BMSP4004 Generating Business Data & Analysis
Guide to practical exercises

WEEK 6

SKILLS OUTLINE

Basic Skills (required for assessment)				Tick box when competent

· Set a relationship between  all the tables

· Enter data into a table

· Amend the data type for an attribute in the Consultant entity


· Create forms

· Become familiar with additional properties

· Create and Customise forms, and enter records into Forms

· Save the database to drive U: or One Drive – make a copy on your pen drive



RELATIONSHIPS

In order for Access to search quickly and bring together related information, each table in your database should have a field or fields that uniquely identifies each record.  The field or fields which uniquely identify each record are called primary keys.  A primary key field  is commonly a unique key such as employee id, personnel no. or customer account no.  The  Primary Key quickly allows association between tables and enhances speed.  Primary Keys must be unique per record so don’t use surnames.  Remember Primary Keys should be easy to remember and not too long. 


DETERMINE THE RELATIONSHIPS

Look very carefully at each table and decide on common elements between tables that facilitate linking.  You may need to rethink what information needs to be kept in each table and to add in common fields to mesh relationships.  Fields are about people, things, prices.

A Primary Key in one table can be a FOREIGN KEY in another related table. A foreign key is used in a table other than where it was initially defined.


PRIMARY 	EMPLOYEE ID	LAST NAME	FIRST NAME
KEYS		1		Smith		Fred


		ORDER ID	CUSTOMER NO.	EMPLOYEE ID	ORDER DATE
		999			A100		1	Today’s Date


					FOREIGN KEYS


To set up the relationship you add one tables Primary Key to the order to create an association. (Employee ID links these two tables)




Relationships between tables are defined as 3 types:-

One to Many
This is the most common. In this situation a record from Table A can have more than one matching record in Table B.  However, Table B has at the MOST only one matching record in Table A. For example, one salesperson makes many sales, but each sale is made by one salesperson.

Many to Many
This enables one record in Table A to have many matching records in Table B, and a record in Table B can have many matching records in Table A.  This is a difficult area and usually results in the creation of a third  table that breaks down the relationships into 2 one to many.  The Primary Keys from both tables must me included in the third table.  The primary keys can be combined to provide one key (multiple field primary key access). For example, one student has many lecturers, and each lecturer has many students. To capture the concept of a class without reduplication necessitates a third table giving details about the meeting of lecturers and students.

One to One
In this situation a record in Table A has no more than one matching record in Table B and visa versa. It is unusual, since normally the tables could be combined into one.  It can however be useful if restricted access is necessary.


EXERCISE 1

Setting up a relationship

In the SustainableLC database relationships need to be set-up between tables. These allow the free movement of data between tables and avoid duplication.  The type of relationship that exists in SustainableLC is called a One to Many.
		
For example:

one
many

many
one

Course Details
Session


			1      Course Code
Course Code
Booking

	   1              

Booking Number
Booking Number



		
								
1. Create a relationship between the Course Details table and the Session table:

2.	Select Relationships from the database Tools menu and then select Show Table from the Relationships menu.
3.	Select the Session table from the Show Table box and click Add.  Then choose the Course 	Details table, click Add, then Close.
4.	Select the Course code in the Course Details table, drag to the same field in the Session table.  	A dialogue box will appear showing the tables and fields that you are creating a relationship 	between.
5.	Click in the check box beside Enforce referential integrity, a cross will then appear in the box.  
6.	Select the type of relationship required, in this case One to Many and click Create.

Note  When creating a One to Many relationship, choose the field on the One side of the relationship first.  A connection line appears between the two tables showing the One to Many symbols.


Create the following relationships

7.  Show the Booking, Consultants and Client Company  tables and  create One-to-Many relationships between the appropriate fields:

	Table
	Primary Key
	Relationship Type
	Table
	Foreign key

	Consultants
	[Personnel Number]
	One-to-Many
	Session	
	[Personnel Number]

	Booking
	[Booking Number]
	One-to-Many
	Session	
	[Booking Number]

	Client Company
	[Company 
Code]
	One-to-Many
	Booking
	[Company 
Code]







EXERCISE 2  -  ENTER RECORDS INTO THE COURSE DETAILS TABLE.

3.	Click on Course from the database window.  Click on the Open button.  The table appears in Datasheet view and here you can enter records.

