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Information Technology for Administrators – Business Solutions

Task 1.0

You are the manager of Inverness Royals Football Club. Having excellent ICT skills, you find it both convenient and time-saving to do most of the administration work yourself.

Create a database of the club’s non-playing employees. The information you need is listed on the next page.

· Use the field names and field types given.

· Make the employee reference number a primary key. (Check Guide to Using Databases Int 1 Point 1).
· Key in the details.

· Sort the database in order of salary – highest first.

· Save the database as STAFF Inverness own initials

· Print one copy of the table

Field Name
Field Type

Surname
Text

First Name
Text

Employee Ref
Number

Telephone Number
Text

Responsibility
Text

Salary
Currency

Continued on next page
Task 1.0 (Cont’d)
	Surname
	First Name
	Employee Ref
	Telephone Number
	Responsibility
	Salary (£)

	Davidson
	Gordon
	101
	556789
	Accounts
	30000

	Cumming 
	John
	103
	544223
	Ground
	15600

	Adams
	David
	107
	766921
	Catering
	13000

	Thomson
	Andrew
	110
	664537
	Hospitality
	10400

	Thomson
	Abigail
	122
	544823
	Hospitality
	10000

	Forsyth
	Maureen
	156
	544661
	Marketing
	17000

	Black
	Rona
	178
	453453
	Marketing
	14000

	Campbell
	Margaret
	190
	553900
	Security
	15000

	Zerouali
	Rashid
	213
	577322
	Publishing
	14200

	Khan
	Asharaf
	219
	511788
	Reception
	11000

	Wallace 
	Lee
	235
	447556
	Ground
	10000

	Macdonald
	Donnie
	237
	444551
	Scouting
	70000


Task 1.1

· Recall the database STAFF Inverness own initials.

· Make the changes detailed below.

· Sort the database in alphabetical order of surname.  (Check Guide to Using Databases Int 1 Point 5.)
· Save the table as STAFF2 Inverness own initials.

· Print one copy of STAFF2 Inverness own initials in list format.

1. Abigail Thomson has recently married. Change her surname to Struthers.

2. Rona Black and Maureen Forsyth have left to start their own business. Delete their records

3. A new employee has joined the club. Details are given below:


Surname:
Finlayson


First Name:
Mary


Employee Ref:
236


Telephone Number:
511237


Responsibility:
Marketing


Salary (£):
20000

4. Lee Wallace has completed his course at college. Increase his salary to £12000.

5. Print out a list of all employees who earn more than £15000

Task 2.0

Ponderosa Pets
You live on a farm and run a pet shop. You also provide accommodation for pets whose owners are on holiday.

· Create a staff database containing the personal details shown on the next page.  

· Use the field names and field types given.

· Make the staff number a primary key.

· Key in the details.

· Save the database as PETS own initials.

· Print one copy of the table PETS own initials.

Field Name
Field Type

First Name
Text

Surname
Text

Staff No
Number

Phone No
Text

Status
Text

Wage Rate £
Number

Continued on next page

Task 2.0 (Continued)
	First Name
	Surname
	Staff No
	Phone No
	Status
	Wage Rate £

	Jim
	Grant
	102
	556452
	Part-time
	6

	Anne
	Forsyth
	106
	556333
	Full-time
	8

	Wilma
	Ferguson
	107
	556411
	Part-time
	6

	Janet 
	Morgan
	109
	556522
	Full-time
	9

	Maggie 
	Devlin
	110
	556229
	Part-time
	6

	Jack
	Cook
	139
	556551
	Part-time
	5

	Stewart
	Main
	140
	556400
	Part-time
	5

	Javed
	Rahman
	157
	556200
	Part-time
	6

	Ian
	Harris
	160
	556123
	Full-time
	9

	Ali
	Patel
	170
	556100
	Part-time
	6

	Bill
	Thomson
	181
	556900
	Part-time
	6

	Mandy
	Smith
	190
	556535
	Part-time
	6


Task 2.1

· Recall the database PETS own initials.

· Make the changes detailed below.

· Save the database as PETS2 own initials.

· Print one copy of PETS2 own initials.

1. Jack Cook has moved to Glasgow and will no longer be working for us. Delete this record.

2. Janet Morgan has moved house. Her new phone number is 500121.

3. Denise Jones has started working for us. Her staff number is 199, her telephone number is 556212 and she will be part-time earning £5 per hour.

