BMSP4004 Generating Business Data & Analysis
Guide to practical exercises


EXERCISE 1 - CREATE A NEW DATABASE AND TABLES

Double click on the Microsoft Access 2016 icon to run the programme.


	CREATE A NEW DATABASE  	Save to One drive :

The Microsoft Access dialog box automatically appears.  Click on the Blank Database radio button.  Click on the OK button.

Figure 4 - Microsoft Access -Create a New Database
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Name the database SustainableLC1
Save
Create


INSTRUCTIONS TO CREATE A NEW TABLE

Click on the Table 1 object, select the Design View button from the list, and name the Table Course click OK button.






INSTRUCTIONS TO ENTER NEW FIELDS INTO A TABLE

1)	Click in the row below Field Name and type in the  field name.
2)	Press tab key to move to the next column.
3)	Click on the down arrow and select the suggested  data type for this field. This tells access what kind of data/value is to be entered into this field.
4) 	Press F6 to  move to lower pane to set properties.
5)	Change properties as suggested.
6)	Press F6 to move to upper pane.
7)	Press TAB key to move to next column, and type in the appropriate  field description.


	Follow the instructions above and add the following Field Names, Data Types, Properties and Descriptions.


Field Name		Course Code
Data Type		Short Text
Properties		Field Size		4		
Description		Unique code relating to the course


Field Name		Course Title
Data Type		Short Text
Properties		Field Size		30
		Required		Yes
Description		Full Title of the Course


Field Name		Course Description
Data Type		Long Text
Properties		Required		Yes
Description		Full description relating to the course


SET THE PRIMARY KEY
Click on the Course Code field name, click on the Primary Key button located on the (table design) toolbar.




Primary key	A primary key is a field that uniquely identifies each individual row or record 		in the table.
		Example
		The course code uniquely identifies each title and description relating to that 		record.  This course code provides a link to the bookings table.



	Required	If you choose YES, this means that the field is required at the input stage and 		must contain the data.  The record will be lost or not saved if  you do not 			enter data into the field.


	Indexed	Records that contain an indexed field such as Course code in Course Details 			will enable SustainableLC to sort, view and query the data  more efficiently.


2.	Save the table as Course, click on File and select Save.  



EXERCISE 2  - CREATE THE CONSULTANTS TABLE


1. Create the Consultants table.  This table will contain the data relating to the consultants working for SustainableLC.  

2. Go to the Create Menu, select Table.  It will automatically be name Table1.  Click on Table 1.  Go to Design View and you will be prompted to save the table.  

3. Save the table Consultant.

4. Use the instructions on page 5 to help create a new table and enter fields into the table.


Field Name		Personnel Number
Data Type		Number
Properties		Field Size		Double
		Required		Yes
		Indexed		Yes (No Duplicates)
Description		Unique number relating to each consultant


Field Name		Family name
Data Type		Text
Properties		Field Size		25
Description		The family name of the consultant


Field Name		Given name
Data Type		Text
Properties		Field Size		25
Description		The given name (surname) of the consultant


Field Name		Office Number
Data Type		Number
Properties		Field Size		Double
Description		The consultants office number at SustainableLC premises.



Field Name		Phone
Data Type		Short text
Properties		Input Mask 		(99999) 999999
Description		Home phone number including SustainableLC code



Field Name		Extension
Data Type		Number
Properties		Field Size		Double
Description		Internal telephone extension number




Field Name		Training Experience
Data Type		Text
Properties		Field Size		30
Description		Details of the consultants training experience


Field Name		Job Title
Data Type		Text
Properties		Field Size		35
Description		The consultants current job title


Field Name		Job Description
Data Type		Long Text
Description		Details of Techniques and Training Skills 


Field Name		Contract Details
Data Type		Short Text
Properties		25
Description		Full Time; or Part Time 
[bookmark: _GoBack]

Field Name		Photograph
Data Type		OLE Object
Description		Photograph of consultant


Field Name		Consultant Client Work History
Data Type		Long text
Description		Work history of consultants relating to past and current companies clients.


Field Name		Years Training Experience
Data Type		Number
Properties		Double
Description		Training Experience in the specific Sustainability area

Include a field named Email, another field named URL/Website…. determine the data types etc.


SET THE PRIMARY KEY
Click on the Personnel Number field name, click on the Primary Key button located on the (table design) toolbar.  Save this table as Consultants.  Click on File, select Save.
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