MULTIMEDIA TRAINING KIT

Trainers' notes: MS Access queries

Developed by: SANGONeT for the Association for Progressive Communications (APC)

	Introduction
	Introduction to MS Access queries.



	Timing/duration
	3 hours, depending on learner experience and hardware capacity.



	Content outline and main topics covered

	1. Basic operations (75 min)

Find a record based on given criteria 

Create a simple query 

Create a single query with multiple criteria 

Save a query 

Add filters 

Remove filters 

2. Refine a query (75 min)

Add fields to a query 

Remove fields from a query 

3. Select and sort (30 min)

Select and sort data based on given criteria 

Select and sort data based on common logical operators



	Target audience
	General.



	Prerequisite skills/knowledge
	Basic computer literacy.

Familiarity with the concept of databases (gained from the MMTK "Introduction to Databases" unit or elsewhere).



	Unit objectives/expected outcomes
	By the end of the unit participants should be able to retrieve, select and sort data in MS Access.



	Pre-workshop activities
	-

	Notes on using exercises
	Set up a simple database as a sample for examples and exercises. All the exercises can be used off an existing database. This saves time during the workshop and keeps learners focused on the task/learning objective. The exercises use the name traindept.mdb for this sample database – if the sample database is called something different, remember to change the exercises!




	Resources included with unit
	· Trainers' notes

· Handout 

· Exercises

· Copyright statement

· Workshop evaluation form (for trainees)

· Materials evaluation form (for trainers)

Use the MMTK "databases" and general ICTs glossaries with this unit.



	Additional trainer resources
	-

	Equipment needed
	Windows (98 or higher) and MS Access 2000 installed on all training machines (recommended: 1 machine per learner). 



	Comments
	-
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