Unit 2 Creating Systems to Manage Information Revision

Exam technique Part A: https://www.youtube.com/watch?v=S-ECxYcwHMc

Exam technique Part B: https://www.youtube.com/watch?v=3mJgC0dSj7U

Normalisation Tips

There will always be at least four tables in the database.

Always look out for field names that contain ID or Ref. These usually give you an

An extract of the data the company would like to record is shown in Figure 1.

Staff Surname Grade
Ref

1 Kayode Excellent
2 | Lestrange Excellent
3 | Peterson
4 | Ahmad
4 | Ahmad Good
5 | Frost Excellent
6 | HKibbsl Good
T | Guy Excellent
B | Hartell AvETage

=

Staff Days = Performance

Descriptor ~ Per Week Grade 1D

Staff Staff
Start Leaving
Date Date

12/02/2013
12/02/2013
120372018 | 090472019
12/02/2013
12/02/2013
12/02/2018
10/04/2019
18/08/2019

16/04/2020

Figure 1

idea of what tables you will need.

Postion | Pt
Date
3 13/03/2018
2 13/03/2018
1 13/032018
4 13/03/2018
5 1770452020
2 13/03/2018
1 110452019

2 19082019

4 17044 20000

For each table to find, look at all of the data that repeats / matches.

Position
End Telephone Paosition
Date
07700 900446 | Manager
07700 900463 Wending Machine
Operator
0B/0472019 | OFT00 999999 |Sales Person

16/04/2020

07700 900434 | Office Assistant

07700 900434 | Office Manager

07700913333

07700 00587

07700 200434

‘ending Machine
Operator

Sales Person

ending Machine
Operator

07700 833333 | Office Assistant

If there is no ID for a table, you will have to use a composite (duel) primary key. The below
diagram is the normalisation of the table above.

thl_perfermance

% Performance ID
Grade Descriptor

thl_staff

@ staff Ref
surname
Telephone
Staff Start Date
Satff Leaving Date
Staff Days Per week
Perfarmance Grade D

T

thl _employment

F Staff Ref

@ Position ID
Position 5tart Date
Paosition End Date

thl_position
(=]
1 -
= —L | 7 PositionD
Positian

*REMEMBER you will still get marks in other parts of the exam if your normalisation is incorrect.
You get marks for getting some of the normalisation correct**


https://www.youtube.com/watch?v=S-ECxYcwHMc
https://www.youtube.com/watch?v=3mJqC0dSj7U

Validation

Presence check:

General Looku

Field Size 255
Format

Input Mask

Caption

Default Value

Validation Rule Is Not Null
Validation Text Please enter the customers name,
Required No

Allow Zero Length Yes
Indexed MNo
Unicode Compression Mo

IME Mode No Control
IME Sentence Mode None

Text Align General

Format Check:

[ Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.

To change the Input Mask list, click the Edit List button.

Input Mask: Data Look:

Phone Number (5555) 123432 A
Postal Code LN25 4DC

Password TRATEAREE

Long Time 13:12:00

Short Date 27/09/1969

Short Time 13:12 S
Rl conm TR e N4.49 N

Try It: {

Edit List Cancel Bac Next > Finish

Length Check:

General Lookup

Field Size 35
Format
Input Mask

Go to ‘input mask’ in the
properties of the field
name. Click the three
dots to take you to the
wizard.



Range Check:

General Lookup

Field Size
Format
Decimal Places
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required
Indexed

Text Align

Value Lookup:

Select ‘lookup wizard’

Shor‘tTexti o
Short Text
Long Text
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment
Calculated

Lookup Wizard...

Long Integer

Auto

>=1 And <=100

Please enter a number between 1 and 100.

No
No
General

Select ‘I will type in the values | want’

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its

values?

(O I want the lookup field to get the values from another table or

query.

@1 will type in the values that I want.

Cancel

You type in the values for your

dropdown list.

To adjust the width of a co
right edge of the column he

Mumber of columns:

W
*

Col1
Excellent
Good
Pnnd



Table Lookup:

Select ‘lookup wizard’

Select ‘| want the lookup field to get the values from

another table or query.