4. The database is to be sorted in alphabetical order of surname and print one copy.

5. Print out a list of full-time employees only.  (Check Guide to Using Databases Int 1 Point 4.)
Task 2.2

· Recall the database PETS 2 own initials.

· Hide column Staff No.  (Check Guide to Using Databases Int 1 Point 8.)
· Format font to Comic Sans size 12.  (Check Guide to Using Databases Int 1 Point 7.)
· Format row height to 20 and column width to best fit.  (Check Guide to Using Databases Int 1 Point 7.)
· Save the table as PETS 3 own initials.

· Print one copy of PETS 3 own initials.

Task 3.0
You run a pre-school nursery called Bathgate Bairns which provides child care for children aged 2 to 5.

· Create a database of the children who attend the nursery. The information you need is listed below.

· Use the field names and field types given.

· Key in the details.

· Save the database as KIDS own initials.

· Print one copy of the table KIDS own initials.

Field Name
Field Type
First name
Text

Surname
Text

Age
Number

Contact
Text

Tel No
Text

Lunch Club
Text

	First Name
	Surname
	Age
	Contact
	Tel No
	Lunch Club

	Suzanne
	Brown
	4
	Louise
	784326
	Yes

	Jack
	Wareham
	5
	Fiona
	456219
	Yes

	Chloe
	Daniels
	3
	Jack
	906451
	Yes

	Imran
	Khan
	3
	Jatinder
	453245
	No

	Rebekah
	McKay
	4
	Iona
	897567
	Yes

	Julie
	Mathison
	3
	Angela
	333215
	Yes

	Alastair
	Connors
	4
	James
	987568
	Yes

	Patrick
	McNee
	4
	Jennifer
	112455
	Yes

	Alison
	Lewis
	3
	Peter
	114435
	Yes

	Darren
	Fletcher
	4
	Keith
	775423
	Yes

	Kylie
	McNaughton
	4
	Sheila
	224455
	No

	Bobby
	Robertson
	3
	John
	222554
	Yes


Task 3.1

· You need a note of all children who do not attend the lunch club at the nursery.

· Recall the table KIDS own initials.

· Use the search facility to find the children who do not attend the lunch club.  (Check Guide to Using Databases Int 1 Point 4.)
· Print one copy of any record(s) you find.

Task 4.0

You are the administrative assistant for Art of Entertainment, an entertainment agency. You need to store the details of the acts on a database so that they can be accessed easily.

· Create a database.

· Use a separate field for each of the items given.

· All fields are TEXT fields except NO IN ACT which is NUMBER.

· Key the following data into the database.

· Save the database as ACT own initials.

· Print one copy of ACT own initials in alphabetical order of Type of Act in list format,

	Name of Act
	Tricky Mickey

	Contact First Name
	Michael

	Contact Surname
	Brown

	Street
	3 Smithfield Gardens

	Town
	ELLON

	Postcode
	AB41 9LT

	Tel No
	01358 13697

	Type of Act
	Magician

	No in Act
	1

	Type of Event
	Party


	Name of Act
	Burnbank Ceilidh Band

	Contact First Name
	Anna

	Contact Surname
	Thompson

	Street
	1a Henry Drive

	Town
	ABERDEEN

	Postcode
	AB10 4AB

	Tel No
	01224 166788

	Type of Act
	Ceilidh Band

	No in Act
	5

	Type of Event
	Dance


Continued on next page
Task 4.0 (Continued)
	Name of Act
	More the Merrier

	Contact First Name
	Juliet

	Contact Surname
	McArthur

	Street
	15 Lilac Street

	Town
	PORTLETHEN

	Postcode
	AB12 4KL

	Tel No
	01224 169821

	Type of Act
	Jugglers

	No in Act
	5

	Type of Event
	Party


	Name of Act
	Bill and Will

	Contact First Name
	William

	Contact Surname
	Graham

	Street
	15 Abbey Lane

	Town
	ABERDEEN

	Postcode
	AB25 7KB

	Tel No
	01224 155421

	Type of Act
	Singing Duet

	No in Act
	2

	Type of Event
	Wedding


	Name of Act
	Spot the Clown

	Contact First Name
	Daniel

	Contact Surname
	Harrower

	Street
	159 Tranent Place

	Town
	PETERCULTER

	Postcode
	AB14 1LY

	Tel No
	01224 101236

	Type of Act
	Clown

	No in Act
	1

	Type of Event
	Party


Continued on next page

Task 4.0 (Continued)

