
Microsoft Access 2019

Learn Microsoft Access 2019 skills to manage, store, and analyze

business data effectively. This Microsoft Access training covers

creating and modifying Access databases, importing data from

spreadsheets, and processing large datasets. Taking this Microsoft

skills course will be beneficial for both technical and non-technical

professionals looking to enhance their data analysis skills.

CBT Nuggets course material

WEEK 1 151 min.Introduction to MS Access 2019

Introducing Microsoft Access 2019 3

Starting MS Access 2019 4

Understanding MS Access Objects 7

When to use MS Access 6

My First Access Database 8

Summary of Introduction to MS Access 1

Create Table Structures in Access 2019

Overview 1

Introduction to Access Tables 1

Creating a Basic Access Table 7

Inserting and Managing Access Table Data 6

Inserting Text Data Types in Access Tables 6

Inserting Numeric Data Types in Access Tables 6

Inserting Special Data Types in Access Tables 5

Controlling Access Table Field Formats 7

Pre-Validating Data in Access Tables 9

Indexing Access Fields and Setting Primary Keys 3

 Creating Indexes and Primary Keys in Access 7

Summary of Creating Tables in Access 1

Understand Access Table Relationships

Overview 1

Understanding Table Relationships 2

Normalizing Your Database 5

First Normal Form (1NF) 6

Second Normal Form (2NF) 8
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Third Normal Form (3NF) 5

Recognizing a Candidate Key 3

One-to-Many Relationships 5

One-to-One Relationships 4

Many-to-Many Relationships 5

Referential Integrity 7

Understanding Table Relationships Summary 1

Query Access Tables

Overview 1

Query  Access Tables 2

Understanding SQL and Access 5

WEEK 2 157 min.

Creating Queries 5

Retrieving Data with Select 5

Adding Data with Insert 8

Modifying Data with Update 6

Removing Data with Delete 5

Filtering Data with the Where Clause 6

Summing Data with Group By 4

Query Access Tables Summary 2

Create Forms in Access 2019

Overview 1

Introduction to Access Forms 1

Identifying How Forms are Used In Access 4

Navigating Access Forms 8

Creating a Form using the Form Tool and Form 8
Wizard

Creating a Form from Scratch 9

Defining Tab Controls for Access Forms 5

Defining Tab Order in Access Forms 5

 Summary of Creating Forms in Access 1

Create Reports in Access 2019

Overview 1

Introduction to Access Reports 1

Identifying How Reports are Used In Access 3

Navigating Access Reports 5

Creating a Report using the Report Tool and Report 8
Wizard

Creating a Report from Scratch 9

Using Groups in Access Reports 7

Adding Calculations to Access Reports 7

Adding Subtotals to Access Reports 7

Summary of Creating Reports in Access 1

Introduction to Visual Basic for Applications
(VBA)

Overview 1

Introduction to Visual Basic for Applications 1
(VBA)

Creating VBA Modules 7

Subroutines and Functions 6

Storing Information in Variables 7

WEEK 3 53 min.



Changing Variables with Operators 5

Passing Variables with Parameters 6

Implementing VBA Code in a Form 5

VBA Topics to Research Next 6

Access Management Tools

Overview 1

Introduction to Managing Access Databases 1

Backing Up an Access Database 5

Splitting an Access Database 6

Documenting an Access Database 6

Securing an Access Database 5

Analyzing an Access Database 5
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