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Microsoft Access 2013 – Level 1 

This database management system (DBMS) for Windows combines the best of both worlds; 

power and ease of use.  In this course, designed for people with little or no database experience, 

you will be introduced to DBMS concepts.  You will learn how to create database tables, queries, 

forms and reports, as well as how to sort and filter data.  Microsoft Office 2013 will be used in 

this course. 

 

 Organize data efficiently by using a database management system; start Access, open 

Access databases and identify components of the Access window. 

 Plan and create a database; use Datasheet view and Design view; create, modify, and 

work in tables; and set the primary key for a table. 

 Modify a table’s design; use the Attachment data type; find and replace values; and sort, 

filter, and delete records. 

 Set field properties; create input masks; and set validation rules. 

 Create queries, and sort and filter the results; modify queries; and perform operations in 

queries. 

 Create, modify, and work with forms; and use them to sort and filter records. 

 Create, modify, and print reports; and add summary fields to a report. 

 

Prerequisites: Prior experience with Microsoft Windows  

 
 7 hour course 

Polk State College 

 
Cost: $179.00 per person (7 hour class) 

Textbook included 

Grant Funding Available 

(Call for details prior to registration) 

For additional information, please contact  

Sarah Maguire 

 (863) 669-2952 or smaguire@polk.edu  
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Microsoft Access 2013 – Level 2 

This course is designed to help students learn how to set table relationships, work with referential 

integrity, joins, queries, forms, reports, charts, PivotTables and PivotCharts.  Microsoft Office 

2013 will be used in this course. 

 

 Normalize tables, analyze tables, and view object dependencies; set table relationships; 

implement referential integrity between related tables; and set cascading deletes and 

updates. 

 Create lookup fields and multi-valued fields; modify lookup field properties; and use a 

subdatasheet to add data to related tables. 

 Create join queries; create calculated fields in a query; and use queries to view 

summarized and grouped data. 

 Add unbound controls, graphics, and calculated fields to a form; and create multiple-item 

forms, split forms, datasheet forms, and subforms. 

 Add headers and footers in a report; use functions to add calculated values in a report; 

print database objects and database documents; and create labels. 

 Create and modify charts in forms and reports. 

 

Prerequisites: Prior experience with Microsoft Access 2013 – Level 1 

 
 7 hour course 

Polk State College 

 
Cost: $179.00 per person (7 hour class) 

Textbook included 

Grant Funding Available 

(Call for details prior to registration) 

For additional information, please contact  

Sarah Maguire 

 (863) 669-2952 or smaguire@polk.edu 
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Microsoft Access 2013 – Level 3 

This course is designed to help students learn how to query with SQL; use crosstab, parameter 

and action queries; create and run macros; import, export and link database objects; optimize 

databases; implement basic database security.  Microsoft Office 2013 will be used in this course. 
 

 Use SQL statements in Access; create aliases for fields; write SQL statements to create 

queries; and attach a SQL statement to a command button. 

 Create crosstab queries to summarize grouped data; create parameter queries to view 

results based on specified criteria; and create action queries to add, delete, and modify 

data in tables and to make new tables. 

 Create and run macros to automate tasks; and attach macros to the events of database 

objects. 

 Create data validation and data entry macros; create macros that run parameter queries; 

create AutoKeys and AutoExec macros; and create macros to import and export database 

objects. 

 Import Access objects from another Access database, from Excel, and from a CSV file; 

export objects from one database to another; export and import XML documents; save 

objects as XPS files; link Access objects between databases and to Excel workbooks; and 

create hyperlink fields. 

 Save databases in file formats for previous versions of Access; use the Performance 

Analyzer; split, compact, repair, and back up databases; encrypt and password-protect 

database files; configure Access Options; and populate database file properties. 
 

Prerequisites: Prior experience with Microsoft Access 2013 – Level 2 

 
 7 hour course 

Polk State College 

 
Cost: $179.00 per person (7 hour class) 

Textbook included 

Grant Funding Available 

(Call for details prior to registration) 

For additional information, please contact  

Sarah Maguire 

 (863) 669-2952 or smaguire@polk.edu 
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