NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
MS ACCESS 2000 INTERMEDIATE




VENDOR
Harford Community College, 401 Thomas Run Road, Bel Air, MD 21015.  Call Pam Marcomin – 410-638-2576 for nominations, substitutions, or cancellations.  Fax 410-638-2509.




DATES/LOCATION
26 & 27 Feb 03, HEAT Center, Aberdeen, MD 




LENGTH
2 Days  (14 Hours)




START/END TIMES
0800 – 1600 hours




COST
$198




REGISTRATION DEADLINE
James Barnum, DSN, 458-1205. 

Please fax a copy of DD Form 1556 to Pam Marcomin, 410-638-2509 for course registration and a copy to James Barnum, 410-306-0163 for course completion database.

Registration Deadline: 5 Feb 03

Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
James Barnum, DSN:  458-1205, Commercial number: 410-306-1205.  Send an email message to the Course Manager if you are interested in taking this course: James. Barnum@cpocner.apg.army.mil




COURSE DESCRIPTION





LESSON: 1.  Creating Multiple Table Queries

Creating Select Queries, Resizing Query Design View, Sorting a Query on Multiple Fields, Specifying a Sort Order Different from the Field Order in the Datasheet, Developing AND Queries, Developing OR Queries, Using Wildcard Characters in Query Criteria, Creating Calculated Fields, Building Summary Queries, Crating Cross tab Queries, Defining Types of Query Wizard, Modifying Cross tab Queries, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 2. Developing Forms and Subforms

Understanding the Form/Subform Relationship, Creating Forms with Subforms Using the Form Wizard, Creating Subforms Using Queries, Linking the Form and Subform, Modifying Subforms, Adding Combo Boxes, Adding Option Groups, Protecting Data, Adding Command Buttons, Adding Records with a Form/Subform, Saving a Form as a Web Page, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 3.  Building Complex Reports

Using the Database Wizard, Using the Lookup Wizard, Importing Data, Creating a Report from a Parameter Query, Enhancing Reports, Applying Conditional Formatting, Adding Lines and Rectangles, Using Format Painter and AutoFormats, Displaying Only Summary Reports, Inserting an Image, Securing the Database, Compact on Close, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 4. Sharing Access Information with Other Office Programs

Examining Access Objects, Examining Relationship Between Tables, Importing Data from Excel, Linking Data with Excel, Creating Hyperlinks, Analyzing Data with Excel, Copying Data to Word, Creating Form Letters with Merge It to MS Word, Exporting Data, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 5:  Creating Data Access Pages

Understanding the World Wide Web, Using Hyperlink Fields, Understanding the Universal Naming Convention (UNC), Creating Pages for Interactive Reporting, Creating Pages for Data Entry, Creating Pages for Data Analysis, Working in Page Design View, Inserting Hyperlinks to Other Pages, Publishing with Pages to Web Server, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 6:  Creating Advanced Queries

Querying for Top Values, Creating and Advanced Parameter Query, Concatenating a Parameter to a Wildcard Character, Modifying Query Properties, Optimizing Queries Using Indexes and SQL, Creating an Update Query, Creating a Make Table Query, Resolving Year 2000 Issues, Creating and Append Query, Creating a Delete Query, Specifying Join Properties, Reviewing Referential Integrity, Concepts, Review, Skills Review, Independent Challenges, and Visual Workshop.





WHO SHOULD ATTEND/PREREQUISITES





Prerequisites:  Introduction to MS Access 2000





METHOD OF INSTRUCTION





Hands on at computer terminal





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee’s email address and Training Coordinator’s phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible, but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and “no shows.” 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. Also, please include your Training Coordinator’s name, email address and phone number in block 18 on the DD Form 1556.





ACTEDS APPLICABILITY





Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/catalog.index.html to see if course will satisfy the core competency requirements in your Career Program or Career Field.







 

 