4.	Enter the following records into the Course Details table, use the TAB key to move to the 	next field.

Course Code
PA01
Course Title
Professional Accreditation of Sustainability Leadership 1
Course Description
Introduction to Professional Accreditation of Sustainability Leadership 1


Course Code
PA02
Course Title
Professional Accreditation of Sustainability Leadership 2
Course Description
Transforming to Professional Accreditation of Sustainability Leadership 2

Course Code
PS01
Course Title
Professional Assessment of Sustainability Leadership 1
Course Description
Introduction to Professional Assessment of Sustainability Leadership 1


	5.
	Save the record.  Click on File and select Save.   Click on File and select Close.









EXERCISE 3  -  ENTER RECORDS INTO THE CONSULTANTS TABLE.

1. Click on Consultants table from the database window.  Click on Open button to display the 	datasheet, and enter the records shown below.   Save the records and close the table.


	Personnel Number
	12

	Family Name
	Oludamilola

	Given Name
	Adagbada

	Office Number
	14

	Phone
	(01267) 676767

	Extension
	1210

	Training Experience
	Leadership Techniques

	Job Title
	Senior Consultant

	Job Description
	Senior role in team management of training courses

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	John Lewis, Alison Photo

	Years Training Experience
	12

	Email
	OA@slc.com

	URL
	www.SLC.com




	Personnel Number
	14

	Family Name
	Rokhsareh

	Given Name
	Kavian

	Office Number
	16

	Phone
	(01267) 676764

	Extension
	1214

	Training Experience
	Leadership Practice

	Job Title
	Senior Consultant

	Job Description
	Senior trainer

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Nisa, Print Photography

	Years Training Experience
	14

	Email
	RK@slc.com

	URL
	www.SLC.com







	Personnel Number
	16

	Family Name
	Yuliya

	Given Name
	Ulybaeva

	Office Number
	10

	Phone
	(01267) 676710

	Extension
	1210

	Training Experience
	Leadership Practice

	Job Title
	Junior Consultant

	Job Description
	Junior

	Contract Details
	Part Time

	Photograph
	 

	Consultant Client Work History
	Lloyds Bank, Tesco

	Years Training Experience
	6

	Email
	YU@slc.com

	URL
	www.SLC.com






EXERCISE 4  -  ENTER RECORDS INTO THE CLIENT COMPANY TABLE.
1.  Click on Client Company table from the database window.  Click on Open button to display the 	datasheet, and enter the records shown below. Save the records and close the table.


	Company Code
	AL01

	Company Name
	Allison Photo

	Address 1
	College Street

	Address 2
	Lampeter

	Address 3
	Ceredigion

	Post Code
	SA48 7ED

	Client Contact
	Paul

	Packages
	Leadership Practice 1

	Company email
	AP@AllisonPhoto.com
















	Company Code
	AP01

	Company Name
	Print Photography

	Address 1
	Garnant Street

	Address 2
	Carmarthen

	Address 3
	Carmarthenshire

	Post Code
	SA31 1BW

	Client Contact
	Jane

	Packages
	Leadership Assessment

	Company email
	Jane@Pphoto.com



















	Company Code
	EC01

	Company Name
	Ecotricity

	Address 1
	Lion House Rowcroft

	Address 2
	Stroud

	Address 3
	Gloustershire

	Post Code
	GL5 3BY

	Client Contact
	Peter

	Packages
	Leadership Practice in Strategic Management

	Company email
	peter@Ecotricity.com


















FORMS

Forms are used to enter, change, view, and print data. A form is a display that enables the user to enter data into tables easily and in the order required.  A form can make viewing or printing easier.  A form is usually of more significance on a table with a larger number of  fields.



Forms: 
	allow you to enter, view, edit, and print data
	allow calculation of totals
	may contain a graph or another form
	present data in an attractive manner
	may display objects such as pictures


A form takes its information from one of two sources - either a table or a query.  Because the design of forms can be complex, Access provides you with a Form wizard which prompts you for information and creates the form automatically for you.




TYPES OF FORM

	SINGLE COLUMN
	 A single column form displays the values in the records in one column, each value on a 	separate line.

	TABULAR FORM
	Displays in row/column format, multiple records at a time.

	MAIN FORM/SUB FORM
	A main form with a sub form within it.

	GRAPH FORM
	Displays a graph.




CREATING FORMS


When the data has been entered into a table SustainableLC can identify the required/important data and create a form.    
Forms are created for users to enter, view and query data, they can include text, data, pictures, lines and colour, the arrangement of which is up to you.
Access offers Wizards to help design commonly used forms, however for this particular form it is necessary to design the form step by step.   
All fields which are selected from tables/queries and options selected from the toolbox toolbar are called CONTROLS in Microsoft Access forms and reports.