	Name of Act
	Tommy Tomato’s Magic Show

	Contact First Name
	Tom

	Contact Surname
	Philips

	Street
	1 Old Bee Drive

	Town
	ABERDEEN

	Postcode
	AB25 2LM

	Tel No
	01224 165205

	Type of Act
	Magician

	No in Act
	1

	Type of Event
	Party


	Name of Act
	Razzamatz

	Contact First Name
	Jason

	Contact Surname
	Collins

	Street
	9 Transey Road

	Town
	ALFORD

	Postcode
	AB33 8PK

	Tel No
	01975 168230

	Type of Act
	Jazz Band

	No in Act
	4

	Type of Event
	Wedding


	Name of Act
	Glenn Duncan Sound

	Contact First Name
	Glenn

	Contact Surname
	Duncan

	Street
	3 Craigmilton Avenue

	Town
	BANCHORY

	Postcode
	AB31 7QB

	Tel No
	01330 167892

	Type of Act
	Function Band

	No in Act
	3

	Type of Event
	Dance


Continued on next page

Task 4.0 (Continued)

	Name of Act
	Peter and the Pistachios

	Contact First Name
	Peter

	Contact Surname
	Woods

	Street
	5 Townhead Gardens

	Town
	INVERURIE

	Postcode
	AB51 4KZ

	Tel No
	01467 187444

	Type of Act
	Function Band

	No in Act
	5

	Type of Event
	Dance


	Name of Act
	Hamish MacLeod

	Contact First Name
	Hamish

	Contact Surname
	Macleod

	Street
	10 Byre Way

	Town
	ABERDEEN

	Postcode
	AB10 9QR

	Tel No
	01224 198315

	Type of Act
	Piper

	No in Act
	1

	Type of Event
	Wedding


	Name of Act
	Party Time

	Contact First Name
	Joe

	Contact Surname
	Robertson

	Street
	89 Johnstone Terrace

	Town
	ABERDEEN

	Postcode
	AB11 5SR

	Tel No
	01224 156328

	Type of Act
	Function Band

	No in Act
	3

	Type of Event
	Dance


Task 4.1

· Recall the database ACT own initials.

· Update the database with the changes listed below.

· Sort the database into alphabetical order of Town. (Check Guide to Using Databases Int 1 Point 5.)
· Save a copy of the amended table as ACT1 own initials.

· Print one copy of ACT1 own initials in list format.

–
Bill and Will have decided to give up their singing careers and should be removed from the database.

–
Create an additional field for HOURLY RATE – this is a CURRENCY field.

–
Add the hourly rates listed below for each of the entertainers.


Name of Act
Hourly Rate (£)


Trickey Mickey
20


More the Merrier
75


Spot the Clown
25


Tommy Tomato’s Magic Show
30


Burnbank Ceilidh Band
150


Razzamataz
100


Hamish McLeod
25


Peter and the Pistachios
125


Party Time
100


Glenn Duncan Sound
90

–
The field TYPE OF EVENT is no longer required and should be removed from the database.

–
Peter and the Pistachios now has 6 members.

–
Hamish McLeod has changed the name of his act to Taste of Scotland.

–
Round the Clock is a function band which has recently joined Art of Entertainment. The contact person is Stewart MacWilliam and his address is 15 Treetop Lane, Aberdeen, AB2 2JR. The telephone number is 01224 161301 and there are 4 people in the band. The hourly rate is £100.

–
Prepare a list of all Acts suitable for weddings.

Task 5.0

You have just been appointed General Administrator for the Seedees – a Scottish band which has recently broken into the big time.

· Create a database to contain the information you will need to access when arranging the tour.

· Use a separate field for each of the items given. All fields are text except:


Capacity
number with no decimal places


Date
date


Fee

currency with no decimal places

· Key the data into the database.

· Sort the database in date order, starting with the first concert.

· Save the table as TOUR own initials in the appropriate folder.

· Print out one copy of TOUR own initials in list format.

