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Approx. Complestion Time: .75 hrs.

Create an Employee Database

New Skills: Entering Field Names ® Defining Field Data Types ® Defining Field Size
» Entering Data into a Database ® Using Design View

Foject must be completed-prio
: Lettér Mail Merge” in the Mic

TASK AND PURPOSE:

Create an employee database for Skateboards, Inc. that includes employee contact information
(name, home address, telephone number), position title, location within the park, and extension
number. This database will be used to generate a directory of employee names, work locations,
and extension numbers to be distributed to all employees of the park. It will also be useful in
creating mail-merge documents to employees including letters or memorandums, envelopes, and
labels.

i

OVERVIEW:

Because businesses communicate frequently with their employees for numerous reasons, it is
extremely important that they maintain an up-to-date list of current employee data. Employee
databases can be very complex or very basic. In this project, you will create a very basic
employee database.

STRATEGIES AND TIPS TO CONSIDER:

1. Do not use spaces between words in database field names.

2. Be consistent in the wording of the data that you enter in the table so that the results are
accurate when you query the table.

3. AMicrosoft Access tip: always close all open screens, one by one, before finally closing
the Access program.

4. Read through all instructions before proceeding with the project.

INSTRUCTIONS, INFORMATION, AND REQUIRED CONTENT:

1. Using Microsoft Access, open a new blank database.

{
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2. Save the document as Project A-1 Employee Database in your “Access Projects” folder
under your “Skateboards, Inc. Simulation” folder.

e e e e

000

3. Create a new Table using the Design View mode.
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10.

Define the structure of the database Table by entering the following Field Names, Data
Types, Descriptions, and Field Sizes provided in Figure A-1-1 below.
Note: Do not use spaces when entering field names.

Figure A-1-1

Fio Naime
‘Saluitation - .
Lhame .-, .

_ Salutation-
Tod | SucelAddiess | |
Sta
. |/PositionTitle: "~ {50 ‘.. ¢

Text - [Locafion/Department |50, - - -
TelExt o[ Text | Telephone Extension - [3 . -

Fname ' :
Street -,
[
State .
Zip
Tel ool
Title: - o

Location:

Close the Table Design View window. When prompted to save the design of the table, save
it as Employee Information. Do not define a Primary Key for this table,

Open the “Employee Information™ table and key the information for each employee record

‘provided in Figure A-1-2 into the table.

Note: The record numbers are provided for reference purposes only and should not be
entered in the table.

Carefully proofread your work for accuracy and format.
Close the table. If prompted to save the table, click “Yes.”
Print Preview and adjust the Page Setup so the document fits on one page.

Print a copy of the “Employee Information” table if required by your instructor.
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Figure A-1-2
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Approx. Completion Time: 1 hr.

Create a Member Database

New Skills: Creating Forms ® Designing/Customizing Forms ¢ Using Queries

TASK AND PURPOSE:

Create a database listing the name, address, telephone number, and birth date of the members
who have already joined Skateboards, Inc. The information in this database will be used to
contact members about upcoming events, contests, promotions, and other matiers pertaining to
membership. The database will be updated continually as new members join Skateboards, Inc.

OVERVIEW:

Recreational facilities often create promotions and contests to help generate an increase in
membership. One promotion that is particularly exciting at Skateboards, Inc. is that members

will be invited to bring a friend to skate for free as a guest of the park on the member’s birthday.
General Manager Joshua Jones asks you to do three things: 1) create a member database 2) create
a form listing the name and birth date of each member, and 3) create a query listing the names and
addresses of members who live in Rapid City.

STRATEGIES AND TIPS TO CONSIDER:

1. Do not use spaces between words in database field names.

2. Be consistent in the wording of the data that you enter in the table so that the results are
accurate when you query the table.

3. A Microsoft Access tip: always close all open screens, one by one, before finally closing
the Access program.

4. Have fun designing the form. Though not required, you might want to experiment with
using color for either individual fields or the background of the form.

5. Read through all instructions before proceeding with the project.

INSTRUCTIONS, INFORMATION, AND REQUIRED CONTENT:

1. Using Microsoft Access, open a new blank database.

2. Save the document as Project A-2 Member Database in your “Access Projects” folder
under your “Skateboards, Inc. Simulation” folder.

3. Create a new Table using the Design View mode.
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10.

11.

12.

13.

Define the structure of the database Table by entering the following Field Names, Data
Types, Descriptions, and Field Sizes provided in Figure A-2-1 below.
Note: Do not use spaces when entering field names.