EXERCISE 5

I will give a demonstration and then you try designing forms


CREATE THE FORM FOR THE COURSE DETAILS INFORMATION.


1.	Select the Create menu and click on Form Wizard.

2.	Select the appropriate table (in this case click on Course) and click on OK button.

4.	Click on Design View,  Maximise the screen.

5.	Click on the View menu and click on Field list, then Toolbox.

6.	Click on the Form Header and right click to reveal the properties.  Amend the background colour. Change the Course  label so that it is size 30, Times New Roman Font, Centered and good background colour.

7.	Click on the detail area on the form and then click on the drop down arrow on the Back Colours button on the toolbar.  Click on an appropriate back colour for the form.

8.	Move and reshape the fields so that they display the records correctly.

9.	Save this form as Course Details.  

10.	Create navigation buttons -  go to next, and go to previous buttons.

11.	Enter the following record into the Form

12.	Save and close this form






EXERCISE 6

SustainableLC have introduced a new training course.  The details must be entered into the SustainableLC database  to ensure that the customer can make a booking.


ENTER A NEW RECORD INTO THE COURSE DETAILS FORM


1. Click on the Form object.  Double Click on Course and click on Open.

2. Click on  Next Record to reach blank fields.

3. Enter the following new record into the fields.


Course Code
PA03
Course Title
Professional Accreditation of Sustainability Leadership 3
Course Description
Implementation and Evaluation of Professional Accreditation of Sustainability Leadership 3