Continued on next page

Task 5.0 (Continued)
	City
	Leeds
	Brighton
	Manchester
	Portsmouth

	Date
	28 May 2006
	4 June 2006
	30 May 2006
	6 June 2006

	Day
	Friday
	Friday
	Sunday
	Sunday

	Venue
	LECC
	Civic Hall
	MECC
	Winter Palace

	Capacity
	2500
	2000
	5000
	2000

	Contact
	Khalid
	Jasmine
	Myra
	Juan

	Confirmed
	Yes
	Yes
	Yes
	Yes

	Fee
	£20,000
	£10,000
	£25,000
	£10,000


	City
	Edinburgh
	Newcastle
	London
	Sheffield

	Date
	25 May 2006
	26 May 2006
	7 June 2006
	1 June 2006

	Day
	Tuesday
	Wednesday
	Monday
	Tuesday

	Venue
	King’s Hall
	Tyne Centre
	Palais
	Sheffield Arena

	Capacity
	5000
	4000
	5000
	3000

	Contact
	Toni
	Salma
	Bill
	Koni

	Confirmed
	No
	Yes
	Yes
	Yes

	Fee
	£25,000
	£20,000
	£25,000
	£15,000


	City
	Glasgow
	Aberdeen
	Derby
	London

	Date
	24 May 2006
	23 May 2006
	3 June 2006
	8 June 2006

	Day
	Monday
	Sunday
	Thursday
	Tuesday

	Venue
	Wallace Hall
	Bruce Hall
	Derby Bowl
	Odeon

	Capacity
	4000
	4000
	3000
	3000

	Contact
	Jack
	Dave
	Zoe
	Bill

	Confirmed
	No
	Yes 
	No
	No

	Fee
	£20,000
	£20,000
	£15,000
	£15,000


TASK 5.1

· The TOUR database needs to be updated.

· Recall the database TOUR own initials.

· Update the database with the changes listed below.

· Save the amended database as TOUR2 own initials in the appropriate folder.

· Hide the Day column and print one copy of TOUR2 own initials in list format.

· The Sheffield venue has been changed to Blades Hall.

· The Brighton Centre has been badly damaged by fire and the gig has had to be cancelled.

· Delete the Day field.

· Add in details for the Liverpool gig.

	Date:
	31 May 2006

	Venue:
	Mersey Arena

	Capacity:
	4000

	Contact:
	Gavin

	Fee:
	£20,000

	Confirmed:
	Yes


· Sort the database in alphabetical order of City.

· Search the database for all venues with a fee below £20,000.

· Print a copy of the database and save.

Task 5.2

Your address:
Tour Manager’s address:

Seedees
Lets Tour

11 Edinburgh Road
6 Glasgow Road

KIRKCALDY
EDINBURGH

Fife
EH1 9LB

· Prepare a letter head for the Seedees using a variety of fonts and styles.

· Insert a graphic which must be formatted to sit at the right of your address.

· The letter will be signed by your teacher who is the Senior Administrator for the Seedees.

· Insert an appropriate reference and today’s date.

· Now address the letter to Mr Gavin Savage, the Tour Manager at the address given above.

· Your letter should be given a subject heading – Venues Less than 3000

· Prepare a simple message (maximum 2 paragraphs).

· Save this letter as Seedees Letter own initials.

· Search the database TOUR (Task 5.1) for venues that hold audiences of less than 3000 and copy this data into your letter.

· Finish off your letter.

· E-mail the Tour Manager (you will have to use your teacher’s name and e-mail address) with a brief message, sending your letter as an attachment.

· Print evidence to show that you have sent the e-mail.

Task 6.0
Campbell Brown Homes Ltd is a well established family business, run by Campbell Brown and his 2 sons, Hamish and Stuart. Based in Stirling, the family has worked hard to expand the business and is now building in a number of locations throughout Scotland. To cope with the increased workload you have been asked to help with administration.

Hamish currently has a database of all customers who have made enquiries. He would like the database to hold more information.

· Load the database CUSTOM

· Edit the database with the changes given below.

· Save a copy of the amended database as CUSTOM1 own initials.

· Print one copy of CUSTOM1 own initials in list format.

Create additional fields as follows:

Staff Code – NUMBER

Price Limit – CURRENCY (whole number)

Date of Initial Enquiry – DATE

Continued on next page

Task 6.0 (Continued)
· Add the information listed below for each of the existing customers.

