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Description: [P PR P P N
This course is designed to help office personnel to understand, organize and handle high .olaglaal) 3l
volume of information using database management solutions. The course will improve skills )
required to manipulate data and how to design, store and generate valid reports for analysis lal dedail alasiol Ll
and data control. Using FileMaker Pro database software will help trainees to interact with real e 8 yadlly cilagle sl
office environment topics by creating and solving data management issues. sl g3 8 giall dadany)
gia caalisl
Course Objectives: Jasnagylol allaieinnsi m
Upon completion of this course the trainees should have complete knowledge of: ity Sl e
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. Database environment and resources. . . . .

. Benefits of implementing database solutions to your office. L‘_"’JI bl 'J""JI .

. How to design and create database forms, tables. Azt Lo e el

. How to make database elements user friendly and can be understood by other users. Sulall gl s alladl

. How to store and organize data. -calaglaadl Juloety

. Record management and report generation for screen or print output. N LA o

= How to create the correct type of fields to store the correct type of information. 3"_'11"‘ Jhi ol g W

] Searching and finding records based on particular search criteria i.e. date, serial - B Gl cilagla
number, keywords.

. Security issues and access privileges to allow or limit others to database sections. T O S A SN

. Understanding database functions on the Internet. -
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Managers and head of departments. puldiall lalada ®

Team leaders/Data input personnel. ilaaleadl Mol alhes m
Office administration & organizaion staff. sheall Jloal pilge

Who attends this course?

Project planners.
Data management staff.

Accessories:
All trainees will be supplied with “Wireless Domain Instruction Package” containing the complete
course manual and CD for future reference to the course contents.

Course Contents:

Database General Overview
Exploring database benefits in real environment
Designing a database solution
Record management & organization
Field & System definitions
Searching database records

Layout design procedures
Graphical User Interface issues
Field association & linkage

Data integration and relationship
Report generation

Lookup & Requests

Local & network application
Database usage on the internet