Lookup Wizard

Shor‘tTexti “
Short Text
Long Text
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lockup field to get its
values?

(@1 want the lockup field to get the values from another table or
query.

(O I will type in the values that I want.

Calculated

Lookup

Select the table you want to lookup.

Leokup Wizard

Which table or query should provide the values for your lookup
field?

Table: thl _employment
ETable: thl performance
Table: thl_position
Table: thl_staff

View

(@) Tables () Queries () Bath

You can sort the data if you want to.

Lookup Wizard
What sort order do you want for the items in your list box?

‘You can sort records by up to four fields, in either ascending or descending order.

S =rformance ID ~ Ascending
Z " Ascending
3
4

Move across the fields you want to use.

Lookup Wizard
Which fields of thl_performance contain the values you want
included in your lookup field? The fields you select become columns
in your lookup field.

Available Fields: Selected Fields:

Performance ID
f Grade Descriptor

<<

Unhide the key column.

Lockup Wizard

How wide would you like the columns in your lookup field?

To adjust the width of a column, drag its right edge to the width you want, or double-dlick the
right edge of the column heading to get the best fit.

[ Hide key column (recommended)

Performance ID | Grade Descriptor

Excellent
2 Good
3 Average

Cancel < Back Finish

Select ‘Finish’.

Cancel < Back




Complex validation:

Email addresses

Like "?@7?*.?2*"

Queries
Select Query:

Field: |Customer
Table: |tbl_customers
Sort;
Show:
Criteria:
or:

<

Date Item
tbl_orders tbl_items

Item_Price
tbl_items

>=#01/09/2018# And <=#30/09/20182 “Ham” Or “Salad”

Qty
tbl_part_order

M

This searches for customers who have ordered a ham or salad sandwich between 1/9/2018 and

30/9/2018.
’§ Query1
Customer ~ Date v Item » Item_Price ~ Qty v
Fligen Co. 28/09/2018 Ham £1.20 25
Profix Direct 29/09/2018 Ham £1.20 8
Profix Direct 29/09/2018 Salad £0.90 2
Bro. Partners 28/09/2018 Ham £1.20 6
Banoop 30/10/2018 Salad £0.90 12
*
Parameter Query:
A parameter query allows the user to decide what they want to search for.
Field: |Customer Date Item Item_Price Qty
Table: |thl_customers thl_orders tbl_items thi_items thl_part_order
Sort:
Show %

Critena: [Which Customer?]
ar,




When the query is run, the following will pop up for the user:

Enter Parameter V...

Which Customer?
Profix Direct

X

OK

Cancel

This will return:

Customer ~

Profix Direct

Profix Direct
*

Calculated Query:

Field: | Customer Date

Table: |1bi_customers

Sart:

Show:
Criteria;
or;

th_orders

Date v Item
29/09/2018 BLT
29/09/2018 Ham

29/09/2018 Salad

Item
thl_items.

v Item_Price ~
£1.40
£1.20
£0.90

Item_Price:
thl_items

Qty

tbl_part_order

12

Total_Price: [item_Price]*[Qty]

This query finds the total cost of orders. You have to create a new field and end the new field
name with : for example

Total_Price: [item_Price

The fields used in the calculation is surrounded by square

*[Gty]l  brackets [ ]

The result will show the new field and the result of the calculation:

E @ Query1

+

/

*

Addition
Subtraction
Division
Multiplication

Customer ~
Fligen Co.
Profix Direct
Profix Direct
Profix Direct
Bro. Partners
Bro. Partners
Banoop
Banoop
Banoop

Date = item
28/09/2018 Club
29/09/2018 BLT
29/09/2018 Ham
29/09/2018 Salad
28/09/2018 Cheese
28/09/2018 Ham
30/10/2018 BLT
30/10/2018 Cheese
30/10/2018 Salad

v Item_Price ~
£1.35
£1.40
£1.20
£0.90
£1.00
£1.20
£1.40
£1.00
£0.90

Qty

A Total_Price -~

25 £33.75
12 £16.80
8 £9.60
2 £1.80
12 £12.00
6 £7.20
10 £14.00
4 £4.00
8 £7.20




Sorting Data in Queries:

