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PART 1

What is this section about?

This section will help you learn how to use a database.  A database is one of two applications that you will learn to use in this unit.

What will I learn?

At the end of this section, you will be able to:

· understand what a database is 

· start up an Access database

· edit data in an Access database

· print out a data table
· close down Access.
How long should I take to do this section?

You should complete this section in about 6–8 hours.

What do I need?

You need a computer with Windows XP and Microsoft Access installed.   

You also need the files Films, Membership and Occasions.    Your tutor will have put these files in a folder in the computer for you.  This folder has your name on it.  

Your tutor will show you how to find your folder.

How will I be assessed on my work in this section?

Your tutor will give you an assessment task very like the ones that you do in this section.  This task may be linked to other subjects you are studying.

Your tutor will give you this task when you are ready for it.  Your tutor will watch you doing it to make sure that it is your own work.

The task will test if you can use the Access database program. 

You can be re-assessed if necessary.
PART 2

Have you used a telephone book?

Have you used a catalogue to buy CDs or clothes?

Have you seen a holiday brochure and dreamt of a holiday in the sun?

Then you have used a database.  A database is a list of items, all of the same kind.  They are listed in a way that makes it easier for you to choose from the list.
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	Questions 1


Complete these tables:

	Description of contents


	What is this database called?

	Book with pictures of different kinds of food and instructions on how to make the food. 
	

	List of TV programmes and the times when they are on.


	


	Name of database


	Can you describe the contents?

	Address book


	

	Bus timetable


	


These are all databases on paper.

More and more databases are now electronic because they are easier to use and take up less space.  

Electronic databases are used by many businesses, for example:

· by supermarkets, so that they know what items are in stock;

· by banks, so that they know how much money their customers have;

· by schools, so that they know which pupils are absent.

You need a computer and a database application to create an electronic database.  A database application is a program which organises any data entered into the computer.

The computer user enters into the computer the data that he or she wants to keep, for example, a club membership list or all the people in a class.

The database application arranges the data into a table.  

Here is the data table from a film database that you will use later.

	Film
	Grading
	Time

	Treasure Planet
	
	04:00 PM
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Made in Manhattan
	PG
	06:15 PM

	Lord of the Rings
	12A
	06:00 PM

	Harry Potter
	PG
	05:20 PM

	The Magdalane Sisters
	
	04:45 PM

	All or Nothing
	18
	06:45 PM


You can see that all the data for one film is found along one row.  Lord of the Rings is suitable for children of at least 12 years and starts at 6 pm.

Each piece of data for a film – the name, the grading and the time – is stored in a box or field in the data table.

Note that two fields are empty.  Treasure Planet and The Magdalane Sisters do not have their gradings.

Here are terms that you should now know:

database
electronic

data
data table

row
field

Make sure that you understand these terms before trying the following questions.  Look back in these notes for any you do not understand.

Remember that you can find the correct answers in Part 5: SAQ Answers at the end of this section.
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	Questions 2


1. Write down the name of a paper database that you know.
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2. Write down two things needed when using an electronic database.


i.
C
r


ii.
D
e  A
n

3. What information do supermarkets keep in an electronic database?
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4. Who enters the data into an electronic database?


U         r

5. Where do you find all the data on one item in a data table?


6. Where is each piece of data stored?


PART 3

Opening Microsoft Access 

· Click on Windows Explorer.

· Find and open your folder as your tutor has shown you.

· Find this file icon.  


Remember to check for the file name Films as well.


This is the icon of a Microsoft Access file.

· Click on this icon.  The computer loads the Microsoft Access program and then opens the file Films.


This will appear on your screen.


The large window is the Microsoft Access window.  Look for this name at the top of the window.

The small window inside is a menu of options for the Films database. You are going to use the table Film times at the bottom of the option list.
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	There are online animations available called ‘Opening Microsoft Access 1 and 2’


Opening a data table in Access

You have to learn to ‘double click’ to open an Access data table.  Double clicking is two clicks made quickly together.

· Place the pointer on Film times as shown on the previous page.

· Click the mouse button twice quickly.


If you have done it correctly, a smaller window opens on top:




This is the Film times: Table window.

· Close this window using this Close button.

· Open and close the Film times: Table several times 


till you can double click easily.

· Now close the Film times: Table window.

