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Microsoft® Office Access® 2016: Level 1  
 
Training Course Content 
 
Course Objective: You will create and modify new databases and their various objects. This course is 
designed for students who wish to learn the basic operations of the Microsoft Access database program to 
perform their day-to-day responsibilities, and who want to use the application to be more productive in their 
work. It provides the fundamental knowledge and techniques needed to use more complex Access features 
such as maintaining databases and using programming techniques that enhance Access applications. 
 
Prerequisites: You should be familiar with using Windows computers and managing information on the 
computer. Specifically, you should be able to easily launch and close programs; navigate to information 
stored on the computer; and manage files and folders.  

What’s New in 2016: See how the new Tell Me feature enables you to quickly find features, or have Access 
help you with what you want to do next.  The Add Tables dialog box has been increased in size to make it 
easier to see more table and query names in your database, and five of the most popular database 
templates have been redesigned to have a more modern look and feel.  

Lesson 1: Getting Started with Access 
Databases 
 
Topic 1A: Identify the Elements of the Access 
2016 Interface 
Topic 1B: Identify the Components of a 
Database 
Topic 1C: Examine the Relational Database 
Design Process 
 
Lesson 2: Building the Structure of a 
Database 
 
Topic 2A: Create a New Database 
Topic 2B: Create a Table 
Topic 2C: Manage Tables 
Topic 2D: Establish Table Relationships 
 
Lesson 3: Managing Data in a Table 
 
Topic 3A: Modify Table Data 
Topic 3B: Sort and Filter Records 
Topic 3C: Work with Subdatasheets 
 

Lesson 4: Querying a Database 
 
Topic 4A: Create a Query 
Topic 4B: Add Criteria to a Query 
Topic 4C: Add a Calculated Field to a Query 
Topic 4D: Perform Calculations on a Record 
Grouping 
 
Lesson 5: Designing Forms 
 
Topic 5A: Create a Form 
Topic 5B: Modify the Design of a Form 
Topic 5C: View and Edit Data Using an Access 
Form 
  
Lesson 6: Generating Reports 
 
Topic 6A: Create a Report 
Topic 6B: Add a Control to a Report 
Topic 6C: Format the Controls in a Report 
Topic 6D: Enhance the Appearance of a Report 
Topic 6E: Prepare a Report for Print 

   
  


