BMSP4004 Generating Business Data & Analysis
Guide to practical exercises

OVERVIEW OF OBJECTS

In Access you will be working with objects, these being  tables, forms, queries and reports.  Objects can be selected and manipulated as required.  They are normal aspects of business operations.
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The Tables will need to be created to store all the data required by SustainableLC.  The relationships should be made between the entities and then the data will then need to be entered into the following tables:

Course Details	Details of all the courses run by SustainableLC.
Booking		Details relating to courses, consultants, date/time and location of bookings 		requested by the customer.
Client/Company	Details of all customers past and present.
Consultants		Details regarding the consultant’s employed by SustainableLC.  This information would include the consultants training experience. 	
Session		This table contains the information relating to the number of bookings one 
		company can have for any number of courses.
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Forms allow you to display the data you require in the way you want to see it.  They can be colourful and distinctive because you have control over the size and appearance of everything on them.  
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Queries are questions  you may ask about the data in your database.  These are normally asked when managing the company’s resources. The information is provided to managers and administrators, and can be useful to employees too.  For example SustainableLC may wish to know the following information:

How many consultants are available to run a Introduction to Sustainable Leadership course?
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Reports are used to view and print the data from the queries and forms.



Invoices, mailshots and mailing labels can be designed as reports.  SustainableLC should be able to produce reports to supply customers with the résumé of the consultants working for them.  This is what we will be doing at a later stage.	


Table Layout

The first step in building a database is to create tables to store  the data.   

Figure 3 - Table Layout (AN EXAMPLE – do not create yet!, just read and be clear about design elements)




The above table consists of the following:

Field name	The field name identifies the data stored.  A field name can consist of up to 64 	characters.

Press TAB to move to the next column
	
Data Types	This tells Access what kind of data/value is to be entered into the field. For example:
	The field COURSE CODE could be a text data type because it may contains letters and 	numbers  e.g. SL01. Or it may be Numeric if it only contains numbers – 0001 etc

Press F6 to move to lower pane to set properties.

Properties	Data types have properties which tell Access which format to use when displaying 	data from the field, such as its name, size or colour.

Press F6 to move to upper pane, press TAB key to move to the next column.

[bookmark: _GoBack]Description	Type in a short description for the field.  This description will be useful when entering 	the data into the forms.
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