Remember you can sort data into order by using the sort and setting it as ascending (A-Z, 0-100)

or descending (Z-A, 100-0)

Field: |EmpNo LastName Department Started
Table: |Employees Employees Employees Employees
Sort: Ascending v
Show: ]
Criteria:
ar

Using the Build tool:

You can also keep
the ‘show’ box
ticked if you want it
to show in your
results, or untick it if
you want to hide it.

For a calculated query, you can also use the build tool to create your calculation.

Field: |DistrictName AverageRubbishColle| WorstRating: Cleanlir| BestRating: Cleanline m
Table: |thiDistrict thlYearlyReview thi¥earlyReview thblYearlyRevi Totals
Total: | Group By Avg Max Min i
Sort: Table Names
Show: ¥ cut
Criteria: - -
or By Copy
SN Build... <
Q, Zoom..

Right click where
you will create your
calculation, then
select Build.

Your calculation can then be made in the Expression Builder.

Expression Builder X
Enter an Expression to define the calculated query field:
{Examples of expressions indude [field1] + [fieldZ] and
RatingDifference: [WorstRating]-[BestRating]|
Cancel
Help
<< Less

Expression Elements Expression Categories Expression Values

<Parameters:
DistrictMame
AverageRubbishCollected
WorstRating

BestRating
RatingDifference

partA_databaseCompletet
=

&9 Operators
ﬁi— Common Expressions




Forms

Form Based on a table

Home External Uata

HE M R

& =58 O

— ) === Navigation = :
Application  Table Table SharePoint Query Query  Farm  Form  Blank Report R
Parts - Design  Lists~ Wizard Design Design Ferm More Forms - D

Templates Tables Queries Forms
H frmTransactions
| Access Obje... @ « Form —
?,, . D |'CU5t0m E"D_ Create a form that lets you enter ustomer te -
) information for one record at a 7 657548
ES 1 time.

R # AdaTo me 057 657548
BonAm Amy Bon 02077 987577
B tbigand Bonls Isa Bon 02077 987577
tblConcert BonlLi Lily Bon 02077 987577
thiCustomer BonMi Mia Bon 02077 987577
F arni Nirmar e A0S QA0TEAT

n Colors ~

View  Themes Ers=

= B
. - [0 Title
E —| Insert Ade
T Image F@Dateand Time |

|5 Bl Ag =] [7] €

Views Themes Controls Header / Footer

| ACCESS Ob_]e ® « frmTransactionsl\‘{E thCustomer\I =3 lhICustomer\

[ [ 3

I L B T - O O e [ I [ A |

qryAdamstone Concert and V...

. P
bles o # Form Headler .
1706DATA - m_Ht.bIC istomer |
3 tbiBand # Detail
B toiconcert z
A tbicustomer 1 ChstomeriD CustomerID
EH tblPromotional Goods N | | | | | [ | i
B3 tbiransactions 2_ IC stomgr firs{ name ||Cu5t0merﬁr5t name
- |
= tovenue : Clhistomegr lastjname (|3uston!1erlas|tnam:a | | |
Queries Py z
3 ary average age 4 t i i i i i i
S gy Band name and Month 2| [cfstomer teigohond number || customer telephone numper
28 qry Calculation Tatal Cost Ei 'lc Stombr aze ||(I:ustc-r:1erag:a f f f
3 qry Females 3- ! 1
qryAdamstone — Clistomer gender ||Custo
!
=

z able.tblTransactions

frmTransactionst | B

thCustomer\{ =3| thlCustomer
[ | (BB B .

[

¥ Form Header

add a|new dustorrer yod must|enter|data ip all sections.