· Close the Microsoft Access window using this Close button.

Go through the two steps in opening up the Film times data table once more.  Make sure that you finish with both windows closed.

PART 4

Tables need editing as data changes, for example when people move house or buy a new mobile phone.  Editing means ‘to make changes’.

You need to know some important keys on a keyboard before editing a table.

Learning about the keyboard
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Back space 
You use this key to delete mistakes.


Pressing it once deletes the last letter entered.

Shift key
You use this key to get a capital letter.


Hold the shift key down while you press the letter that you want to make a capital.

Space bar
You use this to create a space between words.

Return key
You use this key to take a new line in a piece of

(or Enter)
text.

Have a copy of this keyboard page to hand when editing.
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	There is an online animation available called ‘Making Changes’


Editing by entering new field data
· Open your folder and load the Films database.

· Load the Film times data table.


You are going to enter the grading 12A for Treasure Planet.

· Move the pointer to Treasure Planet’s empty Grading field.

· Click the mouse.  


The pointer changes to a flashing line, called the text cursor. 

· Enter 12A on the keyboard.  The keyboard page tells you how to make capital A if you have forgotten.

In the same way,

· enter the grading 18 for The Magdalane Sisters.
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	There is an online animation available called ‘Entering new data’.


Editing by changing field data

You are going to correct the two spelling mistakes in the data table.

	Wrong
	Correct

	Made
	Maid

	Magdalane
	Magdalene


Let’s correct them in that order.

· Move the pointer to the end of Made – just after the ‘e’ – then click once.


You are going to use the Back space key.


The keyboard page tells you where to find the Back space key.

· Press the Back space key twice. 


The ‘e’ and the ‘d’ have gone.

· Enter ‘i’ and ‘d’.


Check that ‘Maid’ is spelt correctly.

In the same way,

· use the Back space key to make ‘Magdalane’ into ‘Magdalene’.

Now you are going to print out the data table with the changes that you have made.

You used a pop-up menu when you opened the Start window.

You have to use a pull-down menu to print.

· Look for this menu bar at the top of the Microsoft Access window.


· Move the pointer slowly over the menu bar.  You will see that this menu bar is made up of buttons. Each word is a button.

You always use the File button on the far left to print.
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	There is an online animation available called ‘changing data’.


Printing out a data table 

· Move the pointer to File on the menu bar.

· Click the mouse button.


A pull-down menu opens.


Screenshot reprinted by permission from Microsoft Corporation

· Pull the mouse gently down the mat.  


A blue highlight lights up each option.

· Click the mouse button when the highlight is on Print.


A print window will open.
· Find and click the OK button on this window.  
If your printout does not appear, ask your tutor to help you.  

Keep your printout in a folder of work.  Your tutor may want to see it.

Microsoft Access automatically saves any changes you make to data.  You can now move straight to closing down the program.

· Close the Film Times: Table window.

· Close the Microsoft Access window.
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	There is an online animation available called ‘Printing and Saving’


The next two database activities are very similar to the one that you have just done.  However, they use different data.  

They will help you practise your skills.

You should try to do each activity on your own or with only a little help.  

Use the question in the box to help you decide before each activity how much help you need.

Did you do the last activity…..

with a lot of help?
then try to do the next one with less 


help.

with a little help?
then try to do the next one on your 


own. 

Use the notes on the previous pages when you need help.  All the steps are there and in the correct order.

Remember to ask your tutor for help if you get stuck.


The local sports club has a database showing the members’ names, numbers, and whether or not they have paid their fees.

	Membership Number
	Name
	Fee paid

	Gym0056
	Jo Cooke
	No

	
	Pete Ross
	No

	PooL0079
	Colin Callaghan
	No

	Gym0467
	Fraser King
	No

	
	Alan Sharp
	Yes

	PooL0263
	Ronnie Mar
	Yes

	YC0035
	Karen Muir
	Yes

	YC0897
	Anne Cambell
	Yes


	Membership Number
	Name
	Fee paid

	Gym0056
	Jo Crookson
	No

	Gym0973
	Pete Ross
	No

	PooL0079
	Colin Callaghan
	No

	Gym0467
	Fraser King
	No

	YC1432
	Alan Sharp
	Yes

	PooL0263
	Ronnie Mar
	Yes

	YC0035
	Karen Muir
	Yes

	YC0897
	Anne Campbell
	Yes


Follow these steps carefully:


· Open your folder and find the database Membership.

