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Basic Microsoft Access
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Jadayadn Excel tRWugiudayanAukiuazaansigviula
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Microsoft Access
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viulukatekusevuBuAAudayalu Excel udibodoyaiiudunakaisaudavtdsouau Alsuwadayas WuiliasvAu KAduGou
Tgvs:k3wa1swein uazfsieviutkudosbonadou Microsoft Access dovdadoyalRaglusUgiudoyalBuduwus Ja1sunasad
Ad1WgAdovyavdayald Aurdos Query wasudksuloudaoya uassreviunoanidnuiloslidevidsulusunsuy

kangasdywugiudvuduusAagiudoyalBuduwus asoanuuumsLa:siiadaya nsfkuangiRdayagndov ua:n1sag1va Il
JuWUSs:kIWa1s uddihnkSatdoudayann Excel 91nluAuRILa:ilAs1:Kdoyados Query §9n SQL View aswwasuloudoya
uazoans1evIuWSounsW Jamudos Workshop agivszuugiudoyavunadaduuddususu W3lanv Access u Microsoft 365 ua:
Access 2024 (ausu 2 3u dua: 6 $aluv sou 12 Faluv szdu Beginner)

lA%ovio
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@ Microsoft 365

s1A1A19Usy - PUBLIC / IN-HOUSE
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01 5CIQUS::H\Jﬁ Objectives

WhtduusAoFIudaalBuVauUWUs tas§3vuuulakuiAu Access K30 Excel
asgnudoyatkiuazlduiukinvo Access [dndov

29ALLLUONSIY LdonsTladoya AMKuQ Primary Key uannasiondugndoavyavdaya
asmAUFUWUSSEHIVANSIVWSou Referential Integrity

U 1Bou uazdvoandayanu Excel uazlwag CSV

AUKILaIIASIHToYadoy Query uazauA1dviu SQL View (G

ashuwasudrsulaudoyalazsigviuwsaunsiwonnaisivia: Query

02 A3ULWIKUIY Target Audience

wunviuRiAudoyalu Excel $1usuuinuazdavnissatdugiudoya
9IKUASSATS yAAa LazAdvaUAIRdovriN:Deudoyauass1evIuls:s
As 919158 UABeU uazunAnuiAdavaIsWugugiudoya
theloRRdovquakdausuUsulwd Access Rdagluavrns

03 ALAUYIVKANGQAS Highlights

UsSuusvlkil 2026 Access tu Microsoft 365 Lia: Access 2024
whtakangaudaya oonuuuaisivuaAuduWusiRgaduuddu
dovoa91n Excel U1 1ou uazdvoondoyaldnuf

Query it3Tda5v Aur asuU uassu SQL View

{dszuunaulu Workshop giudayawsauwasuuaszsigviu
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04 ﬂ:)‘lU%\ﬁUg"lU Prerequisites
o [BRouWaLaasSIass:uuUgUGn1s Windows [dadav
o 18 Excel Wugnuld wu wuwdoyaduaisivuazBuvdoya
o JUANEVAIBIBVAGUUUKIDIUSUASUTGWaaADS

» lUagn Windows Raadv Access 91n Microsoft 365 k3o Access 2024 (Access lijuu macOS)

05 FvAdaviasSvuuatlASaviio Setup & Tools

s19AS s1gaxdya

auasai Notebook Windows 10 K% Windows 11 wiauansaadulusunsu
Wsuasuy Access la: Excel 91n Microsoft 365 apps k3o Office 2024
Wagudaya W& .accdb daogvszuusruAuaznzlsuwinviu

doyadaadiv W4 Excel ua: CSV drsulhdnuasdoudoya

dvoan Excel ua: PDF d1ksulsssioviulRgdu

KWIBLKQ: USUUSUTRUT 2026 iguAusuldundvay Access 2010/2013: WeulkiilRasuAu Access tu Microsoft 365 uas

Access 2024 lWUﬂﬂSlgOUﬂoqaﬁU Excel, SQL View, Modern Charts tus1v1u uazuusnvaisavdayadunisussiwdogiv
Uaoofi Access iuiuuu Windows trindu Jiseuld Access yavaulovk3ouavusun Wivastkiuivagtviiawi: Access u

Microsoft 365 (lor13198v100$5Ua1a0 fu JUdUSU

06 ATNWSIUAISISYU 2 U Big Picture

3u KodaKan

Day 1 LudANIUTOYALBVEUWUS, KNP0 Access LazAsasugiudoya, onluumsuazstiodoya, Aruangifdoya
Section 1-6 andav, a$1uANUAUWUSSEHIWA1SIV LasidKSalBaudoyaon Excel

Day 2 AUK1Toaddy Select Query, JlAs1zHdduWadAudeuLa: Totals, SQL View ua: Action Query, aswwasulou
Section 7-12 Joya, s1eviunazAsw wa: Workshop sz:uugiudoyavunalan
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aaALUUFIUTaYauaza1sviigadav . sou
\Wor1n1sousw - Section 1-6 6 ¥oluv

[ I3

o wudAagIudayalBvauwus

m1s1v szfou Wad uazikanandovuendoyallukaisaisiv
Ueykndayasiuazdoyadadutbatiunnoguiua1siviged

