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User guide for the database
[bookmark: _Toc513843415]Inserting Information
When it comes to inserting the information onto the database there is only one method of doing this. The method around this being that the user can go to the Table, which is needed, and insert new information; there will be input keys and formats that will have to be followed. This means that the wrong information will not be inserted into the table.
[bookmark: _Toc513843416]Modifying Information
The method of modifying information would generally be to just replace any information with different information. An example of this would be to change the “yearly subscription” from yes to no. The way of going around this would be for the user to go to the section that they want to modify and then change the information to the information that they want to change it to. This will, possibly, need the information to be changed in a different table as most of the information within the tables is shared with each other. This mainly works with the ID numbers, if one is changed in one table then they will be needed to change with the other tables as well or errors will start to appear.
[bookmark: _Toc513843417]Deleting Information
[bookmark: _GoBack]Deleting information can be rather tricky when it comes to access, as when the information has been entered into the database then there is no real way of removing it. The only other option would be to modify the data, as has been explained in the previous section. There are possible methods of deleting the information but are not known at this current time. 
In the case of this form there is no current method of deleting any information from the database. The only option, as previously stated, is to either modify the unwanted information. A different solution would be to save a copy of the blank database and then to add information onto one of them, as this makes a backup and allows the user to implement all the correct information while keeping the wrong information out of the database.
[bookmark: _Toc513843418]Forms
Forms are used to present the information from the tables into a formal and more presentabale fashion for the end user. This is because instead of getting a plain database with a lot fo information the form shows the information and allows the user to cycle through the information relating to each of the main ID in that table. An example of this would be for the user to cycle between the students in the student table.
[bookmark: _Toc513843419]Querying
Querying is used for finding out specific information within the database without the need of going through all the information. The queries allow the user to easily pick the information that is needed and for it to be presented in a formal setting. 
The method of doing this is for the user to select the tables that they want queried and then run a query, this allows the relevant information to be chosen and presented, although the user can choose the fields in the table as well to get an even more precise result.


[bookmark: _Toc513843420]Macros
There have been many different macros on this database. All the macros have different functions and have been placed on the relevant forms and the relevant reports. Examples of the macros will be found in all the appendixes that have reports on them, this is because the quit button and the print button are both macros. Appendix 6 also shows macros in the form of buttons. Each of the buttons is macros and each lead to the relevant form and/or the relevant report that have the same name.
[bookmark: _Toc513843421]Reports
The reports are made from the queries. These are made to show the information from the query and allow the end user to read the information in a more precise manner when compared to a lot of information from a lot of different tables. The report will only show the information from that query, so like the queries; the users also have to know what they are looking for when it comes to the information required. The method of creating a report would be to, first, make a query and when that is done to then add a report into the database based on the query. 
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