· Open Membership.

· Open the Membership fees data table.

Entering new field data

· Pete Ross’s number is Gym0973.  Enter Pete’s number now.

· Alan Sharp’s number is YC1432.  Enter Alan’s number.

Changing field data

· Jo’s name is actually ‘Jo Crookson’.  Change to ‘Crookson’ now.

· Anne’s name should be spelt ‘Campbell’.  Change her name now.

Printing the data table

· Move the pointer to File on the menu bar.

· Click the mouse button.

· Move the highlight to Print.  The print window opens.

· Find and click OK.

Put the printout in your folder.

Closing the database

· Click Close on the Membership fees:Table window.

· Click Close on the Microsoft Access window.

Did you do the last activity…..

with a lot of help?
then try to do the next one with less 


help.

with a little help?
then try to do the next one on your 


own. 


Mrs Lacy uses a database to remind her of family events.  Some of the data needs editing. 

	Date
	Name
	Occasion

	28 January
	Uncle Kenneth
	Birthday

	22 March
	Mum
	Birthday

	26 March
	Anne
	

	16 April
	John and Ellen
	Wedding anniversary

	28 April
	Daisy
	Birthday

	15 May
	Self
	Hospital appointment

	1 June
	Uncle Kenneth
	Visit for 2 weeks

	
	Daisy
	Exams

	29 June
	Anne and Daisy
	Trip to Ireland

	15 July
	Self
	On holiday


	Date
	Name
	Occasion

	28 January
	Uncle Kenneth
	Birthday

	22 March
	Mum
	Birthday

	26 March
	Anne
	Starts new job

	16 April
	John and Ellen
	Wedding anniversary

	28 April
	Daisy
	Birthday

	15 May
	Self
	Hospital appointment

	2 June
	Uncle Kenneth
	Visit for 2 weeks

	12 June
	Daisy
	Exams

	29 June
	Anne and Daisy
	Trip to Wales

	15 July
	Self
	On holiday


Follow these steps carefully:

· Open your folder and find the database Occasions.

· Open Occasions.

· Open the Occasions dates data table.

Entering new field data

· On 26 March, enter ‘Starts new job’ for Anne in the Occasion field.

· Daisy’s exams are on 12 June.  Enter this date correctly now. 

Changing field data

· Uncle Kenneth’s visit will now start on 2 June.  Change this date.

· Anne and Daisy are going to Wales, not Ireland.  Make the change to Wales.

Printing the data table

· Move the pointer to File on the menu bar.

· Click the mouse button.

· Move the highlight to Print.  The print window opens.

· Find and click OK.

Put the printout in your folder.

Closing the database

· Click Close on the Membership fees:Table window.

· Click Close on the Microsoft Access window.

Did you do the last activity…..

with a lot of help?
then ask your tutor to copy the original files into your folder and do the activities once more.

with little or no help?
then speak to your tutor.


You may decide with your tutor that you are ready for the database assessment task.


The database assessment task is very like the activity that you have just finished.

PART 5


Your answers should be similar to those below.  

Check with your tutor if you are not sure if your answer is correct.

	Description of contents


	Name of the database

	Book with pictures of different kinds of food and instructions on how to make the food. 


	Cook or recipe book

	List of TV programmes and the times when they are on.


	TV listing or the name of a TV magazine such as TV Times or TV Quick.


	Name of database


	Description of the contents

	Address book


	Names and addresses of friends.

	Bus timetable


	Routes and times of buses.



1.
Any one of the following is a correct answer:


Catalogue
Telephone book
Holiday brochure


TV Times
Bus/Train timetable
Address book


But there are many more correct answers.  Check your answer with your tutor if you are not sure.

2.
The two things you need for an electronic database are:


i. 
Computer


ii. 
Database Application.

3.
Supermarkets keep information on their stock in an electronic database.

4.
The user enters the data into an electronic database.

5.
All the data on one item is found along one row.
6.
Each piece of data is stored in a field.
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Looking at answers before trying the questions
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Activity 1





You have to edit the top data table so that it looks like the bottom one.





Activity 2





You have to edit the top data table so that it looks like the bottom one.





Answers 1





Answers 2
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