3.	Save the new record.  Click on File and click on Save.

4.	Close the Course Details table.  Click on File and click on Close.




EXERCISE 7

DESIGN THE FORM FOR CONSULTANTS


EXERCISE 8

DESIGN THE FORM FOR Client Company


EXERCISE 9
OPEN THE Consultants form and enter the following records

	Personnel Number
	41

	Family Name
	House

	Given Name
	Matilda

	Office Number
	41

	Phone
	(07665) 244341

	Extension
	8551

	Training Experience
	Leadership Accreditation

	Job Title
	Accreditation Consultant

	Job Description
	Senior trainer in Accreditation

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Tesco, Good Energy

	Years Training Experience
	9

	Email
	MH@slc.com

	URL
	www.SLC.com



	Personnel Number
	51

	Family Name
	Bernstein

	Given Name
	Matthew

	Office Number
	56

	Phone
	(07652) 446731

	Extension
	4513

	Training Experience
	Leadership Assessment Center

	Job Title
	Assessment Center Consultant

	Job Description
	Principal Consultant in Assessment center design

	Contract Details
	Part Time

	Photograph
	 

	Consultant Client Work History
	John Lewis, Nisa

	Years Training Experience
	10

	Email
	MB@slc.com

	URL
	www.SLC.com



	Personnel Number
	61

	Family Name
	Bentley

	Given Name
	George

	Office Number
	67

	Phone
	(04144) 773241

	Extension
	7721

	Training Experience
	Leadership Techniques

	Job Title
	Senior Consultant

	Job Description
	Principal trainer in Leadership techniques

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Pipes

	Years Training Experience
	14

	Email
	GB@slc.com

	URL
	www.SLC.com






	Personnel Number
	71

	Family Name
	Taylor

	Given Name
	Sally

	Office Number
	89

	Phone
	(04147) 732436

	Extension
	3411

	Training Experience
	Leadership Practice

	Job Title
	Senior Consultant

	Job Description
	Senior trainer in Leadership Practice

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Pipes, Nisa

	Years Training Experience
	10

	Email
	ST@slc.com

	URL
	www.SLC.com




	Personnel Number
	81

	Family Name
	Davies

	Given Name
	Sian

	Office Number
	97

	Phone
	(08332) 731524

	Extension
	3422

	Training Experience
	Leadership Practice

	Job Title
	Junior Consultant

	Job Description
	Principal trainer in Leadership practice

	Contract Details
	Part Time

	Photograph
	 

	Consultant Client Work History
	John Lewis, Pipes

	Years Training Experience
	5

	Email
	SD@slc.com

	URL
	www.SLC.com






	Personnel Number
	91

	Family Name
	Holland

	Given Name
	Ben

	Office Number
	101

	Phone
	(07652) 234315

	Extension
	3882

	Training Experience
	Leadership Accreditation

	Job Title
	Senior Consultant

	Job Description
	Principal trainer in Leadership Accreditation and Certification

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Good Energy, Tesco

	Years Training Experience
	4

	Email
	BH@slc.com

	URL
	www.SLC.com





	Personnel Number
	101

	Family Name
	Jones

	Given Name
	Huw

	Office Number
	107

	Phone
	(07652) 243114

	Extension
	3882

	Training Experience
	Leadership Assessment Preparation

	Job Title
	Junior Consultant

	Job Description
	Principal trainer in Accreditation preparation

	Contract Details
	Part Time

	Photograph
	 

	Consultant Client Work History
	Good Energy, Ecotricity, National Westminster

	Years Training Experience
	11

	Email
	HJ@slc.com

	URL
	www.SLC.com






	Personnel Number
	109

	Family Name
	Burnfield

	Given Name
	Laura

	Office Number
	109

	Phone
	(07652) 448328

	Extension
	3901

	Training Experience
	Leadership in Strategic Management

	Job Title
	Senior Consultant

	Job Description
	Principal trainer in Leadership in Strategic Management

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Good Energy, Ecotricity,

	Years Training Experience
	12

	Email
	LB@slc.com

	URL
	www.SLC.com





	Personnel Number
	120

	Family Name
	Hassler

	Given Name
	Paula

	Office Number
	120

	Phone
	(07652) 884226

	Extension
	3402

	Training Experience
	Leadership in Strategic Management

	Job Title
	Junior Consultant

	Job Description
	Principal trainer in Leadership in Strategic Management

	Contract Details
	Part Time

	Photograph
	 

	Consultant Client Work History
	NHS Trust England, Scotland and Wales

	Years Training Experience
	3

	Email
	PH@slc.com

	URL
	www.SLC.com








	Personnel Number
	130

	Family Name
	Rosemount

	Given Name
	Davina

	Office Number
	132

	Phone
	(07651) 142871

	Extension
	4017

	Training Experience
	Leadership in Strategic Management

	Job Title
	Senior Consultant

	Job Description
	Principal trainer in Leadership in Strategic Management

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	Good Energy, Ecotricity,

	Years Training Experience
	9

	Email
	DR@slc.com

	URL
	www.SLC.com





	Personnel Number
	140

	Family Name
	Khan

	Given Name
	Shajid

	Office Number
	142

	Phone
	(01267) 562244

	Extension
	2214

	Training Experience
	Leadership for Public Sector

	Job Title
	Senior Consultant

	Job Description
	Principal trainer in Leadership for Public Sector

	Contract Details
	Full Time

	Photograph
	 

	Consultant Client Work History
	NHS Wales

	Years Training Experience
	12

	Email
	SK@slc.com

	URL
	www.SLC.com





EXERCISE 10
Open the Client Company form and enter the following records

	Company Code
	GE01

	Company Name
	Good Energy

	Address 1
	Monkton Reach Monkton Hill

	Address 2
	Chippenham

	Address 3
	Wiltshire

	Post Code
	SN15 1EE

	Client Contact
	Juliet

	Packages
	Leadership Practice in Strategic Management

	Company email
	JD@GE.com
	



	Company Code
	JL01

	Company Name
	John Lewis

	Address 1
	Saint Davids

	Address 2
	Cardiff

	Address 3
	Glamorgan

	Post Code
	CF11 8DJ

	Client Contact
	Ali

	Packages
	Leadership Techniques

	Company email
	Ali@JL.com
	



	Company Code
	LB01
	NS01

	Company Name
	Lloyds Bank
	Nisa

	Address 1
	Kings Street
	23 Colbrook Rd, Pontyberem

	Address 2
	Carmarthen
	Llanelli

	Address 3
	Carmarthenshire
	Carmarthenshire

	Post Code
	SA31 1BW
	SA15 5HU

	Client Contact
	Allison
	Serena

	Packages
	Leadership Practice
	Leadership Practice

	Company email
	Allison@Lbank.co.uk
	Serena@Nisa.co.uk


	Company Code
	PB01
	TS01

	Company Name
	Pipes Artisan Brewery
	Tesco

	Address 1
	183A Kings Rd
	Morfa lane

	Address 2
	Cardiff
	Carmarthen

	Address 3
	Glamorgan
	Carmarthenshire

	Post Code
	CF11 9DF
	SA31 2LH

	Client Contact
	Nathan
	Menna

	Packages
	Leadership Techniques
	Leadership Practice

	Company email
	Nathan@Pipesbrewery.co.uk
	Menna@Tesco.com
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