Access

Skills Assessment

Name:

How long have you used Access? (e.g. 6 months, 1 year, etc.)
Please indicate the number of hours per week you use Access (approx.)
Other Database Experience? (programs, level of use, length of time used, etc.)

Date:

What version of Excel are you now using? (circle) 2003 2007 Other:
Rate Your Current Need To
Level of Knowledge Learn/or

Topic

None Some Good Excellent|Learn More| Comments

Creating Tables

Setting Field Properties

Entering/Changing/Deleting Data

Sorting and Finding in a Datasheet

1| Using Datasheet Filters

Creating Basic Queries and Entering Criteria

Managing Objects (delete, rename, etc.)

Creating Forms (using the Wizard only)

Creating Reports (using the Wizard only)

Relating Tables and Using Referential Integrity

Creating Forms (without the Wizard)

Adding Fields and Formulas

Setting Control / Form Properties

Moving/Sizing/Aligning Controls

Formatting (fonts, colours, borders)

Creating Combo or List Boxes

Adding Subforms and linking to Main Form

Adding Command Buttons (run macros)

2 | Creating Reports (without the Wizard)

Working with the Various Report Bands

Adding Group Bands

Adding Fields and Formulas

Formatting (fonts, moving, etc.)

Creating Label Reports

Creating Envelope Reports

Creating Form Letter Reports

Basing Reports/Forms on SQL statements

Importing/Exporting and Linking Data

Advanced Table Relationships (1-1,Self-join, etc)

Advanced Forms

Dialog Boxes

Bound Object Groups

Bound List Boxes

Tab Control

Control Defaults

3 Forms Properties

Page Breaks & Form Printing

Continuous Forms

Advanced Reports

Multi-Column Reports

Creating Letters

Sub Reports

Creating Graphs

Queries

Entering Parameters in a Query
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Rate Your Current Need To
Level of Knowledge Learn/or
Topic None Some Good Excellent|Learn More| Comments

Queries (continued)

Entering Expressions

Totals Queries

Update Queries

Delete Queries

Make-Table Queries

4 Append Queries

Crosstab Queries

Relationships in Queries

Union Queries

Forms & Reports Based on Queries

Creating a Criteria Dialog Box

Synchronizing Combo Boxes

Setting Up and Activating Security

Creating Macros (Actions and Conditions)

Functions (Date, Special, Text, Domain)

Creating Custom Toolbars

Creating Custom Menus

Compacting and Repairing Databases

Switchboard Manager

Unbound Forms & Reports

Access Visual Basic

Event Procedures

Form & Report Modules

6 Variables

Events

Entering Basic Command

Using Functions

Access Visual Intermediate

DAO

Custom Functions

Debugging Code

Active X Controls
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