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Course at a glance
•	� Database concepts
•	 Working with records and fields
•	 Formatting table data
•	 Effective database searching 
•	 Creating and running simple reports

•	 Creating tables
•	 Key fields – concepts and use
•	 Managing table data
•	 Improving user friendliness 
•	 Course assessment and review

IT Skills – 
Introduction to Databases 
using Microsoft Access
Course Code: CTO40

This introductory course is ideal for new users of databases and/or Microsoft Access 
as well as those wanting to improve existing skills. The course is highly hands-on. 
Tutor-led exercises help delegates learn the relevant skills, giving them the confidence 
to create simple customer and products/parts databases.