Access KuALVIULWLUTG uazbalanastd Excel K§agudayauuulBswioas
Workshop: ugndoyadnlwa Excel doogrviduaisivuuns:ay

Lab: KU199 Access uaznisasivgiudaya

asugiudoyawaruann Template uaz$9nlwa .accdb
Navigation Pane ua:jaaran: Table, Query, Form ua: Report
Enable Content, Trusted Locations tazaa1udaaasngvovwa
Lab: asvgiudoyauaviruAidrnguuazdsoadnadiv q

Lab: aaauvuaisivuatstadoya

sUadoya Short Text, Long Text, Number, Currency, Date/Time, Yes/No ua: AutoNumber
Primary Key uasasidonwadisaAu

Field Size, Format, Default Value wa: Caption

Lab: a519a1519anA1 AuAn uazA1dusalu Design View

Required, Validation Rule ua: Validation Text

Input Mask @1K$usKa wasins ua:juf

Lookup Wizard agwsigaistiidonununiswuw

Lab: naaaulaudayaiaudaqirnniduidgoutovAuadiuls

a Lab: A2TW&UWUSSEKI1901S1V

ADWAUWUSLLUU One-to-Many ua: Many-to-Many K1ua1s1vnaIv
agwanuduwustukindiv Relationships

Referential Integrity, Cascade Update la: Cascade Delete

Lab: 1doua1s1vanAn Advdo s1oAsaudn uazaumisasy

a Lab: dd1 w8au uazquadaya

uwndayann Excel ua: CSV wsauasovstiadoya

Linked Table: 5oudoyasn Excel k3o Access WadulasliAnaan

Compact and Repair, nsdisovdoya uasdonoss:3viousswa Access uulAZoUY
Lab: UidnsrwnnsduAionn Excel uasdvoandoyandullulwa Excel
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AUK1 3RStk Uaudaya uazaonsivviu . Sou
LoK1n1sausL - Section 7-12 6 5oluv

Lab: Aukidayadou Select Query

as1v Query 628 Query Wizard ua: Query Design
Criteria wuu AND, OR, Between, Like wa: Wildcard
Parameter Query tRit3nsonoulutov

Lab: a$1v Query Aur1AdvEaniugnATLasgovIun

a Lab: 31As1:Kdoyaddy Query

Query 91AKa1ga1sVL@sslaUavAISs Join
WadAuoeudoy Expression Builder

Totals Query: Sum, Count, Avg ua: Group By
Lab: asUgoauigs1gdoutygnaIukuIaduAn

a Lab: SQL View uat Action Query

10a SQL View uwa:s1uA1dv SELECT, FROM, WHERE ua: ORDER BY A Access as1vi
d2828Tu SQL View vav Microsoft 365 wu A1stiudArdvuaznstauA1daluga

Update, Append, Make Table ua: Delete Query

Lab: d1sovdoyaudoususimauAnukuoados Update Query

n Lab: wasudksuloudaya

agruwosuasy Form Wizard wa=Usulu Layout View fiu Design View
Control d1Aey: Text Box, Combo Box, Check Box la:zJuaiay

Main Form Au Subform d1xsusoudoyaratgaisiviuwasuided

Lab: aswwosuuuiinAdvdawsousianisauAniu Subform

n Lab: shgviuuaznasaw

asiusigviudnaisivua: Query aog Report Wizard
Group, Sort uazwasaugoaulusigviu

unsanswuuu Modern Charts Tusioviu uazadvoontdu PDF
Lab: MsigviugaauiguenaiuanAwsaunswasy

Workshop: stuugiudayaguiatan

Workshop: 20A1UUA1SLE:AUFUWUSNATOINGUIUISY U NeliuunsAturikSos1uBagnAn
dgndayaduduann Excel uazasv Query Alduoy

asuwesuloudaya srgviudss9idou tia: Navigation Form

nunau Checklist nsqualwd Access laziuonivdogaas:=aunany
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07 18yudUualdozls outcomes
» 2aauvugiudoyallu ans1v sladoya uas Primary Key
» Yayagadavadau Validation, Lookup ta: Relationships
o fvusosunu Excel U1 18ou Lazdvoandoya
» Aukiuazasuldav Select, Totals La: Crosstab Query
« Uaudiayavredu wosu Subform ua: Navigation Form

» daasr9vauldnun shoviu nsw waslwd PDF

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o 10AEISUSEADUAISOUSUASUNY 2 U a: Lab Guide Razduaau
o [Wagudayadoogtvua:lwa Excel d&xsuilalngndoya
o IWagnudayanasivtu Workshop wiauwasuuassigviu

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— - i —

a.anilas Tnau Inensvavanmuulondideadou Access lagisuankanaauavgiudayanoulndovio WioyaRgiZuudu
re1A Excel WURaddU 1dW199ALUUAISIY ADWFUWUS Query WSl La:s18vIufa:du AISeuUSunlakauayoy
udasA1savAn uastinludassuudoyaluviuvovauovldasy

s1A1A10USU 3,500 uan/rau - aulos IN-HOUSE waluitauasinn

3,500 UN /i @olusou vaT 7%)
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