
Blank Page (Aust) Pty. Ltd. |  web: www.blankpage.net.au  |  phone: 0431 720 849 (Melbourne, Australia)

www.blankpage.net.au

Learning Outcomes
At the completion of this courseware participants will be able to:

•	 use various data validation features in Access to protect 
data

•	 format the data in a table
•	 perform more advanced queries using a variety of querying 

techniques
•	 create and use parameter queries
•	 create calculated queries
•	 modify and adapt an existing form according to specific 

needs
•	 create and use macros in Access
•	 work with a number of macro techniques
•	 create and work with macros in forms

Course Prerequisites
Access Basic knowledge is an essential prerequisite for this 
course.
Users should be familiar with using a keyboard and mouse.

Course Duration: 
One day: 9:00am - 4:30pm

Inclusions:
Each participant will receive a comprehensive course manual 
and a Certificate of attendance.

What to Bring:
•	 Note pad & Pen.
•	 Examples of work from the office.
•	 Participants are encouraged to bring along a USB flash 

drive if they want copies of the work done during class.

Course Topics:

Data Validation
•	 Assigning Default Values
•	 Validation Rules And Text
•	 Validating Numbers
•	 Setting Required Fields
•	 Working With Validations

Formatting Tables
•	 Changing Column Widths
•	 Formatting Cells In A Table
•	 Changing Fonts
•	 Moving Columns In A Table
•	 Freezing Columns In A Table
•	 Hiding Columns In A Table
•	 Unhiding Columns

Querying Techniques
•	 Modifying A Saved Query
•	 Creating AND Queries
•	 Creating OR Queries
•	 Querying Numeric Data
•	 Querying Dates
•	 Using A Range Expression
•	 Querying Opposite Values
•	 Moving Fields In A Query
•	 Sorting Query Data
•	 Removing Fields From A Query
•	 Querying Using Wildcards
•	 Problem Characters
•	 Querying With A Lookup Table
•	 Sorting Query Data Numerically
•	 Displaying NULL Values
•	 Querying For Uniqueness

Parameter Queries
•	 Creating A Parameter Query
•	 Displaying All Records
•	 Using Parameters To Display A Range
•	 Using Parameters In Expressions
•	 Using Parameters With Wildcards

Calculations In Queries
•	 Creating A Calculated Field
•	 Formatting Calculated Fields
•	 Summarising Data Using A Query
•	 Changing The Grouping
•	 Calculating With Dates
•	 Using Criteria In Calculations
•	 Concatenating String Fields
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Modifying Forms
•	 Understanding Form Design And Layout
•	 Switching Between Form Views
•	 Selecting Form Objects
•	 Working With A Control Stack
•	 Changing Control Widths
•	 Moving Controls On A Form
•	 Aligning Controls
•	 Understanding Properties
•	 Changing Label Captions
•	 Adding An Unbound Control
•	 Adding A Control Source
•	 Formatting A Control
•	 Checking The Current Tab Order
•	 Changing The Tab Order
•	 Inserting The Date Into The Form Header

Creating And Using Macros
•	 Understanding Macros And VBA
•	 Creating A Macro
•	 Running A Macro
•	 Modifying An Existing Macro
•	 Interacting With The User
•	 Stepping Through A Macro
•	 Documenting Macros
•	 Macro Techniques
•	 Creating A Print Macro
•	 Using Conditions To Enhance A Macro
•	 Creating A Sequence Of Conditions
•	 Understanding The Versatility Of MsgBox
•	 Using The MsgBox Function
•	 Reconfiguring A Message Box
•	 Using The InputBox Function

Macros On Forms
•	 Understanding Macros On Forms
•	 Creating Navigation Macros
•	 Accessing Event Macros
•	 Creating Unassigned Buttons
•	 Programming An Event
•	 Running An Event Macro
•	 Modifying An Event Macro
•	 Setting Echo Off
•	 Adding A Close Button
•	 Creating A Search Macro
•	 Running The Search Macro
•	 Understanding The Search Macro
•	 Naming Macros
•	 Referencing Macro Sheet Macro


