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Microsoft Access 2021 - Part 3

About This Course:
This course builds on foundational database skills and dives deeper into working

with queries, forms, and reports. Learners will explore advanced query techniques
to filter, sort, and analyze data efficiently. It also covers designing interactive forms
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for easier data entry and professional reports for clear data presentation. By the
end, participants will be able to manage and manipulate data more effectively,
create structured solutions, and gain confidence in handling real-world database
tasks.

Course Objectives:

e Master advanced query techniques for efficient data filtering, sorting, and
analysis.

¢ Design interactive forms for streamlined data entry and management.

Create professional reports for clear and effective data presentation.

Develop structured and practical database solutions for real-world
scenarios.

Enhance overall database management and problem-solving skills.

Audience:
¢ Individuals with basic to intermediate knowledge of database management.

¢ Office professionals, data analysts, and anyone looking to improve
productivity with Access.

e Students or learners aiming to strengthen their practical database skills.

Prerequisites:
¢ Basic understanding of database concepts.
e Familiarity with tables, simple queries, and basic forms in MS Access.

e Completion of introductory Access courses (or equivalent hands-on
experience).

Course Outline:
¢ Quick recap of tables, relationships, and basic queries
e Advanced queries: filters, calculations, and action queries

¢ Designing interactive and user-friendly forms
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¢ Creating professional reports with grouping, sorting, and calculations
¢ Data management: importing/exporting and validation

e Hands-on projects to build practical database solutions
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