Menu Microsoft Office Online
Help Menu — Activate Product

Help Menu Detect and Repair

Help Menu About Microsoft Access

To close a database

ADJUST SETTINGS

e To switch between views when using tables, forms or
reports

e To switch between Design and Datasheet View

. To display or hide a toolbar (using the View menu)

. To display or hide a toolbar by right-clicking

2) TABLES

MAIN OPERATIONS

e  To create a table and specify field data types.
. To add records to a table.

. To delete records within a table

To add a field to an existing table.

To add data to a record

To modify data within a record

To delete data within a record

To use the Undo command

To navigate through a table to edit records

To move to a field using the mouse

To move through the table using the keyboard
To move from record to record using the scroll bar and
mouse

To move to a specific record using the Edit menu
To move to a specific record using the keyboard
To delete a table

To save a table

To close a table

DEFINE KEYS

To define a primary key (automatically when creating a
table)

To define a primary key (manually after a table has been
created)

Modifying the way a field is indexed

TABLE DESIGN/LAYOUT

To change field format attributes.

Make sure that your field size attributes are long enough!
To create a validation rule for a number

To create a validation rule for text

To create a validation rule for a date or time

To create a validation rule for currency

To change the width of a column

To move a column(s)

TABLE RELATIONSHIPS

To create a relationship between tables
To delete a relationship between tables
To enforce referential integrity

3) FORMS

WORKING WITH FORMS

To open a form

To create a form using the AutoForm Wizard
The Form Wizard

To create a form using Form Wizard

To enter data into a form

To modify data using a form

To delete records using a form

To navigate through a form

To add text into headers or footers within a form
To modify the header or footer text within a form
To delete a form

To save a form



To close a form

4) RETRIEVE INFORMATION

MAIN OPERATIONS

Qu

To begin a search

To search using wildcard characters

To find a specific value

To find another occurrence of the same value after you
have closed the dialog box

What is a filter?

To filter records in a table datasheet by selection

To filter records in a table datasheet by form

To apply the filter

To remove the filter

ERIES

What are queries?

To create a query using the Simple Query Wizard
To select fields which you wish to add to your simple
query

Create and name a two-table query with specified criteria
To create a query without the wizard

To use the query grid

To run a query

Logical operators in criteria

To search using wildcard characters

Specifying more complex criteria

Combining criteria

To add criteria to a query

To remove criteria from a query

To add a field to a query

To remove a field from a query

To move a field in a query

To hide a field in a query

To show a field in a query

To run a query

To delete a query

To save a query

To close a query

SORT RECORDS

. Sorting records
. To sort records in a table datasheet
. To sort records in a form or query

5) REPORTS

WORKING WITH REPORTS

Introduction to reports

To create a columnar report using AutoReport Wizard
To create a tabular report using AutoReport Wizard
To create a report using Report Wizard

To select which fields to add to a report

To add grouping levels to a report

To sort records within a report

To determine the layout of a report

To determine the style of a report

To name a report

To alter the position of fields and headings in a report
To group information in a report

To calculate statistics for groups in a report

To add text to a report header or footer

To modify text within a report header or footer

To delete a report

To save a report

To close a report

6) PREPARE OUTPUTS

PREPARE TO PRINT

. To preview a table, form or report, prior to printing
. To change a reports orientation

PRINT OPTIONS

. To set what you want to print

. To print a query

. To print a table, query or report to a file




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /ENU (Use these settings to create PDF documents with higher image resolution for improved printing quality. The PDF documents can be opened with Acrobat and Reader 5.0 and later.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