ClhistombrlD CustomerlD

) | | | |
3
|C stomer first namg Customer first name

. [ [ [ [ [ [
4
Cihistomegr lastjname Customer last name

| | | | | |
|C stomgr telgphong numier || Customer telephone number

I I | I I I
Customer age

|| {ItustonLer gelnder

Br gen




Adding fields from other tables:

Create the form for your chosen table.

=i -
b D @ [ Title
3 Aa [x] © o Inset o _ Add Bxisting Property 3
Image~ @ Dateand Time Fields Sheet  Order lI:rl:l
Controls Header / Footer Tools
frmCustomer\[E thiTransactions | =8 thITransacﬁons\ X . .
N N N O Enas Field List
LTI [E showall tables
- Ct Fields available for this view:
- an a On TransactionID
CustomerID
Z —I—I—I—I—I—I— ConcertlD
;|| TdansaclioniD TransactionID PromotienalgoodsID
2‘ | | | .
- ChistomerlD CustomerlD -
3 | | |
N Concert|D ConcertiD -
. J
N | | | |
5 Peomaot! ﬂmlg.rﬂ" 10 | PromotionalgoodsiD 1.
) | | | | | |
frmCustomer | B tblTransactions | =3 thTransacﬁons\ X . i ®
.|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-3-|.3.|.1U.|.".,.12.|.13z F|e|d|_ISt
& Eorm Header E Show only fields in the current record
source
N ’T [d nsact ons Fields available for this view:
# Detail = thlBand Edit Table
: l N e
- - Band name
1 TdansactioniD TransactionlD Income
- thiConcert Edit Table
; | | | - ConcertlD
: L
B ClhistomeriD CustomerlD - 0_)0" / Concert date
2: Q Income type
: | | | | RN
z - - $) BandID
) IC stomer firs{ nams ||Customerﬂrst name v R
I T T T T T S T
¢ ' T I I I I (b\o/ Fields available in related tables:
- IC stomer lastiname || Customer last name \/ tbIPromotional Go
| | | | | | <D
5 = thlvenue
- Cpncert|D ConcertlD
- - WenuelD
I I | | | | E / Wenue name
7| ]chneert/date ||Concert date / Venue email
7 ! T T T T T
N 1B nd nafne “Band name
3 T | T I } | Fields available in other tables:
2| |efomotionalghodsit || promotionalgoodsip _ 1706DATA Edit Table

Adding a calculation

[ frmCustomer | = thTransactions\[ = tblTransadTons\

Customeril

L AR | L B I |

,BXE Property Sheet

Selection type: Text Box

CHSTOMEriu
-
‘ Text43
| | | |
[clistomér firs{ namd || Customer first name Format | pata | Event | Other |
f f f i f Format Curreney [+
|C stomegr lastjname || Customer last name Decimal Places Auto [
| | | | | | |visible Yes
D ConcertlD Show Date Picker For dates
T Width 5.593¢m
| | | | | Height 0.556cm
To 12.404cm
date Concert date £
|| i i i i i Left 4.303m
|| d Back Style Maormal
me Bar|1 nan?e | | | Back Color Backaround 1
1 1 1 1 1
|| Income

onalgpodsil || PromotionalgoodsID

| | Promotional goods

K{onal goods




Setting the form to load as a blank record:

Click on the black square to select the entire form. On the Data tab, select YES for Data Entry.

# =8| frmAddDonation_code; X %
[ ] [N A - - T B L O - T I B - B - O B | O I - B O N SSALE -AE B |- B C | - PlopelTySheet
Selection type: Form
# Form Header VP
. ~
-||lAdd Donations
1 Format  Data  Event Other | All
- |||select the donor from the list pnd input the dongtion gmoun Record Source SEWECT tbiDonati
2 |[HHhRe +eanationtotabwil-be-showrandany-dererstatusghange Recordset Type Dygaset
- Fetch Defaults Ve
# Detail * Filter
| Filter On Load Mo
- | | \ Crrder By
1- ! i ! Donationll Crder By On Load Yes
- i = ‘Wait for Post Processing No‘
N | | JonationDate Data Entry Yes -
o || 2 1 Allow Additions Yes
o N i, t tH oo
= || - |'e ectifed r | no VI | Allow Deletions Yes

Remember, BTEC love the use of labels to describe to the user how they need to complete the
form!

