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Course at a glance
•	 Recap on basic database concepts 

and skills
•	 Database normalisation
•	 Using lookup fields
•	 Customising data entry screen design
•	 Charts in forms and reports
•	 Creating a relational table structure

•	 Understanding relational database 
concepts

•	 Creating complex queries – parameter, 
joining tables, update queries, 
summary and grouping

•	 Advanced reports
•	 Principles of good interface design
•	 Course assessment and review

IT Skills – 
Next Steps with Databases 
using Microsoft Access
Course Code: CTO41

This course suits those who understand the concept of databases and wish to 
extend their skills. It looks at developing simple flat-file databases, to take advantage 
of relational database concepts and file structures. Data quality is also considered. 
Through hands on exercises, delegates develop skills in effective data validation,  
as well as advanced queries and more complex reporting.


