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Program Name: Microsoft Access 2013 Certification Training
Program Type: Certification
Program Length: 6 months
Hours: 90
Course Code: OGES843
Price: $595.00

Overview:
The Microsoft Access 2013 (MOS) training program teaches the skills you need to work in Access 2013 and prepares you for the Microsoft Office Specialist Certification Exam 77-424.
You will learn basic database concepts, as well as how to design and create databases and tables. You will also learn how to query tables, and create forms and reports. Additionally, you will learn how to design databases at an advanced level.
Requirements:
Adobe Flash Player and Adobe Acrobat Reader are required for this program.
You will need the Microsoft 2013 Suite for this program. If you do not have the Microsoft 2013 Suite 2013 installed, you can download a free trial offer of Microsoft Office in the program, which includes Access 2013.
Manuals are included as downloadable PDFs throughout the program.
Prerequisites:
Students should be familiar with using a personal computer, mouse, and keyboard. They should be comfortable in a Windows environment, and have the ability to launch and close activities and navigate to information stored on the computer. They should also have an ability to manage files and folders.
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I. Quick Overview of the Access User Interface
A. Access Ribbon
B. Quick Access Toolbar
C. Object Navigation Pane
D. Access Work Surface
E. Access Options Dialog Box
F. Object Overview
G. Process Overview
II. Fundamentals
A. Approaches to Database Design
B. Gather Information
C. A Few Words about Naming Conventions
D. Exercise:  Gathering Information
E. Normalization
F. Table Relationships
III. Tables and Their Views
A. Definition and Purpose
B. Datasheet View
C. Design View
IV. Tables 
A. Creating an Access Database
B. Data Types
C. Create a Table in Design View
V. Queries
A. Queries
B. Select Queries
C. Select Queries with Criteria
D. Logical Operations
VI. Forms
A. Forms
B. One-Click Forms
C. Form Wizard
VII. Reports
A. Reports
B. One-Click Report
C. Report Wizard
VIII. Optional:  Databases and Access Terms
A. "Database" Defined
B. Databases vs Spreadsheets
C. Questions to Ask When Deciding Whether to Use a Spreadsheet or a Database
D. Access vs Excel
E. Discussion Questions
F. "Relational Database" Defined
G. Terminology
H. Observations
I. "Relational Database Management System" (RDBMS) Defined
J. Access Is an RDBMS
K. Benefits and Limitations of Access
L. Discussion Questions
IX. Relationships
A. Review
B. Referential Integrity
C. Relationships
D. A Few Words about Naming Conventions
X. Queries
A. Query Design View
B. Review of Select Queries
C. Review of Select Queries with Criteria
D. Logical Operations
E. Parameter Queries
F. Action Queries
XI. Table Functions
A. Importing Data
B. Exporting Data
XII. Forms
A. Design View
B. Formatting
C. Tab Order
XIII. Reports/Design View
A. Report Sections
B. Adding a Report Header/Footer
C. Adding a Logo to the Report Header
D. Adding a Title to the Report Header
E. Adding Fields to a Report
F. Arranging Fields on a Report
G. Resizing the Detail Section
H. Eliminating Repeating Headings
I. Grouping and Sorting
J. Setting Properties on a Report
K. Adding Record Counts
L. Special Report Fields
M. Controls
N. Printing a Report
XIV. Macros
A. Macro Basics
B. Running a Macro
XV. Completing the Desktop Application
A. The Navigation Form
B. Running Macros from a Navigation Form
C. Setting the Navigation Form as the Default Form
D. Splitting the Database
E. Distributing the Front-end Database
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