=Date() will provide the current date

You can also add calculations into a form using the Expression Builder

Right click an area of the form and select Build Event...

Select the Expression Builder.

Choose Builder

"
x

Macro Builder !

....................................................................................................... -

‘Expression Builder

...................................................................................................... -

| | Code Builder

r

The Expression Builder allows you
to create calculations and allows
easy access to operators or parts
of your database that are saved.

Expression Builder .

Enter an Expression to execute on this event:
(Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

|
Cancel
Type your calculation ] Help
here. << Less
| Expression Elements Expression Categories Expression Values
- 5] tbiDonor ~ A
This allows you to add — ) Functions <Field List> AfterDelConfirm
; L= Label10 AfterDelConfirmEmMacrc
functions (eg SUM) ’EI partB_database.accdb DonorSurname._Label AfterFinalRender
H Constants DonorSurname AfterFinalRenderEmMacr
; Cperators DonorEmailaddress_Labe AfterInsert
E Comman Expressions DonorEmailAddress AfterInsertEmMacra
Status_Label AfterLayout
This allows you to Status AfterLayoutEmMacro
| DonorlD1_Label AfterRender
access saved parts of Combo11 v | |AfterRenderEmMacra ¥
your database.




Reports

1. To create a report go to the Create tab and then go to Report Wizard.

Database Tools

=zz= fi(3) PivotChart
o= : | Blank Form
Table Table SharePoint Table | Form  Split Multiple
Templates~  Lists~ Design || Form Items L= More Forms
Tables | Forms

All Tables v o«

Fans X

£ Fans: Table

@ Birmingham Gig

Blue Screen of Death's Fans -...

=] ‘| E &

= = (

Form || Rep Query Query Macro ‘
~ Design |

Wizard Design
Other

-
|
| |

Report Wizard

Launch the Report Wizard which
helps you to create simple,
customized reports,

(@ Press F1 for more help.

2. Choose the query you would like to make a report for in the drop down list.

Tables/Nueries

e

Which fields do you want on your report?

‘You can choose from more than one table or query.

Table: Fans

Query: Birmingham Gig
Address 1

City

Postcode

Fields:

You can chaose from more than an table or query.

Iah\as/th

|Query: Birmingh

=]

Avaiiable Fields:

Selected Fieds:

4.

If you want any grouping then choose the field you want to put grouping on and then select

Next. If you don’t want any, then just click Next.

First Name, Surname, Address 1, City,
Postcode

Grc-upinggjtit-ns.‘.| I Cancel

JEREN S

Fini




5.

If you want any sorting on the report then select the field from the drop down list and press
Next, If you don’t want any, then just click Next.

S } e || ey gemeg e -
MS T Dacian il Report Wizard necian . iizard Daci |
Report Wizard —

What sort arder do you want for your records?

You can sort records by up to four fields, in either
ascending or descending order.

1 = [+] [ Ascending |

Cancd || <Back || met> || Ensh

Choose how you would like the report laid out. | usually have reports landscape and
Tabular, then click Next.

‘MaT Diaci m fil KEDOILWVIZAID Decinn |l \Wizard Daci
Report Wizard ——

How would you like to lay out your report?

Layout Qrientation
() Columnar (7 Portrait

@ Tabular

© Justified
A

Adjust the field width so all fields fit on
a page.

Cancel | [ <Back || mext> |[ Enish

Choose a design that you like and click Next.

Report Wizard —

What style would you like?

»

Access 2007
Apex
Aspect |_|
Civic |
Concourse
Equity
. Flow

Foundry
Tltle Medizn
) Metro
Label abave Detail Module

Mone
Control from Detail Marthwind

Cancel | [ <Beck || mewt> || nsh




8. Give the report a title that describes what it is showing and click Finish.

Report Wiza

rd _—. I;'-— -.'
g

What tile do you want for your report?