Customer
Staff Code
Price Limit
Date of Initial Enquiry

Steven Briars
505
£100,000
4 May 2005

Wilma Stevenson
509
£95,000
15 July 2005

Stuart Innes
507
£85,000
21 August 2005

David Melville
513
£90,000
12 November 2004

Sandra Tucker
510
£150,000
31 March 2005

John Fotheringham
508
£175,000
15 July 2005

Victoria McBride
506
£120,000
30 October 2004

William Russell
508
£100,000
15 April 2005

Gavin Brown
514
£85,000
25 September 2004

Colin Black
505
£115,000
8 July 2005

· The following new customers should also be added to the database.

	Peter Anderson
	Anne Smith

	38 Blenheim Road
	10 Whitecraigs Way

	Stirling
	Stirling

	FK9 3LP
	FK3 9AB

	Staff Code: 509
	Staff Code: 509

	Price Limit: £175,000
	Price Limit: £80,000

	Date of initial enquiry: 15/08/05
	Date of initial enquiry:

01/09/05


Task 6.1

Campbell has a regular team of sub-contractors who work on all sites. He knows most of their telephone numbers from memory but would like to keep a more formal record.

· Create a database.

· Use a separate field for each of the items given.

· Key in the data on the following pages into the database.

· Sort the database into alphabetical order of Company Name

· Save the database as SUBCON own initials.

· Print one copy of SUBCON own initials in list format.

	Company Name
	Church Street Planters

	Street
	30 Church Street

	Town
	Stirling

	Postcode
	FK9 3JS

	Contact First
	Joe

	Contact Last
	Wilson

	Type of Business
	Landscape Gardener

	Contact Tel No
	01786 151263


	Company Name
	Thomson & Sons Ltd

	Street
	34 Townhall Road

	Town
	Stirling

	Postcode
	FK8 4LS

	Contact First
	Steven

	Contact Last
	Thomson

	Type of Business
	Plumbing and Heating Engineer

	Contact Tel No
	01786 145989


Continued on next page

Task 6.1 (Continued)
	Company Name
	JWS Painters

	Street
	1 Elgin Wynd

	Town
	Inverness

	Postcode
	IV3 2LT

	Contact First
	John

	Contact Last
	Stewart

	Type of Business
	Painter

	Contact Tel No
	01463 156231


	Company Name
	Brown Joiners Ltd

	Street
	Whitefield Industrial Estate

	Town
	Stirling

	Postcode
	FK7 9PQ

	Contact First
	Jonathan

	Contact Last
	Crichton

	Type of Business
	Joiner

	Contact Tel No
	01786 147852


	Company Name
	Middleton & Moss Ltd

	Street
	3 St Andrews Road

	Town
	Stirling

	Postcode
	FK10 4HT

	Contact First
	William

	Contact Last
	Myres

	Type of Business
	Painter

	Contact Tel No
	01786 129560


Continued on next page

Task 6.1 (Continued)
	Company Name
	Findlay & Sons

	Street
	99 Dean Street

	Town
	Dumfries

	Postcode
	DG3 8AB

	Contact First
	David

	Contact Last
	Findlay

	Type of Business
	Bricklayer

	Contact Tel No
	01387 155422


	Company Name
	Henderson Bros

	Street
	Seaton Industrial Estate

	Town
	Dumfries

	Postcode
	DG2 7KY

	Contact First
	Alexander

	Contact Last
	Henderson

	Type of Business
	Roofer

	Contact Tel No
	01387 129887


	Company Name
	Osbourne Decorating Solutions

	Street
	12 South Street

	Town
	Stirling

	Postcode
	FK7 3RS

	Contact First
	Neil

	Contact Last
	Simpson

	Type of Business
	Electrician

	Contact Tel No
	01786 101233


	Company Name
	Ballantine & Sons

	Street
	45 Commercial Road

	Town
	Inverness

	Postcode
	IV2 3TT

	Contact First
	Susan

	Contact Last
	Ballantine

	Type of Business
	Plumbing and Heating Engineer

	Contact Tel No
	01463 187756


Task 6.2

· Hamish has URGENTLY requested details of companies that are based in Stirling, but only needs 

	Company Name

	Contact First

	Type of Business

	Contact Tel No


· Prepare a memorandum to be sent to Hamish from you, the Assistant Administrator.

Date your memo today and use the subject heading - Sub-contractors in Stirling

· Key in a simple message (one paragraph).

· Keep this file open and also open the SUBCON database.

· Search the database for the sub-contractors based in Stirling.

· Copy the data from the database into your memo.

· Email your memo to your teacher as an email attachment.
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