what the

the ardito experience
is all about...

En ® Microsoft®
class sizes small, f_giJ.,Oﬁ:lce

extensive
individual attention
highly experienced tutors.
‘take home’

(14 We have a bunch of people here (me included) who are using much,
much more of Outlook than we used to. In fact, for the first time in
15 years, I have done away with my hard copy diary. It took a bit of
getting used to, but now a dlStlnCt COl’lVCI‘t ! b

Alasdair Scott
Money Managers

14 T would like to thank you for the excellent training provided, I
have heard nothing but the hlghGSt Of pralse for

both the facilitator and the content covered. %
@ Jarred Mair

Inland Revenue

¢ Just to let you know we thought the training was eXCCHCIl'[
and would deﬁl’lltely HO'[ h681tat€ to use your

company again for any training that comes up. %

a'rdlto HAMILTON

corporate training

) Greta l.{a.zey | computer | personnel | management | IS your Ca ree r
Rockwell Automation (NZ) Limited = >>> a d v a n t a g e .

w

66 Maurice’s (trainer) manner, approach and technical information is
invaluable and his ability to pass on the information is a Credlt
tO hlS aptltude « Our company will not hesitate to use

you in the future for any further training required.

Jeannette Townsend
United Truck Parts Ltd

ardito

corporate training

| computer | personnel | management |




Access

Fundamentals 2 days

+ Key concepts and Terminology

« Designing a database and documentation

» Working with existing databases (navigating,
adding and editing data)

Creating a flat-file & relational database
Working with and creating Tables

New to databases? Ardito’s Microsoft® Access
Fundamentals takes you through the nuts-and-bolts of
database behaviors.

This class takes participants through the basics of
Microsoft Access - from understanding database ter-

; . : _ Creating basic forms and subforms
[)néggllogy all the way through to creating a basic data Creating and editing Queries (including cal-

@ culated queries) @

Topics include: working with existing databases; creat- 8rea’;!ng anc_ll_edltllng Il?eports

ing new databases and working with objects (tables, | rearltng rga't'n? a eEs |

forms, queries and reports). Participants are shown J‘PO X‘g a ad r(t)mt xce t ' .
how to plan, create, edit and print objects. Participants Wsmc? Cccess data fo create a mail merge in
will also learn how to create, manage, and modify or

basic table relationships. In addition, the course will

cover how to import and export data in Access.