That's all the information the wizard needs to create your
report.

Do you want to preview the report or modify the report's
design?

Preview the repart.
() Modify the report's design.

9. Then it'll give you your report that you can save and print.

Print Preview |

Death : Database (Access 2007) - Microsoft Access

= [ Show Margins EE] > iy Word
0 A A - ]| == R R &3
| Print Data Only - [ Text File

Print | Size P Margins __ Page | Zoom | One | Two More | Refresh | Excel SharePoint PDF Close Print
| | - = Columns Setup || - | Page | Pages Pagesv | All st orxps Ly More~ || Preview
Print Page Layout = Zoom Data Close Preview
All Tables v« Fans who went to the Birmingham Gig

Fans S

5 Fans:Table

5 Birmingham Gig

Blus Screen of Death's Fans . Fans who went to the Birmingham Gig

Fans who went to the Birmin...

Gig Venues 2

= Gig Venues: Table

23 Seven Ozks Way

Fans at Gigs a

5 Fans at Gigs : Table 132 Blackroot St

=51 Birmingham Gig wiliam 54 George Road sirmingham

Blue Screen of Death's Fans -... Chice 50 Silvers Way Birmingham

Fans who went ta the Birmin Julia 153 Flower Rosd Sirmingham

(Wi | —

Ready i Num Lock || & EF o

e

¥ © o B - N P

10.To edit the report's colours, fonts or to add images, close the print preview (on the last

screenshot) and use the toolbars to help you.

Report Design Toals

Home  Create  EdemalData  DatabaseTools  Design  Amange  Page Setup
- - == o =) =.

calibri | A - é Ema\s @ ¥ 5] e ‘W A BNME2HS == %@ I:ﬂ 8
- /B I U v\&v\( a;) ‘ Gﬂ:' 153 Hide Details o . [#] Page Numbers ot Label Butt A M (9888 =- 3% |&\use Control Wizards aa e P' =%
. | g Fomesnorme | T E @0 0 0L Famercowor | R
Views Font Grouping & Totals Gridlines Controls Tools
gllebley 2| « || n———
Fans ER N R - TR R RN R R RN RN RN RS RIS RS - S RS "RANIES N RN R GRS RONIRE N N-T KR~ IS - RN L RN~ U SRURE-CAN R -3
B3 Fans: Table || # Report Header

= Birmingham Gig - -

Fans who went to the Birmingham Gig

Blue Screen of Death's Fans - || |1 | | = ‘

= -

[ Fans who went to the Birmin... || page Header

e HEE. - T e I
= GigVenues : Table . = L

= || # petail

s AN e et T [ T [ [ T [ T [ T [ o] [ [ T 11 ] | | | ]
= Fans at Gigs: Table -

- || # Page Footer

5 Bimingham Gig - I I I I I I | ‘ ‘ | | ‘ ‘ | ‘ ‘ ‘ I I I I I I | I L]
Blue Screen of Deats Fans -, ||| || FMe"] | | | | | | | | [ | | | [="Pase & Pespla"off & Pesfs]|

|| #Report Footer
Fans whn went ta the Rirmin.




Testing

NORMAL (N) Data that should be accepted by the validation rules.

ERRONEOUS (R) Data that is outside of the rules and should not be accepted.

Data that is accepted by the validation rules but it is at the end of the scale of
EXTREME (X) acceptance (e.g. if the maximum number of tickets you can order is 8, you
can put 8 in as your extreme data).

Evaluation Tips

e Take a screenshot of your relationships and explain how your tables are linked. Explain you
have avoided data duplication by splitting the data provided to you into tables.

e Make sure you use technical language (e.g. one-to-many relationships, referential integrity,
primary / foreign keys etc.)

e Make sure you explain that you have used the correct naming conventions in your tables
(e.g. Tbl_Beach) — why is this helpful?

¢ Make sure you answer the questions from the exam paper — when talking about the
validation methods you have used, explain how they work and include screenshots. Why
are these validations the most suitable for the data in your database?