Figure A-2-1

FieldName ' DataType . Des

To

- [Member's Last Name = - 25
| Member's FirstName |25
|| Member's Street Address {30
Member's City =~ |25
Member's State - |2 -
Member's ZipCode. |5
Telepho 2 Member's Tolephone Number |12 .
BirthDate . " "| DatéiTime | Member's Bith Date | N/A (See below).
*Format the BirthDate field Data Type as Date/Time and choose the Short Date option.
- Exampile: 6/19/1990

Close the Table Design view window. When prompted to save the design of the table, save
it as Member Information. Do not define a Primary Key for this table.

Open the “Member Information” table and key the information for each member record
provided in Figure A-2-2 into the table.

Note: The record numbers are provided Jfor reference purposes only and should not be
entered in the table.

Close the table. If prompted to save the table, click “Yes.”

Click on Forms and create a form that lists cach member’s last name, first name, and birth
date. Use your own creativity to create an attractive format for the form.

Close the form. When prompted to save the design of the form, save it as Member Birth
Dates.

Click on Query and, using the Member Information table, create a query that lists the last
name, first name, and telephone number of all members who live in Rapid City.
Hint: In this query, the criteria should be equal to “Rapid City” in the City field.

Close the Query. When prompted to save the design of the query, save it as Members from
Rapid City.

Carefully proofread your work for accuracy and format,

Print a copy of the table, the form, and the query if required by your instructor, Adjust the
Page Setup so that each document fits on one page.
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Figure A.2-2
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Approx. Completion Time: 1 hr.

Create an Advertiser Dutabase

New Skills: Creating a Report ¢ Sorting Records

TASK AND PURPOSE:

Create a database listing the business name, contact person, address, telephone number, fax
number, and email information of the local businesses participating in the banner advertising

o campaign for Skateboards, Inc. Office Manager Annie Shechan will use the information in the

database to prepare monthly invoices for the advertisers. Marketing Director Rebecca Langford
will use it to communicate with advertisers about the campaign.

OVERVIEW:

Developed by Rebecca Langford, the campaign gives local business owners the opportunity to
advertise their businesses on the big screen TVs and on banners of various sizes and colors that
will hang from the rafters or be displayed on side walls at the park. Ms. Langford needs to contact
the eleven advertisers, who have already enrolled, to remind them to submit the text and graphic
information for their banner as soon as possible. This must be done so that Canvas Creations, the
banner manufacturer, will have sufficient time to produce the banners prior to the Grand Opening.
She asks you to create a report that lists the business name, contact person, phone number, and the
contact person’s email address.

STRATEGIES AND TIPS TO CONSIDER:

L. Do not use spaces between words in database ficld names.

2. Be consistent in the wording of the data that you enter in the table so that the results are
accuraie when you query the table. ‘

3. A Microsoft Access tip: always close all open screens, one by one, before finally closing
the Access program.

4. Read through all instructions before proceeding with the project.

INSTRUCTIONS, INFORMATION, AND REQUIRED CONTENT:

1. Using Microsoft Access, open a new blank database.

2, Save the document as Project A-3 Advertiser Database in your “Access Projects” folder
under your “Skateboards, Inc. Simulation” folder.

3. Create a new Table using the Design View mode.
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10.

11.

Define the structure of the database Table by entering the following Field Names, Data
Types, Descriptions, and Field Sizes provided in Figure A-3-1 below.
Note: Do not use spaces when entering field names.

Figure A-3-1

‘BusinessName ‘| Advertiser's Company Name 30
‘ContactPerson Advertiser's Contact Person 30
PhoneNumber Advertiser's Phone Number 12
FaxNumber ~ Advertiser’s Fax Number 12
Address Advertiser's Street Address 30
City Advertiser's City . . 30
State. Advertiser's State 2

Zip | Advertiser’s Zip Code 5

ContactE-mail Advertiser’s E-mail Address 50

Close the table design view window. When prompted to save the design of the table, save it
as Advertiser Information. Do not define a Primary Key for this table.

Open the “Advertiser Information™ table and key the information for each advertiser record
provided in Figure A-3-2 into the table.

Note: The record numbers are provided for reference purposes only and should not be
entered in the table.

Close the table. If prompted io save the table, click “Yes.”

Click on Reports and create a report that lists the business name, contact person, phone
number, and the contact person’s email address in ascending alphabetical order by business
name. This report will be used to contact the eleven advertisers who have enrolled in the

Skateboards, Inc. banner advertising campaign. Use your best judgment in formatting the
look of the report.

Close the report. When prompted to save the design of the report, save it as Advertiser
Information Report.

Carefully prooftead your work for accuracy and format,

Print a copy of the table and the report if required by your instructor. Adjust the Page Setup
so that cach document fits on one page.
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